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Imagine Schools at West Melbourne 
3355 Imagine Way 

West Melbourne, FL 32904 
PH: (321)768-6200 

www.imaginewm.org 
School Office Hours: 7:30m -4:30pm 

Student Hours: 8:00am-3:00pm  

Parent & Student Handbook 
This handbook is a guide to policies and procedures for Imagine Schools at West Melbourne and 

is meant to augment the “Brevard County School District Code of Student Conduct”.  The 
Principal is the final authority on these and any policies not covered within the handbook.  

Vision: We inspire excellence in education through developing character and enriching minds of all

students, becoming the leading school of choice in Brevard County. 

Mission: Imagine West Melbourne partners with parents to provide a rigorous learning experience

with a focus on academic growth in a safe environment that emphasizes the values of community, 
student voice, and high expectations to give students a love of learning that will stay with them through 

school, university and beyond.  
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School Contact Information 

Brian.Degonzague@imagineschools.org  
Billiedee.Crawford@imagineschools.org 
Kailee.Milon@imagineschools.org  

Jennifer.Fornes@imagineschools.org 
Diane.Beatty@imagineschools.org 
Stephania.Sherman@imagineschools.org 

School Administration 
Brian DeGonzague, Principal  
Billie Dee Davis, Assistant Principal 
Kailee Milon, Academic Coach 

Imagine Schools Regional Office  
Jennifer Fornes – Regional Director   
Diane Beatty – Executive Vice-President 
Stephania Sherman – Group Academic Director 
Greg Young – Group Finance Director Greg.Young@imagineschools.org 
Jeremy Gutierrez – Group Network Administrator Jeremy.Gutierrez@imagineschools.org 
Jenny Norris – Administrative Officer  Jenny.Norris@imagineschools.org 

Imagine Schools at West Melbourne Governing Board 
Melissa Koretsky – Chairman 
Jennifer Sikoski – Board Member 
Bill McMullen – Board Member 
Jessica Dell-Peaks – Board Member 
Michael Russell – Board Member 

Imagine Schools at West Melbourne Parent Liaison 
Jessica Dell-Peaks – Parent Liaison 
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Imagine Schools Educational Approach 

A highly effective school results from a rigorous academic program in a culture of trust and high 
expectations led by a visionary instructional leadership team and implemented by talented, 
dedicated teachers.  At Imagine Schools we monitor and evaluate our school performance based on 
Measure of Excellence.  

Academic Growth 
Academic Growth defines our strong belief that students’ progress toward proficiency and 
beyond is the most accurate indicator both of a student’s and a school’s academic strength. It is 
imperative that every Imagine student develops the skills and habits for successful learning. 
Imagine educators, students, parents, and board members support and adhere to the Imagine 
Schools Academic Excellence Framework, which specifies increased rigor, focus, effectiveness, 
and accountability. This Framework includes an expectation that every student will reach or 
exceed grade level proficiency within three or fewer years while attending an Imagine School. 
Imagine educators design their instruction to empower each student to make significant 
academic progress that is both measured and celebrated. 

Character Development 
Character Development begins with Imagine teachers and staff teaching, modeling and 
integrating virtues into every aspect of the school curriculum and culture. Students learn to set 
academic and personal goals. They grow in their ability to successfully meet their goals as they 
practice integrity and diligence, while taking responsibility for their studies. Our focus on 
character helps students attain the virtuous habits needed to live fruitful, honorable lives. 

Parent Choice 
Parent Choice is a key indicator of Imagine Schools’ performance. Parents choose an Imagine 
school because the school provides the academic quality, character development, and 
nurturing environment they want for their children. Imagine Schools’ educators provide a 
positive learning environment by working closely with parents and guardians to fulfill a 
collaborative responsibility for the academic and personal growth of their children. 

Economic Sustainability 
Economic Sustainability means stewarding public funds to optimize our students’ educational 
outcomes. Imagine educators ensure, to the best of their ability, that our schools operate 
within their means and that all resources are used to benefit students’ education. Meeting our 
commitments to academic excellence, character development, and parent choice contributes 
to fully enrolled and economically sustainable schools. 

School Development 
School Development refers to Imagine Schools’ operational strength—improving each school 
and enhancing our ability to serve students with a rigorous, relevant education. We operate our 
schools with integrity, accountability, and a passion for academic excellence. Our schools 
provide safe, ethical, joyful cultures of learning where adults and students alike can thrive and 
grow. 
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Shared Values 
Imagine Schools’ Shared Values of Justice, Integrity and Fun form the foundation of our 
educational mission. Imagine educators aspire to live by these values daily and teach them to 
our students. 

Justice gives to each person what he or she deserves and what is appropriate. Justice requires 
doing all in our power to ensure that every Imagine student has access to an outstanding 
education. Driven by the unique abilities and needs of each student, Imagine educators design 
instruction to equip all students to become successful learners. We align goals for each student 
and adult in our schools with what they need and deserve. 

Integrity means wholeness, or how things fit together. Integrity drives us to live and model 
consistent ethics inside and outside the school. Integrity requires responsibility and 
accountability. It means every aspect of what and how we teach is done with rigor and fidelity. 
We hold ourselves individually and collectively accountable for strong academic outcomes, with 
each individual fulfilling his or her responsibility so that all students can succeed. 

Fun means cultivating a Joy at Work environment in every school we operate. In our schools, 
each person has the opportunity to use his or her unique talents and experience to make 
important decisions contributing to the success of the school. Joy at Work combines integrity 
and justice with accountability for our decisions in order to achieve outstanding results for 
students and families. 
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The “Essentials” of Imagine West 
Melbourne 

Thank you for choosing Imagine West Melbourne as your educational choice.  We are committed 
and dedicated to ensuring that our students are receiving the best educational opportunity in 
the county.  Your child’s well-being is of utmost concern.  To ensure your child’s safety, it is 
important that you are aware of the procedures we have in place.  Please spend some time 
reviewing this handbook that outlines our expectations for students and their families.  Please 
take the time to read and become familiar with this handbook. There are two identical pages in 
the handbook (Appendix H) that require the signatures of both the parent/guardian and the 
student. One page must be returned to the school; the other is yours to keep, as a reference.  

School Hours 
Main Building: Doors open at 6:30 a.m. for students in our Before School program 

Front Office: 7:30 a.m.-4:30 p.m. 

School Hours: 8:00 a.m.- 3:00 p.m.  Students are tardy after 8:00 a.m. and need to be singed in 
after this time. 

School Arrival Procedures 
Campus Visitor Procedure: ALL visitors are required to sign-in at the front office where 

they will receive a visitor badge that is to be prominently worn at all times while on school 
grounds. Important: ALL visitors must have a photo ID. Our background check system will scan 
the ID, run a check and print a visitor’s badge. Parents should always check with the teacher 
before visiting the classroom. If you need to make an appointment to discuss an issue with the 
teacher, please set those up by phone, email, or use your child’s school agenda to communicate 
with the teacher. Parents who wish to speak with a teacher need to schedule a conference by 
contacting the teacher via the student’s planner, voicemail or email. 

Morning Drop-off Procedure: Students shall not arrive to school earlier than 7:30 a.m. 

unless they are registered for Extended Care. Hallways and the car line are not supervised 
before 7:30 a.m. so students must be dropped off at the before care classroom by a parent. 
Upon arrival after 7:30 a.m., all students are to proceed directly to their classroom. Students 
are tardy after 8:00 a.m. and a tardy slip must be obtained from the front office.  Due to safety 
procedures, parents are not permitted to walk their child to class.  Parents wishing to eat 
breakfast with their child, may do so after checking in at the front office. 

Car Riders:  Students that will be arriving to school as car riders will utilize the Main Building 

driving loops for drop off and enter the campus through the Main Building entrance.  Please 
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adhere to the strict speed limit of 10 miles per hour with no passing.  Students that are car 
riders should not be dropped off any earlier than 7:30 a.m.  If your child is dropped off earlier 
than 7:30 a.m., he/she will be placed into our before school program.  Please note that a $20 
daily fee will be assessed for the placement of your child into this program.  

Bikers/ Walkers:  Students who are walking or riding to school on bicycle may be on campus 

NO EARLIER than 7:30 a.m.  Bike riders MUST wear a helmet and are encouraged to have a bike 
lock to use with the racks provided at the school. 

Breakfast:  Students who eat breakfast at school should be dropped off by the cafeteria and 

enter the building.  Breakfast will be closed at 8:00a.m. every morning. 

Student Sign-Out Procedure/Early Dismissal: Early checkouts are permitted but do 

interrupt valuable instruction time, so please make every effort to minimize them. Brevard 
County School District policy states that every 3 early dismissals count as 1 unexcused absence. 
The cut off for check outs through the office is 2:30 p.m.  Parents arriving after this time should 
proceed to the carline. No student will be allowed to leave the school with anyone other than 
the legal parent or guardian, unless that person is listed in the student’s contact list and 
presents the appropriate identification.  Any student leaving school during the school day must 
be signed out in the front office reception area in the main building.  For their safety, we do not 
dismiss students on their own with only a note or telephone call from the parents; they must be 
signed out through the front office.  Parents are not permitted to pick-up students outside the 
classroom or hallways; please pick them up in the front office. 

Excessive early sign-outs will be addressed on a case-by-case basis to determine if there is a 
pattern of non-attendance. Non-attendance for instructional activities is established by 
tardiness, early-sign-outs, or absences for all or any part of the day. 

In order to preserve the testing environment and the continuation of our educational 
programs / activities, students cannot be signed out during state assessments, semester 
exams, or school special programs / activities. Please plan medical, dental or other 
commitments away from these dates. In case of extreme emergency, parents will be 
required to come in person and administrative approval will be necessary in order to remove 
the student from school. 
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School Departure Procedures 
Car Riders: Students that will be departing school as a car rider will be dismissed from their 
classroom beginning at 3:00pm.  All families will be assigned a private student number for a 
safe dismissal.  This number will be placed on a car tag. Guardians and authorized pick up 
persons will be permitted to have a car tag.  Please adhere to the strict speed limit of 10 miles 
per hour with no passing.  Parents/Guardians are asked to prominently display the family 
identification car tag in the front window to identify which child/children you are picking up.  A 
staff member will escort departing students to their respective vehicles so please remain in 
your vehicle at all times.  Parents/Guardians without a Family Car Tag will need to obtain one 
from the front office.    Parents/Guardians please stay in cars for safety.  Do not park in the 
driving loops or on the grass, and please do not use your cell phone. It is safer and quicker if 
everyone abides by this policy.  

1. Use your Family Car Tag each day.
2. Use your turning signal in the parking lot. It helps us know your 

intentions.
3. Use crosswalks if you are walking to enter school.
4. Stay in your vehicle and follow guidance of teachers and staff.
5. Do not text or use your cell phone in pick up line.
6. Do not conference with teachers or anyone else at this time.

If your child is not picked up by 3:30 p.m. he/she will be placed into our afterschool program.  
Note:  A daily fee of $25 will be assessed for the placement of your child into this program at 
3:30pm.  All students must be supervised at all times while on campus.  Staying after to watch 
sporting events needs to supervised by parent or the student MUST check into aftercare 
resulting in a weekly charge. 

Transportation Changes: If you have a change in your student’s transportation status 

during the day, email the homeroom teacher or fax a written notice to the front office at (321) 
768-6300 prior to 2:00p.m.   For the safety of our students, transportation changes may not be 
made by phone.

Attendance Policy and Procedures 
According to State Statute 1003.21, each parent/guardian of a child within the compulsory 
attendance age shall be responsible for their child’s attendance.  The following reasons for 
absence are valid: illness, serious injury or death in the immediate family, prearranged absences 
approved by the Principal or religious holidays.  The following are not excusable in accordance 
with State Statute: truancy, out of school suspension, missing the bus or trips to special 
occasions not approved in advance.  

