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American Youth Academy

STUDENT-PARENT HANDBOOK
Message from the Head of School
Dear Friend and Supporter of American Youth Academy,
Assalamu Alaikum,
th

American Youth Academy, also known as AYA, is a second home for nearly 600 students in grades pre-school through 12 ,
and is one of the leading Muslim educational institutions in the Tampa area. With a focus on academic excellence rooted in
Islamic values, it proudly boasts of a 100% graduation rate and produces National Merit Finalists.
We continue to set and complete short term and long term goals to include the introduction of the IB program, the offering
of extracurricular programs, and the development of the sports teams, to name a few. With a steadfast focus on providing a
challenging program of studies for the students, we have obtained accreditation from AdvancEd as well as the Florida Council
of Independent Schools and CISNA, the Council of Islamic Schools of North America.
With the vision of the Board leadership, the collaborative efforts of the administrative team, dedication of staff and support
of the parents and community, AYA is well prepared to guide the students to the next level of success.
Sincerely,
Farhat Siddiqui, M. Ed.
Head of School

Introduction
Education is a cooperative partnership between the home and school. The AYA staff, administration and office are dedicated
to providing opportunities for your children to draw out their abilities assuring growth in the present and preparing them for
the future.
We eagerly welcome you as active participants in your child's educational development.
The purpose of this Student-Parent Handbook is to provide the families with basic information regarding AYA’s instructional
program and operating procedures. Parents are encouraged to discuss the information in this handbook with their children.
Family and community support is essential in the development of an effective educational program, and we are confident
that both you and your children will have positive and enriching experiences at AYA.

The Need for Islamic Education
According to a hadith mentioned by Ibn-Katheer and narrated by Abu Huraira in Musnad Ahmad, some individuals residing in
very high levels of paradise would wonder how they reached these levels, when their own deeds were not enough for that.
Allah will say to them, "You left behind your children who were praying for you all the time, and this kept raising your levels in
paradise higher and higher.”
We believe that AYA offers one of the finest Islamic studies programs in the nation. We have instructors who are wellqualified in the instruction of Islamic studies that include Qur’anic Studies, Aqeedah, Fiqh, Seerah, Hadith, Islamic Civilization
and the Arabic Language. Strong emphasis is placed on building character. Moral principles are taught which will clearly
establish within the student the concept of Tawheed (oneness), duty to our fellow men and the difference between right and
wrong.
Discipline is fostered, and an appreciation for leadership and family structure is outlined for all students in all grades. AYA
believes that education is a comprehensive concept, which encompasses all spheres: spiritual, moral, intellectual and
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physical. In all these areas, our orientation draws from the Islamic heritage and disciplines as well as modern educational
disciplines.
At AYA we believe we must provide the environment and structure that allow all AYA students to engage in experiences that
will help prepare them in full measure to reach their potential and become responsible, contributing individuals.
Elementary education is contingent upon the students meeting their cognitive and intellectual abilities with effective success,
thus promoting increased self-esteem. Hence, to improve instruction, a multitude of strategies and techniques is used, and
each teacher possesses the knowledge to articulate and apply these strategies in order to positively impact students'
education. When teachers teach with a myriad of strategies relative to different learning styles, they will not only improve
student achievement, but will also increase the likelihood that students will feel good about themselves and ultimately be
more successful in and out of the classroom.
Secondary education builds on the foundation established in the Elementary level and strives to prepare each student for life:
academically, socially and Islamically. The goal is to give the students the knowledge and tools they will need to perform
successfully in institutions of higher learning, as well as in their jobs, their communities and their homes.

School Of Thought Followed By AYA
AYA is a Sunni school and follows the teachings and tenets of Ahl-us-Sunnah wa-l-Jamaa’ah.

Mission Statement
To provide academic excellence in a safe, nurturing, and Islamic environment for the purpose of guiding students to become
successful, 21st century global citizens.

Philosophy
Islam enjoins learning from the cradle to the grave. As an Islamic school, AYA strives to fulfill this command.
AYA’s philosophy is rooted in the belief that every student has the right to the best quality of education available, and that
education is a process which encompasses all the experiences students encounter in their school. AYA’s philosophy is also
rooted in the belief that classroom instruction is only one small aspect of a student’s educational experience, and that
students learn from the behavior and actions of the adults around them more than they learn from books. Finally, it is rooted
in the belief that students’ knowledge and pride in their religion and heritage are key to their well-being and success.
It is part of AYA’s philosophy that:
1. Each student is a unique individual with different needs.
2. The school must be able to serve the needs of each and every student accepted into its programs.
3. The school strives to assist the students in the discovery of their individual potential and their own personal worth.
4. The school should encompass a balanced curriculum of academics and arts, clubs and activities, competitive sports
and community service.
5. The teaching of religious tolerance and ethnic/cultural equality leads to an improved society.
6. The school should guide its students in their academic and spiritual endeavors and help them become well-balanced
individuals.
7. Students achieve more when challenged with high expectations.
8. Problem-solving and critical-thinking skills are essential for the success of students.
9. AYA faculty and staff should all be positive role models for the students.
10. Parents and community members are an integral part of the education process.

Objectives
1.
2.
3.
4.

To instill in our students a real love of learning to make them lifelong learners.
To offer the best possible educational opportunities and experiences to allow our students to reach their highest
potential.
To develop in our students a desire, willingness and ability to be positive, contributing members of their school
community and of the community at large.
To instill in our students a real love for and understanding of the teachings and practices of Islam, with particular
emphasis on respect, effective communication, and cooperation.
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5.
6.
7.
8.
9.
10.
11.
12.
13.
14.

To provide an Islamic environment in which each student can develop physically, socially, emotionally, and
intellectually.
To integrate the curricula with Islamic studies, to show that Islam is a complete way of life.
To develop in our students strong leadership skills by fostering self-discipline, self-motivation, strong work habits,
the ability to think critically, and the desire to do one’s best.
To encourage each student to cherish his/her own cultural values and heritage and to respect individuals with
different cultural backgrounds.
To develop each student’s ability to analyze and solve problems facing individuals in a rapidly changing world.
To prepare students to do well on standardized tests.
To empower students to seek and succeed in post-secondary education.
To hire the most qualified faculty and staff.
To provide faculty, staff, and students access to the best possible resources to enable them to reach their highest
educational and extracurricular goals.
To include parents in the educational process by regularly updating them on school activities; including them in
special trainings and workshop opportunities dedicated to supporting their parenting duties; and inviting them to
participate in all school-related activities.

Non-Discrimination Policy
AYA is committed to admit students of any race, color, religion, gender, national or ethnic origin, and accords them all the
rights, privileges, programs, and activities generally accorded, or made available to students at the school. It does not
discriminate on the basis of race, color, religion, gender, national or ethnic origin in the administration of its educational
policies, admission policies, scholarship programs, and athletic or other school-administered programs.

Religious & Ethnic Tolerance
All members of AYA’s administration, faculty, staff and students are expected to respect the religious beliefs and ethnic
backgrounds of all administration, faculty, staff, parents and students.
Members of AYA’s administration, faculty, staff, parents and/or students are not allowed to promote any religious beliefs
and/or practices besides those that are accepted and/or taught by AYA while on AYA property, at AYA events or to AYA
students and/or staff. Promotion refers to talking about or distributing information about these beliefs and/or on any
published medium, including social networking sites.

Parent School Agreement
Parents are expected to support and uphold AYA’s policies. Without this cooperation and confirmation from the parents, a
double standard exists between home and AYA, which is counter-productive to the student’s development and our
effectiveness. If at any time misunderstandings develop between the school and home, it becomes the obligation of both to
seek clarification and explanation.
All suggestions and comments from the parents will be examined fully, and are welcomed and encouraged for the overall
strengthening of the school.
The school agrees to work closely with the parents in the education of the child. This includes provision of competent
teachers, a full and developmentally appropriate curriculum, regular reporting of student progress, proper student
supervision, and communication with the home. In full cooperation with the school, parents are expected to attend
Parent/Teacher Conferences and actively support other planned activities, knowing that parental participation is critical to
the health and well-being of the school and the child.

Parent Probation Letter
Parents who cause disruption at AYA or who spread negative comments in the community or through any social media about
AYA and/or any of its employees, parents or students will be required to meet with the administrators and review all portions
of the Student-Parent Handbook. They will be asked to sign a Probation Letter stating that if they continue to cause
disruption to AYA and/or spread negative comments in the community or through any social media about AYA and/or any of
its employees, parents or students they, with all of their children, will be asked to leave the school immediately and with no
further notice.
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No Smoking Policy
As part of AYA's mission to provide a safe and nurturing atmosphere for its students, staff, and parents, smoking is NOT
allowed on campus at any time.

Grievance Policy
Parents or students who have a complaint against any student, teacher or staff-member should follow the procedures below
in order to reach a satisfactory resolution:
1. Submit, in writing, a clear explanation of the issue at hand making sure to include: date, specific incidence(s), etc. to
the person the complaint is against.
2. If the complaint is not dealt with in a satisfactory manner, a copy of this written complaint should be submitted to
the Principal.
3. If the complaint is still not dealt with in a satisfactory manner, a copy of the written complaint should be submitted
to the Head of School for review and resolution.

Dismissing Students, Parents and/or Staff
AYA reserves the right to dismiss a student, parent and/or staff-member whose presence in the school is considered
detrimental to the best interest of the student, of fellow students, or of the school in general.
AYA also reserves the right to terminate or not renew a student's enrollment contract if the school concludes that
the actions of a parent or guardian make a positive and constructive relationship impossible, or otherwise seriously
interfere with the school's accomplishment of its mission."
AYA also reserves the right to dismiss any student, parent and/or staff-member who knowingly goes against any of the
school’s published policies and/or promotes negative advertising against the school verbally, in writing and/or on any
published medium, including social networking sites.

AYA’s Board of Trustees
The role of the Board of Trustees is to:
1. Ensure the financial stability of the school.
2. Review and set the school’s mission with input from the Administration, faculty, staff and parents.
3. Set the school’s policies based on recommendations of the Head of School.
4. Support the Head of School in his/her management of the school.
The Board of Trustees meets once per month and welcomes input from the Faculty and Staff which must be submitted
through the Head of School. Agenda items must be submitted one week before meetings. Schedule of meetings will be sent
home at the beginning of each academic year.

Islamic Parent-Teacher Association (IPTA):
Our IPTA is organized every fall with a mission to contribute significantly to the success of all AYA students.
Any parent who has children enrolled at AYA or staff who is a paid employee within AYA shall be deemed a member whose
standing is based on complying with the purpose and basic policies of AYA. The role of the IPTA is advisory in nature. There
are no dues levied. IPTA has the following duties:
1. To promote an atmosphere in which children can grow as individuals, each aware of his/ her own worth and value in
society.
2. To foster an awareness among parents of the need for their participation in the total education of their children.
3. To develop united efforts between educators and the general public that will secure for every child the highest
achievements in religious, mental, social, and physical education.
4. To provide a forum for constructive communication between parents, teachers and administration.
5. To sponsor community, social, and fund-raising activities to promote the general welfare of AYA and its students.
Membership is open to any parent/guardian who has a child enrolled at AYA.
Classroom opportunities/classroom parent
Each class has two classroom parents that support classroom activities and teachers. This is a full year commitment.
Classroom parents will serve as liaisons between the teachers, the IPTA, and other classroom parents. Classroom parents for
each classroom will be selected at the beginning of each school year. Their functions include such duties as:
To coordinate helpers for special activities
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To create a phone tree for communication among families
To support parents group activities
To coordinate celebration events for families
To welcome new families to the classroom
School-wide opportunities:
AYA also offers many school-wide volunteer opportunities.
 Events: Volunteers help organize, decorate and clean up school events such as Qu’ran Competitions, the annual
Hajj simulation, and other school activities.
 Beautification: Volunteers improve and maintain the grounds around the school building. Volunteers help with
weeding, pruning, raking, and spreading fertilizer and mulch.
 Hospitality: Volunteers help provide refreshments for school events or help clean up afterwards.
 IPTA Meetings: All parents are invited to attend monthly meetings and to learn about and work on school
initiatives.
 Library: Volunteers are trained to assist the librarian by shelving, repairing, and cataloguing books. Volunteers
also assist during the book fair.
 Family Fun Day: Volunteers help coordinate and publicize the Family Fun Day, or volunteer on the day of the
fair. Fun booths offer a range of activities.
 School Pictures: Volunteers assist during Picture Day.
Voluntarism is the means by which parents and community members contribute services to the school. Parent volunteers
are very important to the success of the school. Parents are encouraged to volunteer a few hours each month based on their
expertise as library assistants, homeroom mothers, lunch duty observers, parent tutors, maintenance work assistants, or in
many other valuable services to the students and the operation of the school.
Volunteer Hours Policy
All AYA families are required to volunteer a minimum of two hours per month, or a total of 20 hours per year. Families may
opt to donate $10 per hour or $200 for the entire year if they are unable to volunteer. Volunteer must be approved to be on
campus per the school guidelines, and must follow the set procedure for remaining on campus to volunteer.

School/Home Communications
AYA believes in the importance of keeping a continuous line of communication with its parents and community.
memos will be sent to parents each week. Other means of communication will include:
 RenWeb
 Phone calls from teachers to update parents of Elementary students of their children’s progress
 Phone calls from teachers to update parents of Secondary students if their grades drop below a C- in a class
 Parent-Teacher conferences
 Surveys
 IPTA meetings
 Scheduled appointments with staff and administration.
 Updates on the AYA web site: www.ayatampa.org
 Emails
 Text Messages

School

Parents are encouraged to contact the school and request conferences with their children’s teachers if they feel there is a
need for such meetings.
Emergency Contact Information on each child must be available and up to date. It is imperative that the office has the
parent(s)’ work numbers, as well as a number where a relative, neighbor, or friend can be reached. These additional numbers
are necessary if parents cannot be reached, and their child becomes ill, has an accident, or there is an emergency school
closing. The office should be notified about any changes in the parent(s)’ work or home telephone numbers as soon as they
occur.
Report Cards
Report Cards are issued to students three (K4) or four times per year (all other students) to give parents an indication of their
child's progress and to serve as an official document of student progress and achievement.
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Students in K5 - Gr. 1 who join the school after the middle of any quarter will not receive a Report Card for that
quarter. They will receive an Incomplete.
Students in Gr. 6 - 12 who join the school in the middle of any quarter will be responsible for all information missed,
th
as they will be tested on that information on a Semester basis for Gr. 6 – 12th
Report Cards will be held in the case that a family has an outstanding financial obligation in the Business Office.

Parent-Teacher conferences are conducted at least twice each school year. Other conferences are to be scheduled by
appointments through the office. In order to provide an effective educational program, it is the policy of AYA to maintain
close communication between the home and the school.
Two Parents’ Meetings are held each year: One at the end of the school year and the other just before the beginning of the
next school year. These are the times to get acquainted with the teachers, school polices, educational programs and the
school in general. The general public, family, and friends are invited to these meetings.

Admissions Policy
Admissions Committee
1.

The Admissions Committee will be made up of the Administrators, a member of the business office and the
Registrar.
2. The Admissions Committee will meet every two (2) weeks between M arch 1st and July 31st, and on an as-needed
basis throughout the remainder of the year to review and provide timely feedback to parents.

Admissions Policies
1.
2.

Students applying for admission must meet all age requirements.
Students admitted must submit all required documentation, including academic records and discipline records, as
well as birth certificate, health records and shot records.
3. Custody papers or similar legal documentation must be submitted in any cases where there both parents are not
enrolling the child(ren).
th
4. Registrar must check for IEP’s on any students scoring below the 50 %’ile on his/her submitted standardized test
scores.
5. Students who do not know the minimum information/practice in Islam will be required to take additional
coursework at AYA either on the weekend, during the summer or after school until they have reached a minimum
level of proficiency.
6. Students > 3 years old, enrolling in AYA’s Early Childhood Program, must be potty-trained.
7. No student can be admitted into a grade level if he/she is > 2 years older than the average age of students in that
grade level (grade level + 5).
8. No student can be admitted who is over the age of 19.
9. No student can be admitted who is married.
10. Students who are admitted for the new school year, but who do not begin on-time, and who do NOT have approval
from the Administration to start the school year late, may lose their seat at AYA.
th
11. AYA does not accept applications from new students entering into Gr. 11 or beyond or from former AYA students
who have not completed Gr. 11 at AYA.

Admissions Process
1.

2.

Prospective parents will meet with the Registrar to become familiar with the admissions process. This process will
include:
 Review of actual application process
 Review of documentation required
 Review of tuition & fees required (Pre-Admission Tuition/Fees Worksheet)
 Tour of the facility
 Question & Answer
 Receipt of Admissions Checklist with the following four headings. Under each heading, will be a list of items
that we have determined are essential for the completion of the admissions process.
 Did you receive...?
 Did you submit…?
 Did you know…?
 Did you tell us…?
The Registrar will do a preliminary review of the application and documents to ensure completeness.
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3.

4.
5.

6.
7.

8.
9.
10.
11.

12.
13.

The Registrar will notify the parents via phone AND email if:
 Application is complete and will be forwarded to the Admissions Committee for review.
 Application is missing certain items that must be completed before the application can be forwarded to the
Admissions Committee for review.
Students applying for admission into K5 – 10 who do not have standardized test scores must be tested by AYA.
Students applying for admission into Grades 6 – 10, even if they have standardized test scores, must be tested in
Math and English to ensure that they are placed in the correct level of courses. If they are unavailable for testing on
the designated dates, AYA reserves the right to decline their application.
The Registrar will schedule a meeting with a member of the administration and any students applying for admission
into Grades 6 – 10 for a review of discipline, understanding of personal responsibilities, rules, regulations, etc.
The Registrar will schedule a meeting between the Academic Advisor and any student applying for admission into
Grades 6 – 10 in order to ensure that the student has the necessary courses to prepare him/her for AYA’s
curriculum.
Admission Committee will check off and comment on each student application.
Completed application packet will be forwarded to the Head of School for review and final decision.
Applications who do not meet the minimum requirements of AYA will be reviewed by the Admissions Committee in
one sitting per month and a recommendation will be made to the Head of School.
The parents of the admitted student(s) will need to attend an Orientation Meeting with a member of the
Administration and sign an Acknowledgement Form stating that they have received, understand and agree to abide
by AYA policies and procedures, including AYA’s Promotion & Retention Policy.
Decisions made by the Head of School will be final.
Recommendations made by the Admissions Committee and the final decisions made by the Head of School will be
documented and kept in a file for a period of three years.

