
     
    

 

  

                    
  

                     
                 

               
        

KIPP Academy Lynn Elementary School 
Student & Family Handbook 

2023-2024 

Revised 06/2023 

Paper copies are available at the front desk. If you need a language other than English, please speak with the 
front desk. 

Content subject to change. As we learn more about how to keep our students and staff safe in the wake of 
COVID-19, please note that aspects of this handbook may be revised to adapt to the most updated 
recommendations we receive from public health and education experts. Please see our website and letters 
home for the most up to date information. 



     
      

 

    
   

    
     
       

    
      
     

       
 

  
  

  
        

    
      

       

 
  

                 
                

                  
    

        
                  
   
    
        
            
   
         
          
     
      
   

                 
             

        
                
      
      
             

            
               

                 
                 

     

  

Volunteers to meet and greet 
visitors and others he/she does not 
know 

Integrity Team & Family 
Tells the truth 
Remembers and follows directions 
Pays attention and resists distractions 
Asks and answers questions to deepen understanding 
Actively listens to others 
Allows others to speak without interruption 
Keeps his/her temper in check 
Remains calm even when criticized or otherwise 
provoked 

Actively participates 
Shows enthusiasm 
Invigorates others 
Is able to identify things that interest him/her 
Exudes excitement for learning 
Problem-solves with others during a conflict 
Helps and supports teammates at all times 

Discipline 
Behavioral Infractions 
We understand that part of character development is making mistakes. Our ultimate goal is to ensure that 
children learn from those mistakes. Depending on the situation, a staff member at KIPP Academy Lynn 
Elementary may choose to support a child in his/her character development in a variety of ways, including but 
are not limited to: 

● time away from peers to reflect independently 
● time away from peers to reflect and practice with the support of an adult or a peer 
● repeated practice 
● alternative seat assignment 
● peer to peer meeting with adult supervision 
● revoking privilege(s) until the child proves he/she can earn them back 
● silent lunch 
● reduced recess/no recess, if this consequence is logical 
● small group meeting with the teacher, counselor, or administrator 
● Parent or guardian/teacher/student conference 
● individual behavior plan/positive behavior tracker 
● additional assignments/responsibilities 

While these are possible staff responses to student choices, the KIPP Academy Lynn Elementary staff has sole 
discretion to determine the response to any and all behavioral infractions that occur: 

● While the student is on school grounds 
● While the student is waiting at a bus stop or traveling between school and home 
● During school-sponsored activities and trips 
● During all other school-related events 
● Off of school grounds and result in disruption to the learning environment 

Parent/guardian communication is always prioritized when behavioral concerns arise. KIPP Academy Lynn 
Elementary staff members may attempt to contact parents/guardians by phone, text, email, notes home, on 
campus meetings, or home visits in the event of behavioral concerns, including the manner designated by the 
parent at the beginning of the year. Parents/guardians are expected to respond to communication as soon as 
possible in whatever way possible. 
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Types of Disciplinary Action 
The following section explains the procedures for determining consequences students may face for violation of 
this Code of Conduct other than suspension or expulsion. All students are entitled to due process as required by 
law and commensurate with the disciplinary consequences to which they may be subject. 

Separate Lunch 
On Mondays-Fridays, students may have lunch separately from the other students. The separate lunch 
consequence will be served on the same day it is earned whenever possible. If a student earns multiple 
separate lunches, they may be required to serve them on consecutive days. Students may go to separate 
lunch for part of the lunch period or the entire lunch period. 

Reduced Recess 
On Mondays – Fridays, students may be required to miss part of recess. Whenever possible, students will 
miss recess on the same day that the consequence was earned. In the case that two recess 
consequences are earned on the same day, students may serve consecutive days of reduced recess. 

When students earn reduced recess, they will report to recess as soon as they have met the expectation 
set by the teacher. If the student does not meet the expectation, he/she will not report to recess. 

Suspension & Expulsion Procedure 
In-School Suspension (other than Emergency Removal) 
In-school suspension is when a student is removed from regular classroom activities, but not from the school 
premises, as a result of his or her conduct. In-school suspension is rarely used at KIPP Academy Lynn; in the case 
that a student faces an out of school suspension, s/he may be in school suspended pending a disciplinary 
hearing. If a student faces in-school suspension for more than ten (10) school days, consecutively or 
cumulatively during the school year, the procedures governing long-term suspension (see below) will be 
followed. 

