-

Q

2
&
=

Xavier Charter School Policy Manual

Table of Contents

1000 SERIES—BOARD OF DIRECTORS

Organization and Government of the Board
Organizational Plan............cocooiiiiiiiiiiiiiiie et e
Organizational Plan............cccieiiieiiiiiiiciieceeeeee et
Board Candidate QualifiCations............c.eeiiiiiiiiiiiiiiiie et
Election Procedure POIICY ........c.coiiiiiiiiiiiiiei e
DUIES OF DITECIOTS ...ueitiiieiieeiieriteie ettt sttt bbbttt saeens
COMIMUILEEES ...ttt ettt ettt e bt st e bt e et esbeesabeenbeeeabeeaee
Oath Of DITECLOTS .....eiieiiiieiieeiee ettt st
OFFICers and DULIES ...c..veieeiiiiieiie ettt e e e are e e aaeeeraeeenes
BOard MEELINES .....eevieeeiieiieeiieiie ettt ettt ettt e bt estbe et esabeebeesnbeeseeenbeenneeens
School Board Meeting Procedure...........ccueevieriieiieiieeiieeieeieeeee e
Administrative ProCEAUIES.......cc.eiiuiiiiiiiiiiieicee et
Authorization Of SIZNATUTES ......cc.eeruiiiiiiiiiieieeteeeeet e
Board Member Conflict of INterest.........coooiiiiiiiiiiiiiiiieeiieie e
Management RIGIES ........cccuiiiiiiiiiiiieiie ettt ettt et seseeaeeeaseeaee e
Evaluation of the Board ............cooiiiiiiiii e
Board Staff CommuUNICAtIONS.........ccueieeiiiiiiiiieeie ettt eeree e e e eaeeeareeeaaeeens
Board Members EXPENSES. ......ccouuiiiiirieiiieiieeieesiie et eeieeeiee st steesiteeaeesereeseesaneenneaes
Board Member INSUTANCE. .........ooiiiiieiiiieiieie ettt st

Governance
Conflicting Policies and Procedures ...........ccoeuiriiririiiniiniinienieecieeicseeseee e
Continuous Improvement Planning .............cooceeriieiiieniiniiienieeieeeeee e

Board Ethics, Growth and Development
Board Development Opportunities .........ccueeervieerieeerieeesieeesieeesveeesreeesereeeseneeeseneeenns

2000 SERIES—INSTRUCTION

Curriculum
Curriculum Development and ASSESSMENT ........c..ccouerueriirerrienienieienieneeneereseenieens
Program Evaluation and Diagnostic TestS.........cccceerieriieniiniiieniie e
K-3 Reading INtErVENLION .......cccvieruiieiieriieeiieeiie et eite ettt sieeeaeessaeenseesnse e
ReSEATCh STUAIES ...
Student and Family Privacy Rights ..........ccccooiiiiiiiiiiiiceeee
Copyright COMPIIANCE ......eeeiieiieeiieiieeieeiee ettt ettt ettt tee e saeenbeeaeesnseenees