International Students Applying to AYA
 International students will not be accepted at AYA without a valid F-1 visa or other valid residency visa, such as H2, R2, etc.
 Tuition for International students will be twice the published tuition for domestic students.
 All International students’ files will be processed by the academic advisor and reviewed and approved by the Head of
School.

Waiting List Policy
Given the fact that the number of seats available in a class may be less than the number of students applying for admission
into that class, AYA will begin a Waiting List for that class. If a seat becomes available, the parents will be notified of this and,
if they wish to enroll their child, they may do so at that time. If they choose not to enroll their child, they may request for
their child to remain on the Waiting List to ensure admission for the following year.

Registration Requirements
Upon admission to AYA, the following forms must be completed and filed in the office by the first day of classes:
 Student Information Form
[One per student]
It is very important, on this form, to list any allergies the child may have.

Records Release Form
[One per student for students previously enrolled in another school]
 Tuition Agreement
[One per family]
Also, the following documents are required for any student enrolling in the school:
 Legible, English copy of the birth certificate
 Copy of the student’s report card from the most recent grading period
 Results of previous year’s standardized exam or FCAT
 Immunization Records [for details of required immunizations, see below]
 Physical Exam
 Copy of Social Security Card
 Where applicable, a copy of court-ordered custody ruling or legal name change
Immunization Requirements:
Florida law requires that every new student enrolling in Florida schools be properly immunized or have a signed waiver on file
at the school. Also, this record must be on a Florida form. The Immunization Record must show that the following vaccines
have been administered:
 5 doses DTP (Diphtheria, Tetanus, and Pertussis)
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Tetanus
4 doses Polio
2 doses Measles
1 dose Rubella and
1 dose of Mumps, or 2 doses of MMR.
th

Children entering or attending the 7 grade will be required to have completed, in addition to the above:
 Hepatitis B vaccination series, a
 Second measles vaccination or MMR and a
 Tetanus-Diphtheria booster.
Any student receiving the minimum doses must complete the series within the scheduled time span. If the immunization
record or signed waiver is not on file, the student, in accordance with the law, shall not be permitted to attend school.
Signed waivers will not be accepted from students in Daycare or entering K-3 or K-4.
Allergies/Special Accommodations
It is extremely important that the office staff and teachers are aware of any type of allergy or special accommodation a child
may have/need. If a child is allergic to any substance, whether it be food, an insect, or medicine, it is crucial for us to aware
of and educated about this matter.
In the case of any allergy or special accommodations, it is required that the parent obtain and submit to the Registrar a
doctor's note stating the child's name, the allergy/condition, the accommodation recommendation/requirement, and
procedures to follow in case of exposure. AYA will cooperate with the family to the best of its ability to ensure the safety of
the child.
Any child with a food allergy must also provide the school with a list of proper nutritional substitutes for the food item.
Age Requirements:
Daycare Students entering Daycare must be at least two years of age to enroll.
th
K3
Students entering K3 must be three years old by September 30 .
th
K4
Students entering K4 must be four years old by September 30 .
st
VPK
Students entering VPK must be four years old by September 1 .
st
Kindergarten
Students entering K5 must be five years old by September 1 .
st
st
st
1 Grade
Students entering 1 grade must be six years old by September 1 .
In any grade level, a student should not be more than two years older than the average age of students in that grade level.
Also, in grades 2 – 10, a student should not be more than two years younger than the average age of students in that grade
level.
Probation Period
All new students accepted into AYA are accepted on a 9-week probationary period. If, at any time during that period, the
school feels that they are not a good fit at AYA, they may be asked to leave.
Special Education Constraints
AYA will not be able to accept any student whose disabilities may be too severe for AYA to address. AYA will admit only
students whose needs can be met based upon the available resources for the year, which may vary from year to year.

Tuition & Fees
Please refer to the web-site (www.ayatampa.org) for a detailed explanation of tuition and fees or request a print-out of the
Tuition Matrix from the Registrar’s office.
Fees are non-refundable. Tuition is due on the 1st of each month for each month or any portion thereof, and a late fee of
th
$35 will be charged for payments received after the 5 of the month. Please note that for students transferring in to AYA,
st
st
th
the tuition for the 1 month of enrollment will be based on when they start: Students beginning between the 1 & the 15
th
of the month will be required to pay a full month’s tuition; students beginning on or after the 16 of the month will pay for
only half the month.
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Parents have the option of paying for tuition using cash, check, credit card or money order. Parents wishing to pay by credit
card should provide the school with their credit card # and date of expiration along with signed authorization allowing the
st
school to charge the card on the 1 of each month. Parents also have the option of paying tuition through Electronic Funds
Transfer (EFT). Payment may be made on-line at www.ayatampa.org. In the case that a check is returned for non-payment, a
$35 Returned Check Fee will be assessed.
Step up for Students / McKay Scholarship
AYA participates in two Florida scholarship programs: Step up for Students and McKay. Parents interested in determining if
their children qualify for these scholarships should contact the Registrar’s Office for information. Please note that the McKay
scholarship will no longer be accepted at AYA for the 2017 school year.
It is the parents’ responsibility to ensure that they renew their applications on a timely basis and for ensuring that they
provide the necessary documentation needed to determine eligibility.
VPK
AYA is a VPK participating school. Any student who is a Florida resident and has turned four by September 1 is eligible to
apply for funding to cover his/her tuition and fees. The program is a half-day program (8:00-12:00), Mondays through
Thursdays and does not include Arabic, Qur’an or Islamic Studies.
Parents who want their 4-year-olds in the full-day program may pay tuition and fees to cover the day from 12:00 – 3:15. The
full-day program includes Arabic, Qur’an and Islamic Studies.
The Voluntary Pre-kindergarten Program (VPK) is designed to prepare Florida's children for kindergarten, and develop the
skills they need to become good readers and successful students. VPK provides standards for literacy skills, strict
accountability, appropriate curricula, substantial instruction periods, manageable class sizes and qualified instructors. Parents
have the option of enrolling children in a year-long program that consists of 540 instructional hours. The Early Learning
Coalition of Hillsborough County administers the Voluntary Pre-kindergarten Program at the local level, which includes
registering childcare providers and providing applications and information to parents.
Eligibility
VPK is open to all children who reside in the state of Florida and who are four years old. Age eligibility requirements
are as follows:
If your child was born September 2, 2005 - Sept. 1, 2006, they are eligible for the 2010-2011 School Year Program.
st
He/she must be 4-years-old by September 1 .
Children may participate in the VPK program once. Once a child is eligible to enter kindergarten, they are no longer
eligible to participate in VPK. If you aren't sure about your child's eligibility, please call the Hillsborough County VPK
Office: (813) 740-4713.
Registration
STEP 1 – Parents/Legal Guardians of eligible four-year-old children MUST complete the Child Application Form (AWIVPK From 01) AND provide the following items:
Proof of child’s age/date of birth (any of the following):
 Birth record or certificate
 Passport
 A certificate of arrival in the US showing age
 A valid military dependent ID card
 A shot/immunization record indicating the date of birth signed by a public health officer or
licensed practicing physician.
Proof of Florida Residency (any of the following):
 Florida driver's license
 Utility bill
 Bank Statement
 Pay Stub
 Insurance policy
 Lease or mortgage papers
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Parents/legal guardians must register their eligible child with the Early Learning Coalition in the county where the
child will attend the VPK program. For example, a child/parent may reside in Pasco County and want to attend VPK
in Hillsborough County. The parent/legal guardian must register the eligible child with the Early Learning Coalition of
Hillsborough County.
STEP 2 - Parents/legal guardians must take the completed Child application (AWI-VPK Form 01), along with the proof
of age and proof of Florida residency, to a VPK registration location and meet with a representative of
ELCHC. Parents/legal guardians will meet with a VPK staff member who will verify the information. Upon verification
of the eligible child's age and state residency, parents/legal guardians will receive a VPK Certificate of Eligibility.
STEP 3 - Finally, parents/legal guardians must deliver the VPK Certificate of Eligibility (obtained in Step 2) to their
chosen approved VPK provider. This will complete the registration process for parents.
School Readiness Program
AYA’s K2 through K4 programs are licensed by Hillsborough County Childcare Licensing and are eligible for funding through
the School Readiness Program. More information is available through the Registrar’s Office.
Child Care Resource and Referral (CCR&R) provides families with comprehensive information and customized referrals for all
school readiness and early care and education programs. All referrals are unbiased, computer generated and based on
individual family circumstances and preferences, without regard to family income.
One of the most important and difficult decisions for families is choosing an arrangement that best meets their needs. CCR&R
is committed to helping families find answers to their questions regarding how to locate, choose and use quality services,
access financial assistance, and other early childhood and education concerns.
Eligibility for financial assistance for the early childhood program can be determined by Child Care Resource and Referral. A
sliding fee schedule is used to determine the parent's portion of payment based on income. Services are provided to children
from infancy through age 10.
For more information, please see the AYA registrar.

Diplomas for Students Graduating from K5, Gr. 5, Gr. 8 & Gr. 12





All graduating students (K5, Gr. 5, Gr. 8, and Gr. 12) must submit a Graduation Release Form to the Head of School no
later than May 5 of their year of Graduation signed off by the Business Office showing no outstanding balances.
Students graduating from K5, Gr. 5 & Gr. 8 must have the release form signed by the Head of School or another
administrator showing all end of Q4 grades.
Students graduating from Gr. 12 must have the release form signed off by the Academic Advisor showing no
outstanding credits and/or Community Service Hours.
Any students in K5, Gr. 5, Gr. 8 or Gr. 12 not having signed Graduation Release Forms will have their Diplomas and
transcripts/Report Cards withheld until all required signatures are secured.

Student Records
The Registrar has student records. Records can be accessed by request. The school has the right to hold academic records
until all financial commitments are paid in full.

Supplies and Materials
Although many supplies and materials may be provided by the school, parents should expect to provide consumable items
such as pens, pencils, paper, etc. on an as-needed basis throughout the school year. Supply lists will be given out each
summer. Students are expected to bring the required supplies with them to school and are expected to replenish them
several times during the year. AYA provides supplies for students in K4 & K5 for a slight fee that is included in the Student
Activity fee. VPK students in the half-day program are not charged these fees.

Transfer Credits
AYA will not accept any transfer credits for students entering Gr. 10 – 12 of grades that reflect a score of less than 70%.
These credits may have been earned by AYA students through FLVS or Dual Enrollment or by prospective students applying
for admission to AYA.
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Drop-Off & Pick-Up
Parents are expected to drop off and pick up their children in a timely manner and in the proper area.
Drop-Off Times
K2 - Gr. 5
Gr. 6 - 12

7:50 am - 8:15 am
7:50 am - 8:00 am
Homeroom begins at 8:00 am. Assembly at ICT Hall begins at 8:00 am on
Fridays. Students are encouraged to arrive @ 8:00 am in order to benefit
from the Qur'an and Du'aa’.

Students who participate in the breakfast program need to be dropped off between 7:35 - 7:55 am, and need to be dropped
off in front of the cafeteria. Any student arriving after 7:55 am will NOT be served breakfast.
All students coming in late will report directly to class. Teachers will mark students unexcused for all tardies. Tardies will be
excused for the following reasons ONLY:
 Weather (determined by the school)
 Accident-related traffic (determined by the school)
 Car accident (parent must provide police report)
th

Pick-Up Times from the Carpool Lanes (For K5 to 5 – Parents must pick up their children from aftercare, after the end of
the dismissal time noted below)
Monday - Thursday
K2 - K5
Gr. 1 – 5
Gr. 6-12
Fridays
K2 - 5
Gr. 6 - 12

3:15 pm
3:25 pm – 3:45 pm
3:35pm
1:50 pm
2:00 pm

Occasionally, parents need to pick up their children before dismissal time. This may be difficult if the student has not had
time to prepare for the departure. It may also cause disruption in the flow of instruction for the class that they are leaving. It
is necessary, therefore, to follow a procedure that allows faculty\staff, parents, and the student to accomplish this task
expediently and with as little disruption as possible. If given prior notice of early pick-up, the office can ensure that the
student is waiting in the office when the parent arrives. Please note that early pickup is not available after 3:00 pm.
Late Pick Up fees will be assessed to parents if their children in K2 - Gr. 5 are picked up more than 15 minutes after the
published Dismissal Time. Fees will be $5 for every half hour late, or any increment thereof.
Important: Please note that parents will not be allowed to pick up their children from the classrooms before first coming to
the office and signing them out. The pass they get from the office must be left with the security guard at the gate.
Additional Dismissal Notes:





Students must remain in full uniform (including hijab for girls) until they leave the campus.
Students in Gr. 6 - 12 CAN NOT pick up younger siblings from PK - Gr. 5, unless they are approved drivers.
Student drivers cannot pick up any students unless they are listed on the Authorized to Pick Up list.
Student drivers must leave campus immediately after dismissal.
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Attendance & Tardies
Even though assignments may be completed at a later date, a student can never really make up a day missed at school. The
interaction and instruction that take place in the classroom are equally as valuable as written assignments. Students should
only be absent from school in case of illness, unusual family difficulties or emergencies. Other absences should be avoided
and, in fact, constitute truancy.
Students are expected to attend class regularly, so that they reap optimal benefit. In case of absence, the parents should call
the school by 9:00 am to explain the reason for the child’s absence. Otherwise, they will be marked as unexcused. In
addition, parents must obtain an Absence Form from the receptionist and submit upon the day of the return to the
receptionist.
All assignments should be posted on RenWeb, making it easy for students to access. Remember: Students not having a
signed Absence Excuse Form will NOT be allowed to make up assignments and/or quizzes/tests.
If students need to take an extended leave of absence, two weeks’ notice should be given to the school to allow the teachers
to prepare work for the students to complete in their absence. Please note that parents will be charged regular tuition
during this absence. Please also note that, if the absence is an extended one, and the student does not keep up with missed
work, the school cannot guarantee the student’s promotion at the end of the school year. Not all extended leaves will be
approved as Excused Absences. Absence for valid medical reasons may be approved as excused.
State Law Regarding Mandatory Attendance Required for Promotion
According to state law, in order for a student to be promoted to the next grade level, he/she must attend at least 80% of the
school days each year. Any student missing 20% or more days will be retained. Exceptions will be made for home-bound
students for medical reasons. In these cases, students will keep up with their work at home and will be responsible for all
work being done in the classroom and for all information being tested for on exams.
Medical Excuses for Absences
Students must update their files at the beginning of each quarter with an updated doctor’s note. If absences are excessive,
the school may require authorization to contact the physician to get more detailed information.
Grades 6-12: Attendance will be taken for each class/period. If your child is marked absent during his/her Homeroom period,
Renweb will automatically call and/or text home at 10am to let you know that your child is not present.
Unexcused Absence/Tardies Policy
1. Morning tardies are defined as late arrival to class (K2 - Gr.5) after 8:15 am or late arrival to Homeroom/Assembly
(Gr. 6 – 12) after 8:05 am. Students need to be on campus no later than 8:05 am to ensure that they will be in class
or Assembly on time. Also, students are only issued an Office Tardy Slip if they arrive late to school, not for tardies in
between classes.
2.

Tardies between Classes (Gr. 6-12) Any tardy to class is an unexcused tardy.
 Please note that 5 unexcused tardies = 1 unexcused absence.
 Students who receive 7 tardies in a quarter will receive an afterschool detention.
 Students who receive 3 afterschool detentions in a quarter will receive a Saturday detention. Parents will be
charged a $30 Saturday Detention Fee per child.
 Students who have 2 unexcused absences per quarter or receive Saturday detention will be disqualified from
special recognition awards.

On Field Trips, students wishing to NOT participate should stay home and will receive an Unexcused Absence, unless they are
missing the Field Trip for an Excused reason.
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Seat Belts & Child Restraints
For the safety of your children, we ask that they be in car seats or seat belts at all times when the vehicle is in motion.

Withdrawal/Moving
Those parents of students withdrawing from the school should notify the office a few days before moving/withdrawing to
give the school the new address, the date of the move and the name of the new school, if possible. Students should return
all textbooks and collect all personal items. The form must be signed by an Administrator. Parents should take care of any
outstanding balances. Academic records will not be released unless all accounts are cleared through the business office.

School Health
In order to maintain the good health of AYA students and staff, we request that children not be sent to school if they are sick.
By keeping them at home when sick, you are helping us prevent the spread of viruses and/or infections to other children.
In case of accidents or illness at school, only minimum first aid can be provided by school personnel. The home will be called
when a child appears ill enough to go home. If a parent cannot be contacted, the designated emergency person will be
contacted. If the illness or accident is serious, and the parent and/or emergency cannot be reached, AYA staff may make the
decision to contact Emergency Medical Services and, if necessary, have the child transported to the nearest hospital for care.
It is essential that we have your permission to do so on the forms you filled out when registering your child. It is also very
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important for the school to have insurance information as well as any information related to existing health problems, so that
appropriate care can be given.
In the event of an outbreak of a communicable illness or condition such as chicken pox or head lice, AYA staff and teachers
will use standard procedures for dealing with them, and every effort will be made to inform the parents as soon as possible.
This information will include information on how to recognize as well as treat the problem. Every effort will be made to do
deal with the affected students in the kindest way and in a way which does not attract undue attention to him/her.
Medication at school requires written permission. School policy prohibits school personnel from administering any
medication to students without written permission from the parents and written directions from the physician, in the case of
prescription medication. An "Authorization for Medication" form must be completed and is available in the school office. All
medication must be kept in the office and administered by the office staff. Each new school year requires a new doctor's
permission slip.
Please make sure that the school is aware of any allergies your child may have.