Absences: Imagine West Melbourne’s average daily attendance goal is 96%. Your student’s 

attendance in school is of the utmost importance. A written excuse to the teacher dated and 
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signed by the parent or guardian is required for all absences. Absence will be excused in case 
of illness/injury of the student, illness/death in the immediate family, doctor or dental 
appointment, recognized religious holiday or other serious events beyond the student or 
family’s control. To report your student’s absence call (321) 768-6300.  If a note is not received, 
the student will have an unexcused absence for the day.  If family business should require a 
student to miss school, a prearranged absence must be requested in writing to the Principal.  

Prearranged Absences:  Absences from school for a family trip other than an emergency 

are greatly discouraged.  In almost all cases the student’s grades can suffer from being absent 
from regular classroom activity.  In some cases, advanced approval for a prearranged absence 
can be obtained from the Principal.  Attendance records will be reviewed before a permitted 
absence is granted by the Administration.  No more than five prearranged days are excused 
each year. Students are responsible for missed assignments and should check with their 
teacher(s). Anything more than 5 school days will be unexcused and you may be asked to 
withdraw your child from school if the time is more than 10 days.  Students may re-register if an 
opening exists upon their return. Please see your child’s teacher or the front office for a 
prearranged absence request form. 

Tardiness: We begin learning promptly at 8:00am.  Having your child to school on time 

ensures that they have access to a full day’s learning. Having your student at school before 
7:50a.m. will help our teachers begin the day with the least amount of disruptions. Students 
are tardy after the start of the day and a tardy slip must be obtained from the front office.  For 
every 5 unexcused tardies a student will be assigned 1 unexcused absence. Only tardies for 
doctor/dentist appointment or unusual emergency will be considered excused.  When arriving 
to school from the appointment the student must submit proof of the date/time of this 
appointment. Students with excessive tardies will be required to sign a No Tardy Contract for 
the next nine weeks. 

Returning to School After Absence: When returning to school after an absence, the 

student must bring a doctor’s note or a note from the parent/guardian stating the nature of the 
absence; otherwise the absence will be considered unexcused.  Parents/Guardians are asked to 
call in absences daily. The Principal reserves the right to approve or deny any notes for 
absences.  

Make-up Work: All students are expected to make up class work missed during excused and 
unexcused absences.  For absences due to an illness of student, an illness of an immediate 
family member or a death in the family, the student has two days to make up the work for each 

day the student is absent, not including the day of return. 

Excessive Absences: Any absence in excess of 9 days per semester, is considered excessive 
and must be accompanied by a doctor’s note.  Excessive absences may result in failure to be 
promoted to the next grade level and may also affect enrollment for the next school year and 

may need to be placed on an Attendance Contract for the next nine weeks. 
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Care of School Property 
Students are expected to respect the school buildings and property.  Containers are provided 
throughout the buildings and grounds for proper disposal of waste.  Marking or defacing school 
property is a serious offense incurring an out-of-school suspension or possible arrest.  
Restitution will also be required.  Any student who misuses school property will be required to 
make full restitution for damages.   

Clinic 
The school nurse or front office staff will be on duty to call parents when children are no longer 
able to stay at school. Please make an effort to pick up your child as soon as possible usually 
within the hour. If your child tells you he/she doesn’t feel well in the morning before school, 
please keep him/her at home as minor problems sometimes become worse as the day 
progresses. Students are not permitted to attend school within 24 hours of having a fever of 
100.0 or more. Students must be fever free without fever reducing medications (Tylenol, 
Motrin, etc.) for 24 hours before returning to school. Every child needs to have a “Student 
Medical Authorization” form and “Student Information Card” on file in the clinic.  Please 
provide more than one working emergency contact phone number and keep the school 
informed of any change in phone numbers so we may contact you in an emergency  

Medication: Imagine West Melbourne recognizes it may be necessary to administer 

medication for the physical/mental health of a student during school hours.  The school health 
staff and/or trained school personnel, as designated by the principal, are the only ones 
authorized to administer medications.  An Authorization for School Personnel to Administer 
Medication form (FC-600-1769E/S) is required for each prescription and non-prescription 
medication that is administered.  This form must be completed with all required information 
and signature(s) prior to medication being dispensed.  Any change in medication instructions 
requires a new medication authorization.  This form is available in the office or from the school 
health room.  Prescription medications must be received in the original container by the 
pharmacist. The label must be consistent with the student’s medication authorization form.  
Over-the-counter medications (including, cough drops and throat lozenges) MUST be delivered, 
signed in, and documented for appropriate dosage by the parent/guardian of the student.  
Students may not share medication with siblings or any other student. STUDENTS ARE NOT 
ALLOWED TO KEEP MEDICINE IN CLASSROOMS OR SELF-ADMINISTER MEDICATION (e.g., 
cough medicine, aspirin and other non-prescription items). 

Notification of Illness or Injury: If a student has a medical reason for not participating in 

physical education, a statement of his/her condition must be obtained from the physician. It is 
extremely important that parents/guardians inform the clinic and the classroom teacher if their 
child/children have a known medical condition so that his/her activities can be modified as 
needed.  Examples:  Severe allergies/reactions, asthmatic condition, etc. 
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Character Development 
One of the Imagine Schools’ Six Measures of Excellence is Character Development.  Teaching 
students to become moral citizens goes hand in hand with our positive behavior plan, and is the 
shared responsibility of our teachers, staff, and parents.  Discipline at Imagine West Melbourne 
is meant to be an opportunity to educate our students and inspire them toward high 
expectations.  Our Character Development Committee meets regularly throughout the school 
year to discuss and make decisions regarding character-related issues, programs, and ideas.  
Task Forces are then assembled to carry out individual projects.    We have adopted the 
“CharacterStrong” as the program and values underlying our teaching of positive behavior.  Our 
focus is on the good choices we want students to make, rather than the poor choices we want 
them to avoid. The virtues of Character that we will focus on are:  respect, responsibility, 
cooperation, gratitude, creativity, courage, kindness, empathy, perseverance, and honesty. 
Throughout the school year there will be various lessons, activities and assemblies to reinforce 
this focus.  We also have a school-wide character pledge that is recited daily in the classroom.   

Student Character Pledge 

Today I will do my best, 
to model good character, 
to help improve my surroundings, 
and take ownership in my choices. 
I AM IMAGINE. 

Classroom Transfers 
The parent of a student assigned an out-of-field teacher may request the child be transferred to 
an in-field teacher.  We will approve or deny the request and transfer the student to a different 
classroom teacher within two weeks if an in-field teacher for the course or grade level is 
employed by the school and the transfer does not violate maximum class size provisions. 

Conferences 
All parent/teacher conferences are to be scheduled directly with the classroom teacher. 
Teachers are not available for conferences during the school day except by prior arrangement. 
We encourage parents to take an interest in their child’s activities at school and would like for 
you to visit the classroom. If you would like to visit your child’s classroom, please contact the 
teacher or principal in advance.  

Contact Information Changes 
Notify the school immediately with any address, phone or email change. 

Contracts – Parent and Student 
Developing a school with the strength of family and a community that supports the attainment 
of educational excellence requires the collaborative efforts of students, parents and staff.  All 
stake holders in your child’s education must assume responsibilities if this shared goal is to be 
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achieved.  The contracts for Parents and Student in Appendix E and states these expectations 
between all Imagine West Melbourne parents, students and Imagine Schools at West 
Melbourne. 

Discipline 
Each teacher will notify parents of the expectations for their specific class.  Imagine West 
Melbourne follows the overall discipline and code of conduct recommendations listed in the 
Brevard County School District as well as our own Code of Conduct for specific matters on our 
campus.  Any misbehavior that violates the student contract in respect to the physical or 
emotional safety of any person on campus will result in immediate consequence.  Any other 
violation of the student contract may also result in consequences as outlined in the Brevard 
County School Board Student Code of Conduct.  For more details Please see Appendix A for the 
Code of Conduct and Appendix E for the Student Contract. 

Electronic Devices 
Electronic devices such as cell phones, iPods, or any other wireless communication device are 
allowed in school as long as these devices remain off at all times and kept in a book bag or 
purse where they are not visible.  These devices should be taken home each day after school.   
If the previous criteria are not adhered to, the student will be subject to disciplinary action and 
the device will be confiscated until a parent/guardian comes to the school office to pick up the 
item.  If, after being warned, a student again violates our electronic device policy they will lose 
the privilege of being allowed these devices on campus and may be suspended from school.  
School staff is not responsible if these items are lost, stolen, or broken.  Failure to comply will 
result in disciplinary action and the device will be confiscated until a parent/guardian comes 
to the school office to pick up the item.  Students may also face up to a five (5) day 
suspension if, after being warned, they again violate the electronic device policy.  

Emergencies on Campus and Closings 
When weather conditions make transportation extremely difficult and there is reasonable 
doubt as to whether school will be in session, please listen to the local television news, radio 
station updates, Remind (Imagine West Melbourne Text Alert System) or check the Brevard 
County School District website (http://www.edline.net/pages/brevard_county_schools) for 
school closing announcements.   Our school will close when Brevard County Schools close.   

Please also review our School Emergency Guide For Parents in Appendix G for more 
information. 

Extended Care 
The Extended Day Program at Imagine West Melbourne is a fee based program provided to 
those parents that need to either drop-off or pick-up their child/children at times other than 
those stated under school hours.  If you are interested in signing your child/children up for this 
program, please contact the office for an application form. 

Revised June, 2021 
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Before Care Hours: 6:30 a.m. - 7:30 a.m. 
After Care Hours: 3:00 p.m. - 6:00 p.m. 

Extended Care programs are mornings from 6:30 a.m. to 7:30 a.m. and afternoons from 
3:00p.m. to 6:00 p.m. for a fee. Pricing and registration forms are available at the front office. 
Students must be signed in and out by a parent or guardian each day. Hallways are not 
supervised before 7:30am so students should be in before care prior to this time.  

Extra-curricular Activities 
Notices will be sent home and also advertised on our website (www.imaginewm.org) as they 
arise.  

Field Trips 
Teachers may plan several field trips during the year as part of the educational program.  They 
will notify parents in advance of any trip.  Signed permission slips and payment (if applicable) 
must be received by the due date in order for the student to be allowed to participate. Due to 
deadline enforced by different venues field trip payments are non-refundable even if a student 
misses the trip due to illness. Teachers will request parent chaperones as needed. Chaperones 
must have a valid background screening 72 hours prior to the trip.  Any student who has 
multiple disciplinary referrals/suspensions will not be permitted to attend field trips. Students 
are required to wear an Imagine West Melbourne uniform on field trips unless otherwise 
stated.  Teachers may choose to designate if a spirit shirt will be allowed to be worn on the field 
trip permission forms.  Students not in the appropriate uniform the day of the field trip will 
remain at the school and all monies paid will be non-refundable. 

Imagine Schools at West Melbourne Governing Board 
All meetings and minutes of the Imagine Schools at West Melbourne Governing Board will be 
posted in the front office as well as on the school’s website. The governing board meetings are 
open to the public and dates of upcoming meeting are posted on the website. 

Inappropriate Items 
Imagine West Melbourne will follow the overall policies listed in the Brevard County School 
District Code of Conduct as well as the school specific code of conduct.  In most cases the 
classroom teacher will decide what is and is not appropriate in their classroom. Consequences 
for bringing these items will result in the following:  1st Offense - The item(s) will be confiscated 
by the teacher and returned at the end of the school day; 2nd Offense - The item(s) will be 
confiscated and only returned to a parent or guardian by the Administration. 

 Toys: Should not be brought to school unless requested by the teacher (e.g., show and
tell, educational activity, etc.); such items may be confiscated by the administration or
teacher. Any non-weapon collected will be returned to the student at the end of the
school day, but repeated misbehavior will result in additional discipline (e.g., detention,

http://www.imaginewm.org/
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suspension, etc.). This return policy will be judged on a case-by-case basis with 
parents/guardians informed, with a right of appeal to the Principal, if return is denied. 

 Chewing gum and soda: These are not allowed at school.

