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CORE PRINCIPLES

Emerald Academy’s Vision
Emerald Academy’s vision is to dramatically increase the number of Knoxville students who graduate 
eighth grade well-prepared for high school and the college of their choice.  To achieve this goal, we 
will create a replicable, model kindergarten through eighth grade school that closes the achievement 
gap and alters the trajectory of our urban youth.  Emerald Academy will prepare our scholars for 
success through our four pillars:  academic excellence, effective teaching, a highly relational culture 
grounded in high expectations, and robust parent and community engagement.

Emerald Academy’s Mission
Emerald Academy’s mission is to grow scholars into leaders by creating the best learning culture for 
city students to develop the skills, habits, and values for success in high school, college and life.

Emerald Academy’s Goals
1. Scholars will read at or above grade level.
2. Every scholar will be ready for high school and on their way to a 4 year college.
3. Emerald Academy will rank in the top 5% of all schools in Tennessee.

Emerald Academy’s Values
1. We put children’s needs first, in every single decision we make.
2. We hold everyone to the highest expectations, from our kindergarten scholars to our Board    
    members.
3. We share a never give up attitude, no matter what it takes.
4. We believe in our scholars, and know that every child can learn and excel.

GENERAL SCHOOL INFORMATION

Policies of Emerald Charter Schools
As a public charter school, Emerald Charter Schools is required to adopt certain policies related to 
the operation of Emerald Academy.  All policies are available to parents/guardians upon request.  
In addition, all policies are published on the website for Emerald Charter Schools at  www.
emeraldcharterschools.org. 

Contact Information
Address:         Emerald Academy 
                       220 Carrick Street
                       Knoxville, TN 37921
Website:  www.emeraldacademy.org
Phone Number: (865) 249-7223 
Fax Number:  (865) 249-7826
Uniform Contact: http://knoxville.educationaloutfitters.com

Open Records 
Because Emerald Academy is a public charter school, the state Open Records Act (the “ORA”) 
applies to all public records maintained by Emerald Charter Schools.  Under the ORA (T.C.A. § 10-
7-503), all public records shall be open for personal inspection during normal business hours by a 
citizen of the State of Tennessee to the same extent as records of other public schools.  
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Public records are defined as those documents, regardless of form, which are made or received 
pursuant to law or ordinance or in connection with the transaction of official business by Emerald 
Charter Schools.  While public records are open for inspection, the records of students attending 
Emerald Academy are treated as confidential.  Information in such records relating to academic 
performance, financial status of a student or the student’s parent or guardian, and medical or 
psychological treatment or testing shall not be made available to the public, to unauthorized 
personnel of the school, or to any agency, except those agencies expressly authorized by the Board 
of Emerald Charter Schools to conduct specific research or otherwise authorized by the Board, 
without the written consent of the parent or guardian of a student attending Emerald Academy, except 
as otherwise provided by law or regulation pursuant thereto, and except in consequence of due 
legal process or in cases where the safety of persons or property is involved.  The Board of ECS, 
the Tennessee Department of Education, and the Tennessee Higher Education Commission shall 
have access on a confidential basis to such records as are required to fulfill their lawful function.   In 
addition to maintaining the confidentiality of students records, Emerald Charter Schools will maintain 
the confidentiality of other records pursuant to T.C.A. § 10-7-504 and other applicable law.
 
Persons desiring to inspect public records maintained by ECS shall make the request at the main 
office of Emerald Academy, 220 Carrick Street, Knoxville, Tennessee.  The request shall be in writing 
and shall be in sufficient detail to enable the records custodian to identify the specific records to be 
located or copied.  Upon receipt of the request, the records custodian shall promptly make available 
for inspection all public records not exempt from disclosure.  In the event that it is not practicable for 
the records to be made available promptly, the custodian shall so notify the requester.  In addition, 
within seven (7) days, the custodian shall either (a) make the information available for inspection, (b) 
deny the request in writing, giving the basis for the denial, or (c) furnish the requestor a completed 
records request form stating the time reasonably necessary to produce the records.
    
A person who has a right to inspect a public record may obtain copies of the documents subject to 
the payment of the reasonable costs of copying. The records custodian shall provide a requestor 
an estimate of the reasonable costs to provide copies of the public records.  Except in cases where 
the administrative costs are determined by the custodian to be de minimis, the records custodian 
shall require the requestor to pay the reasonable costs incurred in producing the requested material, 
as determined by the state’s open records counsel.  A person who believes that he/she has been 
wrongfully denied the right to inspect a public record may file a complaint with the President.

Open Meetings
Because Emerald Academy is a public charter school, the state Open Meetings Act (the “Act”) 
applies to Emerald Charter Schools.  Pursuant to the Act (T.C.A. § 49-13-111(h)), the meetings of 
the Board of Directors of Emerald Charter Schools (the “Board”) shall be deemed public business 
and shall be held in compliance with the Act.   Pursuant to the terms of the Act, “meeting” is defined 
as the convening of a governing body for which a quorum is required in order to make a decision or 
deliberate toward a decision on any matter.  The Board shall transact its business at regular or special 
meetings. Except in the case of conferences with its attorney to discuss pending or threatened 
litigation, if any, all meetings of the Board are public meetings which shall be open to the public at all 
times.  Board members will not conduct private meetings to decide or deliberate toward a decision 
about matters coming before the Board and will not use electronic means for such purposes.  Votes 
on any matter coming before the Board shall be public.  All votes shall be by public vote, public roll 
call, or public ballot.  No secret votes, or secret ballots, or secret roll calls shall be allowed.  Board 
members shall vote in the affirmative (using “aye” or a similar term), in the negative (using “nay” or 
a similar term), or shall abstain.   A “public vote” shall mean a vote in which the “aye” faction vocally 
expresses its will in unison and in which the “nay” faction subsequently vocally expresses its will in 
unison.
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If a physical quorum is present at the location specified in the notice of the meeting, the Board may 
allow participation in a public meeting by electronic or other means of communication for the benefit 
of the public and the Board.  Any member of the Board who participates in a public meeting by 
means of such communication shall be provided, before the meeting, with any documents that will be 
discussed at the meeting, with substantially the same content as those documents actually presented 
at the meeting.  All votes taken during such a public meeting shall be by roll call vote.

In the case of a “necessity,” as defined in the Act, the Board may allow participation in a public 
meeting by electronic or other means of communication without there being a physical quorum 
present at the location specified in the notice of the meeting.  In these circumstances, the Board must 
make a determination that a necessity exists.  Such determination and the facts and circumstances 
on which the necessity is based will be included in the minutes of the meeting of the Board. 

Meetings of any committee shall be conducted pursuant to the requirements of the Act if the 
committee includes two or more members of the Board and if the committee has the authority to 
make a decision for the Board on a matter of policy or administration or to make a recommendation to 
the Board on a matter of policy or administration.  

In the event that the Board of Emerald Charter School learns that the Open Meetings Act has been 
violated, the Board shall take prompt remedial action to correct the violation.
 
Nothing in the Act or the Open Meetings Policy shall prohibit a chance meeting of, informal 
assemblage of, or electronic communication between members of the Board as long as the members 
of the Board do not use such meeting, assemblage, or communication to decide or to deliberate 
about business coming before the Board.

Meetings of the Board 
The Board will hold regular meetings once a month or upon such basis as is established in the 
Bylaws of Emerald Charter Schools.   For the 2018-2019 school year, the Board shall hold its 
meetings on the fourth Thursday of each month, beginning at 12:15 p.m., unless changed by action 
of the Board.  Thereafter, the Board will establish a schedule for regular meetings of the Board.  The 
Board shall hold such special meetings as are necessary to transact the business of the Board.  
Special meetings shall be called pursuant to the requirements of the Bylaws of Emerald Charter 
Schools. The Board may hold workshops, work sessions, and other meetings where no vote is to 
be taken as is necessary for the purpose of receiving information, discussing a policy, or otherwise 
conducting the business of ECS. Such meetings shall be called pursuant to the requirements of the 
Bylaws of Emerald Charter Schools.

Notice of Meetings
Emerald Charter Schools shall provide adequate public notice of all meetings governed by the Open 
Meetings Act.  In the case of regular meetings, adequate public notice shall consist of the Board’s 
establishment and publication of a schedule for meetings.  This schedule will be posted on the 
website for Emerald Charter Schools (www.emeraldcharterschools.org) and at Emerald Academy 
located at 220 Carrick Street, Knoxville, Tennessee 37921, will be provided to the liaison with Knox 
County Schools, and will be published in a newspaper of general circulation serving Knox County.  
The schedule for multiple regular meetings may be published at the same time.   No other notice 
given, except that the date, time, and location of the next regular meeting shall be given at the last 
held meeting of the Board.
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In the case of special meetings of the Board that are not emergencies, notice shall be posted on 
the website for Emerald Charter Schools and on the door at the main office entrance to Emerald 
Academy on Carrick Street, notice will be provided to the liaison with Knox County Schools, and 
notice will be sent to the local news media at least forty-eight (48) hours before the meeting.  Notice 
of the special meeting shall include the date, time, place, and purpose of the meeting.  In the 
case of an emergency, which is defined as “a sudden, generally unexpected occurrence or set of 
circumstances demanding immediate action of the Board,” Emerald Charter School shall provide such 
notice as is adequate under the circumstances.
 
If the Board determines to permit participation by electronic or other means at a public meeting, 
any notice of the meeting shall state that the meeting will be conducted permitting participation by 
electronic or other means of communication. Notice of workshops and other non-voting meetings will 
be provided as required by the Act.

Agenda & Minutes
If an agenda is prepared for a meeting, a copy of the agenda shall be posted on the website for 
Emerald Charter Schools (www.emeraldcharterschools.org) and sent to the local news media at least 
forty-eight (48) hours before the meeting.  The Board Chair or his/her designee will be available after 
each meeting of the Board to answer questions relating to actions taken at the meeting.  The agenda 
shall be open for public inspection pursuant to the Open Records Policy of Emerald Charter Schools.
The minutes of each meeting of the Board and any other meeting covered by the Act shall be 
promptly and fully recorded and shall include, but not be limited to, a record of persons present, all 
motions, proposals, and resolutions offered, the results of any votes taken, and a record of individual 
votes in the event of a roll call vote.  Such minutes shall be open for public inspection pursuant to the 
Open Records Policy of Emerald Charter Schools.

