Advance Cyber Charter School
BOARD MEETING
Pursuant to the Pennsylvania Open Meeting Laws, notice is hereby given to the members of the
Advance Cyber Charter School Board and the general public that the Board will hold a meeting open to the
public on:

Date and Time:
Friday, September 4, 2015 at 12:00 p.m.

Held via teleconference

Below is an agenda of all items scheduled to be considered. Unless otherwise stated, items may be
taken out of the order presented on the agenda at the discretion of the Chair.

Reasonable efforts will be made to assist and accommodate persons with a disability. Please contact
David Taylor at 717-649-6980.

AGENDA
I.  Callto Order and Roll Call — D. Taylor

Il.  Routine Business - D. Taylor
a. Approval of Agenda

ll. Oral Reports

a. Overview of Charter Application Process and Timeline — D. Taylor
b. Introduction of Board Counsel Candidate, Patricia Hennessy — D. Taylor
c. Overview of Charter Choices Services — D. Taylor

V. Action ltems

a.

b.
C.
d

Approval of Appointment of Founding Board Members — D. Taylor

Approval of Election of Board Officers — D. Taylor

Approval of Organizational Resolutions (attached) — D. Taylor

Approval of the Board President to Submit Charter Application and All Other Charter Related
Correspondence on Behalf of the Board — D. Taylor

Approval of Board President to Negotiate, Finalize and Execute an Agreement with Board
Counsel - D. Taylor

Approval of Board Designee to Finalize a Statement of Agreement with Connections Academy of
Pennsylvania, LLC for Future Consideration by the Board — D. Taylor

Approval of Letter of Intent for a School Facility and Board Designee to Work on Facility Matters
(attached) — D. Taylor

V. Information Items

a.

Legislative Update — D. Taylor

V1. Adjournment and Confirmation of Next Meeting

1 of 86



ORGANIZATIONAL RESOLUTIONS
OF THE BOARD OF DIRECTORS OF THE
ADVANCE CYBER CHARTER SCHOOL

RATIFICATION OF INCORPORATION

The Directors, having been advised that the Articles of Incorporation of Advance Cyber Charter
School were filed in the office of the Secretary of State of Pennsylvania on

RESOLVED, that the Directors have reviewed and hereby ratify the Articles of
Incorporation that were filed in the office of the Secretary of State of North Carolina and attached
hereto as Exhibit A; and

RESOLVED FURTHER, that the Secretary of the Corporation is hereby instructed to
insert a true copy of the Articles of Incorporation, stamped with the date of filing, in the minute
book for the Corporation.

ByLAwsS

RESOLVED, that the Directors have reviewed and hereby approve the Bylaws attached
hereto as Exhibit B.

STATUS OF CORPORATION UNDER INTERNAL REVENUE CODE

RESOLVED, that the appropriate officers of the Corporation (or any of them) are
authorized to expand and refine the purposes of the Corporation as stated in the Articles of
Incorporation and are authorized to proceed with obtaining an Internal Revenue Service Letter of
Determination for Tax-Exempt Status.

FURTHER RESOLVED, that the Corporation shall operate and otherwise carry on its
activities as an exempt organization within the meaning of IRC § 501(c)(3); and

FURTHER RESOLVED, that the appropriate officers of the Corporation (or any of them)
shall be, and are, authorized, empowered, and directed to take all necessary or appropriate action,
including the execution of all necessary documents, to apply for and obtain exempt status
pursuant to IRC 8§ 501(c)(3).

ENGAGEMENT OF COUNSEL FOR 501C3 FILING

WHEREAS, the Board has considered possible counsels for filing for 501c3 designation
by the Corporation;

RESOLVED, that Procopio, Cory, Hargreaves & Savitch LLC is hereby appointed as the
corporation’s Counsel for the filing of an application for 501(c)(3) designation with the IRS.
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NUMBER AND ELECTION OF DIRECTORS

RESOLVED, that the Corporation shall have 6 voting directors, which number may be
increased by the Board of Directors via resolution of the Board of Directors; and

RESOLVED, that the following members are elected to the Board of Directors as voting
directors, their terms of office to commence immediately and continue until their successors are
duly elected and qualified.

Name
Gail Hawkins Bush
Paul Donecker
Joe Harford
Alexander Schuh
Kevin Shivers
David Taylor

ELECTION OF OFFICERS

RESOLVED, that the following persons shall be, and are, elected to serve as officers of
the Corporation, to hold the following office or offices until the next Annual Meeting of the
Board of Directors, until their earlier resignation or removal, or until their successor is chosen and
shall qualify:

Office Name
President
Treasurer
Secretary

ESTABLISHMENT OF BOARD GOVERNANCE AND ADMINISTRATIVE POLICY MANUAL
RESOLVED, that the Board has reviewed and hereby approve the establishment of the

Board Governance and Administrative Policy manual attached hereto as Exhibit C, which may
be amended from time to time.
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AUTHORIZATION FOR OPENING BANK ACCOUNT

RESOLVED, that the President or Treasurer of the Corporation shall be, and are,
authorized to open a bank account or accounts at a federally insured state or federally chartered
bank and one or more of its branches, in the name of, and on behalf of, the Corporation, for the
deposit of funds belonging to the Corporation; and

RESOLVED FURTHER, that the President and Treasurer are authorized to sign on behalf
of the Corporation as described in the preceding resolution, unless changed by a future resolution
of the Board of Directors.

RESOLVED FURTHER, that the Board of Directors unanimously adopts the form of
resolutions of that Bank (as completed) which appear in the Certification, which is hereby ordered
to be inserted in the appropriate place in the Minute Book of the Corporation.

CONTRACTS

RESOLVED, that all contracts and agreements of this Corporation, including, but not
limited to, accounts payable, promissory notes, drafts and other negotiable instruments, trust
deeds, mortgages, deeds, leases, and all other documents and instruments, shall be executed,
entered into, or signed on behalf of the Corporation by the President or by a designated member
of the Corporation’s Board of Directors; however, in the event of the death, disability, incapacity
or temporary unavailability of the aforementioned persons, the Secretary may sign on behalf of
the Corporation.

ACCOUNTING YEAR

WHEREAS, the Board has considered the issue of an appropriate accounting year for the
corporation; and

WHEREAS, it is deemed to be in the best interests of the corporation to have an
accounting year which ends on June 30 of each year;

RESOLVED, that the accounting year of this corporation shall end on June 30 of each
year.

AGENT FOR SERVICE OF PROCESS
WHEREAS, the Board has considered possible agents for service of process;
RESOLVED, that Corporation Service Company is hereby appointed as the corporation’s

agent for the purpose of accepting service of process on the corporation, and (s)he shall serve as
such agent until (s)he resigns or a new agent for service of process is designated by the Board.
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PRE-INCORPORATION EXPENSES AND PAYMENTS

RESOLVED, that certain expenses and payments for capital assets, including the legal
cost of incorporation, have been incurred in the formation of this Corporation and the Corporation
will pay said expenses and reimburse those persons who have paid any such expenses and
payments from their own funds; and

RESOLVED FURTHER, that the President be directed to pay the expenses incurred in the

incorporation and organization of this Corporation, including reimbursing the officers and
directors who have paid any such expenses.
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INSURANCE MATTERS

RESOLVED, that the President is hereby authorized to review and obtain appropriate
Directors and Officers Liability Insurance policies and other such policies as may be necessary
for the Corporation and to select an agent/broker for purposes of the same; and

RESOLVED FURTHER, that the individual directors of the corporation are hereby
authorized to provide all information necessary to obtain an appropriate Directors and Officers
Liability Insurance policy.

EMPLOYER IDENTIFICATION NUMBER

WHEREAS, the Board believes that it is in the corporation’s best interests to obtain a
federal employer identification number;

RESOLVED, that the corporation’s officers are authorized and directed to make such
filings and applications as are necessary to secure for the corporation a federal employer
identification number.

GENERAL AUTHORIZATION

WHEREAS, the Board desires that the officers of this corporation effectuate all of the
foregoing resolutions;

RESOLVED, that any one or more officers of this corporation be, and hereby are,
authorized and directed, on behalf of this corporation, to execute and deliver all such documents
and to take all such actions as they may deem necessary or appropriate in order to carry out and
accomplish all of the purposes of these resolutions, and that any actions taken by officers or staff
of the corporation prior to the date of this resolution in order to carry out and accomplish all the
purposes of these resolutions is hereby ratified and confirmed.

EFFeECTIVE DATE OF RESOLUTIONS ADOPTED AT ORGANIZATIONAL MEETING

The Secretary of this corporation is hereby directed to file these resolutions adopted hereby with
the minutes of the proceedings of the Board of Directors.

I, , as Secretary of the Advance Cyber Charter School, do hereby certify the
foregoing to be the minutes of the organizational meeting of said corporation, held on the 4™ day
of September, 2015.

Secretary
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EXHIBIT A
ARTICLES OF INCORPORATION

OF
ADVANCE CYBER CHARTER SCHOOL
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PENNSYLVANIA DEPARTMENT OF STATE

BUREAU OF CORPORATIONS AND CHARITABLE ORGANIZATIONS

[¥]Return document by mail to:
David Taylor

Name
3715 Roundtop Road

Address
Elizabethtown PA 17022

City State Zip Code

[IReturn document by email to: _taylor@pamanufacturers.ogy

Articles of Incorporation-Nonprofit
DSCB:15-5306/7102
(rev. 7/2015)

5306

Read all instructions prior to completing. This form may be submitted online at https://www.corporations.pa.gov/.

