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CONTACT LIST 
 

 
   Contact Information  
 

Website     https://dcps.duvalschools.org/tlam 
 

Main Office                                538-0825    Option 1 
                                                                                                      

Principal     
Mrs. Williams    538-0825    Option 4             raya@duvalschools.org 

 
Asst. Principal                                                       
Mr.  Copeland    538-0825    Option 7             copelandd@duvalshools.org 
Ms. Hawkins    538-0825    Option 5             pacheckern@duvalschools.org 

 
Dean of Students 
Mr. Story       538-0825    Option 6             storyg@duvalschools.org  

                                         
 

Guidance Office     
Ms. Carson    538-0825     Option 5 carsonr2@duvalschools.org  
Ms. Ansley    538-0825     Option 5  
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Parent Contact Information Update  If at any time your address of residence changes, it is necessary to notify the Data Entry Office with 
proof of change (i.e., electric bill, water bill, rental agreement) verifying your new address.  Please 
complete a new blue card with the school to ensure that all necessary record sources are updated 
with your most current information. This policy also applies to changes in emergency phone 
number contacts. 

 
Attendance Guidelines Students are required by Florida State Law to attend school regularly and promptly.  According to state and 

county policies the following absences will be excused: 
 *personal illness    *family illness  

*doctor’s appointment   *court summons 
*authorized religious holidays   *death in immediate family 
*inclement weather (as declared by superintendent) 
 
A note from a medical professional or parent must accompany a student upon return from absence stating 
student name, reason, date/duration of absence, a valid adult signature, and working phone number.  The 
note should be turned in to the Main Office.  Teachers are not to be handed any documentation verifying 
reason of absence from school.  The attendance clerk will document as excused or unexcused according to 
documentation received. 
 
School attendance is the direct responsibility of the parent/guardian and student.  The Attendance 



other large type of celebratory item that may pose an unsafe, hazardous, or distracting environment.  These 
items if brought on campus will have to be stored in the Student Services Office area until the end of the 
school day. 

 
 
CHAMPs CHAMP’s is an acronym standing for Conversation, Help, Activity, Movement, and Participation.  This 

behavior system is used school-wide in all common areas (hallways, cafeteria, gymnasium, media center, 
etc.) and classroom settings.  Each student will be instructed in the various CHAMP rules, rituals, and 
routines to guide every aspect of their daily events at Twin Lakes Academy Middle. 

 
 

Daily Schedules             Students are not to be on school grounds prior to 9:00 a.m. UNLESS he/she is assigned to and/or 
scheduled to attend a specific before school academic related support program.  Breakfast begins promptly 
at 9:00 a.m. in the cafeteria. 

 

Students are not to be on school grounds after 4:15 p.m. UNLESS he/she is assigned to after 
school detention or is a participant of afterschool Tutoring, after-school club or athletic sport.  If a student is 
on school grounds without authorization or purpose, the student will be charged with trespassing according 
to the Student Code of Conduct.  

 
PLEASE NOTE:  Students who are not picked up in a timely manner will be required to 
enroll in after school care for a fee, to ensure safety.  Repeated failure on the part of 
parents/guardians to collect their students on-time may result in community involvement. 
Warning letters will be provided for parents of students who are at-risk for action.   
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Each student has the responsibility to dress appropriately and have respect for self, others and the school 
environment. Wearing apparel, jewelry (such as body piercing (s), ornaments), hair, and general appearance 
shall not disrupt the classroom atmosphere, and/or shall not violate health and safety rules of the school. 
These guidelines for dress and grooming are provided to assist parents/guardians and shall apply to all 
students in the Duval County Public Schools. Student dress and grooming shall be neat and clean and follow 
the general guidelines below. 

1. Shoes must be worn. However, bedroom shoes or slippers shall not be worn. 

2. Halter-tops, tank tops, backless tops, tops with thin or no straps, or tops that show midriff or expose the 
body are prohibited. 

3. See through or mesh garments shall not be worn without appropriate undergarments. Costumes and 
costume accessories may not be worn without the approval of school administration. 

4. Properly hemmed outer garments such as shorts, divided skirts, and dresses may be worn, provided they 



books.  The withdrawal form should be returned to the Data Entry Office by the end of the last day where a 
photocopy will be provided to the student and any other necessary paperwork for enrollment to the new 
school.  Upon receipt of a request for records from the receiving school, Twin Lakes Academy Middle will 
forward all necessary documents to the receiving school. 

 
 
Food & Drink The only location on campus that food and drink is permitted is in the school cafeteria.  This includes but is 

not limited to gum, candy, and sunflower seeds.   ALL food related trash must also be thrown away in the 
cafeteria prior to leaving (i.e. straws, napkins, wrappers, etc.).  Disciplinary action will be taken if a student 
refuses to comply with this request and a disruption to the safety and order of common areas or classroom 
instruction time occurs. Food and drink items students have in their possession in unauthorized areas will be 
confiscated immediately by a faculty/staff member.   
 

