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Adoption of Administrative Procedures

From time to timeit is necessary to develop writt@dministrative procedures to guide staff
members in carrying out a particular responsibility or to provide specific information to guide
staff members in implementing Board policy.

The Board may adopt, revise or abolish administrative procedures estajished, advertised
monthly public meeting of the Board.

The only exception to thiswill be in those cases where time restraints imposed by local,
state or federal law, or a decision by the Secretary of Education, necessitates prompt and
formal action by the Board.
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Establishing A Position

1.

ThePrincipalshall be responsible for recommending new or additional positions and
whether these positions are permanent or temporary assignments.

Recommendatias for new or additional positions will include position description
of the duties for which the positions were established, a titleciwafiorms with the
appropriate tte certification is required, and supporting data and other rationale
essential tahe recommendations for such a position.

The initial salary or salary range for new positions shall be determined by the Board at
the time of establishing such positions based upon the recommendatioPohtieal
and supporting documentation.

In the exercise of its authority to establish new or additional positions, the Board shall
give primary consideration to the most effective management of the affairs of the school,
the number of students enrolled, the special needs of studerfisatiaal resources,

and, above all, the educatagoals of the school.

To maintain an effective school, the Board shall continually evaluate its staff and
establish positions essential to the fulfillment of educational goals.

Policies and Procedures 9 Revised\Novmeber, 2020
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Hiring Faculty and Staff

Individuals must meet the following requirements to be hired in any capatihigh
Valley Dual Language Charter Scloo
1 Submit an ugo-date resume
1 Pass required background checks
1 Provide a minimunof two (2) satisfactory and idepth references
1 Provide proof of citizenship, or authorization to work in the United States within 72
hours of commencing employment; (Roompliance will result in termination of
employment)
1 Complete appropriate state diederal employee withholding allowance certificates
1 Complete appropriate state retirement forms

HIRING FULL-TIME FACULTY AND STAFF

1. ltis the reponsibility of the CEO/COQ@o explain specifically to the Board why a
position is needed (e.g. increased woakl@r enrollment, the impending departure of a
current staff member, etc.), and how the p
structure (e.g. replacing a departing employee, adding a new position due to increased
enrollment, etc.).

2. Once theCEO/CQD has received Board approval to proceed with a new hire, the position
may be advertisedThe position must be posted publicly for 7 daksery effort should
be made to reach out to, identify, and recruit candidates that ensure diversity of gender,
race ethnicity, national origin, age and disability.

3. Qualified candidates for instructional positions should alvieymterviewed by the
CEO/COOand/orPrincipal Other employees may participate in the interview progess
directed by the CEO/CO@nd/orPrincipal. Candidates for nemstructional positions
may be interviewed by theEO/COO Principalor his/her designee.

4. Once a candidate has been selected, a minimum of two (2) reference chsicke mu
completed by the schooRAn offer of employment lettamay be pregred by the
CEO/COO thaincludes a salary within the approved range. Each candidate must also
pass the required background checks.

5. The candidatebs application, resume, inter
forms, and a copy of the eif letter should be placed in a file that will become that
personbs personnel file i f hired.

HIRING LONG-TERM TEMPORARY EMPLOYEES

ALongrm temporary staffo is defined as wor ki ni
school days. To hire someofoe a longer period, follow the process for ftithe employees,
described above.
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1. In obtaining Board approval to hire temporary staff, #O/COOmust estimate the
length of employment time needed and the approximate number of hours to be worked
per week Additionally theCEO/COOshould include an estimate of the hourly wage for
the position and any salary quotations from placement agencies that may be available.
2. All steps outl i ned-TunvEe rF AACFHUILRTITYN G\ NIDF SFIALFLF 0
followed for a tenporary employee who will be on the payroll.

HIRING SHORTTERM TEMPORARY EMPLOYEES
ASh-betm temporary employeeodo is defined as wor
1. TheCEO/COUddesignee may hire a shaerm temporary employee through a local
placementirm approved by the Board.
2. Any shortterm temporary staff not hired through an agency must complete the same
paperwork as a lontgrm temp including a background check.
This process applies to all temporary positions EXCEPT substitute instructiohal staf

TEACHER AIDES/SUBTITUTE TEACHERS
The LVDLCS employs teacher assistants that possedselor degresand therefag they serve
as substitutes and are reimbursed $25.00 for the day they substitute.

ThePrincipalandAssistant Principahould organie a tweday training session for instructional
assistants as needed throughout the year. Thi
management techniques, and other unique and important aspects of the school.

ThePrincipalandAssistant Princigl should assess all candidates following the training, and
determine who should be included in the substitute teacher pool.

If a teacher assistant holds a valid teaching certificate and is called upon to serve dsranong
substitute classroom teacHer six weeks or more they will be paid the starting teacher position
salary for the time period serving as long term substitute teacher.

Long Term Substitute Teacher is defined as six weeks or more, assuming full teaching schedule,
and assuming all tehmg duties including but not limited to lesson planning, assessing, grading,
classroom management, and parent communication.

TEACHER RESPONSIBILITY FOR SUBSTITUTE TEACHERS

1. Itis the responsibility of thrincipalto arrange for substitute teacher cags. Upon
receiving approval for leave time, the teacher should cottiteBtrincipalwho will call a
substitutefrom the approved list.

2. Inthe event a teacher must arrange for a substitute on the same day as the absence
(because of illness or an emangg situation), the teacher showlall thePrincipalat
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6104193120 by 6:00 a.mwith an explanation for the absenciae Principalwill
arrange for substitute coverage

3. Teachers should maintain three (3) days ofdioect instruction materials in thlevent
that a substitute teacher without DI training must be called. These materials should

include lesson plans, the class roster, seating chart, group lists, schedules, independent
projects, etc.

As indicated in the Board Policy regarding lesson plansealay emergency lesson plan
must be filed in the school office for use by a substitute teacher.

*Changes approved by LVDLCS Board of Trustees as of October 20, 2020.
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Long-range Facilities Planning

The Board recognizes that sound planning based on accurate information is essential to the
effective operation of theehigh Valley Dual Language Charter Schoat order to ensure that
future construction/alterations/remodeling is planned on the blaseed, the Board will prepare
a longrange facilities plan and will update that plan as necessary. The plan shall include a
thorough description and analysis of local and regional demographic factors which influence
general population growth and schoot@lments.

In order to appraise the Board of the continuing relevance of the capital construction plan, the
CEO/COOshall annually report to the Board:

A. Monthly enrollment by grades during the school year; and

B. Annual pupil enrollment registration awdmparison of actual enrollmefigures
to the previously projected figures to detect early any changes in enrollment
trends, for the benefit of the Board.

In planning for the enlargement or modification of its facilities, the Board shall considemlgot

the number of children whose educational needs must be met, but also the physical requirements
of the program it deems best suited to meet those needs. The school building and site shall
require accommodations to carry out the educational progréme sthool, including provision

for the handicapped, pursuant to law and regulations.

Planning for major rehabilitation and remodeling will be incorporated into the school master plan
on a scheduled basis.

Substandard Facilities

All existing school fadities will be evaluated annually for their suitability to current needs. Any
facility found to be substandard shall be corrected as quickly as possible.
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Bonding

Prudent trusteeship of the resources ofLttleigh Valley DualLanguage Charter Schodictates
that employees and Trustees responsible for the safekeeping of school funds be bonded.
Enumeration and valuations of such bonds shall be determined annually.

The school shall be indemnified against loss of money by hgrafiemployees including
Trustee members holding the following positions:

Board President
Board Vice President
Board Secretary
Board Treasurer
CEQO/COO

All other employees shall be covered under a blanket bond in the amouBOgd @2

The Board shall bear the cost of bonding each employee required to be bonded by this policy or
by statute.

The custodian of funds for any student organization shall be bonded in the amount of $250,000
by the Board.
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Policy Adoption

In order to provide the public with greater opportunity to assess and react to proposed policies or
policy changes, it shall be the policy of thehigh Valley Dual Language Charter SchBolard

to formally adopt, revise or abolislolcies only after such proposed policies have been given

two (2) formal readings at the established, advertised monthly public meeting of the Board.

An interval of four (4) weeks will be required between the first presentation of a policy and the
adopton, revision or abolishment of that policy by the Board at a public action meeting.

The only exception to this will be in those cases where time restraints imposed by the local, state
or federal law, a court ruling or a decision by the Secretary of Hdocatcessitates prompt and
formal action by the Board.

In the interest of efficient administration, t8&0/COOshall have the power to decide all

matters of detail that may arise for which no specific provision is made in the policies adopted by
the Baard, but no emergency action shall constitute official Board policy. CH@/COOshall

present the matter at the next Board meeting, so the Board may consider policy to deal with that
situation in the future.
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Bank Accounts

The Board shall designate one or more banks or bank and trust companies as depository for
the safeguarding of school funds by a majority vote of the entire Board.

Each designated depository shall furnish proper collateral for such depositsnmoting a
designated by the Board and in accordance with law.

Each designated depository shall be advised not to cash checks payable to the school but to
deposit said checks in the school accounts.

Each designated depository shall be required to reporétBdhrd monthly on the status of such
funds in the manner required by law.
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Investments

All investmentsmadeon behalfof the Lehigh Valley Dual LanguageCharterSchoolby an
employeeof this schoolrequire Boardapprovalin accordancevith the following:

The Boardshall authorizethe CEO/COOto investsuchportion of moniesasis determinecdto be

availablefor investmentin certificatesof depositissuedby afull servicebank,savingsbank,

savingsandloan associatioror otherinstitutionsinsuredby the F.D.1.C.,U.S. Treasurybills or
notes,otherinvestmentspermitted bythe Public SchoolCode or, upon satisfactory research and

upon Board approval, ot her investments that wil
investment in comparison to thigk. All investments should be madetla mostfavorablerate

after soliciting quotationsfrom atleastthree(3) institutions and analyzing the risk as compared to

the return being achieved. Aécuritiesshall be purchasedn thenameof the Lehigh Valley Dual
LanguageCharterSchool.

Investmentsshall be reportedto the Board monthly and acceptancef this reportwill ratify
action.

Borrowing, investing andfund depositoriesshall be authorizedby the Board. All accountsand
moniesshallbe handtd as authorizedby the Board. Accountingsystemsandproceduresshall
conformto soundbusinesracticesandthe StateAccountingManual.

The Board shall authorizea safedepositbox for safekeepingf negotiablesecurities. Two (2) of
the following five (5) personsarerequiredto approveaccesgo the box:

Board President
BoardVice
PresidenBoard
TreasureBoard
SecretarylCEO/COO

*Policy revision approved at the February 25, 2020 Board of Trustees Meeting*
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Payment of Claims

It is the purpose of the Board to effect the prompt payment of bills, but at the same time to
ensure that due care has been taken in the review of such bills.

Each bill or obligation of this Board must be fully itemized, verifiad passed upon by a Board
Officer before a check can be drawn for its payment, except th@B&¢COUJddesignee is
permitted to draw payment orders for:

Items the prompt payment of which will accrue to the advantage of the Board;

Progress paynms to contractors as specified in a contract approved by the Board; or

Orders to cover approved payrolls and agency account deposits.
It shall be the rgmonsibility of the CEO/CO@pon the receipt of an invoice to verify that the
purchase invoicesiin order, the goods were received in acceptable condition or services were
satisfactorily rendered, funds are available to cover payment, the item is one for which the Board

budgeted, and the invoice is for the amount contracted.

Should the invoice varfyom the urchase order, the CEO/CGfhall document on the invoice
the reason for such variance.

All claims for payment shall be submitted to the Board in the form of a listing including check
number, check date, to whom paid, amount of remittance aodist¢s) charged.

The bill list shall be placed in the official minutes of the Board.
All checks approved by the Board shall be signed by two of the authorized individuals.
Authorized persons are two of the following five individu&&0/COQ Board Preslent, Board

Vice-President, Board Treasurer, or Board Secretary.

No check shall be made out to cash.
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Purchasing Procedures

The steps outlined below are to be followed in purchasing and ordering:

PURCHASE ORIER

A PO should be submitted prior to the purchase of any item not covered by pefty easbss
of $500.00.

1. The Accountant shall establish a PO numbering system using a PO log.

2. Once the PO form has been completed, a hard copy should be printed, ppopealap
obtained and the document filed in the Open PO File.

3. Upon receipt of goods the items should be reconciled with the packing slip and with the PO.
If there are any discrepancies between what was ordered and what was received, the vendor
should be catacted immediately (except for back orders).

PURCHASE ORDER RECEIPT RECORD

On the bottom of the PO form is a section mar
received, you should note on the Receipt Record the line number of the item that arrived, the
guantity and date received, and any problems or issues with the item(s). If there are problems

with the shipment, the vendor should be contacted immediately for resolution.

As items on a Purchase Order are received, the package slip(s) should be aitdehed
appropriate PO and forwarded to thEO/COOfor payment. If the PO is still open, i.e. all

items have not been shipped in their full quantity, a copy of the PO should remain in the Open
PO File.

EMERGENCY PURCHASE ORDERS

This process should beadonly for unanticipated, necessary expenses such as building repairs,
equipment failure, or a situation involving student safety.

1. The appropriate employee completes the PO, noting in the memo field on the PO
AEMERGENCY PO by TE. O on

2. ThePrincipalmust sign the PO before forwarding to the vendor.

3. The procedure outlined above for standard Purchase Orders should be followed from this
point on.
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TRAVEL GUIDELINES

Travel guidelines and request forms should be completed prior tosaey dn behalf of the
school. The form provides space for a brief description of the travel plans and the appropriate
approval from thérincipal

REIMBURSEMENT

To request reimbursement for travel and other expenses incurred on behalf of the school, the
employee shald complete the Travel/ExpenBeimbursement Form, obtain approval from the
CEO/COO(or Board President in the event the employee i€B©/COQ and submit to the
CEO/COOfor payment.

*Policy updated at January, 2019 Board of Trustees Mgetin
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Purchases Budgeted

The Board of Trustees (Board) directs the Chief Executive Off€eO(COQ to establish
procedures for the purchase of budgeted goods and services that will make prudent use of school
resourcesind yield the maximum value for the school. TEO/COOshall authorize all

purchases that are within a budget line item and are consistent with the purpose for which the
funds were appropriated. No purchase order may be placed ur@EBACOOhas degrmined
whether sufficient funds exist in the line item. TBEO/COOwill establish a revolving

checking account from which he/she will be authorized to spend up to $500 on any single
transaction for the purchase of supplies, materials, instructionakaigsational software,

books, transportation and/or tickets for special events. Such a checking account will be
established with the signature of the Treasurer and the Board PresideBEDHEOO0 s

signature indicates that the expenditure is congistéh the instructional needs of the school

and consistent with the guidelines established by the Board. Approval of the expenditure by the
CEO/COQindicates that the funds are available in the budget of the schoolCHDAOOQOis
authorized to reimbuesthe account at appropriate times to reestablish the $5,000 limit out of the
General Account of the charter school with receipts documenting each expenditure.

Expenditures in excess of $500 up to $10,000 will only be permitted when sufficient funds

remahn in the budget and when three quotations from independent vendors have been obtained.
Such expenditures are authorized by the Board and will require that a summary of such
expenditures, the name of the vendor, the amount of the purchase and the dutmose o

purchase be submitted to the Board at each monthly meeting for ratification. Expenditures in
excess of $10,000 will require prior approval of the Board and a minimum of three bids to ensure
competition and advertising where appropriate. The Bodldevelop additional procedures as

the need arises.

All quotations received must be placed in writing by an employee and will be attached to and
retained with a copy of the resulting purchase order or contract. The purchase or contract shall
be awardedn the basis of the lowest responsible quotation received, which quotation is most
advantageous to the Board, price and other factors considered; provided, however, that if the
contracting agent deems it impractical to solicit competitive quotations icetbe of

extraordinary unspecifiable service, or, in the case of such or any other purchase, contract or
agreement awarded hereunder, having sought such quotations determines that it should not be
awarded on the basis of the lowest quotation receivedptiteacting agent shall file a statement

of explanation of the reason or reasons therefore, which shall be placed on file with said
purchase, contract or agreement.
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When a purchase order is placed or a contract entered;HOEC OOshall commit the
expertiture against a specific budget line item or project category in order to guard against the
creation of liabilities in excess of appropriations.

The Board shall refrain from doing business with any vendor who does not adhere to the
principles of nondisriminatory employment practices
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Purchases Not Budgeted

The laws of the state and the interests of the community demand fiscal responsibility by the
Board in the operation of the school. The Board direct€HE®@/COOto implement such fiscal
controls as will ensure that monies are not dispersed in amounts in excess of the funds provided
to this school and that expenditures do not exceed the amount budgeted for each line item
account subject to transfers as etidbelow.

A line item account is defined as the lowest (most specific) level of detail in the appropriation or
expenditure classification.

TRANSFER OF FUNDS

When funds allocated to or remaining in a line item account are insufficient for a proposed
expenditure, theCEO/COOor authorized designee shall request Board approval for the transfer
of sufficient funds to meet the expenditure.

EMERGENCY PURCHASES

In the event of emergency, a purchase order may be authorized®g@EOQ An

emergency occumsnly when the time required for the Board to convene and take action would
endanger life, cause the destruction of property, or seriously disrupt the educational program; it
is not intended by this policy that emergencies shall be permitted to occurasuief

inadequate planning or delay. Any such emergency authorization shall be reported to the Board
at its next meeting.
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Petty Cash

Petty cash may be used for designated purposes so long as such funds are sdbppaate a
controls and safeguards. The petty cash account is intended primarily for use in emergency
situations. Petty cash may also be used to acquire office supplies or other necessary items that
were previously unaccounted for and are needed immediaglpefore a Purchase Order and
Check Request can be processed.

The Board authorizes the establishment of petty cash funds in the caré@ahtigalor
administrator charged with the responsibility for the management and administration of
budgetaryallocations/appropriations.

Each responsible person shall ensure that petty cash funds are spent only for designated purposes
for which the fund was established, each request for funds is made in writing with any

confirming papers attached and is signgdhe requestor, funds are not used to circumvent the
regular purchasing procedure, and the petty cash box is secured daily.

If the request for petty cash is approved,Rhniacipal/designee should note the transaction in the
Petty Cashhog. Any change from the purchase should be returned along with a receipt; the
receipt should be attached to the appropriate page in the log book.

The petty cash amount shall be established to permit reimbursement for expenditures of this
nature. Athe end of each month the Accountant shall reimburse the petty cash account so that
the starting balance for each month is $300.00.

PROHIBITED PURCHASES

No item should be handled as a petty cash item that can be readily secured

through normal procuremenhannels. An item that would not ordinarily

be purchased through the operating account as an acceptable item for the school

is also prohibited from being purchased with petty cash funds. The fund

custodian and the CEO/COO must carefully monitor purchasbgpeity

cash funds since these purchases bypass the normal purchasing policy and procedures.

The following items willnot be reimbursedfrom petty cash:

(Note: List is not alkinclusive)

A Single purchases in excess of $100.00
A Equi pment of any kind

A ayPnent to an individual for services rendered

al
ltems purchased more than 30 days prior to request f
Cust odi an gersomtfundsintlieinod getty scaste

A Software

A Gasoline

A Honorariums

A  Alcoholic beverages

é No | OUs for cashing person checks
A

Violation of this policy may result in the cancellation of the petty cash fund.
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Credit Card Policies and Procedures

Objectives
1. To allow school personnel access to efficient and alternative means of payment for approved
expenses, pecially expenses related to business travel and office supplies.

2. Toimprove managerial reporting related to credit card purchases.

3. Toimprove efficiency and reduce costs of payables processing.

Policies
1. All school credit card purchases will be issuethin CEO/COO an@rincipal only with
approval of the Board of Directors.

2. Credit card will only be used for business purposes. Personal purchases of any type are not
allowed.

3. The following purchases are not allowed:

Alcoholic beverages/tobacco products
Captal equipment and upgrades over $5,000
Construction, renovations / installations
Controlled substances

Items or services on term contracts
Maintenance agreements

Personal items or loans

Purchases involving trade of school property
Rentals

Telephonesielated equipment, or services

=A =4 =4 =4 4 4 4 -4 4 -4 -9

Any other items deemed inconsistent with the policies of the school

4. Cash advances on credit cardsrasgpermitted.

5. CEO/COO will be required to sign an agreement, indicating acceptance of these terms.
Individuals who do noadhere to these policies and procedures risk revocation of their credit card
privileges and/or disciplinary action.
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Procedures
1. Credit card may be requested by written request (Credit Card Request Form) to the CEO/COO.

2. Detailed receipts must be retairmt attached to the credit card statements. In the case of meals
and entertainment, each receipt must include the names of all persons involved in the purchase,
and a brief description of the business purpose of the purchase, in accordance with Internal
Revenue Service regulations.

3. Monthly statements, with attached detailed receipts, must be submitted to the Business Manager
within ten days of receipt of the statement to enable timely payment of amounts due.

4. All monthly statements submitted for payment trinslude the initials of the user, the signature
of the CEO/COO approving the expenditure and the date of approval. Each statement must have
the approval of the CEO/COQ in addition to the approval of the user, unless the cardholder is the
CEOQO/COO0.

5. All monthly statements submitted for payment must have the appropriate account number(s) and
the associated amounts clearly written on the statement. Multiple purchases charged to the same
account number must be subtotaled.

Every effort is to be used to ensunat purchases do not include sales tax-&empt certificates are

available through the Business Manager. Tangible personal property is property that can be touched and
retained in oneds possession (excl Gavwesarkwookd, ent e
or activities performed by another for a fee (includes normal services such as personal services performed

by professionals and/or ngmofessionals, but excludes lodging.) Sales tax may be paid for minimal
expenditures from ontime vendors who refuse the exemption, but sales taxes should not be paid (select
another vendor) where the purchases are for more substantial expenditures or are repetitively incurred.
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School/Business/University Partnerships and Receipt of Gifts

Partnerships

TheLVDLCS Board of Trustees seeks to establish partnerships with local businesses, industries,
universities, other organizations, or individuals who ardifigdibecause of training, expertise,

or interest as a means of assisting the School to achieve its educational goals and objectives. We
recognize that there are many talented and-civitded individuals dedicated to education. We
believe that much carelgained by the School as well as the community through these

cooperative endeavors. It is also our belief that school/business/university partnerships will
impact the lives of students by shaping bettéormed consumers and by transferring skills and
knowledge that may allow them to become effective employees in the future.

The Board of Trustees encourages businesses, industries and civic organizations that have
interest inLVDLCS to participate in School/Business Partnerships. The School/Business
Partrership is a formal cooperative effort betwedDLCS and a specific business, industry or
organization which is designed to enhance, improve or support an educational program. The
Board will formally recognize the School/Business Partnership participaatsublic meeting.

Gifts

Gifts or grants in the form of funds, equipment, human resources, use of facilities or supplies and
other materials which may serve to enhance and extend the work of the School may be accepted.
It shall be understood that thadi determination of the acceptability of any gift or grant shall be
made by the School.

Contributions of equipment or services that may involve costs for installation or maintenance or
initial or continuing financial commitments for School funds shalbtesented by thBrincipal

for Board consideration and approval. Such gifts may be accepted even though they may bear the
name of a commercial business firm which provided the gift. Equipment contributed to the

School becomes the property of the Schodliarsubject to the same controls and regulations

that govern the use of other Scho@ned property.

The safety of students and employees shall be of primary concern in determining the

appropriateness of any piece of equipment offered to the Schookarindividuals or
organizations offer their physical facilities or services for use by the School.
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School/Parent Organizations

The Board believes that the involvement of parents, in a collaborative eitfothe staff of the
Lehigh Valley Dual Language Charter Schowill lead to enhanced school life for all students.
The Board encourages this kind of involvement from recognized parent organizations and
welcomes their support in the following areas:

Fund raising

Recruitment of parent volunteers to assist staff and students

Planning special programs and events around the school

Providing workshopswvhich are designed to enhance the ability of parevits in turn will
share theitime and expertise with the school

Organizing community outreach programs for students

ThePrincipalwill be the contact person for the school in working with all such parent groups.
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Public Participation in Board Meetings

In order to permit fair and orderly expression of public comment, the Board will provide a period
for public comment at business meetings of the Board.

The presiding officeat each advertised action meeting of the Board shall conduct a period of
public comment in accordance with the following guidelines:

1. Public participation shall be permitted only as indicated on the order of business in the
Procedures of this Board.

2. Paricipants must be recognized by the presiding officer and must preface their
comments by an announcement of their name, address, and group affiliation, if
appropriate.

3. All statements shall be directed to the presiding officer; no participant may address or
question Board members individually.

4. The presiding officer may interrupt or terl
statement is too lengthy, personally directed, abusive, obscene, or irrelevant; request
any individual to leave the meeting when geFson does not observe reasonable
decorum; request the assistance of law enforcement officers in the removal of a
di sorderly person when that personds cond:
meeting; call a recess or an adjournment to anditherwhen the lack of public
decorum so interferes with the orderly conduct of the meeting as to warrant such action.

5. Electronic recording devices and cameras other than those used as official recording
devices will not be permitted at meetings underties provided by the Board.