Fee: $125

Check one: Domestic Nonprofit Corporation (§ 5306)

[J Nonprofit Cooperative Corporation (§ 7102)

In compliance with the requirements of the applicable provisions (relating to articles of incorporation or
cooperative corporations generally), the undersigned, desiring to incorporate a nonprofit/nonprofit cooperative

corporation, hereby state(s) that:

1. The name of the corporation is:
Advance Cyber Charter School

2. Complete part (a) or (b) — not both:

(post office box alone is not acceptable)

(a) The address of this corporation’s current registered office in this Commonwealth is:

Corporation Service Company, 2595 Interstate Drive, Suite 103, Harrisburg, PA 17110 Dauphin County

Number and Street City

clo:

State Zip County

(b) The name of this corporation’s commercial registered office provider and the county of venue is:

Name of Commercial Registered Office Provider

County

pUrpoSe Or PUrposes.

3. The corporation is incorporated under the Nonprofit Corporation Law of 1988 for the following

Including but not limited to promoting, supporting and representing the interests of, and operating a

charter school in the Commonwealth of Pennsylvania.

4. The corporation does not contemplate pecuniary gain or profit, incidental or otherwise.

5. Check and complete one: [“1The corporation is organized on a nonstock basis.

[JThe corporation is organized on a stock share basis and the aggregate
number of shares authorized is
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DSCB:15-5306/7102-2

6. For unincorporated association incorporating as a nonprofit corporation only. Check if applicable:
The incorporators constitute a majority of the members of the committee authorized to
incorporate such association by the requisite vote required by the organic law of the
association for the amendment of such organic law.

7. For Nonprofit Corporation Only:

Check one: ¥ The corporation shall have no members.
The corporation shall have members.

8. For Nonprofit Cooperative Corporation Only:

Check and complete one:
_ The corporation is a cooperative corporation and the common bond of membership among its
members is: .
__ The corporation is a cooperative corporation and the common bond of membership among its
shareholders is:

9. The name(s) and address(es) of each incorporator(s) is (are) (all incorporators must sign below):

Name(s) Address(es)

David N. Taylor 3715 Roundtop Road, Elizabethtown, PA 17022

10. The specified effective date, if anys, is:

month day year hour, if any

11. Additional provisions of the articles, if any, attach an 8% x 11 sheet.

IN TESTIMONY WHEREOQF, the incorporator(s)
has/have signed these Articles of Incorporation this

day of August , 2015

Signature

Signature

Signature
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RIDER TO
ARTICLES OF INCORPORTION
OF
ADVANCE CYBER CHARTER SCHOOL

Advance Cyber Charter School elects to include the following optional language in
these articles of incorporation.

ARTICLE I
PURPOSES

a) The organization is organized exclusively for charitable, religious, educational,
and/or scientific purposes under section 501(c)(3) of the Internal Revenue Code of
1986, as amended, and for the purpose of engaging in any lawful act or activity not
for pecuniary profit for which not-for-profit corporations may be organized, so far as
is or may be permitted by the laws of the Commonwealth of Pennsylvania and
Section 501(c)(3) of the Internal Revenue Code of 1986, as amended. The
Corporation shall not engage in any business of a kind ordinarily carried on for profit
and nothing in these Articles of Incorporation or in the Bylaws of the Corporation
shall authorize the Corporation to, and the Corporation shall not, enter any
transaction, carry on any activity, or engage in any business for pecuniary profit, and
any income received by the Corporation shall be applied only to the nonprofit
purposes and objectives of the Corporation set forth herein.

b) In the event of the dissolution of the Corporation, the Board of Directors shall,
after paying or making provision for the payment of all of the liabilities of the
Corporation, distribute all of the assets of the Corporation exclusively to one or more
organizations then described in IRC Sections 170(c)(2), 501(c)(3), 2055 (a)(2) and
2522 (a)(2) having purposes substantially similar to those of the Corporation (except
that no private foundation as defined by IRC Section 509(a) shall be a recipient) or to
one or more units or agencies of federal, state or local government to be used
exclusively for public purposes, as the Board of Directors shall determine. Any of
such assets not so distributed shall be distributed to one or more of such organizations
as determined by the highest court of the county in which the principal office of the
Corporation is then located.

c) No part of the net earnings of the organization shall inure to the benefit of, or be
distributable to its members, trustees, officers or other private persons, except that the
organization shall be authorized and empowered to pay reasonable compensation for
services rendered and to make payments and distributions in furtherance of the
purposes set forth in the purpose clause hereof. No substantial part of the activities of
the organization shall be the carrying on of propaganda, or otherwise attempting to
influence legislation, and the organization shall not participate in, or intervene in
(including the publishing or distribution of statements) any political campaign on
behalf of any candidate for public office. Notwithstanding any other provision of this
document, the organization shall not carry on any other activities not permitted to be
carried on (a) by an organization exempt from federal income tax under section
501(c)(3) of the Internal Revenue Code, as amended, or corresponding section of any
future federal tax code, or (b) by an organization, contributions which are deductib{®°’



under section 170(c)(2) of the Internal Revenue Code, or corresponding section of
any future federal tax code.

ARTICLE Il
BOARD OF DIRECTORS

The affairs of the Corporation shall be managed by a Board of Directors consisting at
least three (3) members which shall be constituted and have such powers as provided
for in the Bylaws.

ARTICLE IV
TERM OF EXISTENCE

The term for which this Corporation shall exist shall be perpetual unless dissolved
according to law.

ARTICLE V
BYLAWS

The initial Board of Directors of the Corporation shall adopt Bylaws consistent with
these Articles of Incorporation. Thereafter, the Bylaws may be altered or rescinded
by the Board of Directors in the manner provided by such Bylaws.

ARTICLE VI
AMENDMENT

The Corporation reserves the right to alter, amend or repeal any provisions
contained in these Articles of Incorporation, or any amendment thereto, according to law.

11 of 86



DSCB:15-5306/7102 - Instructions

Pennsylvania Department of State
Bureau of Corporations and Charitable Organizations
P.O. Box 8722
Harrisburg, PA 17105-8722
(717) 787-1057
web site: www.dos.pa.gov/corps

Instructions for Completion of Form — (Articles of Incorporation—Nonprofit):

A. Typewritten is preferred. If handwritten, the form shall be legible and completed in black or blue-black ink in order to
permit reproduction. The nonrefundable filing fee for this form is $125 made payable to the Department of State.
Checks must contain a commercially pre-printed name and address.

Enter the name and mailing address to which any correspondence regarding this filing should be sent. This field must be
completed for the Bureau to return the filing. If the filing is to be returned by email, an email address must be provided. An
email will be sent to address provided, containing a link and instructions on how a copy of the filed document or
correspondence may be downloaded. Any email or mailing addresses provided on this form will become part of the filed
document and therefore public record.

B. Under 15 Pa.C.S. § 135(c) (relating to addresses) an actual street or rural route box number must be used as an address,
and the Department of State is required to refuse to receive or file any document that sets forth only a post office box
address.

C. The following, in addition to the filing fee, shall accompany this form:
(1) One copy of a completed form DSCB:15-134A (Docketing Statement).
(2) Any necessary copies of form DSCB:19-17.2 (Consent to Appropriation of Name).
(3) Any necessary governmental approvals.

D. For Domestic Nonprofit Corporation Only: For general instructions relating to the incorporation of nonprofit
corporations see 19 Pa. Code Ch. 41 (relating to nonprofit corporations generally). These instructions relate to such
matters as corporate name, stated purposes, term of existence, authorized share structure, inclusion of names of first
directors in the Articles of Incorporation, provisions on incorporation of unincorporated associations, etc.

E. For Nonprofit Cooperative Corporation Only: For general instructions relating to the incorporation of cooperative
corporations see 19 Pa. Code Ch. 51 (relating to cooperative corporations). Under 15 Pa.C.S. § 7103 (relating to use
of term “cooperative” in corporate name) the corporate name in Paragraph 1 must, unless otherwise provided by
statute, contain one of the terms “cooperative” or “coop.” See 19 Pa. Code § 17.7 (relating to cooperative names).
See also the general instructions relating to the incorporation of nonprofit corporations, 19 Pa. Code Ch. 41 (relating
to nonprofit corporations generally). These instructions relate to such matters as corporate name, stated purposes,
term of existence, authorized share structure, inclusion of names of first directors in the Articles of Incorporation,
provisions on incorporation of unincorporated associations, etc.

Under 15 Pa.C.S. § 7102(a) the articles of the corporation must set forth a common bond of membership among its
members or shareholders by reason of occupation, residence or otherwise.

F. One or more corporations or natural persons of full age may incorporate a nonprofit/nonprofit cooperative corporation.

G. Per 15 Pa.C.S. § 5307 (relating to advertisement), the incorporators shall advertise their intention to file or the
corporation shall advertise the filing of articles of incorporation. Proofs of publication of such advertising should not
be submitted to, and will not be received by or filed in, the Department, but should be filed with the minutes of the

corporation.