 Money in large amounts: Students should only bring what is needed during for
purchasing lunch or other times by the school.

 Skateboards, shoes with wheels in them and scooters are not permitted on school
property. However, if the student brings such items to school (for either a school activity
or after school leisure) they must turn it into their homeroom or another trusted
teacher to hold during the school day.

 Weapons: Pocket knives, cap guns, and any other dangerous toys, toy weapons or
weapons are not to be brought to school; Brevard County and Imagine West Melbourne
has a ZERO TOLERANCE policy on weapons of any kind on school grounds. If a student
has a knife or any other weapon at school, the situation may call for suspension,
expulsion and/or the calling of law enforcement. Students should not bring items to
school which are not required to participate in school activities or lessons. All weapons
(including toys and replicas) are prohibited. A weapon is defined as any item which
could be used to cause injury, induce fear of injury, or common items used in a harmful
or threatening way. Examples include air soft guns, knives of any kind, fireworks, box
cutters, ice picks, pepper spray, etc.

 Contraband Items: For purpose of this Code, “contraband” is any item or substance that
is prohibited by federal and/or state law, School Board rule, or this Code from being used
or possessed on School Board property, a school bus or school-approved transportation,
or at any school-related function or activity. Contraband includes, but is not limited to,
drugs, drug paraphernalia, alcohol, unauthorized non-prescription medications, tobacco,
weapons, ammunition, matches, lighters, laser beam devices, firecrackers and fireworks,
pornography, and gang- related signs or symbols.

 Hazardous Items: Baseballs, bats, lacrosse balls, yo-yos, rubber bands, knives and
other sharp objects, and weapons (including toys) are items that can be hazardous and
must not be brought to school.  Bringing a knife, gun, or any potential weapon
automatically results in a 10-day out-of-school suspension and may include
recommendation for expulsion.  Authorities may be notified.  Backpacks are subject to
inspection at any time.

 Animals: No animals may be brought to school except by special arrangement.

 Videos: Teachers will preview videos before being presented to the class.  Only movies
rated G will be permitted to be shown without parental permission. Movies with a
rating of PG or higher may be shown with parent consent.

 Mobile phones: may be carried but must be turned off and in the student’s backpack
during school. If a family chooses to allow their student to bring a mobile phone to
school, said devices are the responsibility of the student. Imagine West Melbourne is
not liable or responsible for any loss or damage. Some teachers may allow the use of cell
phones in class to further the learning experience. This is at the teacher’s discretion.

 Other electronics (e.g., mp3 players, games, cameras, etc) are not permitted on school
grounds. If any of these devices are brought to school the student will be subject to
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disciplinary action. Imagine West Melbourne is not liable or responsible for any loss or 
damage. Students who complete the Electronic Device Policy may use those devices at 
the discretion of the teacher. 

Investigations at School 
Criminal: Student discipline is the responsibility of the school administration. However, in the 

instances where a crime may have been committed, or if there is a threat of injury to a person or 
property, Law Enforcement should be involved as the trained professional to handle such 
situations. If appropriate, the principal/designee may be present during the questioning of 
students by Law Enforcement concerning crimes committed. If a student is arrested and/or taken 
into custody, Law Enforcement and school personnel shall utilize best efforts to immediately 

notify the parent/guardian. 

Administrative: If a student is suspected of violating the Code of Student Conduct, school 

officials can question him/her without first contacting the parent. The student does not have the 
right to have a parent present or a right to an attorney when questioned. 

Victim or Witness: If a student is a victim or witness, Law Enforcement or administrative 

investigators are allowed to question the student without first contacting the parent. If the 
investigation involves child abuse, the official conducting the investigation will decide who can 
be present during your interview.  If a student is a witness, the police cannot remove him/her 
from school property without a subpoena or first obtaining the consent of the parent. If a student 
is subject to arrest, with or without a warrant, the officer can remove him/her without the 
parents’ consent or the consent of school officials. The administrator/designee will attempt to 
notify the parent before the student is removed or as soon as possible after the removal. 

JUDICIAL ORDERS OF PROTECTION: The Department of Juvenile Justice will report to the 

school district all court orders in which a Brevard County School student is mandated to have “no 
contact” with his/her victim or victim’s siblings. A “no contact” order may be issued by a circuit 
judge and upon notification of such order, the school administration may remove the student 
named in the order, require him/her to attend another school, or implement other measures to 
ensure the “no contact” order is enforced. 

SEARCHES and SIEZURES: Your purse, backpack and other personal possessions can be 

searched if there is a reasonable suspicion that they may possess dugs, weapons, contraband, or 
other prohibited items or substances that are not permitted on campus. Trained sniff-screening 
dogs are allowed in the schools to prevent drugs and weapons at school. The routine checks by 
the dogs are considered a search by law. They are safety preventions to give you a safe and 
healthy school in which to learn.    (FS 1006.09) 

Abuse Reports:  Please be aware that all schools in the Brevard County School District are 

required by law to report all incidents of student health which are questionable or suspicious in 
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nature.  This includes students who display age inappropriate behaviors, evidence of bruising, 
inadequate hygiene, emotional distress, and students repeatedly without lunch or lunch 
money. 

Late/Missing Work 
Opting out of assignments is not an option for students at Imagine West Melbourne. Our 
teachers strive to create assignments that are compelling and challenging, and that help 
students master grade level standards. Students who have late or missing work may be 
required to come before school, stay after school, or work on assignments while eating lunch in 
order to complete the requirements for each class.  

Lunch/Breakfast Program 
Imagine West Melbourne offers healthy meals every school day. Students will be assigned a 
lunch period. Due to safety concerns we are not able to heat lunches for students. Please do 
not send items that require heating. Hot lunches are offered throughout the year. Families are 
welcome to eat lunch with their child (see Visitor Procedure). Parents are encouraged to fulfill 
their volunteer requirements by assisting in the lunch room. All of our breakfasts and lunches 
are prepared and served according to sound, sanitary and nutritional principles which are 
designed to make eating at school an enjoyable experience. Lunches will be prepared fresh, on 
campus.  Breakfast and lunch at Imagine West Melbourne are FREE for all students under the 
National School Lunch Program. For more details, please go to our website at 
www.imaginewm.org and click on the family portal link, then lunch program.  

Regular Breakfast and Lunch Program: Breakfast and lunch are served daily.  EVERY 

child qualifies for FREE breakfast and lunch under the CEP provision of the National School 
Lunch Program.  Our cafeteria staff serves fresh, nutritious food to our students and faculty.  

ATTENTION: Due to federal requirements, only milk is served at lunch. If a student is lactose 
intolerant and has a doctor's note (on the doctor's letterhead or prescription pad) the student 
will be served a non-dairy product (again, ONLY if they have a note on file). The notes may be 
brought to the front desk or faxed to the school. 

Lost and Found 
Please write your student’s FIRST and LAST NAME on their lunch box, notebooks and all clothing 
(e.g., jackets, sweaters, uniforms, etc.). Many of these articles are lost and unclaimed each year.  
Lost articles may be claimed in the office when properly identified.  Any items left after 30 days 
will be donated to a local charity.  If students find money or articles that other students have 
lost on the school grounds, they are required to take these items to the office. 

Media Center/Library 
Library books may be checked out from the media center.  Books must be returned on time and 
in good condition.  If a book is lost or destroyed, the student will be required to pay the full 
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replacement cost. Parent volunteers are welcome and encouraged to fulfill their volunteer 
requirements by shelving books in the media center. 

Network Usage
Students are responsible for proper behavior on school computer networks just as they are in a 
classroom or school hallway. Communications on the networks are often public in nature. 
General school rules for behavior and communications apply. The network is provided for 
student to conduct research and communicate with others. Independent access to the network 
services is provided to students who agree to act in a considerate and responsible manner. 
Parent permission is required for minors. Access is a privilege, not a right. Access entails 
responsibility; each individual user of the computer network is responsible for his/her behavior 
and communications over those networks. School staff will act as a guide, but cannot be a full 
time guarantee. 

Network storage areas may be treated like school lockers. Network and School administrators 
may review files and communications to maintain system integrity and ensure that users are 
using the system responsibly. Users should not expect that files stored on school servers are 
private. The school has the right to check the computers in order to determine what materials 
and who accessed has sites. During school or any related activity, teachers of younger students 
will guide them toward appropriate materials.  Outside of school, it is the families’ 
responsibility to guide the children as they are exposed to the internet, movies, television and 
other potentially offensive resources. 

The following are not permitted: Sending or displaying offensive messages or pictures while on 
campus or off campus if related to the school campus or students. Offensive is anything which 
is or could be perceived as violent, pornographic or otherwise offensive to a reasonable person; 
Using obscene language; Harassing, insulting or attacking others; Damaging computers, 
computer systems or networks; Violating copyright laws; Using another person’s passwords; 
Trespassing in others’ folders, work or files; Intentionally wasting limited resources; Employing 
the network for commercial purposes; Installing or attempting to install unauthorized software 
on school computers. 

Consequences for Violating Permitted Use: Violations may result in a loss of access; Additional 
disciplinary action may be determined in line with existing practice regarding any inappropriate 
language or behavior, in accordance with the policy stated in the student handbook; 
Students/parents may be responsible for paying for the repair of damaged files, programs 
and/or equipment caused by misuses; When applicable, law enforcement agencies may be 
involved. 

Inspection of Wireless Device: When there is reasonable suspicion that a student has used a 
cell phone or wireless communication device in violation of the Code of Conduct or other 
school rules, or for an unlawful purpose, the school administration may review the phone’s call 
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log, voice messages, text messages, photographs, and any other applications in furtherance of 
its investigation of the suspected violation. 
Note: School staff is not responsible or required to investigate any electronic item if these 
items are lost, stolen, or broken.  

Office Telephone 
Students will NOT be allowed to use the office telephone to phone home regarding forgotten 
assignments, homework, or projects.   Furthermore, it is most difficult for us to accept 
messages for individual students without interruption of the classroom instructional program.  
We appreciate your cooperation in not asking us to deliver a message to an individual student, 
except in an emergency. 

Parental Involvement 
Parent Choice Committee (PCC): The greatest portion of your child’s day is spent at 

school.  Together we take on the responsibility for his/her growth and development. Working 
and planning together for the good of our students and the enhancement for our children’s 
education is the function of our Parent Choice Committee.  Committee Leaders are selected 
each school year. The PCC is happy to contribute to the welfare of the school by organizing parent volunteers and 

coordinating academic and fundraising activities. Please join us and help make our school the best that it can be. Membership 
applications and more information is available in the front office.

Volunteering: Adult involvement is an essential element for the success of our students at 

Imagine West Melbourne.  The Charter School Board has determined that 20 hours per family 
constitutes the minimal acceptable level of participation per family from July 1st to May 31st.  
Adult involvement is mandatory for your child/children in grades Kindergarten to 6th grade, to 
attend Imagine West Melbourne.  If volunteer hours are not met, student(s) will not be 
enrolled for the next school year and will be placed on grade level waiting list. It is the 
volunteer’s responsibility to log their completed hours in the Parent Volunteer Raptor System. 
The system is located in the front office.  Volunteers are required to sign in and out of the front 
office.  Visitor badges must be worn and visible at all times. Visitor badges are only issued after 
a valid photo ID has been scanned. 

Parties and Celebrations at School 
Students may bring in a snack for their birthday.  If they choose to bring a snack, please keep in 
mind the use of healthier snack choices.  They will not be allowed to serve their snack during 
lunch due to federal lunch regulations. Please pre-arrange any classroom birthday celebrations 
with the teacher. Teachers will make the final decision on parties appropriate to the children 
and related events.  Teachers will decide on days and times that may best suit the needs of the 
grade level. Birthday parties are not to be held at school for any grade level.  However, any 
parent wishing to send cupcakes, cookies and/or drinks to celebrate a birthday can contact the 
teacher for approval in advance. 
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Pledge of Allegiance
Each morning the Pledge of Allegiance will be recited in class. Per state law those students that 
wish not to participate in the reciting of the pledge of allegiance are excused from standing and 
placing their right hand over their heart upon written request by their parent.    