6. No placards or banners will be permitted within the meeting room or on school grounds
without prior approval from th€EO/COOor Principal

Prior to any period of public comment, the Board may limit the time for each indhsgeaker.
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Public Relations

Clear, effective communication is important to advance the goals béthgh Valley Dual

Language Charter SchoolrheCEO/COQandPrincipalshould cultivate an environment where
parentsaare made to feel welcome and valued at all times. Faculty and staff should communicate
frequently with parents/guardians viarail, notes, phone calls, and other appropriate means

including formal parent/teacher conferences to facilitate open commuanibatween parents

and teachers regarding studentsd6 progress and
a key tool in highlighting studentsd success,
parents/guardians to changes in policies and proceadunégenerally involving

parents/guardians in the life of the school. Parental visits to the classroom should be encouraged.

The Board shall provide parents/guardians and other community members opportunities for
information and orientation regarding thehool and will use appropriate means to achieve the
following objectives:

1. To explain the programs, achievements and needs of the school to parents/guardians,
community members, local and state officials, community leaders in business and
industry, and sgcial interest groups;

2. To determine what parents/guardians and other community members expect from the
school, and which particular areas of the programs, policies, or operations need further
clarification or explanation;

3. To routinely assess, both foafly and informally, the reactions and concerns of
parents/guardians, and to use this information to improve school programs and
operations.

4. To keep parents/guardians informed regarding school events and activities and to provide
opportunities for them tactively participate in the life of the school community;

5. To recognize students and their accomplishments, to listen to their concerns, to provide
them with reasons for policies and practices which relate to them, to impress upon them
that their attituds and actions will affect community opinion and support of giegh
Valley Dual Language Charter Schpahd

To recognize staff and their accomplishments and to keep them fully
informed of school policies and procedures, scivade activities, their
own responsibilities, and their rights within the school policy and under
the law.
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Public Recordsi Right to Know Policy

Purpose

TheBoardrecognizesheimportanceof public recordsastherecordof the schools actionsand
therepositoryof informationaboutthis school The public hastheright underlaw to inspectand
to procurecopiesof public recordswith certainexceptionssubjectto Boardpolicy. The Board
alsorecognizests obligationto maintainthe confidentialityof studentrecordsandpersonnel
records.

Definition

Thepublic records of this schoolshallmeananyaccountyoucheror contractdealingwith the
receiptor disbursemendf funds;acquisiton, useor disposalbf servicessuppliesmaterials,
equipmenbr otherproperty;or anyminutes,ordersor decisiondixing the personabr property
rights, privileges,immunities,dutiesor obligationsof any personor group.

Public records shallnot includethefollowing:

1. Any report, communication or other paper whose publication would disclose the
institution, progress or result of an investigation undertaken in the performance of official
duties.

2. Any record, document, material, exhibit, pleadingore, memorandum, or other paper
to which access or publication is prohibited, restricted or forbidden by law, regulation,
court order or decree of court; would operate to the prejudice or impairment of a person's
reputation or personal security; or woudgsult in the loss of federal funds, except the
record of a conviction for any criminal act.

3. Education records concerning individual students, in accordance with federal and state
laws.

4. Personnel files, in compliance with applicable laws.

Authority

TheBoardshallmakethe schools public recordsavailablefor inspectionandduplicationto any
stateresidentjn accordanceavith Boardpolicy andschoolproceduresywith the exceptionof
recordsexemptedy law.

TheBoardexemptdrom publicinspectionany materialwhosedisclosurevould constitutean
invasionof privacy,unlesstheindividual concernedor the parent/guardianof a minor student,
consentsn writing to public disclosureof the materials.

Guidelines
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Thepublic mayinspectandprocurecopiesof the public recordsof the schoolduringtheregular
busines$oursof the schooloffices.

A publicrecordshallbe providedto therequestem the mediumrequestedf it existsin that
form; otherwisejt shallbe providedin its existingmedum.

Theschoolis notrequiredto createa public recordthatdoesnot existnor to compile,maintain,
formator organizea public recordin a mannedifferentfrom thatcurrentlymaintainedoy the
school If apublicrecordis maintainedonly in aneledronic format,the schoolshallduplicate
therecordon paper,uponrequest.

Informationshallbe madeavailableto individualswith disabilitiesin anappropriatdormat,
uponrequestindwith sufficientadvancenotice.

No publicrecordshallberemowedfrom the controlor supervisiorof the designateafficial.

Requestfor Access

A requesfor accesgo a public recordshallbe submittedo the office of the BoardSecretary.
Requestsnaybe submittedverbally,in writing, in personpy mail, by facsimile,or by e-mail.
Eachrequesimustincludethefollowing information:

1. Identificationof therequestedecord,in sufficientdetail.

2. Mediumin whichtherecordis requested.

3. Nameandaddres®f the personto receivethes ¢ h orespodse.

Respong to Request

The CEO/COOor designeeshallreviewtherequestaindrespondpromptly, within five (5)
businesslaysof receivingtherequest.

If theschoolfails to respondo arequeswithin five (5) businesslays,therequestor access
shallbedeemed denied.

If theschooldetermineghattherequeswill begrantedaresponsehallbe sentwithin five (5)
businesslays.Theresponsehallincludetheregularbusinessoursof the schooloffice, the
mediumin whichtherecordis provided,andthe assessetees.

If theschooldetermineghatmorethanfive (5) businesslaysarerequiredto respondo the
requestjn accordancavith the exceptionsstatedn law, noticeshallbe sentindicatingthatthe
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requests beingreviewed thereasorfor thereview,anda datewhentheresponsavill be
provided.

Denial of Request

If theschooldeniesarequesfor accesdo apublicrecord,aresponsehallbe sentwithin five
(5) businesslaysof receivingtherequestTheresponselenyingtherequesshal includethe
following:

1. Description of the record requested.

2. Specific reasons for denial, including a citation of supporting authority.

3. Name, title, business address and telephone number, and signature of the employee who

denied the request.
4. Date of the esponse.
5. Procedure to appeal denial of access
Theschoolshallnotdenyaccesdo a public recordbasedn theintendeduseby therequester.

Appeal of Denial

If arequestor accesgo apublicrecordis deniedor deemedienied therequestemayfile a
written exceptionwithin fifteen (15) businesslaysof the mailing dateof therespons®r a
deemedienial.

Uponreceiptof theexceptionthe CEO/COOor designeeshallmakeafinal determinatiorof the
requestvithin thirty (30) daysof the mailing date.If denied,awritten explanatiorshallbe
provided.

Thefinal determinatiorshallbethefinal orderof the schoolschool
Therequestemayappeakheschoolsfinal order,in accordancevith the provisionsof law.
Fees

Duplicatesof public recordsshallbe providedby the schooluponpaymentof applicablefees.

A list of feesthatmayapplyshallbe providedto eachrequester.

Theschoolshallnot assessinyfeesfor stafftime or resourcesisedto evaluatea requestor
accesgo publicrecords.

Theschoolmayrequireprepaymenof estimatedeeswhenthe feesrequiredto fulfill therequest
areexpectedo exceedb100.
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Delegationof Responsibility

The CEO/COOor designeeshallimplementthe Boardpolicy governingaccesso public records.

The CEO/COOor designeeshalldevelopprocedureso implementthis policy, which include:

1. Preparatiorof aretentionschedulghat: conformsto law; requirespermanent
safeguardingf Boardminutes,annualauditreportsandpermanenstudentrecords;and
mandatesetentionof all fiscal recordsrequiredfor audituntil theaudithasbeenreceived
andapproved.

2. Calculatingandcommunicatingeasonabléeesapplicableto all requestdor inspection
andduplicationof public records.

3. Provisionsto guardthe confidentialityof recordsexemptedrom the availability of public
records.

4. Trainingof appropriatestaff regardingoublic accesgo publicrecords.

*Policy approved at the February 28, 2020 Board of Trustees Meeting*
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Public Complaints

Any parent, resident or community group shall have the right to present a request, suggestion or
complaint concerning school personnel, the program, or the operations of the school. At the
same time, the Board has a duty totpct its staff from unnecessary harassment. It is the intent

of this policy to provide a fair and impartial manner for seeking appropriate remedies.

Any misunderstandings between the public and the school shall be resolved by direct discussions
of an nformal type among the interested parties. It is only when such informal meetings fail to
resolve the differences that more formal procedures will be employed.

The CEO/COGshall prepare formal procedures for the resolution of public complaints. These

procedures shall be included in the Student/Parent Handbook and also made known to residents
and community members.
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Use of Facilities

By Staff

School equipment and facilities may not be used by School staff for persasons, either on
or off School property, without explicit authorization or administrative permission.

By Community

LVDLCS shall make full use of its facilities for the education of its student and, where legally
and economically possible, for comnityradvancement.

Within the guidelines fathis policy, the CEO/COGhall have the authority to grant permission
for use of School facilities and to develop regulations and assign responsibilities for such use.

In the event of a situatiaconsidered by # CEO/COCo be a serious involvement of School
and/or commnity welfare, the CEO/CO®6Ghall have the authority to provide use of School
facilities without cost to the participants.

A. Persons, Groups or Organizations Who May Use School Facilities

1. Any non-profit group or organization may use available School facilities,
provided that the group or organization does not illegally restrict its membership,
attendance, or leadership by reason of race, color, religion, creed, ancestry, age,
sex, sexual orienti&in, physical handicap or national origin.

A. Non-profit organization shall mean any community, civic, cultural,
charitable, athletic, educational, parent, youth, service or school
organization, or any governing authority, corporate or politic, or any
govanmental body or any alumni association, which desires to use School
facilities for social, recreational or other purposes.

B. Non-profit shall be defined as 1) the sponsor is not charging for
participation in the activity or 2) any profit is donated. WD LCS

C. Persons and neprofit groups or organizations are permitted to use School
facilities for fund raising activities. Fund raising activities shall mean sales
of goods or services, campaigns, events or performances conducted to
request money, propg or other thing of any kind or value which will
benefit in whole or in part a particular group of persons, group or
organization. Persons and nprofit groups or organization may retain
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any profits resulting from the use of school facilities for fuaiding
activities.

d. Persons, groups or organizations which donate some or all of their profits
resulting from fund raising activities to the School will be given first
preference for approval for use of a particular school facility.

2. Non-school reléed applicants shall be required to make payment in advance of all
charges.
3. Charges (set forth in section F1) shall be waived for the following:
a. Home and School Council or its affiliated associations.
b. A meeting by the officially recognizedusnni or alumnae organization.
C. Fund raising activities approved by the School if the profits are assigned to
the School.
d. Non-public school sponsored activities charging admission if the profits
are returned taVDLCS.
e. Scouting organizatins provided that an evening meeting is held when the

School is open for another activity. If any other arrangénsemade with
the CEO/COQthe scouts will be charged for personnel costs plus utilities.

f. In the event of an extreme emergency indbmunity as declared by the
Mayor or Governor, the School shall be made available as emergency
shelter.

4. Non-public school sponsored activities charging admission and/or operating

concessions may use facilities only if all the profits are returnedBi_CS.

Profits shall mean any monies from the admission or concessions proceeds after
expenses are paid. Verification of the profits earned shall be submitted to the
School on forms, and in content, satisfactory to the School.

B. Persons, Groups or Orgaizations Who May Not Use School Facilities

1. No person, group or organizations shall be permitted to use a School facility
(including School buildings, offices, athletic fields, schoolyard, etc.) If
participation or attendance restricted on the bdsiaae, color, religion, creed,
ancestry, age, sex, sexual orientation, physical handicap or natural origin. (Not
distinctions in participation based upon legitimate health, safety or welfare
concerns so long as separate but equivalent programs or areatsilable for
all who wish to participate.)
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Each group or organizations shall submit with its application, a copy of its charter
or by-laws, if any, or any other document evidencing the-disariminatory
nature of the group or organization shall sigstatement of nediscrimination in
regard to membership or leadership in the group or organization and/or
participation or attendance at the program or event.

2. No person, group or organization not officialgcognized by the CEO/CO&3
having a direcconnection with.VDLCS shall be permitted to use School
facilities for profitmaking purposes.

Profit-making purpose shall mean engaging in activities for the purpose of raising
funds for the benefit of a specific group or organization, rather thahddenefit

of the School, regardless of wheth&DLCS children are otherwise part of the
general membership of the specific group or organization.

3. Use of school facilities for any illegal activity, including but not limited to
gambling, and formy activity at which alcoholic beverages will be served is
prohibited, as is the use of tobacco or illicit drugs.

4, Activities involving the use of equipment or material which may be unsafe or may
pose a danger to the use or the premises shall notiétpdrin School buildings
or School grounds.

5. Commission of, or failure to control or prevent, acts of vandalism, disorderly
conduct, violation of local ordinances, or violations of fire, liquor or criminal laws
of the United States of the CommonweathPennsylvania shall disqualify a
person, group or organization from future use of a School facility.

6. Parking will be permitted on School property only in conjunction with a program
for which approval has been granted.

7. Activities without appropate supervision or security as determingdhe
CEO/COOshall not be permitted in School buildings or on School grounds.

8. Applicants who do not adhere to thejagproved time schedules shall not be
permitted to use school facilities.

C. Permission and Notice

No School facility (including School building, offices, athletic fields, schoolyard, etc.)
shall be used for any activity which is not part of the School program without prior
approval of the CEO/COQPrior approvalin writing, must be obtained whether the
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activity is to take place either during school hours or before or after school hours; or non
school days.

D. Procedures
1. Any organization applying for the use of a School facility shall submihad&
form (Request to Use Schdéécilities) to the CEO/CO®xplaining the purpose

from which the use of the facility is being requested.

2. The CEO/COQwill:

a. Review each request with the applicant before submission of the request
for final appoval for the use of the building.
b. Expect that the applicant must accept responsibility for additional costs if

the activity involves overtime, creates more than normal cleaning costs,
misuses or vandalizes property and/or requires extra services

C. Not sign the request if not approving, but forward it to the Board of
Trustees with the reasons for not approving.
d. Notify the organization of the reasons (s) for the disapproval

Notify applicant if approved.

Collect money in advance, when appliegln advance of use in all cases
except for School sponsored activities and immediately deposit with the
School District Treasurer.

0]

3. The CEO/COqlesignee will:

a. Insure that the building is opened and closed on time.

b. Assign additional staff wheand if s/he is informed in advance of the need
for same.

C. Immediately prepare invoices for any amounts owed to the School

including additional charges if applicant exceeded the time of usage listed
in the original application.

d. Submit a list of all mnies collected along with all outstanding,
uncollectible invoices monthly to the Board of Trustees.

E. Enforcement

Enforcement of the charges, policy, regulations, and procedures rests with the
CEO/COQ

F. Charges
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1. There will becharges in all cases where groups or organizations insist on using a
facility that is not already open for activities or where the use is beyond the limits
of the policy.

a. All charges shall consist of the personnel cost plus utilities.

b. In instarces where more than one community group is using a facility at
the same time (if scheduled activity is not combined), each group must
share the established costs.

C. The CEO/COQnas the right to waive charges or other requirements where
circumstances weant such action.

G. Use for Voting Purposes

1. The City ofBethlehemacting through the City Commissioners shall be permitted
to use School facilities for voting, but the School shall be reimbursed for the cost
of custodial and maintenance servicepasnitted by law. The School City
Commissioners with regard to the placement of the voting booths to minimize
disruption to the instructional programs and to ensure that the safety of the
children is not jeopardized by the presencthefvoting public at the school on
election day.

2. The School shall also endeavor to reach an agreement with the City
Commissioners for indemnification against damage to premises or the theft of
School property which occurs as a result of the use ofdb&hailities for voting.

H. Responsibilities of User of School Facilities

1. The user must inspect the School facilities prior to the commencement of the
period of their use and must inform the School in writing of any defects which a
visual inspectiomwould reveal. If any defects are found, the School has the right
to withdraw its prior authorization to the user to use the School facilities.

2. The user assumes the care, custody and control of the School facilities during the
period of use. The uses responsible for the monitoring and supervision of all its
events at the School facilities during the period of use. Upon expiration of the
period of use, the user must return the School facilities in as good order, condition
and state of repair as thevere prior to their use by the user.

3. The School has the right to terminate the use of School facilities by the user due
t o t he -comgiandesvithrthe requirements of the policy. Abuse, misuse
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or vandalism of the School facilities by theeuwill result in the suspension of
the userés future privileges to use ava

4, The user is responsible for any personal injuries or property damages occurring at
the School facilities during the period of use. The user mustdlafedemnify
and hold the School harmless from and against any losses or damages due to the
u s e r écemplmnca with the requirements of this policy and any losses,
damages, claims and expenses arising out of any personal injuries or property
damages caed by the user or which occur during the period of use.

5. The School i s not responsible for any |
property at the school facilities during the period of use. The user must define,
indemnify and holdie School harmless from any claims against any losses,
damages, claims and expenses arising out of the property belonging to the user or
the installation, erection or use of any structures, machinery or equipment
belonging to the user which occur during theriod of use.

Insurance and indemnification Requirements

1 An occurrence policy of Comprehensive Public Liability Insurandée amount
of not less than One Million Dollars($1,000,000) combined single limit per
occurrence, or in such amount as 8chool may from time to time require, shall
be required for all activities. The policy shall specifically cover any damage to the
School 6s premises and property as well
contractor liability, personal injury perilsrdad form property damage,
completed operations and products liability exposure.

2. Such policy shall (I) be evidenced b
LVDLCS0 as a NAMED insured, and (I1) b
provides hat the policy applies only to the particular premises to be used by
applicant and for claims arising out of injuries or damages occurring on the
specific dates of the intended use.

Yy a
e r

a

3. Such policy shall be endorsed to state that coverage shall not eadedp
voided, canceled or reduced unless ten
mail has been given to the School.

4, The user shall furnish the School with a satisfactory Certificate of Insurance

reflecting the required insurance and candeltahotice endorsement prior to the
use of the School facility.
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5. The insurance shall be place with insurers lawfully authorized to do business in
Pennsylvania. The user is responsible for informing the School of any exception.
Approval must b@btained from the School for the use of foreign insurers.

6. The company or agency which issues the Certificate of Insurance must provide a
complete street address where it can be served with notice (no Post Office box
addresses will be acceptadd a telephone number. The company or agency must
certify that it is an agent of the insurance company issuing the policy and that its
statement is subject to the penalties of 18 PA C.S. 4904 relating to unsworn
falsification to authoties.

7. The School shall not accept any policy (1) written on a claims made basis or (2)
which only names of the School as an additional insured or (3) which is written
only on an fAexcess or umbrell ado- basi s o
insuredretention over $500.00. However, deductibles orisslfired retentions
may be declared to and approved by the School, if the deductibles-imssedd
procure a bond guaranteeing payment of losses, investigation, claims
administration and defense expen up to the amount of the deductibles or self
insured retentions.

8. The user shall execute an indemnification Agreement in form and content
satisfactory to the Board Of Trustees. The School shall provide the required
Indemnification Agreement to theers The user shall submit the Indemnification
Agreement to the School prior to the use of the School facility.
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Use of Community (NonStaff) Resource Person/Guest Speaker

TheBoard believes that freedom to learn is no less a desirable freedom than freedom of speech,
press and assembly. One goal of education is to prepare our students to participate
constructively in a democratic, pluralistic society in which many differingiops are held and
different causes are espoused. It is important that the student develop an understanding of ideas
and of people who may seem alien to him/her. It is also important for students to develop
judgment, a capacity to discern the differebetwveen fact and opinion and to weigh arguments,
slogans and appeals. Books, films and other media are valuable for giving the student exposure
to many different ideas, but for effective learning it is also useful to invite appropriate persons

not on the_ehigh Valley Dual Language Charter Schedlcational staff to speak to or meet

with groups of students as part of the educational process.

No overall standard can be established which will automatically separate and exclude as a
resource the person whegiews or manner of presenting them may actually obstruct the

educational process or endanger the health and safety of students or staff. However, the Board,
in an effort to uphold the studentods fheeedom
exercise of this freedom entails, establishes the following guidelines:

1. The teacher/sponsor and the scHoBIO/COUJPrincipalare expected to exercise
judgment and to investigate fully those proposed resource persons about whom questions
may arise.

2. Teachers/sponsors should encourage the use of resource persons representing various
approaches or points of view on a given topic, and to afford the students a more
comprehensive understanding of it.

3. An appropriate record shall be made of each resourcerpetifived and of his/her
presentation.

4. The ideas presented and the resource person invited to present them shall have a
demonstrable relation to the curricular activity in which the participating students are
involved.

5. Prior to his/her appearance or fi@pation, the resource person shall be given a copy of
this policy.

The teacher/sponsor responsible for inviting the resource person, or any member of the school
administration, has the right and duty to interrupt or suspend any proceedings, if thet cbnd

the resource person is judged to be in poor taste or endangering to the health and safety of
students and staff.
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When a staff member wishes to invite an outside speak&high Valley Dual Language
Charter Schoolthe following steps are to beken:

1. Request an Outside Speaker Card (see sample below) fr&dE@ECOQ Complete
and return the card to ti&incipal

2. ThePrincipalwill approve or disapprove said speaker. Once approved, the card will be
kept on file in the school office.

3. Upon appoval, the staff member requesting an outside speaker is expected to follow the
guidelines listed in Board PolidyUse of Community (Notstaff) Resource
Person/Guest Speaker

REQUEST FOROUTSIDE SPEAKER

Teacherés/ Spo
Guest Speaker
Guest Speaker

nsor 6s Name

A

oS Na me

6s Addr ess

Speake 6 s Qual i fications (List

represents, etc.)

occupation,

Topic or Title of Presentation
Date of Presentation

Class or Activity Wich Speaker Will Address (Indicate time, location, periods, etc.)

On the other side of this card indicate how the topic relates to the curriculacricnlar
activity in which the participating students are involved.
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Use of Copier/Fax/Other School Equipment

School equipment, including the copier and fax machines, is to be used for school business only.
The school copier requires a user code. When it is necessary for a staff member to userthe copie
for school business, the access code will be provided by a member of the

office staff.

The copier is equipped to monitor the number of copies a staff member runs at any given time.

If, in the opinion of théPrincipal a staff member appears to be gdime copier excessively

(either a single run or the number of copies run over a period of time)itte@palmay meet

with that staff member to discuss the matter.

Staff should call main office prior to starting print jobs, so as to not interrupé gffinting.
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Advertising, Promotion, Distribution of Flyers

Students must be protected from possible exploitation in considering requests that they be
involved in advertising, promoting alistributing flyers of any neschool agency or
organization.

The school may cooperate in furthering the work of anyprofit communitywide social
service agency provided that it does not interfere with the educational program of the school.

Communty-wide social service agencies that wish to distribute flyers to students using school
facilities must have the material reviewed by Bracipaland receive his/her approval before
any materials are distributed to students.

Printed material, such asrudbills, pamphlets, brochures or posters may be distributed and/or
posted in the school when such materials are in accordance with the following criteria:

1. are not inflammatory and/or designed to incite acts of violence;

2. do not attack or seek torgerate hostility towards any ethnic or religious group;
3. are not obscene or pornographic;

4. do not libel or defame the character of any person or persons;

5. do not advocate interference with the normal operation of public schools;

6. are notrjonschool) profitoriented commercial business advertisements;

7. do not favor or oppose candidates for the Board or other public office,

or the defeat or adoption of Board budgets or other public questions
submitted to the electorateany general municipal or school election.

It shall be the responsibility of tHrincipalto review materials intended for distribution or
posting and to determine where the materials shall be placed in the school.

Policies and Procedures 46 Revised\Novmeber, 2020



Lehigh Valley Dual Language
% > Charter School

Lending of School Owned Equipment ad Books

School owned equipment or books shall not be lent forsabiool use off school property. If
equipment/books is required by those granted permission to use school facilitieshé leaty
in accordance with Board policy on the use of school facilities.

Use of specific items of equipment may be granted on the written request of the intended user
and approval by thEEO/COOQor by the Board.

The user of school owned equipment sbhalfully liable for any damage or loss occurring to the
equipment during its use, and shall be responsible for its safe return.

School equipment may be removed from school property by students or staff members only
when such equipment is necessary to aqish tasks arising from their school or job
responsibilities. The prior approval of tRencipalor other administrator directly responsible
for the equipment must be obtained before removing equipment from school property.
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Property Records

The Board directs that adequate property records and inventory records be maintained on all
land, buildings and physical property under the control of the school.

The Board directs that a complete inventory be maintained ysiqath count of all schoedwned
equipment. It further directs that property records be maintained of all buildings and grounds
under control of the school. Such records shall be updated annually.

For the purposes of t hiasunitobfdrmituweyor furrishings, anp me nt 0
instrument, a machine, an apparatus, or a set of articles that retains its shape and appearance with
use, is nonexpendable, and does not lose its identity when incorporated into a more complex unit.

It shall be the dty of theCEO/COOQof the school to ensure that inventories of equipment are
systematically and accurately recorded and are updated and adjusted annually by reference to
purchase orders and withdrawal reports. Property records of facilities shall baimeairan an
ongoing basis.

Property records of consumable supplies shall be maintained on a continuous inventory basis.

No equipment shall be removed for personal orshool use, except in accordance with Board
policy.