Instructional Organization

School Year Calendar and Day...........cccoeoiiiiiieriieiiieiiieieeeeeeee e 2200
SCROOL CIOSUIE ...ttt ettt et e bt e b e eaeeas 2210
Weather-Related SChool CIOSUIE..........ceieuiiiiiiieciiecciee e 2210P1
Programs and Services
Guidance and CoUNSEIING ........ccccecviiriiiiiieiieeie e ebe e e eebe e 2300
Community and Adult EQUCAtION ..........coouiiiiiiiiiiiicee et 2330
Controversial Issues and Academic Freedom...........cccveeeviieiiiieiiieeciiecee e, 2340
Speakers in the Classroom and at School Functions ............ccccceevveeciienieeneenieenieeeenn 2341
Student Religious Activity at Xavier Charter School...........cccccoevvviiiiiniiieiiicieeeee. 2350
RELEASE TIIMC. ...c.ueieniiiiiieeiee ettt ettt ettt ettt sab e naeeenbeeae 2360
INterSChOlaStIC ACHIVITIES. . .eiiiuiieeiiieecieeeitie ettt et e e e et e e et e e e e e e eaaeeeraeeensaeeenns 2370
Service Animals in Xavier Charter SChool...........cccooiiiiiiiniiiiiiii e, 2375
Homebound, Hospital and Home InStruction ...........ccecceeeviieriieiiienieenieesieeiie e 2380
English Learners Program ...........cccceeoiiiiiiiiieiiiecie et e 2385
Idaho Digital Learning Academy CIaSSESs ........ccceevuirieriernienieniieienienieeieeeeseeie e 2395
Special or Alternative Instruction
Section 504 of the Rehabilitation Act 0f 1973 .....ociiiiiiiiiie e 2410
Section 504 of the Rehabilitation Act of 1973 (Section 504).......cccveevvieeiieeeiieeennen. 2410P
Parent and Family Engagement ..........cccccoooiiiiiiiiiiiiiiieeeceee e 2420
Parent and Family Engagement Guidelines............cccueeeuieniieniieniieiiienieeiceeie e 2420P
Parental RIGNES.......cciiiiiiiiiiii et e st ebe e 2425
Gifted and Talented Program...........ccccueeeiiiieiiieeiiicceeeeeee e 2430
Advanced OPPOTUNILIES .......cccueriiriiiriiriiriieeeterte ettt ettt st sbeenne 2435
Advanced Opportunities Participation FOrm ..........ccccoecvieviiiiiiniiiiiiecieeieceeee 2435F
Aternative Credit OPLIONS.....ccuueeeeieeeiieeeiieeeiteeeiee ettt esteeesteeesteeesebeeensseeensseeenaseeenns 2440
Contracted StUAENT SETVICES ......eiruiiiiiiiiiiiieiiie ettt st 2450
Instructional Materials
LAbrary Materials ......cccueeriieiiieiieeiiecie ettt ettt b et 2500
Selection of Library Materials ........ccceeciiieiiieeiiieeiie e e 2510
Selection of Library Materials .........c.ccecviieiiieeiiieeiee e e e 2510P
Curricular MaterialS.........cuviiiiieeiiie ettt e e e e ebe e e ve e e eaeeenes 2520
Learning Material REVIEW .......c.cccciiiiiiiiiiiiiiiiieieee et 2530
Selection, Adoption and Removal of Curricular Materials ............ccccveveieviienieenieennnn. 2540
Field Trips, Excursions and Outdoor Education...........ccccceeevieeeiiiiiiieiniie e 2550
Contests fOr STUAENLS ......ccviiiiiieiciie e e e e e sere e e ereeeeaeeesaseeesseeenns 2560
Use of Commercially Produced Video Recordings...........cccecvveeiieniieniiniienieniieeas 2570
Parental Opt-Out/Consent form Regarding MOVIES .........cceevveeriienieeniienieeniieeieeneeeans 2570F
Use of Animals in Educational Programs...........cccccveveiiiniiiiniie e 2580
Student Permission for Exposure to Animals ..........coceeeeviniiiniinieienicneeeeiceeeeee 2580F
Xavier Charter School Procedure on Dissection of Animals ...........ccccceeveieeiieniiienenns 2580P
Grading and Promotion
Promotion/Retention (K-8) .........ccciiiiiiiiiiieeiieesies et 2600
Advancement Requirements (9-12) ......cccooiiiiiiiiieiiieiie et 2610
Grading and Progress REPOTLS ........ooouiiiiiiiiieiieieeiteee et 2620
Parent-Teacher CONfEIeNCES .........ccueeriiiieiieiieieieeeeee e 2625
HOMEWOTK ...ttt s 2630

il



Graduation

High School Graduation ReqUIr€ments ...........c.cecverieeciienieeniienieeieecee e 2700P

Military COmMPACt WaLVET ....ccuvieiiiieeiiieeiiee et e esiieeesveeesiaeeeeaeeessaeeesseeesseeensseessseeenns 2705

Participation in Commencement EXEICISES ........cceevereriiiriiniirienienieeienienieereeee e 2720
Accreditation

AcCreditation ODJECLIVES. ....ccuviiiiieiiieiieeieeite et erteeete et e et e seteebeesabeebeessseeseessseeseaans 2800

3000 SERIES—STUDENTS
Enrollment and Attendance

Entrance, Placement and TTanSTer .........ooooiiiiieoioeieeiee ettt eeeens 3000
Open ENTOIIMENt......ccccuiiiiiiiieiie et et e e e e e saaeesnaeeenes 3010
Enrollment and Attendance ReCOrdS ...........oocviieiiiiiiiiieieeeeeeee e 3020
Enrollment and Attendance Records ...........ccooueeuiiriieiiieiiieieeieceece e 3020P
Part-Time Attendance/Dual Enrollment .............cccoevveiiieiiiiiienieeieeneeeieese e 3030
Dual Enrollment — Out of DIStIICE ......eoiuiiiiiiiiiiiieieeee e 3035
CompulSOry AtENAANCE. .......coveiiieiiiiiiieiierteeeet ettt 3040
AeNdance POLICY .....ccoviiiiiiiieiieceee ettt ettt es 3050
Education of Homeless Children ...........c.oooieiiieiiiiiiieiieciecieceeeeee e 3060
Students Of Legal Ae.......oovuiiieiiieeiieeeiee et et s 3070
Attendance by Out of State Students ..........ccccoeeviriiiniininiineee e 3080
Sexual Harassment, Discrimination and Retaliation Policy ...........cccceeeievieiiieniennn. 3085
Sexual Misconduct Reporting Form for Students............ccoeceeviieciiiniienieniieiecieeee, 3085F2
Foreign Exchange Students ..........cccoooviieiiieeiiieceeeeeeeee e 3090
Programs for At-Risk/Disadvantaged Students
Programs for At-Risk/Disadvantaged Students ............cceecveeiiieniieiiienieeiienie e 3100
Student Rights, Responsibilities and Discipline