Religious Observations 
Our school community recognizes and supports the value of learning about diverse cultures, 
customs and world religions. Where appropriate in the instructional program, teachers may 
wish to examine observances of the world’s major religions, with particular emphasis on those 
represented by students in the classroom, our school and community. Through instruction, 
students must be provided with opportunities to understand the ways in which people are 
similar as well as the ways they are different.  The following information may be appropriately 
shared: Name of the holiday; Purpose of the holiday; When the holiday is held (date and 
location); Who participates in the holiday; Traditions associated with the holiday; How the 
holiday reveals the historical experience and culture of its followers; Regional differences in the 
recognition of the holiday.   

While religious holidays may be acknowledged as described above, they may not be observed.  
This means that religious symbols such as crosses, nativities and menorahs may be used as 
teaching aids in the classroom provided that the symbols are displayed as examples of the 
cultural and religious heritage of the holiday and are temporary in nature (temporary being the 
period that the instructional unit is in progress).  Religious symbols may not be used as 
decorations.  Symbols of religious holidays that have acquired a secular meaning such as 
Dreidels, Santa Claus and Christmas Trees are permissible decorations. 

In addition, music, art, literature and drama with religious themes may be included in teaching 
about religion, provided that they are presented in a religiously neutral, prudent, and objective 
manner, and related to sound, secular educational goals.  Religious music or drama may be 
included in school events, such as holiday programs, as long as they are part of the secular 
program and not focused on any one religion or religious observance.  Such events must not 
promote or denigrate any particular religion, serve as a religious celebration, or become a 
forum for religious devotion. Students’ participation should be voluntary in the recognition of 
any holiday.  At all times, the major goal of this policy and all activities is to promote sensitivity, 
respect, and tolerance for all. 

Report Cards and Progress Reports 
There are four grading periods (quarters). Report Cards will be sent home after each 9-week 
grading period.  In addition, students receive a Progress Report approximately 4-5 weeks into 
each quarter. For exact dates see the school calendar at www.imaginewm.org .  Edline Grade 
Reporting System is utilized to provide parents access to monitor their student’s grades and 
attendance.  All others will be sent home with the students. When there is a concern regarding 
the grades or the child’s report card, please contact your child/children’s teacher to schedule a 
conference. 
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Resolving Issues 
Many misunderstandings and problems can be resolved through discussion between the parent 
and teacher/or other appropriate school personnel.  These guidelines are step-by-step 
procedures to assist you when you are attempting to solve a problem.  Please make every effort 
to gather accurate facts as possible. 

Step One: Contact the teacher or staff member involved.  Many times this is a part 
of gathering facts. 

Step Two:  If further clarification is desired, you are advised to schedule a 
conference with administration to resolve any additional issues. 
Administration will either help you resolve the issue or schedule 
additional meetings, including with the Principal if necessary. 

Step Three:  Contact the Principal to discuss or schedule a meeting. 
Step Four:  Contact the Governing Board or Parent Liaison whose email address can 

be found on the school’s website. 

Most issues are satisfactorily answered at Step One.  Our teachers are always open and willing 
to communicate.  The other steps are provided as an additional means of addressing your 
concerns. Parents should never engage another student or parent directly over any issue and 
should follow the procedure outlined above. 

Two Florida laws (Statute (12) 228.091 and Statute (2) 877.13) address the issue of verbally or 
physically abusive parents, guardians, or other persons acting on behalf of a student.  While 
such situations are rare if any parent is acting abusive they will be asked to leave the school; the 
principal will follow-up in writing advising the parent that they are not welcome back unless 
their behavior changes.  If the parent returns and continues to be disruptive, law enforcement 
will be called and asked to take appropriate action. 

School Payments and Returned Checks 
Cash, Personal Checks, and Money Orders will be accepted for all financial transactions. Money 
Orders must be made out to: Imagine West Melbourne. Please see Appendix C for more detailed 
information on school policies for payments and returned checks.  

Student Progression Plan 
Imagine West Melbourne follows the Brevard County School District Student Progression Plan 
in regards to student promotion/retention. A copy of the full student progression plan may be 
found on the Brevard School District website. Please see Appendix B for more information on 
the Student Progression Plan.  
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Supplies 
Students in all grade levels will be responsible for providing a minimal supply list.  A copy of this 
year’s grade level specific supply list can be found on our website: www.imaginewm.org  

Textbooks 
Students may be issued textbooks without charge.  The student is responsible for the books 
assigned to him/her.  It is expected that students will take good care of their books and return 
them in clean, unmarked, condition.  If a book is lost or destroyed the parent will be expected 
to pay the full replacement price of the textbook. Parents/guardians will be assessed the 
amount required to replace the lost or damaged textbooks.  Students will be put on the 
school’s enrollment waiting list for the next school year if there is a balance. 

Volunteer Hour Requirement 
Families are required to provide 20 hours of volunteer time per family for the school.  
Throughout the year there will be many opportunities to fulfill these hours.  These can be done 
through school-wide events, field trips, support in the classroom, support in the lunch room, 
campus clean up days, etc.  Parents will be able to track their hours through the RAPTOR 
program when they enter campus.  They will also have the ability to track these hours online.  
Failure to fulfill your 20 hour obligation before the end of the school year will result in the loss of 
automatic re-enrollment for the next school year. 

Website 
Please feel free to visit our school website - www.imaginewm.org - for copies of this manual, 
announcements, teacher updates and websites, and other important information.

Withdrawals/Moving 
Please contact the office at least three days before a move is planned so that textbooks and 
library books and other materials can be returned. You will need to complete an “Exit Form” so 
that we can send all necessary records to your child’s new school.  

Uniform Policy
Please see Appendix F for more specific details related to the required Uniform Policy at Imagine 
West Melbourne. 

A higher standard of dress encourages greater respect for individuals, students and others, and 
results in a higher standard of behavior. We believe that all students have the right to a safe, 
healthy school environment. We believe that all students have the responsibility to dress 
appropriately and uphold basic standards of cleanliness and proper grooming, including all 
uniforms must be clean and pressed at all times. A students’ dress and appearance should not 
cause disruption or distraction from the educational process at Imagine West Melbourne.  The 
appearance of the members of the Imagine West Melbourne family is of paramount importance 
as we believe that pride in our appearance is fundamental to good character development and 
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success. Please make sure that your child is in dress code before he/she comes to school. 
Students who do not comply with dress code will be disciplined per the Imagine West 
Melbourne Code of Conduct. (Appendix A) Thank you for your attention to this matter.  

The following is the uniform policy that is endorsed by the Board of Directors and will be strictly 
enforced by the administration and faculty of Imagine West Melbourne. Students are required 
to follow this policy, and failure to do so will result in administrative action taken against all 
uniform violations. All school clothing (tops) must be purchased from the Imagine West 
Melbourne official uniform vendor. Students who violate the uniform policy will receive 
consequences in addition to their parents being called to bring appropriate clothing. 

Please Note: Imagine West Melbourne is a uniform school, therefore appropriate 
uniforms must be purchased for the school day from the school adopted uniform 
vendor. Students and parents must follow the uniform guidelines outlined in the student 
and parent handbook each and every day. Parents must understand that they may be 
called to pick up their child from school should their child not wear his or her uniform to 
school. 

*Imagine administration and staff reserves the right to determine whether any item of 
clothing, shoes, backpack, and lunchbox is inappropriate for our school. All uniforms must be 
worn in the way they were intended-i.e. shorts/pants not rolled or sagging, etc.

Dress code violations:  Any dress code violation that cannot be corrected immediately will 
result in a call home and the student will not be admitted to class until the violation is 
corrected.  
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Imagine West Melbourne Code of Conduct 
Imagine West Melbourne is honored to help parents educate their children and seeks to work 
closely with parents to keep every student safe, both emotionally and physically. In addition, 
we work together to promote student growth in character development.  It is for these reasons 
that we want to communicate clear expectations for every student attending Imagine West 
Melbourne.  It is critical that all families abide by the student behavior, student dress code and 
parent participation guidelines of the program, and failure to do so may result in the loss of 
automatic re-enrollment for the next school year, and potential loss of your seat at Imagine 
West Melbourne at semester break. 

Imagine West Melbourne has developed a Code of Conduct and Behavior Expectations Plan to 
establish and maintain academic and behavioral excellence.  Because Imagine West Melbourne 
is a school of choice, these guidelines will be upheld, and any student choosing to behave in 
manners prohibited by the School risk the privilege to attend the School. Please see various 
levels of infractions and consequences below. 

Any misbehavior that violates the student contract in respect to the physical or emotional 
safety of any person on campus will result in immediate intervention.  Any other violation of 
the student contract may result in the loss of automatic re-enrollment for the next school year, 
and possibly a loss of your child’s seat at Imagine West Melbourne at semester break. 

We care deeply about each student at Imagine Schools.  It is our goal to encourage each child’s 
character growth.  One way to do this is by expecting appropriate behavior and having natural 
consequences for inappropriate behavior.  A safe, orderly climate creates a friendly, effective 
school.  The School wide discipline plan is based on character traits taught to all students.  These 
include: RESPECT, HONESTY, RESPONSIBILITY, FRIENDSHIP, CARING, TRUST, AND CITIZENSHIP. 

We believe that students have the right to learn and the right to be safe.  Everyone should be 
able to come to school, learn, and return home without being hurt, bothered or frightened.  In 
order to ensure the right of teachers to teach and students to learn and to encourage them to 
become responsible citizens, we have established school-wide rules.  There will be recognition, 
rewards, and other positive reinforcements to foster a positive school climate. 

Please remember that one of Imagines’ Shared Values is “Justice”.  This means that every child 
and discipline action will be treated individually. 

Policy Statement 
The Code of Conduct at Imagine West Melbourne exists to protect the rights of all students and 
adults and to establish a safe well-ordered environment where students and teachers can focus 
on quality teaching and learning.  Mutual respect, good manners, and positive behavior are 
essential elements of daily life at Imagine West Melbourne. School authorities will hold 
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students and parents strictly accountable for any action that interferes with the learning 
process, good order, and/or the day-to-day operations at Imagine West Melbourne. 

School-Wide Discipline Procedures 
The following procedures are to be followed in matters of discipline throughout the school.  
Imagine Schools is in the business of helping parents educate their children.  Focusing on 
developing the whole child, parents, teachers, and students will work together to consistently 
reinforce our school behavioral expectations.  At Imagine West Melbourne, our use of discipline 
serves to strengthen the bond between student and teacher and educate children on the 
natural consequences of their actions. 

All-School Behavior Expectations 
1. Students will help create a positive atmosphere that maximizes teaching and learning.
2. Students will show pride in our school by treating school property and learning materials

with care.  Students will share responsibility for keeping our school building in order.  This
includes keeping the school clean and free of litter!

3. Students will each take responsibility for making Imagine West Melbourne a Bully-Free
School by showing care and consideration for fellow students, and immediately reporting
any and all incidents of bullying.  They will keep gossip and rumors to themselves and use
words that help but never harm.

4. Students will show respect for themselves and others by using an appropriate voice level
and by using respectful language and gestures.

5. Students will respect other people’s property by asking permission before borrowing their
belongings and using care when borrowing things that do not belong to them.

6. Students will respect the personal space of others by keeping all body parts and objects to
themselves.

7. Students will exhibit self-control to maintain their own safety and the safety of those
around them.

8. Students will wear school uniform shirt, slacks, and shoes in appropriate colors, and will
keep shirt tucked in at all times.  They will follow the Uniform Policy as outlined.

9. Students will show Respect, Responsibility, and Safety.

After-School Classroom Detention (Teacher Assigned) 
After school classroom detentions are assigned by the teacher for level 1 offenses after other 
interventions have been unsuccessful and documented.  Classroom detention will be served on 
Mondays through Fridays and will last between 30 and 45 minutes.  The staff member assigning 
the detention will determine the exact date and time of the detention and will notify parents 
accordingly. 