Use of Scholar Name and Image
Emerald Academy believes that the use of the images of scholars in promotional and other materials 
will be beneficial not only to the school but also to the scholars themselves.  However, Emerald 
Academy will not use such images without the written consent of the parents or guardians of the 
scholar. Upon enrollment of a student at Emerald Academy, each parent/guardian will be asked to 
sign a Release to Publish permission form in order to give the school the full, unrestricted right to 
publish, distribute electronically, and use any photographs, motion pictures, or other images of his/
her child in editorial content, art, advertising, trade journals, or any other lawful purpose.  The form 
shall inform the parent/guardian that their child’s likeness may be used in advertising and promotional 
material.  Unless a parent/guardian signs a permission form, his or her child shall not be used in 
materials published by ECS or its agents or employees.

Complaints and Matters of Concern 
Parents of a scholar may raise a question, describe a matter of concern, or make a complaint about 
any issue relating to his/her child’s educational experience, safety, or other matter.  Parents should 
raise concerns as soon as possible and may do so in person, by telephone, or in writing.   In that the 
scholar’s classroom teacher has the most direct involvement with the scholar’s education, the teacher 
will usually be the first person that a Parent should contact.  A Parent may arrange a conference with 
a teacher by calling the office of Emerald Academy or may leave a message for a teacher to call him/
her. Even if the matter concerns the performance or methods of the classroom teacher, parents are 
encouraged to first try to resolve the issue with the teacher.  In the event the parent or guardian does 
not feel comfortable communicating with the teacher, complaints may be directed to the lower and/ or 
upper school dean.
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If resolution of the dispute is not reached in consultation with the teacher, the process should 
progress in the following sequence:  

• The appropriate lower and/or upper school dean(s). 
• The School Director.
• If the School Director is unable to resolve the matter, it should be taken to President of Emerald 

Charter Schools.

If the President is unable to resolve the dispute satisfactorily, upon request of the Parent, the 
President shall have the matter placed on the next agenda of the Board of Directors of Emerald 
Charter Schools.   The Parent of the scholar shall be notified of the time, date, and location of the 
meeting and shall be given an opportunity to speak to the Board at the meeting.

Any complaint, infraction, or other non-compliance issue relating to special education shall be 
immediately reported to the School Director.  Pursuant to state law, control of instruction at Emerald 
Academy is vested in the Board of Directors of Emerald Charter Schools.  Therefore, complaints 
related to instruction (including but not limited to policies, procedures, curriculum and employees) are 
the sole responsibility of   Emerald Academy.   Alleged violations of law or breaches of the Charter 
Agreement with the Knox County Board of Education (“KCBE”) are also within the purview of Emerald 
Academy, and complaints about these matters may be made to the school administration or the 
Board of Directors of Emerald Charter Schools.  Complaints related to these two matters (alleged 
violations of the Charter Agreement or state law) may be appealed to KCBE.    

Anti-Discrimination Policy 
Emerald Charter Schools shall comply with all federal and state civil rights statutes, including all 
statutes and regulations related to special education services.  All students attending Emerald 
Academy shall have the same opportunities regardless of race, color, creed, religion, ethnic or 
national origin, ancestry, gender, disability, or need for special education services.  No student shall 
be denied admission nor counseled out of Emerald Academy due to the nature, extent, or severity of 
his or her disability or due to the student’s request for, or actual need for, special education services 
or accommodations pursuant to the Individuals with Disabilities Education Act, Section 504 of the 
Rehabilitation Act of 1973.  Complaints of discrimination shall be brought directly to the President of 
Emerald Charter Schools.

Student Records Policy
A cumulative record shall be kept for each student enrolled at Emerald Academy.  The folder shall 
contain, at a minimum: a health record, an attendance record, and a scholarship record.  These 
records shall be kept current and shall accompany the student through his school career.   The name 
used on the record of the student entering Emerald Academy must be the same as that shown on the 
birth certificate, unless evidence is presented that such name has been legally changed.  If the parent 
does not have or cannot obtain a birth certificate, then the name used on the records of such student 
shall be as shown on documents which are acceptable to the School Director as proof of date of 
birth. In that Emerald Academy is a public charter school operating under the supervision of the Knox 
County Board of Education (“KCBE”), cumulative records kept on each student are property of the 
Knox County School system.

As a public school, Emerald Academy is subject to certain federal and state laws relating to student 
records, including the Family Educational Rights and Privacy Act (“FERPA”).
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These laws provide parents and guardians the right to review educational records of their children, 
prevent the disclosure educational records except as permitted in the statutes.  Except with the 
written consent of parents/guardians, Emerald Academy will keep student records confidential, and 
educational information about students will only be released or disclosed to persons other than 
parents/guardians as permitted by law. FERPA permits public schools to disclose students’ names 
and other less intrusive information about students in school-related materials and to third parties, 
termed Directory Information.

For this year, the Board of Directors of Emerald Charter Schools has determined that Directory 
Information shall only consist of a student’s name and grade. The Students Records Policy of 
Emerald Academy is available upon request. In addition, you will receive during orientation a notice of 
your rights under federal law.

ACADEMICS

Standards/Curriculum 
Because Emerald Academy is a college-preparatory school, the Board of Emerald Charter Schools 
has adopted a policy establishing the highest academic standards for all scholars.  It is expected that 
scholars will take challenging courses, complete high-quality work promptly both at school and home, 
study for and perform well on exams, and receive excellent support from the school’s staff.  The 
greatest effort from scholars, teachers and parents/guardians is necessary to reach this goal.

Emerald Academy’s curriculum is aligned to the Tennessee State Standards. Education “standards” 
define expectations for student learning by stating what scholars should know at the conclusion of 
a course of study.  Standards define learning expectations. Standards do not dictate curriculum (i.e. 
textbooks and reading lists) or prescribe a method of instruction.  The Tennessee State Standards 
are meant to “provide a consistent, clear understanding of what students are expected to learn, so 
teachers and parents know what they need to do to help them.”  The standards are designed to be 
robust and relevant to the real world, reflecting the knowledge and skills that our young people need 
for success in college and careers. 

Instructional Practice
Instructional practice of Emerald Academy includes, 
but is not limited to:
• Ongoing, informal assessment
• Emphasis on critical thinking and problem solving
• Individualized educational plans
• Guided practice and spiraled review
• Integrated language arts, Science and Social Studies 
• Academic skills taught within context
• Professional life skills and training
• Active versus passive learning
• Hands-on activities
• Emphasis on independent functioning
• Regular, formal assessment
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Intersession
Three weeks out of each school year scholars will be exposed to numerous educational opportunities 
that include things like field trips, guest speakers, etc.  These weeks are an important part of each 
scholar’s learning experience. Please be on the lookout for field trip forms and parent consent during 
these weeks.  Academic testing at the end of the quarter is also done during intersession week and 
attendance is a priority.

Homework Expectations
Independent Reading
Reading is the game changer!  Research shows that the number one way to improve a scholar’s 
reading skills is to have them read.  There are no shortcuts to improving reading except hard work 
without cutting corners.  Supporting your scholar’s independent reading at home is the best way 
to help him/her improve speed, accuracy, vocabulary, and comprehension of his or her reading.  
Families should make sure to supervise their child in reading every night and every day on weekends.  
This amount of time will be defined by each grade level at the beginning of each academic quarter. It 
would be especially helpful if you asked your scholar to read aloud and stopped occasionally to have 
him/her summarize what he/she has read and to answer simple comprehension questions.  Please 
do not sign your scholar’s reading log if you have not actually seen and heard him or her read.

Skill and Practice 
Homework is an essential part of the educational program at Emerald.  It is designed to reinforce 
skills taught in the classroom, to help scholars develop a deeper understanding of concepts, and 
to promote good study habits.  It is important that families help scholars by creating routines at 
home so that homework can be completed, and by providing a quiet organized space for scholars 
to work. Younger students may need help with reading the directions of their homework.  Families 
must sign off on homework every night.  As stated above, homework will include the grade level 
assigned amount of reading (independent or shared with an older reader). Please see table below for 
prescribed amount of time for reading.  Scholars who can read independently must complete required 
amount of independent reading time each night, this can be in addition to an adult reading aloud a 
more complex text that must be logged by an adult into the scholar’s reading log.  All homework must 
be completed each night in a thorough and neat manner.  Homework grades will be calculated into 
scholar’s final grade each quarter in all applicable content areas.  This grade will be based on the 
scholar’s completion, accuracy, and neatness.

Grade level assigned amounts of reading:
Grade Level:            Reading/Homework:
Kindergarten  20 minutes (listening to stories & independent) and assigned   
    homework

1st    20 minutes (independent) and assigned homework

2nd    20-30 minutes (independent) and assigned homework

3rd, 4th, 5th  30 minutes independent and assigned homework

6th, 7th, 8th  Independent reading done at school after work is completed and   
              homework will be assigned by subject area teachers each day.

Scholars are expected to complete all assigned homework with quality, accompanied with a parent/ 
guardian signature. Although promotion and retention will not be based solely on completing 
homework, homework quality and completion helps to ensure that scholars will perform well on
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in-class assignments and assessments.

Homework folders contain all information about the scholar’s daily homework and must be returned 
every morning.  These folders are designed to teach our scholars the importance of responsibility 
and organizational skills.  Within your scholar’s homework folder you will find a daily behavior report, 
the reading log and required homework, important school communication, graded work, and periodic 
progress reports.    

Scholars will face consequences if homework is late, missing, incomplete, of poor quality, or if the 
Reading Log is not completed properly.  In order to ensure that homework is adequately completed 
by the student, a family member or responsible adult must sign all assignments and return to school 
in the homework folder every day.  Classroom teachers reserve the right to have scholars miss recess 
or take other measures in order to have them complete unfinished homework.

Upper school scholars may have a homework folder or a daily agenda that will contain all assigned 
homework and expectations for completion. 

Homework Infractions
Scholars will face consequences if homework is late, missing, incomplete, of poor quality, or if their 
Reading Log is not completed properly.  In order to ensure that homework is adequately completed 
by the student, a family member or responsible adult must sign the behavior/homework log indicating 
that all homework assignments are complete. All Emerald Academy scholars will be held to the 
following progression of accountability for incomplete homework.

1st - 3rd Infraction:  Scholar will have “silent lunch” in the Reflection room in order to complete the 
previous night’s homework.  The teacher(s) will call home to alert the parent/guardian of a “homework 
incompletion” including more information or suggestions regarding the infraction.  The scholar will 
receive a mark/demerit for the incomplete homework. 
 
4th - 6th Infraction:  Scholar will miss Active Play and will have “silent lunch” in order to complete the 
previous night’s homework in the Reflection Room.  The teacher(s) will call home to alert the parent/
guardian of a “homework incompletion” and will develop a binding plan with the parents/guardians 
to ensure that homework is completed each night. The scholar will receive a mark/demerit for the 
incomplete homework.  The school via the homeroom teachers has the discretion to schedule a 
mandatory meeting with a parent/guardian beginning with the 4th instance of homework incompletion.