Student Rights and ReSponsibilities ..........cccuveeriiieiiieiiiieeiieciee e 3200
Uniform Grievance ProCedUIe ............ccviiiiiiiiiiiiieiieeeeie et 3210
Student Use of Buildings: EQUal ACCESS .....cc.eevuiieiieriiiiieniieiieereeiee e 3220
Student Clubs: EQUAl ACCESS ....ccuiiiuiieiieiiiieiieeie ettt ettt ve et saeeesbeesnaeeneees 3225
Student GOVEIIIMENT ........oouiiiiiiiiieiie ettt ettt ettt e st sbe e st e b e saeeas 3230
Student PUDIICALIONS .........eeiiiieiiiieciie e et 3240
CLOSEA CAMPUS ...ttt ettt ettt et e et eeste e e bt esseeenteessaeenbeeessesnseesnseenns 3242
Distribution and Posting of MaterialS...........ccueevieriieriienieiieeiecieeee e 3250
Student Dress Code K6 ..ot 3260
Student DIess Code 7-12 ...cuviiiiiieiieeciie ettt e e e e e b e e abeeearee s 3261
Electronic Communications Devices — Cell Phones/Small Electronics........................ 3265
XCS-Provided Access to Electronic Information, Services, and Networks................. 3270
Internet Access Conduct AGIrEEMENL .......c..eeeruiieeiieeeiieeeiieeerieeesereeesereeesereeesereeenseeennns 3270F
Acceptable Use of Electronic NetWorks.........coccevuirieriiiiniiniiiiiicnecieeieneceeienene 3270P
Equal Education, Nondiscrimination and Sex EQUItY ........cccccoeeiieviiniiienienciienieeienee, 3280
Relationship Abuse and Sexual Assault Prevention and Response...........ccccceeveenneenne. 3285
Sexual Harassment/Intimidation of Students...........ccccooiiiniiiiiiiiiiiiiieeeeee 3290
Hazing, Harassment, Intimidation, Bullying, and Cyber Bullying.........c..ccccccceeienncens 3295
Hazing, Harassment, Intimidation, Bullying, and Cyber Bullying...............ccccccueenei.. 3295P
Drug Free SChOOL ZOMNE.......ooviieiiieiieciietectete ettt sene e 3300
Prohibition of Tobacco Possession and Use ..........ccceeveeiiiiiieniiiiniiniieieniceeeeeeee 3305
Gangs and GaNnG ACHIVILY ..c...eoueeuiriineeieeterie ettt ettt sttt ettt sare i 3310
Substance and AICONOL ADUSE .......oouiriiiiiiiiiiiieecee e 3320