In such cases the Principal is required to inform the student of the disciplinary offense charged and the basis for 
the charge, and provide the student an opportunity to dispute the charges and explain the circumstances 
surrounding the incident. On the same day the in school suspension is imposed, the Principal must make 
reasonable efforts to notify the parents of the disciplinary offense, the reasons for concluding that the student 
committed the offense, and the consequence. The Principal shall also invite the parent to a meeting to discuss 
the student’s behavior, or at least make and document two attempts to do so. 

Out-of-School Suspension (other than Emergency Removal) 
There are two kinds of out-of-school suspensions. A short-term out-of-school suspension means the removal of 
a student from the school premises and regular classroom activities for no more than ten (10) consecutive or 
cumulative school days. A long-term out-of-school suspension means the removal of a student from the school 
premises and regular classroom for more than ten (10) consecutive or cumulative school days. 

The Principal may not impose a suspension as a consequence for a disciplinary offense without first providing the 
student and the parent with verbal and written notice, and providing the student an opportunity for a hearing on 
the charge and the parent an opportunity to participate in the hearing. 
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Out-of-School Suspension Notice of Student and Parent Rights*  
*This section governs notice rights regarding all student offenses that may be subject to short- or 
long-term suspensions that do not involve dangerous instruments, controlled substances, assault on 
school staff, felony or felony delinquency charges, and/or felony delinquency findings or admissions, all of 
which are governed by G.L. C.71 §§37H and 37H½, as detailed below. 

Student disciplinary offenses resulting in removal from the classroom (i.e., suspensions and expulsions) 
are subject to due process procedures, including notices, hearings, appeals, and educational services 
during removals. The following sections provide you with information about these rights. 

The Principal is required to provide this verbal and written notice to the student and the parent in 
English and in the primary language of the home if other than English, or other means of communication 
where appropriate. The notice must set forth the following information: 

1. the disciplinary offense; 
2. the basis for the charge; 
3. the potential consequences, including the potential length of the student's suspension; 
4. the opportunity for the student to have a hearing with the Principal concerning the proposed 

suspension, including the opportunity to dispute the charges and to present the student's 
explanation of the alleged incident, and for the parent to attend the hearing; 

5. the date, time, and location of the hearing; 
6. the right of the student and the student's parent to interpreter services at the hearing if needed 

to participate; 
7. if the student may be placed on long-term suspension following the hearing with the Principal, 

the student’s short and long term suspension hearing rights and the right to appeal the 
Principal's decision to the Executive Director (see below). 

The Principal is required to make and document reasonable efforts to notify the parent verbally of the 
opportunity to attend the hearing. The Principal is presumed to have made reasonable efforts, and 
therefore may conduct a hearing without the parent present, if the Principal has sent written notice (by 
hand delivery, first-class mail, certified mail, email, or any other method of delivery agreed to by the 
Principal and parent) and has documented at least two attempts to contact the parent in the manner 
specified by the parent for emergency notification. 

Please note that students have the right to be represented by counsel or a lay person of the student’s 
choice, at the student’s/parent’s expense, at any and all hearings concerning student discipline. If a 
student or parent wishes to bring an attorney to any hearing or meeting at the school, KIPP must be 
informed immediately. If a student fails to inform the school prior to bringing an attorney to a hearing, 
and KIPP’s attorney is not present, then KIPP will exercise its right to cancel and reschedule the meeting 
to ensure that its attorney can attend. This rescheduling may delay the hearing or meeting, and if so, the 
child’s disciplinary removal will be extended until a decision is rendered following the rescheduled 
hearing or meeting. KIPP hereby notifies each student and parent that the School may have its legal 
counsel present at any hearings and meetings involving student discipline. 

In every case of student misconduct for which suspension may be imposed, the Principal is required to 
exercise discretion in deciding the consequence for the offense; consider ways to re-engage the student 
in learning; and avoid using long-term suspension from school as a consequence until alternatives have 
been tried. The following section outlines student and parent rights when the Principal is considering 
and/or decides to implement a removal from school as a consequence for student misconduct. 

Students who are suspended under this section are entitled to receive educational services during the 
period of suspension or expulsion under KIPP’s Education Service Plan, which is described below in 
Section D. If the student withdraws from the KIPP and/or moves to another school district during the 
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period of suspension, the new school/district/district of residence shall either admit the student to its 
schools or provide educational services to the student under the new school or district’s education 
service plan. 

Short-Term Suspension Hearing Rights 
This section governs hearing rights for students facing short-term suspension. Short-term suspension 
means the removal of a student from the school premises and regular classroom activities for ten (10) 
consecutive school days or less. 