7th Infraction and Beyond: The Dean of Scholars will contact the parent/guardian to schedule a 
mandatory meeting with the parent/guardian regarding chronically incomplete homework.  At the 
meeting, the problem will be discussed, and a binding plan will be created to ensure that homework is 
completed each night.  Moreover, the Emerald Academy “Family, Scholar, and School Commitment” 
will be reviewed and reiterated with an emphasis on adherence.   

Report Cards
Communication between the home and school helps bind the student, parents, guardians, teacher, 
and administration into a team working toward a common goal.  At any time, parents may call 
teachers or administrators to schedule a time to meet and discuss their child’s progress. Report 
Cards are designed to inform parents/guardians of their scholar’s academic and behavioral growth, 
as well as any potential academic problems their scholar may be experiencing.  Report Cards may 
also be used to acknowledge students who are doing outstanding work, or a student who is making 
significant academic progress due to exceptional effort.
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In grades K-8, Emerald Academy will implement a standards-based report card. Each standard on 
each subject will be assigned a numeric grade to indicate how well the scholar performed.  Scholars 
will receive a 4, 3, 2 or a 1 for each subject. These numbers can be interpreted as follows:

• 4- Exceeds Grade Level Standards
• 3- Meets Grade Level Standards
• 2- Progressing toward Grade Level Standards
• 1- Minimal progress toward Grade Level Standards
• Blank Box –standard not assessed this quarter.

Report Cards will be issued once a quarter. Formal Parent Conferences will be held following the end 
of the 1st, 2nd and 3rd quarters.  Parents/Guardians must schedule a meeting during Parent-Teacher 
Conferences in order to pick-up their scholar’s official report card at that time. Quarter 4 Report card 
will be sent home with the scholar on the last day of school.

Interim Report Cards
Interim report cards will be issued every 4 ½ weeks of the 9-week grading period so families can be 
informed of grades prior to the end of 9-week grading period.  

Promotion/Retention
The promotion policy of Emerald Academy is based upon a philosophy that promoting scholars to 
the next grade level based upon age, not readiness to do the work, is not beneficial to scholars.  To 
build a culture of learning and achievement, and to ensure scholars demonstrate readiness for the 
next grade level, Emerald Academy will promote a scholar from one grade to the next based on the 
individual scholar’s having met applicable promotion criteria.

Scholars must receive no less than a 2 on standards in reading and math in order to be promoted.  
The final decision to promote a scholar shall rest solely with the School Director, with appropriate 
input from the leadership team, the scholar’s teachers, and the professional staff.
Retention and/or placement decisions will be made only after the school has notified and conferred 
with parents throughout the year (through progress reports, report cards, and parent conferences) as 
to the scholar’s progress or lack thereof. 

Important Considerations
• Attendance and Punctuality - The scholar’s attendance patterns (excused and unexcused 

absences, tardies and early dismissals) and its effect on scholar progress will be taken into 
account.  Specifically, scholars who miss 12 or more days of school throughout the year, whether 
excused or unexcused, are at risk for retention.

• Homework Completion and Quality – Scholars are expected to complete all assigned homework 
with quality, accompanied with a parent signature.  Although promotion and retention will not be 
based solely on completing homework, homework quality and completion helps to ensure that 
scholars will perform well on in-class assignments and assessments.

• Grades are important reflections of a scholar’s progress toward mastery of grade-level content 
material.  Progress reports or report cards shall be furnished to parents at regular intervals 
throughout the school year.

Scholars with Disabilities
Promotion and retention of scholars with disabilities will be subject to the criteria above, but Emerald 
Academy shall consider the content outlined in a scholar’s Individualized Education Plan (IEP) in 
making a decision.
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Sample Scholar Daily Schedule
At the minimum, K-1 scholars will receive 150 minutes of English Language Arts (ELA) instruction, 
60 minutes of math instruction, 45 minutes of physical education, art or music, 30 minutes of lunch, 
active play, a daily focus period for personalized learning. The science and social studies standards 
will be integrated into the ELA block.  

2nd, 3rd and 4th grade scholars will receive a minimum of 90 min of math each day and 150 min of 
ELA, 45 min of physical education, art or music on a 3-day rotation with 30 min of lunch, active play 
and a daily focus period for personalized learning.

6th, 7th and 8th grade schedules are built on 3 90-min blocks with 3 min transitions between classes. 
Focus groups are offered to support both tiers of reading and math each day.  6th graders will 
participate each quarter in either music (chorus), art or physical education and wellness.  By the end 
of the 3rd quarter, all scholars will have completed the quarter rotation and will participate in a 3-week 
project in art, music and PE/wellness for Quarter 4 (this schedule is subject to change based on 
feedback from this year’s teachers and scholars). Lunch will be 30 minutes each day.
*These schedules are subject to change from year to year.  

SCHOOL CULTURE

Code of Conduct
The code of conduct for students at Emerald Academy is based upon the philosophy that classroom 
respect and order are essential for academic progress, that scholars benefit from the explicit 
teaching of acceptable behavior, and that immediate, clear, and appropriate consequences for minor 
infractions makes it more likely that major infractions will not take place.  The code of conduct for 
students attending Emerald Academy is based upon six beliefs or guiding principles: safety, respect, 
self-discipline, prompt intervention, clear consequences, and uninterrupted learning.

Guiding Principles
• Safety - Emerald Academy will be a safe place in which learning can occur.  The code of conduct 

is designed to ensure that Emerald Academy is safe for every scholar and every staff member at 
all times.

• Respect - Respect for persons and property is a hallmark of effective character development and 
facilitates strong community.

• Self-discipline - By learning self-discipline and professional behavior, scholars learn skills useful 
beyond the walls of Emerald Academy.  Scholars who behave well in school, speak well in 
public, and are helpful to others will develop strong self-advocacy skills that will serve them well 
throughout their lives.

• Prompt Intervention - This code of behavior is based upon the realization that seemingly small 
problem can quickly contribute to more serious problems.  By promptly intervening when “little” 
problems arise, staff at Emerald Academy can make sure that big problems happen infrequently.

• Clear Consequences - Many disciplinary problems can be avoided or minimized by having 
clear, well-articulated consequences.  The scholars at Emerald Academy will know exactly what 
behavior is expected and what consequences will result if the expectations are not met.

• Uninterrupted learning - The code of conduct is designed to remove distractions from the 
classroom so that scholars can commit one hundred percent of their attention to academic 
learning.
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Scholar Code of Conduct
Prior to enrollment, scholars and parents sign the Family, Scholar and School Agreement to indicate 
every scholar and family has signed the Code of Conduct and agreed to abide by it.  The Code of 
Conduct contains the following:

1. All scholars treat fellow scholars, staff, and school property with respect
2. Scholars must arrive at school in the Emerald Academy uniform every day.
3. Attend school every day. Absences are excused only for illness, death in the family, religious 

observance, court subpoena, or family emergency, and must be verified in writing by a parent/
guardian.

4. Always arrive on time for the school day
5. Do not disrupt class by talking out of turn.
6. Keep any electronic devices (cell phones, iPods, etc.) at school off and in a backpack for the 

entire school day(7:45-4:00).  The school assumes no responsibility for these devices.
7. Always be prepared for class.
8. Do not behave in any way that is disruptive to your learning or the learning of another
9. Do not plagiarize, cheat, or copy another’s work, falsify information (i.e.) forge a signature) or lie to 

a staff member.
10.  No play-fighting or touching another scholar. Keep your hands to yourself.
11.  No intimidating or threatening behavior or language.
12.  No defacement of school property.
13.  No profane or otherwise inappropriate language.
14.  No gang activity or evidence of affiliation.
15.  No fighting, violence, or behavior threatening violence.
16.  No possession or sale of any drugs, alcohol, tobacco, or illegal substance.
17.  No possession of weapons (even toys).
18.  Always follow school staff’s first request.

Character Education - The Leader in Me
Emerald Academy believes that academic success is intrinsically tied to the social, emotional, and 
character development of your scholar.  All scholars are exposed to an integrated character education 
process, The Leader in Me, to learn social and emotional skills along with exploring character values.  
Scholars will begin to integrate these values into their everyday lives both in and out of school. In 
all of these ways, we are academically, socially, and emotionally preparing your child to thrive in a 
college preparatory environment and eventually graduate from a four- year college. 
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The Leader in Me - 7 Habits of Highly Effective People:
Habit 1:  Be Proactive
Habit 2:  Begin with the End in Mind
Habit 3:  Put First Things First
Habit 4:  Think Win-Win
Habit 5:  Seek for to Understand, Then to Be Understood
Habit 6:  Synergize
Habit 7:  Sharpen the Saw
Habit 8:   Find Your Voice*
*Achieved while practicing and mastering the other 7 Habits 

Emerald Academy’s Values
• We put children’s needs first, in every single decision we make.
• We hold everyone to the highest expectations, from our kindergarten scholars to our Board 

members.
• We share a never give up attitude, no matter what it takes.
• We believe in our scholars and know that every child can learn and excel.

School Rules
Having thoughtful rules, consequences, and motivators, as well as taking time to teach them and 
invest scholars and families in the benefit of working within them, is vital to the success of every class 
and the school at large.  They promote appropriate behavior, create order and predictability in the 
classroom, and reduce scholar misbehavior.  Rules are positive expectations of how scholars should 
behave and help the teacher to create the environment they want.  Consequences outline what will 
happen if a scholar chooses to break a rule.  Systems to reinforce good behavior reward the scholars 
who are doing it right.  This combined approach paves the way for academic excellence. 

Emerald Academy Rules:
Be Respectful
Be Responsible
Be Safe

Cheating vs. Helping
The following has been taken from the Entrepreneurship Preparatory School handbook and was 
modified with permission from the Canterbury School’s Code of Conduct:
(http://www.caterburysch.org/middle_school_honor_code.html).  

We believe that scholars must engage in honest scholarship.  Honest scholarship in work means 
that the product comes from a scholar’s own mind and effort. Such work includes all tests, exams, 
long-range projects, and homework.  Written work, for instance, needs to reflect a scholar’s ideas, 
organization, punctuation, and sentence structure.  In order to help families and scholars alike 
understand types of habits and help which are suitable or not, we provide the following examples 
of permissible and non-permissible help that can be given and/or received, keeping in mind that the 
spirit of the law is more important than the letter.  Scholars who give or receive help with the intent of 
providing or gaining an unfair academic advantage are not living up to the Honor Code.