Student DISCIPINE.......cccvieiiieiieiie ettt et et e s aeebeesaaeeseens 3330

ACAdeMIC HOMESLY ....eeoviiiiiiiiieciie ettt ettt ettt et sbeesaeeesbeenseeenbeennneens 3335
Corrective Actions and Punishment ............ccoccoooiiiiiiiiiieee e 3340
Corrective Actions and PUunishment .............cccooeiiiiiiiiieiiic e 3340P
Student Sex OFfEnders ........cocviiiiiiiiiiiie s 3365
Searches and SEIZUTE ..........coveriiiiiiiierieeee ettt 3370P
Extracurricular and Co-Curricular Participation Policy ........cccccccvveviiiiniiiiiiiieeieeee 3380
Extracurricular Activities
School Sponsored Student ACHVITIES ......c.eeecuieruieriieriieeiienieeieesee et e sreeeee e 3410
Student FundraiSing ACHIVILIES .......c.eevveeeuierieeiierie et erieeieesieeeieeseeeteesaeenreessseeneen 3420
Distribution of Fund Drive Literature Through Students...........ccccoeeveeiiiiiiniieenieenne, 3430
Student Fees, Fines and Charges/Return of Property .........c.ccccceeeveveencnvicnienencicneenne. 3440
School-Related Foreign Travel by Students ...........cccceeviieiiieniiiiieniicieeie e 3460
Student Protection
Student Health/Physical Screenings/EXaminations ............cc.eeeeveeeeieeseeeesneeessveeennen. 3500
IMEAICALIONS ....cuviieiiie et et ettt ettt e ettt e et e e et e e et e e eateeesaseeessaeeesssaeenssaaenssaeenssaessseeanns 3510
Contagious or INfectious DISEaSES.......ccuiruirriieiiieiiieiieeie ettt 3520
Immunization REQUITEMENLS........c.cecviiiiiiiiieiieeiieeie ettt re e ebe e e eese e 3525
SUICTIAC .ttt ettt ettt et e bt e e bt e s bee e bt e sbeeeabeesaeens 3530
Emergency TreatmMent.........coovuiiiiiiiiiiie ettt 3540
Student Interviews, Interrogations, Or ATITESES .........cceueeriieeiiienieeieeniieeieesieereeseeeeeans 3545
Removal of Student During School HOUTS ..........cceeciieiiieiiieniiciieeieeieece e 3550
Removal of Student During SChool Day ........c..coocviiiiiiiiiieceeeceee e 3550P
Student-Tracking Safety DEVICES ......cccocuiriiririiiniiiieicneeeteeee e 3563
Termination of Driving Privileges........ccevvuiiriiiiiiiiiieiiecieeeee e 3565
Student RECOTAS .....eeiuiiiiiiiiieie e 3570
Maintenance of Xavier Charter School Student Records ...........coccoeviiiiiiniiiinnnnnne. 3570P
Student Data, Privacy and SECUIILY ..........coceriireriiniinieieneereceeee et 3575
Relations with Non-custodial parents.............cceecueeriieriienieeiiienie et 3575A
Student Records
Records of Missing Children ...........cccvieeiiiieeiiiieeieccee et 3610
Transfer of Student RECOTAS .........c.eeiiiiiiiiiiiciccce e e 3620

4000 SERIES—COMMUNITY RELATIONS

GOALS ettt ettt et b e e a bt bt e sat e e bt e eat e e bt e e ateebeeeaees 4000

Public Participation
PUDLIC REIALIONS ...ttt sttt 4100
Public Participation in @ Board MEeting..........c..ccvevviriiieniieniienieeieeeie e 4105
PUDBIIC COMPIAINS ....cociiiieiiiiiciie et e et e e e e e e e saeeeaaeeeaseeenes 4110
Uniform Grievance ProCedUIe ...........ccouiiiiiiiiiiiiiciieeeiie et e e 4120
Uniform Grievance Procedure FOrm ........cccoooiiiiiiiiiiiiiiiieecee e 4120F
Parent and Community PartiCipation ..........cccccueeevierieeciienieeiienieeieeeee e seve e 4126
Public Access to Xavier Charter School Website..........cocceiiieiiiiiiiiniiiiieniccceee 4130
Community Record Request FOIM ......cc.oiiiiiiiiiiiiiiiiiiiccccceecseceee e 4130F
Website Accessibility and NondiScrimination..............c.eeeveerieenieeriienieenieeseeeeeeseneenne 4135
Visitors t0 the SChOOLS ...c...eiiiiiiiii e 4140
Accommodating Individuals with Disabilities ..........cccceeeviieeiiieiiiiecieeciee e 4150
Parents Right-t0-Know NOtICES .......c.ceviiiiiiiiiiiieiieceee e 4160
Directory INfOrmation .........cccueeciieiiiiiieeie et e 4170



Public Access

School-Support OrganiZations ...........ceecueeeeiuieeeiiieeeiieeeiieeeeeeeieeeereeesaeeeebeeesseeeserees 4200
Temporary Community Use of Xavier Charter School Facilities ...........ccccceecveeennnennns 4210
Fee Schedule for Temporary Community Use of School Facilities ...........cccccoceeueneene 4210F
Community Use of SChool FaCilities ........cccueeruiiiiiiiiieiiieieeieeeee e 4210P
Facilities Temporary Use AGIeCMENLt ..........c.cccuverveerieeriieriienreenieeereesieeereessnesseesseeens 4220
Use of Xavier Charter School Property for Posting NOtiCes ........cccceecvveeriieenieeeniieens 4230
Distribution of Fund Drive Literature Through Students ...........ccccoooviniininiinienennnens 4240
Educational ReSEarch...........cocoiiiiiiiiiiiiiiiiieeeeeeee e 4250
Records Available to the PUDLIC..........cooiiiiiiiiiieeeeee e 4260
Xavier Charter School Record Request FOrm ..........occeieiiiieiiiieiiiecieeeeeeeeee s 4260F
Public Conduct
Conduct on Xavier Charter SChool Property ...........cccoecvieviieiiieniiiiieieeeee e 4300
Contact With StUAENLS .......cc.eiiiiiiiieieeeeee e 4310
Disruption of Xavier Charter SChool Operations ............ccceeevveeiiieeiieeeiiee e 4320
Spectator Conduct and Sportsmanship for Athletic and Co-Curricular Events............ 4330
Relations with Governmental Agencies
Relations with the Law Enforcement and Child Protective Agencies.............cccueeunene. 4400
Investigations and Atrests by POIICE.......ccueiviiiiiciiiiciieeceece e 4410
SEX OFFENAETS.....ceiieiie ettt ettt sbe e e e aeeeaeeas 4420
Sex Offender Letter to Outside Employers & Contractors ..........ccoecvevveevieenieenieennnenn 4420F1
Request for Sex Offender to Visit SChool Property ..........cccoeevvevieecieenieecieenieeieees 4420F2
Gifts
Public Gifts/Donations to Xavier Charter SChool...........coccoeiiiiiiiiiiiiiiieee, 4500
Pubic Gifts/Donations to Xavier Charter School (Regulations)............ccccceeveeeuiennnnnne. 4500R
Public Gifts to Xavier Charter School: Donations of Material/Equipment
Affecting Building Structure or Maintenance (Regulations)..............cceeeuneeen. 4510R
Soliciting and Accepting Grants 0r DONAtIoNS .........cceeveevieriiiniineenienieneeneeeeeeneenee 4520
CrOWATUNAING ..ot ettt et et aaeeebe e b e enneenes 4530
Crowdfunding Request FOrM...........ccoiiiiiiiiiiiiiciicie e 4530F
Volunteers
VOlIUNLEET ASSISTANCE ....eeeueieiieeiiieiie ettt ettt ettt et ettt et e et e st e e beesseeenseesaeeenne 4600