The CEO/COOshall maintain a stem of property records which shall show, as appropriate to
the item recorded:

Description and identification

Manufacturer

Year of purchase

Initial cost

Location

Condition, depreciation and current valuation in conformityhwisurance requirements
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Care of School Property

The Board believes that the school should help students learn to respect property and develop
feelings of pride in community institutions. The Board also gaces theelationship between
effective use of property and school financial solvency.

The Board charges each student with responsibility for the proper care of school property and the
school textbooks, supplies and equipment entrusted to his/her use.

Students who willfully cause damage to school property shall be subject to disciplinary
measures. Students and others who damage or deface school property may be prosecuted and
punished under law. Parents and guardians of students shall be held atedoinsabdent

actions. The Board may report to the appropriate authorities any student whose damage of
school property has been serious or chronic in nature.

The CEO/COOandPrincipalshall develop procedures to implement this policy that include

rulesfor safekeeping and accounting of property, preparation of a schedule of fines or repayment
for lost or damaged property, and a report to the Board on the nature and incidence of vandalism.
This report shall include the number and kind of incident, tiseaovandalism to the school,

and such related facts and comments a€#®/COOmay wish to make.

The procedures shall include distribution of a printed statement of legal responsibility of
parents/guardians along with the expectations that the schedbhstudents to take
responsibility for the proper care of school property, supplies, and equipment, and periodic
checking by the teacher of books, supplies, and equipment lent to the student.
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School Register

The stool register serves as a source document for the enrollment certifications of all students.
It shall be the responsibility of tHerincipalto ensure the attendance of those students enrolled in
the school in accordance with state law.

Following are thespecific instructions for the maintenance of the school register:
1. Each studentodos attendance should be monit
three (3) or more school days without an investigation of the reason. The school
must makea good faith effort to determine the reasons for the absence.

2. A student who has been absent ten (10) days for an unknown reason must be
reported as a dropout. If a student is reported as a dropout, the school must
immediately notify the saol district of residence in writing of this condition on
the tenth day.

3. The school may, for average daily enroliment purposes, keep the student on the
school register for another five (5) days after the ten (10) day period.

4. If the parent$)/guardian(s) of the student have requested that the student transfer back
to the district of residence or attend a nonpublic school, the school must immediately
notify the school district of residence of this situation.

5. Transfer cards and records of gtadent must be sent back to the district of residence

to correctly report the school status of
register.
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Admission of Students

The Board shall establish age uegments for the admission of students that are consistent with
statutory requirements, sound educational practice and that ensure equitable treatment of all
eligible children.

1. The Board shall be responsible for establishing a program of regiswatgiudents.

2. If the pool of eligible students exceeds the available seats for a given grade, a lottery will be
conducted according to the conditions outlined in the lottery process.

3. No student shall be admitted for the first time ty Bahigh Valley Dual Language Charter
School class or program who has not been immunized against such diseases as are enumerated
by the State of Pennsylvania Advisory Health Board and in a manner directed by the State
Secretary of He#th and duly constituted state and municipal health authority.

4. A student may whose parent/guardian objects in writing to such immunization for religious
reasons or whose physician c er ountédrindeatest hat t h
immunization,be exempt from the requirements for immunization.

5. A student enteringehigh Valley Dual Language Charter Schboin another school shall
enter in the grade level they would have been had they remained in their previous school.

6. Any waiver to this policy shall be approved by the Board.
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Student Enrollment

Every student admitted tcehigh Valley Dual Language Charter Schaslrequired to complete
the Registration Packet. The appropriatgleage translation of all forms should be provided for
nonEnglish speaking families. This packet should include the following:

Registration Form

This form is used to record all basic information about the student and the family, including
home, work, ad emergency telephone numbers. It is extremely important that a parent or
guardian sign this form.

Free and Reduced Price Meals Application

This form allows families to apply for federally funded meals, and it must be completed for all
students. Studemiame, address, signature, and proof of income or federal assistance number
must be included; all such information must r
prior to the school ds opening. Sosueh f amil i es
programs and will have their federal assistance number or a letter from the government available,
which will automatically qualify them for governmefuinded meals. It is important to

photocopy such materials and attach them to the application.

Medical Forms

This set of forms, which must be submitted for all students within the first 30 days of attendance,
includes i mmunization schedules; family medic
including allergies; and all of the necessary formauth@rize the administration of medication

to a student.

Record Release

This form gives the school permission to obtain all records pertaining to a given student from
his/her previous school. This form must be completed and must include the telephoee numb
and address of the previous school, as well as the signature of a parent/guardian.

Home Language Survey
This form is used to gather information about
home.

Uniform Order Forms

This form must be given to dhmilies along with a reminder that uniforms are required by the
school . Families should be encouraged to pur
ensure compliance with the school dress code.

Application data should be entered into theoimrent database as the forms are submitted.
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RE-ENROLLMENT

In March, aBlackboard calshould be sent from tHerincipalto all parents/guardians informing
them of the need to +enroll their children to secure their places at the school the followeng ye

In April, re-enroliment packets should be sent home and notifying parents of the date by which
all re-enroliment forms must be returned to the school (at the end of the month). Parents whose
re-enrollment packets are received after the deadlindbeiidded to the waitlist and admitted

on a spac@available basis.

ATTRACTING NEW STUDENTS FOR A NEW SCHOOL YEAR

After the deadline for renrollment, theéPrincipalshould determine how many openings will be
available for new students in each gradelle¥propriate recruitment efforts should be
implemented.

REQUEST TO ATTEND/REGISTER FOR LOTTERY

Parents/guardians who wish for their children to attend the school should complete the Request
to Attend/Register for Lottery Form. A specific areald school shouldebdesignated for this
purposeA staff member should ensure that the forms are filled out accurately and in full before
the parents/guardians leave.

STUDENT LOTTERY

If the number of Requests to Attend exceeds the number of availatsi@tsh given grade level,

a lottery will be conducted to distribute the spaces among all eligible applicants in a fair and
impartial manner. Preference should be given to siblings of students currently enrolled at the
school. In the initial year of opation, if a lottery is necessary, preference should be given to
children of members of the founding group. Students will be admitted as their names are drawn.
Names should continue to be drawn even after all spaces are filled to establish a w#itlist, wi
students being placed on the waitlist in the order in which their names are drawn.
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Enrollment Criteria

A child may be enrolled in thieehigh Valley Dual Language Charter Schbaked on one of the
following criteria:

A. Student is promoted from the previous year;

B. Receipt of a transfer card from the previous school within the state; or

C. Documentation from another state that the student is transferring

In order to enroll a new student in the Lehigh Valley Dual Laage Charter School it is
essential that the parent (s) or guardian (s) complete an enrollment packet and submit the
following documents:

Birth Certificate,

Immunization Records,

Last Report Card,

Proof of Residency (Lease and a Bill)

Photo ID of PareimGuardian

Or other approved substitute documents as allowed by Law.

1. Once the Lehigh Valley Dudlanguage Charter School ensdl new student all
enrollment forms are fadto the district of residence which the student resides.

2. The Enrollment Offter shall then notify the district of how many students are being
enrolled iro the Lehigh Valley Dual Language Charter School. This allows the district
office to be able to track the flow of students from the public schdbktaharter school
for purpogsof payment.

3. On a monthly basjd ehigh Valley Dual Language Char School generates a repfat

the district of new and transfed out students. This report ensures that students are
properly entezdand withdrawn irthe PowerSchool system for stateporting
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Enrollment Count Process

The steps for completing the enroliment count preces
1. Teachers recorthe absent students in PowerTeacher by 10:00am each day

2. Lateness is recorded in PowerSchaobfm i nf or matil on Lomg ot ke pfi Si @
Main Office by the Attendance Monitor.

3. Daily attendance reports agenailed tahe classroom teactsgind returned to the
Attendance Monitowith any corrections.

4. Teachers submit all absentee notes, ehilys mi s s a | requests, NEduce
forms, and doctordéds excuses to the Attenda

5. The Attendance Monitanakesnecessary corrections to tattendancelatathroughout
the day

6. Any questionable excuses are rieviewed and approved by the Assistanncipal
Principal and/or CEO/COO.

7. The Attendance Monitor is responsible for reporting truant attendance and excessive
tardiness to the studentdés school district

8. Letters ar e smrent(s)guardidn{s)do nstify theneah ttuénsattendance,
excessive tardiness, and violation of the Compulsory School Attendance Law of PA by
the Attendance Monitor upon review of the AssistarmcipalandPrincipal

9. Citation information, court appoiments, and recording the information of court
decisionsare maintained by the Attendance Monitor. A LVDLCS Administrator is
present for court appointments concerning

10. All attendance dataill by compiled bythe AttendanceMonitor when requested by the
State of Pennsylvania, school districts, L

11.The original papers, original supporting documentation, and internal procedures shall be
maintained on file for a perbof seven (7) years.

Policies and Procedures 55 RevisedNovmeber, 2020



Lehigh Valley Dual Language
F o Charter School

Recording School Attendance

Daily Student Attendance Process

1.

Homeroom teacheaecords the absentee for each studssigned to their class by
9:30am.

. Parents/Guardians are requitedescort their child into the building and report to the

Main Office where theyilaigogdbhe child in o

Phone calls from parents/guardians are recorded on a phone call log by the Main Office
and Attendance Office.

4. Entries em Itdgegd & @ neSohbothy thel Atténdande Officerr
5. After all attendance has been reported by homeroom teachers and the adjustments of

10.

tardy students have been entered in PowerSchool, an email is sent to the staff informing
them of the attendanead the daily blletin by the Attendance Officer

When the AM attendance has been reconciled an attendance phone call is distributed to
the parents/guardians of absent students who have not previously called the school. This
is dore by using the BlackbodiConnect $stem.

Teachers send all parent/ guardian excuses,
Attendance Office. This information is entered into PowerSchodidittendance
Officer.

All attendance codes are recorded in PowerSchoolddcarg t o t he AAttends
found in the Parent/Student Handbook.

Educational Trip Request forms are to be submitted by the parent(s)/guardian(s) to the
Attendance Office. This form is given to tRencipalfor approval along with a previous
attendane report. Changes to attendance are made for an approved form and a copy is
sent home. Requests that are denied are considered unexcused and a copy of the form is
sent home.

The following letters are sent to the parents when truancy has occurredsohthed e nt 6 s
attendance:

a. Accumulative Minutes Absent Lettes sent to the parent when the student has
accumulated 405 minutes of unexcused tardies and unexcused leaving
ear |l y. An additional unexcused abse
attendance recds.

b. 1t Offense Letter s s ent when the studentds att e
accumulated 3 unlawful absences. This information is also forwarded to
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the appropriate school district of residency according to their required
forms.

C. Repeated Offenses Letiesrsmt t o t he parent when
has accumulated 4 unlawful absences and for each additional unlawful
absence thereafter. This information is also forwarded to the appropriate

school district of residency according to their required forms.

d. 10 Excused Absences Lettisrsent to the parent when the student has
accumulated 10 full day absences on their attendance record. These
absences do not include: doctordés no

trips, out of school suspension, and excusedhgetinistration

t he

End of Year

1. End of year reports requirements are supplied by IU20 /PowerSchool and are in
accordance to PA State reporting.

2. AttendanceReportswill be stored in the office records room for future reference gotd ke
on file for seven (7) years.
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Student Withdrawal Form
AStudent Withdrawal Form must be completed by the Enroliment Officer when it has been
established that a student will no longer be attending the school:

1.

Fill out the entire form, making certairvdithdrawal Code, located on the front of the

form, has been entered. The Withdrawal Code must be determined by LVDLCS district
of residence.

The Enrollment Officer will enter this information into the PowerSchool database
management system.

The completedvi t hdr awal form wi | be placed in

Student Withdrawal Monthly/Yearly Tracking in PowerSchool system

1. A monthly report is generated from the PowerSchool system identifyinig transferred out

students. This report is submittedhe CEO/COO to be presented to the board at
monthly board meetings as requested.
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Pregnant Students

No student, whether married or unmarried, who is otherwise eligible to attend school shall be
denied an educational program solely because of pregnancy, childbirth, pregnancy related
disabilities, or actual or potential parenthood; nor shall a pregnant student under the age of
eighteen (18) be excused from the requirements of the Compulsory &tten8tatute solely for
reasons of her pregnancy or maternity.

A student who appears to the teacher, nurse, physician, dentist or dental hygienist to deviate from
her normal growth and development pattern shall be reported to the parents/guardiandl who sha
be requested to have the student examined by her family physician. The results of these
examinations shall be reported to the school. If a student is not examined within a reasonable
time, and her growth and development pattern continues to dewataérmal, the school

nurse, school physician, school dentist or dental hygienist shall arrange special school
examinations for the student.

The board reserves the right to require attendance in the regular classes of the school and the
extracurricular @ athletic program of the school, that each pregnant student present to the
schoolPrincipalher physiciand6s written statement that
health nor jeopardize her pregnancy.

A student who requests that she not pauéta in a regular or ext@urricular program of the

school because of her pregnancy shall be excused from such program, and the parent/guardian
shall seek to have the student examined by her family physician. If the student is not examined
within a reaspable time, the school nurse or the school physician shall arrange a special school
examination for the student.

If a parent/guardian requests on behalf of a student that she not participate in a regular or extra
curricular program of the school becaus@er pregnancy, the student shall be excused from

such program, and the parent/guardian shall seek to have the student examined by her family
physician. If the student is not examined within a reasonable time, the school nurse or school
physician shall @ange a special school examination for the student.

In the event of any of the above, the school shall follow the recommendation of the examining
physician in admitting a student to, or excusing a student from, participation in an extracurricular
or reguar program of the school.

A pregnant student whose mental or physical condition prevents her from attending regular
classes, when such conditions are certified in writing by a physician, may be assigned to an
alternate educational program of homebourstiuttion which may be provided for a period not
to exceed six (6) weeks prior to and six (6) weeks after date of delivery. Exceptions must be
recommended by the attending physician and approved Brithapal
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A student who received an alternate ediocal program for reasons associated with her
pregnancy shall be readmitted to the regular school program upon her request and the written
statement of her physician that she is physically able to do so.

ThePrincipalshall develop procedures for the il@mentation of this policy which shall include
proffering of additional counseling services to help the pregnant student plan her future wisely;
referral to special programs or services to which the student may be assigned on her request;
referral to altemative programs, if appropriate; cooperation with community resources to assist
the pregnant student; and designation of a
statement regarding the examination and health of the pregnant student.
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Economicdly Disadvantaged Students

Lehigh Valley Dual Language Charter Schowy be eligible for federal funding under Title | of
the I mproving Americabds School s Hiletof sfudeAtS A) .
identified as economically disadvantaged (those who qualify for the federal free and reduced
price lunch program).

The Special Educatioheacher will serve as the Title | Coordinator. This individual will
identify those students who meet the federal criteria for Title | funding and who are
performing one or more grades below grade level. Title | funding will be used to provide
small group instruction that will meet the special needs of these stashehéscelerate their
learning.

A list of eligible students shall be compiled. The Special Educa@gacher will monitor the

progress of Title | students throughout the year to ensure that they are meeting targets for
learning
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Volunteers in School

The Board encourages volunteers to participate in seletaiked activities, including those

pertaining to curriculum anidstruction. The CEO/CO@ay recruit an interested parent to

serveas a Volunteer Coordinator or Parent Liaison. Working in conjunction with such an
individual and/ or with the s erdnmapaWwibassighlandhe and
oversee volunteer activities in the classroom. Such activities may inclodedutlerical/office
assistance, monitoring students, etc. Volunteers will not have access to any confidential
materials.

The Board also encourages volunteers to contribute their time and talent to organizing
extracurricular activities and assistingssroom teachers with such activities as field trips and
community outreach projects.

Volunteers shall receive at least three hours of training, and follow all policies and procedures
associated with and defined by the Board and the school. If anyaotieilrs that is not in

keeping with the policies and procedures of the Boaddthe school, the CEO/COfas the

right to relieve the volunteer of his/her responsibilities.

Volunteers who participate in regular and recurring activities carsplete theeVDLCS
Volunteer Packet which includes completing all requale@rances.
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School Visitors

The school welcomes and encourages visits by parents and others who desire to become
informed regarding the school andetducational programs.

Acceptable reasons for such visits include observation of significant programs, participation in
special events and conferring with staff. The visit should have legitimate purpose and not
interfere with the continuity of instruction.

Classroom observation is encouraged to assist the visitor in developing understanding of the
school program; observation of a staff member to determine his/her competency is reserved for
the administrator.

The scope of authority of this procedure andobio®| personnel who are responsible for
enforcing it is limited to buildings and grounds under the jurisdiction or control dfethigh
Valley Dual Language Charter School

The CEO/COOor Principalhas the right to refuse admission to the school for aogssive
number of visitors or to any who disregard the following:

1. Those wishing to visit the school shall make arrangements in advance with the school
office by stating reason, date and time of the proposed visit. In all cases where
permission is not ohtned in advance it must be obtained promptly upon entering the
school. No visitor may remain in the school without the permission &&E@/COOor
Principal

2. Prior to approval of the request, the CEO/CO®ncipalshall discuss the request with
thed¢ aff member involved. Shoul d PRrincpabes b e
decision shall prevail but the basis for that decision shall first be discussed with the staff
member.

3. Upon arrival at the school, the visitor must report directly to thedaffice and sign
the Visitorbdés Register. The visitor wil
identification badge and, if necessary, provided with an escort.

4. The staff member being visited shall require that the visitor presenitte NVt o or6 s Pas s

identification badge as evidence that the visitor has registered in the school office.

5. Upon completion of the visit, the visitor shall report back to the school office to return
materials and enter the twreparture time i

6. TheCEO/COOor Principalshall have the right to adapt or set aside the apmaedures
in the event of special activities such asadsly programs, athletic everdas musical
performances.

7. No visitor shall be permitted to interrupt a staff membehe performance of duties
whether that interruption be for conversation or observation.
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8. To minimize interruption to the instructional program and to ensure safety, no miayor
confer with a teacher or student without the approval of the CEO/C®@naipal

9. No visitor shall go direcupdgd <tou dae rctlsa scsrIr of
teachers unless such visits have been approved previously by the CEO/€6@ipal
Approval for taking a student from school shall be granted only toemguardian
having custody unless that parent/guardian gives explicit permission writing to release
the student to a designated family member or adult.

10. Should an emergency require that a student be called to a school office to meet a visitor
the CEO/COQor Principalshall be present throughout the meeting.

11.The CEO/COO oPrincipalhas the authority to exclude any visitor who is considered to
be disruptive or will cause disruption to the educational program, disruptive to students or
staff, or intent on ammitting an illegal act. In such cases the CEO/CO®rorcipal
shall specifically indicate the circumstances under which a parent may return.

12.There shall be posted at all entrances to the school, and at other appropriate places, a
copy of the city antirespass ordinance and a notice that all visitors must report to the
school office upon entering the school.

13. School staff who observe visitors without proper identification are to report that
information immediately to the school office.

14.The photographic production of school programs, students or physical plant by non
school personnel is generally prohibited. Exceptions may be made for:

A. the news media with approval of t6&0O/COOQor Principal
B. educational purposes with the approval of@&O/COOor Principal

C. commercial purposes only with the approval of the parents/guardians of any
students to be involved, tli#EO/COOor Principaland the Board; and

D. other purposes not listed above only with the approval ofCE®/COQor
Principaland the Board.

All approvals are to be directly verified by t6&&0O/COOor Principal

The CEO/COOor Principalshall place appropriate portions of this procedure in the Parent
Handbook.
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Technology

The Board believethat all children must become proficient in the use of technology to succeed

in the 2% century and that technology can be used to support and enhance classroom instruction.
Further, the Board believes that educators should have the same techntwotgaased by

other professionals. Such tools are essential to minimize the amount of time teachers spend on
nortinstructional tasks and ensure maximum efficiency in the use of school resources. In

addition to electronic mail and the Internet, staffwile abl e t o use the schoo
network for administrative purposes.

The Board recognizes that the Internet is an electronic highway connecting thousands of

computers all over the world and millions of individual subscribers. Access to the Internet

provides students with the opportunity to reach out to many other people and to share and
exchange information with Internet users thro
this resource to students is to promote educational excellence aregpanepstudents for life in

the 2% century.

The Board believes that the valuable information and interaction available on the Internet far
outweighs the possibility that students may procure information that is not consistent with the
educational goalsf the school. To guard against such a possibility, students shall have filtered
access to the Internet; while they have access to many educational and inferelatezhsites,

they are denied access to sites containing inappropriate material.

Asreqi red by the Childrenbds I nternet Protectior
Act, the LVDLCS has installed filtering software to restrict and monitor the use of the Internet,

e-mail, newsgroups, FTP and chat. The filtering software is desigriddio or filter Internet

access to pictures that are obscene, pornographic, or harmful to minors. However, no filtering
software is 100 percent effective. LVDLCS reserves the right to disable the filtering software to
facilitate specific educational purpes from time to time. Requests to block or unblock a site

should be referred to the building Technology Integration Specialist.

Staff members are responsible for good behavior on computer networks just as they are in an
office setting. Communications dine network are often public in nature. General rules for
behavior and communications apply. Acceskdbigh Valley Dual Language Charter Schva
computer network is provided for staff members to conduct research and communicate with
others in a conderate and responsible manner. Access is a privilege, not a right.

Students and staff &fVDLCSwi | | have access to the School 6s
instructional purposes. Use of the computer network is solely for the purpose of facilitating the
exdhange of information in furtherance of education and research. Student usage of any kind,
including under a teacherdés username, -is only
off on the Acceptable Use Policy adopted by the school. All staff mesnnlbgst sign a similar
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Acceptable Use Form before being granted access to these resources. In addition to electronic
mai | and the Internet, staff wil.l be able to
purposes.

To enforce general ethical pdiples, each student and staff member will adhere to the following
guidelines for responsible computer use:

Respect for Privacy

Each individual using the school 6s computing
by accessing and/or using ammation belonging to another only after obtaining the permission

of the owner(s) of the information.

Respect for Property

No individual using the school 6s computing re
programs, files, or information thatlbags to another unless permission to do so has been

granted by the owner(s) of the program, file, or information.

Respect for Intellectual Labor and Creativity

Each individual using the school 6s coanduti ng
publishers to determine the form, manner, and terms of publication and distribution of their

work, and to get properly compensated for their labor when required. This includes the work of
student authors produced in the course of completing assignment

Respect for Ownership

Students and staff may use software owned by
make copies for personal use. If a staff member wishes to use a shareware program, payment
must be made to the developer or publigifeahe shareware. Backup copies of computer

programs will be used only in the event that the original program is damaged. Copies of

computer files will be made only by the owner of the files unless permission to do so has been
granted by the owner.

Resgect for Others and the Law

Each student and staff member will only use computers, software, and related technologies for
purposes that are beneficial to others, that are not harmful (emotionally, financially, or
otherwise) to others or to the property tiers, and that are within the law.

The use of the school s network is intended t
encouraged to develop uses which meet their individual learning and teaching needs and to take
advant age of anyuseful fonetions melukdidgdNVorid Wide Web, electronic mail,

and bulletin boards.

Policies and Procedures 66 RevisedNovmeber, 2020



Lehigh Valley Dual Language
Charter School

%, )
4 o
Rrep oc®

The inappropriate use of electronic information resources can be a violation of local, state, and
federal laws. Violations may result in a loss of access as well asdgbglinary or legal
action. Violations can also lead to prosecution.

The use of the School s network is intended t
encouraged to develop uses which meet their individual learning and teaching neledsikad
advantage of the networkdos many wuseful functi

and bulletin Board resources.

The following uses of the network and associated activities are unacceptable and may result in
suspension or revocation oftwork privileges:

Sending or displaying offensive messages or pictures
Using obscene or inflammatory language
Sending harassing or insulting messages
Damaging computers, computer system, or computer networks
Violating copyright laws
Using anothero6s passwor
Trespassing in anotherod
Intentionally wasting limited resources
Employing the network for commercial purposes or financial gain
0. Employing the network to provide addresses or other pdrsdnemation that
may be used inappropriately by someone else
11. Employing the network for unethical or illegal solicitation
12.  Placing a computer virus on the network
13. Employing the network to send/receive messages that are inconsistent with the
School 6s code of conduct
14.  Downloading unauthorized material from the Internet
15.  Accessing anail, instant messaging, or chat rooms

d
s folder, wor k.,

HOONOAWNE

The inappropriate use of electronic information resources can be a violation of local, state, and
federal laws. Violaons may result in a loss of access as well as other disciplinary or legal
action. Violations can also lead to prosecution.
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Computer Software Copyright

LVDLCS licenses the use of computer software fromaaety of third parties. Such software is
normally copyrighted by the software developer. Unless expressly authorized td_.¥®sGS

has no right of make copies of the software except for backup or archival purposes. The purpose
of this policy is to pevent copyright infringement and to protect the integrity\0DLCS

computer environment from viruses.

LVDLCS understands that unless a software package has been declared by its author or publisher
to be in the fApubl i c do nreofsoftware isimwolatomaithe hor i z e
copyright laws and is strictly prohibited. This ruling applies to the copying of programs for any

reasons other than for archival purposes. It should be noted that this includes the use of a single

di skette & opfidgmwamp aidnt o a networked cluster
a single diskette to service more than one computer at a time by passing it from computer to
computer for the purpose of loading a program.