Permissible Help from Students and Parents:
• Telling another student what the assignment is
• Repeating specific directions given by the teacher
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• Identifying weakness in organization, style, word choice or content.  In other words, it is 
permissible to comment: “This paragraph is weak,” or These words are misspelled,” or “You didn’t 
answer all the questions.”

• Sharing notes (unless the notes are the assignment)
• Showing another student how to do a problem by using another example or walking through the 

steps
• Brainstorming ideas on creative writing assignments
• Reviewing material in preparation for a test or exam
• Discussing concepts that were addressed in class or engaging in discussion of course material for 

better understanding as long as all people answer the question independently
• Use of online sources for research

Non-Permissible Help from Fellow Students and Parents:
• Giving another student your answer or answers to any given question
• Telling another student how to rewrite something (i.e., just write this down)
• Letting someone read your answers, knowing or suspecting he or she intends to paraphrase those 

answers
• Giving another student any part of your answers to any assignment, including typing or word 

processings written work (Exceptions are made for students with special learning needs)
• Discussing any aspect of a quiz, test, or exam before all students have taken the test
• Letting a project partner do all of the work and then putting your name on the final project
• Using any part of someone else’s work without proper acknowledgment otherwise passing off 

someone else’s work as your own
• Using a source, online or otherwise, that is intended to provide or provides a shortcut to the spirit 

of the assignment or critical thinking required by the teacher

Bullying
Bullying is defined as “unwanted, aggressive behavior among school aged children that involves a 
real or perceived power imbalance.  The behavior is repeated, or has the potential to be repeated, 
over time.” 

Types of Bullying:
• Verbal bullying including derogatory comments and bad names
• Bullying through social exclusion or isolation
• Physical bullying such as hitting, kicking, shoving, and spitting
• Bullying through false rumors
• Having money or other things taken or damaged by students who bully
• Being threatened or being forced to do things by students who bully
• Racial bullying
• Sexual bullying (i.e. sexual orientation)
• Cyber bullying (via cell phone, internet, social media)

Why Students Bully:
1. Students who bully have strong needs for power and (negative) dominance.
2. Students who bully find satisfaction in causing injury and suffering to other students.
3. Students who bully are often rewarded in some way for their behavior with material or 

psychological rewards.

Bullying will not be tolerated at Emerald Academy and is a suspendable offense.
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Student Discipline
Consistent with the philosophy that order in the classroom and respect for others is essential for 
academic progress, teachers and administrators at Emerald Academy shall use disciplinary measures 
to maintain an appropriate learning environment. The administration of Emerald Academy believes 
that if students follow the Code of Conduct and if parents/guardians remain actively involved in 
their child’s education at Emerald Academy, serious disciplinary problems can be eliminated and 
infractions can be minimized.  However, in the event that it becomes necessary to discipline a scholar, 
teachers and administrators shall administer discipline to scholars as appropriate for the situation 
involved.  In administering discipline to students, all staff will comply with federal and state law and 
will ensure that each scholar’s due process rights are satisfied.   

Minor infractions shall normally be resolved by the teacher, and no formal process shall be required. 
More serious disciplinary measures, such as out-of-school suspension, shall be used for more serious 
infractions.  Before employees of Emerald Academy administer significant disciplinary measures, 
reasonable inquiry shall be made to determine what occurred.  The nature of this inquiry will vary 
depending upon the seriousness of the offense and the possible disciplinary consequences.

In those cases where discipline is necessary of scholars with special needs, the administration and 
staff of Emerald Academy will make any and all necessary adjustments to comply with federal and 
state law. In particular, discipline for these scholars will be managed in accordance with scholar’s 
Individualized Education Plan (IEP) or Section 504 Plan.

Because disagreements, fights, and other disruptions occasionally occur, it may become necessary 
for administrators, staff, and employees to separate students and to relocate students to other areas 
of the classroom or school.  Pursuant to state law, the school directors and all teachers, employees, 
and bus drivers may use reasonable force in compliance with T.C.A. § 49-6-4003(b).   

In certain situations, it may be necessary for a teacher or the Behavior Support Coach to question 
scholars about matters pertaining to the operation of Emerald Academy or the violation of a school 
rule.   Any student answering falsely, evasively or refusing to answer may be subject to disciplinary 
action, including suspension. 

Storage areas provided for student use on school premises remain the property of Emerald Charter 
Schools and are provided for the use of students subject to inspection, access for maintenance, 
and search.  The school director or his designee may search a student, a place on school property, 
or a thing on school property or in the actual or constructive possession of any student during any 
organized school activity off campus, including buses, if he or she has reasonable suspicion, as 
defined by law.  In addition, the school director or his designee may search any vehicle parked or 
otherwise located on school property if there is reasonable suspicion to believe that the vehicle 
contains a dangerous weapon or drug or contains evidence of a violation of school rules which 
endangers or has endangered the health or safety of any scholar or member of the staff.  

Suspensions and Expulsions
Serious offenses or accumulating, recurring offenses may result in a suspension from school.  The 
school director shall have ultimate authority for the discipline of students attending Emerald Academy, 
including suspensions and expulsions.  Where the school director has grounds to believe that a 
violation has occurred, the school director or his designee shall conduct such investigation as he 
deems appropriate. Except in the case of an emergency, where there is a possibility of a suspension 
or expulsion, the scholar shall be advised of the nature of his misconduct, questioned about it, and 
allowed to give an explanation.
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The school director or his designee may suspend a scholar for a reasonable number of days in 
accordance with the seriousness of the offense.  Suspensions may range from one day to less than 
one year.  Pursuant to state law, students who engage in “zero tolerance” offenses and certain other 
offenses shall be expelled from Emerald Academy for at least one year.  “Zero tolerance” offenses 
are 1) unlawful possession of illegal drugs, 2) knowingly possessing a firearm, or 3) committing 
aggravated assault on a teacher or other school employee, while the student is on school property, on 
a school bus, or on a school activity.  Expulsions from Emerald Academy are reserved for violations 
of these “zero tolerance” offenses and for acts which result in violence to persons, serious damage to 
property, or threats to the safety of others.  

At the completion of his investigation, the school director shall render a decision.  In accordance 
with T.C.A. § 49-6-3401(c)(4)(A), the school director may suspend a student unconditionally for a 
specified period of time or upon such terms and conditions as are deemed reasonable if, at the time 
of the suspension, he or she determines that an offense has been committed which would justify a 
suspension for more than ten (10) days.  Upon expulsion or suspension of any scholar, the school 
director or his designee shall make an immediate attempt to contact the parent/guardian of the 
scholar to inform him or her of the suspension. The scholar shall not be sent home before the end of 
the school day unless the parent/guardian has been contacted and has made arrangements to pick 
up the scholar.

Within 24 hours of the long-term suspension, the school director will notify the parent/guardian and 
the President of the ECS of the cause for the expulsion or suspension, the right of an appeal, if any, 
and the conditions for readmission, which may include, at the request of either party, a meeting of 
the parent/guardian, the scholar, and the school director.  Before the scholar returns to Emerald 
Academy, the scholar, parent/guardian, and the Behavior Support Coach or the School Director will 
meet in order to address the scholar’s behavior and plan for improvement.

Suspensions are considered absences.  If scholars are absent from school due to suspension, these 
days will be treated the same as absences.

Appeals of any suspension of ten (10) days or less can be appealed in writing to the administration of 
Emerald Academy. This appeal can only be examined for procedural correctness and compliance with 
procedural due process.  The administrative team of Emerald Academy, including at least the director 
of schools and the dean of scholars, shall review the appeal and make a decision.   

Pursuant to state law, the parent or guardian of a scholar may appeal an expulsion or a suspension 
of more than ten (10) days.   All appeals shall be filed, orally or in writing, within five (5) days after the 
receipt of notice of the right to appeal.  Written notice shall be given at the office of Emerald Charter 
School, 220 Carrick Street, Knoxville, Tennessee.  Absent a timely request for an appeal, the decision 
of the school director will be final.  The hearing on the appeal shall be conducted pursuant to the 
requirements of state law.  Notice of the time, date, and place of the hearing shall be given to the 
parents/guardians of the scholar, the scholar, and the school director.   After the hearing, the hearing 
authority shall affirm the decision of the school director, order removal of the suspension or expulsion 
unconditionally, or take such other actions as are permitted by state law.  Within five (5) days of 
the decision, a party dissatisfied with the decision may appeal to the Board of Directors of Emerald 
Academy.
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Positive Behavior Systems
Our goal at Emerald Academy is to create a positive, joyful school and classroom learning 
environment for everyone. We will reinforce the behaviors we want our scholars to display and will do 
our best to “catch them doing well” by giving purposeful praise. The behaviors that we will reinforce 
will be directly tied to our core values and overall character education program.

The reinforcement of the positive, character building behaviors that we want to instill in our scholars 
will be done through a classroom  based positive behavior system. Through this simple system, 
teachers will point out and reward students on a daily basis for demonstrating positive behaviors. 

Students will begin each day with the ability to earn incentives and recognition based on the positive 
behaviors and character traits they display in the classroom. Teachers will recognize and reinforce 
positive behaviors by using purposeful praise in the classroom.  Live Schools classroom management 
and culture app will be used to track positives and negatives in both academics and behavior.

Scholars can earn the following merits/ demerits daily based on our Growing Exceptional Monarchs 
chart which we do through the application called Live Schools:

Positives (Merits)
• Helping Others
• Mastery on Work
• On Task
• Participating
• Persistence
• Teamwork
• Working Hard

Needs Work (Demerits)
• Disrespectful
• Language
• No Homework
• Not Working
• Off Task
• Talking without permission
• Hands/Feet/ Objects

Scholar behavior will be communicated to families daily.  Parents/ Guardians can check their scholar’s 
merits and demerits daily through the online app. Parents who do not have phone or computer 
access may request that scholar points be printed out and sent home by paper copy.  Scholars’ daily, 
weekly, and yearly positive behavioral progress will also be tracked and will be reviewed by teachers, 
families, and scholars on a regular basis. Scholars displaying positive behaviors will be recognized 
in numerous ways.  More specifically, we will use positive reinforcement via the classroom, school-
wide praise and acknowledgment, small and large rewards and celebrations including awards and 
recognitions at assemblies. Scholars will have a chance to reflect on their progress for the day with 
their classmates.
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Corrective Behavior Systems
At Emerald Academy, we hold sacred the culture and learning environments in the classrooms 
and the overall school.  To that end and to support classroom and school safety and consistency, 
there will be clear behavioral expectations and consequences for behaviors that do not embody the 
Emerald Academy Core Values and School Rules.  We will help scholars understand our behavioral 
expectations by teaching them our Corrective Behavior system and how to properly respond to each 
correction.  The beginning of each school year is a critical time for scholars to learn and practice our 
values, policies, and procedures.  Every classroom at Emerald Academy will have a visual tracker 
that will identify scholar’s infractions throughout the day.  Scholar’s progress will also be tracked. 