5000 SERIES—PERSONNEL

GOALS ettt ettt et b e e a bt bt e sat e e bt e eat e e bt e e ateebeeeaees 5000

Hiring
Hiring Process and Criteria..........eiuieiieriieniieeiienie et eeee et e seteeieesteeaeeseaeeseeseeeeseaens 5100
Authorization for Release of Information Form.........ccccooiiiniiiiiiiees 5100F1
Request to EMPlOyer FOImM .......ooooiiiiiiiiciieceeee ettt 5100F2
Request for Verification of Certificate FOrm.........c.cccoceeviriiniiiiniiniiiiccceieee 5100F3
Procedures for Obtaining Personnel Records for Applicants...........cccceevevevieeiiennnnnne. 5100P
Veterans’ PreferenCe.......oouviiiiiiiiiiiiiie e 5100P2
Certificated Personnel EMployment ...........coooviieiiieiiiiiciieeeieeetee e 5105
Equal Employment Opportunity and Non-Discrimination..........c..ccceeceevveneenieneenens 5120
JOD DIESCTIPLIONS...cuviieiiieiieeiieciie ettt ettt ettt e st e et e et e esseeeabeessaeenbeessseenseesnseenne 5205
WOTK DAY ...ttt ettt ettt et e et e e b e et e s b e estaeesbeeseessseensaennseenns 5210
Administrative Process for Employee Telework During Health Emergency............... 5212C
Accommodating Individuals with Disabilities ...........ccccceviieiiiiiiiniiiiieieee e, 5230
Sexual Harassment/Sexual Intimidation in the Workplace ...........cccceevieniiiiieninnnn. 5240