After-School Administrative Detention (Administrator Assigned) 
After school Administrative Detention will be held from 3:30 PM to 4:15 PM after school for 
all students.  If your child is not picked up promptly at 4:15 PM, your child will be sent to 
After Care and a fee will be charged if they are not registered for the program.  Students who 
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miss an after school detention due to a medical appointment will be permitted to reschedule 
the detention.  A note from the medical provider, including the time/date of appointment will 
be required.  Students may reschedule a detention ONLY ONE TIME.  If the student fails to 
attend the rescheduled detention, he/she will be subject to further disciplinary action. 

It is our philosophy that school should be: 
 A safe atmosphere where there is respect for the dignity of all.
 A positive learning environment, where everyone is held responsible for his/her own

behaviors and their consequence, in a consistent manner.
 A place where the entire school community participates in and supports the school’s

discipline policies.

To support these beliefs, this year Imagine West Melbourne maintains a formal Behavior 
Management Plan. 

We have prepared an outline of the Behavior Management Plan for your information.  Please 
read this carefully and discuss it with your child.  Please reinforce to your child that their 
education is important to all of us, and that he/she will be held accountable for their 
participation and conduct in all school activities. 

We ask for your cooperation and support of the Behavior Management program.  If you require 
more information, please contact us and we will answer any questions you may have. 

Anti-Bullying Policy 
Imagine West Melbourne teachers and staff has made a commitment to provide a bully-free 
school for all of our students.  Bullying is defined as deliberate hostile activity, repeated over 
time, and marked by an imbalance of power, intent to harm, and/or threat of aggression.  This 
can happen on or off the school property if it adversely impacts the educational environment at 
school for students and staff.  This may include, but is not limited to, pictures, rumors, 
repeatedly teasing another person, name calling with profanity, and purposeful exclusion.  This 
includes repeated acts of hazing that do not result in bodily injury or harm.  We have adopted a 
no-tolerance policy when it comes to all types of bullying behavior (physical, verbal, relational 
aggression, sexual harassment, and cyber bullying).  This policy will be supported through direct 
education, immediate consequences, and strong school-wide character development, in order 
to create and maintain a physically and emotionally safe learning environment. 

The following steps may be taken when dealing with bullying incidents: 

 If bullying is suspected or reported, the incident will be dealt with immediately by the
member of staff who has been approached

 A clear account of the incident will be recorded and given to the teacher

 The teacher and/or administrator will interview all concerned and will record the incident

 Parents will be kept informed
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 Disciplinary measures will be used as appropriate and in consultation with all parties
concerned

Reporting: Parents should communicate with the school immediately when a child reports a 
bullying incident.  The parent may communicate with the child’s teacher, assistant principal, 
principal or other school level administrator. Students who witness bullying are expected to 
report the incident immediately to a teacher or other staff member. 

Students who have been bullied will be supported by: 

 Being provided an immediate opportunity to discuss the experience with a member of
appropriate staff

 Reassuring the student

 Offering continuous support

 Restoring self-esteem and confidence

Students who have bullied will be helped by: 

 Discussing what happened

 Discovering why the student became involved

 Establishing the wrong doing and need to change

 Informing parents or guardians to help change the attitude of the student

 Offering training in replacement behaviors

The following interventions or disciplinary steps may be taken for bullying: 

 Mediation

 Assigning a helping or caring activity to replace the bullying behavior

 Official warnings to cease offending

 Detention

 Participation in a social skills group

 Exclusion from certain areas of school premises

 Suspension

 Expulsion

Attendance and Tardies 
 Attendance will be taken daily, and teachers will also keep track of student tardies.

 If students need to leave class for any reason, or may be late to class they must have a note
from a faculty member in order to be excused.

 Students that have excessive absences or tardies will be placed on a contract to ensure they
are in school on time on a daily basis.
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Bathroom Procedures 
Students who need to use the restroom during class need to notify the teacher and receive 
permission.  All students are to respect the restroom areas.  If these areas are destroyed or left 
a mess, appropriate consequences will follow. 

Behavior in Classroom 
Teachers will immediately address the student’s misbehavior in their classrooms.  If the 
targeted behavior is of a serious nature or if the behavior continues to escalate after teacher’s 
intervention, the student will be referred to Administration. 

Cafeteria Behavior 
Students entering the cafeteria will walk quietly to their table or the lunch line.  Students will sit 
at their assigned tables.  Students will wait for an adult to dismiss them from lunch to ensure 
that the cafeteria and open lunch area have been cleaned up properly. 
While eating, all students will obey the following rules: 

• Eat only your own food. No trading.
• Raise your hand if you need help.
• Use positive, helpful words only.
• Use voices that can only be heard at your own table.
• Eat with appropriate table manners.
• Clean up the area around you.

Cheating 
Cheating is an offense which shall be handled by the school in whatever manner will best serve 
the interest and development of the student consistent with law and policy. 

Cyberbullying
The use of information and communication technologies such as e-mail, cell phone, instant 
messaging (IM), defamatory personal web sites and defamatory online personal pooling web 
sites, to support deliberate, repeated and hostile behavior by an individual or group, that is 
intended to threaten or harm others, or which substantially disrupts or interferes with the 
operation of a school or an individual student’s ability to receive an education. 

Imagine West Melbourne is committed to providing a safe, positive, productive and nurturing 
educational environment for all of its students.  We encourage the promotion of positive 
interpersonal relations between members of the school community.  Aggressive behavior 
toward a student or students as a whole, whether by other students, staff, or third parties is 
strictly prohibited and will not be tolerated.  This prohibition includes physical, verbal and 
psychological abuse.  We will not tolerate any gestures, comments, threats, or actions, which 
cause bodily harm or personal degradation.  This policy applies to all activities in the School, 
including activities on school property or while enroute to or from school sponsored activities 
and those occurring off school property if the student or employee is at any school sponsored, 
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school approved or school related activity or function, such as field trips or athletic events 
where students are under the school’s control, or where an employee is engaged in school 
business. 

Aggressive behavior is defined as inappropriate conduct that is repeated enough or serious 
enough to negatively impact a student’s educational, physical or emotional well-being.  This 
type of behavior is a form of intimidation and harassment, although it need not be based on 
any of the legally protected characteristics, such as sex, race, color, national origin, marital 
status or disability.  It would include, but not be limited to, such behaviors as stalking, 
bullying/cyberbullying, intimidating, menacing, coercion, name-calling, taunting, making threats 
and hazing. 

Any student who believes she/he has been or is the victim of aggressive behavior should 
immediately report the situation to the principal or assistant principal.  The student may also 
report concerns to a teacher who will be responsible for notifying the appropriate 
administrator.  Every student is encouraged and every staff member is required to report any 
situation that they believe to be aggressive behavior directed toward a student.   

Detention of Students 
A student may be detained up to one hour after school has been dismissed.  An effort shall be 
made to notify one of the student’s parents prior to the detention.  Transportation of students 
following detention is the responsibility of the parents or guardians. 

Disciplinary Action 
Discipline is the responsibility of all personnel in the school.  Student conduct, in the classroom 
is the teacher’s responsibility.  Teachers are expected to use Responsive Classroom in the 
classroom to improve student behavior. After verbal modeling, redirections, and physical 
modeling actions are taken and a student continues to be disruptive, he/she may receive a logical 
consequence, or be referred to an administrator.  A referral should be considered as a last resort 
after all other interventions have been attempted, or the severity of the infraction warrants 
administrative intervention.  Any misbehavior that violates the student contract in respect to the 
physical or emotional safety of any person on campus will result in immediate administrative 
intervention.  Any other violation of the student contract may result in a loss of automatic re-
enrollment into Imagine West Melbourne and/or loss of a student’s seat at Imagine West 
Melbourne at semester end.  The following types of discipline may be used: 

DETENTION: Students can receive a detention either after school and/or during lunch. Please 
note that if your child misses their assigned detention, s/he will be issued an additional one. 
Please remember that if your child receives 3 detentions, s/he will be assigned a one (1) day out 
of school suspension. The parent is responsible for transportation when a student has detention. 
You must make arrangements to pick your child up in the front office.  Students not picked up on 
time will be sent to aftercare and you will be charged a fee. 
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STUDENT WORK ASSIGNMENT: An administrator may assign a student to a work detail at the 
school.  The parent will be notified of this assignment.  The administrator will decide who will 
supervise the work. 
REMOVAL FROM CLASS: A teacher may require that a student be removed from class if it has 
been documented that behavior has seriously disrupted the teaching or learning in the 
classroom. If a student is removed from a class, the principal/designee may place him/her in 
another appropriate classroom, in-school time out or the principal/designee may recommend 
suspension or expulsion.  
OUT OF SCHOOL SUSPENSION: Students can be suspended from school for up to ten (10) days 
at a time. Throughout the duration of an out-of-school suspension, the student may not come 
onto IWM owned property or attend any activities. The student is also prohibited from attending 
athletic events, extra-curricular activities, or any other school related function until the 
suspension is completed. Students may continue learning activities in the form of at-home 
assignments, during periods of suspension. During out of school suspension, it is the 
responsibility of the parent to pick up assignments from the school. All assignments must be 
turned in at the end of the suspension period according to the make-up policy or as directed by 
the principal/designee. All assignments will be graded and appropriate credit given. 

Students serving Out of School Suspension of 3 days or more will have only 3 days to make up all 
classwork missed. Any missed tests will have to be made up after school at the teacher’s 
discretion.  

Dismissal Dispute Resolution Process 
Parent and other stake holders are encouraged to utilize the Imagine West Melbourne dispute 
resolution process as listed below: 

 Student’s Teacher

 Dean/Assistant Principal

 Principal

 Regional Director

Due Process
It is our goal to provide the best possible learning environment for your child.  Behavior 
problems have a negative effect on the individual, and others too.  This program is being 
implemented to provide behavioral intervention and support towards appropriate behavior in 
the school setting.  We look forward to working in partnership with you and your student in 
realizing this goal. 

False Accusations 
Accusations or charges made by a student against a teacher, administrator or other school 
personnel shall be reported to the Principal or designee, who shall conduct a complete 
investigation of the accusations or charges made by the student.  Any student found to have 
intentionally made false accusations or charges that jeopardize the professional reputation, 
employment, or professional certification of a teacher, administrator or other school personnel, 
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shall be subject to disciplinary action for a serious breach of conduct which may include a 
recommendation of expulsion or assignment to an alternative learning center school operated 
by the district. 

False Alarms 
Pursuant to the 1991 Uniform Fire Code Section 13.203, false alarms shall not be given, 
signaled, or transmitted or caused or permitted to be given, signaled or transmitted in any 
manner.  Under the law, false alarms are misdemeanors are subject to a maximum fine of 
$250.  Such action or involvement by a student will result in disciplinary action, which includes 
detention, suspension, expulsion, or arrest.  A bomb threat is considered a felony. 

Inciting Others or Disruptions 
A student who counsel another person to riot, disrupt, or be absent or otherwise violate school 
rules, or who disrupts or interferes with the lawful administration or functions of the school 
shall be subject to suspension or expulsion depending upon severity of the act. 

Misconduct 
Actions by students which are insubordinate or show disrespect for others or general 
misconduct which disrupts the learning situation shall not be tolerated.  If the situation cannot 
be handled by the teacher, it shall be referred to an administrator.  Definite corrective action 
appropriate to the individual situation shall be taken which may include suspension or 
expulsion. 

Misrepresentation 
Misrepresenting oneself by cheating, copying, plagiarizing, counterfeiting, or using false 
identification is considered a serious offense.  The penalty for committing any of the above 
mentioned offenses will result in disciplinary action. 