H. This form and all accompanying documents shall be mailed to the address stated above.
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DSCB:15-5306/7102 - Instructions

NONPROFIT CORPORATIONS ONLY

Pursuant to 15 Pa.C.S. § 5110, a nonprofit corporation is required to annually notify the Department of State of any
change of its officers. If no change of officers has occurred since the last report, the report need not be filed. These
annual reports are submitted on form DSCB:15-5110 (Annual Statement-Nonprofit Corporation). No fee is required for
this filing.

Please forward annual report to the Department of State, Bureau of Corporations and Charitable Organizations, P.O.
Box 8722, Harrisburg, PA 17105-8722.

ADDITIONAL INFORMATION REGARDING NONPROFIT CORPORATIONS

Nonprofit corporations that solicit funds from citizens of the Commonwealth of Pennsylvania must register with the
Bureau of Corporations and Charitable Organizations of the Department of State, unless exempt from registration
requirements. Please contact the Bureau of Corporations and Charitable Organizations at 207 North Office Building,
Harrisburg, PA 17120, (717) 783-1720 or 1-800-732-0999 within Pennsylvania, for more information on registration.

Pennsylvania sales tax exempt status may be obtained from the Department of Revenue, Registration Division,
Exemption Unit, Department 280901, Harrisburg, PA 17128-0901. Any other type of exempt status may be obtained or

explained by contacting your local Federal Internal Revenue Service.

Please be advised that the date and signature of the Secretary of the Commonwealth indicate the filing in the
Department of State. NO CERTIFICATE OF INCORPORATION IS ISSUED for nonprofit corporations.
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ExHIBITB
BYLAWS

OF
ADVANCE CYBER CHARTER SCHOOL
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ExHIBITC
BOARD GOVERNANCE AND ADMINISTRATIVE POLICY MANUAL

OF
ADVANCE CYBER CHARTER SCHOOL
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DRAFT FOR BOARD REVIEW

Board Governance and
Administrative Policy Manual

© 2015 Connections Academy®, LLC www.connectionsacademy.com
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BACKGROUND

The School is a non-profit educational institution dedicated to serving the public. The School
utilizes public funds in order to provide the best possible learning experience and help each
student maximize his or her potential, while meeting the highest performance standards. The
ability of the School to reach its goals depends, in large part, on effective governance by the
School’s Board of Directors (hereinafter referred to as “Board”). Effective governance entails
providing the School with objective oversight and assistance in guarding the public investment in
the School.

The Board will operate according to the “Policy Board” model of governance. As a Policy
Board, the Board will observe several basic tenets: it will exercise its authority with one voice
and will not require the School to respond to individual Board members; it will work on behalf
of the community stakeholders of the School; it will determine objectives for the School and
hold the School Administration accountable for achieving those objectives; it will ensure the
delivery of a high-quality School in return for the public’s investment; and it will provide the
School Administration with the means to manage the School independently and effectively.

The policies contained within this Board Governance and Administrative Policy Manual will
provide the fundamental principles underlying actions taken by the Board and Administration.
These policies are intended to be reviewed on an annual basis and amended on an as needed
basis. Violations of these Policies by Board members may result in removal from the Board
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ACCESS TO PUBLIC RECORDS

\ Date of Approval: \

Purpose

The School abides by state and federal public records and open meetings laws, to the extent
applicable, and makes every effort to provide access to public records as appropriate. The policy
sets out the procedures to be followed in response to a request for public records from the
School.

Policy

The business of the Board is discussed and decisions are made in accordance with the Open
Meeting Law. The official minutes of the Board, its written policies, its financial records and all
other public records, except for those which are confidential, privileged, subject to a right of
privacy or otherwise exempt from disclosure, are open for inspection in the School’s
administrative office during the hours when the administrative office is open. However, if the
records are not readily accessible or if portions of the records must be redacted in order to protect
exempt material, the School shall determine the reasonable period of time, or as otherwise
provided in the state law, needed to perform these functions and inform the requestor in writing
of the date and time after which the records will be available for inspection. The release of
school-wide information is coordinated by the School’s Records Custodian. The School will
comply with the state and federal laws, including the Family Educational Rights and Privacy
Act, (“FERPA”) and the School’s Confidentiality Policy, in releasing records.

Procedure

On receipt of a record request, the School may ask but shall not require the identity of an
individual requesting information and the reason the information is sought to be in writing by
completing a Public Records Request Form. The School shall also inform the requestor that
providing such information in writing enhances the School’s ability to identify and locate the
records requested.

Any individual who seeks to obtain or inspect a copy of a public record may request that the
record be duplicated on paper, on the same medium on which the record is kept or any other
medium that the School Records Custodian deems reasonable. Records in an electronic format
shall be made available in electronic format upon request, consistent with applicable law. Where
necessary to assist a member of the public in making a focused and effective request that
reasonably describes an identifiable record or records, the School shall, to the extent reasonable
under the circumstances, assist the member of the public in identifying records and information
that are responsive to the request and the purpose of the request, if stated, and describe the
information technology and physical location in which the records exist.

Individual student records and other confidential records protected by state or federal law may
not be released for inspection unless such inspection is allowed pursuant to applicable law. In
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general, the School may not disclose personally identifiable information from student records
without prior signed and dated written consent from a parent or eligible student. Student
information deemed *“directory information” pursuant to FERPA may be released without
consent under certain circumstances. However, student directory information is only released
pursuant to the School’s administrative regulations governing release of such information and
applicable law. Student directory information is not released when parents/guardians/students
affirmatively withdraw in writing consent to release such information. Student records that
consist of personally identifiable information generally are exempt from disclosure.

All records provided in response to a public records request will be made available in a
reasonable period of time and within the maximum time periods allowed by law, inclusive of any
extensions. Upon receiving a request for a copy of records, the School shall determine, whether
the request in whole or in part seeks copies of disclosable public records in the possession of the
agency and shall promptly and within the time permitted by law notify the person making of the
request of the determination and the reasons therefore. If a public records request is denied in
whole or in part, the School shall provide a written explanation with the legal authority for the
denial of the request and the name and title or position of each person responsible for such
determination, where required by law.

The School’s Records Custodian may transmit the requested records by mail or by other means
of delivery request, if the method requested is reasonably available. The School’s Record
Custodian may also make the records available for pick-up at the School’s administrative office.

Where permitted by law, a fee may be charged for copies which may not exceed, except in the
case of certain electronic records, the direct costs of duplication. Where required by law the
school will maintain a list of the fees that it charges at each office where public records are
provided and post at that office in a conspicuous place, a sign or notice that states: the fee
charged to provide a copy of the public record; or, the location at which a list of each fee charged
may be obtained. The direct cost of duplication does not include staff time spent researching,
retrieving and mailing the record. The School may require that the fee for copies and/or delivery,
if requested, be paid in advance.

The School’s public records policy shall be posted in a conspicuous location in the School’s
administrative office and on the public website. The policy is distributed to the School’s Records
Custodian and receipt of the policy by the custodian is acknowledged. A copy of the records
retention policy will be maintained and readily available to the public in the School’s
administrative office.

Related Documents
Record Retention Policy

Confidentiality Policy
Records Request Form
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Public Records Request Form

Complete and submit this form by fax or mail to the address shown above to request public records from

Connections Academy. After receiving your request, we will contact you within five (5) days to
confirm receipt of your request, advise you whether the records are available for public inspection and, if so, when,
and let you know as permitted by law if the School will be charging and how much the requested records will cost if
you desire that copies be made. All payment must be submitted by mail using a check payable to
Connections Academy.” Please write “Records Request” in the notes line of your check.

Requestor Information

Name Organization (optional)
Street Address City State Zip Code
() () (D) ()
Home Phone Work Phone Cell Phone Fax E-mail Address
Preferred method to contact you (check one): [] Home Phone [] work Phone [] Cell Phone

[] Fax ] E-mail

Records Request Information

Indicate below the address to which the requested records should be mailed, if different from the address listed
above. Records may be made available for pick-up at the School’s administrative office upon request. Then, list the
records you are requesting along with a description of each. If you are requesting a record of meeting minutes,
please indicate the date of the meeting. Call the school to obtain a complete list of meeting dates. Copies of
records shall be made promptly available upon payment of fees covering direct costs of duplication, plus postage or
other delivery charge if such delivery is requested.

Address where records should be mailed: [ Check here if name and address are the same as those listed above.
Name Organization (optional)

Street Address City State Zip Code
Record Type Description of Record (for meeting minutes, indicate meeting dates)

For Office Use Only (Attach a copy of the check to this form when it is received.)

Date Request Received Date Request Reviewed Date Payment Received Date Records Mailed Reviewer’s Name

Notes:

No of Request Type No of Photocopies Total Cost of Request

© 2015 Connections Academy®, LLC
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BACKGROUND CLEARANCE FOR BOARD MEMBERS

\ Date of Approval: \

Purpose

The Board is committed to providing a safe environment for its students and the School
community, and to protecting the School’s funds, property, and other assets. This policy
promotes these goals by permitting the Board to make informed choices when recruiting new
Board members and protecting the School from potential liability that might result from
recruiting Board members without any background screening.

Policy
In addition to any required fingerprinting or other requirements under state law for Board

members, the School will conduct background checks prior to a new Board member being
appointed and every three (3) years thereafter.

