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INVESTMENT POLICY

Scope

This policy applies to the investment of all operating funds of the North Side Community
School, including the following:

1. General Fund

This policy is intended as a guideline for NSCS staff to follow in structuring the investment
portfolio, formulating investment strategies, and making investment decisions.  The
investment policy clarifies the roles and responsibilitics, establishes parameters for
permissible investments, and sets forth principles of portfolio diversification.

General Objectives
The primary objectives, in priority order, of investment activities shall be safety, liquidity,
and yield:

1. Safety

Safety of principal is the foremost objective of the investment program. Investments shall be
undertaken in a manner that seeks to ensure the preservation of capital in the overall
portfolio. The objective will be to mitigate credit risk and interest rate risk.

a. Credit Risk
The North Side Community School will minimize credit risk, the risk of loss
due to the failure of the security issuer or backer, by:

> Pre-qualifying the financial institutions, broker/dealers, intermediaries,
and advisors with which the NSCS will do business.

> Diversifying the portfolio so that potential losses on individual securities
will be minimized.

b. Interest Rate Risk
The North Side Community School will minimize the risk that the market
value of securities in the portfolio will fall due to changes in general interest
rates, by:

> Structuring the investment portfolio so that securities mature to meet cash
requirements for ongoing operations, thereby avoiding the need to sell
securities on the open market prior to maturity.

> Investing operating funds primarily in shorter-term securities



2. Liquidity

The investment portfolio shall remain sufficiently liquid to meet all operating requirements that
may be reasonably anticipated. This is accomplished by structuring the portfolio so that
securities mature concurrent with cash needs to meet anticipated demands (static liquidity).
Furthermore, since all possible cash demands cannot be anticipated, the portfolio should consist
largely of securitics with active secondary or resale markets (dynamic liquidity). A portion of
the portfolio also may be placed in bank deposits or repurchase agreements that offer same-day
liquidity for short-term funds.

3. Yield

The investment portfolio shall be designed with the objective of attaining a market rate of return
throughout budgetary and economic cycles, taking into account the investment risk constraints
and liquidity needs. Return on investment is of secondary importance compared to the safety
and liquidity objectives described above. The core of investments is limited to relatively low
risk securities in anticipation of earning a fair return relative to the risk being assumed.
Securities shall not be sold prior to maturity with the following exceptions:

> A seccurity with declining credit may be sold early to minimize loss of
principal.

> A security swap would improve the quality, yield, or target duration in the
portfolio.

> Liquidity needs of the portfolio require that the security be sold.

Standards of Care

1. Prudence

The standard of care to be used by investment officials shall be the “prudent person” standard
and shall be applied in the context of managing an overall portfolio. Investment officers acting
in accordance with written procedures and this investment policy and exercising due diligence
shajl be relieved of personal liability for an individual security’s credit risk or market price
changes, provided deviations from expectations are reported in a timely fashion to the governing
body and the liquidity and the sale of securities are carried out in accordance with the terms of
this policy.

Investments shall be made with judgment and care, under circumstances then prevailing, which
persons of prudence, discretion and intelligence exercise in the management of their own affairs,
not for speculation, but for investment, considering the probable safety of their capital as well as
the probable income to be derived.

2. Ethics and Conflicts of Interest

Officers and employees involved in the investment process shall refrain from personal business
activity that could conflict with the proper execution and management of the investment
program, or that could impair their ability to make impartial decisions. Employees and
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investment officials shall disclose any material interests in financial institutions with which they
conduct business. They shall further disclose any personal financial/investment positions that
could be related to the performance of the investment portfolio. Employees and officers shall
refrain from undertaking personal investment transactions with the same individual with which
business is conducted on behalf of the NSCS.

3. Delegation of Authority

Authority to manage the investment program is granted to the NSCS Executive Director, who
shall have the authority to delegate the Director of Finance as the investment officer of the
NSCS. The Director of Finance shall maintain a computer database for all investment records
and files containing investment data. The Director of Finance can delegate duties to an external
money manager, but he/she cannot delegate authority or fiduciary responsibility. The Director of
Finance should closely monitor the actions of these individuals to ensure they are consistent with
the NSCS’s investment policy and philosophy, and demand that external managers provide
timely reports that comply with the requirements of the law. No person may engage in an
investment transaction except as provided under the terms of this policy and the procedures
established by the investment officer. The investment officer shall be responsible for all
transactions undertaken and shall establish a system of controls to regulate the activities of
subordinate officials.

Investment Transactions

1. Authorized Financial Dealers and Institutions

A list will be maintained of financial institutions authorized to provide investment transactions.
In addition, a list also will be maintained of approved security broker/dealers selected by
creditworthiness as determined by the investment officer. These may include “primary” dealers
or regional dealers that qualify under Securities and Exchange Commission (SEC) Rule 15C3-1
(uniform net capital rule). The North Side Community School may designate one financial
institution to manage the purchasing, sales and investment activity reporting.

All financial institutions and broker/dealers who desire to become qualified for investment
transactions must supply the following as appropriate:

> Audited financial statements.

> Proof of National Association of Securities Dealers (NASD) certification.

> Proof of state registration.

> Completed broker/dealer questionnaire.

> Certification of having read and understood and agreeing to comply with the
North Side Community School’s investment policy.

An annual review of the financial condition and registration of qualified financial institutions and
broker/dealers will be conducted by the investment officer. As part of this annual review
compliance to the NSCS’s investment policy by the financial institution should be reviewed.
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Any financial institution that is selected to do business with the North Side Community School
must be able to commit to a contact individual and be able to provide reports in a format
acceptable to the North Side Community School.

2. Internal Controls

The investment officer is responsible for establishing and maintaining an internal control
structure that will be reviewed annually with the North Side Community School’s independent
auditor. The internal control structure shall be designed to ensure that the assets of the North
Side Community School are protected from loss, theft or misuse and to provide reasonable
assurance that these objectives are met. The concept of reasonable assurance recognizes that (1)
the cost of control should not exceed the benefits likely to be derived and (2) the valuation of
costs and benefits require estimates and judgments by management.

The intemal controls shall address the following points:

Control of collusion.

Separation of transaction authority from accounting and record keeping.
Custodial safekeeping.

Avoidance of physical delivery securities.

Clear delegation of authority to subordinate staff members.

Written confirmation of transactions for investments and wire transfers.
Development of a wire transfers agreement with the lead bank and third party
custodian.

YYYYVYVYY

3. Delivery vs. Payment

All trades where applicable will be executed by delivery vs. payment (DVP) to ensure that
securities are deposited in eligible financial institutions prior to the release of funds. All
securities shall be perfected in the name or for the account of the North Side Community School
and shall be held by a third-party custodian as evidenced by safekeeping receipts.

Suitable and Authorized Investments

1. Investment Types

In accordance with and subject to restrictions imposed by current statutes, the following list
represents the entire range of investments that the North Side Community School will consider
and which shall be authorized for the investments of funds by the North Side Community
School.

a. United States Treasury Securities. The NSCS may invest in obligations of the
United States government for which the full faith and credit of the United
States are pledged for the payment of principal and interest.

b. United States Agency Securities. The NSCS may invest in obligations issued
or guaranteed by any agency of the United States Government as described in
V. (2).
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Repurchase Agreements. The NSCS may invest in contractual agreements
between the NSCS and commercial banks or primary government securities
dealers. The purchaser in a repurchase agreement (repo) enters into a
contractual agreement to purchase U.S. Treasury and government agency
securities while simultaneously agreeing to rtesell the securities at
predetermined dates and prices.

Collateralized Public Deposits (Certificates of Deposit). Instruments issued by
financial institutions, which state that specitied sums have been deposited for
specified periods of time, and at specified rates of interest. The certificates of
deposit are required to be backed by acceptable collateral securities as dictated
by State statute.

2. Security Selection

The following list represents the entire range of United States Agency Securities that the NSCS
will consider and which shall be authorized for the investment of funds. Additionally, the
following definitions and guidelines should be used in purchasing the instruments:

d.

U.S, Govt. Agency Coupon and Zero Coupon Securities. Bullet coupon
bonds
With no embedded options.

U.S. Govt. Agency Discount Notes. Purchased at a discount with maximum
maturities of one (1) year.

U.S. Govt. Agency Callable Securities. Restricted to securities callable at par
only with final maturities of five (5) years.

U.S. Govt. Agency Step-Up Securities. The coupon rate is fixed for an initial
term. At coupon date, the coupon rate rises to a new, higher fixed term.
Restricted to securities with final maturities of five (5) years.

U.S. Govt. Agency Floating Rate Securities. The coupon rate floats off one
index. Restricted to coupons with no interim caps that reset at least quarterly.

U.S. Govt. Mortgage Backed Securities. Restricted to securities with final
maturities of five (5) years.

3. Investment Restrictions and Prohibited Transactions
To provide for the safety and liquidity of the North Side Community School’s funds, the
investment portfolio will be subject to the following restrictions:

a. Borrowing for investment purposes (“Leverage™) is prohibited.
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b. Instruments known as Structured Notes (e.g. inverse floaters, leveraged
floaters, and equity-linked securities) are pot permitted. Investment in any
instrument, which is commonly considered a “derivative” instrument (e.g.
options, futures, swaps, caps, floors, and collars), is prohibited.

¢. Coniracting to sell securities not yet acquired in order to purchase other
securities for purposes of speculating on developments or trends in the market
is prohibited.

4. Collateralization

Collateralization will be required on two types of investments: certificates of deposit and
repurchase agreements in addition to any excess cash not covered by FDIC. The market value
(including accrued interest) of the collateral should be at least 100%.

For certificates of deposit, the market value of collateral must be at least 100% or greater of the
amount of certificates of deposits plus demand deposits with the depository, less the amount, if
any, which is insured by the Federal Deposit Insurance Corporation, or the National Credit Union
Share Insurance Fund.

All securities, which serve as collateral against the deposits of a depository institution, must be
safe kept at a non-affiliated custodial facility. Depository institutions pledging collateral against
deposits must, in conjunction with the custodial agent, furnish the necessary custodial receipts
within five business days from the settlement date.

The North Side Community School shall have a depositary contract and pledge agreement with
each safekeeping bank that will comply with the Financial Institutions, Reform, Recovery, and
Enforcement Act of 1989 (FIRREA). This will ensure that the North Side Community School’s
security interest in collateral pledged to secure deposits is enforceable against the receiver of a
failed financial institution.

5. Repurchase Agreements

The securities for which repurchase agreements will be transacted will be limited to U.S.
Treasury and government agency securities that are eligible to be delivered via the Federal
Reserve's Fed wire book entry system. Securities will be delivered to the North Side Community
School’s designated Custodial Agent. Funds and securities will be transferred on a delivery vs.
payment basis.

Investment Parameters
1. Diversification

The investments shall be diversified to minimize the risk of loss resulting from over
concentration of assets in specific maturity, specific issuer, or specific class of securities.
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Diversification strategies shall be established and periodically reviewed. At a minimum,
diversification standards by security type and issuer shall be:

a. U.S. treasuries and securities having principal
and/or interest guaranteed by the U.S. government..................... 100%

b. Collateralized time and demand deposits.........coeiiiiiiininn 100%

c. U.S. Government agencies, and government

Sponsored enterprises. ......vevveveree i no more than 60%
d. Collateralized repurchase agreements..........c..ocoviiiiiiiiiinnin, 50%
e. U.S. Government agency callable securities............... no more than 30%
2. Maximum Maturities

To the extent possible, the North Side Community School shall attempt to match its investments
with anticipated cash flow requirements. Investments shall mature and become payable not more
than five (5) years from the date of purchase. The NSCS shall adopt weighted average maturity
limitations that should not exceed three (3) years and is consistent with the investment
objectives.

Because of inherent difficulties in accurately forecasting cash flow requirements, a portion of the
portfolio should be continuously invested in readily available funds such as in bank deposits or
overnight repurchase agreements to ensure that appropriate liquidity is maintained to meet
ongoing obligations.

Reporting

1. Methods :

The investment officer shall prepare an investment report annually, including a management
summary that provides an analysis of the status of the current investment portfolio and
transactions made over the last year. This management summary will be prepared in a manner
that will allow the North Side Community School to ascertain whether investment activities
during the reporting period have conformed to the investment policy. The report will be
provided to the Board. The report will include the following:

> Listing of individual securities held at the end of the reporting period.

> Realized and unrealized gains or losses.
> Listing of investment by maturity date.

2. Performance Standards
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The investment portfolio will be managed in accordance with the parameters specified within
this policy. The portfolio should obtain a market average rate of return during a
market/economic environment of stable interest rates. performance shajl be compared on a
regular basis.

Policy Considerations

1. Exemption

Any investment currently held that does not meet the guidelines of this policy shall be exempt
from the requirements of this policy. At maturity or liquidation, such monies shall be reinvested
only as provided by this policy.

2. State of Missouri Investment Policies/State law
Periodic reviews of Missouri law and Missouri State investment policy to insure the NSCS’s
investment policy is within state law and policy guidelines.

3. Adoptions/Revisions

This policy shall be adopted by resolution of the North Side Community School’s Board. After
policy approval by the Board, this policy shall be reviewed annually by the investment officer
and recommended changes will be presented to the school board for consideration.

Controls, Budget, and Fiscal Management

1. Fiscal Management

North Side Community School will maintain in effect the following principles in its ongoing
fiscal management practices to ensure that, (1) expenditures are authorized by and in accord with
amounts specified in the board-adopted budget, (2) the school's funds are managed and held in a
manner that provides a high degree of protection of the school's assets, and (3) all transactions
are recorded and documented in an appropriate manner.

2. Segregation of Duties -

North Side Community School will develop and maintain simple check request and purchase
order forms to document the authorization of all non-payroll expenditures. All proposed
expenditures must be approved by the Director or Executive Director who will review the
proposed expenditure to determine whether it is consistent with the Board-adopted budget and
sign the check request form. All transactions will be posted in an electronic general ledger. The
transactions will be posted on the ledger by someone at the School site or a contracted
bookkeeper.