Emergency Dismissal
It is the school policy not to dismiss children home once school has started unless there is an extreme emergency such as a
mechanical failure in the building, when inclement weather develops after school is in session, or if the child may cause injury
to himself or to others. It is imperative that all parents discuss thoroughly with their children the possibility of an emergency
dismissal and make certain THEY MUST KNOW WHERE TO GO IF/WHEN PARENTS ARE NOT HOME.
In the case of Emergency Dismissal, parents will be informed by telephone. It is imperative that the school has updated
phone numbers on file. Please follow the announcements, since some students may have to use the buses for
transportation. However, it should be noted that a telephone system can break down, because persons on the list may not
be home, circuits may be busy, etc. Therefore, although an attempt is made, it is impossible for the school authorities to
assure all parents that they will be notified by phone and/or text message of the early dismissal.
In the event of Fire, Hurricane, or other disasters, an emergency plan will be put into operation to assure the greatest
possible protection for the children. Fire and tornado procedures are posted in each classroom, general area rooms, and the
Masjid.
It should be noted that AYA will make its decision to close or evacuate the school due to inclement weather based on the
school board decisions in either of the following counties, as long as the decision is based on a safety concern and not based
on the fact that their schools will be used as shelters: Hillsborough, Manatee, Pinellas, Sarasota.
More details can be found in the Risk Management Addendum.

Extra-Curricular Student Activities

[Clubs & Organizations, Field Trips, Sports' Teams, etc.]

Student Council is designed to involve students in the affairs of the school, to coordinate student activities, develop students’
extra curricula activities, and communicate student concerns to teachers and administration. At the beginning of the
academic year, students in the middle and high school will elect a five-member student council. In addition, each middle
school class must elect a representative to be a liaison with the student council. The middle school representatives shall be
non-voting members.
National Honor Society
The National Honor Society (NHS) is the nation's premier organization established to recognize outstanding high school
students. More than just an honor roll, NHS serves to honor those students who have demonstrated excellence in the areas
of scholarship, leadership, service, and character. [www.nhs.us]
At AYA, students in Gr. 9 - 12 are inducted into the AYA Chapter of NHS each Fall based on their high academic performance,
their service to the school, their outstanding discipline record and teacher recommendation.
Any student entering AYA on Probation or receiving suspensions or Saturday detentions will be ineligible to participate
and/or join the NHS.
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Athletes' Program
 Open for Students in Gr. 6-12.
 (Students in Gr. 11 & Gr. 12 would not be eligible for full IB Diploma; they could take IB courses that are offered in the
morning.)
 Students would have to provide evidence of being enrolled in an Athlete program outside of AYA.
 Students would have to provide Competition Schedules to allow for excused absences.
 Students will not be excused from any AYA work or assessments.
Field trips are part of the educational experience provided to AYA students. Various field trips will be provided for students
by teachers at the school. Any child going on a field trip must have a signed parent authorization on file for the trip. If a
teacher does not have such authorization on the day of the trip, the child will not be permitted to accompany his/her class
and will be assigned to another class. School uniforms are required for all field trips, with exceptions to be considered on a
case-by-case basis. Every effort will be made to have 3-4 field trips per Elementary class during each year, and 2 field trips per
year for Secondary students. Please note: Siblings will not be allowed to accompany AYA students on the field trips, even if
their parents are chaperones.
Chaperon Dress Code on Field Trips
All chaperones on AYA Field Trips must abide by AYA Staff dress code.
Male Staff Dress Code:
 Loose-fitting modest pants. No jeans, except on Staff Work Days.
 No gold jewelry.
 Socks should be worn.
 Shoes should be close-toed and close-heeled.
Muslim Female Staff Dress Code:
 Scarf must be worn, which covers all hair, ears and neck.
 Long sleeves must be worn at least to the wrist.
 Loose-fitting outfit must be at least ankle-length. Options:
 Jilbab or Abaya
 Loose-fitting blouse over loose skirt
 Knee-length blouse over loose pants
 Sharwaal-Qamees
 Tops worn over pants or skirts must be at least mid-thigh in length.
 Clothing must be non-transparent.
 No make-up (including kohl, eye-liner, etc.), perfume, nail polish (color or clear) or fake nails are allowed.
 Some type of socks should be worn.
 Fingernails must be kept short and clean.
 Shoes should be close-toed and close-heeled.
Non-Muslim Female Staff Dress Code:
 Clothes must be loose-fitting and non-transparent.
 Sleeves must be at least to the elbow.
 Pants must be at least ankle length.
 Tops worn over pants or skirts must be at least mid-thigh in length.
 Tops cannot be low cut.
 Dresses and/or skirts must be at least mid-calf. If either has slits, these cannot be higher than mid-calf.
 Some type of socks should be worn.
 Shoes should be close-toed and close-heeled.
 No religious symbols may be worn.
 No excessive make-up may be worn. This includes multi-colored nail polish and fake nails.
After-School Activities are provided at AYA that allow the students to participate in a number of sports., which may vary
from year to year. Students participating in the after school sports’ programs represent AYA at sports’ competitions,
exhibitions, etc.
Suspension from Participation in Activities
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If a student receives a suspension, he/she will be suspended from participating in field trips, clubs and all other extracurricular activities for a period determined by the school.

Awards’ Assemblies
Recognizing students for their efforts and their achievements is an important part of their ongoing success. As such, AYA will
organize an awards program at the end of each semester.
Honor Roll
Students meeting the necessary grade requirements will be chosen to receive Honor Roll recognition at the end of each
semester.
Principal’s Honor Roll
All A’s
High Honor Roll
All A’s and up to two B’s
Honor Roll
No grade below a B- on Report Card
Students will be recognized for their participation in programs, clubs, and other school sponsored events.

Curricula
AYA is committed to providing the most challenging possible curricula. The curricula must fulfill, at minimum, the standards
set in the Florida Sunshine State Standards for each grade level. Students are instructed in the following academic subjects:
Language Arts/English, Math, Science, Social Studies, Arabic, Qur’an, Islamic Studies, Physical Education and various electives.
Parents should expect to receive a Quarterly Syllabus for each subject by the end of the second week of each quarter. These
syllabi will include, but are not limited to including, the topics to be covered per week, scheduled tests and/or projects,
teacher expectations and the grade distribution for the class.
Textbooks/programs used in Language Arts/English, Math, Science and Social Studies are approved by the Florida
Department of Education.
AYA encourages students to develop a sense of responsibility in the care and handling of their books and materials as well as other
school equipment and supplies. A charge will be assessed if these books are lost or damaged beyond usual wear and tear.

Additional Academic Programs
In addition to the regular curricula/coursework, AYA offers its students other academic opportunities to further their
knowledge and strengthen their academic foundation.
Tutoring
Tutoring is offered to students in grades K5 – 12 who may need extra assistance in their coursework. The program was put
into place to help eliminate the need for summer school.
Each teacher at AYA is encouraged to provide at least 40 minutes of free tutoring per week for his/her students. This tutoring
may be scheduled before school, after school, during school, or on the weekend. Any tutoring scheduled during the school
day or on the weekend must be approved by the administration. Each teacher must submit his/her approved tutoring
schedule to the Receptionist and should keep a Tutoring Log of all students who are tutored.
During the course of the school year, no teacher will be allowed to receive compensation (monetary or otherwise) for
tutoring any student he/she teaches inside or outside of school.
Electives
Gr. 6 - 12
A variety of electives will be offered each year to students in Gr. 6 - 12.
Dual Enrollment at HCC
HCC allows students in Grades 10 & 11, who have at least a 3.0 GPA on their transcript and have passed the HCC admission
test to enroll at any of their campuses in up to three courses per semester. AYA requires that these classes be taken after
school or on Saturdays. Students may also enroll for courses in the summer. Transportation must be provided by the student
and/or his/her parents. All coursework taken at HCC must be approved in writing by the Administration.
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Students in gr. 12 (Seniors) may have the option of attending HCC during a portion of the school day. They must maintain
same grade requirements as those required of students in Gr. 10 & 11.
While taking Dual Enrollment classes, students are expected to abide by AYA policies, including dress code. While on the
college campuses and/or while taking the Dual Enrollment courses, they are AYA students, representing AYA, participating in
an AYA-sponsored activity.
HCC Tuition for Dual Enrollment courses is waived for AYA students. The students are responsible, however, for covering the
cost of textbooks, parking passes and/or any other fees required for specific coursework.
Dual Enrollment is reserved as a privilege for students who are performing at a high level in their AYA courses and are able to
take additional courses at the college level, while maintaining their academic level at AYA.
 Students with grades below a 80% in any of their classes in the semester or quarter preceding their dual enrollment
registration will not be allowed to Dual Enroll until after the following quarter or semester grades come out, and there are no
grades below 80%, even if their overall unweighted GPA is at or above 3.0.
 Students must pass at least one section of the PERT before taking any Dual Enrollment courses, including College
Success.
 An official transcript showing the completion of College Success must be submitted in order for students to register for
classes in subsequent semesters.
 AYA counselor will guide students in the process of getting an official transcript.
 For all subsequent semesters, students must submit an Official Transcript of courses completed each semester.
o It is important to note that there may a one-semester lag in this process between Fall & Spring Semesters.
o Students may submit a screen shot of their submitted on-line request until the official transcript is received.
Florida Virtual School (FLVS)
Students in grades 7 – 12 will have the option of enrolling in coursework through the Florida Virtual School. Only students
who are highly motivated learners should take such courses. There is no cost for courses or materials for Florida residents. It
should be noted that, as with Dual Enrollment courses, coursework taken should be for enrichment and should not be for
replacement of AYA courses and must be approved by the Principal.






Students must submit an FLVS Course Request & Acknowledgement to the Counselor for approval before signing up
for any FLVS courses.
On the FLVS Course Request & Acknowledgement, both the parent and student must sign that they:
o Understand that the student cannot take courses on FLVS in lieu of the same courses offered at AYA.
Exception: Grade Recovery (Final Grade of 59% or lower).
o Understand that all end-of-segment exams must be taken at AYA in the presence of an AYA proctor in order for
the credit to be accepted by AYA.
By Florida law, every High School student must complete at least one full credit of courses on FLVS.
Also by Florida law, students receiving funding from SUFS cannot take more than two full credits of classes per
academic year.

FLVS End-of-Segment Exams for AYA Students
Students taking courses for credit on FLVS must take their End-of-Segment exams at AYA under the supervision of an AYA
proctor. FLVS credits will not be accepted if the end-of-segment exams were not taken at AYA under the supervision of an
AYA proctor.
Honors’ Credit
Honors’ Credit will be assigned to AYA courses which are determined to be at an Honors’ Level. This determination will be
made after comparing the standards of the course with the standards of honors’ level courses taught in the public school
system. Honors class designation will be reviewed annually.
Advanced Placement (AP) Courses & Exams
AYA is currently offering AP World History and AP US History to its high school students and looks forward to adding at least
one new AP course per year. If students score a 3, 4 or 5 on their AP Exam at the end of the year, they may receive college
credit for the course in addition to the high school credit that they receive. ONLY colleges and universities can award this
credit upon their discretion.

Updated 8/8/18 TJ

In addition, students taking and passing their AP Exams with a grade of 3, 4 or 5 will receive extra credit as follows:
A. Their final grade in the course will be adjusted as follows:
Score of 3:
5 Points Added to Final Grade
Score of 4 or 5:
10 Points Added to Final Grade (to a maximum final grade of 105%)
B. Their Final Weighted GPA will be adjusted as follows:
Score of 3:
0.01 will be added to final weighted GPA
Score of 4:
0.02 will be added to final weighted GPA
Score of 5:
0.03 will be added to final weighted GPA

AYA Seniors
Privileges
At the beginning of each school year, the Seniors will meet with the Administration and discuss certain privileges that they
have. These include: Modifications in Dress Code; Modified Schedules; Possibility of Graduating in December; Attending HCC
during the school day; etc.
Expectations
The Seniors are expected to maintain required levels of attendance; follow approved dress code; and follow all other school
policies as they pertain to them. Each Senior will sign a contract at the beginning of the year agreeing to these terms.
Revocation of Privileges
Students not abiding by AYA policies may risk losing their privileges and may face discipline actions.
Bright Futures Scholarship
The Bright Futures Scholarship program is Florida Department of Education which is in place to provide scholarships to
students with at least a 3.0 GPA and 75 hours of community service. This scholarship may be used at any Florida college or
university.
AYA will submit all student coursework, test scores and community service hours to the Florida Department of Education for
evaluation for the Bright Future Scholarship.
Seniors are responsible for completing the Demographics portion of the application and for completing the FAFSA application
in a timely manner.
It should be noted that, when calculating GPA, the Department of Education only looks at grades in the core academic
subjects [English, Math, Science, Social Studies and Foreign Language (Arabic)] and does not factor in grades for other classes
[PE, Islamic Studies, electives, etc.].
More information about the Bright Futures Scholarship can be found at www.facts.org.
Class Rank
Class rank will be determined based on Weighted GPA earned through the end of Semester 7. No grades earned in courses
after Semester 7 will be entered into the Class Rank calculation. It will be the responsibility of the students to ensure that all
grades for any classes taken outside of AYA have been submitted to AYA within two weeks after the end of Semester 7.
Graduation Release Form
 All graduating students (K5, Gr. 5, Gr. 8, and Gr. 12) must submit a Graduation Release Form to the Head of School no
later than May 5 of their year of Graduation signed off by the Business Office showing no outstanding balances.
Students graduating from K5, Gr. 5 & Gr. 8 must have the release form signed by the Principal or another administrator
showing all end of Q4 grades. Students graduating from Gr. 12 must have the release form signed off by the Counselor
showing no outstanding credits and/or Community Service Hours.
 Any students in K5, Gr. 5, Gr. 8 or Gr. 12 not having signed Graduation Release Forms will have their Diplomas and
transcripts/Report Cards held until all required signatures are secured.
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Homework
The purpose of Homework is to reinforce classroom activities and assist the student in understanding the day's lessons.
Homework will be assigned based on the individual needs of the child or the needs of the class. Homework shall not be
assigned on a mass basis just to give the children something to do. On average, the total time for all subjects assigned should
be as follows:







K5
st
nd
1 & 2 Grades
rd
th
3 – 5 Grades
th
th
6 – 8 Grades
th
th
9 – 12 Grades

15 – 20
20 – 40
40 – 70
1–2
2-3

Minutes per Day
Minutes per Day
Minutes per Day
Hours per Day
Hours per Day

Please note that these times are based on the time needed by the average students; some students may require more time,
others less. They are also based on the assumption that classwork has been completed in class. If classwork has not been
completed in class, it may need to be completed at home and will add to the time needed for homework. Additionally, this
includes all homework assigned by all teachers including special subject teachers.
Please also note that, even if the child is not assigned a specific task for homework, he/she should always spend time each
afternoon/evening reading from/reviewing his/her textbooks or doing outside reading.
Parents are expected to provide the proper home environment conducive to learning. There are certain things that parents
can do to help their child complete his/her homework successfully. These include:
 Providing a spacious, quiet, well-lit place to study.
 Provide a space that is free of distractions such as the TV and younger siblings.
 Making available references that will help in doing homework: dictionary, maps, etc.
 Keeping supplies on hand: scissors, pencils, pens, etc.
 Working with the child to set a regular homework time.
 Making sure the child brings back assignments clearly written down. Parents of Elementary children should
check and initial homework logs and planners on a daily basis.
 Encouraging the child to do his/her best in spelling, handwriting, neatness and accuracy.
 Remembering that homework is assigned to the child, not the parent. The parent should be available as the
guide and support.
As a general rule, no homework is to be assigned over breaks or vacations. Long term projects may be assigned in order
to provide students with additional preparation time. Students all always encouraged, to do outside reading during these
breaks and/or vacations.
Homework Policy – Grades 1 – 5
 No homework is to be assigned on the weekends. Students may, however, have make-up or remedial
work for the weekend.
 Teachers will be allowed to drop the lowest homework grade per every 10 assignments per subject per
quarter.
 In the case of unusual circumstances at home, parents should send in a note to request that homework
be turned in late.

Assessment & Testing
Students at AYA are assessed in various areas, which include but are not limited to: Classwork, homework, quizzes, tests,
exams, projects, reports, oral checks for understanding, etc. Tests on which students score less than 70% must be signed and
returned.
Students through Grade 5 will take chapter and unit tests throughout the year to assess their grasp of the subject matter.
Students in Grades 6 – 12th, in addition to chapter and unit tests, will take Semester Exams at the end of the Quarters 2 & 4.
nd
70% of the questions on each Semester Exam will come from material covered during the 2 quarter in that semester, and
st
30% of the questions will come from material covered during the 1 quarter of that semester. The Semester Exam will count
as 20% of the Semester Average.
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Exam Exemptions
 No students will be exempt from Semester I Exams.
 Only Seniors who have at least a 90% average in each quarter individually; Quarters 1, 2, 3 and 4 and do not have
excessive tardies and/or absences will be exempt from Semester II Exams.
Review Sheets and/or study guides will be given out prior to tests and/or exams. Additionally, students are expected to keep
their own notes, worksheets, quizzes, tests and textbooks to study from before exams. They will be told which chapters,
sections, etc. will be on the test/exam.
In addition to the regular classroom testing, periodic assessments are made of students’ mastery of specific skills in Reading,
Language Arts and Math. These assessments allow the school to identify areas of strength and weakness and allow the
teachers the opportunity to modify teaching strategies to make sure areas of weakness are strengthened before the end of
the year.
In order to assess the strengths and/or weaknesses of the school, Satisfaction Surveys will be completed by parents, students
and staff. Results of these surveys will be publicized through the Parents’ Memo and/or school newsletter. In order for these
surveys to be effective, it is very important that everyone respond to these surveys as honestly and as completely as possible.
Academic Dishonesty/Cheating is defined as any attempt, whether successful or not, to obtain or use information any
communication which takes place during a test/exam and will result in a grade of 0% in addition to a Discipline Referral.
CPAA Testing
The CPAA is an on-line test that is administered to all students in K4 - Gr. 2 and may be administered to students in K3. The
test is administered 2 to 3 times per year for the purpose of identifying and strengthening any areas of weakness.
CTP-4 Testing
The CTP-4 Test is a nationally-recognized standardized test administered in the Spring to students in grades 3 – 10 to help the
school gauge the progress and academic strength of the students and of the school. These scores should correlate with the
students’ academic abilities and will affect decisions regarding student placement and promotion.
PSAT Testing
Students in grades 9 – 11 take the PSAT in October, and their scores are reviewed with them in December.
Students in Gr. 7 & 8 wishing to participate in the Duke TIP program will be allowed to take the PSAT. Each student in Gr. 7 &
8 wishing to take the PSAT will be required to pay for testing.
Testing Accommodations for Students with Disabilities/Special Needs
Any students with disabilities who require special testing accommodations must submit documentation from the public
school, a physician or a licensed psychologist. Such documentation must include a full report describing how evaluation was
conducted and what special accommodations are required. A doctor's note on an Rx pad is NOT considered adequate or
sufficient documentation.