Restorative Discipline
At Emerald Academy, we understand that our students will not be perfect, and it is core to our mission 
to teach and practice the resiliency skills that will help scholars recover and grow from their mistakes.  
We recognize that valuable learning occurs in the context of mistake-making, and we will encourage 
as a part of this learning process that our scholars “fail forward.”

To support this philosophy and the continued development of character, we will use Teach Like a 
Champion strategies such as 100%.  This strategy encourages scholars to give 100%, 100% of the 
time is everything they do.  When scholars fail to do this, teachers will use methods to refocus and 
remind scholars as a group and individually what to do in order to maximize their learning potential.  If 
scholars fail to correct their off-task or disruptive behavior after in-class warnings the following steps 
can be taken:

In the classroom: 
1. Teachers will attempt to communicate with parents/guardians for additional support and words of 

encouragement via phone after the FOURTH mark/demerit.  If contact is not made, teachers will 
call back if needed.

2. The scholar will be referred to the Reflection room after the FIFTH mark/demerit.  If a scholar 
visits the Reflection Room TWICE in one day or THREE times in one week, scholar will receive a 
referral for SATURDAY SCHOOL.

In the Reflection room:
1. Scholars are expected to sit in STAR(Sit up Straight, Track the Speaker, Ask and Answer 

Questions, and Respect by Listening) in the Lower School or SLANT (Sit up, Listen, Ask and 
answer questions, Nod your head, and Track the speaker) in the Upper School.

2. Remain on Voice Level 0 (silent)
3. Scholars are expected to complete a Reflection form. The Reflection form will be included in the 

scholar’s daily folder.
4. Once the scholar successfully completes his/her time (15 minutes) in the Reflection room, he/she 

will re-enter the classroom quietly and respectfully, check-in with one of the teachers, make any 
necessary apologies, and ask to rejoin the class.

5. If a scholar refuses to comply with the expectations in the Reflection room, a parent will be 
contacted by the Behavior Support Coach to come and support the scholar in the reflection room 
due to behavior that violates the Emerald  Academy Code of Conduct. 

In extreme cases:
• Scholars that use profanity and/or foul language will immediately be instructed to report to the 

Reflection room.
• Parents will be contacted by the Dean of Scholars immediately to pick-up scholars that 

compromise safety by leaving their designated area without permission. 
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• Violent behavior will be addressed on a case-by-case basis and the corresponding 
consequence(s) will be determined by the Behavior Support Coach, Lower and/or Upper School 
Deans, and/or the School Director.  

Progressive Discipline 
All scholars are expected to conform to the Code of Conduct at school, on school premises, and on 
transportation to and from school if paid for or provided by the school. Scholars are subject to the 
school’s disciplinary process when they fail to do so.

Marks/Demerits
If a scholar commits any of the lower level infractions, the scholar will receive a mark/demerit.  In 
addition to a mark/demerit, the scholar may receive additional targeted, corrective consequences 
and/or lose other school privileges as determined by the administrative team. 

At Emerald Academy, we give demerits for the following:
1. Off Task
2. Not Following Teacher’s Directions
3.  Opting Out
4.  Disruption (talking, laughing, noise)
5.  Disrespect
6. Out of Area
7. Unprepared
8. Poor Posture
9. Lack of Organization
10. Out of Uniform
11.  Breaking Level 0 in Transition
12.  Passing Notes
13.  Gum

Some offenses are classified as automatic Reflection Room visits. The are listed here:
14.  Low Level Profanity
15.  Cell Phone Possession
16.  Sleeping in Class
17.   Inappropriate Response to Consequence
18.   Horse-playing/ Hands on Others

Disallowed Items
• Gameboys and portable game players, old cell phones, toys, stuffed animals or dolls, makeup, 

jewelry, gum, candy, sodas, energy drinks, and/or any other prohibited foods/items are not 
permitted and will be confiscated when discovered on school grounds.  

• School Leadership reserves the right to make these decisions on a case-by-case basis.
• Scholars are not permitted to use cellphones in school or on school field trips.  If a scholar needs 

to bring a cell phone to school for safety or other purposes, the cell phone is to be turned off and 
stored away in the scholar’s backpack all day until dismissal.

All confiscated items will be available for pick-up by a parent/guardian after 4:00 p.m. the day they 
are taken.  Emerald Academy is not responsible for lost or stolen items considered disallowed in this 
handbook.
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In addition, teachers have the right to remove a student immediately from class if the level of 
disruption/defiance is so great that it completely disrupts the learning process or violates the code of 
conduct severely.  

Consequences for marks/demerits are as follows:
Scholars will receive merits and demerits in the class dojo app used by the teachers.
 
• 3 Marks/Demerits = Time in classroom Reflection area
• 4 Marks/Demerits = Supportive Phone Call Home by Teacher 
• 5 Marks/ Demerits = Referral to reflection room for behavior support team member
• 6 Marks/Demerits = Overnight suspension where parent needs to meet with Dean of Scholars in 

respective grade band about scholar’s behavior the the next morning that school is in session. 

• 3 Reflection Room Visits/Week = Scholar referral to Saturday school (SS) 
• No Show to Saturday School = If a scholar does not show for Saturday school, the SS will move to 

a suspension for the scholar
• 3 or More Suspensions = Behavior Contract and Parent Conference  
• Violation of Behavior Contract = Long Term Suspension or Expulsion
• Leaving Designated Area without Permission = Phone Call Home by Behavior Support Manager, 

Parent Pick-Up (Administrative Prerogative)

COOPERATION WITH PUBLIC OFFICIALS

The administration and staff of Emerald Academy, and all persons working for Emerald Academy will 
fully cooperate with local, state, and federal officials, including law enforcement officials.  If the school 
director determines that the health or safety of scholars, staff, or the general public is involved, the 
school director may request law enforcement to make a general search of students’ lockers, desks, 
and other property for dangerous or illegal items. If the school director has reason to suspect that a 
student or other person has possession on school property of firearms or weapons of any kind, as 
defined in T.C.A § 39-17-1309, the school director shall immediately notify law enforcement. If the 
school director has requested assistance by law enforcement to investigate a crime involving Emerald 
Academy, the police shall have permission to interrogate a student suspect in school during school 
hours.  The school director shall first attempt to notify the parent or guardian of the student of the 
intended interrogation, but the interrogation may proceed if the parent is unavailable or unwilling to 
attend. 

SCHOLAR SUPPORT SYSTEMS

Intervention Methods
At Emerald Academy, we know that every scholar is different, and some scholars will require more 
specific or in-depth academic, social/emotional, or behavioral interventions.  We will respond 
to student needs with various interventions and supports as we follow the State of Tennessee’s 
Guidelines on RTI2 .

In-Class Intervention
Emerald Academy staff will make every effort to keep scholars integrated in the classroom and 
support the learning process through the use of engaging content, positive behavioral supports, and 
exciting projects. When disruptive, non-compliant, or disrespectful behaviors occur, teachers will be
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trained to intervene in specific ways.  For many off-task, non-compliant, or mildly disrespectful 
behaviors, teachers will provide in-the-moment corrections and feedback and offer scholar’s 
opportunities to correct their behaviors.  Teachers will also track these behaviors in our in-house 
tracking system.  Some in-class interventions include: verbal and nonverbal prompts, redirections, 
teacher check-ins, and purposeful praise.

Scholar Support Team 
The Scholar Support Team is comprised of: the parent/guardian, classroom teacher(s), and an 
Administrator.  Any time the school has a serious academic, social/emotional, or behavioral concern 
regarding a scholar we will call a mandatory student support team meeting arranged at a time that is 
convenient for all members of the team (before or after school hours.)  During this meeting, we will 
create a supportive plan for the scholar.  

ESL
It is the philosophy of Emerald Academy that all students who qualify to receive ESL services will 
be kept in the general education classroom for service with a certified ESL teacher as long as the 
instruction is appropriate for students.  Occasionally, students may be put into smaller groups in the 
general classroom or even pulled out for individualized instruction based on need. 

Special Education
It is the philosophy of Emerald Academy that all students who qualify to receive Special Education 
services will receive service with a certified Special Education teacher or Special Education Teaching 
Assistant under monitoring of the Special Education teacher or the Dean of Specialized Services, as 
long as the instruction is appropriate for students and adheres to the goals outlined in the student’s 
IEP. 

Students may be pulled for small group instruction, receive services in a self-contained setting, 
or remain in self-contained settings as indicated by the student’s IEP.  Any time a change may be 
needed, the IEP team must convene to discuss the need before making any changes.

STUDENT INVOLVEMENT

Extracurricular Activities
Emerald Academy offers various extracurricular activities 
for our scholars.  Scholars involved in these activities are 
expected to maintain both model conduct and be in good 
standing academically.  In the case that a scholar does not 
meet the requirements for both behavior (suspensions, 
referrals, etc.) and grades (no 1’s), scholars will not be 
allowed to participate.  
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FAMILY INVOLVEMENT

School Volunteers
At Emerald Academy, all volunteers must undergo background checks and fingerprinting.  Currently, 
Emerald Charter Schools assumes the financial responsibility for the process.

Process:
1. Volunteer completes a background check form and submits it to the Family Engagement 

Coordinator
2. Family Engagement Coordinator sends completed form to HR Service Bureau
3. HR Service Bureau schedules fingerprinting and sends email to volunteer to confirm time
4. HR Service Bureau receives the fingerprint and background check information.  Then: a) sends 

notification to the Family Engagement Coordinator that volunteer has been cleared or b) sends a 
copy of the background information to School Director.  Director and committee meet to determine 
the level of clearance that volunteer is allowed.  School committee reserves the right to contact the 
volunteer and ask for additional information which could include a face -to face meeting, additional 
character references or additional legal information.  

Upon review each volunteer will be granted one of the following levels of clearance:

Level 1 -Volunteer is cleared to be involved in direct contact with scholars under limited 
supervision by an Emerald Academy staff member.  (ie, supervise small groups on field trip, 
tutoring small groups at school) -30 minutes of solitary time of short duration. (30 minutes or less)

Level 2 - Volunteer is cleared to be involved with scholars only under direct supervision of a 
Emerald Academy Staff member.