3. Budget Transfers

The Executive Director may transfer up to $5,000 from one unrestricted budget item to another
without Board approval. Banking Arrangements North Side Community School will maintain its
accounts with a federally insured commercial bank or credit union. Funds will be deposited in
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non-speculative accounts including federally-insured savings or checking accounts or invested in
non-speculative federally-backed instruments or in the County's Pooled Money Investment Fund.
The School's bookkeeper will reconcile the school's ledger( s) with its bank accounts on a
monthly basis and prepare (1) a balance sheet, (2) a comparison of budgeted to actual revenues
and expenditures to date, and (3) a cash flow statement. The Director-and Finance and
Operations along with the Finance Committee will regularly review these statements. The School
will deposit all funds received as soon as practical upon receipt. A petty cash fund, not to exceed
$100, may be established with an appropriate ledger to be reconciled by the school bookkeeper.
All funds received shall be deposited or transferred into the school's accounts at the carliest
possible convenience.

Record Keeping

Transaction ledgers, canceled/duplicate checks, attendance and entitlement records, payroll
records, and any other necessary fiscal documents will be maintained by school staft in a secure
location for at least three years, or as long as required by applicable law, whichever is longer.
Appropriate back-up copies of electronic and paper documentation, including financial and
attendance accounting data, will be regularly prepared and stored in a secure off-site location,
separate from the school. _

Property Inventory

The Director shall establish and maintain an inventory of all non-consumable goods and
equipment worth over $250. This inventory shall include the original purchase price and date, a
brief description, serial numbers, and other information appropriate for documenting the school's
assets. This property will be inventoried on an annual basis and lists of any missing property
shall be presented to the Board.

Any excess or surplus property owned by the school may be sold or auctioned by the Director
provided the Director engages in due diligence to maximize the value of the sale or auction to the
school. The sale or auction of property owned by the school with a fair market value in excess of
$1,000 shall be approved in advance by the Board.

Payroll Services

North Side Community School will contract with a reputable, bonded, and insured payroll
contractor to prepare payroll checks, tax and retirement withholdings, tax statements, and to
perform other payroll support functions. The Director will establish and oversee a system to
prepare time and attendance reports and submit payroll check requests. The Director will review
payroll statements monthly to ensure that (1) the salaries are consistent with staft contracts and
personnel policies and (2) the proper tax, retirement, disability, and other withholdings have been
deducted and forwarded to the appropriate authority.

All staff expense reimbursements will be on checks separate from payroll checks.

Upon hiring of staff, a personnel file will be established with all appropriate payroll-related
documentation including a federal 1-9 form, tax withholding forms, retirement date, and an
accounting of the use of sick leave.
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Attendance Accounting

The Director will establish and maintain an appropriate attendance accounting system to record
the number of days students are actually in attendance at the School and engaged in the activities
required of them by the School. The annual audit will review actual attendance accounting
records and practices to ensure compliance. The attendance accounting practices will be in
conformance with the Charter Schools Act and the applicable California Administrative Code
sections defining Charter School Average Daily Attendance. Therefore:

> ADA will be computed by dividing the actual number of days of
student attendance by the number of calendar days of instruction by
the School.

> The School's instructional calendar will include at least 174 days of
instruction as required by the Missouri Department of Secondary and
Elementary Education. The calendar must also document that the
school offers an amount of annual minutes of instruction as required
pursuant to applicable law.

Annual Financial Audit

The school shall annually contract for the services of an independent certified public accountant
to perform an annual fiscal audit. The audit shall include, but not be limited to (1) an audit of the
accuracy of school's financial statements, (2) an audit of the school's attendance accounting and
revenue claims practices, and (3) an audit of the school's internal controls practices.The Audit
shall be completed, reviewed by the Board, and published in a local newspaper prior to
December 31 of each year.

Procurement Policy

Competition for Contract Awards

NSCS will conduct all procurement transactions in a manner providing full and open

competition. In doing so, NSCS will avoid:

e placing unreasonable requirements on firms seeking to qualify to do business;
e Tequiring unnecessary experience or excessive bonding;

e noncompetitive pricing practices among bidders;

e noncompetitive awards to consultants that are retainer contracts;

e organizational conflicts of interest;
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e specifying only a brand name product instead of allowing an equal product to be
offered; and

e any arbitrary actions in the procurement process.

Procedures for Procurement Transactions

NSCS will ensure a clear and accurate description of the technical requirements for the material,
product or service to be provided under federally related procurements. The description may
include a statement of the qualitative nature of the material, product or service to be procured
and when appropriate will set forth those minimum essential characteristics and standards to
which it need conform in order to satisfy the intended use. Where appropriate, a "brand name or
equal” description may be used to define the performance or other requirements of a

procurement.

NSCS will ensure that all prequalified lists of persons, firms, or products are current and include
enough qualified sources to ensure maximum open and free competition. Potential bidders will

not be precluded from qualifying during the solicitations process.
Methods of Procurement Affecting

Where small purchases under One Hundred Thousand ($100,000), or rate quotation will be
obtained from an adequate pumber of qualified sources, the following procedures will be

utilized.

When procurement is by sealed bid (formal advertising), bids are publicly solicited and a
firm-fixed price contract is awarded, the award will be made to the responsible bidder whose bid,
conforming with all material terms and conditions of the invitation to bid, is the lowest in price.

The sealed bid method is preferred for construction if the following conditions apply:

e acomplete specification is available;
e two or more responsible bidders are willing and able to compete for the business;
e the procurement lends itself to a firm price contract; and

e selection of the successful bidder can be made principally on the basis of price.

If sealed bids are used, the following requirements apply:
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e invitation to bid will be publically advertised and bids will be solicited from an
adequate number of known suppliers providing them sufficient time to bid;

e invitation to bid will define the items or services to be bid;

e all bids will be publicly opened at a time and place described on the invitation to bid;

e firm fixed-price contract award is made to the lowest responsive and responsible
bidder; and |

any and all bids may be rejected when there is a sound documented reason.

NSCS will utilize a competitive proposal method when conditions are not appropriate for the use

of sealed bids. When this method is used, the following requirements will apply:

e requests for proposals will be publicized along with evaluation factors and their
relative importance;

e proposals will be solicited from any adequate number of qualified sources;

e a clear method of technical evaluations of the proposals and selective of any awardee
will be utilized;

e awards will be made to the firm whose proposal is most advantageous to the program
with price and other factors considered; and

e this method may be used for selection of architectural and engineering firms where
qualifications are evaluated and the most qualified firm is selected subject to

negotiations.

Where appropriate, procurement may be made by competitive proposals through a proposal from
any one source or after solicitation, competition is deemed inadequate. This method will be used
when small purchase procedures, sealed bid, or competitive proposals are infeasible and one of

the following applies:

e item is available from only one source; ’
e requiring the prime contractor, where subcontracts are to be left to utilize the steps set

out above.

Contract Cost and Price
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NSCS will perform a cost or price analysis in connection with every procurement action. At a
minimum, NSCS will make independent estimates before receiving bids or proposals. A cost
analysis will be required when adequate price competition is lacking and for sole source
procurements, unless price reasonableness can be established on the basis of catalog or mailed

price. NSCS will negotiate profit as a separate element of the process for each contract.

Purchasing Policy

1. Purchases under $3,000 do not require bids or quotes; however, the Finance Office may
elect to do so to obtain the best price. Bids and quotes will be kept on file in the Accounting
Department in accordance with the General Records Retention Schedule of the Secretary of
the state of Missouri.

2. Purchases $3,000 through $15,000 require bids or quotes. Bids or quotes may be obtained
by the Executive Director, Facilitics Manager or Finance Director and kept on file in the
Accounting Department in accordance with the General Records Retention Schedule of the
Secretary of the state of Missouri. Under no circumstances may purchases or projects be
divided in an attempt to circumvent the dollar value limits requiring bids.

3. The District attempts to participate in cooperative purchasing programs to the extent that
the items purchased meet the district’s specifications and needs. The bids taken by these
cooperative organizations shall satisfy the district’s bidding requirements for the period of
time the cooperative bid is accepted.

4. Non-construction and non-renovation purchases of goods or services, where the purchase
exceeds $100,000, shall be bid All bids will be publicly opened. Under no circumstances
may projects be divided in an attempt to circumvent the dollar value limits requiring bids.
No contract will be entered into or bill paid without the proper documentation and without
an affirmative vote from majority of the whole Board. Even without a contract, no
purchase that may exceed $100,000 will be made without prior Board approval, unless in
accordance with emergency provisions.

5. For construction or renovation of district facilities, where the purchase exceeds $100,000,
a request for scaled bids will be publicly advertised for two successive weeks in a
newspaper of general circulation located in St. Louis, Missouri. All bids will be publicly
opened and will be retained in accordance with the General Records Retention Schedule of
the Secretary of the state of Missouri. Under no circumstances may projects be divided in
an attempt to circumvent the dollar value limits requiring bids. All legal notices shall be
processed and retained in the Construction Management Department.
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6. The service provider must submit affidavit upon award of any service contract in excess of
$100,000 affirming that provider is currently participating in E-Verify or any other electronic
verification of work program operated by the U.S. Department of Homeland Security.

7. To serve as a valid supplier, vendors must provide a completed W-9 form as required by
the Internal Revenue Service. Local sources are preferred and utilized whenever possible.

Conflict of Interest

1. The District shall not purchase goods or services from any employee or family member
without prior review and the written consent of the Director of Finance. The Executive
Director and Finance Director are precluded from purchasing from his or her own family
members. Employees shall disclose during the purchasing process previous employment with
an independent contractor or vendor involved in the quote or bid process.

2. Personal purchases may not be made from District vendors utilizing District accounts to
obtain special pricing afforded the district. The use of the District’s name, tax identification
number, or any other means which infers District authorization to obtain a reduced price for
any product or service being purchased for private use is expressly prohibited.

Purchasing Procedures

1. All purchases of any amount must have a purchase order form. Ifthe order is very long, you
may attach a print out to the form as needed.

2. To order material valued at less than $250, an individual must have verbal approval from
either the Executive Director or Finance Director.

3. All orders over $250 must be countersigned by either the Executive Director or Finance
Director.

4. To begin the process, use the pre-printed form and notify Kavel or Brian of the number being
used, the vender and a brief explanation. This will be logged on a tracking spreadsheet.

5. The Yellow copy of the original order should be given to the Finance Director for review.
After review and approval, the order will pass to Accounting for entry into our system.
Accounting MUST get this copy!

6. Our Accountant will file the hard copy of the order with appropriate paperwork, and notify
the Finance Director that the material has been entered into our system. The Finance Director
may decide in special circumstances (i.¢. high dollar volume) to personally order the material.
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Otherwise, he will instruct the person originating the order to contact the vendor and place the
order with the vendor, using the PO number that has been assigned.. The order originator should
place the order with our vendor in whatever manner he or she deems best - telephone,
clectronically, by fax, etc. (at this point, both our Accountant and the person originating the order
should have a hard copy of the order. A Master File of all Purchase Orders will be maintained in
the office of the Accountant.)

7. When the material arrives, it should be placed in the All-Purpose Room. No carton or
packages should be opened until the Finance Director is notified that the material has arrived.

8. At that point he will assign an individual to open the packages, and inspect and count the
contents, and verify our physical count against the packing list supplied by our vendor. The
Receiving Copy of the Purchase Order MUST be completed as well.

9. Once that process is completed, the material should remain in the All-Purpose Room.

10.  The packing list and Receiving Copy of the Purchase Order should immediately be given
to the Finance Director. Tt will be his responsibility to determine when and how the contents of
the shipment may actually be distributed around campus. Only the Executive Director or the
Finance Director can authorize distribution of ordered and received material.

11. Once the packing list has been given to the Finance Director, it will be his responsibility to
compare the packing list to our original Purchase Order to verify we received what we ordered.
In certain circumstances (i.e. beginning of the year book orders) the Finance Director may
designate a more appropriate individual (i.e. the Principal) to this task.

12. The packing list always must be returned to the Finance Director, and will then be attached to
the original Purchase Order on file in the Accounting Department.

13. When our Accountant receives an invoice for ordered material, she/he will compare the
quantity and pricing on the invoice to the quantity and pricing on our Purchase Order. If
everything matches, she will process for payment. If there is an error or question, she will refer
the discrepancy to the Finance Director, who will track down the answers.

Military and Religious Leave

Leave without pay shall be granted for periods of active duty in the armed forces of the United
States. At the start of extended active duty, an employee may use eligible paid leave and sick
days.

Excused absences for observance of religious holidays are permitted for teachers and staff.
Requests to be away from work to participate in such observances should be submitted at least
two weeks prior to the proposed absence. Planned absences for such requests may be taken as
either paid vacation leave, if applicable, as personal day (s), or as time off without pay.
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Mandatory Reporting

All school employees and volunteers who have reasonable cause to believe that a child has
suffered abuse or neglect are mandatory reports, required by law to report immediately the
suspected abuse or neglect to law enforcement or the Department of Social and Health Services,
and to the school principal.

Workplace Safety

Workplace and school safety are a top priority at NSCS. You are expected to obey all safety rules
and be careful at work. All students and employees are prohibited from bringing weapons, or
other potentially dangerous objects and substances, onto school property. Students and
employees are also prohibited from initiating, participating in, or using school property in a
dangerous manner. Employees must immediately report any unsafe condition to the Principal. If
you violate the school safety standards, you may be subject to disciplinary action. Violations
include causing a hazardous or dangerous situation, not reporting a hazardous or dangerous
situation, and not correcting a problem even though you could have corrected it. Accidents that
cause injury should be reported to the Principal and an incident report filed.

Services and Instruction for Students with Disabilities

NSCS has diagnostic, remedial, and consultative services for special needs students in all grades.
Special needs students are identified by a diagnostic process as requiring an alternative education
plan or services, either within the regular classroom or in a special classroom. All decisions
relating to special education are made by a placement team consisting of the classroom teacher,
the special education teacher, a contracted specialist, the principal, and the parents. Parents will
be consulted and involved throughout the process. No testing or special plans will be initiated
without the consent of the parent(s). The school complies with all state and federal guidelines in
its handling of students with disabilities, and provides all appropriate services and instruction to
meet the individual needs of students. All students identified with special needs will be provided
instruction in accordance with his/her IEP by a certified special education instructor.