LVDLCS6s comput er s ar &stbskept bothllegahandsveus See.@Onlyd m

software purchased by the school may be wused
not permitted to bring software from home to use on school computers. School owned software
cannot be taken home anélodo ed on an empl oyeeds personal hon

In an effort to discourage violation of copyright laws and to prevent illegal activities the
following policy guidelines have be established:

Employees may:
1. Use software provided by the school for use by tgcstaff, and students on computing
equipment only as specified in the various software licenses.
2. Make a copy of an original software program for archival purposes. Only one copy of the
program, either the original or the copy, may be used at anynoae
3. Make a new copy of the archival program in the event the original is damaged or
destroyed.
Employees may not:
1. Load a program onto multiple hard drives for simultaneous use absent a license
agreement that allows such usage.
2. Load a program onto a ldcarea network or diskharing system absent a license
agreementhat allows such usage.
3. Make or use unauthorized copies of copyrighted software programs or allow students to
make or use unauthorized copies of software programs on school computer equipment
Employees will:
Report any suspected misuse of software or vatatif the copyright laws to the
Principal Unauthorized or illegal use of software is regarded as a serious matter, and any
such use is without the consent.MDLCS. If abuse of computesoftware occurs, those
responsible for such abuse will be held legally accountable.
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Copyright Material

The Board recognizes that the United States Code makes it illegal for anyone to duplicate
copyrighted materialithout permission. The Board further realizes that severe penalties are
provided for unauthorized copying of audio, visual or printed materials unless the copying falls

within the bounds of the Afair useo doctrine.

Under the Af ai r orined @pyinglobcopynighted enaterialsnisaparinissible for
such purposes as criticism, comment, news reporting, teaching, scholarship or research. If
duplicating or changing a product is to fall within the bounds of the fair use, these four standards
mustbe met for any of the foregoing purposes:

1. THE PURPOSE AND CHARACTER OF THE USE. The use must be for such purposes
as teaching or scholarship and must be nonprofit.

2. THE NATURE OF THE COPYRIGHTED WORK. Staff may make single copies of:
book chapters fause in research, instruction or preparation for teaching; articles from
periodicals or newspapers; short stories, essays or poems; and charts, graphs, diagrams,
drawings, cartoons or pictures from books, periodicals or newspapers in accordance with
theseguidelines.

3. THE AMOUNT AND SUBSTANTIALITY OF THE PORTION USED. Copying the
whole of a work cannot be considered fair use; copying a small portion may be if the
guidelines are followed.

4. THE EFFECT OF THE USE UPON THE POTENTIAL MARKET FOR OR VALUE
OF THECOPYRIGHTED WORK. If resulting economic loss to the copyright holder
can be shown, even making a single copy of certain materials may be an infringement,
and making multiple copies presents the danger of greater penalties.

Staff members who fail to foll@ this policy may be held personally liable for copyright
infringement.

THIS DOES NOT APPLY TO THOSE PRODUCTS PURCHASES WITH THE PERMISSION
AND INTENT TO COPY.

A. Permitted Copies

1. Multiple copies, not exceeding more than one per pupil, may be madageroom

use or discussion if the copying meets
cumul ative effecto set by the foll owing
of copyright.
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a. Brevity
1 A complete poem, if less than 250 words and two ployes may be copied;
excerpts from longer poems cannot exceed 250 words;

1 Complete articles, stories or essays of less than 250 words or excerpts from
prose works less that 1000 words or 10% of the work, whichever is less, may
be copied; in any event theammmum is 500 words;
1 Each numerical limit may be expanded to permit the completion of an
unfinished line of a poem or prose paragraph; and
1 One chart, graph, diagram, drawing, cartoon or picture per book or periodical
i ssue may be c opamaberepridBgecircfullatiisc wor ks
includes childrends books combining po

b. Spontaneity
Should be at the fiinstance and inspirat
b. Cumulative Effect

Teachers are limited to using copiedterials for only one course in the school in
which copies are made. No more than one short poem, article, story or two
excerpts from the same author may be copied, and no more than three works can
be copied from a collective work or periodical volumeimigione class term.
Teachers are limited to nine instances of multiple copying for one course during
one class term. Limitations do not apply to current news periodicals, newspapers
and current news sections of other periodicals.

2. Alibrary or archive mg reproduce one copy or recording of a copyrighted work and
distribute it if: the reproduction or distribution is made without any purpose of direct
or indirect commercial advantage; the collection of the library or archives is open to
the public, or avdable not only to researchers affiliated with the library or archives
or with the institution of which it is a part, but also to other persons doing research in
a specialized field; and if the reproduction or distribution of a work includes a notice
of copyright. Libraries and their employees are not liable for unsupervised use.

B. Prohibited Copies

1. The Act prohibits using copies to replace or substitute for anthologies, consumable
wor ks, compil ations or col |l edeti ve wor ks.
workbooks, exercises, standardized tests, test booklets and answer sheets. Teachers
cannot substitute copies for the purchase

Policies and Procedures 70 Revised\Novmeber, 2020



Lehigh Valley Dual Language
% > Charter School

periodicals, nor can they repeatedly copy the same item from teemto
Copying cannot be directed by a Ahigher a
more than actual costs for photocopying.

2. Schools must be licensed to play copyrighted music where the performer is paid or
an admission is chardeeven if the admission is used to cover refreshment costs.
The law makes the term of the copyright the life of the author plus 50 years. The law also
applies to photocopying, cable TV and public broadcasting.
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Media

Every efbrt shall be made to assist all communications media in the community to gain
complete and adequate coverage of the programs, problems, planning and activiieglof
Valley Dual Language Charter School

General releases of interest to the school sieathade available to all the media simultaneously.
There shall be no exclusive releases, news conferences or interviews except as the media
representatives request information on particular programs, plans or problems.

In general, th€€ EO/COOshall be esponsible for establishing relations with the news media,

and providing information to each through the means found most suitable. Only the Board
President and/or theEO/COOshall serve as the spokesperson for the school in dealing with the
media. If anember of the media requests information from an employee of the Roberto
Clemente Charter School, that request is to be referred @EB¢COQ

The Board encourages public presentation of the programs, policies and progress of the school
through the prss, radio and television. TIRGEO/COOshall clear proposed presentations with

the Board President. TIE@EO/COOshall ensure that the parents/guardians of students who
participate in such presentations are informed.
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Disposal of Schol Equipment and Technology

Purpose

The Board recognizes that adequate property and inventory records must be maintained on all
buildings, equipment, and physical property under district control.

The Board offrusteegequires alkequipment and supplies that are obsolete, outdated or no

longer required and are not anticipated to be required in the future by the school district as part of
the educational programs to be disposed of in an equitable manner and to maximize any revenue
that may be realized in the disposition of the asset.

Guidelines

Major items of equipment shall be subject to annual physical spot check inventory to determine
loss, mislocation or depreciation; major losses shall be reported to the Board.

The Superintedent and/or designee shall promptly report losses to the Board, law enforcement,
insurance and/or any other relevant bodies.

Records of consumable supplies shall be maintained on a continuous inventory basis.

Equipment shall be identified with a penmeat tag that provides appropriate school district
identification[1][2]

Disposal of Obsolete/Surplus Materials

As appropriate, the Superintendent shall recommend to the Board the sale of unused,
unnecessary, surplus, or obsolete books, furniturejisappechnology, or equipment. While the
policy is intended to properly account for the disposal of equipment, it is not the intent to make
the procedure so cumbersome as to cost the district more for the disposal of said equipment than
what may be recoved from its sale. The Board shall, by resolution, declare the same to be
disposed of by any one (1) or more of the following methods:

1. Public auction after Board notice and approval.

2. Solicitation of bids or quotations from companies or persons engagdalisiness
related to the nature of the items to be disposed of.

3. Negotiated sale, if no bids received (Board approval).
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4. Offer to the general public at prices set by the Board, by resolution, upon
recommendation by the school administration.

5. Offer tosuppliers of similar books, furniture, supplies, or equipment, who shall be
required to state their bid for the same as a dollar discount against items they may be
proposed to sell to the school district.

6. Use of Internet sales (i.e-Bay, Craigslist, &.)

7. Gift. Obsolete equipment may be donated as is to Intermediate Units, vocational schools,
municipal townships, governments, and 4poofit organizations. The receiving
organization agrees to bear all costs to transport equipment from the district.

8. If the item has no material value, the item will be scrapped after any usable parts are
salvaged.

9. When the technology administrator has identified a distsiated computer as obsolete
equipment, the computer will be sold according to the followindejunes:

a. Staff members will be permitted to purchase their assigned computer at the fair
market value as determined by usedprice.com or its successor site.

b. Payments by check will be made payabléhLehigh Valley Dual Language
Charter Schogprior to the release of the equipment.

c. Staff members who purchase their own computers will also receive the
charger/power cord.

d Purchases will be fAas iso0o and the schoo
defects of any kind. No warranty or guaranteefisred. The school district
Information Technologpepartment will no longer support the equipment.

e. Software that is licensed to the district will be removed prior to the completion of
the sale.

f. If a staff member chooses not to pumse his/her assigned computer, it will be
offered for sale by lottery to other staff members. Any remaining computers not
purchased through the lottery will be disposed of according to the method
identified via 1 through 5 above.
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Notice of such disposaf property shall be advertised in accordance with bidding requirements.
There shall be no disposal of personal property owned by the school district except by this

policy.[3]
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Property Insurance

The Board recognizets responsibility under law to insure the real or personal property of the
school, and has adopted this policy to ensure for Actual Cost Value and Replacement Cost.

The Board has the authority and responsibility to provide adequate insurance covpratgeto
the School 6s interest in its buildings and
the following guidelines:

Basic Fire Coverage shall include damage as a result of fire and lightning, windstorm and halil,
explosion, sonic boom, vaalilsm and malicious mischief, riot and civil commotion, direct
aircraft and vehicle damage, smoke, debris removal and sprinkler leakage.

Broad Perils Coverage shall include, in addition to the above, damage as a result of falling
objects, weight of icej®w and sleet, collapse of building, freezing of pipes, water damages,
sprinkler leakage, glass breakage, theft of part of building, and debris removal.

All Risk Coverage shall include, in addition to the above, all risk of direct physical damage of
loss,debris removal and boiler and machinery insurance.

In placing insurance the Board shall be guided by service of the insurance agent, scope of
coverage provided by policy, price of desired coverage and recommendations of PSBA
Insurance Trust.

Administraion shall:

1. Review the insurance program of the district, consider alternatives, and report
recommendations to the Board

2. Recommend specific insurance placement and prepare specifications for same

3. Assist the Board in the establishment and maemee of property valuation and
insurance records

4, Provide annual safety and fire inspections

5. Assist in processing all claims

Recommend such measures as may reduce the cost of insurance premiums including
assumption of risk, loss prevention, tramsferisk and selnsurance
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Student Accident Insurance

The Board recognizes the need for insurance coverage for unforeseen accidents that may occur to
students in the course of attendance at school cerstparticipation in athletic and extra
curricular programs of the school.

Theschoolwill provide each student withccident insurance for medical expenses resulting
from injuries sustained during school timesahootorganized trips

The CEO/COOshallprepare specifications and secure suitable coverage from qualified

insurance carriers for recommendation and board consideration and notify all students and/or
parents/guardians of students who may be eligible for insurance.
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Other Insurance

Proper school operation requires that adequate basic insurance programs be provided for the
protection of the school and employees of the school.

The Board has the authority and responsibility to provide adequate insurance etvgnagect
the school 6s interest. Such coverage shall

Liability insurance for the school shall include coverage for liability as a result of general
liability, acts of employees, corporal punishmeigpdtes with contractors, landlord and tenant
difficulties, and errors and omissions of Board members and administrators.

Travel accident insurance shall include coverage for Board members while in the performance of
their duties.

Health care insuranceilhbe provided for full time employees and their dependents. Dental and
Vision coverage will be made available to those who choose to have it.

In placing insurance the Board may be guided by the service of the insurance agent and carrier,
scope of covege provided by policy, price of desired coverage, recommendations by the
Pennsylvania School Boards Association, and assurance of coverage.

The Board shall delegate to t8&0O/COOGthe responsibility to:

1. Review the insurance program of the school, consilfernatives, and report
recommendations to the Board;

2. Recommend specific insurance placement and prepare specifications for same;

3. Assist the Board in the establishment and maintenance of property valuation and
insurance records

4. Provide anualsafetyand fire inspections
5. Oversee claims processing

6. Recommend such measures as may reduce the cost of insurance premiums including
assumption of risk, loss prevention, transfer of risk andisglfrance.
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Allowability of Cost T Title | Policy (Board Approv al i September
27, 2016)

Expenditures must be aligned with approved budgeted items. Any changes or variations from
the stateapproved budget and grant application need prior approval from the state.

When determining how th8chool will spend its grarfunds, the Business Office / CEO/COO

will review the proposed cost to determine whether it is an allowable use of federal grant funds
beforeobligating and spending those funds on the proposed good or service. All costs supported
by federaleducationfunds must meethe standards outlined BEDGAR, 2 C.F.R. Part 3474 and

2 C.FR. Part200, Subpart Ewhich are provided in thbulleted list below. Business Office /
CEO/COOmust consider these factors when making an allowability determination.

1 Be Necssary andReasonable for the performance of the federal awardschoolstaff
must consider these elements when determining the reasonableness of a cost. A cost is
reasonable if, in its nature and amount, it does not exceed that which would be incurred
by aprudent person under the circumstances prevailing at the time the decision to incur
the cost was made. For example, reasonable means that sound business practices were
followed, and purchases were comparable to market prices.
When determining reasonabless of a cost, consideration must be given to:

A Whether the cost is a type generally recognized as ordinary and necessary for the
operation of theSchoolor the proper and efficient performance of the federal
award.

A The restrains or requirements imposeg factors, such as: sound business
pr act i clength bamainmg; $ederal, state and other laws and regulations;
and terms and conditions of the federal award.

A Market prices for comparable goods or services for the geographic area.

A Whether the indivduals concerned acted with prudence in the circumstances
considering their responsibilities to ti¥hoo] its employees, its students, the
public at large, and the federal government.

A Whether theSchool significantly deviates from its established practicaend
policies regarding the incurrence of costs, which may unjustifiably increase the
feder al a2@RR8209.40d0 st .

While 2 C.F.R.8200.404does not provide specific descriptions of what satisfies the

A neces s arbgyondds inelusiorm the reasonableness analysis aboeeessary

is determined based on the needs of the program. Specifically, the expenditure must be

necessary to achieve an important program objective. A key aspect in determining

whether a cost is necessary is whetheiSchoolcan demonstrate that the cost addresses
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an existing need, and can prove it. For exampleSti®olmay deem a language skills
software program necessary for a limited English proficiency program.

When determining whether a cost is necessargsideration may be given to:
A Whether the cost is needed for the proper and efficient performance of the grant

program.
A Whether the cost is identified in the approved budget or application.
A Whether there is an educational benefit associated with the cos
A Whether the cost aligns with identified needs based on results and findings from a
needs assessment.
A Whether the cost addresses program goals and objectives and is based on program
data.

1 Allocable to the federal award. A cost is allocable to the feddraward if the goods or
services involved are chargeable or assignable to the federal award in accordance with
the relative benefit received. This means that the federal grant program derived a benefit
in proportion to the funds charged to the progra2nC.F.R.8200.405. For exampleif
50% of at e a & katary & paid witlgrant funds, then that teachaust spend at least
50% of his or her time on the grant program

1 Consistent with policies and procedures that apply uniformly to both federally
financed and other activities of theSchool

1 Conform to any limitations or exclusions set forth as cost principles iart 2000r in
the terms and conditions of the federal award.

1 Consistent treatment. A cost cannot be assigned to a federal award as a doscif
any other cost incurred for the same purpose in like circumstances has been assigned as
an indirect cost under another award.

1 Adequately documented.All expenditures must be properly documented.

1 Be determined in accordance with general acceptesccounting principles (GAAP),
unless provided otherwise irPart 200.

1 Not included as a match or cosshare, unless the specific federal program
authorizes federal costs to be treated as suclfSome federal program statutes require
the nonfederal entityto contribute a certain amount of ntederal resources to be
eligible for the federal program.
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1 Be the net of all applicable credits. The term HAapplicabl e crec
receipts or reduction of expenditures that operate to offset or redueasexgems
allocable to the federal awardTypical examples of such transactions are: purchase
discountsyebates or allowances; recoveries or indemnities on losses; and adjustments of
overpayments or erroneous charges. To the extent that such coliisi@ to or
received by the state relate to the federal award, they shall be credited to the federal
award, either as a cost reduction or a cash refund, as appro@riaté.R.8§200.406

Part 20006s <cost gui del i nes nhfunsls arebexpended.nAsi der e
provided above, federal rules require stated Schootlevel requirements and policies regarding
expenditures to be followed as well. For example, state aS8dhwolpolicies relating to travel

or equipment may be narrower thine federal rules, and the stricBate and/oSchoolpolicies

must be followed. &rther, certain types of incentives are allowable under federal law, but are

not allowable under State law

Selected Items of Cost

Part 200examines the allowabilitpf 55 specific cost items (commonly referred to as Selected
Items of Costat 2 C.F.R. 88 200.42P00.475. These cost items are listed in the chart below
along with the citation where it is discussed whether the item is allowable. Please do not assume
that an item is allowable because it is specifically listed in rdgulation as it may be
unallowable despite its inclusion in the selected items of cost section. The expenditure may be
unallowable for a number of reasons, including: the express langtityeregulationstates the

item is unallowable; the terms and conditions of the grant deem the item unallowable; or
State/local restrictions dictate that the item is unallowable. The item may also be unallowable
because it does not meet one of the cosiciples, such as being reasonable because it is
considered too expensive. If an item is unallowable for any of these reasons, federal funds
cannot be used to purchase it.

Schoolpersonnel responsible for spending federal grant funds and for deterralilowgbility
must be familiar with thé&art 200selected items of cosection TheSchoolmust follow these
rules when charging these specific expenditures to a federal grant. When ap@icabtdstaff
must check costs against the selected itentosif requirements to ensure the cost is allowable.
In addition,State,Schooland programspecific rules may deem a cost as unallowableSatbol
personnel must follow those ndederal rules as well.

The selected item of cost addresseBant 20Gncludes the following (in alphabetical order):

| Item of Cost | Citation of Allowability Rule \
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Advertising and public relations costs

2 CFR § 200.421

Advisory councils

2 CFR §200.422

Alcoholic beverages

2 CFR § 200.423

Alumni/ae activities

2 CFR § 200.424

Audit services

2 CFR § 200.425

Bad debts

2 CFR § 200.426

Bonding costs

2 CFR § 200.427

Collection of improper payments

2 CFR § 200.428

Commencement and convocation costs

2 CFR § 200.429

Compensatioii personal services

2 CFR § 200.430

Compensatioii fringe benefits

2 CFR §200.431

Conferences

2 CFR § 200.432

Contingency provisions

2 CFR § 200.433

Contributions and donations

2 CFR § 200.434

Defense and prosecution of criminal and ¢
proceedings, claims, appeals and pa
infringements

2 CFR 8200.435

Depreciation

2 CFR § 200.436

Employee health and welfare costs

2 CFR § 200.437

Entertainment costs

2 CFR §200.438

Equipment and other capital expenditures

2 CFR §200.439

Exchange rates

2 CFR § 200.440

Fines, penalties, damages and othtteseents

2 CFR §200.441

Fund raising and investment management c

2 CFR § 200.442

Gains and losses on disposition of depreciz
assets

2 CFR §200.443

General costs of government

2 CFR §200.444

Goods and services for personal use

2 CFR § 200.445

Idle facilities and idle capacity

2 CFR § 200.446

Insurance and indemnification

2 CFR §200.447

Intellectual property

2 CFR § 200.448

Interest

2 CFR §200.449

Lobbying

2 CFR § 200.450

Losses on other awards or contracts

2 CFR § 200.451

Maintenanceand repair costs

2 CFR § 200.452

Materials and supplies costs, including costs
computing devices

2 CFR §200.453

Memberships, subscriptions, and professic
activity costs

2 CFR § 200.454

Organization costs

2 CFR § 200.455

Participant support cast

2 CFR § 200.456
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Plant and security costs 2 CFR § 200.457
Preaward costs 2 CFR § 200.458
Professional services costs 2 CFR § 200.459
Proposal costs 2 CFR § 200.460
Publication and printing costs 2 CFR § 200.461
Rearrangement and reconversion costs 2 CFR §200.462
Recruiting costs 2 CFR § 200.463
Relocation costs of employees 2 CFR § 200.464
Rental costs of real property and equipment| 2 CFR § 200.465
Scholarships and student aid costs 2 CFR § 200.466
Selling and marketing costs 2 CFR § 200.467
Specialized service facilities 2 CFR § 200.468
Student activity costs 2 CFR § 200.469
Taxes (including Value Added Tax) 2 CFR § 200.470
Termination costs 2 CFR § 200.471
Training and education costs 2 CFR § 200.472
Transportation costs 2 CFR § 200.473
Travel costs 2 CFR § 200.474
Trustees 2 CFR § 200.475

Likewise, it is possible for the State and&choolto put additional requirements on a specific

item of cost. Under such circumstances, the stricter requirements must be met for a cost to be
allowable. Accordingly, employees must consult federal, StatéSahdolrequirements when

spending federal funds. For exampbiient he St ateds travel rul es &
feder al rul es, which means the Statebs polici

In order for a cost to be allowable, the expenditure must also be allowable under the applicable
program statute (e.g., Title | of the Elementary and Secondary Education Act (ESEA), or the
Carl D. Perkins Career and Technical Education Act (Perkins)), aloitly accompanying
program regulations, neregulatory guidance and grant award notifications.

The state and/oBchoolrules related to some specific cost items are discussed .bgthwol
employees must be aware of th&ate andSchoolrules and ensurén¢y are complying with
these requirements.

Helpful Questions for Determining Whether a Cost is Allowable

In addition to the cost principles and standards described #éheBeisiness Office / CEO/COO

can refer to this section for a useful framework wpenforming an allowability analysis. In

order to determine whether federal funds may be used to purchase a specific cost, it is helpful to
ask the following questions:
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1 Is the proposed cost allowable under the relevant program?
1 Is the proposed cost costnt with an approved program plan and budget?
1 Is the proposed cost consistent with program specific fiscal rules?

o For example, the School may be required to use federal funds only to supplement
the amount of funds available from nonfederal (and possitiher federal)
sources.

1 Is the proposed cost consistent with EDGAR?
1 Is the proposed cost consistent with sfecconditions imposed on the grant (if
applicable)?

As a practical matteBusiness Office / CEO/CO®Ghould also consider whether the proposed
cost is consistent with the underlying needs of the program. For example, program funds must
benefit the appropriate population of students for which they are allocated. This means that, for
instance, funds allocated under Title Il of the Elementady@&condary Education Act (ESEA)
governing language instruction programs for limited English proficient (LEP) students must only
be spent on LEP studerdadcannot be used to benefit rbEP students.Further, under most

major elementary and secondaryieation programs, recipients

Also, funds should be targeted to address areas of weakness, as pecdssanake this

determination, Business Office / CEO/COshould review data when making purchases to
ensure that federal funds to meet these areasnceoo.

Cash Management Title | Policy (Board Approval T September 27,
2016)
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The Schoolwill comply with applicable methods and procedures for payment that minimize the
time elapsing between the transfer of funds and disbursemehé [8chool, in accordance with

the Cash Management Improvement Act at 31 CFR Part 205. Generally, the School receives
payment from théennsylvania Department of Educatimm a reimbursement basis. 2 C.F.R. §
200.305. However, if the School receives awaate in federal grant funds, the School will
remit interest earned on the advanced payment quarterly to the federal agency consistent with 2
C.F.R. 8 200.305(b)(9).

According to guidance from the U.S. Department of Education (ED), when calculating the

interest earned on ED grant fundsgardless of the date of obligation, interest is calculated from

the date that the federal funds are drawn down from the G5 system until the date on which those
funds are disbursed by the LEA.

Interest would not accruetiie LEA uses nonfederal funds to pay the vendor and/or employees
prior to the funds being drawn down from the G5 systmymmonly known as a reimbursement.

Payment Methods

Reimbursement3he School will initially charge federal grant expenditures tdfeaeral funds.

The SchoolBusiness Office / CEO/COWiill request reimbursement for actual expenditures
incurred under the federal gramtenthly. All reimbursement requests are signed. The requests
are tied to approved budget line items. Documentationt niies submitted with the
reimbursement request. Reimbursement requests will be submitted on State forms to the
Pennsylvania Department of Education portal. All reimbursements are based on actual
disbursements, not on obligations.

The Pennsylvania DepartmearitEducation will process reimbursement requests within required
time frames for reimbursement.

Consistent with state and federal requirements, the School will maintain source documentation
supporting the federal expenditures (invoices, time sheets,lpstytos, etc.) and will make such
documentation available féhhe Pennsylvania Department of Educatieriew upon request.
Reimbursements of actual expenditures do not require interest calculations.