Grading System
The following numerical equivalents will be used when determining values for letter grades:
Letter
A+
A
AB+
B
B-

Numerical
Range

Description

97-100
93-96
90-92
87-89
83-86
80-82

Superior
Outstanding
Excellent
Very Good
Good
Above Average

Letter

Numerical
Range

Description

C+
C
CD+
D
DF

77-79
73-76
70-72
67-69
63-66
60-62
Below 60

Average
Average
Fair
Below Average
Weak
Passing
Failing

Although a 60% is considered Passing in the public schools, at AYA, students are expected to achieve 70% or higher in each
class in order to pass to the next grade level. Students with documented learning disabilities will be allowed to pass with
grades of 60% or higher.

Updated 8/8/18 TJ

Summer School, Re-Testing & Promotion/ Retention
Students who successfully pass all of their classes will be promoted to the next grade level the following year without any
requirement for Summer School or Re-Testing.
Students whose grades are averaging below 70% during the school year should make plans to be in Summer School and/or
re-test over the summer and should NOT plan on traveling away from Tampa during the summer. If students do not meet
the minimum grade requirements after completing Summer School and/or Re-Testing, the following will occur:
Students in Gr. 1 - 5 and students in Regular classes in Gr. 6 - 12 failing two or more classes by the end of the summer will be
retained in the lower grade level.
Students in Gr. 6 -11 Honors classes who fail two or more classes will be dropped from the Honors Level to the Regular for
the following school year.
Summer School, Summer Re-Testing & Retention for Gr. 6 - 12
 Students in Level B classes scoring below 70% in one or two classes will be moved to Level A for the following year.
 Students in Level B classes scoring below 70% in more than two classes will be retained in their grade level and moved
to Level A.
 Students in Level A classes scoring below 70% in two or more classes will be retained in their grade level.
 For students in Gr. 9 – 12, failed courses must be recovered through FLVS or through AYA coursework in subsequent
years. (See FLVS - Page 21)

Change of Class Requests
Students who wish to make a change to their class schedule must fill out a Change of Class Request form in the first 2 weeks
after the start of the school year. It must be signed by both parents, the student and the teacher. It must be submitted to the
academic advisor for review and approved by the principal/head of school. Before requests are approved, an analysis of the
student's performance is done, and the teachers who teach the classes are consulted.

Qur'an Exemption for Students with at Least One Non-Muslim Parent
Parents may request that their children be exempted from Qur'an class if at least one parent is not Muslim. Students who
are exempt are required to attend Qur'an classes, but will not be graded on their efforts. Or, if they choose to be graded, the
grades will not appear on their Report Cards. In order for exemption to be granted, both parents must sign the Request for
Qur'an Exemption form.
Students will not be exempted from prayer.

Grade Forgiveness
Throughout their High School careers, students in Gr. 9 - 12 may receive grades which are lower than what they would have liked
to receive. Students in High School can request a maximum of two full credits of grade forgiveness for any grade below 70%.
These grades can only be forgiven IF they are replaced with course completion of an equal level class, which will be determined by
the school.

Upgrading Policy - Moving from One Level to Another within the Same Grade (Regular
to Honors) or Moving from One Grade to Another
Moving from One Level to Another within the Same Grade
Students in Gr. 6 - 11 who wish to move from Regular to Honors level need to schedule a meeting with the academic advisor
to review the necessary requirements that need to be met for the change to be approved. All requested must be reviewed
and endorsed by the academic advisor and approved by the principal/head of school.
In Gr. 6, this change can be made mid-year, between Semester I and Semester II. For Gr. 7 - 11, this change is made over the
summer, since there is a requirement to complete additional Math coursework on-line or at HCC in order to be upgraded to
Honors.
Moving from One Grade to the Higher Grade
The parent or teacher of any student may request that a student be upgraded, if he/she feels that the student is above the
level of the students in his/her class and would benefit by being in a higher grade level. Any parent or teacher requesting a
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student upgrade must submit such request in writing to the principal. The Principal will review each request and determine
whether or not the request will be granted. Students recommended for upgrade must complete at least one full year of
school at AYA before such an upgrade, if approved, can take place. During the year of the request, students must complete
the following year’s material in the four major subject areas: English, Math, Science and Social Studies, in addition to Arabic,
Qur’an and Islamic Studies.
Before the beginning of the following year, students will be tested in all of the subject areas of the year they wish to skip in
order to be upgraded. In order to be upgraded, students must achieve a minimum of 90% on each Semester Exam for the
courses in their current course of study (including Arabic, Qur’an & Islamic Studies) and a minimum of 70% on exam for the
courses they wish to skip.
st

Upgrading, once approved, will be on a probationary status. If at the end of the 1 quarter following upgrade, students have
fallen behind in their classes and are unable to maintain the same high level of academics as the previous year, they will be
put back in the appropriate grade level.
Notes:
rd
 Upgrading cannot be done before the completion of the 3 -grade, except under very special circumstances where it is
the teacher’s opinion that the recommended student is so far above the level of his/her class academically and socially
that he/she must be in a higher grade level. Attempts such as Gifted Learning, etc. should be tried before upgrading is
considered.
th
 Upgrading tends to be more successful in grade levels over 7 -grade, since, at this point, students are more able to
study independently and/or through other programs (Virtual School, American School, etc.) in order to complete
advanced courses of study.
 Only students with a clean discipline record (no major offenses) can be considered for upgrade.
 Students must pay double the book fee in order to receive books for the current year of study and books for the year
they wish to skip. They will also be required to pay the Upgrading Fee which is equivalent to 50% of a full year’s
tuition.
 AYA staff will not be required or expected to assist these students complete the extra year’s curricula. Students may
require outside tutors and/or assistance to complete this task.

Early Graduation
The Administration and Board of the American Youth Academy feel very strongly that students need to complete four years
of high school in order to be fully prepared for the college experience and life in general. The fourth year of high school is
very important in that it allows the student to:
1. Mature for an additional year with the support of teachers and administration
2. Take higher-level Math and Science courses to better prepare them for success in college-level courses
3. Enroll in courses at either HCC or USF and still have the support of AYA’s teachers and administration
4. Better prepare for the SAT
5. Apply for scholarships which may not be available to him/her as an 11th-grade graduate
However, as has been the case in the past, situations may arise which make it necessary for students to graduate before their
Senior year. In order to allow for this to take place, a procedure has been set in place to facilitate this Early Graduation.
All Seniors who have completed the required number of credits have the option of graduating by the end of Semester VII, the
first semester of their Senior year. Seniors wishing to graduate at the end of Semester VII must inform the Administration of
their decision no later than the beginning of the fourth week of August of their Senior year.
If they take this option and complete all of their requirements, they will be able to enroll at any two- or four-year college or
university as full-time students for the Spring Semester of their Senior Year. They will also be eligible for scholarships and/or
financial aid during this semester, as long as they submit their applications and paperwork before the end of August of their
Senior year. If they miss the deadline, they may be required to take courses as non-degree seeking students, and they may
not be eligible for any scholarships and/or financial aid.
Also, students wishing to graduate at the end of Semester VII will participate in the Graduation Ceremony at the end of the
academic year with the rest of the Seniors; there will not be a Graduation ceremony in December / January.
Parents must meet with the academic advisor to discuss, in detail, the pros and cons of Early Graduation and to provide their
reasoning for requesting that their child graduate early. Final approval must be given by the Principal/Head of School.
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Students planning on graduating early must meet the following criteria, except in the case of Semester VII Graduation for
Seniors or extenuating circumstances. Such cases will be reviewed by the Board of Trustees for decision.
Before applying for Early Graduation, except in the case of Semester VII Graduation, the students must have a/an:
1) 90% or higher in each of their classes.
2) Clean discipline record.
3) Passing score on each section of HCC's admission test.
Before graduating early, the students must have:
1. Paid the Upgrading Fee, which is equivalent to 50% of a full-year’s tuition of the graduating year.
2. Paid the Graduation Fee.

Uniform & Dress Code
General Expectations
Every student is expected to be neat and clean and is expected to wear the AYA uniform and school ID at all times, as long as
they are on school campus. This includes Elementary students. Please contact the school if you have any questions about
the uniforms.
AYA Dress Code at all AYA and AYA-Sponsored Events at or away from AYA Campus
AYA students must abide by all AYA policies, including AYA dress code, at all AYA and AYA-sponsored events whether on or
off campus. This includes while attending Dual-Enrollment courses. Students not willing to follow said policies, including
dress code, will be asked to no longer participate.
All Students:
Shoes:
Socks:
PE Shirts:
PE Pants:
Fingernails:
Boys’ Haircuts:

Black color only, solid or mixed with no designs or patterns.
Any color, solid or mixed. NO Designs/Patterns (Flowers, Butterflies, Stars, etc.)
Must be purchased from AYA.
Navy Blue or Black (Boys may wear knee-length shorts: Navy blue or black only)
Must be cut and clean at all times.
Must be neat. Hair must be cut above the brows, above the ears and above the collars.

The following are NOT allowed at any time for any of the grade levels, even on Picture Days:
Open-Toed &/or Open-Back Shoes; Flashy/Shiny/Sequined shoes; High Heel Shoes; Jeans; Shorts; Stretch Pants;
Leggings; Tights & Make-Up (including kohl, clear nail polish, lip gloss, etc.)
Jewelry must be kept at a minimum.

K2 & K3
Boys:

White Polo Shirt
Navy Blue Pants or Shorts

Girls:

Navy Blue Jumper with White Polo Shirt OR
One-Piece Navy Blue Polo Dress
Navy Blue Pants or Shorts under Jumper/Dress

K4 - Gr. 5 Boys:

White Polo Uniform Shirt (no logo)
Navy Blue Pants

K4 - Gr. 5 Girls:

White Polo or Dress Shirt (Gr. 5 must wear long sleeves)
Navy Blue Jumper
Navy Blue Pants
White Hijab Gr. 5
Hijab for Prayer Gr. 3 & 4
Navy Blue Abaya is optional for Gr. 5
http://www.eastessence.com/islamic-clothing/American-Youth-Academy-Florida/
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Gr. 6 – 8 Boys:

Navy Blue Uniform or Dress Pants (Classic or straight leg)
Light Blue Polo Uniform Shirt (no logo)
NO SKINNY PANTS OR JOGGERS

Gr. 9 – 11 Boys:

Navy Blue or Tan Uniform or Dress Pants (Classic or straight leg)
White or Black Polo Uniform Shirt (no logo)
NO SKINNY PANTS OR JOGGERS

Gr. 6 - 8 Girls:

Navy Blue Uniform Abaya
http://www.eastessence.com/islamic-clothing/American-Youth-Academy-Florida/
Light blue plain hijab
Navy Blue or Black Yoga Pants under Abaya (NO tights OR leggings)
Navy Blue or Black T-Shirt to Cover Neck-Line (as needed)

Gr. 9 - 11 Girls:

Maroon, Gray or Black Uniform Abaya
http://www.eastessence.com/islamic-clothing/American-Youth-Academy-Florida/
White, Black or Gray Plain Hijab
Navy Blue or Black Yoga Pants under Abaya (NO tights OR leggings)
Navy Blue or Black T-Shirt to Cover Neck-Line (as needed)

th

Gr. 6-11 Boys for Friday:
th
Gr. 6-11 Girls for Friday:
Gr. 6 - 11 Friday Uniform:

Gr. 12th-Seniors’ & IB Uniform:

Collared shirts with dress pants
Abaya’s with hijab
There is no color restriction on pants, shirts, abayas, or hijabs.
No logos or sayings are allowed on clothing.
Abaya’s should not be flashy. No jeans are allowed
Same as Friday uniform, but everyday

*Please note that ALL 6th-12th Grade girl’s uniform abaya’s must be purchased from East Essence. Any
student who is not in proper uniform will be given the appropriate item by the office, and parents will
be charged accordingly.
Elementary (Girls and Boys) and Secondary (Boys ONLY) Uniforms may be purchased at the following site:
http://www.frenchtoast.com| School Code: QS5NBHT
1.) Go to www.frenchtoast.com
2.) Enter the school code: QS5NBHT
3.) Then Click on American Youth Academy
4.) Click on the Grade level, Boys or Girls that matches your child’s grade level and gender
5.) Click on the item of clothing [shirts, pants, jumpers, etc.]
6.) Shipping is FREE
7.) Make sure to order by August 1 in order to get them in on time
st

Secondary Girls MUST purchase abayas from:
http://www.eastessence.com/islamic-clothing/American-Youth-Academy-Florida/
All Students:
Shoes:
Socks:
PE Shirts:
PE Pants:
Fingernails:
Boys’ Haircuts:

Black color, solid. NO Designs/Patterns (Flowers, Butterflies, Stars, etc.)
Any color, solid or mixed. NO Designs/Patterns (Flowers, Butterflies, Stars, etc.)
Must be purchased from AYA.
Navy Blue or Black, NO shorts are allowed
Must be cut and clean at all times.
Must be neat. Hair must be cut above the brows, above the ears, and above the collars.

The following are NOT allowed at any time for any of the grade levels, even on Picture Days:
 Open-Toed &/or Open-Back Shoes; Flashy/Shiny/Sequined shoes; High Heel Shoes; Jeans; Shorts; Stretch Pants;
Leggings; Tights; Make-Up (including kohl, clear nail polish, lip gloss, etc.)
 No colored hair, no designs may be cut into the hair/shaved out
 Jewelry must be kept at a minimum.
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Additional Notes & Clarifications
 PE Uniforms, Gr 6-12
o All secondary PE uniforms must be purchased from the school. Students in Gr. 6-12 will be allowed to wear
their PE uniforms ONLY during PE classes and will need to change into and out of them before and after
class respectively.
o Students are also asked to bring a small towel with them to PE in order to dry up after class, so as to reduce
the excessive use and waste of paper towels.
Field Trip Uniform
K4 - Gr. 5
Regular school uniform or PE uniform
Gr. 6 - 12
Regular school uniform or Friday uniform
Uniform Violations
K - Gr. 4
st
1 Violation
Homeroom teacher will call and send an email to parents on the same day of the violation to inform them of the violation
and for it to be rectified by the next school day. Homeroom teacher will forward a copy of the email to the Vice Principal.
Student will remain in the classroom.
nd
2 Violation
Homeroom teacher will complete the AYA Dress Code Notice and give the pink and golden copy to the students. Student’s
parent will sign the forms, keep the Golden copy and return the Pink copy to the teacher. Student will arrive in the correct
uniform on the next school day.
rd
3 Violation
Student will be sent to the front office and Parents will be contacted by the receptionist to bring appropriate uniform to
school.
Grade 5
st
1 Violation
Homeroom teacher will complete the AYA Dress Code Notice and give the pink and golden copy to the students. Student’s
parent will sign the forms, keep the Golden copy and return the Pink copy to the teacher. Student will arrive in the correct
uniform on the next school day.
nd
2 Violation
Student will be sent to the front office and Parents will be contacted by the receptionist to bring appropriate uniform to
school.
Grades 6 - 12
Parents will be contacted to bring appropriate uniform to school. Students will be kept in the office until they are in the
correct uniform.
Student ID’s
All students are required to wear their student ID’s as long as they are on campus. The ID’s are used for:
 Identification on campus.
 Use in the Library for checking out and returning books.
 Use in the Cafeteria for purchasing meals, drinks and/or snacks.

Breakfast & Lunch Program
AYA is approved for the National Free and Reduced Price Breakfast & Lunch Program for all students.
Students qualifying for Free Lunch will not pay anything. Students qualifying for Reduced Price Lunch will pay $0.40 per meal.
The cost of Reduced-Price breakfast is $0.30.
Students can also purchase certain a la carte items such as water, juice, crackers, etc. at prices ranging from $0.50 to $2.00.
Menus are sent home each month on the monthly calendar. If you have any suggestions regarding the menus, please feel
free to contact the school.
Note: All meats served in the Cafeteria are certified Halal meats.
Students wishing to enjoy breakfast at school must arrive in the cafeteria BEFORE 7:45 am. Breakfast will NOT be served
after 7:55 am. This is to ensure that students arrive to class and/or Assembly on time.
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Rainy Day Lunch Procedures
If lunch is delivered to the classrooms, because the weather does not permit students to go to the cafeteria, there will be no
selection option; everyone will receive the same food and beverage.
Cafeteria Policies
 Pre-Payment will be encouraged for all AYA parents, as the best method of paying for lunch and/or snacks.
 For parents using the Pre-Payment method, there needs to be a mechanism for them to specify that pre-payment funds
can be used ONLY for lunch and NOT for snacks; or for Lunch and Snacks.
 Students will not be allowed to purchase any snack items in the Cafeteria on credit, unless the parents have authorized
the school, in writing, to allow a certain amount of money per month to be on credit specifically for snacks.
 Any unpaid credit at the end of each month will be forwarded to the Business Office to be added to the parents'
monthly invoice.
 Students whose parents have not paid off in full the previous month's credit by the 15th of the current month will not
be allowed to purchase anything on credit until the balance is paid off in full. Parents who wish to avoid such an
incident from occurring should either pre-pay or keep a credit card number on file in the Business Office that can be
debited for the amount at hand. On the 5th and 10th of the month, parents with such outstanding balances will receive
reminder emails AND texts from the Foodservice Supervisor alerting them of the outstanding balance.
 Parents may give the cafeteria staff written notice of any food items their children are NOT allowed to purchase, and a
note will be added to the students' account to that effect.
 Students will not be allowed to purchase any items on credit after the end of the first full week of May of each school year.
 Parents will not be allowed to re-register their children for the following school year until all money owed the cafeteria
has been paid off in full.