Procedure

The Board will use Connections Academy’s” contracted background check vendor or another
Board approved vendor to conduct the following checks:

. State criminal checks for addresses over the last seven (7) years
. Educational credentials check
. Sex offender check or U.S. criminal indicator search

. State Child Abuse Clearance Check

Board members and Board member candidates (prior to official Board approval) will receive an
email communication from Connections Academy’s contracted background check vendor in
order to authorize performance of the background check and to submit information required to
process the background check. The Board member candidate shall cooperate as may be
necessary to obtain any clearances. The background check will be performed at the expense of
the School. Failure or refusal by Board candidates to complete the Background Check Clearance
Form shall constitute grounds for denial of approval. All background checks are required to
report that there are no findings that would prevent the individual screened from performing the
duties of a Board member and that the candidate or Board member meets the required
qualifications set forth for members of the Board. Where there is a finding that would indicate a
candidate or Board member may not meet these standards, the information will be provided by
the individual authorized to conduct the background check (Human Resources employee if being
conducted by Connections Academy’s contracted vendor) directly to Board Counsel to
determine whether the candidate can be approved as a Board Director despite the finding or that
the Board member’s office may be declared vacant. If Board Counsel determines that the

! As referred to throughout, references to Connections Academy shall mean Connections Academy, LLC, the
educational management company contracted with, and/or its affiliates.

21 of 86



candidate cannot be approved as a Board Director or a Board member’s office may be declared
vacant, the Board shall do the following:

Provide oral, written, or electronic notice of the determination to the candidate or
member;

Provide the name, address, and telephone number of the vendor who performed the
background check to the candidate or member;

Inform the candidate or member that the vendor who performed the background check
did not make the determination and is unable to provide the candidate or member with
specific reasons why the determination was made;

Provide oral, written, or electronic notice of the candidate or member’s right to obtain a
free copy of the background check report from the vendor if requested in writing within
sixty (60) days of being notified of the determination;

Inform the candidate or member of his or her right to dispute the accuracy or
completeness in the background check report with the vendor who performed the
background check.

The background checks will be valid for three (3) years and will be reviewed at the annual
meeting. In the interim between checks, each Board member has an affirmative obligation to
inform the Board chair of any incident that would compromise a clean background check and/or
would indicate that the Board member does not meet the qualifications set forth for members of
the Board. In the event a candidate or member is successful in disputing the accuracy or
completeness of the background check, the candidate or member may request that the Board
order another background check to reevaluate the candidate or member’s fitness to serve as a
member of the Board. The Board may, at its discretion, choose to comply with this request.

Related Documents

Background Check Clearance Form
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Para informacion en espanol, visite www.ftc.gov/credit o escribe a la FTC Consumer
Response Center, Room 130 -A 600 Pennsylvania Ave. N.W., Washington, D. C. 20580.

A Summary of Your Rights Under the Fair Credit Reporting Act

The federal Fair Credit Reporting Act (FCRA) promotes the accuracy, fairness, and
privacy of information in the files of consumer reporting agencies. There are many types of
consumer reporting agencies, including credit bureaus and specialty agencies (such as agencies
that sell information about check writing histories, medical records, and rental history records).
Here is a summary of your major rights under the FCRA. For more information, including
information about additional rights, go to www.ftc.gov/credit or write to: Consumer
Response Center, Room 130-A, Federal Trade Commission, 600 Pennsylvania Ave. N.W.,
Washington, D.C. 20580.

. You must be told if information in your file has been used against you. Anyone who
uses a credit report or another type of consumer report to deny your application for credit,
insurance, or employment — or to take another adverse action against you — must tell you,
and must give you the name, address, and phone number of the agency that provided the
information.

. You have the right to know what is in your file. You may request and obtain all the
information about you in the files of a consumer reporting agency (your “file
disclosure™). You will be required to provide proper identification, which may include
your Social Security number. In many cases, the disclosure will be free. You are entitled
to a free file disclosure if:

. a person has taken adverse action against you because of information in your
credit report;

. you are the victim of identify theft and place a fraud alert in your file;

. your file contains inaccurate information as a result of fraud;

. you are on public assistance;

. you are unemployed but expect to apply for employment within 60 days.

In addition, by September 2005 all consumers will be entitled to one free disclosure every 12
months upon request from each nationwide credit bureau and from nationwide specialty
consumer reporting agencies. See www.ftc.gov/credit for additional information.

. You have the right to ask for a credit score. Credit scores are numerical summaries of
your credit-worthiness based on information from credit bureaus. You may request a
credit score from consumer reporting agencies that create scores or distribute scores used
in residential real property loans, but you will have to pay for it. In some mortgage
transactions, you will receive credit score information for free from the mortgage lender.
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. You have the right to dispute incomplete or inaccurate information. If you identify
information in your file that is incomplete or inaccurate, and report it to the consumer
reporting agency, the agency must investigate unless your dispute is frivolous. See
www.ftc.gov/credit for an explanation of dispute procedures.

. Consumer reporting agencies must correct or delete inaccurate, incomplete, or
unverifiable information. Inaccurate, incomplete or unverifiable information must be
removed or corrected, usually within 30 days. However, a consumer reporting agency
may continue to report information it has verified as accurate.

. Consumer reporting agencies may not report outdated negative information. In most
cases, a consumer reporting agency may not report negative information that is more than
seven years old, or bankruptcies that are more than 10 years old.

. Access to your file is limited. A consumer reporting agency may provide information
about you only to people with a valid need -- usually to consider an application with a
creditor, insurer, employer, landlord, or other business. The FCRA specifies those with a
valid need for access.

. You must give your consent for reports to be provided to employers. A consumer
reporting agency may not give out information about you to your employer, or a potential
employer, without your written consent given to the employer. Written consent generally
is not required in the trucking industry. For more information, go to www.ftc.gov/credit.

. You may limit “prescreened” offers of credit and insurance you get based on
information in your credit report. Unsolicited “prescreened” offers for credit and
insurance must include a toll-free phone number you can call if you choose to remove
your name and address from the lists these offers are based on. You may opt-out with the
nationwide credit bureaus at 1-888-5-OPTOUT (1-888-567-8688).

. You may seek damages from violators. If a consumer reporting agency, or, in some
cases, a user of consumer reports or a furnisher of information to a consumer reporting
agency violates the FCRA, you may be able to sue in state or federal court.

. Identity theft victims and active duty military personnel have additional rights. For
more information, visit www.ftc.gov/credit.

States may enforce the FCRA, and many states have their own consumer reporting laws. In
some cases, you may have more rights under state law. For more information, contact your
state or local consumer protection agency or your state Attorney General. Federal
enforcers are:
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TYPE OF BUSINESS:

CONTACT:

Consumer reporting agencies, creditors and others not
listed below

Federal Trade Commission: Consumer Response Center —
FCRA Washington, DC 20580 877-382-4357

National banks, federal branches/agencies of foreign
banks (word “National” or initials “N.A.” appear in or
after bank’s name)

Office of the Comptroller of the Currency
Compliance Management, Mail Stop 6-6
Washington, DC 20219 800-613-6743

Federal Reserve System member banks (except national
banks, and federal branches/agencies of foreign banks)

Federal Reserve Board
Division of Consumer & Community Affairs
Washington, DC 20551 202-452-3693

Savings associations and federally chartered savings
banks (word “Federal” or initials “F.S.B.” appear in
federal institution’s name)

Office of Thrift Supervision
Consumer Complaints

Washington, DC 20552 800-842-6929

Federal credit unions (words “Federal Credit Union”
appear in institution’s name)

National Credit Union Administration
1775 Duke Street

Alexandria, VA 22314 703-519-4600

State-chartered banks that are not members of the
Federal Reserve System

Federal Deposit Insurance Corporation
Consumer Response Center, 2345 Grand Avenue, Suite
100

Kansas City, Missouri 64108-2638 1-877-275-3342

Air, surface, or rail common carriers regulated by
former Civil Aeronautics Board or Interstate Commerce
Commission

Department of Transportation, Office of Financial
Management

Washington, DC 20590 202-366-1306

Activities subject to the Packers and Stockyards Act,
1921

Department of Agriculture Office of Deputy
Administrator — GIPSA

Washington, DC 20250 202-720-7051
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BOARD ATTENDANCE

\ Date of Approval: \

Purpose

Active involvement and participation of Board members is essential for effective governance of
the School. The Board cannot make any decisions or vote on any policy if a quorum is not
present at each meeting. This policy promotes active involvement and participation by requiring
regular attendance at Board meetings and providing procedures to deal with lapses in attendance.

Policy

Board members are expected to demonstrate their commitment to the School by regularly
attending Board meetings, except when prevented by unforeseeable events.

Procedure

The Board shall adopt a regular meeting schedule at the annual meeting, or soon thereafter, to
confirm the availability of Board members and provide notice to all Board members of the
meetings for the year. This schedule may be amended during the year to change dates, times,
days and/or hold additional special meetings.

A Board member who is unable to attend a Board Meeting must inform either the Board Chair or
the Board designee for logistics of the intended absence.

Participation via teleconference is equivalent to attendance at a regular meeting as allowable by
state law.

If the Board determines that the member has violated this policy, the Board shall take appropriate

corrective action, which depending on the circumstances may include removal of a member from
the Board.