AdvancesTo the extent the School receives advangenaats of federal grant funds, the School

will strive to expend the federal funds on allowable expenditures as expeditiously as possible.
Specifically, the School attempts to expend all drawn downs of federal funds within 72 hours of
receipt.

The School wl hold federal advance payments in interesaring accounts, unless an allowable
exception applies. The School will begin to calculate interest earned on cash balances once funds
are deposited into the School 6s account.
Interest will be calculated coistent withrequested state fornTotal federal grant cash balances

will be calculated on cash balances pemgra and ap p | y acwainterebteatel®e h ool 0 ¢
Schoolwill remit interest earned ogrant funds annually to the U.S. Department of Heaftd

Human Services Payment Management System (regardless of the federal awarding agency for
the grant) through an electronic medium using either Automated Clearing House (ACH) network
or a Fedwire Funds Service paymegtC.F.R. § 200.305(b)(9T.he praess to remit interest, as
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required is completed with our Business Office / CEO/CDI& Schoolmay retain up to $500
of interest earned per year.
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Conflict of Interest i Title | Policy (Board Approval i September
27, 2016)

Standards of Conduct

In accordance with 2 C.F.R8200.18(c)(1),the School maintains the following standards of
conduct covering conflicts of interest and governing the actions of its employees engaged in the
selection, award and administration of contracts.
No employee, ficer, or agent may participate in the selection, award, or administration of a
contract supported by a federal award if he or she has a real or apparent conflict of iBteriest.
a conflict of interest would arise when the employee, officer, or ageptmember of his or her
immediate family, his or her partner, or an organization which employs or is about to employ any
of the parties indicated herein, has a financial or other interest in or a tangible personal benefit
from a firm considered for a coatt.
The officers, employees, and agents of 8&hool may neither solicit nor accept gratuities,
favors, or anything of monetary value from contractors or parties to subcontraletss the gift
is an unsolicited item of nominal value. LVDLCS follote laws, regulations, and guidance of
the PA State Ethics Commission, including but not limited to the PA Public Schools and School
practices related to the standards of conduct and conflicts of interest.
Please refer to LVDLCS policies:

- Conflict of Interest Policy for Administration, Faculty, & StgBection: Personnel

Policies)
- Hiring Family MembergSection: Personnel Policies)

Organizational Conflicts
LVDLCS at this time does not have a parent, affiliate or subsidiary organization thatt as
state, local, government or Indian Tribe that would pose organizational conflicts of interest.

Disciplinary Actions

Disciplinary actions taken against an individual who violates this policy will be leveled upon
completion of a full investigatiompplicable due process shall be afforded to the employee.
Actions taken will be based upon the nature of the offense and the recommendation of the
CEO/COQat the conclusion of the investigation. Disciplinary actions may include reprimand,
suspension, or tmination.
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Procurementsi Title | Policy (Board Approval i September 27,
2016)

The School maintains the following purchasing procedures.
A. Responsibility for Purchasing

The Business Office / CEO/COOQO has the authority to initiate purchases. The®uS€iffice /
CEO/COO may delegate purchasing authority to responsible individuals within their department.
The administrative office will make the final determination on any proposed purchase where
budgetary or other conditions may result in denial.

B.Purdhase Methods

The type of purchase procedures required depends on the cost of the item(s) being purchased.
The following describes the five procurement methods allowed under federal law. While the
federal rules provide a basic structure for each procemeérmethod,LVDLCS must have
documented procurement policies which provide detail on the process by which all purchases are
made. Consequently, for each procurement method, provide the following detail:

Purchases up to $3,000 (Micrd?urchase$

Micro-purchase means a purchase sfipplies or services using simplified acquisition
procedures, the aggregate amount of which doesxceed $3,000. The miepoirchase method

is usedin order to expedite the completion of its lowdstlar small purchase transexts and
minimize the associated administrative burden and destcurement by micrpurchase is the
acquisition of supplies or services, the aggregate dollar amount of which does not exceed the
micro-purchase threshald

To the extent practicableghe School distributes micro-purchases equitably among qualified
suppliers Micro-purchases may be awarded without soliciting competitive quotations if the
School considers the price to be reasonableThe School maintains evidence of this
reasonableness inghiecords of all micrpurchases

Purchases between $3,000 and $150,0@all Purchase Procedurs)

Small purchase procedures are those relatively simple and informal procurement methods for
securing services, supplies, or other property that do notnoot than$150,000 If small
purchase procedures are used, price or rate quotatierabtainedrom an adequate number of
qualified sources.

Purchases Over $150,000

Sealed Bids (Formal Advertisindgyor purchases over $150,000, bids are publiclcget and a

firm fixed price contract (lump sum or unit price) is awarded to the responsible bidder whose
bid, conforming with all the material terms and conditions of the invitation for bids, is the lowest
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in price. The sealed bid method is the prefemeethod for procuring construction, if the
following conditions apply:
1 A complete, adequate, and realistic specification or purchase description is available;
1 Two or more responsible bidders are willing and able to compete effectively for the
business; am
1 The procurement lends itself to a firm fixed price contract and the selection of the
successful bidder can be mdeencipaly on the basis of price.

If sealed bids are used, the following requirements apply:

1 Bids must be solicited from an adequate numdfeknown suppliers, providing them
sufficient response time prior to the date set for opening the bids, for state, local, and
tribal governments, the invitation for bids must be publically advertised;

1 The invitation for bids, which will include any spkcations and pertinent attachments,
must define the items or services in order for the bidder to properly respond;

1 All bids will be opened at the time and place prescribed in the invitation for bids, and for
local and tribal governments, the bids musbpened publicly;

1 A firm fixed price contract awarthustbe made in writing to the lowest responsive and
responsible bidder.

Where specified in bidding documents, factors such as discounts, transportation cost, and life
cycle costs must be considereddetermining which bid is lowest. Payment discounts will only

be used to determine the low bid when prior experience indicates that such discoustsbye

taken advantage ofAny or all bids may be rejected if there is a sound documented reason.

Compditive Proposals: The technique of competitive proposals is normally conducted with
more than one source submitting an offer, and either a fixed price erecobursement type
contract is awarded. It is generally used when conditions are not appréqridie use of sealed
bids. If this method is used, the following requirements apply:

1 Requests for proposals must be publicized and identify all evaluation factors and their
relative importance. Any response to publicized requests for proposals must be
considered to the maximum extent practical;

1 Proposals must be solicited from an adequate number of qualified saurdes;

1 Contracts must be awarded to the responsible firm whose proposal is most advantageous
to the program, with price and other factors cdesed

The Schoolmay use competitive proposal procedures for qualificati@s®d procurement of
architectural/engineering (A/E) professional services whereby competitors' qualifications are
evaluated and the most qualified competitor is selected, dutgenegotiation of fair and
reasonable compensation. The method, where price is not used as a selection factor, can only be
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used in procurement of A/E professional services. It cannot be used to purchase other types of
services though A/E firms are a patial source to perform the proposed effort.

Contract/Price Analysis The Schoolperforms a cost or price analysis in connection with every
procurement action in excess of $150,000, including contract modificatich<C.F.R. §
200.323(a). A cost anais generally means evaluating the separate cost elements that make up
the total price, while a price analysis means evaluating the total price, without looking at the
individual cost elements.

The method and degree of analysis is dependent on the dactounding the particular
procurement situation; howeRusiness Office / CEO/CO®nust come to an independent
estimate prior to receiving bids or proposésC.F.R. § 200.323(a).

When performing a cost analysis, the Business Office / CEO/COO rtegqtiafit as a separate
element of the price. To establish a fair and reasonable profit, consideration is given to the
compl exity of the work to be performed, t he
investment, the amount of subcontracting tjuality of its record of past performance, and
industry profit rates in the surrounding geographical area for similar work. 2 C.F.R. §
200.323(b).

Noncompetitive Roposals(Sole Surcing)

Procurement by noncompetitive proposals is procuremenighrsolicitation of a proposal from
only one source and may be used only when one or more of the following circumstances apply:
1 The item is available only from a single source;

1 The public exigency or emergency for the requirement will not permit a dedaiting
from competitive solicitation;

1 Thefederalawarding agency or pa#isrough entity expressly authorizes noncompetitive
proposals in response to a written request fronStieo] or

1 After solicitation of a number of sources, competition is detexchinadequate.

A cost or price analysis will be performed for noncompetitive proposals when the price exceeds
$150,000.

C.Full and Open Competition

All procurement transactions must be conducted in a manner providing full and open
competition consistentvith 2 C.F.R §200.319. In order to ensure objective contractor

performance and eliminate unfair competitive advantage, contractors that develop or draft
specifications, requirements, statements of work, or invitations for bids or requests for proposals
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must be excluded from competing for such procurements. Some of the situations considered to
be restrictive of competition include but are not limited to:
1 Placing unreasonable requirements on firms in order for them to qualify to do business;

Requiring unneessary experience and excessive bonding;

Noncompetitive pricing practices between firms or between affiliated companies;
Noncompetitive contracts to consultants that are on retainer contracts;

Organizational conflicts of interest;

Speci fying rmarhego ap rildodruacntd i nst ead of al |l owi
offered and describing the performance or other relevant requirements of the
procurement; and

1 Any arbitrary action in the procurement process.

= =4 4 -4 A

EDGAR further requires the following to ensure adéguampetition.

Geographical Preferences Prohibited

The School must conduct procurements in a manner that prohibits the use of statutorily or
administratively imposed state, local, or tribal geographical preferences in the evaluation of bids
or proposals.except in those cases where applicable federal statutes expressly mandate or
encourage geographic preference. When contracting for architectural and engineering (A/E)
services, geographic location may be a selection criterion provided its applicaties ka
appropriate number of qualified firms, given the nature and size of the project, to compete for the
contract.

Prequalified Lists

The Schoolmust ensure that all prequalified lists of persons, firms, or products which are used in
acquiring goods ah services are current and include enough qualified sources to ensure
maximum open and free competitioAlso, the Schoolmust not preclude potential bidders from
qualifying during the solicitation period.

Solicitation Language

The Schooimust ensuré¢hat all solicitationsincorporate a clear and accurate description of the
technical requirements for the material, product, or service to be procured. Such description must
not, in competitive procurements, contain features which unduly restrict competilibe
description may include a statement of the qualitative nature of the material, product or service to
be procured and, when necessary, must set forth those minimum essential characteristics and
standards to which it must conform if it is to satisfg intended use. Detailed product
specifications should be avoided if at all possible.

A. When it is impractical or uneconomical to make a clear and accurate description of the
technical requi rements, a fAbrand name or
means to define the performance or other salient requirements of procurement. The
specific features of the named brand which must be met by offers must be clearly stated,;

and identify all requirements which the offerors must fulfill and all other fa¢ttolse
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used in evaluating bids or proposal2 C.F.R Federal Procurement System
Standards

Avoiding Acquisition of Unnecessary or Duplicative Iltems

The School must avoid thacquisition of unnecessary or duplicative itemédditionally,
considerationis given to consolidating or breaking out procurements to obtain a more
economical purchase.And, where appropriate, an analysis must rhade of leases versus
purchase alternatives, and another other appropriate analysis to determine the most economical
appoach.

These considerations are given as part of the process to determine the allowability of each
purchase made with federal funds.

Use of Intergovernmental Agreements

To foster greater economy and efficiency, the School enters into state and local
intergovernmental agreements where appropriate for procurement or use of common or shared
goods and services.

Use of Federal Excess and Surplus Property

The School considers the use of federal excess and surplus property in lieu of purchasing new
equipmentnd property whenever such use is feasible and reduces project costs.

Debarment and Suspension

The Schoolawards contracts only to responsible contractors possessing the ability to perform
successfully under the terms and conditions of a proposed proent.€Consideration will be

given to such matters as contractor integrity, compliance with public policy, record of past
performance, and financial and technical resources.

The Schoolmay not subcontract with or award subgrants to any person or companys wh
debarred or suspded.For all contracts over $25,008e School verifies that the vendor with
whom the School intends to do business with is not excluded of disqualified. 2 C.F.R. Part 200,
Appendix l1(1) and 2 C.F.R. 88 180.220 and 180.300.

Maintenance of Procurement Records

The School must maintain records sufficient to detail the history of all procurements. These
records will include, but are not necessarily limited to the following: rationale for the method of
procurement, selection of conttatype, contractor selection or rejection, the basis for the
contract price (including a cost or price analysis), and verification that the contractor is not
suspended or debarred.

Time and Materials Contracts

The School may use a time and materiafgetgontract only (1) after a determination that no
other contract is suitable; and (2) if the contract includes a ceiling price that the contractor
exceeds at its own risk. Time and materials type contract means a contract whose cost to the
School is thesum of: the actual costs of materials, and direct labor hours charged at fixed hourly
rates that reflect wages, general and administrative expenses, and profit.
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Since this formula generates an ogwled contract price, a tiradmaterials contract
provides no positive profit incentive to the contractor for cost control or labor efficiency.
Therefore, each contract must set a ceiling price that the contractor exceeds at its own risk
Further, theSchoolmust assert a high degree of oversight in ordebtain reasonable assurance

that the contractor is using efficient methods and effective cost controls.

Settlements of Issues Arising Out of Procurements

The Schoohloneis responsible, in accordance with good administrative practice and sound
businesgudgment, for the settlement of all contractual and administrative issues arising out of
procurements. These issues include, but are not limited to, source evaluation, protests, disputes,
and claims. These standards do not relievéti®olof any contratual responsibilities under its
contracts. Violations of law will be referred to the local, statéederalauthority having proper
jurisdiction.

Protest Procedures to Resolve Dispute

The School maintains protest procedures to handle and resolve slisglatang to procurements

and, in all instances, discloses information regarding the protest to the awarding agency.
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Travel T Title | Policy (Board Approval i July 28, 2019

Travel Travel costs are the expenses for transportalodging, subsistence, and related items
incurred by employees who are in travel status on official business of a grant recipient. Such
costs may be charged on an actual cost basis, on a per diem or mileage basis in lieu of actual
costs incurred, oon a combination of the two, provided the method used is applied to an entire

trip and not selected days of the trip, and results in charges consistent with those normally
all owed in | i ke cir c u-fadetaly fucdedsactivities atidhaecordaace i pi e n
with the recipientds writt eB8200474)V el rei mbur se

Costs incurred by employees and officers for travel, including costs of lodging, other
subsistence, and incidental expenses, must be considered reasodabtheawise allowable

only to the extent such costs do not exceed charges normally allowed by the District in its regular
operations as the result of its written travel policy. In addition, if these costs are charged directly
to the federal award, docuntation must be maintained that justifies that (1) participation of the
individual is necessary to the federal award; and (2) the costs are reasonable and consistent with
the Districtos es§@obiTgh)shed policy. 2 C.F.R

Please see the LVDLCSokties and Procedures manual TRAVEL GUIDELINES for
necessary procedures to obtain travel approval.

Policies and Procedures 94 Revised\Novmeber, 2020



| Lehigh Valley Dual Language
% F o Charter School

Pennsylvania Department of Agriculture
Policy Regarding Identification of Food Inspectors in Schools

It is the legal responsibility of the Pennsylvania Department of Agriculture (PDA) to regulate
and inspect "Retail Food Facilities." This duty is imposed on PDA by the Retail Food Facility
Safety Act (the "Act"), Act of Neember 23, 2010, P.L.1039 (3 Pa. C.S.A SS 5114).

A school cafeteria is a "Retail Food Facility" under Section 5702 of the Act. Section 5704 of the
Act provides, in pertinent part, as follows:

$ 5704. Inspection, sampling and analysisirfapection--For purposes of enforcement of this
subchapter, a licensor is authorized, upon presenting appropriate credentials to the person in
charge:

(1) To enter at reasonable times any retail food facility. (2) To inspect at reasonable times, within
reasonabléimits and in a reasonable manner, the retail food

facility.

As stated, the Act requires schools to allow PDA Food Inspectors to enter the school and inspect
the cafeteria at reasonable tengon the Inspector presenting appropriate credentidisese
"appropriate credentials" consist of the two (2) types of identification that PDA issues to its Food
Inspectors and requires them to carry when performing Food Safety inspections: (1) a
Commonwealthissued identification badge bearing the photograph oPiw Food Inspector;

and (2) a metal badge bearing the Inspector's unique badge number. There is no legal
requirement nor is there any legal authority for a school to impose a requirertfeitPDA

Food Inspectors present a driver's license or anyifabation otherthan the "appropriate

credentials" referenced in the Act as a condition of being allowed to enter a school to conduct an
inspection of the retail food facility in that school.

Likewise, there is no legal authority for requiring PDA Foospkrctors to undergo a background
check before entering a school to perform their inspections. As an informational point: before
being allowed to perform Food Safety inspections a PDA Food Inspector must undergo three
separate background checks: (1) a anmhbackground check by Pennsylvania State Police; (2) a
tax background check by the Pennsylvania Department of Revenue; and (3) a driving record
check by the Pennsylvania Department of Transportation.

If you have any questions regarding this policy efeel free to contact me at 7X87-4315, or
the Department of Agriculture Office of Chief Counsel af-787-8744.

Bureau of Food Safety and Laboratory Services 2301 N Cameron St. Harrisburg, PA 17110
9408 | Suite 112171787.4315 | agriculture.pa.geatsafe
*Policy updated at January, 2020 Board of Trustees Meeting
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Adoption of Courses of Study

The Board shall provide a comprehensive instructior@dnam to serve the educational needs of
the students of thieehigh Valley Dual Language Charter School

For purposes of this policy, a course of study shall be defined as the planned course which
consists of at least: written statement of objective®tadhieved by students; content to be used
to reach objectives; expected levels of achievement; and procedures for evaluation.

No course of study shall be taught unless it has been adopted by the BoaRtinGipalis

responsible for the continuous avaion of the efficacy of courses of study and shall

recommend to the Board such new courses of study as he/she deems to be in the best interest of
the students.

ThePrincipalshall maintain a current list of all courses of study offered by the schocheati
furnish each member of the Board with a copy upon revision.
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Adoption of Curriculum, Instructional Materials and Textbooks
The Board shall approve and adopt theicutum to be taught.

ThePrincipalof the school shall have the responsibility of recommending to the Board, the
approval of curriculum, instructional materials and textbooks.

Once approved by the Board, tRgncipalshall have overall responsibilitgif approving the
purchase of textbooks and other instructional materials.

All community concerns expressed regarding Board approved textbooks and instructional
materials will be reviewed by an appropriate Board Committee appointed by the Board
President.
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Homework

Homeworkis defined as any educational activity related to classroom instruction primarily
designed to enhance student learningLeéttigh Valley Dual Language Charter School

homework is considereah integral part of the educational program. Homework activities
contribute to learning when they are well planned and given with a valid educational objective in
mind.

The purpose of homework is to improve student understanding of the subject maiy;tte
student assume greater responsibility; to offer opportunities fedisetftion; to reinforce basic

skills; and to be used for positive learning, not for punishment. It may take many forms, such as
individual or group exercises, readings, olsagons, projects, studying and creative endeavors.

Regularly assigned, carefully designed and prepared homework is essential for effective learning
to occur. Staff, students and parents/guardians play an important role in the success of
homework as a leaing opportunity. All parties involved must assume responsibility for the
successful implementation of homework policies and procedures.

A letter should be sent to parents/ guardians
and should include helf ul ti ps for i mproving studentsdé st

Teachers are responsible for creating homework assignments for their classes every week.
Homeworkshould be designed to improve student understanding of the sulajiéet; o help
students assume greater responsibility; to offer opportunities fedissttion; and to reinforce
skills taught in the classroom.

SUGGESTED TIME ALLOCATIONS

It is recognized that all learning cannot be accomplished within the limitedrarof time
allotted for classroom instruction; therefore, homework should be routinely assigned to students.
As the word implies, homework is to be completed outside the regular class period.

The extent to which homework assignments are made showddadfl t he t eacher 6s Kk
his/her students and the judgment as to appropriateness of content and frequency of assignments.

Students in grade 5#8th can be assigned up to 60 minutes of homework per night. Homework
should be appropriate to maintalavelopment and comprehension of class work.

Students in grades-K can be assigned up to 10 minutes of homework per night based upon their
grade level (Kinder 10, First- 20, Second 30, Third- 40, Fourth- 50).

Homeworkshould be dted and signed by parent/guardian to verify that parent/guardians has
seen the homework prior to submission. Teachers should contact parents if homework has not
been returned, or if it has been returned without the parent/guardian verification shdehtsSt
must maintain their returned homework in an orderly and complete file which should be
available for inspection by the teacher at any time.
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Marking and Reporting Student Progress and Achievement

The Board recognizes that a system of marking and reporting student progress and

achievement can help the student, teachers and parents/guardians to better assess the
student 6s progress towar d e @uestatthecoopetatiog oal s .
of school and home is a vital ingredient in the growth and education of the whole child. The
Board recognizes its responsibility to keep
and progress in school.

The Board dire& the establishment of a program of marking and reporting student progress
which shall include written reports and parent conferences with teachers, and shall require
appropriate staff members to comply with such a program as part of their responsibilities

Marking shall be that system of evaluation and recording student progress and achievement
which enables the students, parents/ guardi an
and weaknesses; plan an educational and vocational future fordeatstuthe areas of the

greatest potential for success; and determine where remedial work is required.

The Board directs that the instructional program ofLifleigh Valley Dual Language Charter
Schoolinclude a system of marking for all students whikansistent with the educational
goals of the school.

ThePrincipalshall develop procedures that provide:

1. Each student, at the outset of any course of study, with the expected achievement for that
course.

2. Information, on a continual basis, to eachdstt regarding his/her progress and
achievement during the course of study.

3. Teachers with marking procedures appropriate to the course of study and the maturity of
the students.

4. Encouragement of students to evaluate their progress and achievement.

5. Peridlic review and, if necessary, revision of all marking procedures. To the greatest
extent possible, this review shall include students, staff and parents.

6. Consistency of marking procedures and format in all grades.

ThePrincipalshall also develop procetes for reporting student progress and achievement to
parents/guardians which:
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1. Use various methods of reporting appropriate to grade level and curriculum content.
2. Ensure that both student and parents/guardians receive ample warning of a pending mark

off ai l ureo or of a condition that would adyv
3. Enable the scheduling of pardeticher conferences at such times and places as will

ensure the greatest degree of participation by parents/guardians.

4. Specify the issuance ofpert cards at intervals of not less than nine (9) weeks.
5. To obtain a passing grade in any subject you must score at least 70%. LVDLCS does not
all ow a ADO as a passing grade, therefore

acceptable passirggades. An A is 1080%, B is 89.8B0%, C is 79.9/0%.

Report cards and other appropriate literature for parents shall be provided, wherever possible, in
the appropriate foreign language for students who do not speak English.

The policies and proceduresgarding the marking and reporting of student progress and

achievement shall be included in the Student/Parent Handbook and shall be explained to students
and parents/guardians at the beginning of each school year.
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Student Progress Reports and Repor€ards

Progress reports are critical to convey student progress to parents/guardians and to assess the
achievement of individual students, classes, and the school at large. They should beedompl

monthly. At intervals of no longer than 9 weeks, report cards should be prepared to provide
parents/ guardians with cumul ative data on the

The following steps are to be followed in completing student progepssts and report cards:

1. The homeroom teacher shall complete all identifying information about students on the
progress report. Special teachers and any other teachers and assistants working with the
student should submit all necessary information tapipgopriate homeroom teacher.

2. Homeroom teachers shall submit all progress reports tertheipalas stated on the
annual Report Card/Progress Report Calendar

3. ThePrincipalwill review each progress report for spelling, grammar, and completeness
ofi nformation to ensure that it reflects th
requiring revision will be promptly returned to the teacher. Hiecipalwill initial each
progress report once it is in final form and return it to the teacher.

4. Teachers shall send the reports to the admi
should be sent home with the student

It shall be the responsibility of the teacher andRhacipalto ensure that both students and

parents/guardians receive amplewamg of a pending mark of Afai/l
would adversely affect the studentds status.
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Student Assessment
It is the responsility of the Principalto ensure that all students have been tested for
placement in reading, language and mathematics, and that they have been placed
appropriately. Placement testing should be completed before the first day of school.

Upon entering LVDLCS, all students will complete the required benchmarks in English,
Mathemaics, and Spanish.
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Standardized Testing

To provide an objective measure for evaluating student learning, teacher performance, and

curriculum alignment with subject mattertts, the PSSAwill be administeredo all 3-8
gradestudents in the spring.

Following are the standardized tests that will be used, the grades and subjects that will be
tested, and thprojecteddates of test administration:

Testing Information *

English Language Arts (ELA) April
Make Up ELA &Math Grades 38 April
Science Assessments Gradamnl 8 April T May
Make up for Science Assessments May

*As per Pennsylvania Department of Educati on
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Lesson Plans
To ensureontinuity of instruction, the Board requires lesson plans.

Lesson plans shall reflect the school ds adopt
shall include objectives, concepts and skills to be taught, activities used to achievedtieesbje
and evaluations used to determine the extent of achievement.

Teachers shall make thorough preparation for all daily lessons and shall prepare written plans
reflecting such preparation.