The purpose of the hearing with the Principal is for the Principal to hear and consider information 
regarding the alleged incident; provide the student an opportunity to dispute the charges and explain 
the circumstances of the alleged incident; and determine if the student committed the disciplinary 
offense, and if so, the consequences for the infraction. At a minimum, the Principal is required to discuss 
the disciplinary offense, the basis for the charge, and any other pertinent information. The student and 
parent both shall have an opportunity to present and offer information, including mitigating facts, that 
the Principal should consider in determining whether other remedies and consequences may be 
appropriate. Based on the available information, including mitigating circumstances, the Principal shall 
determine whether the student committed the disciplinary offense, and, if so, what remedy or 
consequence will be imposed. 

The Principal is required to provide written notification to the student and parent of the determination 
and the reasons for it, and, if the student is suspended, the type and duration of suspension and the 
opportunity to make up assignments and such other school work as needed to make academic progress 
during the period of removal. 

Long Term Suspension: Hearings and Appeals 

Hearing Rights 
This section governs hearing rights for students facing long-term suspension. Long term 
suspension means the removal of a student from the school premises and regular classroom 
activities for more than ten (10) consecutive school days, or for more than ten (10) school days 
cumulatively for multiple disciplinary offenses in any school year. 

The purpose of the long-term suspension hearing is the same as the purpose of a short-term 
suspension hearing. At a minimum, in addition to the rights afforded a student in a short-term 
suspension hearing, the student shall have the following rights during a long-term suspension 
hearing: 

1. In advance of the hearing, the opportunity to review the student's record and the 
documents upon which the Principal may rely in making a determination to suspend the 
student or not; 

2. the right to be represented by counsel or a lay person of the student's choice, at the 
student's/parent's expense; 

3. the right to produce witnesses on his or her behalf and to present the student's 
explanation of the alleged incident, but the student may not be compelled to do so; 

4. the right to cross-examine witnesses presented by the School; and 
5. the right to request that the hearing be recorded by the Principal, and to receive a copy 

of the audio recording upon request. If the student or parent requests an audio 
recording, the Principal shall inform all participants before the hearing that an audio 
record will be made and a copy will be provided to the student and parent upon request. 
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The Principal shall provide the parent, if present, an opportunity to discuss the student's conduct 
and offer information, including mitigating circumstances, that the Principal should consider in 
determining consequences for the student. 

Based on the evidence, the Principal shall determine whether the student committed the 
disciplinary offense, and, if so, after considering mitigating circumstances and alternatives to 
suspension, what remedy or consequence will be imposed, in place of or in addition to a 
long-term suspension. The Principal shall send the written determination to the student and 
parent by hand-delivery, certified mail, first-class mail, email to an address provided by the 
parent for school communications, or any other method of delivery agreed to by the Principal 
and the parent. If the Principal decides to suspend the student, the written determination will: 

1. Identify the disciplinary offense, the date on which the hearing took place, and the 
participants at the hearing; 

2. Set out the key facts and conclusions reached by the Principal; 
3. Identify the length and effective date of the suspension, as well as a date of return to 

school; 
4. Include notice of the student's opportunity to receive education services to make 

academic progress during the period of removal from school; 
5. Inform the student of the right to appeal the Principal's decision to the Executive 

Director (only if the Principal has imposed a long-term suspension). Notice of the right of 
appeal shall be in English and the primary language of the home if other than English, or 
other means of communication where appropriate, and shall include the following 
information stated in plain language: 

a) the process for appealing the decision, including that the student or parent must 
file a written notice of appeal with the Executive Director within five (5) calendar 
days of the effective date of the long-term suspension; provided that within the 
five (5) calendar days, the student or parent may request and receive from the 
Executive Director an extension of time for filing the written notice for up to 
seven (7) additional calendar days; and that 

b) the long-term suspension will remain in effect unless and until the Executive 
Director decides to reverse the Principal's determination on appeal. 

Appeals of Long Term Suspension 
A student who is placed on long-term suspension following a hearing with the Principal has the 
right to appeal the Principal's decision to the Executive Director. 

In order to appeal the Principal’s decision to impose a long-term suspension, the student or 
parent must file a notice of appeal with the Executive Director within five calendar days of the 
effective date of the long-term suspension (in the alternative, within five calendar days of the 
effective date of the long-term suspension the parent may request and receive from the 
Executive Director an extension of time for filing the written notice for up to seven additional 
calendar days). If the appeal is not timely filed, the Executive Director may deny the appeal, or 
may allow the appeal in his or her discretion, for good cause. 

