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Welcome to the 2016-2017 School Year 
Welcome back to school!  We are excited to partner with you this year to meet the needs of your 
student.  Luigi Aprea has a rich history of staff and parents collaborating to provide a top notch 
educational experience for our K-5 students.  We look forward to continuing this tradition of 
partnership and community with you.  You will notice some new guidelines for visiting and 
volunteering on campus.  Guidelines were created with your child’s safety in mind.  Please know 
that while parent partnership is one of our top priorities, the safety of our children is our number 
one responsibility.  On another note, we are a peanut-free school.  We have students with severe 
allergies and ask that you do not send a snack or lunch with peanuts or peanut butter.  Thank you 
for working with us to keep all children safe. 
 

Staff 
The Luigi front office is available to assist students and parents at all times.   

Please call us at (408) 842-3135 with any questions or concerns.. 

Tami Espinosa Principal 

Lisa Velasco Secretary 

Brenda Flores Attendance 

Claudia Martinez Office Clerk 

Monica Smith Health Clerk 

 

Attendance Policy 
The importance of regular attendance cannot be overemphasized.  In addition to the obvious 
learning benefits to students, regular attendance is required by law.  Please contact the office 
immediately if your child is absent from school.  It is important that you provide your child’s 
name and teacher, reason for absence, and length of time of absence.  Excused absences are 
those resulting from illness, medical reasons, bereavement, and religious observances.  
Unexcused or unverified absences are those not approved under state guidelines and will result in 
a referral to our District Attendance Coordinator and/or a referral to the School Attendance 
Review Board. 
 
Prompt arrival is also required.  Tardy arrivals cause a disruption to learning in the classroom 
and it is difficult for students to start their day without hearing all of the information given by the 
teacher. Excused tardies are allowed only for medical appointments.  Please provide the office 
with a note concerning these issues.  If your child is late to school, they must obtain a tardy slip 
in the office before going to class.  Ed. Code 48260 - Any pupil subject to full-time education 



who is absent from school without valid excuse three full days or tardy or absent in excess 
of 30 minutes on each of three days in one school year is truant and shall be reported to the 
District Attendance Coordinator.  Taking family vacations while school is in session is 
considered an unjustified absence. 
 

Independent Study 
● While students are highly discouraged from missing school for reasons other than illness, 

family emergencies sometimes necessitate an extended absence. Students must contract 
to do work during the period of the absence. Pre-Informed Independent Study Contracts 
must meet strict California State guidelines in order to result in excused absences. 

● Short term Independent Study (IS) needs to be a minimum of 5 days and a maximum of 
10 days. 

● Written request must be made at least two weeks in advance. Parent is responsible for 
requesting the contract in person at the school site.Contracts will not be approved the first 
and the last week of each semester. All finals must be taken at the school site. 

 

Dress Code/Uniform Policy 
Students should wear attire that is appropriate for school activities.  Students' clothing must not 
present a health or safety hazard or a distraction which would interfere with the educational 
process. Students are asked to wear tennis shoes daily. 
  
To promote community and school pride we will have a Luigi Spirit Day every Friday 
where students and staff are encouraged to wear Luigi shirts and sweatshirts.  Classes with 
the most participation will be recognized. 
 

Release of Students 
Release of Students from School (Board Policy #5144) 
The schools have a moral as well as a legal obligation toward the welfare of the children 
entrusted to our custody. In order to help in fulfilling that obligation, the following regulations 
are to be observed in all schools. Please review the following section CAREFULLY! 
 

A. Children may be released from school during school hours only through the authority of, 
and with the permission granted by the building principal. No adult, including parents, 
may pick up a child directly from a classroom without prior authorization from the 
principal or the designee. THIS IS CRITICAL: NO EXCEPTIONS! 

B. Children to be released from school will be summoned to the office and will be released 
from there.  

C. If for any reason the principal feels that a question of child custody may be involved, a 
record of the release should be put in the student’s cumulative folder. 



D. No employee has the authority to send a child off the school grounds for an errand or 
other activity. Similarly, children are not to leave school grounds during the school day. 
Notify the school immediately if a student cannot be located.  

E. No adults are to be on school premises during school hours without authorization from 
the school principal. Any unauthorized adults or other non-school persons encountered on 
the school grounds should be told courteously but firmly to report to the principal. 
Violations and/or refusal are to be reported immediately. 

F. All volunteers/visitors are given a “Volunteer”/”Visitor” badge from the office indicating 
that they are authorized to be on campus. 

 
The office will not interrupt classes during the last 15 minutes of school for pickups.  Parents are 
asked to wait until the end of the school day unless they have verification of a doctor’s 
appointment. 
 

SST 
The Student Success Team (SST) is available to create solutions and ensure that all students have 
the support they need to be successful.  The team will develop individual plans and provide links 
to community resources.  Teachers, administrators, staff members, and/or parents may request 
that a student begin the SST process.   
 

Medication 
Education Code #49423 states that any student who must take medication while at school, must 
first bring a written order from their doctor and a written request from their parent for school 
personnel to help the child take their medication.  A new order and permission needs to be 
obtained each year.  No student is to keep medication on his person, it must be kept in the 
nurse’s office.  Prescribed medication must be sent in its original prescription container with 
clear directions on the label, including the student’s name, medication name, and dosage 
instructions.  Non-prescription medication must have a written order from the doctor. 
 