Attendance requirements

A Board member who is absent for three (3) consecutive Board meetings, without notifying the
Chair or the Board designee for logistics as required, has violated this policy. A Board member
who is absent for four (4) consecutive Board meetings, notwithstanding notification to the Chair
or the Board designee for logistics has violated this policy.

Prospective members of the Board shall be provided with a copy of this Policy and asked to
commit to observing its terms.

Process

. The Board Chair shall monitor the attendance of each member and issue warnings
as appropriate.
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The Board Chair shall consult with a member who has violated this policy to
attempt to resolve the issue without removal of the member.

If the Board Chair is unable to resolve the issue, and the Board member wishes to
remain on the Board, the issue will be placed on the agenda for the next Board
meeting. The Board member of concern may address the entire Board, and the
Board will then decide what actions to take regarding that Board member’s future
membership on the Board.

If the Board decides that removal of the member is appropriate, the remaining
Board members will immediately begin the process to recruit a new Board
member. A member who has been removed under this policy may be considered
at a later date for appointment to the Board.

Related Documents

Bylaws
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BOARD DELEGATION POLICY

\ Date of Approval: \

Purpose

The Board is committed to efficiency of processes and often has Board members designated on
behalf of the Board to review and work with the School and Connections Academy, LLC? its
educational services provider, prior to Board consideration and approval of regularly and
annually approved items. Therefore, it is desirable for the Board to adopt a Board Delegation
policy though which default Board designees are established (“Board Designee”).

Policy

In addition to any responsibilities set out in the Bylaws, subject to the Open Meetings Laws, the
Board shall delegate additional specific tasks to individuals correlated to the position they are
serving in, specifically as an Officer or Parent Representative. This does not prevent other Board
members from volunteering to assist on these tasks, however this policy provides for a Board
Designee, where one has not been allocated. Any specific motions approved by the Board for a
Board Designee shall replace these automatic designations.

Procedure

At the appointment of an Officer position at the annual meeting, the Officer candidate will be
advised of the tasks to be performed as Board Designee, as part of this policy. The Parent
Representatives being appointed to the Board will also be informed of the tasks for which a
Parent Representative would be a Board Designee. At the relevant time, the Board Designee will
begin work on the matter and involve any other Board members who also desire to assist with
the specific matter, subject to the Open Meeting Law.

President

. Charter related matters, including but not limited to, Charter renewal and
amendments and related Charter matters on behalf of the Board.

. Renewals, amendments and other tasks related to the Professional Services
Agreement on behalf of the Board.

. Renewals, amendments and other matters related to a Sponsor Agreement.

. Board policy development.

. Member of the Recruitment Committee to recruit for additional or replacement
Board members as the need may arise.

. Execute contracts of over five thousand ($5,000) dollars.

. Signer on Bank Account.

2 Connections Academy LLC is the current educational services and products provider. This function would be
carried out by the new provider upon a change in the provider.
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Treasurer

Secretary

Liaison with Principal/Chief Executive Officer and Board Counsel.

Provide approvals on behalf of the Board for summer staffing decisions.
Complete, finalize and execute D&O Insurance Applications on behalf of the
Board.

Lease related matters, including but not limited to, Lease negotiation, renewals,
amendments, or any changes therewith on behalf of the Board.

Health Insurance renewals, including but not limited to, review of proposals,
negotiations, amendments or any changes therewith on behalf of the Board.

Upon approval of the engagement by the Board, sign the Board Counsel
engagement letter on behalf of the Board.

Budget related matters, including but not limited to, the development of the
annual draft budget, review of vendor invoices and review of detail documents
supporting the school’s financial condition.

Application for, renewal of and amendments to all grant matters on behalf of the
Board.

Upon acceptance of the Board, sign the Form 990 on behalf of the Board.

Upon approval of the engagement by the Board, sign the audit engagement letter
on behalf of the Board.

Signer on Bank Account.

Employee related documents including but not limited to the School Employee
Handbook.

Parent Representative

Student enrollment related documents, including but not limited to, the General
School Handbook, the State Specific Handbook and the annual enrollment
documents.

Related Documents

Bylaws
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CODE OF ETHICS

\ Date of Approval: \

Purpose

The Board is committed to its role of promoting the mission of the School, overseeing the
management of the School, and acting as guardian of the public trust by overseeing School
finances. In order to achieve these goals, members of the Board must maintain the highest level
of ethical conduct.

This policy establishes the standards of conduct the Board must meet in carrying out its
responsibilities to the School and the public.

Policy

The Board is morally and legally obligated to manage the School in the best interests of the
public and the School Community. The Board members must demonstrate professional ethical
behavior at all times in their responsibilities to the School, in their professional relationships with
each other, and in their professional service to the community, and will be required to adhere to
this code of ethics.

Board members shall comply with all laws, including those pertaining to ethics, and shall
faithfully promote the School’s interests, maintain confidentiality of information, carry out their
duties honestly, and adhere to all the other policies in the Board Governance and Administrative
Policy Manual.

Procedure
At all times Board members shall observe the following specific procedures:

. Be diligent, attend Board meetings, and devote sufficient time for adequate Board
meeting preparation.

. Maintain the confidentiality of private and or legally privileged information
acquired as a result of Board membership.

. Attend Board governance training and conferences when possible to improve the
member’s ability to serve the Board.

. Meet regularly to monitor the performance of management and the School as a
whole.
. Maintain the separation of duties and responsibilities between the Board and

School leadership to promote accountable and balanced decision-making.
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. Help ensure that the independent views of Board members receive due
consideration and weight.

. Work to provide stakeholders with accurate and balanced information regarding
the School’s performance, including financial and academic measures.

. Conduct regular self-assessments to ensure each member is contributing optimally
to the Board, and if the member’s contribution is lacking, pursue either training or
assistance to improve the member’s performance or seek the member’s

resignation.
. Help protect the School’s assets by considering risk management strategies.
. Ensure that financial and other personal interests do not conflict with the

member’s duty to the Board and the School.

If the Board determines that the member has violated this policy, the Board shall take appropriate
corrective action, which depending on the circumstances will include removal of a member from
the Board.

Related Documents

Delegation Policy

Conflict of Interest Policy
Confidentiality Policy

Attendance Policy

Gift Solicitation and Acceptance Policy
Bylaws
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CONFIDENTIALITY

\ Date of Approval: \

Purpose

The Board is committed to openness, transparency, and accountability. Its policies shall reflect
its desire to balance the release of information while ensuring the protection of individual
privacy, the effective management of the School, and compliance with relevant legislation. This
policy is intended to regulate the release of confidential information by Board members.

Policy

Board members shall not be permitted to release any confidential material obtained in the course
of their service as a Board member, unless such release is in accordance with the requirements of
applicable legislation, and is consistent with the Board’s policies on access to public records.

Procedures

The Board shall endeavor to explicitly mark on the document whether any or all of its minutes,
disclosures, or papers, or those of its sub-committees (not otherwise required by legislation,
regulation, or its rules to be made public) are confidential. However, the failure to mark a
document as confidential shall not waive the status of such document as confidential, privileged
or other otherwise exempt from disclosure. The Board may seek assistance from Board Counsel,
as needed, to review requests for disclosure.

Board members shall be deemed school officials under the Family Educational Rights and
Privacy Act (FERPA), however shall only have access to student records where there is a
legitimate educational interest. Board members shall be subject to FERPA provisions and shall
ensure they comply with FERPA provisions for any disclosures of student records to any third
parties.

On those occasions and for those documents and discussions that the Board elects not to make
public, Board members shall respect the confidentiality of those documents, and of any
discussions of the Board on those matters.

Notwithstanding the above, Board members are not authorized to speak on behalf of the School
unless the same has been authorized by a vote of the Board or specifically requested and or
reviewed by the School leadership. A Board member in receipt of a request for a public
document must refer such request to the School Records Custodian for response in accordance
with proper procedures.

In particular, Board members shall not

. disclose to any member of the public any confidential information acquired by
virtue of their position as a Board member, such as minutes of closed sessions at
which public access is not required by law;
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. disclose any privileged attorney-client communications;

. use any confidential information acquired by virtue of their position on the Board
for their personal financial or other benefit or for that of any other person;

. disclose to any member of the public any confidential information related to the
interests of individuals, groups or organizations acquired by virtue of their
position on the Board,

. make statements to the media in the name of the organization except after
coordinating all such efforts with the School leadership;

. permit any unauthorized person to inspect or have access to any confidential
documents or other information.

Failure to maintain confidentiality may constitute a breach of the Board member’s fiduciary
duties to the School.

The obligation to protect such confidential matters from disclosure continues even after the
individual Board member is no longer serving on the Board.

Unless otherwise restricted or required by law, or contract, the Board shall decide from time to
time whether any guests shall be permitted to attend any or all of its closed meetings. Where
appropriate, guests who the Board believes are necessary for the Board’s consideration of the
item or items to be considered may be admitted, subject to their undertaking to maintain
confidentiality.

Where appropriate and permissible by law, personally identifiable information about individuals
may be redacted from material before consideration by the Board.

It is the responsibility of the Board Chair, with guidance from Board counsel, to ensure that
Board materials are appropriately classified as confidential or open to release.

If the Board determines that the member has violated this policy, the Board shall take appropriate

corrective action, which depending on the circumstances may include removal of a member from
the Board.