A\



Certificated Staff GIIEVAINICES ......ooiieiiiiiiieeee e 5250

Abused and Neglected Child Reporting ...........c.cccvevveeiiieniieiiieniieieecie e 5260
Employee Responsibilities Regarding Student Harassment, Intimidation, and Bullying
....................................................................................................................................... 5265
Personal CondUCT ........ocuiiiiiiiiiiiiiieeee ettt 5270
Adult SeXUAl CONAUCE .......eoiuiiiiiiiiieeieeee ettt 5275
Professional Standards Commission (PSC) Code of Ethics .........cccceevveeiiieeniieeieens 5281
SOIICTEATIONS ..entteeitieiteetieeite ettt ettt et e st e et e st e et e e s et e eabeesateenbeessbeenbeesnbeenseesnseenseens 5285
Political Activity — Staff PartiCipation...........ccceevvieriieriieniieeieeieeie e 5290
TODACCO FIEE POLICY ...ttt e et 5310
Drug-Free WOTKPIACE .....c..viiiiiieeiie ettt e 5320
Drug and Alcohol Free Workplace Testing Agreement .............coceeverveenieneenieneenneens 5320F2
Drug and Alcohol Free Workplace Program and Procedures...........ccceceeveeiienienennnenn 5320P
Employee Use of Social Media Sites, Including Personal Sites...........cccceveveevueenennnee. 5325
Employee Electronic Mail and On-Line Services UsSage .........ccccvveeeviieeeiveeenieeenreenns 5330
Employee Electronic Mail and On-Line Services Use Policy Acknowledgment ........ 5330F
Employee Use of Electronic Communications DevVICes ..........ccceevuierieeriienieenieeeneene. 5335
Evaluation of Certificated Personnel .............cocoiieiiiiiniiniiniiiieeecceeeeeee e 5340
Certified Personnel Resignation (Release from Contract)...........ccceeeevveeecieeenieennneenns 5350
Dress and APPEATANCE ........oeuieruieeiieiie ettt ettt et ee st e et e s te et esateeteesabeebee e 5360
Non-school Employment by Professional Staff Members............cccccvceeviiiiinienennennen. 5370
Professional Research and PubliShing .............ccoovveviiiiiiieiiieiiiciiccieeecce e 5380
Employment Referrals and Prevention of Sexual Abuse..........ccccvveeiiieeiiieeiiieeiieens 5390
Compensation and Benefits
LeaVe Of ADSEIICE. ... .eoruiiuiiiieieeieeiteteee ettt ettt sttt 5400
Teacher Coverage ReCOTd.......ccuiiiiiiiiiiiiiiecie ettt 5400F
Family and Medical Leave (FML)......c.coooiiiiiiiieiieceeeee et 5410
Family and Medical Leave (FIML)........cccoiiiiiiiiiiiieeeeee et 5410P
Maternity/Paternity LEAVE .......cceevuiiiiiiiiieiieie ettt e 5411
JULY DIULY ettt s e e s b e e s e e e sab e e e nbeeesaeeennee 5412
Witness for Court Appearance LEaVE .......c.eeecuvieeiuiiieiiieeeieeeeieeecieeeeieeesveeesveeeeevee e 5413
Long-Term Illness/Temporary Disability .........ccccoooiieiiiniiiiiiiiiieeeee e 5420
Insurance Benefits for Employees/ Board of Directors ..........coecvevieveriienienienieniencns 5430
SChOOL HOIAAYS .....eeieiiiiiieiiiecieeiteee ettt ettt et et e e e ssaeeaeaas 5440
Vacation LEAVE ......cc.eiiiiiiiiiiie e 5450
Workers’ Compensation Benefits...........cooeeuerieniiiiniinieiiiicecceceecseeieee 5460
Leaves of Absence — Military Leave .........cccevueeriieeiieniieiii e 5470
Leadership PremiUmsS.........cccuieiiieiieiiieiieeie ettt eve e aeebeessseensaeenseenne 5480
AdMINISIratiVe LEAVE.....coviiiiiiiiieiie et 5490
Certified Personnel and Welfare
PersOnnel FILES ....c.eoiiiiiiiiieiieee e e 5500
Procedures for Releasing Personnel Records to Hiring Schools ...........ccoceveevenienicn. 5500P
Employee Health and Welfare
Staff Health .....c..ooiii ettt e 5600
Prevention of Disease TranSmiSSION. .......cc.eeeeruerierierieenierienieeteeitenieesiesieesieesiesnenaeens 5610
Employment Practices
SUDSEITULES ...ttt ettt et e st e bt e st e et e snbe e bt e enbeebeenn 5700
Paraprofessionals, Teachers’ Aides, and Paraeducators.............ccoecueeriiiniieniinniennnne. 5710
VOlUNEETS/CONTIACTOTS ..ottt ettt ettt sttt ettt e saeesbeenae 5720



Private Services Providers/CONSUILANTS ........oovvveeeeeeieieeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee 5725

RedUCtion 1N FOTCE.....couiiiiiiiiieiiieie ettt e 5740
Classified Employees

Classified Employment, Assignment and Grievance...........cocceeeevuerveneenueneeneenennenn 5800

Classified Employee Grievance Procedure............occeeviieiieniienieiiieieeicece e 5800P

Compensatory Time and Overtime/Classified Employees...........ccccoeeveevieniiinieennenee. 5810

Evaluation of Non-Certified Staff...........ccoooiiiiiii 5820

Classified Employee Evaluation FOrm ..........cccccoceiiiiiniiniiniiiciecececeeee 5820F

Evaluation of SChool BUS DITVETS ......cccueiiiiiiiiiiiiiiiieriieieceseeeee e 5825

Drug and Alcohol Testing for School Bus and Commercial Vehicle Drivers.............. 5830P
Staff Involvement

Staff Involvement in Decision MaKing.........c.ccocevieviiiieniiniininicecicceeneeeeeeeeeee 5900