To facilitate more effective instruction, lesson plans mugtrbpared no later than Friday
preceding the week of their implementation. Plan books will be reviewed and shall follow the
guidelines established by tReincipal

Guidelines for the implementation of this policy shall include:

1 The format(s) for lessoplans shall be decided at the school level i.e. selvai#
format, grade level format, departmental format, individual foin@tany combination
thereofi are acceptable.

1 Lesson plans shall include information pertinent to the effective implementéitzon
lesson. While teachers are required to be thoroughly prepared for each daily lesson, plans
may be prepared for each lesson or on a-tenm basis, i.e., unit of woikwhichever is
most appropriate. Materials to be used in a lesson(s), suchlesithgpmaterial,
cassette tapes, films, transparencies, computer presentations, etc., may serve as an
integral part of the plan.

1 Lesson plans and seating charts must be available for a substitute teacherdas one
emergency substitute plan must bedile the school office.

ThePrincipalshall be responsible for staff implementation of this policy and for monitoring the
appropriateness of lesson plans.
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Identifying Students With Special Needs

Lehigh Valley Dual Language Charter Scheball take a proactive approach to identifying
students demonstrating difficulties in and/or around the school. Such difficulties may
manifest themselves in the form of belawerage academic performance, @oitial
behaviors, communication problems, poor hygiene-(salb), or ill health.

It shall be the practice &thigh Valley Dual Language Charter Schtmbkcreen all students
within 45 days of their first day of attendancehe classroom teacher shedlordinate this

process by completing the benchmark assessments as found on the assessment calendar
Once screening has been completed, cases meriting additional attention should be identified
and referred to the appropriate individuals as outlined below

Nature of Problem | Person(s) to Receive Teacher Assistance Forn
Academic Special Educatioifeacher

Social Counselor and Special Educatibeacher
Communication Contracted Speech and Language Pathstiog
SeltHelp School Nurse

Health School Nurse

Teachers requiring specific administrative a
should consult therincipal ThePrincipalwill schedule a data team meeting that includes

the special educatideacher(s), Reading Specialist, and all relevant support personal (school
social worker, dean of students, ELL staff) to discuss teacher concerns and benchmark
assessment data to determine the most effective plan of action.

SPECIAL EDUCATION REFERRALS

Should repeated attempts to i mprove a studen
related staff member should file&Special EducatioReferral Form.The st udent 6s
parents/guardian may also complete and submit this.fdhe Special Education Referral

Formshould only be completed if all interventions resulting fitbmiinitial data meetings

have been exhausted, and it is clear that th
academic and social developméreft untreated. In such cases the

teacher or other legitimate party should complete the first page of this referral, and submit it

to the Special Educatiofeacher.

The Special Educatioheacher shdd then schedule a new IPT meeting, including the

Principal desi gnee and the studentds teachers, an
suspected disability (e.g. occupational therapist, physical therapist, speech and language
pathologist, schdgsychologist). In this meeting the Special Education Teacher should

assign the appropriate individuals evaluative tasks necessary to make a logical decision

regarding the need for special education or related services. The Special Education Teacher
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andor related services personnel should conduct all necessary informal assessments, compile
results, and report on their findings at the second IPT meeting. At this point, the team should
decide whether or not the student needs a formal, comprehensivatievalincluding a
psychological report.

If it is decided that the student is not in need of a more comprehensive evaluation, the team
should develop a new intervention plan that will appropriately support the student.

If the decision is made to continugth a more comprehensive evaluation, it is the

responsibility of the Special Educatideacher to ensure that due process is followed in
communicating with the parents/guardians. This process includes sending home a
Notification of Special Education Referral, Request for Evaluation, prior written notice, and
procedural safeguardsAssuming the parent/guardian approves a special education
evaluation, the Special Education Teacher should facilitate its completion. Once r@geilts h
been documented in a report, a meeting should be convened to discuss the findings of each of
the evaluations. A constituent from each area of suspected disability must be present to
interpret the results. If results suggest that the student maiglideelor special education

or related services, this meeting may also serve as an Individual Education Plan Committee
(IEPC) meeting. In this meeting the Special Education Teacher should facilitate (1) the
description of t he erorimandedmall rélated preas, §2gtnet | e v e |
designation of services to be provided, and (3) the development of measurable goals and
objectives. In addition to the preceding information, topics specific to state and federal
regulations should be discussed.

Upon closure of the IEPC meeting, a date for entry into the designated special education
program or related services should be determined, with services to begin on that date. An
annual review date should be set, and the Special Edudaammer should facilitate weekly
documentation of progress toward goals and objectives either by him/herself or related
services personnel.
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Special Education

Every exceptional student attendinghigh ValleyDual Language Charter Schatiall be

offered an educational program that meets his/her individual needs and is suited to his/her unique
abilities. Such a program of special education shall be designed to comply with law, confirm to
the goals ot.ehigh Valley Dual Language Charter Schamid to the extent feasible and

consistent with the best interests of the student and other students, integrate programs of special
education with the regular instructional program.

The Board directs that all procedures the implementation of a program of special education
be designed to guard the privacy of the student and family.

The CEO/COQis directed to recommend annually to the Board the employment and retention of
staff and the provision of such facilities asyniie necessary and feasible to provide for the
needs of exceptional students.

ThePrincipalshall develop procedures for a continuing evaluation of the effectiveness of the
school 6s plan for the excepti onaldthetesultsefnt and
such evaluation.

The program to which each exceptional student is assigned shall be that which best assures

his/her success in learning and offers him/her the least restrictive environment in accordance
with the Individuals With Disabilies Education Act (IDEA).
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Limited English Proficiency Students

In educating students with limited English proficiency (LBE®high Valley Dual Language

Charter Schoolvi | | empl oyymBssioot orewbdereby LEP studen
immersing themselves in the spoken and written language. Educational programming for LEP
students will therefore be similar to that provided for all students at the school. All instruction
during the ELL Gasswi | | be in English, but the teacher v
increasing comprehension. For such students, simple English will be spoken at the very

beginning, and more complex English will be used over time as they gain fluengn Wh

possible, the native language will be ugethcipaly to clarify instruction and provide a
reassuring and affirming connection to the <ch

In severe cases of limited English proficiency, students will be placed in atmmstruction

class that will focus primarily on speaking complete sentences, using English to identify objects,

and developing proper syntax and sentence structure. Once such basic skills are established,
LEP students wil |l belareufricuum.f rom t he school 0s r

Upon enroliment, all students will be asked to complete a Home Language Survey. Results from
this survey wil/ be used to guide the school 6
identifying students who may need language sesvice Each studentods profi
calculated using assessments selected at the school and/or those prescribed by the state, and
deci sions regarding the need for special | ang
performance.

*Seethe LVDLG APl an for students with Limited Engl
implementation information.

Policies and Procedures 10¢ RevisedNovmeber, 2020



Lehigh Valley Dual Language
% > Charter School

Homebound Instruction

The Board shall provide individual instruction to students confined to home atahdsp
physical disability, illness or injury, administrative or disciplinary reasons or when such
confinement is recommended for psychological or psychiatric reasons.

Application for individual instruction shall certify the nature of the illness aldlisy, state the
probable duration of the confinement, and must be submitted to the Schmagbalwho will
forward such recommendation to the Board for approval.

The Board will provide individual instruction only for those confinements expectesittatla
least four (4) weeks, but such exceptions may be made Bsiticgpaldeems advisable and so
recommends. Once approved by the Board, homebound instruction will be provided up to a
maximum of ten (10) hours each week (two [2] hours plejest) forstudents in grades 8.
Depending on t he PRihcipaneayduthaize arcaddiidnal kwe (2) hburse
each week.

The program of individual instruction given each student shall be in accordance with the
standards established by the Secyetd Education.

ThePrincipalreserves the right to withhold individual instruction when:

1. The instructorés presence in the place
health and /or welbeing of the teacher;

2. A parent or other adult in ¢wority is not at home with the student during the hours of
instruction; or

The condition of the student is such as to preclude his/her benefit from such instruction.

Policies and Procedures 11C RevisedNovmeber, 2020

of



Lehigh Valley Dual Language
Charter School

Plagiarism/Cheating

Plagiarismistheactaf| ai mi ng t he work of another as oneo
students is unacceptable and will not be tolerated dtehigh Valley Dual Language Charter

School

Suspected cases of plagiarism or cheating shall be brought to the attent®n of th

Principaldesignee. Upon investigation, confirmed cases of plagiarism/cheating are to be

described in writing by the classroom teacher. A copy of this written report shall be submitted to
thePrincipaldesignee. Once an offense has been confirmedtublent and his/her

parents/guardians shall be notified of the findings. Depending upon the situation, the

opportunity for the student to redo the assignment as well as the assignment of a grade shall be

left to the discretion of the teacher. Cheating w| always result in a A0O

Any student who willingly allows another to copy his/her work or provides information for
cheating will received the same disciplinary action as the person committing the offense.
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Field Trips

Field trips can be an educationally sound and important ingredient of the instructional program
of the schoolField trips are a privilege not a right.

Field trips shall be defined as any journey by students away from the school premiseshe
supervision of a teacher, which is an integral part of an approved course of study and conducted
for the purpose of affording a firbtand educational experience not available in the classroom.

Students on field trips remain under the superisind responsibility of the school and this
Board and are subject to their rules and regulations.

The Board does not endorse, support or assume responsibility for any staff member who takes
students on trips not approved by the Bo&d8(O/COOor Principal

No staff member may solicit students within the facilities or on school grounds for unapproved
trips.

ThePrincipalor his designee shall prepare procedures for the operation of field trips which shall
ensure that:

1. The safety and welbeing of studemstshall be protected at all times;

2. Parental permission is sought and obtained before any student may be
removed from school for a field trip;

3. ThePrincipalapproves the purpose, itinerary and duration of
the proposed trip;

4. Each field trip is properly planned, integrated with the curriculum and followed
up by appropriate activities which enhance its usefulness;

5. The effectiveness of field trip activities is monitored and evaluated;
6. All trips are to be taken within one dayb?é

Field trips for all students should fall within the general categories listed below:
Airports
Business and Industry Locations
Dorney Park
Federal Buildings
Fire Stations
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Gardens and Naral Parks
Historical Sites

Hospitals

Law Enforcement Agencies
Local Construction Sites
Local Shopping Malls
Military Installations

Movies (appropriate subjects only)
Municipal Buildings
Museums

Nearby Farms and Orchards
Newspapers

Post Office

Radio and TV Stations
Theaters

Universities and Colleges
Z00s

Costs for field trips are to be supported to the extent approved in the school budget.

In the absence of field trip funds, costs may be borne by parents/guardians or

approved school/pant organizations. Students with financial hardships shall have

all costs borne by the Board or the school/parent organization financing the trip if after checking
available resources it is found that the funds are available.
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Student Wellness Policy

1. Purpose
ThelLehigh Valley Dual Language Charter Schomtognizes that student wellness and
propernuti i on are r el at ed -heing, grawth,devaldpsent, gmdh y si ¢ a |
readiness to learn. The Board is committed to providing a school environment that
promotes student wellness, proper nutrition, nutrition education, and regular physical
activity as part of the total earning experience. In a healthy school environment, students
will learn about and participate in positive dietary and lifestyle practices that can improve
student achievement.

2. Authority (P.L. 108-265 Sec. 204)
To ensure the healiand weHlbeing of all students, the Board establishes thas¢heol
shall provide to students:

a. A comprehensive nutrition program consistent with federal and state
requirements

b. Access at reasonable cost to foods and beverages that meet established
nutritional guidelines.

C. Physical education courses and opportunities for developmentally
appropriate physical activity during the school day.

d. Curriculum and programs for grades K8 that are designed to educate

students about proper nutrition and lifelong pbasactivity, in
accordance with State Board of Education curriculum regulations and
academic standards.

3. Delegation of Responsibility (Pol. 808)
ThePrincipal(or designee) shall be responsible for monitoring the school programs and
curriculum to enste compliance with this policy, related policies and established
guidelines or administrative regulations.

School staff shall report to th&rincipalregarding compliance in his/her designated area
and status of any programs related to student wellness.

ThePrincipall or desi gnee) shall (annually) report
compliance with law and policies related to student wellness. The report may include,
but not limited to:

a. Assessment of school environment regarding student wellnegs iss

b. Recommendations for policy and/or program revisions.
C. An assurance that LVDLCS
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d. ] guidelines for reimbursable meals are not less restrictive than regulations
and guidelines issued for schools in accordance with federal law shall be
provided (annuallyby the Food Service Director. (P.L. 2285 Sec. 204)

4. Guidelines

Wellness Committee

The Wellness Committee is comprised of at least one (1) of each of the following: School
Board Member, district administrator, district food service representaaehér,
parent/guardian, member of the public.

The Wellness Committee shall serve as an advisory committee regarding student health
issues and shall be responsible for developing a Student Wellness policy that complies
with law to recommend to the Boarar fadoption

Nutritional Education
Promoting student health and nutrition enhances readiness for learning and increases
student achievement.

Nutrition education will be provided within the sequential, comprehensive health
education program in accordanceghState Board of Education curriculum regulations
and the academic standards for Health, Safety, and Physical Education and Family and
Consumer Sciences.

Physical Activity
LVDLCS will partner with parents/guardians and community members to institute
programs that support physical activity.

A physical and social environment that encourages safe and enjoyable activity for all
students shall be maintained.

Refrain from using physical activity as a negative consequence.

Students and the community shadMe access to physical activity facilities outside
school hour upon approval by lessor.

Physical Education

Quality physical education instruction that promotes lifelong physical activity and
provides instruction in the skills and knowledge necessaryfébwrg participation shall
be provided.
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Adequate amounts of planned instruction shall be provided in order for students to
achieve the proficient level for the Health, Safety, and Physical Education academic

standards.

Safe and adequate equipment, faes and resources shall be provided for physical

education courses.

Physical education shall be taught by heath and physical education teachers who are
provided appropriate professional development.

Physical Education classes shall have a stutgater ratio comparable to those of other

courses.

Other School Based Activities

a. Food Services

1 LVDLCS shall provide adequate space, as defined by the Board,
for eating and serving school meals.

1 Students shall be provided a clean and safe meal environment.

1 Students shall be provided adequate time to eat both breakfast and
lunch.

1 Meal periods shall be scheduled at appropriate hours as defined by
the Board.

1 Drinking water shall be available at all meal periods and
throughout the school day.

1 Student shall havaccess to hand washing or sanitizing before
meals and snacks.

1 Nutrition professionals who meet criteria established by the Board
shall administer the school meals program.

1 Professional development shall be provided for LVDLCS nutrition
staff.

91 Access to th food service operation shall be limited to authorized
staff.

1 Nutrition content of school meals shall be available to students and
parents/guardians upon request.

b. Other Areas

1 To the extent possible, LVDLCS shall utilize available funding and
outside pograms to enhance student wellness

1 Classroom snacks should reinforce the importance of healthy
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1 Classroom celebrations should encourage healthy choices and
portion control. Parents and families should receive guidance from
the school on foods thate appropriate for such celebration.

1 Schools should encourage fundraisers that promote positive health
habits such as the sale of Ai@mod and nutritious food items, as
well as fundraising to support physical activity events.

1 Fundraising projects submittéor approval shall be appropriate
and in compliance with the wellness policy.

Nutrition Guidelines
Food choices available at the school during the school day and during school
activities shall be offered to students with consideration for promotidgistu
health and reducing childhood obesity.

Studentsodo |ifelong eating habits are gr
beverages available to them. LVDLCS will insure that reimbursable school meals

meet the program requirements and nutrition stalsdset forth under the 7CFR

Part 210 and Part 220.

Healthy standards for foods and beverages provided to students outside of the

school meal programs will comply with Pennsylvania nutrition guidelines for
competitive foods.

References
Child Nutrition andwWIC Reauthorization Act of 2004 .L. 108265 Sec. 204
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Administration of Medication

The Board recognizes that the administration of medicalimimg the school day may be
necessary if failure to take such medication would jeopardize the health of the student, or the
student would not be able to attend school.

For purposes of this policy, medication shall include all over the counter mediaatio
medication prescribed by a physician for the particular student.

Before any medication may be administered to any student during school hours, a written request
is required, to include the following with applicable state law: a written requestHieom

prescribing physician and a written request from the parent/guardian. The written request from
the parent/guardian shall give permission for such administration and relieve the Board and its
employees of liability for administration of medicatiottachment #1) The written request

from the prescribing physician shall include:

The name and purpose of the medication

The dosage of medication, route of medication, and timinig of medication
Name of physician and signature

Date.

Side effects of medication.

agrwnE

The document shall be kept on file in the office of the school nurse.

All medication, whether prescribed or over the counter shall be administered by the school nurse
or the student where the parent/glian so permits.

Al | medi cation shall be securely stored in t
container, except in those instances where students have been granted permission to self
medicate (See section on seiédication.)

The schol nurse shall maintain a record of the name of the student to whom medication may be
administered, the prescribing physician, the dosage and timing of medication and a notation of
each instance of administration.

STANDING ORDERS

To help students withacnmon complaints and minor injuries, standing orders will be obtained
from the school physician for students to receive selected medications with select guidelines. To
comply with LVDLCS policy, written parental permission is required each school yeeden

for medications to be administered and relieve the Board and its employees of liability for

administration of medication.
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Medication will be not be administered more than two times during the school day.

The nurse reserves the right to refusdispense medication at any time based on the assessment
of the situation and every effort will be made to notify parents of the situation (i.e. repeated
requests or overuse).

SELF-MEDICATION

The Board shall permit sefdministration of medication f@asthma or other potentially life
threatening illnesses during school hours angitéf after regular school hours when a student is
participating in field trips or extracurricular activities. L-ifaeatening illness means an iliness
or condition that rguires an immediate response to specific symptoms that may indicate the
potential loss of life; e.g. epinephrine injection in response to anaphylaxis. The following
conditions must be met:

1. Self-medication for middle school students:

A. The parerfguardian of the student must provide the school nurse with written
authorization for the selidministration of medication on the appropriate form
(Attachment #2);

B. The parent/guardian of the student must @®vthe school nurse with written

certification from the physician of the student, that the student has severe
asthma, or is in need of carrying emergency epinephrine or an Epipen, or similar
emergency medication. The phyait must further indicate on the appropriate form
(Attachment #1) that the student is capable of and has been instructed in the proper method of
selfadministration of the medication;
C. The parent/guardian of the student must sign a statement on therage form that
acknowledges that the Lehigh Valley Dual Language Charter School shall incur no liability as a
result of any injury arising from the sedfiministration of medication by a student, and the
parent/guardian shall indemnify and hold harmléde Lehigh Valley Dual Language Charter
School and its employees or agents against any claims arising out of themselistration of
medication by the student (Attachment #2).

2. Selfmedication for elementary school students:

A. Elementary schal students will continue to receive medication in the school
health office, administered by the school nurse. The nurse must construct a
nursing care plan for those students who may require an asthma
medication, Epipen, or similar emergency neation during a time when the
nurse is not available. This care plan will include the procedure fer self
administration of these medications and the indicators for implementing the
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plan. Elementary students granted permission teaskffinistermedication
must submit the appropriate forms as identified for school
students. Permission forms must be reviewed with the school nurse.

B. All students requesting permission to sadiminister medication must submit
the appropriate forms to tlsehool nurse, and review the procedure they will
follow to selfadminister the medication as indicated on the forms submitted.
The nurse will log the date this has been completed.

* The parents/guardians of children who have asthma or otheratespiconditions that

require the use of an inhalant/pump, must provide the school nurse with the inhalant/pump, in

its original container. The inhalant/ pump
new pump in its original container mus# given to the nurse prior to the expiration date
of the inhalant/pump.

Authorization for Medication During School Hours
Date: Attachment 1
Student, DOB , must receive the

following prescribed medication during school hours in order to maintain sufficient health to
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participate in the school program; therefore we are submitting the following information. The
parent/ guardian will provide the medicine in an appropriately labeled, original pharmacy
container.

Name of Medication:

Prescribed Dosage:

Time to be administered:

Diagnosis and Reason for Medication during School Hours:

Side Effects of Medication:

Duration of Medication Regime:

The student may carry and satiminister above listed inhaler, insulin pump, or epinephrine pen
pursuant to approval by the primary care physician. _ Yes _ No
Physician Name:

Physician Telephone number:

Physician Signature:

Date:
| (parent /guardian) do hereby release, discharge, and &otddss Lehigh Valley Dual
Language Charter School, its agents and employees, from any and all liability and claims
whatsoever for the administration of the above medication to my child, pursuant to these
directions. | agree to deliver the medicationh® $chool in an original labeled prescription
bottl e. The | abel shal/l contain the name of
and pharmacy. | further agree to deliver a new supply of the medication to the school as needed.
| authorize Lelgh Valley Dual Language Charter School to exchange health related information
with the above name physician. | understand that a new medication authorization form must be
completed to the physician and parent/guardian if the dosage is changed at any time
Signature of Parent/Guardian:
Parent/Guardian Name: Date:
***Parent/Guardian must bring medication to schb@O NOT send medication to school with
your child in their lbokbag***
STUDENT SELF ADMINISTRATION AUTHORIZATION

Attachment 2

Student 6s Name Date of Birth
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Grade Date
To self medicate, the student must bable to: (check all that apply)

1. Respond to and visually recognize his/her name.

2. Identify his/her medication.

3. Demonstrate the proper technique for self administering his/her medication.

4. Sign his/her medicatn sheet to acknowledge having taken the medication.

5. Demonstrate a cooperative attitude in all aspects of saliministration of medication.

Name of Medication Dosage Frequency

The above named student has demonstrated the ability to selfiminister the prescribed medication
as indicated by the criteria listed above.

Date Signature
(Cerified School Nurse)

As the parent/guardian of the above named student, | relieve the school district and it employees of
any responsibility for the benefits or consequences of the above listed medication when it is
prescribed and parent authorized. | further acknowledge that the school bears no responsibility for
ensuring that the medication is taken. | am aware that any improper sharing of the above named
medication will result in the immediate confiscation of the medication and loss of privilege to self
administer if the medication policy is violated.

Date Parent/Guardian Signature

| agree to be solely responsible for my medication and to follow the direction for its use as ordered
by my health care provider, as well as the distric
this privilege will result in the confiscation of my medication.

Date Studematbes Si g
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Immunization

In order to safeguard the school community from the spread of certain communicable diseases
and in recognition that prevention is a means of combating the spread of disease, the Board
requires all students to be immunized againdagediseases in accordance with applicable state
and municipal statutes, unless specifically exempt for medical, religious or philosophical
reasons.

No student shall be admitted to the Lehigh Valley Dual Language Charter School who has not
been immunied against such diseases as are mandated by the Pennsylvania Department of
Health.

The implementation of this policy shall be the responsibility of the certified school nurse, who
shall be subject to the sanctions of the law for violation of the stdtgestor immunization of
students.

A student shall be exempt from the requirements for immunization for medical reasons when the
parent/guardian objects in writing to such immunizations for medical reasons and whose
physician c er tphysicatcondition eotuntenhditaes ienmunizadian;sor for

religious or philosophical reasons when a parent/guardian certifies in writing their objection as
required by Pennsylvania State Law.

The certified school nurse shall annually and whenever negess#&éw the existing standards

for immunization of students and direct the responsible school personnel accordingly; inform
parents/guardians of students prior to their entry to school for the first time of the requirements

of immunization, the requisitgroof of immunization, the exemption available for religious and
philosophical reasons and the means by which such exemptions may be claimed; and investigate
and recommend to the Board such programs of immunization as may from time to time be
warranted byircumstances and the health of the school community.
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Child Abuse

The Board recognizes that successful school achievement depends both on the quality of
instruction and the physical and etooal welkbeing of the learner.

This policy reflects concern regarding child abuse and accepts the role of the school in:
1. Providing all possible assistance to students who suffer abuse;
2. Requiring the reporting of suspected child abuse in accordatitée law;
3. Cooperating with appropriate community agencies;
4. Mandating staff development to fulfill the purpose of this policy; and

5. Evaluating the school environment continually for the purpose of timely identification
and reporting of suspected chdfuse.

Child abuse shall be defined in accordance with the provisions of the Child Protective Services
Law, the regulations of the Pennsylvania Department of Human Services, and the decisions of
the courts of this state. This definition shall be impletaé in the directives of the school.

The CEO/COO shall set forth the legal definition of child abuse and provide regulations for
compliance with the statutory requirements that instances of child abuse be reported. Such
regulations shall include:

1. Informing all staff members having contact with students of their responsibility to report
all cases of abuse, abandonment, cruelty or neglect resulting in physical or mental injury
by other than accidental means;

2. All employees of LVDLCS are mandatory reposteinder Pennsylvania Law

3. Requiring prompt attention to injuries which result from abuse as to protect the health of
the child; and

4. Providing for the release to the appropriate county child welfare agency, the name and
age of the child as well as the naiand address of the parent(s)/guardian(s) and
information regarding the nature and exten
and such information which, in the opinion of the CEO/CRx@tipal has a bearing on
the suspected child abuse.

Child Abuse Prevention
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The Boardobés concern regarding child abuse and
its policies ornChild AbuseandEarly Detection of Missing and Akad Childrerand the

accompanying Administrative Procedu@hild Abusei Definition/Reporting These policies

and procedure clearly address the school 6s re
suffer abuse outside the school setting andalke in providing an early warning to appropriate
authorities when a child appears to be abused or missing.