Communicable Diseases

NSCS will review, evaluate, and respond on a case-by-case basis, when possible, to any known
suspected or confirmed instances of certain communicable illnesses among members of the
school community that may be transmitted in a normal school setting. Such individual review,
evaluation, and response should take into consideration applicable federal and state laws; the
recommendations of the U.S. Public Heaith Service, the Centers for Disease Control; the
expressed desires and opinions of the individual with such illness and the individual's personal
physician. NSCS is committed to the protection of both public health and individual rights.
Employees with any suspected or confirmed communicable illness may wish to continue their
employment. As long as they are able to meet acceptable performance standards, comply
otherwise with ail other required Occupational Health policies that describe mandatory
screenings and vaccinations, and the medical evidence indicates that their conditions are not a
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threat to themselves or others, they will be treated consistently with other employees in matters
of employment. All employees will be evaluated to determine what if any work restrictions
apply, given the type of illness, the individual’s health status, and the nature of work or work
setting, among other relevant factors. In the setting of a large epidemic or pandemic,
case-by-case evaluation may not be possible and broad restrictions may be implemented

Health Records

All students are required to have up-to-date, cumulative health record on file with the school,
including an immunization record and a Student Health Information Form. Proof of
immunization must be in a child’s file by the first day of school to be admitted to school (by
Missouri law). The Student Health Form, identifying medicine needs and health issues, must also
be on file before a child begins school. Health records are available to the teachers for review, if
necessary, and are to be regarded as confidential information.

Student Educational Records

Student educational records are kept in Common Goals, an electronic record of students’
attendance, grades, test scores, discipline and other reports. Teachers, with the assistance of the
office, are responsible for keeping student records and information up-to-date and accurate.

Students also have cumulative folders (paper) on file that contain a complete record of each
child’s development. They are located in the permanent records filing cabinet in the office. They
are to be used by the teacher to better understand students. They are confidential information.
The principal and office staff have the responsibility for keeping the folders up-to-date.

Governance

The responsibility for the adoption of school policies belongs to the Board of Directors whose
members are duly elected. All operational matters are the responsibility of the Executive
Director. Staff and community involvement in this process will be through the Executive
Director. All policies will be available to the staff and the school community, and will guide the
Board in its action.

The Executive Director is both the chief administrator for the Board and head of the professional
staff. The Executive Director is responsible for the leadership of the school and its staff, and for
all relations between the school and the Board. This relationship should foster mutual respect and
cooperation between the Board, the Executive Director, and the professional staff. The Board
may appoint an Acting Executive Director in the absence/incapacitation of the Executive
Director.

Policies and Procedures
The Director of Finance & Operations will administer the personnel policies and procedurés. The

personnel policies and procedures will be distributed to all employees upon employment. This
employee handbook provides important information about working at the School. The policies in
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the handbook explain many of the benefits of working at NSCS. The handbook also explains
what is expected of employees and delineates rules and regulations of the School that pertain to
employees. This employee handbook, however, cannot cover every situation or answer every
question about policies and benefits at the School. On occasion, it may be necessary to change
the handbook. The Board reserves the right to add new policies, change policies, or cancel
policies at any time. Changes to the handbook will be promptly reported to all school personnel.

The policies in this handbook should not be construed to constitute contractual obligations of any
kind or a contract of employment between the Board and any employee. The provisions in the
handbook have been developed at the discretion of the Board and management and may be
amended or cancelled at any time, at the sole discretion of the Board.

These provisions replace all other existing policies and practices and may not be changed or
added to without the express written approval of the Board.

Administrative Guidelines Travel and Reimbursement

1. All requests to travel at NSCS expense must be made and approved by the employee's
supervising principal, director, manager, or Executive Director

2. Requests to attend special area, state, or national meetings at the NSCS's expense must be |
made on Reimbursement Form and this includes in town meetings and registrations. Approval
must be obtained from the supervising Principal or Executive Director prior to attendance at the
meeting if expense reimbursement is to be expected.

3. A cash advance for NSCS travel will be provided if a request for advance funds is made on
Reimbursement Form, and approved by the employee’s supervising Principal or Executive
Director. This amount cannot exceed the total amount approved.

4. Travel within a reasonable distance should be by your personal car, if possible.
Reimbursement for use of personal automobile for NSCS approved travel will be paid according
to current allowable IRS rate of reimbursement.

5. Economy-tourist rate for air travel should be used when driving is impractical. The finance
department will advise employees of the proper board approved travel company to contact for
making airline reservations.

6. The travel reimbursement for meal will be by per diem at the GSA per diem rate. For each
meal provided by the conference, the daily per diem will be reduced by 25%. As recommended by
Federal guidelines, the first and last day of travel will be limited to 75% of the daily per diem. If
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attending a St. Louis meeting, the reimbursement will be limited to $20 if the meeting does not
provide food. No reimbursement will be given for alcohol purchases.

7. Hotel accommodations will be paid in full at single room rates.

8. Travel of NSCS related business within the metropolitan area will be approved.

9. Travel from home to the place of NSCS related business which occurs outside the normal
working hours (evening and weekends) may be approved for NSCS related business.

10. Routine travel from home to the workplace to home will not be approved.

11. The finance department will review all Expense Reports to verity accuracy and compliance.
Hiring

A. Candidates for employment will be considered on the basis of the following: resume; a
portfolio containing background information, academic work, a history of teaching experiences;
at least three references addressing candidate’s qualities and abilities as a student, a person, and a
teacher.

B. Qualifications — School policy is to hire certified teachers. State law permits up to twenty (20)
percent of the instructional staff to be non-certified in charter schools, but federal law requires all
teachers be “highly qualified” (certified). All staff must have the training, experience, and
personality appropriate to perform their duties. We seek individuals who are well and broadly
educated, knowledgeable in subjects to be taught, skilled in teaching and managing students.
They should love children, be enthusiastic about working with and teaching them, and be strong
and good people who model the values and character the school wishes to instill in students.

Minimum qualifications for certified candidates are graduation from an accredited university, the
possession of an appropriate license from the State of Missouri or from another state with an
approved licensure program, and student teaching experience.

Non-certified staff may establish qualifications for a position by being: certified by a different
state, National Board Certified, a college graduate who majored in the appropriate discipline or
field, an experienced but uncertified teacher, experienced in professional and nonprofessional
fields related to curricular contents. Life experiences in addition to school and work may also be
considered, as well as personality and character.

Terms of Employment

A. The instructional staff will be reviewed annually by the Principal, the non-instructional staff
by the Director of Finance & Operations or the Executive Director (sce Organizational Chart).
Evaluation of teacher performance will be based upon the quality of teaching, management of
and relationships with students, academic performance and growth of students, performance of
non-teaching professional duties, professional growth, personal qualities (integrity, commitment,
diligence, and enthusiasm), and service to the school.
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Teachers are encouraged to submit evidence supporting their renewal, promotion, or salary
increase. Professional growth is especially important and expected. Evidence of such growth and
development should be reported to the Principal each spring, prior to contract renewal. The
evaluation process shall consist of the following: four observations (formal and informal), review
of unit and lesson plans, assessment of student outcomes, classroom management, and
professional development.

The Board is solely responsible for hiring and evaluating the Executive Director. The Executive
Director has the authority for hiring and firing all other employees, including those providing
direct and indirect services to the school. The responsibility for hiring teachers will be the
Principal’s, with the approval of the Executive Director. The terms and conditions of the contract
of the Executive Director will be defined by the Board. The Principal will be hired and evaluated
by the Executive Director.

B. Compensation will be based upon qualifications, experience, years of service to the school,
and performance. First year teachers shall be paid the standard starting salary. Thereafter, they
shall be paid the standard annual raise (if the school budget permits one). Merit pay may be
given at the discretion of the Executive Director. Teachers hired with experience will be given
credit for up to five years of experience and paid according to the NSCS informal and flexible
salary scale.

C. Employment contracts for teachers will be for one school year (ten months), beginning in
mid-August and ending in mid-June. Administrators will be from July 1 to June 30. The terms of
the contract shall define the nature and conditions of employment. All employment contracts are
“at will” and may be terminated by either the teacher or school at any time. Reasons for
termination are, but not limited to, the following: unsatisfactory teaching, failure to meet
professional responsibilities and obligations, inappropriate behavior, refusal to work
cooperatively with administration and staff, and immorally or illegally conduct.

D. A description of the general functions, duties, and responsibilities of staff positions will be
described in the Teacher/Staff Handbook. Job descriptions are listed at end of this handbook. The
Executive Director and Principal will review and update the handbook periodically.

E. Tt is the policy of the NSCS to hire the best-qualified employees available for all positions.
Management must exercise its judgment and discretion in hiring persons who are members of a
current employee's immediate family. For purposes of this policy, "immediate family" shall mean
father, mother, son, daughter, brother, sister, uncle, aunt, first cousin, nephew, niece, husband,
wife, father-in-law, mother-in-law, son-in-law, daughter-in-law, brother-in-law, sister-in-law,
stepfather, stepmother, stepdaughter, step-brother, stepsister, half brother or half sister.

F. Salary payments will be made semi-monthly, on the fifteenth day and last day of the month. If
the normal payday is on a non-work day, salary payment should be made on the immediately
preceding workday. Payroll deductions shall be made as required by law. For example,
deductions shall be made for federal income tax, state income tax, city earnings taxes, social
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security taxes, and all other deductions as required by law or otherwise agreed to by each
employee.

G. NSCS shall provide an annual calendar establishing workdays for the contractual year. The
school retains the right to change the calendar if need be.

Full-time employeces may be required to attend programs, courses, or participate in activities that
provide personal or professional growth. Employees are encouraged to attend and participate in
activities, including conferences, institutes, and workshops related to their profession and their
duties at the school. Approval for leave to attend such activities may be granted by the Principal
and will be consistent with these policies and procedures. They will consider the position of the
staff member, the needs of the school, and the purpose of the activity requested. Principal shall
determine whether NSCS will pay the expenses, or any portion thereof, of a staff member
attending an approved activity or program. In the case of the Principal, approval will be by the
Executive Director.

1. NSCS maintains a personnel file for each employee, and these files are the property of the
school. Access to these files is restricted to the Executive Director, Principal, and those
authorized access by the Executive Director or the Principal on a need-to-know basis. Employees
may review their own personnel file by submitting a written request fo the Principal.

J. Background Checks: All school personnel must have criminal background and child abuse
registry checks conducted and the results on file prior to being hired.

K. Medical checks: All teachers must have a TB test on file with the school.

L. School property: Teachers are responsible for all school property issued to them. Proper care
of this property is the responsibility of each staff member. Damage, beyond those resulting from
normal use, or loss of school property will be paid for by staff member.

M. Keys are the property of the school and shall not be duplicated or loaned. If you are issued
any keys as part of your job responsibility, you are expected to have them available and retum
them upon leaving employment with the school.

N. Full-time employees wanting to resign their position must give at least two (2) weeks notice
in writing. The Executive Director and Principal must give a minimum advance notice of six (6)
months. In most cases, resignations should become effective at the end of the school year in
which they are submitted.

0. Removal from a position may be necessitated by various causes, including elimination of a
position because of reorganization or budgetary constraints. The particular needs of the school

will be the determining factor in such decisions.

P. Smoking is not permitted on school grounds.
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Equal Employment Oppertunity

Employment decisions at the NSCS are based on each person's performance, qualifications, and
abilities. The school does not discriminate in employment opportunities or practices on the basis
of race, color, religion, scx, national origin, age, disability, or any other characteristic protected
by law.

To ensure implementation of this policy, the Director of Finance & Operations will be the
nondiscrimination compliance and grievance officer and will periodically report to the Board on
progress toward these goals.

Question or concerns about any type of discrimination at work should be directed to the Director
of Finance & Operations. Employees will not be punished for reporting suspected discrimination.
Those involved in illegal discrimination will be subject to disciplinary action.

Disability Accommodation

NSCS is committed to complying fully with the Americans with

Disabilities Act (ADA). We are also committed to ensuring equal opportunity in employment for
qualified persons with disabilities. We conduct all our employment practices and activities on a
non-discriminatory basis.

Reasonable accommodation is available to an employee with a disability when the disability
affects the performance of job functions. Employment decisions are based on the merits of the
situation in accordance with defined criteria, not the disability of the individual.

Qualified individuals with disabilities are entitled to equal pay and other forms of compensation
(or changes in compensation) as well as job assignments, classifications, organizational
structures, position descriptions, lines of progression, and seniority lists. Leaves of absence are
available to all employees on an equal basis.

Life-Threatening Illnesses in the Workplace

As in the case of other disabilities, we will make reasonable accommodations in accordance with
all legal requirements to allow qualified employees with Life-threatening illnesses to perform the
essential functions of their jobs.

Medical information on any employee is confidential. NSCS will take reasonable precautions to
protect medical information from inappropriate disclosure. Administrators and other employees
have a responsibility to respect and maintain the confidentiality of employee medical
information. Anyone inappropriately disclosing medical information is subject to disciplinary
action, up to and including termination of employment.
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HIPAA

HIPAA (The Health Insurance Portability and Accountability Act of 1996) provides protection to
employees after leaving employment with NSCS. It limits exclusions for preexisting conditions;
prohibits discrimination against employees and dependents based on their health status;
guarantees renewability and availability of bealth coverage to certain employers and individuals;
and protects many workers who lose health coverage by providing better access to individual
health insurance.

End of Employment

In the event that an employee quits or is dismissed with cause, all unpaid benefits will be
forfeited, with the exception of unused vacation leave which will be prorated.

Jury Duty

Employees serving on jury duty will be entitled to their full pay during their jury service.
Summons to duty should be shown to the Principal/Director of Finance & Operations at least two
weeks in advance. You are expected to come to work whenever the court schedule permits.
NSCS reserves the right to ask that you be relieved from duty if your absence would cause
serious operational problems for the School.