Parking Lot 
The Staff Parking Lot is for staff members only.  We have a limited amount of parking spaces 
and personnel must be able to park their cars.  We appreciate your cooperation. 

 

Discipline 
Each and every student is expected to respect the right of others to learn and allow the staff to 
teach in a constructive and orderly environment.  If a student is sent with a referral to the office, 
the administrator will determine the consequences for the child.  The goal of the consequence is 
to stop/change the behavior, not only to punish the child.  All efforts will be made to keep the 



child in school.  If a student is sent home or suspended, the administrator will have a meeting 
with the parent before the child returns to school. 
 

Visitor/Volunteer Guidelines 
For the safety of all our students and staff members, Board Policy #320 states “all persons 
desiring to meet with students during school hours shall report directly to the school office and 
obtain a visitor’s pass”.  If you need to contact or pick up your child, come directly to the office 
to sign in and obtain a visitor’s pass.  This badge must be worn by visitors and be visible while 
on campus.  At no time should a non-staff member be with children if they are not 
supervised by credentialed staff. 
 
Classroom visits 
We welcome parents to visit their child’s classroom.  All classroom visits must be scheduled 
with the teacher and approved by the principal prior to the day the visit takes place.   
 
Lunch time 
Lunches for students dropped off in the office must be pre-arranged with your student.  The 
office will NOT interrupt classrooms to let teachers know to send a student to pick up their 
lunch.  All pre-arranged lunches need to be clearly labeled with your child’s full name, teacher, 
and grade.  Parents are not allowed to eat lunch with their child in the office.   
 
For the safety of our students and to support our supervisory staff, parents and visitors are 
not allowed on campus during student lunches.  If there is a special circumstance, we have a 
location in the office where parents can have lunch with their child.   
 
Volunteering 
We welcome parent volunteers at Luigi Aprea and recognize the incredible benefit that they 
bring to the classroom.  Volunteers are asked to abide by the policies and procedures set by the 
district and school.  If you would like to volunteer at Luigi Aprea, please initial by each of the 
following: 
 

❏ A volunteer should always dress appropriately, remembering that he/she is setting an 
example for the students. 

❏ Please remember that when you volunteer or visit the school site, you may not bring 
siblings  or other children with you. 

❏ As you work with staff and students, remember that the problems, abilities, relationships 
and confidences of students, their parents, and staff should never be discussed with 
anyone other than a professional staff member of our school district.  



❏ The use of cell phones by volunteers at a school, in a classroom or on a field trip can be 
disruptive to instructional time or distract volunteers from their assigned tasks and 
responsibilities. To minimize distractions or disruptions during the instructional time and 
to promote student safety, it is expected that volunteers will refrain from making or 
receiving phone calls and should set cellular phones to silent or vibrate while working. 

❏ The school and each classroom have an established discipline policy.  Please talk with the 
teacher to see how you can fit into and support the program.  When issues arise 
concerning appropriate student behavior, your responsibility is to call such matters to the 
attention of the teacher and to support students by encouraging them to make good 
choices and demonstrate appropriate behavior.  You may not utilize your own discipline 
practices.  

❏ If you are present during a drill, follow the lead of the nearest faculty or staff member. 
❏ Parent/Guardian volunteers work under the direction of the classroom teacher or office 

staff member who defines the volunteer’s duties and expectations.  When serving as a 
classroom volunteer, the teacher(s)will work with you to create a schedule that meets 
both of your needs.   

❏ All volunteers work under supervised conditions only.  No volunteer is permitted to 
be alone at any time with any child/children without the direct supervision of the 
teacher. 

❏ During the school day, adults may not use the student restrooms. We ask that you use the 
designated restroom in between the office and staff lounge.  Students and children are not 
allowed in adult restrooms. 

❏ A volunteer shall not show favoritism in any school situation. Please keep your role as 
volunteer and/or parent separate. If your child has a problem, let your child work out the 
problem with others and the teacher through established classroom routines and 
procedures.  If you need to speak with a teacher about a situation involving your child, 
please make arrangements to do so at a time agreed upon with the teacher that does not 
interrupt instructional time.    

❏ Handshakes and high fives are considered appropriate friendly touches.  Never touch a 
child in anger.  If a student is unruly or disrespectful, refer him/her to the classroom 
teacher.  School personnel are mandated reporters.  Should a child be touched 
inappropriately by a volunteer, the school district is obligated to file a report with the 
Department of Children and Family Services. 

❏ Volunteers may not watch lunch or recess.  All volunteers must be supervised by a 
teacher while around students. 

❏ The school district reserves the right to deny a volunteer admittance into our school for 
any reason should we have a concern regarding staff or student safety. In addition, it may 
contact the local law enforcement should a volunteer pose a danger to himself/herself or 
others associated in any way with the district. 

  
 



We want your volunteer time at Luigi Aprea to be an enjoyable and rewarding experience.  We 
appreciate every minute that you spend to make our school a better place.  If you have any 
questions or concerns, please contact the principal. 
 
 Thank you for joining us in this educational partnership! 
 

 
❏ I wish to be a Luigi Aprea Volunteer.  I will adhere to all of the 

previously stated guidelines. 
 
 
___________________________ ___________________________ __________________ 
Parent Name    Parent Signature   Date 
 
 
___________________________ ___________________________ 
Student Name    Teacher Name/Class 