This policy,Child Abuse Preventigrestablishes guidelines for the prevention of child abuse in
the school setting.

Recognizing that successidhool achievement depends both on the quality of instruction and
the physical and emotional wdiking of the learner, the Board establishes these guidelines to
prevent child abuse of any kind. The following types of behavior are prohibited:

1. The use ofiny form of physical, verbal, humiliating or frightening punishment of any

kind;
2. The use of corporal punishment and/or the use of excessive physical restraint under
circumstances which do not indicate that t

himself/hersd| others or school property;

3. Any act of sexual abuse againsthald as defined by the Child Sexual Abuse Prevention
and Mandatory Reporting Policy.

4. Any other kind of abuse, cruelty or neglect resulting in physical or mental injury by
other than addental means.

Any individual found guilty of any of these types of behavior will be subject to appropriate
disciplinary action that may include termination of employment.

All LVDLCS staff are Mandatory Reporter®eporting procedures are outlined in
Administrative Procedur&hild Abusei Definition/Reporting.

Annually thePrincipalshall conduct irservice training for staff members to address their rights and
responsibilities in preventing, identifying and reporting suspected cases of child abuse.

*Policy updated at April, 2019 Board of Trustees Meeting
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Child Abusei Definition/Reporting

AAbused chil do means a c¢ hi |emts, guardians, ortothee age of
person having his/her custody and control:
A. Inflicts or allows to be inflicted upon such child physical injury by other than
accidental means which causes or creates a substantial risk of death, or serious or
protracted disfigurenm, or protracted impairment of physical or emotional health
or protracted loss or impairment of the function of any bodily organ;

B. Creates or allows to be created a substantial or ongoing risk of physical injury to
such child by other than accidental mearhich would be likely to cause death or
serious or protracted disfigurement, or protracted loss or impairment of the
function of any bodily organ;

C. Commits or allows to be committed an act of sexual abuse against the child;

D. Or a child whose physical, m&l, or emotional condition has been impaired or is
in imminent danger of becoming impaired as the result of the failure of his/her
parent or guardian, or such other person having his/her custody and control, to
exercise a minimum degree of care in supg\the child with adequate food,
clothing, shelter, education, medical or surgical care though financially able to do
so though offered financial or other reasonable means to do so, or in providing the
child with proper supervision or guardianship, byaasonably inflicting or
allowing to be inflicted harm, or substantial risk thereof, including the infliction of
excessive corporal punishment or using excessive physical restraint under
circumstances which do not i olthi cate t hat
himself/herself, others or property; or by any other act of a similar serious nature
requiring the aid of the court;

E. Or a child has been willfully abandoned by his/her parent, guardian, or such other
person having his/her custody and control.

l. Child Abuse Reporting and Referrals
A. Reporting
1. Pennsylvania law requires that any person having reasonable cause to believe
that a child has been subjected to child abuse or acts of child abuse shall

report it immediately to the Department of Humam&es(DHS).

Person making report immunityAnyone acting pursuant to this act in the
making of a report under this act shall have immunity from any liability,
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civil or criminal, that might otherwise be incurred or imposed. Any such
person shall have the same immunity with respect to testimony given in any
judicial proceeding resulting from such report.

2. Violations, failure to make repoirtAny person knowingly violating the
provisions of this act including the failure to report an act of child abuse
having reasonable cause to believe that an act of child abuse has been
committed, is a disorderly person. A personvicted of a disorderly offense
is subject to a $1,000 fine and up to six (6) months in jail.

3. All school employees shall immediately report child abuse directly to the
DHS. Upon reporting to the DHS, tReincipaland/or CEO/COO should be
notified. However, consistent with DHS regulations, notice toRhacipal
and/or CEO/COO need not be given where the referrer believes that such
notice would be likely to endanger the safety of the referrer or child, or where
such disclosure would be likely to réism retaliation against the child or in
discrimination against the referrer with respect to his/her employment

A teacher, childtsidy team member, CEO/CQ@tc. who
suspects child abuse shoufdfter calling and reportg to DHS):

A. Refer the child to the school nurse;

B. The nurse will contact therincipalif it seems indicated

4. DHS accepts all reports of suspected abuse or neglect by telephone, in writing
andin person from all sources, including identified sources, news media, and
anonymous sources, sources that have incomplete information, the child
involved and/or his parent. An immediate call to DHS sets in motion the
investigative process, which includstps to be taken to protect the child or
children involved.

A. Norrinstitutional Child Abusé abuse and neglect suspected of
taking place in the home or community by ague, guardian or any
other person having custody or control of the child.

A report may be madethrough the child welfare portal
(http://www.dhs.pa.gov/citizens/reportabuse/index.htm#.Vr4FO032aM
8) or by telephonel(800-932-0313)to DHS.
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B. Institutional Child Abusé abuse and neglect suspected of taking
place in school or other institutional setting.

A report may be made in person or by telephone to the appropriate
authorities.
B. Referrals

1. In an effort to prevent and intervene in instances of child abuse and neglect,
the school shall cooperate with DHS, in early identification, reporting and
investigation of suspected child abuse saséether or not corroborative
evidence is available.

When referring cases to DHS, the school referrer should provide as much
pertinent information aas requested by the DHS. This information may
include:

a. name of child;
b. age and de of child;

c. name and address of childbds paren
having custody or control;
d description of childés condition,

from the school social worker, nursei-O/COOQor designee
concerning current or previeunjuries, abuse or maltreatment;
e.nature and possible extent of the
mistreatment;
f. an indication of the seriousness of the situation and whether the
child appears to be in imminent danger; and
g. any other information that the refer believes may be helpful with
respect to the child abuse and identity of the alleged perpetrator.

[I. DHS Child Abuse Investigation
A. Responsibilities of the School

1. Norninstitutional/Institutional Abuse Investigations
The responsibilities of the school are as follows:
a. Permit DHS to interview the child as per their procedures

b. Permit DHS to phot og rpaotettiontifheéshec hi | d
has visible injuries;
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c. Cooperate with DHS in scheduling interviews with aniiool
personnel who may have information relevant to the investigation;

d. Release to DHS under direction of tBEO/COUJdesignee all records
past and present pertaining to the child or children under investigation
that are deemed by DHS to be relevant toabsessment or treatment;
and

e. All reports of suspected abuse and related information shall remain
confidential

lll. Removal of the Children From the School by DHS
A. Removal Procedures

From time to time, it may be necessary for DHS tooee children from school

during the course of a school day in order to protect the child or take the child to a
service provider. At such times, the DHS district office shall provide to the
appropriate school authority, either in advance or at the Bmeval is sought,

one of the following authorizations:

a. A letter from DHS indicating agency authority;

b. Parental consent either fromthe paréns di r ect
communication to the school or through the presem
of written authorization to DHS from the parent;

c. A document invoking statutory authorization which is a
pre-court document authorizing DHS to act to protect the
child;

d. A court order establishing that DHS has been granted
care and custody of the child; or

e. A guardianship order from the court establishing that
DHS is the legal guardian of the child.

B. Release of Student Fraathool
The school shall, at no time, release a child to any person claiming to be a
representative of DHS unless one of the above conditions is met and the official

DHS staff photo identificédn has been shown. If there is any question

regarding the wor ker €0/d0O@ent ity or crede
designee should call the DHS district office that the worker represents.

IV. Transfer of Children Betwen Schools

DHS may remove some children from their homes for their proper care and protection.
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This may require the transfer of the child to a school other than the one in which he/she is
enrolled.

A. Responsibity of the School
The sending school will transfer the records of the child to the receiving school.
B. Responsibility of DHS

1. The DHS staff will arrange for the student transfer with both the sending and
receiving schol prior to enrollment.

2. When a foster child is placed in another school district, the DHS social
wor ker will share appropriate infor ma
records with school officials in order that the most appropriate educational
plan be developed for the child. Additionally, when a foster child is moved
from one home to another, within the same district, the school will be
notified promptly.

3. The DHS staff will pick up the transfer card from the sending school and
deliver it to thereceiving school. This may be carried out by the DHS social
worker, the foster parent, or another DHS approved worker. However, if this
task is to be executed by someone other than the DHS social worker, DHS
will notify the sending school of the arramgents.

4. When there are | egal restrictions on
privileges, which are known to DHS, the agency will provide the
Principaldesignee of the receiving school with documentation regarding the
court order.

5. DHS will notify the CEO/COQ/designee of changes in status of court orders
in which DHS is a party.

V. Confidentiality
Records
DHS may release information to an agency authorized to care for, treat or supervise a
child who is the subject of @itd abuse report, or a parent, guardian or other person who

i's responsible for the childbds welfare, or
connection with the provision of care, treatment or supervision to such child or such

Policies and Procedures 131 RevisedNovmeber, 2020



V1.

Lehigh Valley Dual Language
Charter School

parent, guardian or other person. As a recipient of the DHS records and reports, school
personnel shall keep them confidential. Any person who willfully permits or encourages
the release of the contents of any record or report in contrameof this act shall be

guilty of a misdemeanor and subject to a fine of not more than $1,000 or to imprisonment

for not more than three (3) years, or both.

School Liaison

ThePrincipalof the school shall be the liaison@#S who shall be responsible to ensure
that every effort will be made for the school to cooperate with DHS in identifying, reporting
and investigating child abuse or neglect for effectively protecting children.

*Policy updatedat April, 2019 Board of Trstees Meeting
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Child Sexual AbusePrevention And M andatory Reporting Policy

l. PURPOSE
To ensure that our students and stk provided an educati@amd work environmerthat is free
of sexual harassment, sexual abuse and sexual molestation.

Il. SCOPE
This policy applies to all employees, contracted agents, and other parties (including volunteers,
visitors, and parents).

1. DEFINITIONS
AChi | dr end aAmybne beveanthh ages of z€dy andtwenty-four (24) years. In
this document, thederms are used interchangeably.

Child Sexual Abuse Child sexual abuse involves any sexual activity with a child where consent
is not or cannot be given. This includbst is not limited tosexual contact that is accomplished

by force or threat of fae, coercion, manipulation, or use of influenoegardless of the age of

the participants, and all sexual contact between an adult and a child, regardless of whether there
is deception or the child understands the sexual nature of the activity. Sexaat between an

older and a younger child can also be abusive if there is a significant disparity in age,
development, or size, rendering the younger child incapable of giving informed consent. The
sexually abusive acts may include sexual penetrati@naséuching, or noftontact sexual acts
suchas exposure or voyeurism.

V. POLICY STATEMENT

All students have the right to learn in an environment free of discrimination,
which includes freedom from adtti-student sexual harassmentabuseTherefoe, Lehigh
Valley Dual Language Charter School (LVDLQOS))I not tolerate adutto-student sexual
harassmentr contacin any form.LVDLCS employees are prohibited from engaging in
behaviors that cause a student to believedhathe/theynust submit tesexual conduct in order
to participate in a school program, or activity; that causes a student to believe that the employee
will make an educational decision based on whether or not the student submits to sexual conduct;
or that creates an offensive, htestand/or intimidating environment for the student. Students
affected by sexual harassment shall be afforded avenues for filing complaints which are free
from bias, collusion, intimidation, or reprisal.

Adult-to-student sexual harassmentcontacis a form of sex discrimination as
set forth in federal law and Title IX of the Education Amendments of 1972. It is illegal.

Adult-to-student sexual harassmentcontacincludes actions which cause a
reasonable person to feel uncomfortable or unssigting in a learning environment which is
offensive, hostile and/or intimidating. It applies to opposite sex and same sex victims. It also

Policies and Procedures 13¢ RevisedNovmeber, 2020



Lehigh Valley Dual Language
Charter School

%, )
4 o
Rrep oc®

includes conditioning participation in a school prog@nevaluation of student performanae
submitting to sexal advances. Examples of sexual harassment include, but are not limited to:

1. Sexual flirtation or sexual propositions
2. Offensive jokes, drawings, cartoons, graffiti, pictures, or gestures
3. Making graphic comments about a person's body or conduct

4. Sexuallyinsulting remarks about racgex,gendergender identity, gender expression,
socioeconomic status, disability, or sexual orientation

5. Spreading sexual rumors

6. Cyber sexual harassment, including harassment through the use of the Internet or other
telecommunications technologies

7. Cornering/blocking normal movements, threatening behavior

8. Unwelcome physical contact including touching, patting, or grabbing a person or their
clothing

9. A teacher conditioning a grade or a role in a program on a stsigemitting to sexual
advances

Some of these sexual behaviors also fall under laws addressing child sexual abuse and sexual
assault/battery. Therefore, an employee could be cited for violations of this policy as well as
charged with sexual abuse and/orusassault/battery.

Disciplinary action up to and including dismissal will be taken against any employee who
violates this policy. By federal statute, a person who complains about sexual harassment is
exercising a protected right. Any retaliation agaithe complainant and/or any person reporting
acts of adulto-student harassment is illegal.

Mandatory annual training on this policy shall be conducted for all employees, contracted parties
with regular contact with our students, and other designatidduals.

V. PREVENTION STATEMENT
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. Sexual abuse and molestation include any conduct or activity leading to, or resulting in,

sexual arousal or gratification of one, or all, of the parties involved. It includes, but is not
limited to, inappropriate taihing, inappropriate physical contact, titillating or romantic
communications

. Sexual misconduct includes violation of boundaries.

It is the expressed policy of thesehoos that staff and volunteers shall not engage in
sexually oriented activity, inctiing sexuatommunicationsvith students; nor allow
such conduct to exist between the students themselves.

. Staff and volunteers shall not develop sexual or intimate social relationships with

students, or the family members of students.

. Staff and volunters shall not engage in na@rotic activities for which the true intended

result is sexual arousal or gratification.

. Any person associated with the school who violates this policy will be discharged,

reported to the proper authorities and prosecuted tiulliest extent of the law.

. Sexual abuse, molestation and misconduct are crimes.
. All employees of LVDLCS are mandatory reporters under Pennsylvania Law.

. As mandated reporters, any person associated with this school who fails to report such

activity will be disciplined, up to and including discharge, and reported to the proper
authorities, including the Department of Education

RULES

. Employees and service providatsould avoid being alone with a student. To prevent this

occurrence, always hawwo (2) staff membergresent with a student. When this is not
possible, have ong@) staff membempresent withthree (3) or morstudents.

. All instruction and other activities should occur in wdland easily accessible areas.

Intimate or secluded #agsshallbe avoided. Assistance in toileting should be
instructional rather than physical assistaftceany student unless required by the

st udent &msebvides where tia is not possible, all efforts to maintain modesty
should be made. Dosshould be left open during assistaand additional staff

members shall be present, but not within sight of the student
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3. Do not play games with studemt$ich involve contact opresent opportunities for
intimacy.

4. Mi sconduct i ncl unddeas iwisol atfi gmr ogpferii tboethavi or
management. Violation of such boundaries includes bringing a student alone into a staff
me mber 6 s h astudent, requestsmg pergonal das from a studengnd
insinuating that their successful treatmerdependent on personally pleasing or
satisfying the staff member.

5. Employees shall not communicate one on one with any student. All email, text or other
communication shall be sent (1) to the entire class as opposed to individual students, (2)
copied to garent, guardian, or adult responsible for the student, and/or (3) copied to
another employee.

6. Under no circumstances should an employee have communications with a student via text
messaging, phone calls, and/or social media without copying that messamgxtter
empl oyee or the studentds parent, guardian

7.Under no circumstances should an empl oyee
Employeeshall not allow a student access to their personal social media inclbding,
not limited to, Facebook, Instagram, Twitter, Snapchat, etc.

VIl.  PREVENTION

1. Student areashallbe windowed, highly visibleand observable. Maintain opeoor
policies.

2. Do not inhibit visibility of student areas by covering windows with degamat paint,
etc.

3. Be selective in student/staff/volunteer matchups. Know student histories regarding sexual
activity, previous abusand sexual awareness. Avoid opposite sex matchups in
transportation, private counseling;home care, etc. Advise stafhd volunteers of
student histdes to prevent placing eithparty in an unanticipated or undesirable
situation.

4. School administration shall:

a. Encourage students to recognize and report sexual misconduct by staff and other
students.
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b. Create a processrfdocumentation and reportitigat iseasy to access and understand.
This design concept serves both the student and the school.

c. Offer in-service prevention training on a scheduled basis and have staff sign that they
have received such training.

VIIl.  TITLE IX

a. Title IX of the Civil Rights Act of 1964 makes discrimination on the basis of gender
prohibited under Federal Law.

b. LVDLCS6s Title | X Coordinator is Lisa Pluc

c. The Title IX Coordinators responsible for ensuring that the school is compliath
Title IX, andcoordinating the investigation and disciplinary proaesgrding Title 1X.

d. Investigations of reports of harassment covered by Title IX shall be conducted in
accordance with the school déds policies rega

IX. RESPONSIBILITY

1. Each employee is responsible and held accountable for conducting activities in a manner
which will ensure compliance with this policy.

2. ThePrincipal or supervisor will be responsible for taking appropriate action on
complaints of alleged sexual hasagent or misconduct toward students. The principal is
also responsible for ensuring that all students, faculty, and staff are aware that students
have a right to be free of sexual harassment or abuse, that retaliation of any kind is
illegal, and that therare procedures for submitting complaints.

3. Each employee is a mandatory reporter and responsible to ensure that all instances of
sexual misconduct or abuse of a child are reported to Childline, to your supervisor, and to
t he school 6s aemnployeeisréspoastble to ansure thEtaepdrting is
done and cannot pass on this responsibility on the belief that another employee shall
make the mandatory report.

4. The Department of Child Welfare is responsible for conducting a confidential
investigaion of the allegations.

5. All employees shall have training on preventing abuse and sexual misconduct, mandatory
reporting, and Title IX obligations
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6. Any questions concerning the interpretation of this policy should be directed to the
Department of Humanégources.

7. The Department of Human Resources is responsible for providing and/or coordinating
training on Title IX sexualharassmenand abuse prevention

8. The CEO, the Title IX Coordinator, and Principal are responsible for ensuring that this
policy is followed.

| have read, understand and agree to $h€ H O O ChildsSexual Abuse Prevention and
Mandatory Reporting Policyl understand that any suspected violations of this policy may
subject me to investigative measures and/or to disciplinary actidermination of employment.

Print Name

Signature

Date

*Policy added at April, 2019 Board of Trustees Meeting
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Early Detection of Missing and Abused Children
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The Board recognizes the prevalence and consequencetddimiise. The removal of students

from school constitutes a deprivation in itself and may be an indicator of even more grievous
abuses. The school can and should provide an early warning to the appropriate authorities when
a child appears to be abusedrossing from school.

The schooPrincipalshall report information about missing and abused chiltréme Police
and/or DHSas follows:
1. When a student is absent from school for five (5) consecutive school days and cannot be
located;
2. When a 9drantd/guardiabsswithdraw the student from school during the school
term and the school does not receive an of

another school within fifteen (15) school days;

3. When a parent/guardian withdraws a student a¢tigeof a school term and records are
not requested by another school within sixty (60) calendar days; and

4. When a school staff member in any way suspects that a student is missing or abused.

When a school staff member suspects child abuse and neglsht f&dl follow the Board
policies on Child Abuse and Child Abuse Prevention in reporting casés to the DHS.
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Suicide Awareness and Prevention:

LVDLCS shall establish a crisis response team(s). The crisis response team(s) may include, but

is notlimited to, administrators, guidance counselors, the school nurse, social worker, school
police officer or school resource officer, an
Student Assistance Program team.

The crisis response team(s) should atstude individuals designated as coordinators and/or
investigators on cases involving pdeipeer harassment, as required under federal law. These
individuals will help identify overlapping risk factors, including hostile environments created by
persisént or severe harassment on the basis of gender, race, disability, or other protected classes.

The school entity shall utilize a multifaceted approach to suicide awareness and prevention,
which includes the following:

Staff Development All school persnnel, including, but not limited to, administrators, teachers,
paraprofessionals, support staff, coaches, bus drivers, custodians, and cafeteria workers, shall
receive information regarding the school 6s pr
Eduation will be provided for all school personnel about the importance of suicide prevention

and recognition of suicide risk factors, as well as strategies to enhance protective factors,

resilience, and school connectedness. Additionally, all school petsuifinee educated about

the warnings signs and risk factors for youth depression and suicide.

As part of the LVDLCS Professional Development Plan, professional staff in all school buildings
serving students in grades six (6) through twelve (12) shditipate in four (4) hours of youth
suicide awareness and prevention training every five (5) years.

Prevention Education for Students Students shall receive agppropriate lessons in their

classrooms through health education or other appropriatewaran the importance of safe and

healthy choices, as well as help seeking strategies for self and/or others. Lessons shall contain
information on comprehensive health and wellness, including emotional, behavioral and social

skills development. Studentkadl be taught not to make promises of confidence when they are
concerned about a peer or significant other. These lessons may be taught by health and physical
education teachers, community service providers, classroom teachers or student services staff.
Students who are in need of intervention shal/l
referral procedures for screening and recommendations.

Student education may include but is not limited to the following

1. Information about suicide pravea i o n . Resources are avai |l abl e
www.education.pa.gov

2. Helpseeking approaches amongst students, promoting a climate that encourages peer referral
and emphasizes school connectedness.

3. I ncreasi ng st uedfehaytostlieir @edrs areiattrisk fot snicide.e cogni z
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4. Addressing problems that can lead to suicide, such as depression and other mental health
issues, anger, and drug use.

Intervention/Prevention: In compliance with state regulations and in supportefths c hoo |l 6 s
suicide prevention methods, information received in confidence from a student may be revealed

to the student ds par erintipalorother appropriate authorisy wheh h e b u
the health, welfare or safety of the student or gpleesons is at risk.

Any school personnel who has identified a student with one or more risk factors, or warning
signs, or who has an indication that a student may be contemplating suicide, shall refer the
student for further assessment and interventiaccordance with the LVDLCS referral
procedures.

LVDLCS shall create an emotional or mental health safety plan to support a student and the

studentés family if the student has been i den
students with dabilities who are identified as beingratk for suicide or who attempt suicide,
the appropriate team shal/l be notified and sh

applicable law, regulations and Board policy.

If a student is identified aseing atrisk for suicide or attempts suicide and requires special

education services or accommodations, the Director of Special Education shall be notified and
shall take action to address the studentods ne
and Board policy.

Any school personnel who are made aware of any threat or witnesses any attempt towards self
harm that is written, drawn, spoken, or threatened shall immediately not®yitiugpalor

designee. Any threat in any form shall be treagdeal and dealt with immediately. No student

should be left alone,

nor confidences promised. In cases ofliflh r eat eni ng situations, a st
be waived. The school entitydés crisis respons
If an expressed suicide thought or intention is made known to any school personnel during an
afterschool program and tiincipalor designee are not available, call [number for County
Emergency Services];800-SUICIDE, or :800-273- TALK for help. Thereafterimmediately

inform thePrincipalofthe incident and actions taken.

Procedures for Parental Involvement: Parent or guardian of a student identified as being at risk of
suicide must be immediately notified by the school and must be involved in consexjioeTs. a

I f any mandated reporter suspects that a stud
individual must comply with the reporting requirements of the Child Protective Services Law.
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If the parent or guardian refuse to cooperatetamde r e i s any doubt regardi

the school personnel who directly withessed the expressed suicide thought or intention will
pursue a 302 involuntary mental health assessment by calling Northampton Information and
Referral/Emergency Servis@t610-252-9060and ask for a delegate. The delegate will listen to
concerns and advise on the course of action. If a 302 involuntary mental health assessment is
granted, the firshand witness will need to be the petitioner, with support fronPtheeipal or

other central office administrator.

Response to Suicide or Suicide Attempt on Campus: The first school personnel on the scene of a
suicide or suicide attempt must follow the LVDLCS crisis response procedures, and shall
immediately notify thd”rincipal or designee. The school entity will immediately notify the

parents or guardians of theaffected student(s).

Resources for Youth Suicide Awareness and Prevention: A comprehensive set of resources for
youth suicide awareness and prevention is accedhbiiolegh the Department at
www.education.pa.gov

PA Youth Suicide Prevention Initiativehttp://payspi.org/

Oct. 2014 Dear Colleague Letter related to peer harassment of students with disabilities:
http://lwww?2.ed.gov/about/offices/list/ocr/publicatidmsnl#Section504

Suicide Prevention Resource Centéttp://www.sprc.org/
American Foundation for Suicide Preventidnttp://www.afsp.org/
Reference:

2012 National Strategy for Suicide Prevention: Goals and Objectives for
Action
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The Lehigh Valley Dual Language Charter School
and its groundsare a Non-Smokingarea.

The Board recognizes that smoking presents a health hazard which can have serious
consequences both fdre smoker and the nonsmoker and is, therefore, of concern to the Board.

For purposes of this policy, Asmokingo shall
pi pe, and smokeless tobacco (chewicomrolledobacco,
substances. School jurisdiction shall include use of property owned or operated by the school or
contracted transportation to and from school and extracurricular activities.

In order to protect students and staff from the safety hazardsobdrsy and from an

environment noxious to nonsmokers, and because the Board cannot, even by indirection condone
the use of tobacco by students or staff, the Board prohibits smoking by students or staff in school
buildings, on school grounds, and in schesthicles.