Office Referrals Procedures 
Please note that office referrals are for extreme cases only.  An office referral is the 
consequence for infractions that fall far outside of the norm of our school wide behavior 
expectations.  These referrals will result in documentation, behavioral interventions, and 
ultimately leading to a potential loss of a student’s seat at Imagine Schools at West Melbourne.  
The consequence will be appropriate for the behavior and the individual child, as determined 
by the School Leadership Team.  Imagine West Melbourne wants to establish academic 
excellence and be well known for the student’s practices of good character. We appreciate your 
cooperation in helping to reinforce the Imagine Schools’ Code of Conduct. Please refer to the 
Brevard County School Board’s Code of Student Conduct Lists violations and details state 
reporting requirements as well as Imagine West Melbourne Code of Conduct and Behavior 
Expectations. 
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Out-of-School Suspension (OSS) 
An out-of-school suspension requires that the student work in his/her home under the 
supervision of a parent/guardian.  This disciplinary measure is extremely serious and should be 
treated as such.  During the time of the suspension, the student will forfeit all school activities. 
At Imagine West Melbourne we make every attempt to keep students actively engaged in the 
learning process, however, for disruptive behaviors that are continuous after previous 
interventions have been unsuccessful or students that consistently display extreme behaviors, 
they may be suspended from school. 

Parent and Student Responsibility 
Parents and students must be aware of both the Code of Conduct for Brevard County School 
District and Imagine West Melbourne’s Code of Conduct and Behavior Expectations. Parents 
and students are required to sign the Parent and Student Handbook that outlines these 
expectations. Failure to comply with the Code of Conduct may result in the following: 

 Cafeteria/Campus Clean-up duty

 After School Classroom Detentions

 After School Administrative Detention

 Out of School Suspension

 Expulsion/Loss of a student’s seat at Imagine West Melbourne at semester break.

Parental Notification
The principal or the principal’s designee shall immediately notify the parent of a student who is 
removed from school, school transportation, or a school-sponsored activity and taken to a 
receiving facility for an involuntary examination pursuant to s. 394.463. The principal or the 
principal’s designee may delay notification for no more than 24 hours after the student is 
removed if the principal or designee deems the delay to be in the student’s best interest and if 
a report has been submitted to the central abuse hotline, pursuant to s. 39.201, based upon 
knowledge or suspicion of abuse, abandonment, or neglect. 

Consequences 
At Imagine West Melbourne, teachers and other staff members are empowered to successfully 
deal with most discipline problems on their own, without the intervention of the School 
Leadership Team.  Our collective goal is to keep children in the learning environment at all 
times.  Please refer to the following list of infractions and their consequences.  The list of 
infractions is not exhaustive, but contains the behaviors most often included in school-wide 
plans.  Parents should also refer to the Brevard County Code of Student Conduct for further 
information on district level offenses.  Note that the consequences at Imagine West Melbourne 
are meant to educate rather than punish.  We also reserve the right to impose alternative 
consequences.  

Consistent communication among and between teachers, support staff, the leadership team, 
and parents is essential to the success of the Imagine West Melbourne School-Wide Code of 
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Conduct and Behavior Plan.  All adults share the responsibility of communicating information 
about student infractions to relevant stakeholders in a prompt, positive, and professional 
manner.  The underlying purpose of this communication should always be in the best interest 
of the student and his/her individual improvement. 

Definitions and Guidelines for Consequences 
• Verbal Warning

o Clear verbal correction of problem behavior
o Meant to educate student
o Delivered in a professional tone
o When possible, includes a reference to IWM’s Core Virtues and Character focus

• Classroom Consequence
o Brief time out or similar refocus opportunity
o Should allow student a moment to reflect and/or regain composure
o Avoid embarrassment and disruption of learning environment for others

• Student Sent to Time-Out Classroom
o Should be organized ahead of time with a teammate
o Ideally student should bring work or journal
o Avoid embarrassment and disruption of learning environment for others
o Infraction documented in some way (note on tracking card, note in the agenda,

etc.)
o Family contacted in written and/or verbal format
o Set planned discussion time

• Planned Discussion
o One on one discussion with student/without class present
o Takes place on neutral “turf”
o Takes place when both parties are calm/not directly following an incident
o Brief but clear explanation of problem behavior
o Time allowed for student to talk/not a lecture
o Tie discussion to 6 Pillars of Character
o Family contacted in written and/or verbal format

• Logical Consequence/ Loss of Privilege
o Chosen by teacher/staff member
o Appropriate for student’s developmental level
o Fits the infraction

• Detention
o Issued only when previous consequences have been used and behavior has

continued, or for Level 2 infractions.
o All detentions must be scheduled with advanced notice given to parent, and

confirmation received from the parent.
o All detentions must be logged in some way by the teacher and/or team and kept

for documentation purposed.  This may be done electronically or in written
format.
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o All scheduled detentions must be communicated to a member of the School
Leadership Team.

Public Display of Affection 
Public Display of Affection (PDA) is in poor taste.  Students who continue to engage in PDA after 
being warned by the teacher shall be referred to the appropriate administrator.  If the problem 
continues after a warning, it shall constitute an act of misconduct, which may result in 
suspension. 

Repetitive Administrative Referrals 
Students who have three (3) or more referrals identified in the code of conduct handbook within 
a 9-week period may be referred to the Principal for potential loss of the student’s seat at 
semester end. 

Imagine reserves the right to call parents to pick up their child if their conduct / behavior is such 
that they are asked to leave the classroom.  If parents refuse to pick up their child and / or do not 
return phone calls that were made from Imagine in an attempt to contact them, then the Brevard 
County Sheriff’s Department or the Department of Children and Families will be contacted. 

Theft or Pilfering 
A student involved in the act of stealing or in possession of stolen property may be suspended 
from school.  Parents or guardians may be requested to come for a conference with school 
officials.  Efforts shall be made to secure reimbursement or replacement of the money or items 
taken.  Criminal charges may be filed.  The student may be recommended for expulsion. 

Threats 
Serious threats made by a student against the life of another student, teacher or other school 
personnel shall immediately be reported to the appropriate administrator.  Definite corrective 
action appropriate to the individual situation shall be taken which may include suspension or a 
recommendation for expulsion.  The school administrator shall inform the person to whom the 
threat was directed of the situation.   

Tobacco/Smoking Regulations 
Imagine Schools at West Melbourne promotes and maintains a smoke-free environment, 
therefore, students are prohibited from smoking or using tobacco products or having tobacco in 
their possession at any time during the school day or at any school sponsored activities.  Before 
and after school, students are not to use or be in possession of tobacco products on the school 
grounds.  Violations will result in disciplinary action. 

Vandalism and Tampering 
Any deliberate or wanton abuse of school or private property shall be considered vandalism.  
Cases of vandalism by students shall be reported to the appropriate administrator as soon as 

Revised June, 2021 



36

possible.  Action, regardless of the value of the damage, may result in suspension of the student 
from school.  The parent or guardian shall be requested to meet with the school officials to 
make arrangements for restitution for damage.  Criminal charges may be filed; the student may 
be recommended for expulsion. 

Verbal Abuse or Profanity 
Verbal abuse shall be interpreted to include any profane, obscene, vulgar, racial slur, slang or 
unnecessarily crude utterance, gesture or display reflecting on an individual’s gender, race 
color, religion, ethnic or national origin, age, sexual orientation, social and family background, 
linguistic preference or disability which has the purpose of effect of creating an intimidating, 
hostile or offensive educational environment.  It shall not matter for disciplinary purposes 
whether it is directed toward the teacher, classmates, or merely done overtly.  Such instances 
shall receive the appropriate action which may include suspension. 

Violent Behavior 
Acts of assault, violence, intimidation, fighting or extreme antagonism toward other persons 
shall immediately be reported to the appropriate administrator.  Definite corrective action shall 
be taken.  If upon investigation, the facts warrant such, the student shall be suspended or 
recommended for expulsion.  Criminal charges may also be filed. 

Video Surveillance 
Imagine West Melbourne uses video surveillance in an effort to maintain safety. Video records 
are considered private student records. 

Walkway Behavior 
Between periods, students are expected to keep hands and feet to themselves at all times.  All 
students will respect student learning by walking quietly by other classrooms. 

Zero-Tolerance Policy 
Imagine West Melbourne is committed to the mental and physical welfare of each student. 
Violence, i.e. fighting, weapon possession, drug use, and racially insensitive acts of bigotry, 
condescending and/or racially inflammatory remarks, intimidation/bullying from one student or 
groups against another student or group, are detrimental to the student’s welfare, and detract 
from the educational environment of Imagine West Melbourne. Hence, any act that is deemed 
hateful against another through violence, or display of hateful related symbol(s); i.e. a noose, a 
swastika, or any other related symbolic gesture(s) of hate towards another’s culture, race, 
ethnicity, religion, or sexual preference, will result in a loss of automatic re-enrollment at IWM 
and potential loss of a student’s seat at semester end from Imagine West Melbourne. Imagine 
West Melbourne has a Zero-Tolerance Policy for violence, drugs, alcohol, weapons brought on 
campus, or hateful related acts of racism, anti-Semitism, bullying and/or bigotry from one 
person or group to another. All students have the right to attend a safe, drug and violent free, 
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and culturally-diverse school where respect for others is paramount.  The school will employ any 
reasonable methods to ensure that the Zero-Tolerance violence/drug/weapon/cultural 
respectful policy is not violated. To this end, the school and law enforcement reserves the right 
to conduct random searches as well as probable cause searches by authorized school personnel, 
trained canines, or authorized third parties. This right to search will extend to any item brought 
to school property or school- sponsored activity. Searches may include but are not limited to 
lockers, book bags, purses, vehicles, clothing, phones, electronic devices and other personal 
property. 
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ACADEMIC INFORMATION

PROGRESSION OF STUDENTS 
It is expected that all students will make progress annually and demonstrate appropriate reading 
and mathematical ability sufficient to move to the next grade level or to graduate in a timely 
manner. No student at any grade level may be assigned to a grade level based solely on age or 
other factors that would constitute social promotion. An appropriate intervention program will 
be provided for a student who has been retained. Imagine Schools, in consultation with school 
staff, will determine the nature of the intervention program. State assessment scores are not the 
sole determiners of student promotion and serve to offer valuable information about student 
performance. Additional criteria (other evaluation, portfolio reviews, and assessment data) as 
described in each section of this progression plan are used to determine a student’s promotion 
from one grade to the next. 

RETENTION 
A student in any elementary grade who does not meet levels of performance on statewide 
assessments in reading, writing, science, and mathematics, as defined by the Commissioner of 
Education, and failing to meet satisfactory grade level State Standards, assessments, progress 
monitoring, classroom work, observations, tests, and other classroom generated relevant data 
may be retained with approval of the principal and with written notification to the 
parent/guardian. 

ENTRANCE TO KINDERGARTEN (S. 1003.21, S. 1003.22) Any child shall be eligible for admission 
to kindergarten if he/she has attained the age of 5 years on or before September 1 of the 
school year. However, a child who transfers from another state shall be admitted under the 
same age requirements as established in the state where he/she previously resided. Before 
admitting a child to kindergarten, the principal shall require evidence of: 

1. The child’s date of birth in the manner provided by Florida Statutes;
2. An up-to-date immunization record; and,
3. A school-entry health examination conducted within one year prior to enrollment in

school in accordance with State Board of Education Rule 6A-6.024. In extenuating
circumstances the principal may allow certification to be provided within thirty days of
enrollment, i.e. homeless.

ENTRANCE TO FIRST GRADE (S. 1003.21) 
For admission to first grade, a student shall be 6 years old on or before September 1 of the 
school year and shall satisfy one of the following requirements: 

1. Previous enrollment and attendance in a Florida public school.
2. Satisfactory completion of kindergarten requirements in a nonpublic school; or,
3. Previous attendance in an out-of-state school in which he/she attended.
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SCHOOL PAYMENT AGREEMENT POLICY 

Cash, Checks and Money Orders will be accepted for all financial transactions. When checks and money orders are 
accepted they must be made out to: Imagine West Melbourne. 