Guidelines for Success  Positive attitude 

 

Always do your best  

 

Curiosity in learning 

 

Kindness towards others 

 
 

Hall Passes  



¶ Students entering, attending, or transferring into 7th-10th grade must have documented proof on a “Florida 
Certificate of Immunization” one dose of Tdap (tetanus, diphtheria, pertussis) vaccine.  All other vaccinations 
should be complete. 

The required immunizations are available at your child’s medical provider or the Duval County Health 
Department’s Immunization Center at 5222 North Pearl Street, (904-253-1420). 

Transfer students Florida laws authorize school officials to permit transfer students who present proof of measles vaccination to 
attend school up to 30 school days until their records can be obtained UNLESS the student is transferring 
into a grade covered by a policy for two doses of the MMR vaccine and/or documentation of Hepatitis B 
vaccine series or Varicella.  Students transferring into 7th, 8th and 9th grades require an additional 
proof of a recent Tetanus, diphtheria, pertussis vaccine. Students who do not have the required 
vaccinations will not be permitted to be on campus.  Parents/guardians will receive a phone call for student 
pick-up and the student will only be permitted to return to regularly scheduled classes when appropriate 
documentation can be provided for the student’s file indicating all required vaccinations have been received. 

Locks & Lockers Physical Education requires a $2.00 fee for lock & locker rental.  Physical Education locks & lockers are 
monitored through the Physical Education teachers.  Students SHOULD NOT SHARE THEIR LOCK 
COMBINATION with peers at any time for any reason.  It is also strongly advised that students store only 
his/her own personal property in his/her locker, not a friend’s personal property.  Twin Lakes Academy 
Middle is NOT HELD RESPONSIBLE for any items stored in any locker.  Students are not permitted to use 
this locker throughout the day to store personal belongings.  Students are ONLY permitted to enter the locker 
room during dress-in and dress-out time during their assigned class period per their student schedule. 

 
Lost & Found: Lost and found is located in Student Services and the Main Office area.  Lost and found items can be 

retrieved between 9:00 a.m. - 9:30 a.m.  All items left without an owner will be turned into this area for pick-
up.  Twin Lakes Academy Middle is not responsible for any misplaced or left items throughout the school.  
Only electronic devices will be locked up in a filing cabinet requiring a parent pick-up. Lost and found items 
will be donated to a local charity on the last day of each quarter if the items have not been claimed.  Verbal 
announcements will go out to students to remind them to periodically check the lost and found area for 
missing items.   

 
 Large amounts of money or checks written for large quantities should not be brought to school and carried 

around by a student for any reason.  If a student needs to carry cash or monies over the amount needed for 
lunch, the student should report immediately to the Main Office to have the money accurately labeled and 
locked in a file cabinet until the student can directly disperse it to the appropriate teacher, club advisor, or 
athletic coach.  TWIN LAKES ACADEMY MIDDLE WILL NOT BE RESPONSIBLE for any lost or stolen 
money while on school grounds.  It is the personal responsibility of the student to follow through with 
safeguarding the monies. 

 
Make-Up Work For any absence, students can be provided one day of make-up work per day of absence of class and will 

have the total number of days absent to complete and return work to individual teachers for full credit.  It is 
the 



Parent Visitation Parents are always welcome on campus, but for security reasons parents are to report directly to the Main 
Office located in the front of the building upon entering to present photo ID, sign in, and obtain a visitor 
badge.   

 
It is necessary to call ahead for an appointment if you would like to speak with an administrator regarding a 
concern or program.   Scheduled meetings will be honored and unscheduled meetings will be handled as the 
administrator’s schedule is open.   

 
 If you would like to shadow your child for any reason, 24-hour notice is necessary for teacher notification and 

parents must complete volunteer application. Please call an Administrator to schedule your appointment. 
This is subject to change due to CDC guidelines and District directives. 

 
Physical Education ALL students assigned to physical education are expected to dress-out daily in the locker room setting.  Gym 

uniforms are available through the Physical Education department for $10.00 –shirts and $10.00 -shorts.  If a 
student chooses not to purchase a physical education uniform, he/she is still required to wear the following 
solid colors (without advertisements). 

  
 SHORTS- Black, Blue, Gray, White   SHIRT ð White, Gray, TLAM Spirit.  TLAM Physical Education 

uniforms are also available for purchase. 
 
 
Progress Reports Students are sent home with progress reports mid-way through each grading period containing grades for all 

classes currently scheduled.  If you fail to receive a copy of your student’s progress report, please check your 
Parent FOCUS Portal. 

 
 FOCUS is utilized by all teachers at Twin Lakes Academy Middle.  FOCUS is an online accessible program 

that allows parents to view their student’s current grades and academic progress at any time. Each parent 
must visit the Main Office in person with a current picture I.D. to register and obtain a username and 
password for access.   

 





¶ Birthday Recognition 

¶ Caught you being kind 

¶ Character Counts 

¶ Community Service  

¶ Goal Oriented 

¶ Helpful 

 

¶ Industrious 

¶ Knowledgeable  

¶ Leadership Recognition  

¶ 