The Executive Director shall hold the hearing within three school days of the student's request, 
unless the student or parent requests an extension of up to seven additional calendar days, in 
which case the Executive Director shall grant the extension. 
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The Executive Director must make a good faith effort to include the parent in the hearing, and 
will be presumed to have made a good faith effort if he or she has attempted to find a day and 
time for the hearing that would allow the parent and Executive Director to participate. The 
Executive Director shall send written notice to the parent of the date, time, and location of the 
hearing. 

The Executive Director will conduct a hearing to determine whether the student committed the 
disciplinary offense of which the student is accused, and if so, what the consequence will be. An 
audio recording of the hearing will be made, a copy of which shall be provided to the student or 
parent upon request. 

The student and parent shall have all the rights afforded them at the Principal's hearing for 
long-term suspension, as detailed above. 

The Executive Director shall issue a written decision within five calendar days of the hearing. If 
the Executive Director determines that the student committed the disciplinary offense, the 
Executive Director may impose the same or a lesser consequence than the Principal, but shall 
not impose a suspension greater than that imposed by the Principal's decision. The decision of 
the Executive Director shall be the final decision of the school. 

Emergency Removal 
In cases of emergency that do not involve either expellable offenses or special needs students facing 
suspension for 10 or more consecutive school days or constituting a change in placement, the Principal has the 
authority to remove a student from school temporarily when a student is charged with a disciplinary offense 
and the Principal determines that the continued presence of the student poses a danger to persons or 
property, or materially and substantially disrupts the order of the school, and, in the Principal's judgment, 
there is no alternative available to alleviate the danger or disruption. The Principal is required to notify the 
Executive Director immediately in writing of an emergency removal and the reason for it, and describe the 
danger presented by the student. The temporary removal shall not exceed two (2) school days following the 
day of the emergency removal, during which time the Principal will: 

(a) make immediate and reasonable efforts to inform the student and parent orally of the emergency 
removal, the reason for the need for the emergency removal, the disciplinary offense, the basis for the 
charge, the potential consequences, including the potential length of the student’s suspension; 

(b) provide written notice of a hearing with the Principal concerning the proposed suspension with notice 
of rights to which the student is entitled based on the possible consequence in accordance with state 
law; and 

(c) Render a decision orally on the same day as the hearing, and in writing no later than the following 
school day. 

The Principal may not remove a student from school on an emergency basis for a disciplinary offense until 
adequate provisions have been made for the student's safety and transportation. 

Education Services During Removals and School-Wide Education Services Plan 
Students who are suspended from school for 10 or fewer consecutive days, whether in or out of school, have the 
opportunity to make academic progress during the period of suspension; make up assignments; and earn credits 
missed including, but not limited to, homework, quizzes, tests, and projects missed. 

KIPP has developed a school-wide Education Service Plan for all students who are expelled or suspended from 
school for more than 10 consecutive school days, whether in or out of school. Principals shall ensure these 
students have an opportunity to make academic progress during the period of suspension or expulsion, to make 
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up assignments and earn credits missed, including, but not limited to, homework, quizzes, exams, papers and 
projects missed. 

KIPP’s Education Service Plan is subject to change, and may include, but is not limited to, tutoring, alternative 
placement, independent study, and video conferencing. 

If KIPP expels a student or suspends a student for more than 10 consecutive school days, KIPP is required to 
provide the student and the parent of the student with a list of alternative educational services. Upon selection 
of an alternative educational service by the student and the student’s parent, the School shall facilitate and 
verify enrollment in the service. 

Service Options for students suspended from 10 or more school days: 
• External tutoring 
• Skype into daily math and reading classes 
• Independent study projects for class credit 
• Alternative placement 

Expulsion 
Expulsion is defined as the exclusion from KIPP Academy Lynn on a permanent basis at the discretion of the 
Principal. Massachusetts law provides the principal with the authority to expel students without Board 
involvement for the following behavioral infractions: 

• Possessing a dangerous weapon including but not limited to a knife or a gun; 
• Possessing a controlled substance as defined in M. G. L. c. 94C including, but not limited to illegal drugs 

(e.g. marijuana) and prescription medication; 
• Assaulting educational personnel; 
• Being convicted of a felony or being found guilty of committing a felony either by admissions or 

adjudication; or 
• A serious case, which is defined as involving the possession or use of illegal substances or weapons, 

assault, vandalism, or violation of a student’s civil rights. In practice, the decision to suspend rather than 
expel in serious cases may depend on whether the principal determines that the student’s continued 
presence in school would have a substantial detrimental effect on the general welfare of the school. 