When you provide a check as payment, you authorize us either to use information from the check to make a one-
time electronic fund transfer from your account or to process the payment as a check transaction. You authorize us 
to collect a fee through an electronic fund transfer from your account if your payment is returned unpaid. Up to 5 
electronic attempts will be made to collect on a returned check before the school is notified. Imagine West 
Melbourne is not responsible for any bank charges the check writer incurs. If after all electronic attempts to collect 
on the check are exhausted and the check is returned to the school, the check amount plus a returned check fee will 
be charged to the student(s) for whom the check was submitted, as a financial obligation and must be paid in cash 
or money order within 30 days. Checks will not be accepted as payment for returned checks. 

Returned Check Fees: 
Check Face Value: Up to $500.00 Fee: $25.00 
Check Face Value: over $500.00 Fee: 5% of the check face value 

In the event a dishonored check is not paid within the specified time appropriate legal action may be filed for the full 
amount of the returned check(s) and owing together with service charges, court costs and reasonable attorney’s 
fees as provided by law. 

When a customer/family issues three (3) returned checks on any Imagine West Melbourne account (Internal, Lunch) 
during the most recent twelve (12) months, the family’s check privileges at Imagine West Melbourne will be 
suspended for a period of six (6) months. Subsequent returned checks received after the reinstatement of check 
writing privileges will result in additional six (6) month suspension of check privileges. 

Furthermore, dishonored checks not reimbursed to the school AND any Financial Obligations owed to Imagine West 
Melbourne may result in any or all of the following: 

Students will be denied participation in extra-curricular activities such as field trips, graduation/promotion 
ceremony, homecoming, sporting events, or any other privilege at school. Revocation of re-enrollment privileges for 
the following school year. 

Returned lunch checks will result in the face value of the check being deducted from the account. Family is 
responsible for cash payment including the check value, returned check fee and any negative balance in the 
account. Until account is brought current, the student must pay cash for lunch or receive a free meal. No student 
will ever be denied a school lunch for financial reasons. 

Before and After Care: 
Past due accounts without satisfactory arrangements with the site supervisor shall result in your child not being able 

to attend the program until your account is brought current. 

Payment Policies for Imagine West Melbourne are subject to change. 

Parent Name and Signature: Date: __________ 
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PARENT CONTRACT
Developing a school with the strength of family and a community that supports the attainment of educational 
excellence requires the collaborative efforts of students, parents and staff.  All stake holders in your child’s 
education must assume responsibilities if this shared goal is to be achieved.  This contract is between all Imagine 
West Melbourne parents/guardians and Imagine Schools at West Melbourne, where in both agree to the following: 

I, _________________________ understand the following conditions/stipulations of enrollment and further 
agree to be responsible for compliance. Failure to comply with these responsibilities could result in my child losing 
their automatic re-enrollment from Imagine West Melbourne, or a loss of my child’s seat at semester end at 
Imagine West Melbourne. 

1. I have a copy of the student/parent handbook and discipline policies and agree to abide by the policies/rules
stated therein and below:

2. I will volunteer a minimum of 20 hours per family per year.

3. I will send my child to school on time and pick them up on time daily. (8:00 to 3:00)

4. I will ensure that my child is sent to school clean, healthy, academically and emotionally prepared and in
school uniform daily, specific to the Imagine West Melbourne dress code.

5. I will check in at the front office when visiting campus.

6. I will participate in the Imagine West Melbourne school programs and literacy events.

7. I will attend mandatory parent-teacher conferences.

8. I will ensure my child follows the Student Code of Conduct.

9. I will ensure my child brings completed homework assignments to school.

10. I will contact the teacher if I have any questions regarding class work or homework.

11. I will contact the principal if I have any questions/concerns related to the school program.

12. I will read with or to my child at least every other night.

13. I will monitor my child’s progress in all subjects by communicating with the teacher, or keeping track on Edline
to ensure that a minimum of a “C” average is maintained.

14. I understand all parents may be asked to volunteer for special events.

15. I understand the Imagine Schools at West Melbourne Governing Board may change policies, rules, or
regulations. I will be notified in writing of any changes and agree to abide by the new changes.

16. I understand there are behavior expectations of my child while in school. I will be supportive of the rules.

17. I understand I have the right to withdraw my child at any time.

18. I understand my grievances will be addressed according to policies established in the student/parent
handbook.

19. I will be responsible for all financial obligations and ensure they are up to date by the last day of school or the
family or affected students will be placed in the lottery for the following school year.

Imagine Schools at West Melbourne will: 

1. Recognize each student as an individual and strive to meet the individual needs of each student with the scope
of a quality curriculum, philosophy, capabilities, and budget.

2. Operate a student driven school under the direction of a dedicated Governing Board.

3. Will hire dedicated, knowledgeable, kind, professional, highly qualified staff.

4. Keep parents informed of school activities and events, policy changes, student progress, student behavior, and
the needs of the school.

5. Provide a safe, healthy, nurturing environment conductive to learning.

6. Be firm, fair and consistent in the enforcement of rules and policies.

Parent Name and Signature: Date: __________ 
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STUDENT CONTRACT

As a student of Imagine West Melbourne, I will follow the guidelines stated below as well as 
those within the Student & Parent Handbook.  

1. I will treat peers like I want to be treated.

2. I will use acceptable words to settle a dispute and will seek help from an adult if deemed
necessary.

3. I will not allow my behavior to interfere with the learning of others.

4. I will be responsible for my actions and materials.

5. I will participate and take ownership in my own learning.

6. I will use technology available to me in an appropriate way and at appropriate times.

7. I will respect myself and others as well as their property and ideas.

8. I will be respectful of staff and follow all school rules in the parent/student handbook.

9. I will be a good citizen and follow the rules of the school and classroom.

10. I will care about my actions and how they affect others.

11. I will influence others in a positive way by living our core virtues.

12. I will try hard to learn my school lessons each day and seek help when I do not understand.

13. I will do my work my homework daily and turn it in to the classroom teacher.

14. I will have integrity in all assignments I complete for the classroom teacher.

15. I understand attendance at Imagine West Melbourne is certain only if this contract is
obeyed.

16. I have received the student/parent handbook.

17. I have read/heard and understand the disciplinary actions in the student/parent handbook.

Imagine West Melbourne will: 
1. Provide a safe, secure, enriched environment conductive to learning.

2. Recognize each student as an individual and strive to meet the individual needs of each
student.

3. Be firm, fair, and consistent in the enforcement of rules and policies.

4. Will hire dedicated, knowledgeable, kind, professional, highly qualified staff.

Student Name and Signature ____________________________________ Date: ____________ 
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UNIFORM POLICY 
Students are expected to dress for school and school activities in a way that contributes to their health 
and safety, promotes a positive school learning environment and does not disrupt the events and 
activities of the school. The Board finds that school uniforms are necessary for the safety and welfare of 
students and school personnel. Uniforms promote an environment that enhances learning and safety; 
encourages the expression of individuality through personality and achievements, not outward 
appearances; and creates a sense of school pride and belonging. All students in kindergarten through 
grade 8 are required to wear a school uniform at all times while attending school or any school-
sponsored activity during the school day.  

Uniform tops must be purchased from our approved school uniform vendor. 

The purpose of our dress code is to: 

- Create a school culture that fosters academics and positive social and character
development,

- Maintain a safe and orderly campus,

- Promote neatness and modesty, and

- Avoid pitfalls of “cool” fads or styles.

Students are expected to be in the Imagine West Melbourne student uniform every day from the time 
they enter the school campus until they are off the campus each afternoon. 

CLOTHING: All clothing should be neat, well-fitted, and age-appropriate. Clothing should not be too tight 
nor too baggy, and not ripped or torn. Clothing should not include tulle, sequins, designs, rivets, or 
sparkles, or words other than words relating to our school. 

PANTS/SHORTS: 

- Cotton blend trouser style with limited pockets
- Solid color choice of: navy, black, or tan

- Style of pants- full length and Capri length
- Shorts must be knee length
- Jeans may be worn on Fridays for $1.00, money raised is used to help fund school initiatives
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or community outreach efforts. * Please see Jeans Day Guidelines below 

SKIRTS/SKORTS/JUMPERS/DRESSES: 

- Uniform style jumpers in navy, black, or tan only.
- All dresses, skirts, jumpers, and skorts must be knee length.

- Students are encouraged to wear shorts in dress code colors underneath skirts, dresses,
or jumpers, to maintain modesty.

SHIRTS: 

- VPK- 6th grade shirts must be plain colored grey or royal blue polo with the Imagine logo

- Students may wear short or long sleeve polo shirts only.

- Imagine logo embroidery must be on all shirts.
- Shirts must be of “tuckable” length and need to be tucked in at all times.
- Undershirts may be worn that are a solid color of white or black, any writing on the shirt may

not be visible.

- Imagine school pride shirts may be worn on Fridays only.

- Imagine sports team shirts may be worn on game days and on Friday’s.

SWEATERS/SWEATSHIRTS: 

- V-neck or crew neck sweatshirts or plain knit sweaters, sweater vests, or cardigans may be
worn over dress code shirt. These can have the Imagine logo or must be a solid color of royal
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blue or gray. 

- Hoodie jackets are only permitted to be worn in the halls and outside during the day if the
temperature when you arrive on campus in the morning is 40 degrees or below.

SOCKS/LEGGINGS: 

- Tights or leggings may be worn under appropriate bottoms, if solid white, black, navy
blue, or tan

- Socks must be one solid color of navy, white, black, or tan if they can be seen outside of
shoes

SHOES/FOOTWEAR: 

- Shoes ay be any color and must have closed toe and closed heel
- No lights, wheels, Crocs, jellies, clogs, flip-flops, sandals, or heeled tennis shoes are

allowed

- No boots are permitted

- For safety reasons, laces must be tied, straps and buckles secured

- Students in grades 5 and 6 may wear shoes with heels that are not higher than 1”

- Shoes for PE: socks and athletic style tennis shoes are required
HEADWEAR: 

- Hair should be neat and clean

- Hair color should be a naturally occurring
- Hair should not be done in a way that is distracting to the classroom learning

environment
JEWLERY & ADORNMENTS: 

- Students should not have any visible piercings except for earrings that are small in size and
do not dangle or are a hoop larger than the size of a finger

- Any object that has a purpose other than jewelry cannot be worn as jewelry (i.e. animal
chains or collars)

- Teachers have the right to ask students to remove any jewelry that interferes with student
learning

- Grades 5 and 6 students may wear natural looking make-up, bright or dark lipstick and eye
shadows are not permitted

OUTERWEAR: 

- All outerwear needs to be removed when indoors

- Hats and sunglasses are permitted during TDA times and outdoor PE times

- Hoodie jackets are only permitted to be worn in the halls and outside during the day if the
temperature when you arrive on campus in the morning is 40 degrees or below.

- Students should have a sweater or sweatshirt, with either the Imagine logo or in a solid
color of royal blue or gray, to wear during school hours if they are cold.

JEANS DAY FRIDAY’S: 

- Jeans must be clean, neat, and free of holes.

- Jeans should not be too tight or too baggy
- Jean shorts must be knee length
- Jean skirts and jean dresses are permitted
- Jeans can be any color
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OTHER GUIDELINES:  Any item that contains negative messages are not acceptable. These include, but 

are not limited to: 

- Vulgarity, profanity, or inappropriate language
- Gang related symbols or references
- Reference to any illegal substance such as drugs or alcohol
- Sexually suggestive with sayings or images
- Violence related

- Advocacy of racial, ethnic, political, or religious prejudice

If at any time a student is unable to comply completely with the dress code due to a student's religion, 
disability or medical condition, we will provide for reasonable accommodations. A conference with 
student and parent/guardian may be required to determine the best way to honor the student’s 
needs. 

Students are expected to follow the school dress code and not try to find “loopholes” within the policy. 
The dress code has been created to encourage a rich academic school culture. All students are expected 
to follow the dress code each day. 