Safety

Workplace safety is a top priority at NSCS. You are expected to obey all safety rules and be
careful at work. You must immediately report any unsafe condition to the Principal. If you
violate the school safety standards, you may be subject to disciplinary action. Violations include
causing a hazardous or dangerous situation, not reporting a hazardous or dangerous situation, and
not correcting a problem even though you could have corrected it. Accidents that cause injury -
should be reported to the Principal and an incident report filed.

Computers and Internet Usage

NSCS provides all staff with access to computers, computer files, the e-mail system, and
software. You should not use a password, access a file, or retrieve any stored communication
without authorization.

The school buys and licenses computer software for business purposes. We do not own the
copyright to this software or its documentation. Unless the software developer authorizes us, we 1
do not have the right to use the software on more than one computer. You may only use software ‘
on local area networks or on multiple machines according to the software license agreement. The

School prohibits the illegal duplication of software and its documentation.
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The school will provide you with Internet access to help you do your job. This policy explains
our gujdelines for using the Internet. All Internet data that is writien, sent, or received through
our computer systems is part of our official school records. This means that we can be legally
required to show that information to Jaw enforcement or other parties. Therefore, you should
always make sure that the business information contained in Internet e-mail messages and other
transmissions is accurate, appropriate, ethical, and legal.

You may not write, send, read, or receive data through the Internet that contains content that
could be considered discriminatory, offensive, obscene, threatening, harassing, intimidating, or
disruptive to any employee or other person.

Examples of unacceptable content include (but are not limited to) sexual comments or images,
racial slurs, gender-specific comments, or other comments or images that could reasonably
offend someone on the basis of race, age, sex, religious or political beliefs, national origin,
disability, sexual orientation, or any other characteristic protected by law.

NSCS does not allow the unauthorized use, installation, copying, or distribution of copyrighted,
trademarked, or patented material on the Internet. As a general rule, if you did not create the
material, do not own the rights to it, or have not received authorization for its use, you may not
put the material on the Internet. You are also responsible for making sure that anyone who sends
you material over the Internet has the appropriate distribution rights.

The following are some examples of prohibited activities that violate this internet policy:

Sending or posting discriminatory, harassing, or threatening messages or images; Using the
organization's time and resources for personal gain; Stealing, using, or disclosing someone else's
code or password without authorization; Copying, pirating, or downloading software and
electronic files without permission; Sending or posting confidential material, trade secrets, or
proprietary information outside of the organization; Violating copyright law; Failing to observe
licensing agreements; Engaging in unauthorized transactions that may incur a cost to the
organization or initiate unwanted Internet services and transmissions; Sending or posting
messages or material that could damage the organization's image or reputation; Participating in
the viewing or exchange of pornography or obscene materials; Sending or posting messages that
defame or slander other individuals; Attempting to break into the computer system of another
organization or person; Refusing to cooperate with a security investigation; Sending or posting
chain letters, solicitations, or advertisements not related to business purposes or activities; Using
the Internet for political causes or activities, religious activities, or any sort of gambling;
Jeopardizing the security of the organization's electronic communications systems; Sending or
posting messages that disparage another organization's products or services; Passing off personal
views as representing those of the organization; Sending anonymous e-mail messages; Engaging
in any other illegal activities.

Conflicts of Interest
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NSCS has guidelines to avoid real or potential conflicts of interest. Employees must follow
school guidelines about conflicts of interest. An actual or potential conflict of interest is when
you are in a position to influence a decision or have business dealings on behalf of the school
that might result in a personal gain for you or for one of your relatives. For conflicts of interest, a
relative is any person who is related to you by blood or marriage, or whose relationship with you
is similar to being a relative even though they are not related by blood or marriage. Any
influence on transactions involving purchases, contracts, or leases, must be reported to the
Executive Director.

Employee Conduct and Work Rules

Employees are expected to follow certain work rules and conduct themselves in ways that protect
the interests and safety of all employees and students.

While it is impossible to list every action that is unacceptable, below is a list of some examples.
Employees who break work rules such as these may be subject to disciplinary action, up to and
including termination of employment:

Theft or inappropriate removal or possession of property; Falsification of timekeeping records;
Fighting or threatening violence in the workplace; Boisterous or disruptive activity in the
workplace; Negligence or improper conduct leading to damage of employer-owned or
customer-owned property; Insubordination or other disrespectful conduct; Violation of safety or
health rules; Smoking in prohibited areas; Sexual or other unlawful or unwelcome harassment;
Possession of dangerous or unauthorized materials, such as explosives or firearms, in the
workplace; Excessive absenteeism or any absence without notice; Unauthorized absence from
work station during the workday; Unauthorized use of telephones, mail system, or other
employer-owned equipment; Unauthorized disclosure of business "secrets” or confidential
information; Violation of personnel policies; Unsatisfactory performance or conduct.

Drug and Alcohol Use

NSCS is committed to being a drug-free and safe workplace. School employees may not use,
possess, distribute, sell, or be under the influence of alcoho! or illegal drugs while at school or
while conducting any school business-related activity away from school premises. You may use
Jegally prescribed drugs on the job only if they do not impair your ability to perform the essential
functions of your job effectively and safely without endangering yourself or others.

Violation of this policy may lead to disciplinary action, up to and including termination of your
employment. Questions about this policy or issues related to drug or alcohol use at work may be
directed to your supervisor or the Executive Director without fear of reprisal.

Sexual and Unlawful Harassment

The School prohibits retaliation against any employee who complains of sexual harassment or
who participates in an investigation of harassment. All aspects of the complaint-handling
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procedure will be handled discreetly. However, it may be necessary to include others on a need to
know basis.

All incidents of prohibited harassment that are reported will be investigated. The person
receiving notification of harassment will immediately notify the Executive Director. The
Executive Director shall undertake or direct a thorough and objective investigation of the
harassment allegations. Complaints against the Executive Director or a member of the Board
should be addressed to the full Board. The investigation will be completed and a determination
regarding the reported harassment will be made and communicated to the employee who
complained and to the accused harasser. If a complaint of harassment is substantiated,
appropriate corrective action, up to and including termination of employment, will be taken.
Appropriate action will also be taken to correct the effects of the harassment and to deter any
future harassment.

Discipline Policy and Process

This policy describes the policy for administering fair and consistent discipline for unsatisfactory
conduct at the School. The major purpose of a disciplinary action is to correct the problem,
prevent it from happening again, and prepare the employee for satisfactory performance in the
future.

Disciplinary action will normally proceed in the following four steps: 1) verbal warning, 2)
written warning, 3) suspension with or without pay, or 4) termination of employment. There may
be circumstances when one or more steps are bypassed. In more serious situations, suspension or
termination of employment may occur without going through the usual progressive discipline
steps. In such cases, the employce will be notified of his /her right to appeal. The procedure for
an employee appealing a penalty that results in suspension or termination of employment is as
follows:

1. If the employee wishes to appeal the action, he/she must assert his/her appeal
to the Executive Director in writing ten (10) working days from notification of
disciplinary action. The employee's appeal letter must contain the reason(s)
for the disagreement with the decision. The Executive Director will convene
a Review Committee to hear the appeal, including at least one member of the
Board, who will act as chairman of the Committee. In addition to the Board
member, the Review Committee will consist of one person either from school
staff or Board selected by the person with the grievance and one person, either
from school staff or Board, selected by the President of the Board.

2. The Chairman of the Review Committee will set a hearing date to occur within
ten (10) working days from the date of receipt of the employee's request.
Written notice of time and place of the hearing will be mailed to the address of
the employee, as stated on his/her request for appeal, along with a copy of the
procedural outline.
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3. The scope of the review will be limited to a finding on the validity of the
recommendation(s) made by the Executive Director. If there is not sufficient
evidence to support the recommendation(s), the Review Committee may
recommend overruling or altering the decision.

4. The Review Committee's decision is final. A written notice of the final
decision will be sent to the employee and placed in his/her personnel file.

Grievance Process

If a situation occurs when you believe that a condition of employment or a decision that affects
you is not fair, you are encouraged to use the following problem resolution steps. You may stop
the procedure at any step.

1. Present the problem to the Executive Director or Principal after the incident occurs.
If either are involved, the problem will be taken to the other. If the problem can’t be
quickly or easily resolved, the problem will be put in writing and formally
investigated.

2. The Director of Finance & Operations or Principal, after gathering information and
consulting with the appropriate people, will again attempt to resolve the problem.

3. If the problem persists, then the necessary information and paperwork will be
presented to the Executive Director for a review of the problem, who will make a
decision, and inform those involved of the decision. The Executive Director,
Principal, and Director of Finance & Operations have full authority to make a
decision and take action determined appropriate and necessary to resolve the problem.
If the Executive Director is involved in the problem, then the information and
paperwork will be given to the President of the Board for review and decision.

The primary goals of the North Side Community School (NSCS) wellness program are to
promote student health, reduce student overweight/obesity, facilitate student learning of lifelong
healthy habits and increase student achievement. The following procedures will guide the
implementation of the district wellness program.

Natrition Guidelines

All foods and beverages sold to students during the school day on any property under the
jurisdiction of the district will meet the nutrition standards established by the U.S. Department of
Agriculture (USDA). These nutrition standards apply to all food and beverages sold to students,
including those sold in vending machines, school stores and through district-sponsored
fundraisers (which encompasses fundraising conducted by district-sponsored and
student—initiated groups), unless an exemption applies.
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Fundraising Exemption to Nutrition Guidelines

Unless otherwise prohibited by Board policies or limitations on marketing, the following are
exemptions to the rule requiring that foods sold as fundraisers meet USDA standards:

1.  Foods sold off campus, outside the school day or to non students do not have
to meet the USDA standards.

2. Distribution of order forms for and delivery of foods that do not meet USDA
standards and are not intended for consumption at school are permitted during
the school day to the extent it otherwise complies with district policies and
procedures.

Water and Milk

Students will have access to free drinking water during mealtimes in the places where meals are
served. Lunches served by the district will include fluid milk options consistent with the most
recent Dietary Guidelines for Americans. Food and fluid milk substitutions will be provided to
students in accordance with law and Board policy.

Nutrition Education
The district's nutrition education goal is to provide nutrition education, to the extent possible, at
every grade level in order to provide students with the necessary knowledge and skills to make

healthy nutrition decisions. In order to achieve the nutrition education goal, the district will:

1. Provide students at all grade levels with adequate nutrition knowledge
including, but not limited to:

> The benefits of healthy eating.

> Essential nutrients.

> Nutritional deficiencies.

> Principles of healthy weight management.

b The use and misuse of dietary supplements.

> Safe food preparation, handling and storage.
2. Provide students with nutrition-related skills that minimally include the ability
to:

> Pian healthy meals.

> Understand and use food labels.

= Apply the principles of the USDA's Dietary Guidelines for

Americans.
> Critically evaluate nutrition information, misinformation and

commercial food advertising.
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> Assess personal eating habits, nutrition goal-setting and
achievement.

3. Provide instructional activities that stress the appealing aspects of healthy

eating and are hands-on, behavior based, culturally relevant, developmentally
appropriate and enjoyable. Examples of activities include, but are not limited
to: food preparation, farm visits and school gardens.

4. Encourage district staff to cooperate with local agencies and community
groups to provide students with opportunities for volunteer work related to
nutrition, such as in food banks, soup kitchens or after-school programs.

5. Ensure that school counselors and school health services staff consistently
promote healthy eating to students and staff, are able to recognize conditions
such as unhealthy weight, eating disorders and other nutrition-related health
problems and, when appropriate, provide information about these conditions,
jincluding available treatment options.

6. Coordinate the food service program with nutrition instruction. Food service
staff should also work closely with those responsible for other components of
the school health program to achieve common goals.

Nutrition Promotion

The district will promote the imporiance of good nutrition in its schools and in the community
through one or more of the following activities:

1. Providing nutrition information to parents/guardians via newsletters,
handouts, presentations or other appropriate means.

2. Disseminating information about community programs that offer nutrition
assistance to families.

If practical, the district will provide information in a language understandable to the
parents/guardians.

Physical Activity

Low-impact to medium-impact physical exertion designed to increase an individual's heart rate
to rise to at least 75 percent of his or her maximum heart rate will be encouraged. Examples of
moderate physical activity include, but are not limited to, running, calisthenics or aerobic
exercise. Time spent in recess and physical education counts as moderate physical activity.

A structured play environment outside of regular classroom instructional activities that allows
students to engage in safe and active free play will be provided.
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The district's physical activity goal is to assist students in learning to value and enjoy physical
activity as an ongoing part of a healthy lifestyle by ensuring that every student has the
opportunity to develop the knowledge and skills necessary to perform a variety of physical
activities, maintain physical fitness and regularly participate in physical activity. In order to
achieve the physical activity goal, the district will:

l. Develop a sequential program of appropriate physical education for every
student. The elementary program will provide for:

3= 20 minutes of recess per day. Recess may be incorporated into the
lunch period, but will be scheduled before lunch and held outdoors
when possible.

b An average of 120 minutes of moderate physical activity each

five-day school week or an average of 30 minutes per school day.
The program will also provide for 50 minutes per week of physical
education under the supervision of a certified physical education
instructor.

> All activity will:

m Emphasize knowledge and skills for a lifetime of regular
physical activity.

m Meet the needs of all students, especially those who are not
athletically gifted or who have special needs.

m Provide a variety of activity choices, feature cooperative as
well as competiiive activities, and account for gender and
cultural differences in students’ interests.

m Be closely coordinated with the other components of the
overall school health program.

2. Provide opportunitics and encouragement for students to voluntarily
participate in Extended Day physical activity programs by:

> Providing a diverse selection of competitive and noncompetitive, as
well as structured and unstructured, activities to the extent that
staffing and district/community facilities permit.

> Offering intramural and school sport teams physical activity
programs that feature a range of competitive and cooperative
activities for all students.
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3. Prohibit the use of physical activity as a form of discipline or punishment and
ensure that physical education and recess will not be withheld as punishment.
4. Discourage periods of inactivity that exceed two or more hours. When

activities such as mandatory school wide testing make it necessary for students to
remain indoors for long periods of time, staff should give students periodic breaks
during which they are encouraged to stand and be moderately active.