Related Documents

Access to Public Records Policy
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CONFLICT OF INTEREST

\ Date of Approval: \

Purpose

The Board is committed to high standards of ethical conduct. The purpose of the policy is to
protect the School when it is contemplating entering into a transaction or arrangement that might
impermissibly benefit the private Financial Interest of an Officer or Director of the Board, and to
provide the Board with a procedure which, if observed, will allow a transaction or arrangement
to be treated as valid and binding even though Board Director has, or may have, a Conflict of
Interest with respect to the transaction.

Policy

The Board places great importance on making clear any existing or potential Conflicts of
Interest. All such Conflicts of Interest shall be declared by the member concerned and noted in
the minutes.

Definitions

“Board” means the members of the Board of Directors of the School or any Board committee
with Board-delegated powers that is considering the proposed transaction or arrangement.

“Compensation” means direct and indirect remuneration as well as gifts or favors that are
substantial in nature.

“Conflict of Interest” means an interest that is likely to impermissibly benefit the private interest
of a Board Director. Examples of a conflict of interest include (but are not limited to):
- When a Board member or his/her Immediate Family or business interests stands to gain
financially from any business dealings, programs, or services of the organization.
When a Board member offers to perform a professional service for the organization
When a Board member stands to gain personally or professionally from any insider
knowledge if that knowledge is used to personal advantage.
When a Board member has a role on the governing body of another organization, and the
activities of the other body might directly conflict or compete with the activities of the
School.

“Financial Interest” is an interest held by a person, either directly or indirectly, through business,
investment, or family, that falls into one or more of the following categories:
- an ownership or investment interest in any entity with which the School has a
transaction or arrangement, or
a compensation arrangement with the School or with any entity or individual with
which the School has a transaction or arrangement, or
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a potential ownership or investment interest in, or compensation arrangement with,
any entity or individual with which the School is negotiating a transaction or
arrangement.

A Financial Interest is not necessarily a Conflict of Interest. In general, a person with a
Financial Interest has a Conflict of Interest only if the Board decides that a Conflict of Interest
exists. However, under no circumstances may the School purchase anything from a Board
Director or lease a facility from a Board Director.

“Immediate Family” means spouse, children, parents, grandparents and grandchildren of Board
member.

“Interested Person” means any Director, Officer, or member of the Board who has a direct or
indirect Financial Interest.

Procedure

Duty to Disclose

In connection with any transaction or arrangement that might give rise to a Conflict of Interest,
an Interested Person must disclose the existence of his or her Financial Interest and must be
given the opportunity to disclose all material facts to the Board. The Interested Person must
make this disclosure at the start of the regularly scheduled Board meeting following discovery of
the Financial Interest; provided, however, that no action can be taken on such disclosure unless
the issue was identified in the posted agenda for the meeting where required by the Open
Meetings Law.

Determining Whether a Conflict of Interest EXists

After disclosure of the Financial Interest and all material facts, and after any discussion with the
Board, the interested Board member shall not participate in the discussions or vote on the matter.
The remaining Board members shall determine whether a Conflict of Interest exists.

Procedures for Addressing the Conflict of Interest

1. If the Board determines that a Financial Interest of a Board member constitutes a Conflict of
Interest, the Board Chair (or acting Board Chair if the sitting chair is the Interested Person) shall,
if appropriate, appoint a disinterested person or committee to investigate alternatives to the
proposed transaction or arrangement giving rise to the conflict of interest.

2 .After exercising due diligence, the Board shall determine whether it can obtain a more
advantageous transaction or arrangement with reasonable efforts from a person or entity that
would not give rise to a Conflict of Interest.

3. If a more advantageous transaction or arrangement is not reasonably attainable, and the

State’s Ethics Laws do not prohibit or invalidate the proposed transaction, the Board or
committee shall determine by a majority vote whether the proposed transaction or arrangement is
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in the School’s best interest, for its own benefit, and whether the transaction is fair and
reasonable to the School. Based on this determination, the Board shall decide whether to enter
into the proposed transaction or arrangement.

4. The Board shall make its determination using the Rebuttable Presumption Checklist
(Property) as a guide.

Violations of the Conflict of Interest Policy

1. If the Board or committee has reasonable cause to believe that a member has failed to disclose
an actual or possible Conflict of Interest, it shall inform the member of the basis for such belief
and afford the member an opportunity to explain the alleged failure to disclose.

2. If, after hearing the response of the member and making such further investigation as the
Board deems warranted under the circumstances, the Board determines that the member has in
fact failed to disclose an actual or possible Conflict of Interest, the Board shall take appropriate
corrective action.

Records of Proceedings

The minutes of the Board shall document the Conflict of Interest and contain:
the names of the persons who disclosed or otherwise were found to have a Financial
Interest giving rise to an actual or possible Conflict of Interest, the nature of the
Financial Interest, any action taken to determine whether a Conflict of Interest was
present, and the Board’s decision as to whether a Conflict of Interest in fact existed.
the names of the persons who were present for discussions and votes relating to the
transaction or arrangement, the content of the discussion, including any alternatives to
the proposed transaction or arrangement, and a record of any votes taken on the
subject.

Compensation

1. A voting member of the Board who receives direct or indirect compensation from the School
for services that are necessary for carrying out the School’s purposes (other than serving as a
Board Director), where this is permitted by law or not otherwise prohibited, is precluded from
participating in discussions or votes pertaining to that member’s compensation.

2. A voting member of any committee whose jurisdiction includes compensation matters and
who receives direct or indirect compensation from the School for services is precluded from
participating in discussions or votes pertaining to that member’s compensation.

3. When setting compensation for any individual, the Board committee with jurisdiction over

compensation matters shall set such compensation using the Rebuttable Presumption Checklist
(Compensation).
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4. No Board member is precluded from providing information to the Board of Directors or any
committee of the Board regarding member compensation.

Annual Statements

Each Director and member of the Board shall annually sign the Conflict of Interest
Disclosure Statement, which affirms that the Board member:

- has received a copy of the Conflict of Interest Policy,
has read and understands the Policy,
has agreed to comply with the Policy, and
understands that the School is a charitable organization and that in order to maintain
its federal tax exemption it must engage primarily in activities that accomplish one or
more of its tax-exempt purposes.

Periodic Review

The Board shall conduct periodic reviews to ensure that the School operates in a manner
consistent with its charitable purposes and does not engage in activities that could jeopardize its
status as an organization exempt from federal income tax.

The periodic reviews shall, at a minimum, address the following subjects:

- Whether compensation arrangements and benefits are reasonable and the result of
arm’s-length bargaining and do not result in inurement or impermissible private
benefit.

Whether partnership and joint venture arrangements and third party transactions
conform to written policies, are properly recorded, reflect reasonable payments for
goods and services, further the School’s charitable purposes, and do not result in
inurement or impermissible private benefit.

Whether agreements with employees and third-party payers further the School’s
charitable purposes and do not result in inurnment or impermissible private benefit.

In conducting the periodic reviews provided for above, the School may use outside
advisors. The use of outside advisors does not relieve the Board of its responsibility for ensuring
that periodic reviews are conducted.

Related Documents

Rebuttable Presumption Checklist (Property)
Rebuttable Presumption Checklist (Compensation)
Conflict of Interest Disclosure Statement

Bylaws
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Rebuttable Presumption Checklist (Compensation)

Interested Person:

Name:

Title / Position Description:

Terms of compensation arrangement:

Salary:

Bonus:

Deferred compensation:

Fringe benefits (excluding IRC 132 fringes and expense reimbursements under an
accountable plan):

Liability insurance premiums:

Foregone interest on loans:

Other:

Name of authorized body:

Date authorized body approved compensation arrangement:

Members of authorized body on date of approval:

moowp

Titles / Positions:
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10.

Background (education, experience, etc.):

moowp

Conflict of interest as to compensation arrangement:

moowp

Comparable Data:

A. Compensation paid by similar organizations for functionally comparable
positions:

B. Availability of similar services in geographic area:

C. Current compensation surveys compiled by independent firms:

D. Actual written offers from similar institutions:

E. Compensation data paid by three comparable organizations in similar
communities for similar services:

Documentation:

Description of records:

Date records were prepared:

Date records were approved by authorized body:
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Per records:

A. Terms of transaction approved:
B. Date reviewed and approved by authorized body as reasonable, accurate and
complete:

C. Members of authorized body present during debate:
i.
ii.
iii.

iv.
V.
D. Members of authorized body who voted on transaction:
i.
ii.
iii.
iv.
V.
E. Description of comparability data obtained and relied on by authorized body:
F. Description of how comparability data was obtained:
G. Description of any actions taken as to consideration of transaction by member of

authorized body who had a conflict of interest:

H. If value determined differs from comparability data, basis for determination:

For a non-fixed payment subject to a cap:

A. Date authorized body obtained comparability data that a fixed payment would be
reasonable compensation:

B. Amount of such fixed payment:

C. Maximum amount payable under contract (both fixed and non-fixed payments): __
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Rebuttable Presumption Checklist (Property)

Interested Person:

Name:

Title / Position Description:

Property to be transferred or used:

Description:

Location:

Name of authorized body:

Date authorized body approved property transfer:

Members of authorized body on date of approval:

mooOwp

Conflict of interest as to property transfer:

mooOwp

Comparable Data — Appraisals:

A Appraiser(s) name and address

B. Appraiser(s) qualifications:

C. Date(s) of appraisal(s):

D. Fair market value per appraisal(s):
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E.

Comparable Data — Offers received from open and competitive bidding:

Appraisal method(s) used (e.g., sales comparison, income analysis, replacement
costs, etc.):

Documentation:

Description of records:
Date records were prepared:

Date records were approved by authorized body:

Per records:

A

Terms of transaction approved:

Date reviewed and approved by authorized body as reasonable, accurate and
complete:

Members of authorized body present during debate:

i.
ii.
iii.
iv.
V.