Level 3 -Volunteer is denied access to scholars at Emerald Academy.  If volunteer is a parent/
guardian, he/she can escort his/her own scholar at school events but may not have contact with 
other scholars.

Parent/Guardian Report Card Conferences
Parents are required to attend a mandatory parent/teacher conference at the end of Quarters 1,2 
and 3 to review scholar progress.  Families will receive report cards during the meeting or on the 
scheduled release date for report cards.  Quarter 4 report card will be given to scholars on the last 
day of school.

Title I Meetings
In accordance with Tennessee Code Annotated 49-6-7004, the parents of scholars participating 
in activities, services, and programs funded by Title 1, Part A of the Elementary and Secondary 
Education Act (ESEA), must agree that the policies listed throughout this handbook outline how the 
parents, the entire school staff, and scholars share the responsibility for improved student academic 
achievement and the means by which the school and parents will build and develop a partnership that 
will help children achieve that State of Tennessee’s high standards.  Emerald Academy will provide 
information regarding Title I meetings upon receiving information regarding eligibility from Knox 
County Schools.
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Emerald Academy Family Commitment
Our guiding purpose is to prepare our scholars for success in high school, college, and in life. By 
choosing to send your child(ren) to Emerald Academy, you have chosen to actively participate along 
with us in your child’s life at school and in their future.

Emerald Academy is a community of scholars, parents, teachers, and school leaders. We believe 
in the importance of working together to make a positive impact on the academic and character 
development of every child.  We partner with families to put our scholars on the first steps toward 
college and life success. Families are the scholar’s first teacher and the person that he/she looks 
to for continual guidance and support. Although the job of making decisions about school policy 
belongs to the School Director and the Board of Directors, family involvement is not only welcomed, 
but absolutely critical to the success of each scholar in the school.  We strive to cultivate positive 
and productive relationships with families and request input in developing our family involvement, 
and school improvement plan.  We also welcome your feedback and will respond to them as soon as 
practically possible.

Emerald Parents/Guardians are encouraged to:
• Establish a daily routine for your child 
• Provide a quiet space to study.
• Provide positive reinforcement of student progress and success.
• Provide a library of books and/or frequent trips to the library as the family is able.
• Monitor the amount of television your scholar watches.
• Discuss academics and scholars’ work among family members.
• Help your child take responsibility for his/her actions.
• Check with your child’s teacher for actual facts regarding a problem.  A scholar may alter a 

situation to appear more innocent.
• Support other Emerald Academy families.
• Volunteer in the office and at school sponsored events.

Emerald Parents/Guardians are required to:
• Attend Parent Orientation to review the Family Handbook.
• Ensure that your scholar gets to school each day, on time, and ready to learn.
• Reinforce Emerald’s Code of Character at home, including positive conversations about Emerald’s 

staff and School Leadership.   
• Attend Family Monthly Family Nights hosted by the school.
• Demonstrate interest in the scholar’s well-being by attending school functions and supporting the 

scholar’s school activities.
• Read to your child for a grade level-assigned duration of time, including weekends, and sign the 

reading log.
• Make sure your child completes nightly homework assignments, sign and return them daily.
• Promote positive use of your scholar’s extracurricular time via enrichment activities and exercise.
• Attend two mandatory report card conferences to pick up your scholar’s report card and meet with 

your scholar’s teacher to review progress. Fall, end of Quarter 1, and Spring, end of Quarter 3.
• Effectively communicate with your scholar’s teacher by responding to letters or phone calls within 

24 hours of receiving the letter or phone call
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Family, Scholar and School Commitment
Emerald Charter Schools believes that the most effective way to ensure the highest quality education 
for every child is through a three-way partnership of the scholar, the scholar’s family, and the school. 

To achieve this goal, the administration of Emerald Academy has developed a written agreement, 
known as “The Family, Scholar and School Commitment,” which shall be the guiding agreement 
between these three parties.

The Family, Scholar and School Commitment signifies an agreement to abide by the code of conduct, 
solidifies the three-way partnership, and reaffirms the principle that the highest expectations must 
govern all actions for our scholars. This document will be signed by all three parties prior to a 
scholar’s attendance at Emerald Academy. 

Emerald Academy Family, Scholar and School Agreement:
Our guiding purpose is to prepare our scholars for success in high school, college, and in life. By 
choosing to send your child(ren) to Emerald Academy, you have chosen to actively participate along 
with us in your child’s life at school and in their future.

Family Commitment:
We commit to supporting Emerald Academy’s demanding academic program and high standards of 
conduct.

We commit to Emerald Academy’s extended school day (8:00 a.m.- 4:00p.m.) and extended school 
year and 2:30 Dismissal on scheduled Wednesdays.

We commit to have our child to school on time and in uniform each day.

We commit to keep our child in school for the entire school day.

We allow our child to go on school field trips and external learning experiences.

We commit to monitoring your child’s schoolwork, homework and grades as well as encourage him or 
her to work hard and produce quality work.

We commit to maintaining an environment at home where my child can do his/her homework.

We commit to check our child’s homework every night and limit distractions in the house on school 
nights.
We commit to calling Emerald Academy if we have questions and to attend the required parent events 
three times a year (Mandatory Parent Orientation and three Parent Conference nights).

We commit to be responsible for the actions of our child and to follow the Code of Conduct.

We commit to give the school updated phone numbers and any change of address.

Scholar Commitment:
I commit to learning life attributes of success and commit to always doing my best to follow them.

I commit to attending school every day from 8:00 a.m. to 4:00 p.m. (with scheduled Wednesday 
dismissal at 2:30 pm.).
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I commit to work, think and behave in the best way I know how, and I will do whatever it takes for me 
and my fellow scholars to learn.

I commit to ask for help when I need it.

I commit to make myself available to parents and teachers when they have concerns.

I commit to be honest about my actions and accept responsibilities when I make mistakes.

I commit to always act to protect the safety, interests, and rights of all individuals in the classrooms.
 
I commit to representing Emerald Academy’s commitment to excellence in everything I do.

I commit to strive for acceptance into the high performing high school and college of my choice.

I commit to doing my homework every night, bringing it neatly to school and turning it in at the 
appropriate time.

I commit to obeying the Emerald Academy Code of Conduct at all times.

I commit to speaking regularly and honestly with my parents and guardians about my progress at 
school, my grades, my assignments, and my behavior.                 

School Staff Commitment:
We will be at Emerald Academy from 7:45 a.m. to 4:15 p.m. engaging scholars in rigorous curriculum 
to prepare them for college.

We promise to work, think and behave to the best of our ability, and we promote our school’s mission 
and support our scholars.

We promise to provide a safe structure, rigorous college preparatory experience for our scholars.

We will enforce the school’s Code of Conduct evenly and fairly in all circumstances.

We will see to it that teachers will always come to class prepared and they will do everything required 
to ensure their scholars learn.

We will inform families of questions and potential obstacles to student learning as they arise.

We will commit to contacting the parents/guardians of scholars on a regular ongoing basis.

Family Communication
Grade Level Newsletter - Newsletters will be sent home with scholars.  Families will receive updates 
about Emerald Academy.  This will contain important school-wide information about academic skills 
taught, schedule, events, recognitions, and other important reminders.  It is very important that you 
read the update to stay up to date on all goings on at Emerald Academy.

Phone calls - Parents may contact the teacher at school if they have a homework related question.  
If the teacher does not answer, leave a message so they can call you back.  Teachers and staff are 
expected to return phone calls within 24 hours .  If you receive a phone or other message from a staff 
member, we also expect the same courtesy of a return call within 24 hours.
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Meetings - If you need to meet with a teacher, please make an appointment.  An appointment can be 
made by calling the school and speaking with the teacher. Parents should not expect to meet with a 
teacher without a prior appointment. Appointments should not take place during the instructional day.  
They should occur before 7:30 a.m. or after 4:00 p.m.

Visits - Though we fully welcome parents at Emerald Academy, we ask that you call to arrange 
visits to the school in advance to minimize distraction to our scholars and the rhythm of the learning 
process.  Upon arrival at the school, you will need to sign in at the front office and get a visitor’s 
badge.  Parents visiting during school hours will not be permitted to enter the classroom unless a 
prior arrangement has been scheduled with their scholar’s teacher. 

In-School Communication - Phone use is for school business only.  Teachers will not be available to 
talk on the phone during the school day unless they do not have a class.  If you call for a teacher, 
our office staff will take the message and forward it to the teacher, but we ask parents not to expect a 
call until school is dismissed.  We want our teachers and staff members focusing on teaching with no 
distractions throughout the day.  Scholars are only allowed to use the phones in case of emergencies.  
Parents or other responsible persons shall provide the school with their current home and/or work 
telephone numbers and home addresses, as well as emergency telephone numbers.

ATTENDANCE

School Hours
Our school day starts at 8:00 a.m. and concludes at 4:00 p.m. on Monday, Tuesday, Thursday, and 
Friday.  School is dismissed at 2:30 p.m. on Wednesday.  Scholars may arrive on campus at 7:45 
a.m. for breakfast.  Scholars that arrive after 8:00 a.m. are considered tardy.

Calendar
The school year begins on July 30, 2018 and ends on June 6, 2019.

Perfect Attendance
Attendance is vital to the success of our scholars.  Because we make every minute of instruction 
count, absences, tardies, or early dismissal for any reason result in valuable learning time missed and 
an interruption in the pace and rhythm of learning for your scholar.  Please make every effort to make 
sure your scholar never misses school.  Each day, instruction begins promptly at 8:00am. Each year, 
the goal for every scholar is 100% perfect attendance!

Absences 
Reporting Absences
The primary responsibility for a scholar’s attendance at school rests with his/her parent(s) or 
guardian(s).) Parent(s)/guardian(s)) must notify the school by 9:00 a.m. on the day a scholar is 
absent unless previous notification has been given in accordance with school procedure for excused 
absences.

Excused Absences
Excused absences are defined as those which are due to illness accompanied by a doctor’s note 
verifying the dates of absence for absences of longer than 2 days, those which are due to a religious 
observation, those related to suspensions, or those which are related to a death in the family, or 
court subpoena. Under certain circumstances, Emerald Academy will also consider students IEPs, 
accommodation plans, and individualized healthcare plans in determining whether an absence is 
excused.
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Unexcused Absences
Unexcused absences are defined as days scholars are not present for reasons that do not meet the 
conditions above.  All types of absences will be tracked by the school administration and a full report 
of scholar absences will be included in each quarter’s report card.  All Emerald Academy families will 
be held to the following guidelines for unexcused absences.      