5. Provide and encourage, verbally and through the provision of space,
equipment and activities, daily periods of moderate to vigorous physical activity for
all participants in on-site after-school childcare and enwichment programs sponsored
by the district.

Family Involvement

The district will strive to engage families as partners in their children's education by supporting
parental efforts to motivate and help their children with maintaining and improving their health,
preventing disease and avoiding health-related risk behaviors. Strategies the district may
implement to achieve family involvement may include, but are pot limited to:

1. Providing nutrient analyses of district menus.
2. Encouraging parents/guardians to pack healthy lunches and snacks and to
refrain from including beverages and foods that do not meet the district's

nutrition standards.

3. Supporting efforts of parents/guardians to provide their children with
opportunities to be physically active outside of school.

4, Providing information about physical education and other school-based
physical activity opportunities available to students before, during and after
the school day.

5. Encouraging parents/guardians to volunteer time in the classroom, cafeteria or

at special events that promote student health.

If practical, the district will provide information in a language understandable to
parents/guardians.

Marketing and Advertising
Marketing in district facilities will be consistent with the goals of the district's wellness program

and comply with Board policy. The district will strive to promote the wellness program and
educate parents regarding the quality of district foods.
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Tobacco advertising is not permitted on district property, at district-sponsored events or in
district-sponsored publications. Food and beverage marketing will be limited to the promotion
of foods and beverages that meet the nutrition standards adopted by the Board. Other examples
of marketing and advertising the district will scrutinize include, but are not limited to: pricing
strategies that promote healthy food choices, audiovisual programming, educational incentive
programs, scoreboards, book covers and vending machine displays.

Mealtimes

Students are not permitted to leave school campus during the school day to purchase food or
beverages. Mealtimes will comply with the following guidelines:

L. Mealtimes will provide students with at least 10 minutes to eat after sitting
down for breakfast and 20 minutes after sitting down for lunch.

2. Activities such as tutoring or meetings will not be held during mealtimes
unless students may eat during such activities.

3. Breakfast and lunch periods will be followed by recess periods.

4. Free drinking water will be available to students during meals in the meal
service area.

S. Students will have access to handwashing facilities before they eat meals or
snacks.

6. The district will take reasonable steps to accommodate the tooth brushing
regimens of students.

7. Students will be allowed to converse during meals.

8. The cafeteria will be clean, orderly and inviting.

9. Adequate seating and supervision will be provided during mealtimes.

Outdoor Air Quality

The principal or designee of each school will be responsible for daily monitoring of Air Quality
Index (AQI) information provided by local authorities.

1.

When the AQI is "code orange" (unhealthy for sensitive groups of people),
students with a history of reactions to ozone exposure will be permitted to
reduce their outdoor exertion level or time spent outdoors, and the staff will
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arrange alternative indoor physical activities. Appropriately trained staff
responsible for student supervision will monitor such students for symptoms
of respiratory distress.

2. When the AQI is "code red" (unhealthy), students with a history of reactions
to ozone exposure will remain indoors and participate in indoor physical
activities. Appropriately trained staff responsible for student supervision will
monitor such students for symptoms of respiratory distress. All other students
will be allowed to engage in no more than one hour of heavy exertion (i.e.,
activities that involve high-intensity exercise such as basketball, soccer and
running) while outdoors.

3. When the AQI is "code purple" (very unhealthy) or "code maroon"
(hazardous), all students will be kept indoors and participate in indoor
physical activities. ~Appropriately trained staff responsible for student
supervision will monitor all students for symptoms of respiratory distress.

Staff Development and Training

Staff will be provided with training and professional development related to all areas of student
wellness. The pre-service and ongoing in-service training will include teaching strategies for
behavior change and will focus on giving teachers the skills they need to use non-lecture, active
learning methods. Staff responsible for nutrition education will be adequately prepared and
regularly participate in professional development activities to effectively deliver the nutrition
education program as planned. Staff responsible for implementing the physical education
program will be properly certified and regularly participate in area-specific professional
development activities.

Qualified nutrition professionals will administer the district's meal programs and will receive
ongoing, area-specific professional development. The district will provide continuing
professional development for all district nutrition professionals. Staff development programs
will include appropriate certification and/or training programs for child nutrition directors,
school nutrition managers and cafeteria workers, according to their levels of responsibility.

Tobacco

Tobacco use prevention education programs will be implemented in accordance with Board
policy, relevant administrative procedures and law.

Oversight and Evaluation

The wellness program coordinator is responsible for monitoring implementation of the district
wellness program by:
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Assuming responsibility for the assessment of existing policies and
procedures.

Prioritizing wellness goals and writing work plans for each goal.

Ensuring that the district meets the goals of the wellness policy and procedure.
Reporting to the Board on compliance and progress.

The food service director/authorized representative will monitor compliance with the district's
nutrition guidelines and will report on this matter to the wellness program coordinator. The
report will be provided to The Board.

Policy Review

The wellness program coordinator will provide policy revision recommendations to the Board as
part of periodic reporting. The recommendations will be based on analysis of district practices
and comparison of the district's pelicy to model policies provided, recommended or referenced
by the USDA. The Board will revise the wellness policy as it deems necessary. Administrative
procedures will be revised accordingly.

Professional Staff — Certified and Administrative Staff

The following individuals are required to complete a North Side Community School Disclosure
Statement and submit to all background checks deemed necessary by district administrators.

A.

B.

All certified and classified employees

All volunteers who may have extended contact (more than three days) with

students or unsupervised contact (the potential exists to be alone with a student or
students).

C.

Extracurricular activity supervisors such as community school staff, coaches,

trainers, choreographers, musicians, clinicians, and others who may have the
opportunity for extended contact (more than three days) with students or
unsupervised contact (the potential exists to be alone with a student or students).

D.

Temporary service staff from temporary help agencies or contracting

companies who may have extended contact (more than three days) with students or
unsupervised contact (the potential exists to be alone with a student or students).
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E. Student teachers/interns, junior achievement, and other consultants/personnel
who may have extended contact (more than three days) with students or unsupervised
contact (the potential exists to be alone with a student or students).

Termination of Employment/Service
Any individual required to submit to background checks will not be considered for employment

or service in the district or will be terminated from employment or service by the director of
human resources immediately upon the following:

A. Refusal to complete a Disclosure Statement.
B. Refusal to consent to specified background checks.
C. Notification that the employee or individual has made a false statement as to

conviction of crimes prohibiting employment with the district.

D. Notification that the employee or individual has something in his or her
background that causes district officials to question the wisdom of his or her
continued employment or service.

Appeal Process

Persons employed by the district pursuant to a written employment contract shall have the right
to appeal their dismissal in accordance with state and federal law. District employees not under
contract and volunteers may appeal an adverse decision by requesting a meeting with the director
of human resources. The decision of the director shall be final. Other individuals shall have no
formal appeal rights.

Security Check Processing and Fees

Background checks required by the district shall be processed by the district through MACHS
(Missouri Automated Criminal History Site).

The MACHS fingerprint check report shall be paid for at the time of the fingerprinting by the
district. Volunteer background check or fingerprinting cost will be paid for by the district.

Types of Security Checks Required

A A wide range of security/background checks will be utilized by the

administration.
1. Supervised versus unsupervised contact with students.
2. Type of job functions to be performed.
3. Scope of supervisory responsibilities.
4. Monetary responsibilities and accountability.
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The administration has the flexibility to modify background checks required for each employee
group ot individual candidate as they deem appropriate.

B. Security/background checks may include but are not limited to:
1. Criminal Background Check (local residence municipality
police report)

Department of Social Services (DSS) Check
Education Verification Check

Previous Employment Check

Credit Check

Motor Vehicle Record Check

Personal Reference Check

F.B.L Fingerprint Check

e

Additional background checks will be utilized as they are made available or when current checks
are modified and/or enhanced.

Procedural Steps

A. The principal, administrator, or supervisor will be responsible for requiring
the completion of the documents specified in Procedural Step (A) by the
following individuals and third party agencies:

1. All volunteers who may have extended contact (more than
three days) with students when students or unsupervised
contact (the potential exists to be alone with a student or
students).

2. Extracurricular activity supervisors such as community school
staff, coaches, trainers, choreographers, musicians, clinicians,
who may have the opporiunity for extended contact (more
than three days) with students or unsupervised contact (the
potential exists to be alone with a student or students).

3. Temporary service staff from temporary agencies or
contracting companies who may have extended contact (more
than three days) with students or unsupervised contact (the
potential exists to be alone with a student or students).

4. Student teachers/interns, junior achievement, and other
consultants/personnel who have extended contact (more than
three days) with students or unsupervised contact (the
potential exists to be alone with a student or students).
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B. Completed forms will be sent to the department of human resources for
processing and retention.

C. Background checks will be processed by the department of human resources
with the exception of third parties, such as universities or contracting
companies that normally carry out the screening function for their students or
employees. |

D. Third party screening organizations, e.g. colleges and universities or
contracting companies, will forward screening results of candidates to the |
director of human resources.

E. Human Resources will notify the principal, administrator, supervisor, or
university when candidates have been approved for service or employment.

TIME FRAME/REPEAT CHECKS
After a break in service of more than one (1) ‘

Fixed Assets ‘

The Board recognizes that to exert appropriate fiscal management over the assets of the district,

district-owned buildings, land, and equipment must be regularly inventoried and valued. The

valuation of the district's fixed assets should be in accordance with generally accepted ‘
accounting principles (GAAP).

The Board directs the establishment of a property accounting system to account for all i
equipment, facilities, and land acquired with a unit cost of $1000 or more.

The district will undertake a physical inventory of all fixed assets meeting the above criteria at
least annually. A detailed listing of fixed assets will be prepared from this inventory to be used
for the following purposes:

> As a financial management tool to track acquisition and disposition of
fixed assets at the end of the fiscal year;

> To provide detailed information needed in the case of insurance claims
or police reports resulting from theft, vandalism, fire, water damage, or
natural disasters; and

> To provide budgetary information for the replacement of fixed assets.

For reporting of capital assets in the district’s financial statements, the capitalization threshold
will be set at $5,000 per unit. For financial reporting under the Government Accounting
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Standards Board Statement 34 (GASB 34) guidelines, these capitalized assets will be depreciated
using the Straight-line Depreciation method over the useful lives established for various
categories of assets.

The district shall maintain sufficient financial reserves to provide for fiscal integrity
and for adequacy of cash flow to support operations. These reserves shall be comprised
of two separate and distinct components: an operating reserve and a financial
stabilization reserve. The appropriate amount for each reserve fund shall be reviewed
annually as part of the budget development process.

. Operating Reserve

Because of the cyclical nature of district revenues and expenses, the purpose of
the operating reserve is to cover cash flow needs for normal district operations
during each fiscal year. In order to minimize the possibility of the school district's
need to borrow money during the first six months of the fiscal year, the combined
beginning cash balances of the Special Revenue, General and Capital Projects
Funds on July 1 will be approximately 5 percent of the budget's expenditures for
these funds.

. Financial Stabilization Reserve

A separate financial stabilization reserve shall be established to minimize the
disruptive impact of major adverse financial changes on district programs and
budget. Such adverse financial changes might be related to emergency facility
repairs, drastic student enrollment change, reductions in state or local funding,
etc. The funding goal for this reserve shall initially be a minimum of 4% of
annual operating expenditures (excluding carryovers), but may increase based on
the potential needs of the district, the condition of facilities, economic prospects
and/or other pertinent factors. Any funds drawn from this reserve during a fiscal
year must be approved by The Board and shall be replenished in succeeding
years as part of the regular budget process.

STATE AND FEDERAL PROGRAMS ADMINISTRATION

North Side Community School, with the approval of the board, may operate various specially
funded programs that must be administered in accordance with particular federal and/or state
laws, regulations and other conditions for the use of such funds. The Board, through its approval
of such programs and acceptance of funds, is ultimately responsible for them, even though many
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of the regulations governing the programs are established by other governmental
agencies/departments.

The Executive Director shall be designated district official responsible for coordinating funded
projects, administering programs and ensuring that the various departments operating these
programs do so within the guidelines of the particular program. The board requests that the
administration keep accurate and separate records, as required by state and federal programs, to
enable the district to verify program compliance and success.

In order to ensure that federal funds are used to provide services that are in addition to the
regular services normally provided for children, the board directs that the following fiscal
requirements related to the expenditure of regular state and local funds be met for applicable
federal programs:

L. Current state and local spending will be maintained in those areas receiving
federal programs funding.

2. Services will be provided with state and local funds in areas receiving federal
funding that are at least comparable to services provided in areas not receiving
federal funding.

3. Federal funding for applicable programs will be used to supplement the funds
that would be made available from state and local sources and not to take the
place of those funds.

Both staff and parents will be involved in the development of state and federal programs.

North Side Community School believes that a wide variety of student-selected activities is a vital
part of the student's educational experiences. These activities should offer opportunities to serve
the school, to assist in the development of fellowship and goodwill, to promote self-realization

and all-around growth and to encourage learning the qualities of good citizenship.

Sound principles of funds management require both adequate control and sufficient flexibility to
meet the operational goals and objectives of the student activities programs.

Tt shall be the responsibility of the principal at each school, to follow all procedures of the
Parkway finance department in all financial transactions.

Vacation
Teaching staff has the regular school vacations as defined by the school calendar.
Non-teaching staff vacations will vary depending on the position and years of employment.

Vacations may not be taken when the school is in session, except in unusual circumstances and
with the approval of the Executive Director. Requests for vacation must be submitted at least two
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weeks in advance. NSCS reserves the right to approve vacation schedules to ensure proper
statfing. Administrative and clerical staff may not take vacation time two weeks before and after
the start of the school year.

Full time* administrative and non-Teaching paid vacation schedule is as follows:

1- 2 years, 5 days earned.

After 3 years, 7 days eamed.
Afier four years, 10 days earned.
After 10 years, 15 days earned.
After 15 years, 20 days earned.

Vacation must have prior approval from immediate supervisor. Vacation days cannot rollover
from one year to the next.