Members of authorized body who voted on transaction:

i.
ii.
iii.
iv.
V.

Description of any actions taken as to consideration of transaction by member of
authorized body who had a conflict of interest:

If value determined differs from comparability data, basis for determination:
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CONFLICTS OF INTEREST DISCLOSURE STATEMENT

The School requires that members of the Governing Body (“Board”), officers, and
members of any Board committee, disclose Financial Interest that could lead to an actual or
apparent conflict of interest. This disclosure form is intended to implement the Conflicts of
Interest Policy’s annual disclosure requirement.

l. Disclosure.

A Name Of Responsible Person:
B. Capacity: Member of Board
Member of Board Committee

Officer

C. Have you, any of your Family Members, any entity in which you or a Family
Member has a Financial Interest engaged in any of the following transactions with the School in
the past year:

() provided services or property to the School in exchange for consideration;

YES NO

(i) had any direct or indirect interest in any transaction to which the School was or is
a party;
YES NO

(iii)  been or become indebted to pay money to the School (other than travel advances
or the like);

YES NO

(iv)  received, or become entitled to receive, directly or indirectly, any personal
benefits from the School or as a result of your relationship with the School, that in the aggregate
could be valued in excess of $50.00, that were not or will not be compensation directly related to
your duties to the School;

YES NO
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If yes, please describe the proceeding(s) and if a Family Member or entity is involved, the
identity of the Family Member or entity and your relationship with that person or entity:

D. Are you aware of any other events, transactions, arrangements or other situations
that have occurred or may occur in the future that you believe should be examined by the School
in accordance with the terms and intent of the School’s conflict of interest policy?

YES NO

If yes, please describe the situation(s) and if a Family Member or entity is involved, the identity
of the Family Member or related entity and your relationship with that person or entity:

I HERBY CONFIRM that I received a copy of the Conflicts of Interest Policy, read and
understand the policy, agree to comply with the policy, and understand that the School is a
charitable organization and that in order to maintain its federal tax exemption it must engage
primarily in activities that accomplish one or more of its tax-exempt purposes. | confirm that my
responses to the above questions are complete and accurate to the best of my information and
belief. | agree that if | become aware of any information that might indicate that this disclosure is
inaccurate or that I did not comply with the policy, | will notify the President of the Board or the
Treasurer immediately.

Signature Date
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DISPUTE RESOLUTION

\ Date of Approval: \

Purpose

The Board meeting is the final forum under School procedures for resolving disputes between
students, parents, staff, and others. This policy sets out the procedures for parties to follow in a
dispute, which has not been satisfactorily resolved through the initial resolution procedures
provided by the School, to ensure that all parties’ rights are protected.

Policy

The Board places great importance on its role as the final authority under School procedures for
any disputes brought forward by students, parents, staff, and other parties and strives to resolve
disputes in a manner that protects the interests of all stakeholders. Individuals desiring to address
the Board shall do so in compliance with the Public Comment Policy adopted by the Board.
Individuals bringing a dispute before the Board may be held personally liable for any libel,
slander, defamatory or other similar actions brought against the school and Board for any
statements made or documents presented regarding other individuals.

Procedure

As set out in the School Handbook, students, parents and members of the public have standing to
ask the Board to resolve issues that have not been satisfactorily resolved through the initial
resolution procedures provided by the School.

Any individual may present a dispute to the Board at a regularly scheduled Board meeting,
consistent with the terms of the Public Comment Policy and in accordance with the Open
Meetings Law requirements for placing items on an agenda for deliberation, consideration, or
taking any action. Parties to a dispute shall have the ability to have the hearing in a closed
session where permitted by the state Open Meeting Laws and otherwise set out in the charter and
state laws. Where held in open session, Parties will be reminded that the meeting is open to the
public and any information disclosed will be a public record.

Once a dispute has been presented, and as allowable pursuant to Open Meeting Laws, the Board
shall decide:

1. Whether the dispute presents an urgent matter that must be addressed as soon as
possible,
2. Whether the dispute should be referred to School leadership or a Board committee

for further steps, and

3. What other procedures the Board should follow to resolve the dispute.
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The Board will revisit the dispute at subsequent meetings until the matter has been resolved.

The party presenting the dispute will have an opportunity to submit written submissions and
documentation. If the dispute concerns a student, or if a student will provide personally
identifiable information in the course of the dispute resolution, the parent or student, as
applicable, must execute a Family Educational Rights and Privacy Act (FERPA) Rights Waiver
Form acknowledging the potential disclosure of student records and/or personally identifiable

information.
Related Documents
Family Educational Rights and Privacy Act (FERPA) Rights Waiver Form

Public Comment Policy
School Handbook
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Family Educational Rights and Privacy Act (FERPA) Rights Waiver Form

Student’s Name:

Item(s) of information to be released:
Personally identifiable records and FERPA protected student education records

Other

I hereby understand that the above records and information will be disclosed by school staff,
myself, and my student (whichever applicable) to the Board of Directors, guests and members of
the public during a meeting of the Board of Directors.

I understand that this is a public forum, minutes are kept of this meeting and in some cases the
meeting may be recorded, and that the above information may be released into the public by my
engaging the Board of Directors in the meeting in discussion on a specific matter related to
myself or my student (whichever applicable).

I hereby understand and agree to waive my or my student’s rights to the protection of the above
information.

Parent/Eligible Student Signature Date
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EXPENSE REIMBURSEMENT AND COMPENSATION

\ Date of Approval: \

Purpose

This policy establishes procedures for reimbursement of expenses incurred by Board members
on behalf of the School. These procedures will ensure that expenses are appropriately approved
and Board members are reimbursed fairly for all reasonable expenses they incur.

Policy

The School will reimburse its Board members for any reasonable and authorized expenses
incurred on behalf of the School or in the course of conducting School business. This policy
covers expenses for travel to and from Board meetings, as well as lodging, meal, and other
miscellaneous expenses incurred while conducting Board or School business. This
reimbursement is for approved costs incurred by the Board member and is not considered a gift.

All Board expenses other than those specifically mentioned and permitted above, and for
amounts over one hundred ($100) dollars will require Board approval.

Alcohol is not a reimbursable expense.

Other than reimbursement of expenses under this policy and permissible acceptance of gifts
under the Gift Acceptance Policy, Board members may not receive any reimbursement or other
compensation as a result of their position on the Board.

Procedure

1. Expense reports should be used to detail expenses. Expense reports should be
submitted no later than one month after the expenses are incurred. A School
designee will review and approve the expense report prior to submission for
payment.

2. Expense reports must be completed with the following guidelines in mind:

. Forms can be completed in ink or electronically

. Incorrect information must be crossed off and changes written clearly and
initialed. Reports with “white out” will not be accepted

. For mileage - list date, destination, and mileage. Use of a Board member’s
automobile will be reimbursed at the current applicable Internal Revenue
Service mileage rate.

. For Parking costs - substantiate by receipts, or indicate if parking meters
are utilized.
. For hotel expenses - provide a paid, itemized hotel receipt. Only the room

charges and any taxes paid should be indicated under the “hotel” expense
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heading. All other expenses listed on the hotel bill must be allocated to the
appropriate expense heading.

. For meal expenses - attach meal receipts to the expense report, in the order
of occurrence, and total meal charges for each day.

. Indicate if the expense is for a program (for example Board Training).

. Attach all receipts

. Signature of member requesting reimbursement (must contain signatures

rather than initials to confirm authenticity).

Sufficient documentation, including receipts, is required for all expenses. Receipts
must be attached to an 8 1/2 x 11” sheet of paper and numbered in the order of
occurrence. If a tear-off check stub is used as a receipt, the stub must reflect the
date, name of the business, and the amount charged. If no receipt is available, you
must indicate “NR” on the expense report. If you use a personal check, a copy of
the canceled check will serve as proof of payment.

Related Documents

Gift Acceptance Policy
Conflict of Interest Policy
Expense Reimbursement Form

Bylaws
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NAME:

BOARD EXPENSE REPORT

DEPARTMENT NAME:
DATE OF TRAVEL: e
Employee Expenses
Description, Purpose, and #mi, | Misage @ Alr, Rail Farking, Toll Ledging Meals and Dues and Shipping & | Telephone OMica Catering OTHER Toital
Duate Destination of Business 5 0450 | Auto Rental | Taxl Fare Entertain, | Subgcription | Postage Fax Supplies M. Daily
por mile Exponsos
000 50,00
0.00 S0.00
0.0 S0.00
0.0 50,00
0.00 000
0.0 50.00
0.00 50,00
0.0 S0.00
0.00 0.0
0.0 000
0.00 0.0
0.00 50,00
0.0 S0.00
0.00 0.0
000 50,00
0.00 0.0
000 50,00
0.00 S0.00
Total Distursed .00 S0.00 000 Se.00 S0.00 S0.00 000 F0.00 0.0 $0.00 $0.00 000
TOTAL EXPENSES 50.09
IEpranallnrls: |Pay to Employee I £0.00
i Diabe ) { EntertainmentMeals Other)
|Emploryee Date
|Manager: Dale
Ausdited by Dale
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FISCAL CONTROLS

\ Date of Approval: \

Purpose

The Board believes in implementing and following fiscal management practices to ensure that
the School’s funds are appropriately managed in order to support the School’s mission and avoid
any liability that could be attributed to the Board resulting from mismanagement.