Whenever such property shall be used as a public place or public meeting, the school employee
in charge shall prohibit smoking in all areas of the school.

ThePrincipalshall inform all students and staff members of the no smoking regulafions o

Lehigh Valley Dual Language Charter Schoatstruction on the potential hazards of the use of
tobacco shall be incorporated into the health curriculum at all grade levels.
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Substance Abuse

The Board recognizes that substance abuse and the misuse of alcohol are serious social problems
that have fareaching implications for both the user and the entire community. The Board is
committed to the prevention of drug and alcohol abuse and atkeptsponsibility for

instructing students in the nature of these substances*.

The use, possession, sale or distribution, or possession with intent to sell or distribute any
substance* (a) on school property, (b) at any place where an interscholdstic etimtest is

taking place, (c) during the course of any field trip, (d) during the course of any trip or activity
sponsored by the Board or under the supervision of the Board or its authorized agents, or (e)
upon school transportation vehicles at amgetis prohibited, as well as (f) the use of any
substances* prior to participation in the activities listed above i(efa)

Use, by the student, in proper amounts, of a drug authorized by a medical prescription for the
student from a licensed physiciahall not be considered a violation of this rule.

Likewise, no student shall aid, abet, assist or conceal the possession, consumption, purchase or
distribution of any substance* by any other student or students (a) on school property, (b) at any
place wtere an interscholastic athletic contest is taking place, (c) during the course of any field
trip, (d) during the course of any trip or activity sponsored by the Board under the supervision of
the Board or its authorized agents, or (e) upon school trantiparvehicles at any time.

A student found engaging in any of the foregoing prohibited activities will be subject to
suspension or expulsion from school pursuant to existing administrative policies and procedures
for the discipline of school students aartly other applicable provisions of the law.

The following action will be taken for cases involving controlled substances:

Any offensel a suspension of a least five (5) days; plus a hearing to determine whether
circumstances warrant:

1 Additional days okuspension;
1 A recommendation for placement in an alternative program; or
1 A recommendation to the Board for expulsion.

*Definition: For the purpose of this policy,
steroidscontrolled dangerous substances as defined in Section 2 of P.L. 1970, c. 266 (C. 24:21

2) or any chemical or chemical compound which releases vapors or fumes causing a condition of
intoxication, inebriation, excitement, stupefaction or dulling of the lamervous system

including, but not limited to, glue containing a solvent having the property of releasing toxic
vapors or fumes as defined in Section 1 of P.L. 1965, c. 41 (C. 223:9), and any
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prescription drugs, except those for which permissioru$e in school has been granted. (Refer
to the school policy on the use of medications.)

The Board may require participation in any drug counseling, rehabilitation, testing or other
programs as a condition of reinstatemeritebigh Valley Dual Languag€harter School

The Board will enforce the laws of Pennsylvania requiring a program of drug and alcohol
education and provide a comprehensive curriculum for instruction in gragesBtug and

alcohol education shall be integrated with the healtha@dwmm. Additionally, appropriate

programs for the enforcement, intervention and prevention of substance abuse shall be provided
within the school setting.

Substance abuse educational programs for parents/guardians will be offered at times and places
conwenient to parents/guardians on school premises or other facilities.

All staff members shall be alert to signs of substance use by students and shall respond to those
signs in accordance with procedures established biyrtheipal

In all instances cordientiality will be maintained to the extent possible.
An annual review of this policy and related procedures of the Board shall be conducted.

Substance abuse policies and procedures for discipline, evaluation, intervention and referral shall
be made avable annually to all school staff, students and parents/guardians.
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Anabolic Steroids

The Board recognizes the growing problems associated with the use of anabolic steroids in
adolescentsThe use of steroids is a potentially serious health threat to teenagers, especially
since they are still developing. Additionally, the use of steroids may provide a student an unfair
advantage in a physicetlated activity. Therefore, the Board takes fibllowing actions to
discourage the illegal use of anabolic steroids:

1. The illegal use of anabolic steroids by students shall be subject to the same policies and
procedures as fAsubstance abuseo.

2. Students taking nemedically prescribed anabolic sterowldl not be able to participate
in interscholastic athletics or cheerleading until medical test results are negative. A
second offense will result in suspension from participation for the remainder of the
school year.

Students should be made aware timathlic steroids are classified as controlled substances and
that the use, unauthorized possession, purchase or sale could subject them to suspension,
expulsion and/or criminal prosecution. Coaches will educate their athletes before each athletic
season o the dangers of anabolic steroids.

ThePrincipalof the school shall prescribe, implement and enforce rules and regulations to
prohibit the use of anabolic steroids, except for a valid medical purpose, by any student involved
in schoolrelated athleticsBody-building and muscle enhancement of athletic ability are not

valid medical purposes. Human Growth Hormone (HGH) shall not be included as an anabolic
steroid under the provisions of the law.

Education regarding the dangers of anabolic steroidstshaitovided in school drug and
alcohol programs.
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Drug-Free Workplace

The use of alcoholic beverages on or in school work sites is prohibited. Violations of this
prohibition may subjean employee to disciplinary action that may include but is not limited to
nonrenewal, suspension or termination at the discretion of the Board.

The unlawful manufacture, distribution, dispensing, possession, or use of or sale of any narcotic
drug, hallinogenic drug, amphetamine, barbiturate, marijuana or any chemical or chemical
compound which releases vapors or fumes causing a condition of intoxication, inebriation,
excitement, stupefaction or dulling of the brain or nervous system, or any othetledntr

substance on or in school work sites is prohibited. Any violation may subject an employee to
participation in a drug rehabilitation program and disciplinary action including but not limited to
nonrenewal, suspension or termination at the discretfdhe Board.

For the purpose of this policy, Awork sitebo
premises and any schemlvned vehicles or any other school approved vehicle used to transport
students to and from school or school activit{&¥ off-school property during any school

sponsored or school approved activity, event or function such as a field trip or athletic event,
where students are under the jurisdiction of the school, and (3) any location where an activity
such as a banquet,@pored and organized by a parent group is held and at which students are
in attendance.

ThePrincipalshall establish a drufyee awareness program which includes notice of the dangers
of drug abuse in the workplace and available drug counseling progratrshall distribute this
information to all employees as well as a copy of this policy. New employees shall be provided
with a copy of this information and policy prior to beginning work assignments.

Work Performance in Connection with a Federal Grant

All employees shall be notified that they must inform their respective supervisors of convictions
or any criminal drug statute violation occurring in the workplace. Employees must notify their
supervisors no later than five days after such convictianbelin compliance, the school must
notify the federal grant program of such conviction of any employee whose work performance is
done in connection with a federal grant within ten days of receipt of said conviction.

As a condition of employment, it is pected that employees will abide by the conditions set
forth in this policy.
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Employee Responsibility for Student Welfare

The Board believ@that the major focus of an educational institution is to protect and advance
the welfare of its students. Each employee has the moral and legal responsibility to assist in
making the learning environment free of risk to the seeihg of the learner.

The Board establishes the following guidelines as a means of accomplishing this important
responsibility:

1. ThePrincipalshall develop a program of student welfare in accordance with the
guidelines of this policy.

2. Commensurate with assigned duties andaesibilities, each employee must maintain a
standard of concern for the physical, emotional, and moral protection of the student.

3. Instructional staff shall provide content and activities on general welfare as presented in
assigned curricular courses arrdjaides.

4. Employees are responsible for the safety of students assigned to their charge. This

provision includes the presence of the teacher or a responsible designee at all times, the

use of only that equipment which has been approved by the scha@ptngng of

unsafe equipment or conditions to the immediate supervisor and/or the
CEO/COGQPrincipali this reporting includes the presence of dangerous weapons, drug
abuse and any persons who are acting in a suspicious manner.

Students may not be trarsed in a personal vehicle except where specifically permitted by
Board policy.
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Student Public Performances

The Board recognizes the value to students of sharing &temt$ and skills with the community
through student participation and performances in public events. The Board endorses such
performances when:

1. they constitute a learning experience which contributes to the educational program; and

2. the circumstances d@the event do not pose a threat to the health, safety anthevwed of
the students who will be involved.

All requests for public performances by student groups shall retpeir@piproval of the
CEO/COQ Parent permission shall be sought and receividstudents may participate.

No student, group of students or employees of this Board may receive compensation for the
performance in public of students organized as a school representative.

All posters, flyers and other means of advertising a styzefitrmance must firgie approved
by the CEO/COQr his/her designee.

Student organizations may participate with community patriotic and civic groups. Student
organizations may not be used for political rallies. Student organizations may be useat to hon
visiting dignitaries.

The interests of students shall be protected and guarded against exploitation.
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Firearms, Weapons and Dangerous Instruments

Students who use or possess firearms, weapons or other instruments which can be used as
weapons, endanger the health, safety and welfare of students and staff and interfere with the
proper learning environment.

The Board prohibits the possess@nd/or use of firearms, weapons, deadly weapons or
dangerous instruments on school property, on school vehickasy athool function, or whilig
route to or from school or any school function.

1 Firearms include but are not limited to: any handgdle, shotgun, machine gun,
automatic or semiautomatic rifle, or any BB, pellet, air gun, zip gun or any other similar
type of instrument. Firearms also include any weapon (including a starter gun) which
will or is designed to or may readily be converte@xpel a projectile by the action of an
explosive or any destructive device. A destructive device is defined as including but not
limited to any explosive, incendiary, or poison, gas bomb or grenade.

1 Weapons and deadly weapons include, but are notlinbit: any knife, cutting
instrument, cutting tool, metal knuckles, nunchaku, slingshots, stun guns, firearm,
shotgun, rifle, any device which projects or emits gas or other substances intended to
produce discomfort or injury, or any other tool, instrutmenimplement capable of
inflicting serious bodily harm.

The schooPrincipalor CEO/COOQOshall make the final determination that a particular object is a
dangerous instrument in any case where there is a question.

A student found or observed on anyaahproperty, on a school vehicle or at a school

sponsored event in possession of a firearm, weapon, deadly weapon or dangerous instrument
shall be reported to thHerincipaldesignee immediately. Thrincipaldesignee shall

immediately inform th&€€ EO/COQas well as appropriate law enforcement officials. The school
administrator reporting the incident to the police shall provide the law enforcement officials with
all known information concerning the matter, including the identity of the student invaided a
notice that a violation of the Criminal Code may have occurred.

ThePrincipaldesignee shall, where safely possible, take possession of the firearm, weapon,
deadly weapon or dangerous instrument, which shall be turned over to the law enforcement
officials.

Disciplinary action described below, shall be taken against students who possess, handle,
transmit or use firearms, weapons, deadly weapons or dangerous instruments. As in all
disciplinary matters, due process will be provided.
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1 Firearms: A studeill be suspended for a period of not less than one calendar year or
expelled if the student is convicted or adjudicated as a juvenile delinquent for
possession of a firearm or the commission of a crime while armed with a firearm, or
knowingly possessing a firearm on any school property, on a school vehicle, or at a
schootsponsored function. THerincipalmay recommend modification of such
expulsion requirements for a student on a case by case (B6BS 131317.2 ¢)

1 Assault with a weapon: A student will be suspended or expelled if the student commits
an assault, against a teacher, administrator, board member or other employee or student,
with a weapon, other than a firearm, on any school propamtg school vehicle or at a
schoolsponsored function. In the case of a suspensioRriheipalshall make the
determination as to when the suspension shall end.

In all such cases, the student shall be immediately removed from the regular clagsigram p

and provided with home instruction or other suitable facilities or program until placement is

available, or placed in an alternative educational program, if available, and required to submit to

a Child Study Team evaluation and a board hearing bbiard hearing shall take place no

longer than thirty (30) days from the day the student is removed from the regular classroom

program, with all due process rights provided. The Board will render a decision within five (5)

days after the close of the hieg. An appeal of an adverse decision may be made to the
Secretary of Education within 90 days. Stude
consistent with 20 U.S.C. Section 1400 et seq.

If the board determines that the student has not commigeaffinse as charged, the student
shall be immediately returned to his/her regular educational program.

1 Assault without a weapon: A student may be suspended or expelled if the student
commits an assault against another student, a teacher, adminibtvatdrmember or
other employee who is acting within his/her duties and in a situation where his/her
authority to act is apparent, or as a result of his/her relationship with the school. The
student shall be immediately suspended pending suspension mi@xmuoceedings in
a hearing before the Board, which shall be held no later than thirty (30) days from the day
the student is suspended, with all due process rights provided. The decision of the board
shall be rendered within five (5) days after theselof the hearing. An appeal of an
adverse decision may be made to the Secretary of Education within 90 days. Student
rights shall be construed in a manner consistent with 20 U.S.C. Section 1400 et seq.

Reference 24 PS 1B8317.2

Policies and Procedures 152 RevisedNovmeber, 2020



Lehigh Valley Dual Language
% > Charter School

Hazardous Materialsi Wor ker s6 Ri ght To Know

TheLehigh Valley Dual Language Charter SchBolard has the responsibility to inform and

train its employees pperly regarding the hazardous substances they work with and to design

and put in place employee protection programs. Employee training programs provide necessary
hazard information to employees so they can participate in and support measures in place at
school.

Employees must obtain advance approval fronCE®/COOQOto use hazardous materials on
school premises. Should employees have any questions as to whether any material is subject to
this requirement, they should direct their question taB®/COQ

I n compliance with the Wor ker s O6CEQ/CQ@OPtnciplo Know
to develop a notice that informs employees of
hazardous substances in the workplace. This notice shall be inaiutiedStaff Handbook and

copies of the notice shall be conspicuously displayed as a means of informing employees of their
rights and obligations under the law.

Asbestos Statement:

A recent inspection by an independent authority has determined that thieehigh Valley
Dual Language Charter Schoofacility is asbestos free. This report is available for viewing
inthePrincipald s of fi ce upon written request
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Emergency Evacuation of School

The following guidelines shall apply to emergencies that affect the operationlLafitiggn
Valley Dual Language Charter School

The school 6s system of emergency preparedness
students and aff are safeguarded, the time necessary for instructional purposes is not unduly
diverted, minimum disruption to the educational program occurs and students are helped to learn
selfreliance and trained to respond sensibly to emergency situations.

All threats to the safety of the school and its occupants shall be identified by appropriate
personnel and responded to promptly in accordance with the plan for emergency preparedness as
promulgated by th@rincipalof the school.

Bomb threats and reports ofdishall normally require the evacuation of the school.

The CEO/COQand other administrators in charge of the school are required to develop plans to
be used when the school is closed for emergencies during the school day. A copy of each
emergency plan i® be kept on file in the school office.

The CEO/COGshall develop procedures for the handling of school emergencies which include:

A plan for the prompt and safe evacuation of the school and safe dispersal of students from
school property which shalklpracticed at least twice each month in fire drills conducted in
accordance with the law, the conduct of bus evacuation drills twice a year in accordance with the
law (if students are transported by bus), a plan for the sequestration of students placsafe

other than the school, design of a communication system to alert the whole school community
when necessary and to notify parents of the evacuation of students, instruction in emergency
preparedness and survival techniques as a part of the reguiamlom of the school, the

immediate notification of appropriate administrative personnel whenever any employee becomes
aware of an emergency or impending emergency, cooperation with local agencies such as police
department, fire department or civil de$eninstruction of staff members in the techniques of
handling emergencies, the continual evaluation of the effectiveness of emergency planning in
preparing the school to cope with disaster, and the arrangement for an annual inspection by
fire/police offigals.

Procedures must be established to account for all students after the building has been evacuated.
This procedure must provide for instructional organizations when teachers may not have their
regular class during a fire drill.

A plan must be deveped for the evacuation of wheghaired students in the event of a fire or
building evacuation, This plan is to be developed by September 30 of each year with changes
made as needed.

Policies and Procedures 154 RevisedNovmeber, 2020



Lehigh Valley Dual Language
% > Charter School

If a developing storm leads to a decision by@iO/COOto close edy, every attempt shall be

made to have that information on radio and television by 11:00 a.m. If the decision is to close
school during the afternoon but before regular dismissal time, every attempt will be made to have
that information broadcast by 1.p0m.

ON-SITE SUPERVISION
Students shall not be left alone or unsupervised during emergency situations.

Areas of the school to be used during emergency situations shall, to the extent possible, be easily
accessible to entrances and to the school office

All staff members (except custodial personnel) must remain in the building until all students are
dismissed. If students are still in the building beyond one (1) hour after the official closing time,
the procedures described below are to be followedothAlr staff members may leave the

building one (1) hour after the official closing time.

ThePrincipaland other administrative personnel are to remain in the school to supervise
students. Additional personnel shall be retained only if there is a egeddthePrincipaland
other administrative personnel.

ThePrincipalor his/her designee shall be the last person to leave the school after all students
have been dismissed and no other emergencies exist.

SPECIAL SITUATIONS

Closing school because ofgliems relating to heating, air conditioning, plumbing, vandalism,
etc. will be made as determined necessary.

FIRE DRILLS

Fire drills shall be held not less than once each month throughout the school year. Additional
fire drills beyond these requiremsrdre to be held when needed to ensure a high degree of order
and control under all school conditions. A record of the date and time of each fire drill shall be
maintained in the school office. These drills shall be held at irregular intervals arferaindif

times during the school day.

In such fire drills students and teachers shall be instructed in, and made thoroughly familiar with,
the use of fire escapes, appliances for extinguishing fires, and all exits.
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Advanced notice of fire drills shall bévgn to persons in charge of the cafeteria, medical and
science areas, administrative offices, and to the custodian. This advance notice shall not be
given more than one (1) hour prior to calling the drill. In the absence of any advance notice, it
shallbe assumed an emergency exists.

Fire drill procedures must be posted conspicuously in each room and in all other areas of the
school.

Visitors and all other guests in a school must participate in a scheduled fire drill and may be
requested by thBrincipal to assist, if necessary.

In the event of a fire near the school, Bxvecipalor his/her designee shall consult with local fire
department officials to determine the action to be taken to ensure the safety of students and
school personnel.

All schook using or contracting for school buses for the transportation of students shall conduct
on school grounds two emergency evacuation drills on buses during each school year, the first to
be conducted during the first week of school and the second duringptith of March, and at

such other times as tiRrincipaldeems necessary. Each drill shall include practice and

instruction concerning the location, use and operation of emergency exit doors and fire
extinguishers and the proper evacuation of busesim\tant of fire or accident. Bus operators

shall be provided with proper training and instruction to enable them to carry out the provisions
of this subsection and may be required to attend classes and drills in connection therewith.

ThePrincipaland the school nurse should convey clearly and frequently to all staff members the
importance of safety, and regularly train staff in how to react in emergency situations. The
procedures below identify steps that should be followed as part of the advanceaigpiaaiis
necessary and important in preparing staff members to respond properly in emergency situations.

FIRE DRILL

1. Directions for an emergency exit route should be posted conspicuously in every
classroom as well as all other areas of the schoolh(allg, offices, cafeteria,
conference/workrooms, etc.) In determining the emergency exit routes for the entire
school care must be taken to avoid having too many students exit through the same door.

2. Fire drills should be held at least once each mondhbaiiding evacuation times should
be recorded. The first fire drill should be held during the first week of school.
Classroom doors and building exit doors should be kept unlocked during the school day.
A record of the date and time of each drill slibioé maintained in the school office.

3. Written permission should be obtained from the occupant(s) of a nearby location (e.g.
church, shopping center parking lot, another school, etc.) to which students may be taken
in the event of an emergency in the saho
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4. A current student roster for each classroom should be readily accessible for teachers to
use to take attendance once students have exited the school and have arrived at their
designated spoftThe teacher should hold up their GREEN paper to indtbatethey
have all students accounted fbany students are unaccounted fdihe teacher should
hold up their RED paper, if any students are unaccountesiftirat efforts may be made
to locate those students.

5. ThePrincipalshould check with the locéite/police departments to see that all
regul ations are met as part of the school o

6. A list of emergency telephone numbers (e.qg. fire department, police, ambulance, etc.)
shall be readily available in the school office.

7. All fire extinguishers must be checked within the time limits set by the manufacturer and
the results recorded.

8. Members of the local fire department are to be scheduled to conduct a training session for
all staff members in the proper use of fire extinguishers.

OTHER EMERGENCIES

1. Representatives from the local police and fire departments and the Office of Emergency
Planning are to be included in developing an overall emergency response plan for the
school.

2. Staff members are to be trained in how to use the oesystem. Students are to be
taught how to dial the school office in the event of an emergency situation in which
the teacher is unable to do so.

3. Code words and phrases are to be established to be used in alerting@sthérato
different emergency situations (e.g. armed person in the school, a hostage situation,
bomb threat, etc.) Using such codes will not overly alarm students nor will it alert
any unauthorized persons who may be in the building.

4. Emergency contact information must be maintained for each student so that contact may
be made with the home or other persons in the event of an emergency situation.

5 Al | parents/ guardians are to be informed o
sheltero where students would be taken in

A plan must be developed for the evacuation of whbalred students in the event of a fire or
building evacuation. This plan is to be developed by September 30 of eachthecramges
made as needed.
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School Resource Officer Policy

SUMMARY
This Policy will state the purposes of the School Resource Officer (SRO) Program, and give
specific guidelines for the SRO, and their supervisor(s) to follow.

PURPOSE

This policy will state the purpose of the School Resource Officer program. This policy will state
the duties and responsibilities of Soh&esource Officers in the Element&ghool and the

Middle School. This policy will state the duties and responsibilities of the EBlesource

Of ficerso6 Supervisor(s).

PURPOSES OF THE SCHOOL RESOURCE OFFICER PROGRAM

The SRO program is intended to balance the need for a secure environment with that of a
learning environment. It is the policy of th&8ethlehem Polic®epartment to proote a safe

and orderly environment iBethlehenpublic schools. The School Resource Officer (SRO) is
designed to provide school administrators and staff with law enforcement resources and expertise
in order to maintain safety, order, and discipline ingtt®ool environment. The SR¥ogram is
intended to be a proactive model, to ensure t
abridged by violence or disruption. To accomplish this &etdigh Valley Dual Language

Charter School (LVDLCSWill consderemployng an SRO in th&lementaryand in the Middle

School, in order to encourage working relationships between police, the schools, and students.
The program intends to promote safety and education, while furthering the principles and
philosophies oEommunity policing directly into the school environment.

DUTIES OF THE SCHOOL RESOURCE OFFICER

The SRO is expected to be highly visible and serve as a liaison between the Police Department

and the School Department. The SRO will wear the regulatiooepahiform, including firearm,

except for special events, with prior approval from his or her supervisor. The SRO will be
accountable at all times and will duly log out of the School building anytime it is necessary to

leave school grounds. The Schoolsnadni st rator | og out policy, as
Principal, will be followed and adhered to by the on duty SRO. The SRO will report directly to

the school principal or their designee, upon any absence from duty, so that school officials may
make he necessary arrangements during the absence of the SRO.

The SRO will be required toavk Monday through Fridato coincide with school hours. The

hours will be primarily between:80 AM and4:00 PM, with flexible hours, with prior approval

from the SRGsupervisor. When school is not in session, such as during the summer vacation
period, the SRO6s workweek will revert to a 4
flexible hours will remain, with approval of the SRO Supervisor.
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The SRO is expeetl to attend advance training and keep abreast of developments in juvenile
delinquency, child abuse, adolescent sexual assault, substance abuse, interview techniques and
any other training deemed appropriate by their SRO Supervisor or the Chief of Police.

The SRO is responsible for establishing an open relationship and strong communication between
the school administrators and the Police Department, and shall attend weekly school
administration meetings, when set up by the school Princigake COO/CEOThe SRO should
be in frequent communication with the designated school administrators for the purpose of
exchanging information about current crime trends, social problems, or areas of concern having
the potential for disruption in the school. The SROis f ami | i ari ze them self
Acode redd operational pl an and be instrument
administrators include, but not limited to:

The SchoolCOO/CEO

The Principal of the School

TheDean of Students

The Director of Facilities and Transportation

The SRO may also become involved with the sch
will enhance the studentés understanding of t
citizenship. However, respdimg to incidents or conducting investigations will always take

precedence over instructing in the classroom. Lesson plans for all formal, organized

presentations, will be forwarded to the school Principal and SRO supdoriseview and

approval priord presentation.

The SRO will be responsible for monitoring the social and cultural environment to identify

emerging youth gangs. Gang prevention and early intervention strategies will be coordinated

with the Juvenile Division Detective and or Criminardstigations Division.

When it is in the best interest of the Depart
presentation to, or participate in schtalsed community organization meetings such as Parent
Teacher Association and School Advisory Counletings. The SRO Supervisor must approve

the participation in activities such as panel discussions, mentoring programs, community

coalitions, Task forces, and after school activities in advance. The SRO will keep their

Supervisor(s) informed of the stataf such additional activities.

The SRO6s assigned school grounds, school bui
equivalent of the SROO6s patrol area. The SRO
calls for service and coordinating thesponse of other police resources while on duty. In an
emergency situation, the school may call 911, and also notify the SRO. The SRO shall be given a
master key to the school facility, and the alarm code, and shall be the primary contact person for
getting access to the building during a crisis. The master key and alarm code to be used only in

the event of an emergency.
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