* Full time requires a minimum 40 hour week throughout the school year, except for
Thanksgiving, Winter and Spring Breaks. It also requires a minimum 40 hour week for at least
seven weeks during the summer months, to include:

« one week between end of regular school year and beginning of Summer Term « four weeks of
Summer Session

« two weeks between end of Summer Term and beginning of Fall Term

Holidays
NSCS gives time off to all employees on the following holidays:

New Year's Day (January 1),

Martin Luther King Day (third Monday in January)
Memorial Day (last Monday in May)
Independence Day (July 4)

- Labor Day (first Monday in September)
Thanksgiving (fourth Thursday in November)

Day after Thanksgiving

Christmas Eve ( December 24™)

Christmas Day ( December 25")

Full-time hourly employees will be paid for nine holidays, which are listed above. If you are
eligible, your holiday pay will be calculated at your straight-time pay rate as of that holiday
multiplied by the number of hours you would normally have worked that day.

You must also work both the last scheduled workday immediately before the holiday and the first
scheduled day immediately after the holiday.

Tf on the holiday you are on a paid absence, such as vacation or sick leave, you will get holiday
pay instead of the paid time off pay you would have received.
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Sick Leave

NSCS provides paid sick leave benefits to all eligible employees for periods of temporary
absence due to personal illness or injury and illness in the immediate family. The Executive
Director and Principal have the responsibility for authorizing all sick leave.

Teachers have seven (7) sick days per year. Hourly employees have five (5). A written statement
from the medical care provider may be requested from any employee having five (5) consecutive
sick leave days. A maximum of twenty (20) days may be carried-over/accumulated through
yearly employment.

Twenty (20) days with pay are allowed for maternity. Paid Matemity leave starts the day your
child is born and runs straight through until you have hit 20 consecutive working days. Paid
Matemity leave can’t be broken up and used at a later time. Unused sick time may be used to
supplement this leave. An additional (20) days of unpaid leave may be taken.

Sick leave benefits are intended solely to provide income protection in the event of illness or
injury, and may not be used for any other absence. Unused sick leave benefits will not be paid to
employees while they are employed or upon termination of employment.

Bereavement Leave

NSCS provides three (3) day of bereavement leave to employees with a death in the immediate
family. To ask for bereavement leave, see the Principal/Executive Director. If more than three
days is needed, you may take time off without pay or use any available paid leave benefits you
have, such as vacation. For bereavement leave, "immediate family" means your spouse, parent,
child, brother, or sister; your spouse's parent, child, brother, or sister; your child's spouse; your
grandparent or your grandchild. You must provide documentation to Principal or Director of
Finance & Operations supporting your request for Bereavement Leave.

Personal Leave

The school provides two (2) personal leave days per calendar year to all full-time employees
whose work is tied to the school calendar (non-vacation employees). Personal leave is intended
to allow employees to be absent from duty with regular pay because of urgent personal business
or other matters of an emergency nature. The Principal has the responsibility for authorizing
personal leave. Any employee wishing to use more than the allotted days must obtain written
permission in advance from the Principal. Such leave may be granted, but without pay.

Personal leave days do not carry over from year to year. Paid personal leave may not be taken on
the day before or day after an official holiday. Violations will result in forfeiture of pay for said
holiday. Request for personal days must be in writing (Personal Day Request Form) two weeks
in advance.
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Human sexuality and sexually transmitted diseases, instruction in, requirements--policies, school
boards' duties--certain course materials on human sexuality prohibited, when. Per Missouri
Revised Statutes

Chapter 170 Instruction--Materials and Subjects

170.015. 1. Any course materials and instruction relating to human sexuality and sexually

transmitted diseases shall be medically and factually accurate and shall:

(1) Present abstinence from sexual activity as the preferred choice of behavior in relation
to all sexual activity for unmarried pupils because it is the only method that is one hundred
percent effective in preventing pregnancy, sexually transmitted diseases and the emotional

trauma associated with adolescent sexual activity, and advise students that teenage sexual

activity places them at a higher risk of dropping out of school because of the consequences of -

sexually transmitted diseases and unplanned pregnancy;

(2) Stress that sexually transmitted diseases are serious, possible, health hazards of
sexual activity. Pupils shall be provided with the latest medical information regarding
exposure to human immunodeficiency virus, acquired immune deficiency syndrome (AIDS),

human papilloma virus, hepatitis and other sexually transmitted diseases;

(3) Present students with the latest medically factual information regarding both the
possible side effects and health benefits of all forms of contraception, including the success
and failure rates for the prevention of pregnancy and sexually transmitted diseases; or shall
present students with information on contraceptives and pregnancy in a manner consistent

with the provisions of the federal abstinence education law, 42 U.S.C. Section 710

(4) Include a discussion of the possible emotional and psychological consequences of
preadolescent and adolescent sexual activity and the consequences of adolescent pregnancy,
as well as the advantages of adoption, including the adoption of special needs children, and

the processes involved in making an adoption plan;

(5) Teach skills of conflict management, personal responsibility and positive self-esteem
through discussion and role-playing at appropriate grade levels to emphasize that the pupil
has the power to control personal behavior. Pupils shall be encouraged to base their actions

on reasoning, self-discipline, sense of responsibility, self-control, and ethical considerations,
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such as respect for one's self and others. Pupils shall be taught not to make unwanted
physical and verbal sexual advances or otherwise exploit another person. Pupils shall be

taught to resist unwanted sexual advances and other negative peer pressure;

(6) Advise pupils of the laws pertaining to their financial responsibility to children born
in and out of wedlock and advise pupils of the provisions of chapter 566 pertaining to

statutory rape;

(7) Teach pupils about the dangers of sexual predators, including online predators when
using electronic communication methods such as the internet, cell phones, text messages,
chat rooms, email, and instant messaging programs. Pupils shall be taught how to behave
responsibly and remain safe on the internet and the importance of having open
communication with responsible adults and reporting any inappropriate situation, activity, or
abuse to a responsible adult, and depending on intent and content, to local law enforcement,
the Federal Bureau of Investigation, or the National Center for Missing &* Exploited
Children's CyberTipline; and

(8) Teach pupils about the consequences, both personal and legal, of inappropriate text

messaging, even among friends.

2. Policies concerning referrals and parental notification regarding contraception shall be
determined by local school boards or charter schools, consistent with the provisions of
section 167.611. |

3. A school district or charter school which provides human sexuality instruction may

separate students according to gender for instructional purposes.

4. The board of a school district or charter school shall determine the specific content of
the district's or school's instruction in human sexuality, in accordance with subsections 1 to 3
of this section, and shall ensure that all instruction in human sexuality is appropriate to the

age of the students receiving such instruction.

5. A school district or charter school shall notify the parent or legal guardian of each

student enrolled in the district or school of:
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(1) The basic content of the district's or school's human sexuality instruction to be

provided to the student; and

(2) The parent's right to remove the student from any part of the district's or school’s

human sexuality instruction.

6. A school district or charter school shall make all curriculum materials used in the
district's or school's human sexuality instruction available for public inspection pursuant to

chapter 610 prior to the use of such materials in actual instruction.

7. No school district or charter school, or its personnel or agents, shall provide abortion
services, or permit a person or entity to offer, sponsor, or furnish in any manner any course
materials or instruction relating to human sexuality or sexually transmitted diseases to its

students if such person or entity is a provider of abortion services.
8. As used in this section, the following terms mean:
(1) "Abortion", the same meaning as such term is defined in section 188.013;
(2) "Abortion services™:

(a) Performing, inducing, or assisting in the performance or inducing of an abortion

which is not necessary to save the life of the mother;

(b) Encouraging a patient to have an abortion or referring a patient for an abortion,

which is not necessary to save the life of the mother; or

(c) Developing or dispensing drugs, chemicals, or devices intended to be used to induce

an abortion which is not necessary to save the life of the mother.

The Executive Director reserves the sole right and authority to establish the amount of all
charges except that which a student may be assessed for:

e The cost of materials used in projects that will become the property of the student. In
such instances, the appropriate cost will be determined and collected by the building
principal.

e The cost of lost or damaged books, materials, supplies, and equipment of the district
beyond normal wear and tear. In such instances, the appropriate fine will be
determined and collected by the building principal.
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e Admission charges for extracurricular activities/events. In such instances, the
appropriate charge will be established and collected by the building principal.

e TFacilities rental charges to be determined in accordance with Board Policy , Use of
Premises.

e Tuition for full Pre - kindergarten, early childhood, and other expanded programs. In
such instances, the appropriate charge will be established by the Executive Director
and collected by the Finance Department.

e Other occasions/events/items as from time to time deemed necessary and appropriate
by the Board.

SANCTIONS FOR NONPAYMENT

When amounts owed the district become delinquent due to nonpayment, sanctions may be
imposed. Amounts will be deemed delinquent based on administrative judgment, taking into
consideration all pertinent circumstances, but no later than sixty (60) days after the charge is
incurred or immediately upon graduation/withdrawal/expulsion of the student from school,
whichever occurs first.

Delinquent charges may be waived for indigent students at the discretion of district
administrators. Indigent is defined as eligibility for the free/reduced lunch program. Sanctions for
delinquent payment that may be imposed on a student include:

Mandatory - Must be imposed in all applicable cases unless the debt is waived by administration
in accordance with these guidelines:

e Withholding of grades, diplomas, and transcripts (parents/guardians/students must be
allowed access to files on district premises however.)

e Non-certification of report cards, diplomas, and transcripts

Student transcripts must be transferred to a requesting school/ college or higher

education institution.

Discretionary - May be imposed based on the judgment of administration:

Denying extracurricular activity participation

Not accepting checks

Denying library book checkout privilege
Denying field trip participation

Denying attendance at after school activities
Referral to collection agency

Other, as deemed appropriate to the situation




53

Any fee or charge due to a school in the district and not paid at the end of the school year will be
carried forward until the next succeeding school year and will follow the student as his or her
assigned building changes.

Policy on Background Checks

NSCS will use the following guidelines to guide administrators and board members in using
information from background checks when making hiring decisions:

1. NSCS will comply with all State laws regarding background checks for employees.
2. No person will be hired with a conviction (misdemeanor or felony) involving violence

3. No person shall be hired with a conviction (misdemeanor or felony) for a crime involving
a child

4. No person shall be hired with a conviction for a crime involving unlawful sexual activity
5. No person shall be hired with a recent felony conviction of any kind (within last 5 years)

6. All other background checks shall be evaluated case by case. The Executive Director shall
be responsible for making the final decision, with the approval of the board in cases
involving a felony conviction.

Internal Control Policy

1. Organizational Controls

Dutjes are segregated between Executive Director, Business Manager, Bookkeeper, and outside
accountant reconciling bank records. One person is not in control of all major accounting
responsibilities.

The Board of Directors regularly review financial reports and discuss financial matters. These
reviews and discussion are recorded in the Board minutes.

2. Financial Controls

> Budgeted and actual revenues and expenditures are compared monthly by
school administrators and the Board.

>

> Checks are restrictively endorsed upon receipt and deposited within two

weeks of receipt.
=
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> Checks are accompanied by appropriate paperwork such as invoices and
packing slips.

P

> TInvoices are reviewed and signed-off on before payment. All invoices are
marked paid upon writing of checks.

3. Process and Procedure Controls

> All checks are signed by either the Executive Director or the Business
Manager.

Y

> Pre-numbered documents such as invoices and checks are used for all
transactions.

\

> Accounting and control policies are communicated throughout staff.

4, Documentation Controls

> Supporting documents for transactions are required, such as deeds, loan

agreements, etc.
P

> Internal control policies and practices are documented and known to staff and
the Board.

5. -Security Controls

> All assets are safeguarded by proper security.
>

> Access to assets and financial information are by authorized individuals only.
> Appropriate computer security for all staff is required.

Suspension and Expulsion
This school discipline policy will be followed in cases of suspension and expulsion.
In cases of suspension and expulsion, NSCS will follow all reporting requirements required by

State statutes and charter school legislation. Specifically, it will comply with reporting
requirements for violent behavior as defined in Missouri Statutes 160.261, suspension/ expulsion
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guidelines for violence, danger to others, impairment of morale and orderly/safe operation of the
school in 167.161, provision of alternative education in cases of expulsion in 167.164, and due
process in suspension/expulsion cases as outlined in 167.171. In cases of criminal conduct, we
will follow the definition and reporting requirements (to civil authorities, our staff, and other
interested parties) in Missouri statutes 167.115 and 167.117.

Discipline records will be maintained by the school secretary and overseen by the Principal. All
incoming students will be required to furnish discipline records from previous schools.
Discipline records of students transferring out of NSCS will be sent promptly to new schools as
required by Missouri statute 167.020.

Discipline Policy

Good conduct at school is essential if students are to learn and teachers to teach effectively. We
believe that no child has the right to disrupt the learning of other students. The school has the
responsibility to help each student learn how to behave in an orderly and productive way. Proper
behavior is learned, like anything else. Our approach is to teach our students how to behave,
reinforce the teaching with rewards and consequences, and then teach it again until students
understand and comply. As in all we do, the participation of parents in this process is critical to
its success. We also believe that disruptive behavior affects the overall atmosphere and mood of
the school, making it a less appealing, less healthy, and less productive place for both students
and teachers. Our school discipline policy is built upon these beliefs.

The discipline process will work as follows:

1. Teachers will establish classroom rules and consequences, explain them to
students, and spend time helping students to understand and follow them. These
rules supplement those general school rules and behavior expectations described
in this handbook.

2. Ifa student is upable to comply with school or classroom rules and the regular
consequences have failed to change behavior, the teacher will talk with the
student and create a plan to improve behavior. The parent will be contacted and a
conference will be held to address the problem and review the plan of
improvement.

3. Ifthis fails to produce the desired change in behavior, the Principal will meet
with the child, teacher and parent to define the next steps to be taken. The goal
will be to determine the source and nature of the behavior problem. Remedial
actions will be defined and a course of action set.