1. Four Absences in a semester: If a scholar is absent four times in a semester, it is considered a 
serious issue. At this point, the parent/guardian will be called by the Behavior Support Coach or a 
representative to discuss the development of an attendance plan.

2. Eight Absences in a Year: If a scholar is absent eight times in a year, it is considered a serious 
issue. At this point, the parent/guardian will be contacted to meet with the Behavior Support Coach 
or a representative. At the meeting, the problem will be discussed, and an attendance plan will be 
readdressed.

3. Twelve Absences in a Year: If a scholar is absent twelve times in a year, it is considered a serious 
issue. At this point, the scholar is at risk of not being promoted to the next grade. The parent/
guardian will be contacted to meet with the Behavior Support Coach, the Lower and/or Upper 
School Dean, and/or the School Director. The School Director reserves the right to retain any 
scholar who misses more than twelve days of school.

4. At this point, School Leadership will make a mandatory referral to the court program according to 
the Tennessee State Compulsory Attendance Law (T.C.A.§49-6-3001). 

Tardies 
Getting to school on time each and every day is of the utmost importance for our scholars.  Emerald 
Academy scholars begin learning the minute they walk in the door. At breakfast, students have 
morning work to do as they finish eating to get their brains stimulated and ready for a full day of 
learning.

• Our doors open at 7:45 a.m. for breakfast and scholars may arrive between 7:45 a.m. and 8:00 
a.m. If your scholar arrives after 8:00 a.m., please make sure he/she has eaten a proper breakfast 
at home as scholars will not be served a school breakfast due to the need to prepare the Dining 
Hall for lunch immediately at the conclusion of breakfast.   

• Scholars arriving after 8:00am are considered tardy and must be signed in by a parent or guardian 
at the front office.

• If a scholar’s family reaches 5 tardies in a given quarter, the family will be given a letter from the 
school stating the tardy issue.  If tardies continue to accrue after the warning letter has been 
given, the Behavior Support Coach or a representative may schedule a face-to-face conference.

Early Dismissals
Like tardies and absences, early dismissals take away from valuable learning time. Early dismissals 
will only be allowed in the event a scholar has a medical appointment or a family emergency. 
Scholars should never miss school for appointments.  Families are responsible for scheduling medical 
appointments during non-instructional hours.  In the rare case a scholar has a medical appointment 
during school, he/she should not be absent the entire academic day. Parents must call one hour in 
advance and speak with the Registrar for any early dismissal. 

Families will not be able to check out scholars for early dismissal after 3:15pm each day unless 
determined an emergency by administration.

Early Dismissal due to Illness
Emerald Academy has a school clinic to support good health for all scholars.  In the event minor 
medical assistance is administered to a scholar, a parent/guardian will be notified.  In the event a 
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scholar becomes ill and registers a temperature of 100.6F or above or vomits, the scholar must be 
picked up early from school within 30 minutes of notification. The scholar can return to school after 
he/she has gone 24 hours without a fever or has not vomited in a 24 hour period.  

TRANSPORTATION

Arrival & Dismissal
School doors open at 7:45 a.m. every day.  Unless you have a scheduled appointment with individual 
teachers or other staff beforehand, scholars should not to be dropped off at school before 7:45 a.m.  
Supervision is not available prior 7:45 a.m. so your scholar must remain in your care until the official 
start time of school.

The school day officially ends at 4:00 p.m. Monday, Tuesday, Thursday and Friday. School will end at 
2:30 p.m. on the majority of Wednesdays (check school calendar). As your scholar’s safety is our top 
priority at Emerald Academy, scholars will not be allowed to leave school grounds with any adult other 
than their parents/guardians or other designees specified in advance on the scholar’s transportation 
plan.

• Any adults, including parents/guardians, picking up their scholar will be asked to show ID each 
day. 

• Parents/Guardians may make changes and additions to a scholar’s transportation plan by filling 
out a form in the front office with the Receptionist.  

Transportation Change
Parents/Guardians are required to make all arrangements for transportation before the child leaves 
for school.  If you need to change your scholar’s transportation arrangement for the day, you must 
send a written note in your scholar’s backpack specifically indicating the change of plans.  Our office 
staff compiles a daily transportation report that is used to identify car riders, bus riders, and walkers.  
To that end, accurate and timely information is imperative prior to dismissal. 

Car Rider Procedures
Arrival
As stated above, all scholars must remain in the care of the adult dropping-off at the school until the 
official start of the school day at 7:45 a.m.  No scholars should be released from their car on any 
given morning until a member of School Leadership has officially started the car arrival procedure in 
the drop-off area.  Car rider arrival will run from 7:45 a.m. -8:00 a.m. each day.  For the safety of all 
scholars during this time, all cars are required to remain in park until officially dismissed by a member 
of School Leadership.  After 8:00 a.m., the doors will be shut at the drop-off area and scholars will 
need to be dropped off at the front office doors.  Scholars entering the building after 8:00 a.m. will 
be considered tardy. In order to prepare for lunch, the cafeteria will stop serving breakfast for tardy 
scholars at 8:10 a.m.  If your scholar arrives after 8:10 a.m., it will be a parental responsibility to 
provide a nutritious breakfast.

Dismissal
Scholars cannot be checked out via the front office after 3:15 p.m. (Monday, Tuesday, Thursday, 
Friday) or after 1:45 p.m. on Wednesdays to ensure that the transportation plan of every scholar 
is accurate.  In a case of an emergency, the scholar’s legal parent or guardian should meet with a 
member of the administrative team to discuss the situation.  At that point, an administrative decision 
regarding the matter will be rendered.
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Car rider dismissal will begin at 3:50 p.m. Monday, Tuesday, Thursday, Friday and at 2:20 p.m. on 
Wednesday.  For the safety of all scholars as well as the Emerald Academy staff, adults picking-
up scholars are required to remain in their cars and are not permitted to come to the doors where 
scholars are released. Scholars will be released in staggered groups (bus riders, walkers, and car 
riders).  The dismissal protocol will be based on a first-come, first-served policy.  For the safety of our 
scholars, all drivers are required to remain parked during the dismissal procedure when scholars are 
being walked to their cars until a member of School Leadership indicates that the9 vehicle should 
move forward.  After 4:15 p.m. on Monday, Tuesday, Thursday, Friday and 2:35 p.m. on Wednesday, 
the doors to the pick-up area (Dining Hall) will be locked and scholars will be instructed to report to 
the office.  Any scholars remaining in the office after 4:15 p.m. Monday, Tuesday, Thursday, Friday 
or 2:35 p.m. Wednesday, will be considered a late pick-up and subject to the Scholar Pick-Up Policy 
listed below.

Car Rider Policy
1st Instance:  The Behavior Support Coach will call the parent/guardian to discuss the violation and 
make a binding pick-up plan.

2nd Instance:  Violation will be documented in school records and the Behavior Support Coach will 
revisit the pick-up plan with the parent/guardian.

3rd Instance:  Violation will be documented in school records and a conference will be held with the 
parent/guardian and the School Director to  determine the next steps to resolve the issue.

4th Instance and Beyond:  The incidents will be reported to DCS under the category of Dependent or 
Neglected - T.C.A. 37-1-130

Scholar Pick-Up
In accordance with Tennessee State Law, it is illegal for any child to be left on the bus longer than 
the allotted route time of one hour and a half.   In alignment with this, Emerald Academy School 
Leadership considers scholars not picked up within thirty minutes of car dismissal time to be equally 
concerning.   The emotional well-being and safety of every scholar is a top priority at Emerald 
Academy.  Accordingly, every family will be held to the following policies related to the late pick-up of 
scholars.
  
Bus Conduct 
The school bus is an extension of our school campus; 
therefore, students shall conduct themselves on 
the bus in a manner consistent with the established 
standards for safety and classroom behavior. Safety 
is our top priority considering bus transportation.  
Any behavior that distracts the driver, violates the 
Transportation Contract, or violates our Scholar 
Code of Conduct will be referred to a school 
administrator by the bus driver or appropriate staff.  
This practice also applies to all scholars using school 
transportation for school-sponsored events, such as field trips.            

Scholars are under the supervision of the bus monitor and bus driver while on the bus; therefore, all 
reasonable directions should be followed.  The Behavior Support manager will be informed by the 
bus monitor or bus driver of any serious discipline problem(s) and may be called upon to redirect and 
discipline scholars if necessary. A scholar may be denied the privilege of riding the bus if the
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Behavior Support Coach, the Lower and/or Upper School Dean, and/or the School Director determine 
that the behavior is disruptive and compromises safety.  A bus suspension shall follow the same 
procedures as an out of school suspension.

Bus Rider Policy
• 1st Instance: The Family Engagement Coordinator will contact the parent/guardian to discuss the 

violation and to develop a binding pick-up plan.
• Repeated Instances: The Behavior Support Coach and/or the School Director will take disciplinary 

actions that may include the loss of bus transportation privileges for a specified period of time. 

Bus Routes
Emerald Charter Schools will provide bus transportation by a spoke system. Pick- up and drop- off 
points will be distributed throughout the neighborhoods of scholars at designated and predetermined 
locations.   Prior to the beginning of the school year, families will be given a list of the locations 
and the times for pick-up and drop-off.  Buses will adhere closely to the scheduled times to ensure 
that transportation issues are minimal.  In the event circumstances cause the routes or times to 
be revised, parents/guardians will be notified in advance.  To ensure safety, parents/guardians of 
scholars in grades K-3 must be at drop- off locations each day to receive their children.  All adults 
(including parents/guardians) picking up a scholar from the bus will be asked to show a school 
generated tag each day until that adult is recognized by the bus driver and/or the bus monitor.  For 
safety purposes, no scholar (K-3) will be left alone at a drop-off location. If there is no parent/guardian 
or authorized adult present, scholars will be returned to the school for pick-up.  Bus privileges can be 
revoked at the School Director’s discretion for repeated violations of pick-up procedures.

OTHER SCHOOL POLICIES/PROCEDURES

Uniform Expectations
Like other high performing, college preparatory charter schools, 
Emerald Academy will require all scholars to wear a common 
school uniform.  At its most basic level, our uniform ensures that no 
instructional time is lost to discussions over student attire.  Our school 
uniform also unites us as a community and makes our scholars look 
sharp in a grade-level and gender-appropriate way. 

Scholar tops and bottoms MUST be purchased from our uniform 
vendor, Educational Outfitters. 

Uniform Purchases
Educational Outfitters will serve as Emerald Academy’s uniform provider. They were selected for their 
willingness to provide solid customer service as well as a high quality clothing product at a reasonable 
price.  