Snacks
There will be a time designated on the Daily Bell Schedule for students in Gr. 1 - 12, Mondays-Thursdays. Students wishing to
have a snack during this time must bring their own snacks from home. NO SNACKS will be provided by the school. Snacks
should be nutritious and CANNOT include: Candy, Chocolate, Soda or Gum.
The school provides healthy snacks on a daily basis for students in K2 - K5. The cost of the snacks is included in the Activity
Fee for these grade levels.

Student Drivers
Driving is a privilege for AYA that should not be abused. It is a privilege which can be revoked if a student driver does not
adhere to the school's policies. AYA expects its students to drive safely and carefully while on and off campus.
Each student driver must be responsible to read and adhere to the following directions and regulations. Each student driver
must:
 Register his/her vehicle with the office.
 Provide proof of insurance and a valid FL driver’s license.
 Follow school speed regulations. A speed limit of 5 mph will be enforced on the AYA campus.
 NOT dig out, burn off, spin tires or engage in any similar activities.
 NOT "cruise" while on campus.
 Park his/her vehicle in the designated parking area (by the side of the K-Building) immediately after arriving on
campus.
 NOT sit on or loiter near his/her vehicle or any other vehicle on campus.
 Note that the parking area is monitored by on-campus security.
 Note that any car parked in an unauthorized parking area will be towed.
 Observe all directional signs: One way, speed limit, stop, etc.
 Practice safe and courteous driving habits.
 Conduct her/himself as a lady or gentleman in her/his vehicle.
 Understand that each vehicle is private property, and that he/she cannot remove anything from another person's
vehicle.
 NOT possess in his/her car alcohol, tobacco or drugs of any form, opened or unopened, at any time.
 Keep his/her car locked at all times.
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Note that any vehicle on school property is not the responsibility of the school, and that the school is not liable for
any damage and/or theft.
Operate his/her vehicle only.
Note that the school reserves the right to search any vehicle if reasonable suspicion exists to do so.
Note that he/she cannot go to his/her car during the school day.
Turn in his/her keys on a daily basis to the office.
Sign an acknowledgment form agreeing to abide by these policies.

Student drivers will not be allowed to go to their cars during the school day without permission.

School Visitors
AYA encourages parents and other community-members to visit the school and believes there are many potential benefits
which can result from increased interaction with the community. At the same time, AYA has a legitimate interest in avoiding
disruption to the educational process, protecting the safety and welfare of the students and staff, and protecting AYA
facilities from misuse and/or vandalism. Therefore, limitations may be placed on visitors to avoid these disruptions.
Administrators shall have the authority to consider the purpose of the visit and the impact the visitor's presence will have on
the staff and students before approving such a visit.
General Definitions of and Requirements for School Visitors
A. A visitor is defined as any person seeking to enter the school premises who is not an employee of the school or a
student NOT currently enrolled at the school.
B. All visitors must report to the front office when arriving and/or leaving the school premises.
C. All visitors are required to wear an appropriate form of identification while on the school premises.
D. All visitors must obtain authorization from an administrator in advance of his/her visit, whenever possible.
E. All visitors must comply with AYA policies, administrative rules and regulations at all times.
Visitors to Classrooms and/or Other Instructional Areas
A. Access to particular classrooms and/or other instructional areas of the school may be restricted. Because classrooms
and/or other instructional areas are the most vulnerable to disruption, specific conditions may be imposed upon
visitors, including but not limited to:
a) Remaining in a designated place or seat.
b) Refraining from speaking to students and/or the teacher while an activity is underway.
c) Refraining from entering or leaving the area while an activity is underway.
d) Maintaining dress and grooming standards that are consistent with the dress code for students/employees
in the building.
e) Being escorted to and from the classrooms and/or instructional area by an AYA Staff-Member.
f) Limiting the duration of the visit to a particular time/length.
g) Limiting the activities of the visit to a particular purpose.
h) Following designated routes of travel in the building and/or on school grounds.
i) Refraining from the use of cellular phones or other electronic devices during the course of the visit.
B. Non-school-age children are prohibited from visiting classrooms and/or other instructional areas.
C. Visitors wishing to conference with teachers and/or administrators during the course of the school day are
encouraged to make arrangements in advance.
Exceptions to Visitor Requirements
A. Persons invited to visit the school as part of a scheduled Open House or special event.
B. Persons invited to participate in organized and school-approved activities (i.e. volunteers)
Special Circumstances
AYA administrators have the authority to exclude from the school premises any person who disrupts or appears likely to
disrupt AYA's educational processes. Any such individuals will be directed to leave the school premises immediately, and law
enforcement officers may be called if deemed necessary.
Prospective Students
Students thinking of enrolling at AYA may request to visit the school and attend classes with their peers. Such visits must be
scheduled by the parent in advance and must be approved by the principal at least one day prior to the scheduled visit.
Student visitors are expected to abide by the same rules and regulations that all AYA students are expected to abide to. They
may also accompany their peers to lunch and salaat and may purchase lunch from the cafeteria. Each student visitor will
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receive, in advance of his/her visit, a list of basic rules/policies to follow while on campus. This will include dress code
requirements.
No student who is on probation, suspension/expulsion from another school will be allowed to visit AYA.
School Visitor Dress Code
Out of respect for the school’s dress code/uniform policy and the fact that the school is in such close proximity to the Masjid,
school visitors are asked to dress modestly, even Islamically, if possible. For female visitors, this means that clothing should
be loose and should not be revealing. A head covering is recommended for Muslim visitors.
Any visitor refusing to adhere to the AYA Visitor Policy may be subject to criminal trespassing charges in accordance with
Florida laws.

Pet Policy
No student is allowed to bring any animals and/or pets to school at any time without first receiving written permission from
an administrator.

Safety & Security
School Driveways and Parking Areas
Parents and visitors are asked to use extreme care in the school driveway and parking areas. Parents who drive students to
and from school should permit walkers the right-of-way. Students should never cross between parked buses or cars. Parents
are asked to observe the "NO PARKING" areas in the school ground: There is to be no parking in the drop-off and pick-up
th
areas; there is to be no parking on the grass; parking must be in one of the designated parking spots. The speed limit on 130
Avenue should not exceed 10 miles per hour for the safety of our children.
Outdoor Areas
All outdoor activities on AYA playgrounds are supervised. With that in mind, we also expect that:
 Children should watch where they are running and should play away from school buildings.
 They should not climb trees, poles or fences.
 Bicycles should be parked in bike racks as soon as the student arrives at school and should not be left unattended,
leaning by the side of a building, etc
 Students may not leave the school campus during lunch and/or recess without express permission from an
administrator.
Playground / Designated Play Areas
Students will be encouraged to play outdoors when weather permits. If a child needs to remain indoors for serious health
reasons, the parents must send a detailed note to the teacher (PK-Gr. 5) or Administration (Gr. 6-12) explaining why the child
needs to remain indoors. If the request extends three (3) days in length, a letter from the child's doctor will be required.
Parents and teachers are encouraged to remind their children that play areas are designed for recreation and play. The
following are rules/guidelines specific to designated playground areas:
 Students should always in the play areas to which they are assigned.
 No equipment other than school issue will be permitted at school during play area use. All other equipment will be
confiscated.
 The safety of the entire play area is to be considered at all times.
 Balls may not be kicked or thrown against buildings, fences, play equipment or other individuals.
 Should a ball be kicked out of the designated play area accidentally, the student kicking it out must inform the
teacher/adult on duty immediately.
 If anyone should get injured during recess or any other play time, a student should inform the teacher/adult on duty
immediately.
Any behavior deemed to be a deviation from proper playground/play area etiquette will result in the student being removed
from the area and disciplined in accordance with the AYA Discipline Policy.
Games, Electronics and Other Non-Instructional Devices/Materials
CD players, iPods, iPads and/or other tablets, eReaders, laptops, cameras, headphones, toys, wheelie shoes, etc. should not
be brought to school, otherwise they will be confiscated. Clothing - All students' outerwear, such as coats, hats, boots and
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gloves should be labeled. Parents are encouraged not to allow students to carry too much money, which can be lost or
misplaced.
Use of School Telephones
The school telephones are basically business telephones. Therefore, children are not allowed to use them except in an
emergency. Parents, also, should not help themselves to the use of the phones without seeking permission from office staff.
Security Officer
The security officer will be based at the gate at AYA’s entrance and will be responsible for monitoring traffic into and out of
school property. The officer has the right to stop any car or person he does not recognize and require identification. He also
has the right to not allow unknown person/car to enter the property. At this point, he will contact the school office and
inquire as to his next action. If he feels it is an emergency situation, he will call 911 immediately.
The security officer will also collect passes from students and/or staff as they leave campus and will turn passes into the
administration at the end of each day.
Safety Patrol
Students from Elementary and Middle School will be trained to assist with arrival and dismissal each day. Parents, students,
and staff should respect them and follow their direction. The Assistant Principal is responsible for their actions and should be
contacted immediately if there is a concern regarding their performance.
Fire Drills will be conducted twice during the first two weeks of the school year and regularly thereafter: Once per month in
the K Building; once per semester in all other classrooms/buildings. Fire Escape routes will be posted in all classrooms and/or
buildings.
Tornado & Emergency Evacuation Drills (Hurricane, Bomb Threat and Lock-down) will be conducted at least once per year.
Student Meetings
All student meetings (for projects, events, etc.) must be supervised by an AYA teacher or staff-member at all times.

Cell Phone Policy
Students will not be allowed to have cell phones during school hours. If students are bus riders or drive their own cars to
school and need a cell phone before and/or after school, they must turn in their cell phones to the office each morning by
8:15 am and can pick them back up after 3:25 pm.
Students should turn in their phones in protective coverings in order to keep them from being scratched or broken. Students
can purchase basic pouches from AYA if they wish to. AYA is NOT responsible for ensuring the safety of cell phones that are
brought to school.
If students have cell phones during school hours, the phones will be confiscated and kept in the office for parents to pick up.
If the phones are confiscated more than once, they will not be returned until the end of the school year. Even if students
have signed out before the end of the school day, they cannot use their cell phones until they are off campus.

Calculator Use
A. Calculators cannot be used in Math or Science classes, in class or on exams, in classes requiring Algebra I math skills
or lower. Calculators may be used in these classes for teaching purposes only with written approval from an
administrator.
B. In classes requiring math skills above Algebra I, graphing and/or programmable calculators may be used only with
written approval from an administrator.

Birthdays
Birthday cakes, cookies, treats, etc. cannot be brought to school to commemorate student birthdays.

Gifts
AYA administrators, teachers and staff cannot accept gifts from parents or students. Parents or students wishing to give gifts
must give them to the school and not to individuals. For example, if a parent wishes to bring in flowers or chocolates in
recognition of Eid, the parent must leave the flowers/chocolates in a Staff Lounge for access by all. Likewise, if a parent
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wishes to make a financial donation, it can be made to a certain department for equipment, books, etc. Administrators will
then designate the funds as needed most. Donations are to the school and not to a specific teacher or classroom.
Donations of money or items should be reported to the Business Manager using the Donation Form.

Interaction with the Media




Any requests made by the media for interviews should be forwarded to the Head of School.
AYA personnel, parents and/or students will only answer questions with prior approval from the Head of School.
If students are to be interviewed, written consent from the parents must be on file.

Musical Instrumentation
Musical instrumentation on tapes, videos, etc. will not be allowed unless necessary for the educational process.

Restricted Foods
Restricted foods are foods which cannot be sold to or in the possession of students at any time. These are:
 Soda
 Caffeinated Drinks
 Gum
 Candy
 Pork Products
 Alcohol or products containing alcohol

Student Photographs &/or Videos
Students are photographed/video-taped throughout the year for promotional materials and for use on the web-site. Any
parent NOT wanting their children’s pictures used for such purposes needs to submit a letter to the administration so stating.

Distribution of Written Materials on Campus
Any materials (business cards, flyers, etc.) must be approved by the administration before distribution.
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Early Childhood Addendum
EARLY CHILDHOOD PHILOSOPHY
In addition to AYA's stated mission and philosophy, it is AYA's philosophy that the education of the child begins from a very
early age, and, in order to have a continuity of education and development, AYA strives to provide an enriched environment
for children early age children, which benefits their social, emotional, physical and cognitive development, and which allows
them to then progress to the school-age programs successfully and with ease.

GENERAL STATEMENT
This manual summarizes general policies and procedures of the American Youth Academy Daycare and Pre-K programs. The
Early Childhood programs administered by AYA serve children from one to five years of age.






Children are placed in rooms according to ages and accommodations.
Enrollment is understood to be for the full school year. Any withdrawal for more than 2 weeks will result in a reregistration fee, which will be prorated.
The office must be notified immediately of changes in addresses, telephone numbers, employment changes and
marital status, etc.
All students are expected to meet the conduct standards, as well as adhere to its rules and regulations.
There is an Open Door Policy with regards to parents/guardians visiting the classrooms. AYA welcomes their visits
and their observations with regards to the Early Childhood Program.

CURRICULUM
The early childhood programs at AYA provide opportunities for children to develop their exploratory nature through creative
challenges. The curriculum encourages children to be actively involved in the learning process, which balances childinitiated/teacher-initiated, active/quiet, and indoor/outdoor activities. Learning centers allow children to choose from a
variety of learning activities, which include building, drawing and dramatic play. In addition, by incorporating the teachings of
Islam into our everyday curriculum and by involving parents in the programs, AYA can foster and nurture the Muslim identity
of each family it touches.
The developmentally appropriate curriculum includes:
• Islamic Studies and Arabic Language Studies
• Language Development and Literacy
• Mathematics
• Science and Nature
• Life Skills
• Physical Education
• Arts and Crafts
The K4 classrooms use the Houghton Mifflin Pre-K curriculum. Both formal and informal assessments are completed with the
use of this curriculum, which is recognized by the VPK and School Readiness programs. Houghton Mifflin uses the Early
Growth Indicators Benchmark Assessment (EGIBA) as a formal assessment tool. The EGIBA is a set of specific skills and
abilities that link to key benchmarks for pre-school children in 5 areas:
 oral language and vocabulary
 listening comprehension
 phonological awareness
 alphabet knowledge
 number sense

PROGRAMS
AYA’s Early Childhood Program adheres to the regulations of the Hillsborough County Childcare Licensing and follows the
guidelines of the Florida VPK and School Readiness Programs as well as the Florida Kindergarten Council (FKC).

ACCIDENTS/ INCIDENTS
1.
2.

First Aid Kits are located in each room.
Gloves must be worn before dealing with any BOTily fluids.
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3.

4.
5.

6.

Appropriate first aid to be administered:
a. Bumps and bruises iced
b. Cuts/scrapes washed with soap and water
c. Insect bites rinsed with cool water
All accidents/incidents must be reported by the teacher to the front office.
The Incident Report must be filled out and initialed by the director before the parent signs, if possible. The report
should include a description of what happened, under what conditions, and the resulting injury, including if there
was blood. The head teacher, associate teacher or a substitute for the head or associate teachers can sign the
incident report. A student assistant cannot sign the incident report, but can serve as a witness. The original copy of
the incident report, once it is initialed by the director and signed by the parent, is to be put in the director’s mailbox.
The director will log the information into the accident log and place the accident report in the child’s file.
In the event of a toileting accident, the child’s clothing should be changed. Soiled clothing is to be placed in a plastic
bag to be sent home. Teachers should be sure to use only a plastic bag without holes, and to double bag if
necessary. The top of the bag should be tied so that soiled clothing is completely enclosed. The floor, furniture, or
any materials that may have been contaminated by the toileting accident must be thoroughly disinfected.

It is the responsibility of all teachers to make sure the classroom or playground first aid kits are well supplied and complete.
When supplies are needed, the office should be informed.
AYA has a Student Accident Insurance Policy that covers any student injured during school or any school activities. The policy
covers the difference between what the student’s personal insurance covers and what it does not. Claim forms are available
in the office from the Administrative Assistant.

DROP OFF
All children must be escorted to their classroom by a family member or by an adult authorized by the family between 8:00 am
and 8:15am. It is very important to sign your child in and to make the teacher aware that your child is there. Children who
arrive after 8:15am go to the office with their parents to get a Late Pass.
We also ask that as you take your child to their room you ensure they have used the restroom and have properly washed
their hands to begin our day germ free. Please refer to the hand-washing policy in regards to proper steps we must follow;
there are steps posted in each bathroom for your convenience. We thank you with your help in this process.

PICK UP
All children in the early childhood programs must be escorted from their classroom by a family member or by an adult
authorized by the family between 3:15pm and 3:20 pm, Monday through Thursday, and between 12:15 pm and 12:30 pm on
Fridays. It is very important to sign your child out and to make the teacher aware that your child is leaving with you.
Should a child be left beyond his/her early childhood program pick-up time, the child will be escorted to AYA’s after school
care program. Parents will be charged for this service. The charge will be $5 per child for the first half hour.
All children must be in a car seat or booster seat and have their seatbelts fastened before they leave the school grounds, as
required by Florida law.





Teachers & Assistants will remain in their classrooms during arrival & dismissal.
Parents will come to the classrooms & sign-in/sign-out their children on a daily basis. Only parents and/or
authorized people to pick up will be allowed to sign-out children. Picture ID may be required if parent/authorized
person is not known to teacher.
Parents with children in other grade levels, should pick up their Early Childhood Chidlren first, then drive to the
appropriate area to pick up their other children.

ASSESSMENT AND SCREENING
Students are assessed for academic mastery using various methods. Students in K3 are assessed using the Creative
Curriculum Assessment Tool. Students in K4 are assessed using the Houghton-Mifflin Curriculum Assessments. Assessments
will be conducted by the teachers and by the Director.

Updated 8/8/18 TJ

K3 and K4 students are screened for developmental progress using the Ages & Stages screening tool. At each stage of the
student’s development, it is expected that he/she should have mastered certain skills. K4 students are also administered the
Lollipop Test twice per year.
If, after the screening, it is determined that there are concerns in the student’s development, the lead teacher will meet with
the parents and recommend additional screening outside of AYA.
It must be noted that parents have the option of NOT having their children screened. It is the parents’ responsibility to
inform the lead teacher, in writing, that he/she does not want his/her child screened.