6000 SERIES—ADMINISTRATION

GOALS ettt ettt et ettt e b e e a e bt e at e e bt e eat e e bt e e abeebeenaees 6000
Head of Schools
Head 0f SChOOLS ..ot 6100
Parent or Guardian Input Form—Head of Schools Evaluation ..............cccccccveeeviennnne. 6100F
Board/Head of Schools Relations ............coceiiiiiiiiiiiiiiiiieceeee e 6100P
Xavier Charter School Organization
Xavier SChoOl OrganiZation.............cecuierieeiiienieeiiienieetee e et see e e seeebeeseaesnreesneeenne 6200
Administrative Staff
Duties and Qualifications of Administrative Staff Other Than Head of Schools......... 6300
Employment Restrictions for Administrative Personnel ...............cccoooeiiiiniiinenennne. 6310
Evaluation of Administrative Staff............cccooiiiiiiniiiii e 6320
Professional Growth and Development ..............cccueeviiiiierienieeiie e 6330
PIINCIPALS ...ttt e et e e et e e e e e e b e ae e e nreeennreeenreas 6400

7000 SERIES—FINANCIAL MANAGEMENT

GOALS ettt ettt et a et sat e et e st e et e naees 7000
Fund Balance Policy in Accordance with GASB Statement #54 ..........cccovevivieviieecieeenn. 7005
Budget
Budget and Program Planning ..............coccoeviiiiieniieiiiiiecieeee e 7100
Budget Implementation and EXE@CULION...........cc.eevieiiierieeiieie et 7110
Budget AJUSTMENL .......oeiiiiieeiieeeeece ettt ettt e e e e e e e saaee e enree e 7120
REVEIMUES ...ttt ettt e s e 7125
Gifts ANd BEQUESTS ...eeouviiiieeiieiie ettt ettt ettt et et saeeenbe e e 7126
Reserve and Surplus FUNAS..........oovieiiiiiiiiiceececeee e 7128
Accounting System
Accounting SyStem DESIZN.......couiiriiiiiiiiiinierieteeteee ettt 7200
Federal Grant Financial Management SYStem............cccveviieriienieeniienieeiieere e 7218
Documentation and Approval of Claims ............cccveeeieeriieeiieiienie et 7220
Financial Fraud and Theft Prevention ... 7225
Financial Reporting and AUIS ........cccooouiiiiiiiiiiie et 7230
Fiscal Accountability and IDEA Part B Funds..........ccccoceiviiniiiiniiniiiicieee 7235
Federal Funds Semi-Annual Certification FOIm .........cccoceviriiniininiiinienieeeieeeee 7235F1
Personnel ACtivity REPOTIt......c.ueiiiiiiiiiiiciie et 7235F2
Multiple Cost Objective Time and Effort Certification...........ccceeeeveriiiniininicnienens 7235F3

vil



Written Compensation Procedure (Time and Effort).........c.cocceeeieniiieiiiniiiiiiiiiies 7235P

Employees Paid with Federal Funds and Unexpected or Extraordinary Closures ....... 7236
Retention of Records Relating to Federal Grants............cccoeeevveeiiieeiiieeciie e, 7237
Property RECOTAS. ......eiiiiiiiiee ettt ettt et e 7270
Revenues
Advertising in Schools/Revenue Enhancement.............ccoocveeeiieniieieeniieniecieesie e, 7310
Allowable Uses for Grant Funds ..........c.ccooiiiiiiniiiiiieeeeeeeee e 7320
Determining Necessity and Reasonableness of EXpenses ..........cccovveeeveiniiiiieniiineens 7320P1
Selected ItemS OF COSt ....cc.viruiiriiiiiiieeeeee et 7320P2
Expenses
Miscellaneous Procurement Standards .............oooeeiiiiiiiiiiiiieiieeeeeeeeeee 7400
Procurement Under a Federal Award ...........cocvoeiiiiiiiiiicecceeece e 7400P1
Procurement Methods Under a Federal Award ...........cccooeiiiiiiiiiniiienieiceieeieee 7400P2
Requirements and Restrictions for Procurement Under a Federal Award — Competition
....................................................................................................................................... 7400P3
General Procurement Standards for Federal Awards ..........cccooeeviieeiiieeciieciiieeiees 7400P4
Personnel Conflicts Of INTETeSt.........coiivuieiiiriiriiiiiiieeeeeeeeeee e 7401
Public Works Contracting and Procurement ............ccceceeeeveerieeiiienieenieesieenee e 7405
Procuring Public Works, Services, and Personal Property............cccccveevevveecveencneeennee. 7405P
Public Procurement of Goods and SEIVICes..........ccueevcuiriiiieeeniiiieciieeeieeeeiveeesveeeeieee s 7407

Entering into Professional Service Contracts with Design Professionals, Construction
Managers, and Professional Land Surveyors—The Request for Qualifications