4. If parents wish to appeal a disciplinary action of the school, they may appeal to
the Executive Director and, if still unsatisfied, to the school’s Board of Directors.
The Board will designate one of its members to review all relevant information
and talk with the parents, student, and others if necessary. The Board member
will report his/her findings to the Board for approval. The decision of the Board
will be final. This process will also be followed in cases of suspension and
expulsion.

NSCS will follow all reporting requirements required by State statutes and charter school
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legislation. Specifically, it will comply with reporting requirements for violent behavior as
defined in Missouri Statutes 160.261, suspension/expulsion guidelines for violence, danger to
others, impairment of morale and orderly/safe operation of the school in 167.161, provision of
alternative education in cases of expulsion in 167.164, and due process in suspension/expulsion
cases as outlined in 167.171. In cases of criminal conduct, we will follow the definition and
reporting requirements (to civil authorities, our staff, and other interested parties) in Missouri
statutes 167.115 and 167.117.

Discipline records will be maintained by the school secretary and overseen by the Principal. All
incoming students will be required to furnish discipline records from previous schools.
Discipline records of students transferring out of NSCS will be sent promptly to new schools as
required by Missouri statute 167.020.

Promotion/Retention Process

All decisions as to promotion or tetention are made on an individual basis. Each decision will be
made by the classroom teacher, in consultation with, and with the approval of, the principal. The
goal is always to do what is in the best interest of the student.

The factors considered in making a decision are listed below:

1. Academic performance of student during the year, as measured by teacher assessment
on reports cards

2. Teacher evaluation of student, as measured by teacher observations and experiences
throughout the year

3. NWEA scores throughout the year, with special emphasis on the end of year
assessment

4. Social and emotional development of student, as determined by the
classroom/specialty/resource teachers, the social worker, and principal

5. Age, size, and special conditions/circumstances of student

6. Promotion and retention history of student.

Medication Policy

The Student Health Form, on file by the first day of school, will identify any medications a
student must take during the school day. All medications should be given to the school secretary
who will administer them at the time and in the manner indicated on the medicine or in special
instructions from the parent. No other medication will be administered by school staff.

Dissolution of Assets

As a Missouri Not-For-Profit Corporation, Progress in Education, Inc., d/b/a North Side
Community School (the “School”) will follow the dictates of Chapter 355 RSMo as it relates to
the dissolution of assets. Upon a determination by a member of the Board of Directors (the
“Board”) that a dissolution of assets of the School is appropriate, a special meeting of the Board
shall be called at which time a majority of the Board may approve the decision to dissolve the
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School. At such meeting, the Board shall develop and approve a plan of dissolution which shall
indicate the recipients of the assets held by the School after the payment of all creditors. It shall
be the policy of the Board that such recipients shall be other not-for-profit institutions engaged in
elementary education in the St. Louis Metropolitan area. The corporation shall be wriiten notice
of the meeting at which the plan of dissolution is to be approved and the notice shall state that
the purpose of the meeting is to consider dissolution of the School. Following approval of the
plan of dissolution, the Board shall direct its President to follow the procedures set forth in the
Missouri Not-For-Profit Corporation statute, including giving notice to the attorney general, the
filing of the articles of dissolution, the payment of claims, the disposition of assets and the final
filing of articles of termination with the secretary of state.

Reduction in Force

The School is authorized to reduce the number of teachers and/or support staff when in the
Board's sole discretion factors including, but not limited to, decreases in student enrollment or
financial reasons necessitate such reduction. In making such reductions, the Board will seek to
retain those teachers and/or staff members best able to serve the needs of the School’s students.

Reporting Violent Behavior

The Executive Director and/or Principal shall report acts of school violence to all teachers and
other employees who are directly responsible for the student’s education or who interact with the
student in the performance of the employee's duties, and who have a need to know. The
Executive Director and Principal shall also disclose to appropriate staff members portions of any
student's individualized education program that is related to past or potentially future violent
behavior. Violent behavior and the phrase acts of school violence are defined as the use of
physical force by a student with the intent to do serious physical injury to another person while
on school property, including a school bus, or while involved in school activities.

In addition the Executive Director and/or Principal will report to law enforcement officials, as
soon as is reasonably practicable, the commission of any of the acts or related juvenile offenses
listed in Regulation 2673, which are committed on school property, including school buses, or
while involved in school activities.

Admissions/Enrollment

North Side Community School (NSCS) admits students in the City of St. Louis regardless of
race, ethnicity, national origin, disability, English language proficiency, gender, or income. As a
neighborhood charter school, we serve students from our specific neighborhood. Preference in
admission is given to those living within this neighborhood. Places not filled by students from
our home neighborhood are open to students from outside our neighborhood. Preference will also
be given to children with siblings enrolled in NSCS and to children of employees who live in the
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City of St. Louis. Places remaining after enrollment from our neighborhoods will be open to
students from across the City.

The admission process is in two phases: Phase One is on a first come basis from our
neighborhoods, until July 1st. If places remaining after this date, Phase Two will open enrollment
to students from the City at large. Selection in this phase is through a lottery held on July 1st.
Transfer students will follow the same selection process as for other students. Transfers will be
admitted in all grades, if space is available.

Harassment

It is the policy of the School to maintain a learning environment that is free from harassment
because of an individual's race, color, sex, national origin, age, cthnicity, disability, sexual
orientation, or perceived sexual orientation. The School prohibits any and all forms of unlawful
harassment and discrimination because of race, color, sex, national origin, age, ethnicity,
disability, sexual orientation, or perceived sexual orientation.

Tt shall be a violation of School policy for any student, teacher, administrator, or other school
personnel of the School to harass or unlawfully discriminate against a student through conduct of
a sexual nature, or regarding race, color, sex, national origin, age, ethnicity, disability, sexual
orientation, or perceived sexual orientation as defined by this Policy.

1t shall also be a violation of School policy for any teacher, administrator, or other school
personnel of the School to tolerate sexual harassment or harassment because of a student's race,
color, sex, national origin, age, ethnicity, disability, sexual orientation, or perceived sexual
orientation, as defined by this Policy, by a student, teacher, administrator, other school personnel,
or by any third parties who are participating in, observing, or otherwise engaged in activities,
including sporting events and other extracurricular activities, under the auspices of the School.

For purposes of this Policy, the term "school personnel” includes school board members, school
employees, agents, volunteers, contractors, or persons subject to the supervision and control of
the School.

The School, including administrators, teachers, and other stafl members will act to promptly
investigate all complaints, either formal or informal, verbal or written, of unlawful harassment or
unlawful discrimination because of race, color, sex, national origin, age, ethnicity, disability,
sexual orientation, or perceived sexual orientation; to promptly take appropriate action to protect
individuals from further harassment or discrimination; and, if it determines that unlawful
harassment or discrimination occurred, to promptly and appropriately discipline any student,
teacher, administrator, or other school personnel who is found to have violated this Policy, and/or
to take other appropriate action reasonably calculated to end the harassment/discrimination.
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The School prohibits retaliation against a person who files a complaint of discrimination or
harassment, and further prohibits retaliation against persons who participate in related
proceedings or investigations.

North Side Community School
INSTRUCTIONAL SERVICES

Regulation 6273
Instruction

Instruction for Homeless Students

Enrollment/Placement

If a child identified as homeless requests admission to North Side Community School, North
Side Community School will consider the best interest of the child with parent/guardian
involvement in determining whether the child should be enrolled in North Side Community
School or, if applicable, transported back to the school of origin.

Enrollment requirements which may constitute a barrier to the education of a homeless child or
youth may be waived by the Executive Director or a designee as allowed by law. If North Side
Community School is unable to determine the grade level of the student because of missing or
incomplete records, North Side Community School shall administer tests or utilize other
reasonable means to determine the appropriate grade level for the child.

Services

Each homeless child or youth shall be provided services comparable to services offered to other
students in North Side Community School including, but not limited to, transportation services;
educational services for which the child meets the eligibility criteria, such as educational
programs for disadvantaged, disabled, and gifted and talented students, vocational programs, and
school meals programs; before- and after-school care programs; and programs for students with
limited English proficiency.

In the event that it is in the best interest of the homeless child or youth to attend North Side
Community School, it shall be the responsibility of North Side Community School to provide for
the transportation of the student. This may be achieved through the transportation services of
this school, the school of origin, or another outside agency.
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Records

Any records ordinarily kept by the school, including immunization records, academic records,
birth certificates, guardianship records, and evaluations for special services or programs of each
homeless child or youth shall be maintained so that appropriate services may be given the
student, so that necessary referrals can be made, and so that records may be transferred in a
timely fashion when a homeless child or youth enters a new school. Copies of records shall be
made available upon request to students or parents/guardians in accordance with the Family
Education Rights and Privacy Act.

Coordinator

The Board has designated the Executive Director to serve as North Side Community School’s
homeless coordinator to ensure compliance with the Stewart B. McKinney Homeless Assistance
Act. According to the Act the homeless coordinator will “ensure that homeless children and
youth enroll and succeed in the schools of that agency; and homeless families, children and
youth receive educational services for which they are eligible, and referrals to health care
services, dental services, mental health services, and other appropriate services.” The homeless
coordinator will also ensure that disputes regarding the placement or education of homeless
children or youth are resolved in a timely fashion.

North Side Community School shall inform school personnel, service providers and advocates
working with homeless families of the duties of North Side Community School homeless
coordinator.

Resolving Grievances

Level T — A complaint regarding the placement or education of a homeless child or youth shall
first be presented orally and informally to North Side Community School’s homeless
coordinator. If the complaint is not promptly resolved, the complainant may present a formal
written complaint (grievance) to the homeless coordinator. The written charge must include the
following: date of filing, description of alleged grievances, the name of the person or persons
involved and a recap of the action taken during the informal charge stage. Within five (5)
working days after receiving the complaint, the coordinator shall state a decision in writing to the
complainant, with supporting evidence and reasons. In addition, the coordinator will inform the
Principal of the formal complaint and the disposition.

Level TI - Within five (5) working days after receiving the decision of Level I, the complainant
may appeal the decision to the Business Director by filing a written appeals package. This
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package shall consist of the complainant’s grievance and the decisions rendered at Level 1. The
Business Director will arrange for a personal conference with the complainant at their earliest
mutual convenience. Within five (5) workings days after receiving the complaint, the Principal
shall state a decision in writing to the complainant, with supporting evidence and reasons.

Level III — If resolution is not reached in Level 11, a similar written appeals package shall be
directed through the Business Director to the Board requesting a hearing before the Board at the
next regularly scheduled or specially called meeting. The hearing before the Board may be
conducted in closed session upon the request of either the Board or the complainant. Within
thirty (30) working days after receiving the appeals package, the Board shall state its decision
and reply in writing to the parties involved. For North Side Community School purposes, the
decision of the Board is final.

Level IV — If the complainant is dissatisfied with the action taken by North Side Community
School, a written notice stating the reasons for dissatisfaction may be filed with the state director
of special federal instructional programs. The state director will initiate an investigation;
determine the facts relating to the complaint, and issue notice of his/her findings within thirty
(30) days to North Side Community School and the complainant. If the findings support the
action taken by North Side Community School, such action will be confirmed. If the findings
support the allegations of the complainant, North Side Community School will be directed to
take corrective action. An appeal of this decision can be made within ten (10) days to the
Deputy Commissioner of Education. Within thirty (30) days after receiving an appeal, the
Deputy Commissioner of Education will render a final administrative decision and notify the
complainant and all other interested parties in writing.

Tdentification

For purposes of Board policies and regulations, the phrase migratory students shall mean
students aged three (3) through twenty-one (21) who are or whose parents/ guardians or spouses
are migratory agricultural workers, including migratory dairy workers or migratory fishers; and
who in the preceding thirty-six (36) months, in order to obtain or accompany such
parents/guardians or spouses in obtaining temporary or seasonal employment in agriculture or
fishing work, have moved from one school to another.

The Board will identify migrant students by including a series of questions on the enrollment
form. Ifit is indicated that a migrant student is enrolling, the parents will then be asked to
complete a parent survey/family interview form provided by the State Office of Migrant-English
Language Learner (MELL) Program. The Regional Migrant Center or the State Director of
Migrant Education will be notified of any migrant students who are enrolled in this school. The
Regional Migrant Center will be contacted for any assistance needed for the migrant student(s).
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Migrant students will be provided the full range of education and related services provided to
other students. School personnel including secretaries, nurses, counselors, teachers and
Principals will be advised of the presence of eligible migrant students in their assigned school to
ensure that equal access to all school programs is provided. Executive Director (ED) serves as
the migrant student coordinator. If a migrant student is identified, the ED will be responsible to:

>
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>
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assess the educational, health, and social needs of the identified migrant children and
develop objectives to address those needs so that migrant children meet the Show Me
Standards.

provide advocacy to allow children and families gain access to health, nutrition and
social services. '
review existing programs and resources to determine which can help meet the needs
of migrant children and assure that the children have access to them.

develop supplemental instructional programs for migrant children.

maintain and regularly update educational and health records of migrant children and
provide information for entry into the state database and transmittal to schools where
the children will next enroll.

provide professional development for regular and special teachers to improve the
quality of education for migrant children.

inform LEA personnel of their required participation in in-service training provided
by the MELL program.

provide opportunities for participation of migrant parents in the educational activities
of their children.

establish a Parent Advisory Council (PAC) to consult with LEA officials and staff in
the planning, implementation, and evaluation of the project.

provide transition for secondary students to postsecondary education or employment.
provide needs assessment, evaluation, financial, and other information needed for
DESE to carry out its duties.

Complaints concerning the placement of migrant students will be resolved by means set forth in
the complaint process for homeless students (Instructional Services for the Homeless).

Seclusion, Restraint, and Corporal Punishment

Use of Restrictive Behavioral Interventions

» Time-Out Nothing in this scction is intended to prohibit the use of time-out as defined in this

section.

s Seclusion Seclusion as defined in this section is prohibited except for an emergency situation
while awaiting the arrival of law enforcement personnel as provided for in RSMo 160.263.
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« Tsolation Isolation may only be used:

.
=
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After de-escalating procedures have failed.

Tn an emergency situation as defined in this section.