AWARDS ASSEMBLIES
Awards’ Assemblies will be held on a monthly basis to recognize outstanding student achievement.
Students of the Month
Two or three (depending on class size) students will be chosen by their teachers each month to receive the Student of the
Month awards. These students must demonstrate a willingness to do their best in class and cannot have more than three
tardies for that month. Students will receive a certificate recognizing their achievement and a medal on a ribbon.
CLASSROOM VOLUNTEERS
Classroom volunteers are used in some early childhood programs to strengthen the relationship between home and school.
The families have the opportunity to develop a greater understanding of their children's school experience at the same time
as they are assisting the teachers. Families who are interested may sign up to assist in their children's classroom on a monthly
basis, or less frequently. Volunteers must sign-in at the front office and wear a volunteer badge while on campus.
Any volunteer who spends more than 10 hours per month with students must be fingerprinted at AYA and cleared by the
Department of Children and Families (DCF). Others must sign an affidavit stating that they will not volunteer more than 10
hours per month.

DISCIPLINARY PROCEDURE AND POLICY
It is very important that every parent be aware of the behavior expectations and disciplinary procedures of AYA’s Early
Childhood Program.
It must be remembered, at all times, that the purpose of discipline is to teach children how to cope with people and their
surroundings in a positive manner; the purpose is NOT punishment. The goal of discipline is to help children build their selfcontrol, not to have them blindly obey adult commands.
 Spanking or any form of physical punishment is prohibited.
 Discipline shall not be associated with food, rest or toileting.
 Children shall not be subjected to discipline that is severe, humiliating or frightening.
It must also be remembered, at all times, that:
 We must all learn to recognize potential problems and take actions to prevent them before they occur.
 Any discipline technique is most successful if it is used calmly, without any trace of anger.
 All behavior is communication. When children feel understood, valued, powerful and loved, there is no need to
misbehave.
The staff uses positive techniques of guidance, including logical or natural consequences applied in problem situations,
redirection, anticipation of and elimination of potential problems, and encouragement of appropriate behavior rather than
competition, comparison, or criticism. Consistent, clear rules are developed in conjunction with the children and are
discussed with them to make sure they understand. The staff describes the situation to encourage children's evaluation of
the problem rather than impose the solution. The staff does not force children to apologize or explain their behavior but help
children recognize another child's feelings. The staff abstains from corporal punishment or humiliating or frightening
discipline techniques. Food or beverages are never withheld as a disciplinary measure. In the event of excessive inappropriate
behavior, teachers and directors will work with families and their children on an individual basis.
The following are methods that will be used in guiding young children’s behavior:
1. PRAISE
Positive behavior will be recognized and re-enforced. Children will be complimented when they are behaving
appropriately. Praising good behavior is one of the most effective discipline methods.
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2.

3.

4.

IGNORE
Inappropriate behavior will be ignored whenever possible. When behavior is annoying, but not harmful, it may be
best to ignore it. Children will eventually see there is no gain in using that specific behavior and will tend to stop.
CHOICES
Children like to feel that they have control. Therefore, teachers will provide space, materials and activities
appropriate to the age, needs and interest of the children. This structure gives the children control over their
environment and avoids behavior problems involving conflict with others.
COMMUNICATION
Good communication helps develop confidence and good relationships with others. Teachers will try to always:
 Communicate at eye level;
 Talk with (not at) children;
 Listen attentively;
 Make simple requests in a positive way;
 Tell the children what to do, not what NOT to do;
 Use “I” messages.
“I” messages are sent to the children to avoid blame, shame, guilt or fear tactics to get the children to cooperate.
Using “I” messages helps children feel less accused and defensive and, therefore, more willing to cooperate.

Example:
“I feel _____________ (emotion) when you ________________________________ (State the behavior) because
_________________________________ (Tell the consequence of behavior).”
“I would rather ____________________________ (Describe need or desire).”
5.

LIMITS/RULES
Teachers will clearly define and consistently maintain limits in the classroom. Rules set limits that children learn and
depend on. They should be simple, clear and few in number. For example: A rule could be as basic and
encompassing as: You may not hurt yourself, others or things. Directions will also be given in a positive way. This
gives the children a model they can use in interactions with others.

6.

CONSEQUENCES
When children do not follow the established rules, teachers will explain what the consequence of the inappropriate
behavior will be. This gives the children the responsibility for the results of their own actions. The consequence will:
 Be related to the unacceptable behavior;
 Occur every time the unacceptable behavior does;
 Be acceptable to both the parents and the teachers.

7.

SELF-QUIET TIME
Time out periods are NOT used as punishment. Instead, they are used as an opportunity for self-quieting. Selfquieting teaches internal control and self-responsibility. It is taking a break in order to work through emotions or
find alternative solutions to a problem. It is a way for both adult and child to become calm. Children help decide
where time out will take place and what the place will look like.
 The space should be quiet and comfortable.
 There should be objects present to help the children quiet themselves (books, teddy bears, peaceful songs
and/or Qur’an, silky fabrics, etc.)
 The space should be available to the children for as little or as much time as the child decides.

8.

REDIRECTION
Sometimes children are unable to use materials and equipment appropriately, or are unable to handle playing with
others. The teacher will suggest or help the children become involved with another activity in which they can be
successful. By redirecting the children, teachers help them avoid negative situations in which they may be rejected
or frustrated.

9.

CONFERENCES
If discipline continues to be a problem, parents will be called for a conference to discuss possible solutions. If the
behavior is such that it may cause injury to the child or to other children, the parents will need to take the child
home.
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The American Youth Academy reserves the right to suspend a child or dismiss a child from the center when it becomes clear
that we are unable to manage the child.

HAND-WASHING PROCESS AND PROCEDURE
The Center for Disease Control has identified some guidelines called “Universal Precautions”. These guidelines are
considered universal because they should be used in caring for everyone, whether it is known that the person is sick or not.
“Universal Precautions” are not difficult to follow and will make a big difference in controlling the spread of disease. The
basic guidelines are also easy to remember. These precautions apply particularly to blood and BOTy fluids containing blood.
Good hand-washing can never be stressed enough as a means of preventing disease transmission.
The concepts to remember about hand-washing:
1. Use running water that drains, not contained water
2. Use liquid soap
3. Rub hands together for approximately 15 seconds. Friction helps remove germs.
4. Rinse hands well under running water for 30 seconds.
5. The faucet is considered dirty at all times. If touched, clean hands will become contaminated. Use the
paper towels to turn off the faucet.
Each person in the classroom who touches surfaces, toys and children should wash their hands. This includes the teachers,
volunteers, student workers and parents who volunteer in the classroom.
AYA early childhood students and teachers must wash their hands:









When they arrive to class in the morning
Before meals
After meals
After using the toilet
After playing with shared toys
When they come in from outside activities
After blowing their nose, coughing or sneezing
If their fingers have been in their nose, mouth or ears

HEALTH
In order to maintain the good health of AYA students and staff, we request that children not be sent to school if they are sick.
By keeping them at home when sick, you are helping us prevent the spread of viruses and/or infections to other children.
In case of accidents or illness at school, only minimal first aid can be provided by school personnel. The home will be called
when a child appears ill enough to go home. If a parent cannot be contacted, the designated emergency person will be
contacted. If the illness or accident is serious, and the parent and/or emergency cannot be reached, AYA staff may make the
decision to contact Emergency Medical Services and, if necessary, have the child transported to the nearest hospital for care.
It is essential that we have your permission to do so on the forms you filled out when registering your child. It is also very
important for the school to have insurance information as well as any information related to existing health problems, so that
appropriate care can be given.
In the event of an outbreak of a communicable illness or condition such as chicken pox or head lice, AYA staff and teachers
will use standard procedures for dealing with them, and every effort will be made to inform the parents as soon as possible.
This information will include information on how to recognize as well as treat the problem. Every effort will be made to deal
with the affected students in the kindest way and in a way which does not attract undue attention to him/her.
If a student has a medical condition, that is non-communicable and requires medical treatment, the following procedures will
be followed:
1) Medications and/or medical supplies, such as nebulizers, etc. will be kept in the AYA Infirmary.
2) The Administrative Assistant I will ensure that:
 Documentation is on file regarding dispensing medication and/or providing treatment.
 Documentation of medical requirements is shared with the student's teacher(s) and will be kept in the
emergency packet that each teacher takes with him/her during an emergency evacuation.
 Medications and/or medical supplies are taken with him/her at time of any emergency evacuation.
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Administering medication at school requires written permission from the parents. School policy prohibits school personnel
from administering any medication to students without written permission from the parents and written directions from the
physician, in the case of prescription medication. An "Authorization for Medication" form must be completed and is available
in the school office. All medication must be kept in the school infirmary and administered by one of the trained
Administrative Assistants. Each new school year requires a new doctor's permission slip.
A medical form and CURRENT immunization form from your child's physician's office, including hepatitis B, signed by the
child's physician, and a medical emergency information form must be in the school's files before the child can be admitted
each year. We require updated forms upon expiration.
Families are requested to sign an authorization giving the school supervisor and/or staff permission to act In Loco Parentis for
emergency treatment.
For the protection of all children in any of the Early Childhood programs, children should not be sent to school when they are
ill or exhibiting the symptoms of any illness. Children should be kept at home, or they will be sent home, if they develop any
of the signs or symptoms of a contagious or other disease. AYA reserves the right to send any child home if at least two (2)
members of the Early Childhood Staff, in their sole discretion, believe that the child may pose a risk to him/herself, other
children, and/or AYA staff. Reasons for removal from the Pre-school include, but are not limited to, the following diseases
and other contagions:
Runny Nose
Gastrointestinal Illnesses (Stomach Ache)
Vomiting and /or Diarrhea
Bacterial Gastroenteritis
Giardia (a parasite)
Hepatitis A
Fever of 99.5 degree Fahrenheit or higher axillary
Pink eye (conjunctivitis)
Contagious skin rashes
Meningitis
Respiratory Illnesses
Mumps
Croup
Influenza
Pertussis (whooping cough)
Tuberculosis (TB)
Chicken Pox
Further, if a child behaves unusually, appears to be uncomfortable, or is inconsolable for an extended period
of time, the parents may be requested to retrieve their child.
Bringing a child with any sign or symptom of illness to school may cause other children to get sick. If all families keep sick
children at home, everybody's children will stay healthier. Children must be kept home until the following signs or symptoms
disappear:
Fever
99.5 degree Fahrenheit or higher axillary. Children must be fever free without fever suppressants for a full school day before
returning to school.
Diarrhea
Two or more abnormally loose stools per day. Children must be diarrhea-free for twenty-four hours before returning to
school OR present a physician’s note stating cause of diarrhea and that the child is not contagious. If a child develops diarrhea
at school, s/he will be sent home as diarrhea diseases spread very easily among young children.
Upper Respiratory
Severe Coughing - Child makes high-pitched croupy or whooping sound after s/he coughs.
Ear infections with fever - mucus/discharge from ears and/or nose with fever
Difficult or Rapid Breathing
This is especially important in an infant under six months of age.
Yellowish skin or eyes, gray or white stool and/or unusually dark, tea-colored urine
Pinkeye / Conjunctivitis
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Tears, redness of eyelid lining, irritation followed by swelling and discharge of pus
Unusual spots or rashes
Children must be free of rashes and spots for twenty-four hours before returning to school OR present a physician’s note
stating cause of the rash and that the child is not contagious.
Sore throat or trouble swallowing
Infected patches of skin and fever (crusty, bright yellow, dry or gummy areas of skin)
Families should consider keeping their children home, under observation, if they exhibit any of the following:
• unusual behavior
• child is more cranky than usual
• less active than usual
• child cries more than usual
• child feels general discomfort or just seems unwell
• loss of appetite
When a child becomes ill at school, a sick-child report will be filled out by the teacher and must be signed by a member of the
family or authorized adult before leaving school.
Children will be admitted to school only when the above signs or symptoms disappear or a health care provider states in
writing that the child is no longer contagious and can safely return.
For your convenience, medications will be administered to children only with daily signed authorization. All medications must
be in the original container with the child's name on it and prescription number and given to the office. Expiration dates of
medication must be current.
The Administrative Assistant will administer no more than the dosage of medication printed on the label. Over-the-counter
medication will be administered with the same parental authorization, as long as a standing order from a licensed health
professional is provided with details on the specific circumstances and provides instruction on dosage. Any noticeable
adverse reaction to the medication will be reported and communicated to the family. Medicine may not be left beyond its
course. The American Youth Academy does not permit Tylenol, Motrin, OTC cold medicines to be left on hand “in case”.
Sunscreen with UVB or UVA protection and SPF of 15 or higher must be provided with parental permission or sun protective
clothing must be worn when in the sun.
For the health and safety of the children and staff, AYA has a smoke-free environment.

LIBRARY (De-Centralized)
K3 and K4 classrooms have sets of books in their classroom for student use. Each week they are allowed to check out a new
book (as long as they have returned the old one) to encourage them to read and prepare them for the K-12 level, when they
will have the opportunity to visit the school library regularly. Also, the Librarian visits the classrooms once per week with a
selection of books from the Library.

LUNCH & BREAKFAST
Children will not be permitted to share lunch brought from home to avoid allergy and health issues, and special care will be
taken to separate meals to ensure that specific foods are not in proximity to a student with food allergies or to his/her
plate/food.
All childcare students are served lunch in their classroom. Students may bring lunch or purchase hot, nutritious meals from
the cafeteria. Classroom assistants or lead teachers coordinate the number of lunches needed each day with the Cafeteria
staff. Menus are sent home each month. If you have any suggestions regarding the menus, please fell free to let us know.
To ensure cleanliness, students must wash their hands before and after each meal/snack.
Students also clean up after themselves after lunch. Teachers clean tables with a 10% bleach solution.

NAP/ REST TIME
Each day, K3 and K4 students will have the opportunity to rest or take a nap. It is required that the child has a sheet or
blanket directly underneath them and one to cover up with. These are to be taken home each Friday to be washed and
returned in a large zip lock bag on Monday morning. No child is required to go to sleep, but to simply rest quietly. This is so
that they will not disturb others who may be sleeping, and to help everyone give their BOTies a chance to reenergize for the
next portion of the day. Children enrolled in the morning VPK program only do not have a scheduled nap/rest time.

PEST CONTROL
AYA has contracted an outside company to service the school monthly, and as needed, for pest control.
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PLAYGROUND RULES
Students must:
1. Listen for their teacher’s voice.
2. Think about their friends (Does he/she want a turn, or would they like to join me?)
3. Hold on with both hands when climbing or swinging.
4. Think before they act (Am I or someone else going to get hurt?)

POTTY TRAINING & POTTY TRAINING POLICY
All students enrolled in the VPK or K4 program are required to be potty-trained. If the teacher discovers that a child is not yet
potty-trained, the school reserves the right to exit the child from the program.
AYA implements the following Potty Training Policy for students in K2 & K3:
1.
2.

3.
4.
5.
6.
7.

The teacher and parents must work as a team and parents should follow with the potty breaks and
routine at home in order for it to succeed
Every hour the children involved will have a “potty break”: The teacher will take him or her to the
bathroom and assist him or her to use the potty. We use the normal commode and a step up. Regardless
if the child goes or not, after clean up and hand washing, the teacher will then give the child a fun hand
stamp for effort.
Pull-ups must be used (the kind that fasten on the sides, for easy removal and putting on without having
to undress the child)
The child must remain in pull-ups until we feel confident he/she can wear normal fabric undergarments.
If the fabric undergarment is soiled with urine, it will be placed in a plastic bag and sent home with the
child.
If the fabric undergarment is soiled with stool, you will have the option of us sending it home in a bag or
throwing out the article of clothing.
If a child has a medical condition which might hinder the potty training process or requires additional
attention in this matter, the parent needs to:
 Schedule a time to meet with the teacher and the Director of Early Childhood
 Provide a letter from the child's pediatrician explaining the matter and any special requirements
that may be needed
 If necessary, authorize the school to communicate with the pediatrician directly to ensure optimal
success.

RECESS
Students have recess daily for 20 minutes.

RESTROOMS
During the first two weeks of class, the K-3 teacher works diligently with K-3 students to make sure that they are selfsufficient in the restroom. All pre-kindergarten children may use the restroom when they need to; however, they are asked
to go after lunch, before naps, and after naps. Teachers make sure that the students wash their hands diligently after using
the restroom.

SAFETY AND SECURITY
AYA believes that the safety and security of its students is of the utmost importance. Every caution must be taken to guard
against accidents to children and teachers. All unsafe conditions must be brought to the attention of the administration.
Teachers keep a copy of each child’s emergency form with them at all times. All medicine and cleaning supplies are kept out
of the children’s reach.
Teachers must have a first aid kit with them at all times. Teachers are required to receive CPR and First Aid Training.
Parents and visitors are asked to use extreme care in the school driveway and parking areas.

STAFF: EARLY CHILDHOOD
Updated 8/8/18 TJ

The Early Childhood staff at AYA is comprised of nurturing and caring individuals who have met education and training
requirements for the position held. Lead teachers and K4 teachers have CDA/CDS teacher certificates or Associates Degrees
in Early Childhood Education, 40 hours of training, and VPK instructor training (VPK teachers only).
All are also required to participate in continuing education programs and in-service training sessions. All teaching
professional must have CPR, First Aid training, and a background check provided through the Department of Children and
Families.
A minimum of 10 administration-approved training hours are required for each staff member yearly.
All AYA early childhood teacher-training programs are overseen by AYA’s Administration.

TEACHER/CHILD RATIO
All of AYA’s classrooms follow teacher/child ratios as required by the Hillsborough County Child Care Licensing, VPK and FKC.
1.

2.