In addition to the above infractions, violations of applicable state or federal laws or ordinances may be handled 
in cooperation with the local police department as authorized by law. 

Expulsion Procedure 
This policy governs procedures relating to conduct that may result in expulsion. Students who are 
expelled under this section are entitled to receive educational services during the period of suspension 
or expulsion under KIPP’s Education Service Plan, which is described below. If the student withdraws 
from the KIPP and/or moves to another school during the period of expulsion, the new 
school/district/district of residence shall either admit the student to its schools or provide educational 
services to the student under the new school or district’s education service plan. 

Notice for Students and Parents Facing Expulsion for Possession of Dangerous Weapon or 
Controlled Substances, or Assault on Educational Staff (under G.L. c. 71, s. 37H) 
Any student who is found on school premises or at school-sponsored or school-related events, 
including athletic games, in possession of a dangerous instrument, including, but not limited to, a gun 
or a knife, may be subject to expulsion from the school by the Principal. Any student who is found on 
school premises or at school-sponsored or school-related events, including athletic games, in 
possession of a controlled substance, including, but not limited to, marijuana, cocaine, and heroin, 
may be subject to expulsion from the school by the Principal. Any student who assaults a Principal, 
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Assistant Principal, teacher, teacher’s aide or other educational staff on school premises or at 
school-sponsored or school-related events, including athletic games, may be subject to expulsion from 
the School by the Principal. 

Any student who is charged with any of the misconduct detailed above has an opportunity for a hearing 
before the Principal with his or her parent or guardian. Prior to the hearing and prior to the expulsion 
taking effect, the student shall receive written notice of the student’s right to a hearing with the 
principal. The notice shall include the date, time, and location of the hearing. The student’s parent or 
guardian will be present at the hearing. At the hearing, the student may have representation at his or her 
own expense, the opportunity to present evidence and witnesses at said hearing before the Principal, 
and the right to confront and cross examine witnesses presented by the school. After said hearing, the 
Principal may, in her discretion, decide to suspend rather than expel a student who has been determined 
by the Principal to have committed the misconduct detailed above. Before the expulsion takes effect, the 
student shall receive written notice of the charges and of the reasons and evidence for expulsion. If the 
principal decides to expel the student after the hearing, the principal shall give written notification at the 
hearing to student and parent of student of the right to appeal, the process for appealing the expulsion 
and of the opportunity to receive educational services. The expulsion shall remain in effect prior to any 
appeal hearing conducted by the Executive Director. 

Any student who has been expelled pursuant to GL c. 71 §37H shall have the right to appeal to the 
Executive Director. The expelled student shall have ten days from the date of the expulsion in which to 
notify the Executive Director of his or her appeal. The superintendent shall hold a hearing with the 
student and the student’s parent or guardian. At the hearing, the student shall have the right to present 
oral and written testimony, the right to counsel and the right to confront and cross examine witnesses 
presented by the school. The subject matter of the appeal shall not be limited solely to a factual 
determination of whether the student has violated any provisions of this section. 

The Executive Director shall have the authority to overturn or alter the decision of the principal, 
including recommending an alternate educational program for the student. The Executive Director shall 
render a decision on the appeal within five calendar days of the hearing. That decision shall be the final 
decision of the school district with regard to the expulsion. 

Notice for Students and Parents Facing Suspension or Expulsion Relating to Criminal or 
Felony Delinquency Changes, Findings, or Admission (G.L. c. 71, s. 37H ½) 
This section applies to student misconduct that may result in suspension or expulsion arising out of 
student criminal or felony delinquency charges, findings, or admissions. 

Expulsion Following Felony Adjudication or Admission: 
Upon a student being convicted of a felony or upon an adjudication or admission in court of guilt with 
respect to such a felony or felony delinquency, the Principal may expel said 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. The student shall receive written notification of the charges and 
reasons for such expulsion prior to such expulsion taking effect. The student shall also receive written 
notification of his right to appeal and the process for appealing such expulsion; provided, however, that 
the expulsion shall remain in effect prior to any appeal hearing conducted by the Executive Director. 

Any student who is charged with any of the misconduct detailed above has an opportunity for a hearing 
before the Principal with his or her parent or guardian. Prior to the hearing and prior to the expulsion 
taking effect, the student shall receive written notice of the student’s right to a hearing with the 
principal. The notice shall include the date, time, and location of the hearing. The student’s parent or 
guardian will be present at the hearing. At the hearing, the student may have representation at his or her 
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