With parental approval, as specified in a student’s Individualized Education Program
(IEP), Section 504 plan, or behavior intervention plan.

Use of isolation requires all of the following:

The student to be monitored by an adult in close proximity who is able to sec and
hear the student at all times. Monitoring shall be face-to-face unless personal safety is
significantly compromised in which case technology supported monitoring may be
utilized.

The total time in isolation is to be reasonably calculated based on the age of the child
and circumstances, and is not to exceed 40 minutes [District option to alter the time
limit] without a reassessment of the situation and consultation with parents and/or
administrative staff, unless otherwise specified in an IEP, Section 504 Plan or other
parentally agreed-upon plan to address a student’s behavior.

The space in which the student is placed should be a normal-sized meeting or
classroom commonly found in a school setting.

The space in which the student is confined is comparable in lighting, ventilation,
heating, cooling, and ceiling height to those systems that are in use in other places in
the school.

The space in which the student is placed must be free of objects that could cause
harm.

Isolation shall never be used as a form of punishment or for the convenience of
school personnel.

«Physical Restraint Physical restraint shall only be used:

=
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In an emergency situation. o When less restrictive measures have not effectively
de-escalated the situation and the school has a plan for how to respond in such
situations.

When otherwise specified in an IEP, Section 504 Plan or other parentally agreed-
upon plan to address a student’s behavior.

Physical restraint shall:

Only be used for as long as necessary to resolve the actual risk of danger or harm that
warranted the use of physical restraint.

Use no more than the degree of force necessary to protect the student or other persons
from imminent bodily injury.

Not place pressure or weight on the chest, lungs, sternum, diaphragm, back, neck or
throat of the student which restricts breathing.

Only be done by school personnel trained in the proper use of restraint.

Any school personnel using physical restraint shall:

Use methods of restraint in which the person has received district approved training,.
Conduct restraint with at least one additional adult present and in line of sight unless
other school personnel are not immediately available due to the unforeseeable nature
of the emergency situation.
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> Physical restraints should never be used as a form of punishment or for the
convenience of school personnel.

«Mechanical Restraint Mechanical restraint shall only be used as specified in a student’s 1EP or
Section 504 plan with two exceptions:
> Vehicle safety restraints shall be used according to state and federal regulations.
> Mechanical restraints employed by law enforcement officers in school settings should
be used in accordance with their policies and appropriate professional standards.

+Chemical Restraint Chemical restraints shall never be used by school personnel.
Aversive interventions that compromise health and safety shall never be used by school
personnel.

Communication and Training:

sParental Notification Except as otherwise specified in a student’s IEP or Section 504 plan:
> Following an emergency situation involving the use of seclusion, isolation or restraint
the parent or guardian of the student shall be notified through verbal or electronic
means of the incident as soon as possible, but no later than the end of the day of the
incident.
> The parent or guardian shall receive a written report of the emergency situation within
five (5) school days of the incident. The written incident report shall include all of the
following:
s> Date, time of day, location, duration, and description of the incident and
interventions.
> Event(s) that led up to the incident.
> Nature and extent of any injury to the student.
s> Name of a school employee the parent or guardian can contact regarding the
incident.
> Plan to prevent the need for future use of seclusion, isolation or restraint.

«School Personnel Training School districts shall ensure that all school personnel are trained
annually and know the policy and procedures involving the use of seclusion, isolation and
restraint. Training shall include all of the following:
> A continuum of prevention techniques. o Environmental management techniques.
> A continuum of de-escalation techniques. o Information about the policy.
School personnel who utilize seclusion and/or isolation and/or restraint shall receive
annual training in:
De-escalation practices.
Appropriate use of physical restraint.
Professionally-accepted practices in physical management and use of restraints.
Methods to explain the use of restraint to the student who is to be restrained and to
the individual’s family.
Appropriate use of isolation.
Appropriate use of seclusion.
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> Information on the policy and appropriate documentation and notification
procedures.

Students with Disabilities

The foregoing policy applies to all students. However, if the IEP team determines, and the parent
consents, that a form of restraint or isolation or aversive behavior intervention may be
appropriate in certain identified and limited sjtuations, the team may set forth the conditions and
procedures in the [EP or Section 504 plan. Any use of restraint, isolation or aversive behavior
interventions must be limited to what is set forth in the IEP or Section 504 plan. If the IEP or
Section 504 plan permits use of restraint, isolation or aversive behavior interventions, it must
also contain a plan to eliminate the need for their use. Before adding the use of restraint, isolation
or aversive behavior interventions to an [EP or Section 504 plan, the student must have
undergone appropriate assessments to include, but not limited to, a formal functional behavior
assessment and a positive behavior support plan developed.

Reports on Use of Seclusion, Isolation, Restraint or Aversive Behavior Interventions

Districts shall maintain records documenting the use of seclusion, isolation, restraint and
aversive behavior interventions showing when, reason for use, duration, names of school
personnel involved, whether students or school personnel were injured, name and age of the
student, whether the student has an IEP, Behavior Intervention Plan (BIP) or personal safety
plan, when the parents were potified, if the student was disciplined, and any other documentation
required by federal or state law.

Corporal Punishment

Corporal punishment shall not be used.

School Safety Inspections

NSCS will conduct building safety inspections during the school year to determine if unsafe
conditions and/or work practices exist within the district buildings. The Director of Operations
and the Maintenance Supervisor will review safety concerns and determine the actions necessary
to repair the problem. Qutside experts will be consulted when necessary. Inspections by public
agencies, where appropriate, will be done as needed or required by regulations or legislation.

Buildings

Building inspections occur once per year at the beginning of the school year. Remedial actions
will be placed on a schedule for repair or replacement and addressed in a timely manner.

Vehicles and Equipment
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District vehicles should be inspected on a routine basis. Each employee that operates a district
vehicle or equipment is responsible for ensuring that it is working properly and is used or
operated in a safe manner. If unsafe conditions are found, district vehicles should be reported to
the Director of transportation for repairs and service immediately. Unsafe equipment must be
reported to the maintenance department.

Fire Extinguishers

The district contracts with an outside contractor to inspect district fire extinguishers at the
beginning of the school year. Fire extinguishers are tagged with the month and year of their latest
inspection

Hazardous Materials Storage Areas

Classroom activities, maintenance, and cleaning activities may require the use of hazardous
materials. Hazardous materials are those materials that are characteristically hazardous and are
flammable, corrosive, reactive or toxic. These materials must be stored safely when they are not
being used. Science and other chemicals must be stored safely and securely. Art, theater, and
industrial art classes may have chemicals such as oil based paints, solvents, flammable spray
paints, corrosives, used oils, lacquers, thinners, glazes, and coatings that need to be stored
according to its hazardous characteristic. Spray paints, some glues, solvents, thinners, etc., are
flammable and must be stored appropriately. Toxic chemicals should not be used in a classroom
setting and alternative non-toxic materials should be used whenever possible |

Title 1X

No student at NSCS shall, on the basis of sex, be excluded from participation in, or denied the
benefits of, any education program or activity at the school.

Section 504

No otherwise qualified individual with a disability shall, solely by reason of her or his disability,
be excluded from the participation in, or be denied the benefits of, any program or activity at
NSCS.

North Side Community School

The North Side Community School (NSCS) Board believes that engaging parents/families in
the education process is essential to improved academic success for students. The Board
recognizes that a student's education is a responsibility shared by the district, parents, families
and other members of the community during the entire time a student attends school. The
Board believes that the district must create an environment that is conducive to learning and
that strong, comprehensive parent/family involvement is an important component.
Parent/Family involvement in education requires a cooperative effort with roles for the
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Department of Elementary and Secondary Education (DESE), the district, parents/families and
the community.

Parent/Family Involvement Goals and Plan

The Board recognizes the importance of eliminating barriers that impede parent/family
involvement, thereby facilitating an environment that encourages collaboration with parents,
families and other members of the community. Therefore, the district will develop and

implement a plan to facilitate parent/family involvement that shall include the following six (6)
goals:

1. Promote regular, two-way, meaningful communication between home and
school.

2. Promote and support responsible parenting.

3. Recognize the fact that parents/families play an integral role in assisting their
children to learn.

4.  Promote a safe and open atmosphere for parents/families to visit the schools
their children attend, and actively solicit parent/family support and assistance
for school programs.

5. Include parents as full pariners in decisions affecting their children and
families.

6. Use available community resources to strengthen and promote school
programs, family practices and the achievement of students.

The district's plan for meeting these goals is to:

1.  Provide activities that will educate parents regarding the intellectual and
developmental needs of their children at all age levels. This will include
promoting cooperation between the district and other agencies or
school/community groups (such as parent-teacher groups, Head Start, Parents
as Teachers, etc.) to furnish learning opportunities and disseminate
information regarding parenting skills and child/adolescent development.

2. Implement strategies to involve parents/families in the educational process,
including:

> Keeping parents/families informed of opportunities for involvement
and encouraging participation in various programs.
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> Providing access to educational resources for parents/families to use
together with their children.

> Keeping parents/families informed of the objectives of district
educational programs as well as of their child's participation and
progress within these programs.

3.  Enable families to participate in the education of their children through a
variety of roles. For example, parents/family members should be given
opportunities to provide input into district policies and volunteer time within
the classrooms and school programs.

4. Provide professional development opportunities for teachers and staff to
enhance their understanding of effective parent/family involvement strategies.

5. Perform regular evaluations of parent/family involvement at each school and at
the district level.

6.  Provide access, upon request, to any instructional material used as part of the
educational curriculum.

7. If practical, provide information in a language understandable to parents.
Title I, Migrant Education (MEP) and Limited English Proficiency (LEF) Programs

The Board also recognizes the special importance of parent/family involvement to the success
of its Title I, MEP and LEP programs. Pursuant to federal law, the district and parents will
jointly develop and agree upon a written parental involvement policy that will be distributed to
parents participating in any of these programs.

Title I Program Parent Involvement

The district and parents of children participating in the Title I program will jointly develop and
agree upon a written parent involvement policy that will describe how the district will:

1.  Involve parents in the joint development of the Title I program plan and in the
process of reviewing the implementation of the plan and suggesting
improvements.

2. Provide the coordination, technical assistance and other support necessary to
assist participating schools in planning and implementing effective parental
involvement activities to improve student academic achievement and school
performance.
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3. Build the schools' and parents' capacity for strong parental involvement.
4. Coordinate and integrate Title I parental involvement strategies with those of
other educational programs. ‘
5. Conduct, with the involvement of parents, an annual evaluation of the content

of the parental involvement policy and its effectiveness in improving the
academic quality of the schools served. This will include identifying barriers
to greater participation by parents in activities authorized by law, particularly
by parents who are economically disadvantaged, have disabilities, have
limited English proficiency, have limited literacy, or are of any racial or ethnic
minotity background. The district will use the findings of such evaluation to
design strategies for more effective parental involvement and to revise, if
necessary, the parental involvement policies.

6.  Involve parents in the activities of the school.

Each school receiving Title I funds will jointly develop with and distribute to parents of
children participating in the Title I program a written parental involvement policy agreed upon
by such parents in accordance with the requirements of federal law:

. The policy must be made available to the local community and updated
periodically to meet the changing needs of parents and the school.

2. The policy shall contain a school-parent compact that outlines how parents, the
entire school staff and students will share the responsibility of improved
student academic achievement and the means by which the school and parents
will build and develop a partnership to help children.

3. Bach school participating in the Title I program will convene a meeting
annually to inform parents about Title I and to involve parents in the planning,
review and improvement of Title I programs, including the planning, review
and improvement of the school parental involvement policy.

Migrant Education Program Parent Involvement

Parents of students in the MEP will be involved in and regularly consulted about the
development, implementation, operation and evaluation of the Migrant Education Program.

Parents of MEP students will receive instruction regarding their role in improving the academic
achievement of their children.

Limited English Proficiency Program Parent Involvement
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Pursuant to federal law, parents of LEP students will be provided notification regarding their
child’s placement in and information about the district’s LEP program.

Parents will be notified of their rights regarding program content and participation.

Policy Evaluation

The district, with parent/family involvement, will review and evaluate the content and
effectiveness of this policy and each school-level policy at least annually. The district will
revise this policy as necessary to improve or create practices that enhance parent/family
involvement.

Truancy, Child Abuse and Neglect

NSCS works with families to prevent child abuse and neglect and to provide support and act as
an advocate for children needing assistance. Abuse, including sexual molestation, consists of any
physical or emotional injury to a child that has been caused by other than accidental means,
including any injury that appears to be at variance with the explanation given of the injury.
Neglect is anything that causes actual harm or substantial risk of harm to a child's health, welfare
or safety, including mental and emotional injury that is harmful to a child's ability to think,
reason, or feel. Truancy is a form of neglect and will be treated as such. Threat of harm is also
covered, including all activities, conditions and persons that place the child at substantial risk of
physical or sexual abuse, neglect, or mental injury. This includes exposure to domestic violence.
All staff members are mandatory reporters, will follow the school reporting guidelines, and will
be trained on the identification and reporting of suspected child abuse and neglect.

Eye Protection

All students, teachers and visitors are required to wear industrial quality eye protective devices
when participating in or observing the following activities in any class: 1. Exposure to molten
materials. 2. Milling, sawing, turning, shaping, cutting, grinding or stamping of any solid
materials. 3. Yeat treatment, tempering or kiln firing of any materials. 4. Gas, electric arc or
other forms of welding. 5. Repair or servicing of any vehicle. 6. Exposure to/or laboratory use of
caustic or explosive materials, hot liquids or solids, injurious radiation, or other similar hazards.
Eye protective devices designed to provide protection for the hazards involved and to meet
standards specified by state law will be provided by the School District. These devices may be
issued to the students or provided at work stations for individual activities. If the devices are
issued to the students, principals are authorized to charge students for loss, damage or failure to
return any device issued.
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Textbooks

NSCS provides textbooks for students use. They are the property of the school. Except in special
circumstances, textbooks are used only at school and are not to be taken home. The school keeps
its textbooks in good condition. Students are expected to do the same. If a student damages a
textbook, due to misuse or abuse, parents will be expected to replace the damaged book