Contact Information (EFFECTIVE JUNE 1, 2017):
Website - http://knoxville.educationaloutfitters.com
Educational Outfitters
453 Park 40 North Blvd. NW, Knoxville, TN 37923
865-583-3990, EMAIL: stephanie@educationaloutfitters.com

A clear, specific, and appropriate dress code is an important component of Emerald Academy’s 
school culture.
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Dress Code
Uniform Shirts
• Emerald Academy polos, with the Emerald Academy logo embroidered on the left chest, are 

required to be worn on all school days.  This polo must be worn even when a scholar wears the 
optional approved embroidered black fleece jackets.  Polos should be clean and should be worn 
with all buttons buttoned with the exception of the top button. 

• Scholars may wear a solid white or black short or long-sleeved shirt with no graphics or logos 
underneath their uniform shirt if desired.

Outerwear
• Scholars may wear an outer jacket, sweatshirt or sweater to school that does not have the 

Emerald Academy logo.  These coverings must be placed on coat hooks or in cubbies upon 
entering the classroom.  Only black fleeces purchased from Educational Outfitters with the 
Emerald Academy logo can be worn in the classroom.  

• Families might consider purchasing the approved black fleece to ensure scholars are comfortable 
in class as temperatures can fluctuate slightly from classroom to classroom.  

Uniform Bottoms
• Boys must wear khaki pants or shorts purchased from Educational Outfitters. 
• Girls must wear khaki pants, shorts, skirts, skorts, or jumpers purchased from Educational 

Outfitters. 
• Female scholars may wear black or white solid colored tights or black or white knee socks.  

Other Uniform Considerations 
• All items worn are to appear clean and must have working buttons and zippers.
• All students must wear black belts with any clothing that has belt loops. 

Shoes & Socks
• Black shoes are required.  Sneakers are preferred, and boots are not permitted. 
• Shoes with shoelaces may only have solid colored laces and must be tied neatly and tightly at all 

times.
• Designs, jewels, glitter, writing, brightly colored shoelaces, excessive buckles, or any other 

embellishments deemed distracting will be considered out of uniform and are not permitted.  
School Leadership reserves the right to make these decisions on a case-by-case basis.

• Socks are required with all shoes and must be solid white or black with no patterns or logos. 

Jewelry, Accessories, & Head Coverings
• Scholars may not wear hats.
• Headbands are permitted for girls unless they are deemed distracting to her or other scholars’ 

learning during instructional time.  
• School Leadership reserves the right to make these decisions about clothing or accessories on a 

case-by-case basis if it is deemed an educational distraction.

Uniform Infractions
• Students who are out of uniform (i.e. un-tucked shirt), but can quickly rectify the problem, will be 

asked to fix the issue and will then report to homeroom.  
• Students who are out of uniform (i.e. no proper uniform shirt, missing a belt) will report to the 

Reflection Room after breakfast where the student’s parents will be contacted.
• If the student receives the correct part of the uniform BY 9:00 a.m., he or she may report to class, 

will NOT receive “silent lunch” but will receive a mark/demerit.  
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• If the student receives the part of the uniform AFTER 9:00 a.m., they may then report to class, but 
will still receive “silent lunch” AND a mark/demerit. 

• If a student is missing a MAJOR part of the uniform (shirt, pants, or shoes), they will not be 
permitted to class.  They should be instructed to report to the Reflection room.

• After uniform check, students will report to homeroom where they will eat breakfast on Voice Level 
0. Level 0 means that students are no longer able to talk.  Any student talking while on Level 0 will 
receive a mark/demerit.  

Immunization and Medication Policy
Administration of Medication
In certain cases, it may be necessary for students to take medication during school hours.  Upon 
written request from parents/guardians and subject to the following rules, Emerald Academy allows 
medication to be taken by students.  These rules apply to the use and administration of prescription 
and over the counter (OTC) medications.

1. No medication of any kind shall be self-administered by students, even with assistance from the 
school nurse, except when medication is necessary to effect an improvement in, or control of, a 
health problem during school hours. 

2. No medication shall be given to a student, nor shall the school nurse or other provider assist with 
medication, without the written approval of the parent or guardian of a scholar.

3. In addition to written approval from the parent or guardian, prescription medication may only be 
taken by a student at Emerald Academy if the parent or guardian provides a written order from a 
health care provider.   Written orders must be signed by a health care provider who has the legal 
right to write a prescription.   The order must include the name of the drug, dosage, frequency or 
time interval, route or method of administration, the time to be administered, possible side effects, 
and method of storage.  If the prescribed medication order is changed during the school year, a 
new authorization is required. Both the medical health care provider and the parent or guardian 
must sign the form.

4. All medications, whether prescription or OTC, must be brought to the school by a parent or 
guardian of the scholar. All medications must be in appropriate containers which are properly 
labeled by a medical care provider or pharmacy. The prescription bottle must be the latest one 
filled by the pharmacy or medical care provider.  Any OTC medication must be provided in its 
original unopened, unexpired container with the original label and the student’s name.  The parent/
guardian is responsible for picking up any unused medication at the end of the treatment or at the 
end of the school year.  Any medications not picked up shall be destroyed.

5. Upon delivery of medication to Emerald Academy, the school nurse or authorized employee will 
confirm and document the quantity of medication received.   A secure location will be provided for 
the storage of medications.

6. The administration of medications to a scholar will be documented on a medication administration 
record.  Such records will be kept in the student’s cumulative record pursuant to Article VI below.

7. Except for asthma inhalers, Epi-Pens (anaphylaxis medications) or insulin delivery systems 
(including glucose monitoring systems), students may not be in possession of medication during 
school hours.  If students are required to use asthma inhalers, Epi-Pens, or insulin delivery 
systems during school hours, parents or guardians must give written permission and must provide 
written authorization from a medical health care provider containing the information required by 
T.C.A. § 49-5-415(c).   Only students with such permission shall be authorized to carry these 
devices. 

8. The school nurse or other authorized employee will assist with the administration of medications, 
as appropriate and as authorized in this Policy.  The school nurse will also be responsible for the 
documentation and storage of all medications.



35

9.  The School Director of Emerald Academy has the final decision-making authority with respect to     
     the approval and rejection of parental requests for the administration of medications.

Injury to Scholar
In the incident that a scholar is injured while at school, parents will be notified by the adult present as 
well as the nurse.  

Requirements for Medical Examinations & Proof of Immunization
Each child who attends Emerald Academy must provide evidence of a physical examination and proof 
of immunization, except as excused by state law.

For kindergarten students, parents or guardians must provide written proof of a physical examination 
completed by a medical provider and dated within 12 months prior to the first day of school. The form 
to be completed is the Tennessee School Immunization Certificate which may be obtained from a 
local physician, the Health Department, or any Knox County school.  A kindergarten student may be 
enrolled without this information, but a parent or guardian must file it with Emerald Academy within 30 
calendar days or risk dismissal.

For students in the first through eighth grade, parents or guardians must provide written proof 
of a medical examination completed by a medical provider.  This includes proof brought by the 
parents or guardians or provided in records from the previous school. A student may be enrolled 
at Emerald Academy without this information, but a parent or guardian must file it with the school 
within 30 calendar days or risk dismissal.  Physical examinations contained in records from students 
transferring from other schools in Knox County or other school systems may be accepted if stated 
guidelines are met.  The cost of the examination shall be borne by the parent or guardian of the 
student.

Except as otherwise permitted by state law, no student entering Emerald Academy, including those 
entering kindergarten or those students from out-of-state schools and nonpublic schools, shall be 
permitted to attend without proof of immunization, as determined by the Commissioner of Public 
Health. It is the responsibility of the parent or guardian of a student to have his/her child immunized 
and to provide such proof to Emerald Academy.

Pursuant to the provisions of state law (T.C.A. § 49-6-5001), the following are permitted exemptions 
to this requirement: a) In the absence of an epidemic or immediate threat thereof, this requirement 
shall not apply to any child whose parent or guardian shall sign under penalty of perjury and  file with 
Emerald Academy a statement that the immunization and other preventative practices conflict with 
the parent or guardian’s religious tenets and practices, or b) this requirement shall not apply where 
the child has not been immunized due to medical reasons if the parent or guardian provides a written 
statement from a medical provider excusing him/her from such immunizations.

Proof of exemptions shall be in writing and filed in the same manner as other immunization records. 

An immunization certificate containing documentation of any other required health information 
(e.g. physical examination, vision/hearing screening) must be provided in addition to the religious 
exemption form or the written statement due to medical reasons from a medical provider. Students 
whose parents or guardians have not provided immunization records or proof of an exemption shall 
be barred from Emerald Academy after fourteen (14) days.
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School Closings
In cases of inclement weather, please listen to the local radio stations and news broadcasts to 
determine if school is in session.  Emerald Academy will notify the main local TV stations.  In addition 
to local media, Emerald Academy will use our website, social media accounts, and voicemail to 
announce any school closings or early dismissals. To receive up to date information, it is essential to 
have updated parent/guardian contact information on file in the school office.  

School Lunch Program (Breakfast and Lunch)      
Breakfast and lunch will be available at Emerald Academy.  In order to ensure an focused start to the 
day breakfast will be served inside each scholar’s classroom. Lunches will be served in our Dining 
Hall.  Food Service will be provided by Knox County Schools Food Service.  Emerald Academy 
qualifies as a CEP (Community Eligibility Provision) school, funds from the federal government cover 
the cost of breakfast and lunch for all scholars.   If your child has any dietary restrictions, you must 
submit a doctor’s note verifying these restrictions and the doctor should suggest a substitute item.  A 
table for students with food allergies will be provided in the cafeteria during lunch.    

Birthday Celebrations at School
Teachers should be notified in advance of any birthday party plans at school to protect instructional 
time.  Refreshments (cupcakes, cake, punch, etc.) may be served during snack time only.  Scholars 
with food allergies should be offered an alternative treat.
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2018-2019 PARENT/GUARDIAN CONSENT FORM:

I, the undersigned, have read, understand, and agree to all of the policies and expectations 
included in this Family Handbook.  I fully commit myself as an Emerald Academy Parent/
Guardian to do whatever it takes to support and encourage my scholar’s academic excellence 
and character development. I understand that in accordance with Tennessee Code Annotated 
49-6-7004, if I do not uphold the requirements stated in this handbook, that my scholar and I 
will be held responsible to the policies listed in this document.  In signing this contract, I agree 
to maintain the policies for involvement with my scholar’s education to the extent required by 
this Family Compact.

Parent/Guardian Signature:

_________________________________________________

Parent/Guardian Name (Print):

__________________________________________________

Scholar Name (Print):

__________________________________________________

Date:

______________________________