PrOCEAULE ...ttt et st ettt et 7408
Acquisition of Real and Personal Property..........ccoveeeiieniieiiieniicieeeeee e 7409
Capital Expenditures and Depreciation ............coeveeriierieeniienieeniie et s 7410
Personal ReimbUISEMENTS.........evuieiiiiiriieierie sttt 7420
Travel Allowances and Reimbursement Procedure............coccoeviiiiiiniiiiiiniiiinieneene 7430
Federal Cash Management POLICY ........c.cccceriiriiiiiiiiniiiiniceccececceeece e 7450
Timely Obligation of FUNAS.........ccooiiiiiiiiiciieeeee e 7450P1
Federal Program INCOME.........cc.eiiiiiiiiiiieiiiecciie ettt e en 7450P2
Federal Debarment and SUSPENSION........cccueieiiiieiiieeiiieecieeesieeesveeesreeesereeeseveeeneneeenes 7455

8000 SERIES—NON-INSTRUCTIONAL OPERATIONS

GOALS ettt ettt et a ettt et e et e e b e naees 8000
TTANSPOTTALION ...eeeviieiiieeeiee ettt et e et e et e et e e e bt eeetaeeestaeeessaeesssseesssaeessseeessseeensseeennsaeans 8100
Extracurricular Transportation Liability Waiver ..........ccccocevieniniiniininiiiicecene 8105F
SATELY BUSINE ....viiiiiiiieiie ettt ettt ettt e st e et e e nbeenbeeeaneeseen 8110
Hours of Service of DITVETS ....ccc.uiiiiiiiiiiiiiiieieeee et 8115
Bus Routes, Stops and Non-Transportation ZOnes..........ccceeeeveeerveeenveeeiveeesveeesveennns 8120
Student Conduct 0N BUSES ......cccviiiiiiiiiiieciie et 8140
Contracting for TranSportation SETVICES.......ccueeuieriieriierieeriienieeieeereesreesaeesseesnneenes 8160
Use of Wireless Communication Devices by Bus Drivers .........ccccvevvveeniieenieeenieeens 8185
Food Services
L0ocal SChOOl WEIINESS.......viieieiiieiiieciiee ettt e b e b e e eaee e 8200
Unpaid School Meal Charges ...........occveviieiiiiniieiieeieeeeeee et 8245
Emergencies
Emergency & Disaster Preparedness.......c.coeeveieviieiciieeciieeciee et 8300
Fire Drills and Evacuation PIans ............ccccoeviiiiiiiiiciie et 8320



Activity Trips

ACHIVIEY TTIPS cuvieeiiieiieeiieitie ettt e et et e et e st e esbeestaeebeestaeesseessseensaessseesseessseenseessseeseens 8400
Risk Management

RiSK MANQ@EIMENL ......ooutiiiiiiiieiie ettt ettt ettt sbe e st e e eabeenneeens 8500

Xavier Charter SChOOl SAfety ......cccuiiiiiiiiiiiiii e 8510

Inspection of Xavier Charter School Facilities / Emergency Evacuation Plan ........... 8520

Property DAmaZe ......ccc.vviiiiiiiiiee et et e s araee s 8530
Records Management

Records Mana@eIment..........cccuieruieeiierieeiiesiie ettt ettt eiee st eteesteebeeseaeeseeseseenseaens 8600

Retention of Xavier Charter School Records ...........ccceeviviiniiiiiniiinieicnieceeeeeene 8605

Health Insurance Portability and Accountability AcCt.........ccccovveeviieeiiieeiiieeieeeiieees 8610
Computer Software

COMPULET SOTEWATE ...cvvieiiieiieciiieie et ettt et iaeebeessaesaseesaee e 8700

Board of Directors Use of Electronic Mail............coccovieiiiiiniiiniiieeeeeeeesee 8710
DIFONES ...ttt et ettt ettt e ea e ettt st e s 8800

9000 SERIES—SCHOOL FACILITIES

GOALS ettt ettt et h bt et h b e et e st e e b e naees 9000
Use and Disposal of Xavier Charter SChool Property .........coccvveveiiieniieeciieecieeeee e 9100
Contractor License, Surety Bonds and InSurance............ccccoceveeveriieniencnnienicneeicnicneeens 9200
Operation and Maintenance of Xavier Charter School Facilities...........ccccceevieeiienieeieennen. 9300
NN 15T 0 (0 21 1 o FO SRR 9400
Firearms Policy and ProCedUure ..........cc.eieiiiiiiiiiiiecee et 9450
SECUTTEY -ttt b ettt ettt e sbe e bt et e sbe e be et e sbee bt estesbeentens 9500
Facilities OPETAtiONS .......ccueeruiieiiieiieeitieeieeteeetteeieeeteettesteeteeeteebeessbeesaesnseeseesnseenseesnseenne 9600
Xavier Charter School ASbestos Program ...........c.ceccueeviieiiieniieeiiienie et eve e 9700
Xavier Charter School Asbestos Management ...........cc.eeeeveeerveeerieeenieeeiieeseeeeseeeens 9700P
Temporary Use Policy for FACIItIes .......cceoiiririiiiiiiiiinicccece e 9800

X