Students, with parent support, are expected to adhere to the dress code. Teachers will be checking 
students’ dress daily. Infractions will be noted and parents will be notified. If a student is found to be 
out of dress code it is expected that they come into immediate compliance. Continuous violation of the 
dress code will result in disciplinary action which may include suspension. 

If you have any questions about any item, please call the school before purchasing. The school is not 
responsible for clothing purchases. The dress code will be revised and reviewed on a yearly basis. 
Changes to the dress code in regards to new fads or trends will be addressed on an as needed basis. 
You will receive written notification of this when it occurs. 

PARENT AND VOLUNTEER ATTIRE: Adults who will be spending time in the school are also expected to 
dress in a way that does not distract students from learning. Please, no tank tops, short shorts/skirts, 
bare midriffs, or revealing or extremely tight clothing. 

CAMPUS EXTRACURRICULAR OR SPORTS ACTIVITY: (On Designated Days, if applicable): Clothing 
normally worn when participating in a school sponsored extracurricular or sports activity may be worn 
to school when approved by the principal. Examples would be cheerleader, clubs, team shirts, sport 
jersey, etc. 

INAPPRPROPRIATE ITEMS:  Any attire, including back packs, displaying gang related paraphernalia or 
symbols, profanity or any inappropriate logos or displays, as determined by Administration, are not 
allowed on campus or at offsite official Imagine West Melbourne events.  Clothing, jewelry, buttons, 
haircuts, or other items or markings which are suggestive, revealing, or  indecent, associated with 
gangs or cults, the use of drugs, alcohol, or violence, or support discrimination on the basis of age, 
color, disability, ethnicity, gender, linguistic differences, marital status, national origin, race, religion, 
socioeconomic background, sexual orientation, physical appearance, or on any other basis are not 
allowed on campus or at offsite official Imagine West Melbourne event.  Any articles of clothing or 
jewelry that may cause injury including, but not limited to: items with spikes or sharp objects, 
wallet chains, and heavy link chains are not allowed on campus or at offsite official Imagine West 
Melbourne events.  Unusual, extreme and drastic hair styles, e.g., dreadlocks, “mohawks”, 
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haircut/shave designs, etc., are not permitted. Hair may be dyed natural colors only. The 
administration, at its discretion, will send students home whose hair is unacceptable in color, condition 
or length and their decision is FINAL. Any violation of the above items will result in a referral to the 
administration and may also result in disciplinary action.  

EXCEPTIONS: The principal may allow for an exception from the school uniform policy on a case-by-
case basis for disability, medical condition or sincerely held religious belief. A parent must request this 
reasonable accommodation to address the student’s disability or medical condition or the wearing of 
clothing in compliance with the uniform dress code violates a student’s sincerely held religious belief. 
Such students and the student’s parents shall submit a signed affidavit setting forth the religious issues 
and the requested exemption to the policy. Such requests shall be provided in writing and submitted to 
the principal for approval. 

UNIFORM VIOLATIONS AND DISCIPLINE: The principal or designee has the authority to decide if clothing 
complies with Board policy. If the principal determines that a student’s clothing does not comply with 
Board policy, a parent/guardian may be asked to bring an appropriate change of clothes to school, or 
the student may be asked to leave an after-school activity. The student may also receive a disciplinary 
consequence for violating the school’s dress code policy. Repeated violations may result in progressively 
more serious consequences.  

We have read the above uniform policies and agree to comply. 

Student Name and Signature: __________________________________________   Date: ____________ 

Parent Name Signature: ______________________________________________   Date: ____________
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SCHOOL EMERGENCY GUIDE FOR PARENTS 

Safe Learning and Working Environments – A Top Priority 
Creating and maintaining safe schools for students, staff, and visitors is a priority for our school. 
Parental support and community involvement are vital to helping the school maintain safe, 
orderly school. The school works in partnership with public safety agencies within the county to 
review our plan and help create safe school environments. 

Emergency Preparation is Critical 
Imagine West Melbourne has plans to respond to emergencies, including inclement weather, 
fire, dangerous items on campus, etc. We review and update our plans annually and we also 
seek the advice of local law enforcement to ensure our plans are thorough. Our school also 
provides multiple training opportunities to school staff to assist them in preparing for a wide 
range of potential emergencies. In addition, our school conducts emergency drills throughout 
the school year so that students and staff are aware of the most effective and safe emergency 
responses. We have the support of our Imagine Schools Regional team that are part of the 
school emergency response team.  

Parents Have a Key Role in Emergency Response 
During and following an emergency situation, school officials must act quickly and follow 
established emergency protocols to safeguard students and staff, secure schools, and 
communicate accurate information in a timely manner. Parents can assist greatly by helping 
with preparation before the emergency. Here are a few critical steps you can take: 

 Give school officials accurate contact information so you can be reached in case of
emergency. Keep the information current by notifying officials of any changes as soon as
they occur. Multiple contact sources are helpful, including home and office telephone and
fax numbers, mobile telephone numbers and paging information, email addresses, etc. Also
important, in case you cannot be reached, are the up-to-date names and contact
information of family members, friends, and any other adults authorized as emergency
contacts for your child.

 Talk to your child about your personal emergency notification arrangements and let your
child and school officials know if you anticipate being unavailable or difficult to reach for an
extended period of time.

 Stay informed about potentially serious situations, such as inclement weather.

 Monitor local media when serious conditions arise at school or in the community that might
result in school evacuation, early dismissal, or school closing.

 Notify school officials if you see or hear of anything that could create a danger at school.

Delayed Dismissal and Emergency School Closings 
Occasionally, an unforeseeable event or emergency may require the closing of our school for a 
period of time. The decision to close school, or alter opening and closing times is made by the 
superintendent after consulting with county and municipal public safety agencies and school 
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district staff. Notification of emergency closings is given as soon as possible so parents and 
guardians can make arrangements for students to be cared for during these times. The decision 
to close schools is based on many considerations, the most important being the safety of 
students, staff, parents, and others in the community. 

In cases of threatening weather, the school maintains a weather radio, as well as keeps in 
contact with the school district office, and local law enforcement officials to help make 
decisions about dismissal of students or school closings. Officials want to make the safest 
possible arrangements for students and may delay the dismissal of students during 
exceptionally hazardous weather conditions, such as lightning.  We will utilize the nationally 
recognized “30-30 Rule” be enacted by if thunder is heard within 30 seconds of lightning strike. 
Students will not be dismissed until 30 minutes has passed from the last sound of thunder. 
However, parents and guardians will be allowed to sign their child out during these situations at 
the main school office. 

The school’s Remind text alert system will be used to notify parents about delayed dismissals, 
closings or other emergency conditions. In most situations involving delayed dismissal, students 
who walk or ride bicycles may be kept at school until parents can arrange for them to be picked 
up.  

Emergency Release of Students to Parents 
School officials want to maintain aS safe and orderly an environment as possible at all times. 
During an emergency, special procedures are followed to help ensure student safety. Our 
school has procedures in place to help parents who wish to pick up their child from school. 
Depending upon the emergency conditions, students may be released from a designated area 
to parents and guardians with proper identification. For your child’s safety, your child can be 
released only to an adult who you have properly designated as an emergency contact and who 
has proper identification. Non- custodial parents who may pick up students must be listed with 
your child’s emergency contact information as a guardian and also must show proper 
identification. 

Emotional Support for Students during Emergencies 
It is important that students feel safe in their schools, especially after a crisis has occurred. 
Should there be a need the school will work with the school district for support during this time 
and provide help from community support agencies to address identified needs. If a situation 
occurs at school or in the community in which students are emotionally affected, the school will 
work with the local school district to assist in providing support to students to help them 
understand and cope with their emotions and reactions. 

Important Points to Remember 

 Your school has a plan –Teachers, administrators and staff have been trained and have
completed drills using this plan.

 Keep your emergency contact information current – Please be sure your emergency
contact information (home address, home/work/cellular telephone numbers, names of
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others with pick-up authority for your child) is updated whenever there is a change. 

 Monitor local news – Information regarding school emergencies will be broadcast by local
media outlets. The station will broadcast emergency messages to parents, and will provide
news and emergency information to other English and Spanish speaking radio and television
stations.

 Be alert for a REMIND Text notification – We will send emergency and routine messages to
parents via mass text alert notification. Parents may register multiple phone numbers to
ensure messages are received.

 Do not call or go to your child’s school – During an actual emergency, school staff will be
busy responding to the emergency and addressing the needs of students. Calling the school
will only tie up phone lines that must be used for emergency communications with staff and
emergency responders. Please do not go to the school unless you have received direction
from the school or other officials. Vehicular traffic around the school may impede the ability
of emergency responders from entering/exiting the campus.

 Reuniting with your child – When the situation allows, students will be released following
the “reunification procedures prescribed in the school’s emergency plan.  This procedure
ensures that each student is released to a parent, relative or other authorized person
designated by the parent in an orderly manner. Individuals picking up students will be asked
to present valid picture identification and may be asked to sign students out to ensure
safety and accountability.

 Alternate pick-up site – In some emergencies, it may become necessary to move students
and staff from their school to the “off-campus evacuation location” as prescribed in the
school’s emergency plan.  Due to the unpredictable nature of any emergency, the location
of the evacuation site will be announced only at the time of the event. If this occurs, parents
will be notified via multiple means, including REMIND.

 Students who remain at school – If a parent, guardian or authorized designee cannot pick
up their child following an emergency, they will remain under staff supervision until the
parent, guardian or authorized designee arrives at the school.



Revised June, 2021 55

APPENDIX H 



Revised June, 2021 56

STUDENT/PARENT SIGNATURES FOR 
ACKNOWLEDGMENT OF STUDENT 
HANDBOOK POLICIES AND PROCEDURES 

KEEP FOR YOUR RECORDS 

Student and Parent Handbook 
As a parent I understand the importance of the Imagine West Melbourne Student / Parent 
Handbook and have explained it to my child / children in detail. My child / children and I agree 
to adhere to the policies and regulations of the Student / Parent Handbook. I understand that 
failure to follow school regulations, policies, i.e. satisfactory disciplinary standing, will 
jeopardize my child / children’s eligibility to register for the following academic year.   

My child(ren) and I agree to adhere to the policies and regulations set forth in the Student and 
Parent Handbook, including the subsections; 

- School Payment Agreement
- Uniform Policy
- Parent Contract
- Student Contract
- Student Code of Conduct

Please acknowledge receipt of this handbook and policies by signing below and returning to 
your child’s teacher within one week of receiving this handbook.  If this receipt is not returned, 
then you are acknowledging you have read and fully agree to all items in this handbook.  

Student Name and Signature:  _________________________________  Date:  _____________ 

Parent Name and Signature:  __________________________________  Date:  _____________ 
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STUDENT/PARENT SIGNATURES FOR 
ACKNOWLEDGMENT OF STUDENT 
HANDBOOK POLICIES AND PROCEDURES 

PLEASE RETURN TO SCHOOL 

Student and Parent Handbook 
As a parent I understand the importance of the Imagine West Melbourne Student / Parent 
Handbook and have explained it to my child / children in detail. My child / children and I agree 
to adhere to the policies and regulations of the Student / Parent Handbook. I understand that 
failure to follow school regulations, policies, i.e. satisfactory disciplinary standing, will 
jeopardize my child / children’s eligibility to register for the following academic year.   

My child(ren) and I agree to adhere to the policies and regulations set forth in the Student and 
Parent Handbook, including the subsections; 

- School Payment Agreement
- Uniform Policy
- Parent Contract
- Student Contract
- Student Code of Conduct

Please acknowledge receipt of this handbook and policies by signing below and returning to 
your child’s teacher within one week of receiving this handbook.  If this receipt is not returned, 
then you are acknowledging you have read and fully agree to all items in this handbook.  

Student Name and Signature:  _________________________________  Date:  _____________ 

Parent Name and Signature:  __________________________________  Date:  _____________ 