Licensing requires the following minimum adult-child ratios:
1 year olds: 1:6
2 year olds: 1:11
3 year olds: 1:15
4 and 5 year olds: 1:20
VPK accredited centers require the following minimum adult-child ratios:
3 year olds: 1:15 (group size of 20) w/FT Assistant available
4 year olds: 1:10 (maximum group size of 18)

Amendments & Addendums
This handbook is a work in progress. Amendments and/or addendums may be added from time to time as policies are added,
changed or deleted.
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AMERICAN YOUTH ACADEMY

DISCIPLINE POLICY
1.1 GENERAL PROVISIONS
AYA believes that all students have the right to obtain an education in an atmosphere that nurtures growth and positive selfimage. Every school needs to have rules and needs to make sure that these rules are followed if children are to be safe and
have good opportunities for learning. Teachers will work hard to help ensure that children have the opportunity to plan and
organize themselves and their work. It is expected that all students will be honest and courteous and will know and follow
the rules of the school and cooperate with the school staff. Providing children the opportunity to manage their behavior and
supporting them while they learn how to manage it is our aim in developing self-discipline in children.
To help students develop responsibility for their actions, the school must have expectations of acceptable conduct. In
addition, every child is required to follow AYA’s expectations on the bus [if the service is used], throughout the school day,
and during any AYA-sponsored activity or event. Students will be notified and reminded about all appropriate rules
throughout the year from the office, in their classrooms, in the lunchroom, in the Masjid, and on the playground. We, at AYA,
respect each individual child's right to a safe and orderly environment. Those few students who choose to endanger
themselves or someone else will have to accept the consequences. Positive communication between home and school is
necessary. When students understand that parents and school are working together and not against each other, most
problems are eliminated. Every student is expected to read and follow the behavior policies set by AYA. Any violations of the
rules will be strictly and immediately met with the proper consequences.
AYA retains the right to search lockers, desks, book bags, student uniforms and cars if suspicion arises. Reasonable searches
of individuals may take place in rare occasions or during emergencies.
AYA retains the right to mandate drug and/or alcohol testing to be completed within a specified time periods at a clinic
approved by AYA. Any student required to undergo drug and/or alcohol testing will not be allowed to return to school until
and unless the results come back negative.
AYA may discipline students:
 On campus during the regular school day.
 While the student is attending any school-related activity regardless of when or where it takes place.
 When a school employee, parent or student is a victim of retaliation regardless of when or where it takes place.
 When criminal mischief is committed on or off of school property or at a school-related event that is deemed
conduct detrimental to the safety, image and/or well-being of AYA, its staff, students and/or parents.
AYA will hold daily, weekly and/or monthly assemblies in which the students will learn about discipline, orderly behavior and
group activity, in addition to a discussion of other topics. All students are required to attend these assemblies.
a)

Our basic rules are for the safety of the children and the enrichment of their learning process. The policy below
states what is expected of all students with respect to behavior, but do not limit the disciplinary actions that can be
taken by the proper authorities.

b) The School Board reserves the right to change, modify, and implement this discipline policy. The parents and
students will be informed, in writing, of these changes and, after that point, are expected to abide by the
changes/new policies.
c)

The six basic principles of our Discipline System are:
1. Every student shall act as a Responsible Muslim.
2. Every student has the right to learn.
3. Every teacher has a right to teach
4. A student SHALL NOT in any way prevent a teacher from teaching and/or conducting his/her duty as a
teacher as required by these rules and Islamic Guideline.
5. A student SHALL NOT in any way prevent another student from learning and/or conducting his/her
duty as a student in accordance with these rules and Islamic Guidelines.
6. Corporal punishment (physical punishment of any kind) will not be allowed and/or used at any time by
any staff-member.
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d) At and throughout all stages of the discipline plan, students will be Islamically guided and advised on the best way(s)
to behave, considering the following Islamic principles: Reverence for Allah, repentance (Taubah), respect, justice
and patience. Reverence and love for Allah will be the guiding principle in correcting and preventing inappropriate
behavior. Students will be given opportunities to repent after misbehaving. This includes: Seeking forgiveness from
Allah and from the people they have wronged, and promising not to repeat the misbehavior. Exercising patience
may prevent the need for implementing more severe consequences. References will be made to ayahs from the
Qur’an and lessons from the sunnah of the Prophet Muhammad SAWS.
e)

Each offense will receive the next level of punishment based on previous offense.

f)

The list of violations in each of the four levels is a sample and therefore is not all-inclusive. The lists are only
representative and illustrative.

g)

The Administration reserves the right to impose disciplinary actions outside of the sequence listed in the policy
based on the severity of the case.
The Rights & Responsibilities of AYA Students
Students Have the Right to:

Students Have the Responsibility to:

A quality education

Put forth their best effort to meet classroom expectations

Education without undue interruption, disruption, fear or
inhibition

Conduct themselves in such a manner as to promote a
positive educational environment
Not interfere with the orderly conduct of classes and
activities; not force others to participate, and not violate
the rights of persons who may disagree

Privacy in their person and possession unless school
personnel have reason to believe that inappropriate
and/or dangerous materials are being carried and/or
concealed by student.

Not carry, conceal or bring onto school property
materials which are inappropriate or which may disrupt
the educational process

A copy of the Handbook

Read and abide by the rules and regulations of AYA and
sign the Student Acknowledgement Form.

Receive respect from school personnel and other
students

Show respect for school personnel and other students

Due process procedures according to school policies

Read and understand the Due Process rights

Participate in school functions and extra-curricular
activities
Protection and confidentiality when fulfilling
responsibility to report violations of the school rules and
regulations

Meet academic qualifications, other criteria and/or
standards of behavior
Assist school personnel by reporting misconduct

Bullying Policy






AYA strives to provide a safe, positive learning climate for students in the school. Therefore, it shall be the policy of
AYA to maintain an educational environment in which bullying and cyber bullying in any form are not tolerated.
All forms of bullying and cyber bullying by students are prohibited. Anyone who engages in bullying or cyber bullying
in violation of this policy shall be subject to appropriate discipline.
Students who have been bullied or cyber bullied shall promptly report such incidents to any staff-member.
Complaints of bullying or cyber bullying shall be investigated promptly, and corrective action shall be taken when a
complaint is verified. Neither reprisals nor retaliation shall occur as a result of the submission of a complaint.
AYA shall annually inform students that bullying and cyber bullying of students will not be tolerated.
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Area Rules
1.

Masjid Rules
 Sit properly in the Masjid.
 Keep quiet and respect the Masjid and salaat.
 Be prompt for prayers.

2.

Classroom Rules
 Arrive to class on time (before the 2nd bell)
 Bring Tardy Slip if arriving after 2nd bell.
 Be seated and prepared to learn when the 2nd bell rings, this includes having sharpened pencils,

having homework, books and notebooks ready, etc.

















Always show respect for everyone in the class (teacher & students). Treat people the way you want to be
treated.
Listen to the teacher and/or other students without interruption. Wait your turn before speaking.
When in doubt, always ask questions.
No food or drink in the classroom , including gum, candy, Gatorade and water (except K3-K5).
All electronic devices, unless medical devices or approved calculators, are forbidden. All electronic watches
which emit loud alarms must be turned off.
Students will also obey all school rules while in the classroom.
Use the restroom and go to locker between classes or during lunch. Please do not ask to leave the class
unless it is an emergency (6-12 grade).
Have a positive attitude.
Hats and hoodies shall not be worn during class. Please remove hats/hoods upon entering the classroom.
Follow directions the first time they are given.
Stay on task.
Participate in class activities/discussions.
Keep hands and feet to yourself and keep feet off school furniture.
Sit upright and do not slouch.
Leave class, during class time, only with permission from the teacher and with a pass.
The class is dismissed by the teacher and NOT by the bell.

3.

Lunchroom Rules
 Walk slowly and in an orderly fashion into and out of the cafeteria.
 Line-up in an orderly and quiet fashion in the serving line.
 Eat only in the cafeteria or assigned area.
 Keep food off the floor.
 Stay at one table until you are finished eating.
 Talk quietly and only with those students at your table.
 Clean up your area after finishing your meal.
 Return to class only when dismissed by your teacher or the teacher on duty.

4.

Yard/Playground Rules
 Be prompt in leaving the yard/playground to get to assembly or class.
 Always stay within the school property.
 Speak to others politely and without raising your voices.
 Stay off of trees and fences.
 Stay out of classrooms before and after school, unless you have permission.
 Stay out of parking areas.
 Observe and obey safety rules.
 Listen to and obey teachers and/or other adults on duty.
 Keep school grounds clean and clear of all personal belongings and/or garbage.
 Remain in dismissal area until pick-up or guided inside by teacher on duty.
 Refrain from bringing gum to school and/or chewing gum on campus before, during & after school hours.
 Treat all students and adults with respect.
 Walk only on the sidewalks.
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5.

Bathroom Rules
 Clean toilet seat after use.
 Boys are to sit, not stand, when using the bathroom.
 Clean yourself with water, as per the sunnah.
 Wash your hands with soap when you are finished.
 Finish your business in the bathroom quickly without socializing and playing.

6.

School Property Rules
 Keep all school furniture and property free of damage.
 Keep all school furniture and property free of grafitti.
 Show responsibility and respect for school equipment: TV’s, VCR’s, Computers, etc.
 Follow allowed access rules for computers.

7.

Field Rules








8.

9.

Bus Rules










The field cannot be used when gates are locked. Trespassers will be prosecuted to the fullest extent of
the law.
Jumping over the fence for any reason is forbidden.
Verbal altercations, cursing, and fighting are strictly prohibited.
Any damage occurring on the field beyond normal wear must be reimbursed by the perpetrator, who
may be expelled indefinitely (assuming it is an AYA student).
Proper athletic clothing has to be worn at all times while using the fields.
Only playing members are to be admitted to the field. Spectators have to use outside seating area.
Finally: Have fun! That is what the fields are intended for.

Arrive on time to the bus before and after school.
Refrain from eating or drinking on the bus.
Respect and listen to the bus driver; he/she is in charge.
Remain seated on the bus for the entire trip.
Sit in assigned seat.
Keep the seats free from damage and/or grafitti.
Keep head, hands and arms inside the bus at all times.
Place trash in wastebasket or waste bag and not on the floor.
Keep the bus clean.

Locker Area Rules
 Lockers are to be used to store books, school supplies and personal items deemed necessary for use at
school.
 Lockers shall not be used to store items which cause, or can reasonably be foreseen to cause, an
interference with school purposes or an educational function, or which are forbidden by state or local laws
or school rules, such as drugs (other than medicine for which a student has a current prescription or
headache medicine sold over the counter), drug paraphernalia, beverage containing alcohol, weapons, any
flammable substance (including perfumes), bomb or explosive device, any pungent acid or nauseous
chemical, any Library book not properly checked out or overdue, any stolen items, any obscene material, or
tobacco products that are banned by school rules and regulations.
 Students will be expected to keep their lockers in a clean and orderly manner.
th
 Students may go to their lockers before and after each period. Exception: Students who have PE 6 Period
will go directly to salaat from PE and will not go to their lockers.

AYA reserves the right to inspect lockers and locker contents at any time, without notice and without
parent/guardian permission or student consent to ensure that they are being maintained in accordance
with the rules set by the school.
 AYA shall not be obligated, but may request the assistance of Law Enforcement officials in inspecting
lockers or their contents for purposes of enforcing school policies only if such assistance is required.

10. Hallway & Stairway Rules
 Follow directions at all times.
 Show respect for others.
 Walk quietly in the hallways and stairways and keep your BOTy to yourself.
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No running, shoving or pushing.
Keep to the right of the hallway or stairway and walk behind the person in front of you.
Do directly to your next class.
Speak in a normal tone of voice; no yelling or screaming.
Keep hallways and stairways clean; no littering.
If during class time, keep your pass visible at all times.

11. Dismissal Rules
 Upon finishing 7th Period, exit the building to the designated area.
 Gr. K5 - 5:
Remain seated at all times.
 Gr. 6 - 12:
Remain alert and in dismissal area at all times.
 Proceed directly to your car upon arrival.
 Follow the directions given by teachers/administrators on duty at all times.
 To attend clubs or tutoring, students must have ID and proper authorization.
 Keep personal items with you at all times.
 Students are not permitted to go to the playground areas.
 PK - Gr. 5 students should report to after-care area 15 minutes after Dismissal Time and parents will be
charged.
 Gr. 6 - 12 students remaining at school after 3:45, Monday-Thursday, without administrative permission,
will be penalized:
st
1 Time: Warning to Parents
nd
2 Time: $25 Penalty (per Family);
rd
3 Time + Each Additional Time:
$50 Penalty (per Family)
 Bad weather dismissal will be from inside.
 No food or drinks during dismissal time.
 Students must remain in full uniform (including hijab for girls) until they leave the campus.
 Students in Gr. 6 - 12 CANNOT pick up younger siblings from PK - Gr. 5, unless they are approved drivers.
 Student drivers cannot pick up any students unless they are listed on the Authorized to Pick Up list.
 Student drivers must leave campus immediately after dismissal.

Elementary Discipline Referrals & Consequences
Students exhibiting discipline problems will be referred to the Director of Elementary for consequences. Each student will be
dealt with on an individual basis, with communication taking place between the Director, the referring teachers and the
parents, when necessary. If required, depending on the severity of the offense, the student may then be referred to the
Principal.

Secondary Discipline Referrals & Consequences
Referrals for Secondary students will be submitted to the Director of Secondary for follow-up.
Each student at AYA in grades 6 – 12 will receive a copy of the AYA Student Offenses Report which lists all of the minor and
major offenses with the consequences for each. A copy of this form has been included at the end of this handbook for your
reference.

Detention & Suspension
Detentions will be held during and after school. During detentions, students will not be allowed to interact with students
from their class or from other classes.
Suspensions will be in-school or at-home, depending on administrative decision. Students will be expected to complete and
submit all missed work and will be expected to make up any missed quizzes or tests upon their return to the regular
classroom. If the students are in In-School Suspension, quizzes and tests will be taken on the same day as the other students
but in the ISS room.
Out-of School Suspensions will not be given unless and until students have received counseling from one of the school’s
administrators.
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Expulsion
After certain severe infractions, or after multiple in-home suspensions, expulsion may be recommended. Expulsion is for the
remainder of the academic year. If the expelled student wishes to return the following academic year, he/she must re-apply
and meet all of the conditions for admission.
Process:
If the principal feels that a student deserves expulsion, he/she will:
 Place the student on suspension for 10 days, pending Board decision.
 Notify parents of these actions and pending decision.
 Submit a recommendation for expulsion to the Board for final decision
 Notify parents of Board’s decision, once decision has been reached.

Due Process
Any student whose conduct may warrant suspension or expulsion will be provided due process.
STUDENTS:
1. A notification of the violation.
2. An opportunity to present his/her side of the story to the appropriate school personnel.
3. Students will be reminded to tell the whole story as accurately as possible, without adding/omitting details.
4. Students will be asked to write an account of what happened.
PARENTS:
1. A written notification of the violation and the consequence decided by the school.
2. Twenty-four hour notice to meet with the proper school personnel for a fair and impartial conference, unless the
student’s behavior is so disruptive that he/she cannot complete the school day.
Disciplinary Records are part of the student’s confidential records and are not available for access by other than the student,
his/her parents, the administration and the Board of AYA. The school reserves the right to forward these records to transfer
schools
based
on
the
pertinence
and
severity
of
the
offenses
in
the
records.
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LEVEL 1 BEHAVIORS & CONSEQUENCES
CONDUCT THAT HINDERS ORDERLY OPERATIONS OF CLASSROOM OR SCHOOL
For Grades 6 – 12:
Orientation will count as the first warning.
Level 1 behavior should be handled by the classroom teacher whenever possible. Ordinarily, a teacher will not refer a
student engaged in Level White behavior to the school administrators until the classroom teacher has taken at least three
documented, progressive Level White disciplinary actions, and has held a conference with the student and parents.
Thereafter, the classroom teacher may refer the student to the administrative personnel in charge of discipline through a
written referral. However, earlier referrals may be made when the misbehavior occurs outside the classroom or in
exceptional circumstances where the classroom teacher believes outside assistance is necessary.
The list of violations below is not all-inclusive, but is only representative and illustrative. Examples of disciplinary action for
each level that can be used include, but are not limited to, the included consequences. A student committing an act of
misconduct, which does not happen to be specifically listed, is still subject to disciplinary action according to AYA’s discretion.
Consequences for these offenses will be as follows:
1.
2.

3rd Minor Infraction
4th Minor Infraction

3.
4.
5.

6th Minor Infraction
7th Minor Infraction
8th Minor Infraction
BEHAVIOR

Two Recess Detentions
Parent Conference with Homeroom Teacher (Elementary)
Parent Conference with Vice Principal (Secondary)
Three Recess Detentions + Parent Conference with Vice Principal
In-School Suspension (ISS) with $50 fee
Consequences of Level 2 Infractions apply; no Parent Conference required
DEFINITION

1.

Disruptive Behavior

Engaging in any conduct that
causes or results in the breakdown
of the orderly process of
instruction and/or school activity

2.

Tardiness (to Class, Salaat
(prayer), SOTM/SOTQ Assembly
and/or lunch)

Not being seated in the classroom
when class is scheduled to begin as
defined by the classroom
teacher/not reporting to the prayer

Verbal Altercation

Engaging in minor verbal
confrontation including insulting,
taunting or challenging another
person under circumstances in
which such conduct could provoke
a violent or disruptive response

3.

4. Violating
Classroom and/or Area Rules

5.

Make-up Possession and/or Use
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LEVEL 1 CONSEQUENCES
In addition to those listed above

Formal apology required.

Not following the classroom and/or
area rules
Possessing cosmetic products
(lotions, perfumes, nail polish –
even clear, Kohl/eye liner, color
contacts, etc.

Make-up products will be confiscated and
kept in office until picked up by parent

6.

Violating Uniform Code

Being out of uniform:
 Not wearing the required
uniforms (even after
dismissal, but still on campus
or during school activities)
 Not being clean
 Sloppy in appearance (loose
hijab, torn clothing, etc.)
 Wearing unapproved jewelry
and/or accessories
 Not having short, clean
fingernails
 Not having a short haircut
(boys) - Hair above eyebrows,
ears and collar
 Not wearing Student ID

Outside of class without a pass

Being out of class without proper
authorization

8.

Lying/Concealing the Truth w/out
Causing Harm to Others

Not causing harm to others
This would include failure to
cooperate with the administration
with regards to discipline
investigations.

9.

Chewing Gum / Eating Candy /
Drinking Soda

Eating/Drinking inside/outside the
classrooms during school time
excluding lunch time in lunch
areas.

7.

Jewelry &/or Accessories Violations
st

1 Time: Jewelry and/or accessories will be
confiscated and kept in office until picked up
by parents (1st Offense).
nd

2 Time: Items will be kept to end of year.
Uniform Violations
Please refer to pages 26 & 27 for a complete
listing of grade-specific consequences.
ID Violations
st

1 Time: Parents will be called.
nd

2 Time: Parents will need to bring in the
ID from home or purchase a new card.

10. Using other students' belongings
without permission
11. Lost Books/book bags/ID’s

$5 fee for retrieval of books/ bags/IDs

12. Failure to return signed forms
13. Minor pushing/shoving
The device will be confiscated and kept in
office until picked up by parent(s) only for
1st violation. 2nd violation will result in
device being confiscated and kept until the
end of the year.

14. Use of or possession of electronic
devices, balls, playing cards,
poppers, etc.
15. Using the elevator without
permission
16. Using the staff bathroom without
permission
17. Being in the Staff Lounge without
permission
18. Littering

19. Using Offensive Language

20. Parking in Undesignated Area
Updated 8/8/18 TJ

Throwing or dropping paper, trash,
or other material on the floor or
ground
Using offensive language in any
language including physical
BOTy/sign language

Student will be required to pick up/clean
any litter up any spilled/dropped
material(s)

Student will be asked to move his/her car.
If this is repeated, driving privileges may be
revoked.

1.2 LEVEL 2 BEHAVIOR & CONSEQUENCES
a) A student charged with a Level 2 violation shall be subject to the disciplinary actions listed below. Disciplinary
actions may be imposed out of the sequence listed if the circumstances surrounding the misbehavior, including the
students’ past record seem to warrant a more severe penalty. However, if the progressive discipline policy is not
followed, the grounds for imposing a lesser or harsher penalty must be documented. In any case, parent/guardian
contact will be made either through a personal conference, phone conference, and, in the event the previous are
not possible, through written communication. All such contact will be documented.
Teachers making an office referral must do so in writing either at the time of the violation or as soon as possible
thereafter. This list of violations is not all-inclusive but is only representative and illustrative. A student committing
an improper act of misconduct that does not happen to be specifically listed is still subject to disciplinary action.
Consequences for these offenses will be as follows:
1. Parent contact & conference and/or:
2. One day In-School Suspension
3. Two days In-School Suspension
4. Five days In-School Suspension
5. Six days Out-of-School Suspension
6. Possible one-year dismissal if infraction persists.

BEHAVIOR

DEFINITION

21. Academic Misconduct

Plagiarizing; cheating; copying another’s work;
attempting to gain or gaining unauthorized access to
restricted material; using, submitting, or providing data
or answers dishonestly, by deceit, or by means other
than those authorized by the teacher

LEVEL 2 CONSEQUENCES
In addition to those listed
above

Grade of zero applied to work
in question

22. Cursing

Using inappropriate language in any language

Formal apology required

23. Defiance

Refusing to comply with a reasonable request by a staff
member/disrespect to an employee or a
student/refusing to complete work, labs, projects, or
other assignments given by the teacher

Formal apology required

24. Inappropriate
Intermingling

Using any form of cursing or obscenity(no matter what
language in which it is spoken) including hand or BOTily
gestures/derogatory remarks/teasing/joking/passing
notes/non-academic conversation between boys &
girls

Formal apology required

25. Vandalism

26. Forgery

Destroying, damaging, or defacing school or private
property in a willful or malicious manner
Knowingly forging a signature other than their own on
any document

27. Displaying, Distributing,
Buying &/or Selling Items
w/out Authorization
28. Skipping Assembly, Class,
Lunch, Salaat or any Other
Required Activity
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Intentionally missing class or salaat without excuse or
permission.

Property must be cleaned
and/or repaired by the student
or at the student’s expense.

1.3 LEVEL 3 BEHAVIOR & CONSEQUENCES:
CONDUCT THAT IS SERIOUS OR ILLEGAL AND IS POTENTIALLY THREATENING TO LIFE, HEALTH, OR MORALITY
a.

b.

American Youth Academy has a zero tolerance policy for all Level 3 misconduct. A student charged with a
Level 3 violation will be subject to an open suspension of up to 10 days and a recommendation for expulsion
to the school board and/or legal action. The proper authorities will be notified in the event that a student
commits any illegal act.
Disciplinary actions may be imposed out of the sequence listed if the circumstances surrounding the
misbehavior, including the students’ past record seems to warrant a more severe penalty.
Parent(s) or guardian(s) will be required to meet with Academy personnel and the proper authorities. This list
of violations is not all-inclusive but is only representative and illustrative. A student committing an act of
misconduct, which does not happen to be specifically listed, is still subject to disciplinary and/or legal action.
Infractions included in Level 3 may be placed on students’ permanent records.
Consequences for these offenses will be as follows:
1. Parent contact & conference and/or:
2. Three days ISS
3. Five days ISS
4. Six days out of school suspension.
5. Possible one-year dismissal if infraction persists.
LEVEL 3 CONSEQUENCES
In addition to those listed
above

BEHAVIOR

DEFINITION

29. Bullying / Intimidation/
Extortion
Implicit and/or Complicit

Threatening another person verbally or nonverbally by inflicting fear, damage to property,
or
instigating or encouraging misconduct

Formal apology required

30. Lying/Concealing the Truth
& Causing Harm to Others

Lying or concealing the truth which may lead to
damage to others. Includes making false
accusations &/or refusing to confess wrongdoing

Formal apology required

31. Fighting or Assault
Implicit and/or Complicit

Hitting, pushing, kicking, or otherwise making
harsh contact with a student with the intent of
hurting him/her

32. False Emergency Alarm

Transmitting a fake report of fire or bomb threat
and/or pulling a fire alarm

Formal apology required

33. Immodest Behavior or
Physical Contact

Committing acts that are sexual in nature and
fall outside the Islamic teaching on this matter
including vulgar, lewd, or promiscuous conduct
both on-campus or at any school-sponsored
activities.

Formal apology required

34. Leaving Campus during
school hours or school
related activities

Exiting the school campus without proper
authorization
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35. Smoking

36. Reckless Driving / Driving
without a
license on school property
37. Pornographic Materials
Possession or Accessing

38. Using Staff Belongings
w/out Permission
39. Using Language and/or
Engaging in Behavior that is
Discriminatory
40. Unauthorized entry into a
class, building, vehicle or
elevator (when present)
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Possession or consumption of tobacco or any
such products

Operating a car in a reckless manner or
Operating a vehicle without a license

Possibility of losing all driving
privileges to AYA.

Bringing, possession, accessing, or displaying of
pornographic materials including but not limited
to pictures, magazines, books, or web sites
Taking, borrowing books, pencils, pens,
notebooks, etc. without permission
This will include using a computer that has not
been logged off.
Language that is spoken, written or gestured
against another person’s ethnic or social
background or another person’s abilities
Entering forcibly or nonforcibly into a classroom,
building, vehicle or elevator (when present)

Replacement of any damaged
or lost property required

Formal apology required

1.4 LEVEL 4 BEHAVIOR & CONSEQUENCES:
CONDUCT THAT IS ILLEGAL AND IS THREATENING TO LIFE, HEALTH, OR IN CLEAR VIOLATION OF BASIC ISLAMIC
PRINCIPLES.
a.

American Youth Academy has a zero tolerance policy for all Level 4 misconduct. A student charged with a
Level 4 violation will be subject to immediate expulsion. The proper authorities will be notified in the event
that a student commits any illegal act. Parent(s) or guardian(s) will be required to meet with Academy
personnel and the proper authorities. This list of violations is not all-inclusive but is only representative and
illustrative. A student committing an act of misconduct, which does not happen to be specifically listed, is
still subject to disciplinary and/or legal action.

b. Out of School Suspensions: Any student serving an out of school suspension is not allowed on school
property or to attend any on or off campus school activity. Such students may only return to class after the
completion of the suspension period if the Disciplinary Action form has both parent and student
signatures and has been submitted to the issuing administrative official. Failure to do so will result in
accumulating unexcused absences that could result in no credit for assignments issued after the
suspension period has been completed, reduction in graduation program status, and/or possible
retention.
c.

Student must sing the Discipline Action Report. Student’s and parent’s signatures on this report do not
necessarily represent approval or acceptance of content. Signatures indicate that they have discussed
and received this report. See following pages.
BEHAVIOR
41. Alcohol, Drugs, or
Intoxicants Possession
42. Arson or Attempted Arson
43. Assault on Teacher/Staff
44. Assault Weapons, knife or
Gun Possession
45. Stealing
46. Intentionally Accessing
Unauthorized information
on the Computers
47. Using emails, Facebook,
Twitter, or any other
social medium to harm
AYA, its students, its staff
and/or its parents in any
form or fashion.

Updated 8/8/18 TJ

DEFINITION
Possession or consumption of
alcohol, drugs, or intoxicating
substances
Intentionally burning or attempting
to burn any school property
Threatening &/or Striking with the
intent to inflict or inflicting BOTily
&/or emotional harm
Having, displaying, or pretending to
have an assault weapon, knife or gun

LEVEL 4 CONSEQUENCES
1.
2.

Immediate Suspension
Possibility of
Recommendation from
Principal to Board for
Expulsion
3. Possibility of no future
enrollment
4. Possibility of notification
of Sheriff’s Dept
Immediate Confiscation of any
weapon if present

Includes accessing tests, quizzes,
records, documents, etc.
This will include unauthorized use of
another students’ or of a staffmember’s password.

All computer privileges will be
revoked.
Sheriff’s Dept. will be contacted if
hacking is involved.

In-School Suspension (ISS)
RATIONALE
In-School Suspension (ISS) is an attempt to help students reflect on their unacceptable behavior(s) and adjust to a positive
and acceptable one. ISS will serve the following purposes:
1. Help students manage their time in a structured environment.
2. Enhance students’ independence to stay on task.
3. Improve students’ sense of responsibility to finish tasks on time.
4. Empower the students to exert more thinking into the consequences their behavior.
5. Help students to consider the importance of their personal choices.
6. Help students appreciate what they take for granted in the regular school day so that they improve their sense of
appreciation and strive to stay out of trouble.
7. Heighten parents’ awareness and have them as partners in dealing with their children’s behavior.
8. Spend time wisely and effectively in an academic environment.
9. Reflect on the ISS experience as an incentive for future appropriate behavior.
10. Help students to be goal-oriented by maximizing their time in ISS through the following experiences:
a. Being punctual and reporting on time
b. Being prepared with all resources and textbooks
c. Appropriately handling a rigorous workload
d. Appreciating breaks and recess privileges
e. Increasing understanding of immediate consequences oriented experience due to personal conduct
f. Developing a sense of the responsibility skills needed
g. Being provided with a sense of direction
h. Prioritizing actions according to need and importance
i. Developing cognitively resulting in thought before action leading to using better judgment on circumstantial
issues in the future
HOW ISS WORKS
1.
2.

Students will report to ISS 8:25 a.m. on the day(s) assigned. They will stay from 8:25 a.m. – 3:25 p.m. throughout the
duration of the suspension.
Failure to report on time will result in an additional day of suspension for every tardy. Parents will be required to pay
an administrative fee of $50 per day. The $50 will be added to the family account immediately upon the issuance the
suspension.

RULES TO ABIDE BY WHILE IN ISS
1.
2.
3.

Students must report to ISS in complete uniform.
Absolutely no chewing gum, eating candy or phone contact (including cell phones) is allowed.
Students must not leave ISS without the written permission of the supervisor. If a student is sick and cannot report
to ISS, the parent must notify the school by 8:15 am on the assigned date for the absence to be excused and
additional cost avoided. Upon return to school, the appropriate document of illness must be submitted, and the
student must report to ISS. Prior to the student’s return, parents must contact the Division Director to arrange for
the necessary personnel for the student’s completion of serving their ISS on their day of return.
4. Students will have their lunch in ISS. The students must have their sack lunch and drink upon arrival prior to 8:10 am
or may purchase their lunch in the cafeteria. Student must be escorted to the cafeteria and back and will eat lunch in
ISS. Parents are not allowed to visit with students at any time while in the APR, including lunch.
5. Eating lunch will be the same time as scheduled on a regular school day only for each student.
6. Students will pray in ISS.
7. Students will have supervised bathroom breaks and will be escorted to and from the bathroom.
8. Absolutely no resting “your head” or “your eyes” or sleeping in ISS is allowed.
9. No “horse play” or roaming the campus will occur while in ISS.
10. No recess is allowed while in ISS.
11. Students will be required to turn in a one-page report (topic to be announced) every day while in ISS in addition to
their regular class work.
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12. Students should have any homework assignments and textbooks needed to complete next day’s homework upon
dismissal day prior to their ISS.
13. All homework and test work will be done as scheduled.
14. Students will not be allowed to come to their classrooms to pick up their assignments or books. In this case,
students will receive a zero for all assignments.
15. The maximum days students will be assigned to ISS are five (5) cumulative days prior to out-of-school suspension.
16. Failure to abide by all ISS rules will result in additional suspensions is the corresponding fees.
17. An update daily report will be submitted to the administration by the ISS supervisor that will be evaluated for
further/future disciplinary measures.

Amendments & Addendums
This handbook is a work in progress. Amendments and/or addendums may be added from time to time as
policies are added, changed or deleted.
Edits and changes may be made by the administration. All edits and updates will be shared via email with the
parents. Parents are responsible for following up with the current polices.
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RISK MANAGEMENT ADDENDUM
AYA EVACUATION SITES
Plans are prepared with regard to immediate area threats and more widespread area threats. Information is provided to
families on where AYA plans to evacuate. This information is provided in an annual notice to families (see Attachment B
Emergency Evacuation Plan).
1.

Immediate Area Threat (i.e.: bomb threat, fire, flood, other major building problem, etc.)

Leave the buildings and gather in a predetermined location as per printed evacuation routes.

2.

More Widespread Threat (i.e.: evacuation, chemical spill, widespread fire, etc.)

The school will contact local emergency personnel and get direction from them.
3.

Mass Ordered Evacuation (i.e.: declared state of emergency)

All students and staff will leave the buildings and evacuate to a mass shelter as determined by the Red Cross according to
student/staff assignment. The school will contact Emergency personnel if transportation is needed.
Hillsborough County Fire Marshall’s office shall have a copy of AYA evacuation plan on file.
Evacuation Areas
 The designated evacuation areas for AYA are the farthest points from the buildings within the fenced outside
playgrounds and AYA parking areas. If the Principal determines that the designated evacuation areas do not
provide adequate protection for the students, a previously determined alternate evacuation assembly area will
be utilized.
 The designated transportation will be sent to AYA for assisting in the transportation of the students.
 The emergency response team will assist in the orderly evacuation of the students.
 If an evacuation is ordered by the City/County emergency response organization, the Incident Commander for
the City/County will identify the route and location of the nearest evacuation shelter.

Evacuation Planning
Routine evacuation drills will be conducted in order for students and staff to understand how to respond in the event of an
emergency.

SHELTERING/SHELTERING IN PLACE
Sheltering is conducted in response to tornadoes and severe storms. Sheltering in place is defined as moving people into the
buildings and isolating the buildings environment from the outside. Emergency response personnel will shut down air
handling (HVAC), water, and electrical systems, as required, however, many air handling systems will shut down
automatically. Sheltering in place is conducted in response to hazardous materials incidents.

Sheltering: Any sheltering area should be identified on AYA’s plan.







Identify shelter areas that provide the most structural resistance from collapse.
Shelter areas within the facility will be appropriately marked.
Shelter areas will be free of items that may fall on sheltered people.
Shelter areas will have a flashlight or emergency light available.
Shelter areas will have blankets available.
A primary and alternate staff member will be assigned for shutting off systems as directed. These members will be
trained by AYA or maintenance and utility personnel in the proper procedures.
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Sheltering in place: Shelter in place involves keeping all windows and doors closed and covering all air intake vents to provide
protection from airborne hazardous materials.
 Ensure all AYA staff and students are in the buildings (outside playground areas are unoccupied).
 Ensure all doors and windows are closed and secured.
 If necessary, emergency response personnel will shut off all HVAC systems to isolate the outside air from the buildings
if the system has not already been shut down.
 Remain in the buildings until notified by the emergency response authorities that the situation has been resolved or
that an evacuation has been ordered.

EVACUATION AWAY FROM AYA
AYA will evacuate to the bowling center at:
13109 N 56th St
Tampa, FL 33617
(813) 985-4468
In the event of an emergency requiring an evacuation away from AYA premises, AYA shall coordinate necessary provisions for
the transportation and continued care of students until parent/guardian or an authorized individual picks up the student.

Evacuation Process
The decision to evacuate AYA buildings will be made by the Principal/Alternates.
When the decision is made to evacuate AYA buildings, the Principal (Alternates) will make the announcement in the most
expeditious way possible that all persons are to evacuate to their assigned assembly area and await further instructions
and/or activate the buildings fire alarm. The Principal will notify appropriate personnel.
AYA staff will evacuate their students in class groups and supervise an orderly evacuation to the designated assembly area.
They will take attendance sheets, student rosters, and information sheets. For inclement weather, if possible, appropriate
supplies will be taken to protect the students.
AYA Searchers will assist the staff with the evacuation and then proceed to perform their assigned duties.
Procedures for Students with Special Needs
AYA accepts students with a variety of special needs. Most of these students are capable of following the same evacuation
procedures as the general population of students. For students whose needs are more severe, a teacher's assistant is
assigned to them all day, every day. This assistant would be responsible for ensuring that the student was able to evacuate
quickly and safely with the rest of the students and will remain with the student until a parent or guardian is available to take
over this care.
The Administrative Assistant will be responsible for ensuring that students requiring medication or medical supplies are
provided with these at the evacuation site.

Note: Under no circumstances are staff to stop for any of their own or students’ personal belongings,
including, jackets, shoes, etc.
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