Policy

School funds will be budgeted, accounted for, expended, and maintained in an appropriate
fashion and in accordance with Federal and State requirements. The following procedures have
been established to facilitate this.

Procedure
A. Budgets

Working with Connections Academy, LLC? its educational services provider, the
School’s Treasurer will coordinate the preparation of an annual operating budget with estimated
revenue and expenditures in the spring prior to May 1 for the following fiscal year, defined as the
twelve-month period ending June 30, unless otherwise required by law or other contract. The
Board shall plan to review and approve the budget prior to May 1 of each year. Connections
Academy, LLC will prepare a fiscal year forecast based upon updated assumptions before the
opening of the new School year. Approved annual operating budgets will be submitted to the all
appropriate entities required by law in the format required by statute and/or regulation and by
required deadlines.

Approved budgets will be used to monitor the financial activities of the year via the
monthly financial reports. In addition, Connections Academy, LLC, as necessary, will prepare
cash flow analysis, and budget projections, and budget revisions, for upcoming fiscal years for
review.

As part of the budget process, and/or at the time of hiring or increasing the compensation
of the Principal of the School, the Board will review a comparison of salaries for chief
executives (principal, director, administrator, etc.) at other similar schools and make a
determination, to be recorded in the minutes of the Board, that the proposed compensation is
reasonable.

® Connections Academy LLC is the current educational services provider. This function would be carried out by
the new provider upon a change in the provider.
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B. Controls, Budget, and Fiscal

The School will maintain the following principles in its ongoing fiscal management
practices to ensure that, (1) expenditures are authorized by and in accordance 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:

1. Segregation of Duties

The School will develop and maintain simple check request and purchase order forms to
document the authorization of non-payroll expenditures. These expenditures will primarily be
those expenditures not covered under the monthly invoice from Connections Academy, LLC.
The monthly invoices from Connections Academy, LLC will be approved and/or ratified by
action of the Board. All proposed expenditures must be approved by the Principal, who will
review to determine whether it is consistent with the Board-adopted budget, and sign the check
request form or approve the invoice. All check requests and purchase orders over One Thousand
($1,000) Dollars must be co-signed by two Board Members who have been approved as a
signatory on the School’s checking account. Payments for invoices for operational services
contracted by the School, and previously approved by the Board, including those for services
provided by Connections Academy, LLC, do not need to be countersigned.

All transactions will be posted on an electronic general ledger by a bookkeeper or
Treasurer until the school has a bookkeeper. This ledger will be maintained either with a local
contracted bookkeeper or Treasurer until the school has a bookkeeper, or with Connections
Academy, LLC. To ensure segregation of recording and authorization, the bookkeeper or
Treasurer may not co-sign check requests or purchase orders.

2. Banking Arrangements/Reconciliation

The School will maintain its accounts at a federally insured commercial bank or credit
union in the State of operation as approved by the Board in compliance with the respective state
law. Funds will be deposited in non-speculative accounts including federally insured savings or
checking accounts or invested in non-speculative federally backed instruments. For all funds, the
Board must appoint and approve all individuals authorized to sign checks in accordance with
these policies.

Bank statements from private banking institutions will be sent directly to the School’s
bookkeeper or Treasurer if none, for reconciliation. A report of the reconciliation will be
provided to the Board Treasurer on a monthly basis.

3. Purchasing Procedures

This section applies to purchases made by the School, and does not apply to purchases
made by Connections Academy, LLC pursuant to the Professional Services Agreement with the
School. All purchases over Five Thousand ($5,000) Dollars must include documentation of a
good faith effort to secure the lowest possible cost for comparable goods or services. The Chair
shall not approve purchase orders or check requests lacking such documentation and must
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comply with the School’s Procurement Policy. Documentation shall be attached to all check and
purchase order requests showing that at least two (2) vendors were contacted and such
documentation shall be maintained for three (3) years. If specialty goods are not available
through multiple vendors, documentation may include this information in lieu of a cost
comparison.

No public funds shall be expended for the purchase of alcoholic beverages.

The Principal or designee may purchase supplies, materials, equipment, and services up
to the amounts specified in the approved budget or per an approved Board action, while ensuring
the above procedures are followed

4. Record Keeping

Transaction ledgers, invoices, receipts, canceled/duplicate checks, attendance and
entitlement records, payroll records, and any other necessary fiscal documents will be maintained
by a local contracted bookkeeper or by Connections Academy, LLC, in accordance with state
law and as required in the professional services agreement signed by the School in a secure
location for at least seven (7) years as set out in the Records Retention Policy, 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.

5. Fixed Assets

The local contracted bookkeeper or Connections Academy, LLC shall establish and
maintain and regularly update a listing of all computers, equipment and furniture purchased by
the School of a value of over One Thousand ($1,000) Dollars. This list shall include the original
purchase price and date, a brief description, serial numbers, and other information appropriate for
documenting the School’s assets. The School shall maintain a segregated list of assets that were
purchased with non-public funds, where applicable.

6. Cash Collections

All incoming checks or cash will be verified and entered into a deposit log in accordance
with any internal control procedures developed by the school. All checks will be restrictively
endorsed promptly. Receipts will be issued upon request. When checks are taken for deposit, the
person taking the checks will sign a separate log with the date and total amount taken for deposit.
The deposit log will be provided to the person reviewing the bank statements for comparison
with the deposit record on the bank statements. All cash and checks will be kept locked in the
School office prior to deposit. Deposits should be made as soon as possible on receipt of checks
and/or cash and with a target of within twenty-four (24) hours of receipt.

7. Attendance Accounting

The Principal will establish and maintain an appropriate attendance accounting system to
ensure the School receives appropriate attendance credit. The annual audit will review actual
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attendance accounting records and practices to ensure compliance. The attendance accounting
practices will be in conformance with applicable state regulations.

8. Annual Audit

The Board shall annually contract for the services of an independent public accountant to
perform an annual fiscal audit in compliance with State law. The audit shall cover the business of
the School during the full fiscal year; be a financial audit conducted in accordance with generally
accepted auditing standards; and, include, but not be limited to, (1) an analysis of the School’s
compliance with applicable laws and regulations; (2) any recommendations for improvement by
the School; (3) any other comments deemed pertinent by the auditor, including the auditor’s
opinion regarding the financial statements; (4) an audit of the accuracy of the School’s financial
statements, (5) an audit of the School’s attendance accounting records, and (6) an audit of the
School’s internal controls practices. If the School receives over Five Hundred Thousand
($500,000) Dollars from federal sources, the audit shall be prepared in accordance with any
relevant Office of Management and Budget audit circulars. The audit shall be completed and
submitted to the Board for review at a public meeting as soon as reasonably possible following
the close of the fiscal year for which the audit is conducted and as mandated by state, charter or
other law. Copies of the Audit will also be forwarded to any entities or public agencies, as
required by the respective state’s Charter School law, the charter and state regulations.

The Audit engagement and review process may be conducted by the Board’s
Audit/Finance Committee on behalf of the Board.

9. Fiscal Reports

The following reports will be prepared for the School, maintained by Connections
Academy, LLC on a monthly basis, and reported to the Board and/or its Treasurer:

. Revenue and Expense Statement for the current fiscal year — showing actual
results for the months already past and forecasts for future months

. Balance Sheet

. Bank Reconciliation — listing all of the deposits and withdrawals for the period
under review with descriptive headings

. Accounts Payable Detail — showing the vendor name, the invoice amount, who

paid the invoice, and when; in addition, the Board Treasurer will receive a copy of
all invoices on this schedule

. Payroll Registers if applicable

. Connections Academy, LLC Invoices — showing the fees for the month, drawn off
of the revenue and expense statement and the accounts payable detail report

. Enrollment & Attendance Reports — showing the demographic makeup of the

students who have enrolled in the School as well as other related statistical data
10. Property and Liability Insurance

Connections Academy, LLC shall ensure that the School retains appropriate property and
liability insurance coverage in accordance with the respective state law. Board Directors and
Officers liability insurance shall also be obtained. Insurance will be kept in force at all times with
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any minimum limits as outlined in the charter, state law, and professional services agreement
between the School and Connections Academy, LLC.

11. Contract Signing Authority

Unless otherwise authorized or designated by the Board, all contracts entered into by the
School for a monetary amount over Five Thousand ($5,000) Dollars shall require the signature of
the President. Routine contracts for the operation of the School such as for field trips, state
testing proctors and testing sites, janitorial services etc. in a monetary amount of less than Two
Thousand (2,000) Dollars will be signed by the two signers. All orders for payment of money to
a member of the Board may only be drawn for travel expenses, or subsistence allowances.

12. Corporate Tax Returns

The Board will annually engage someone to prepare and submit the annual tax returns (Form
990) for the corporation. The Board (and/or the Audit/Finance Committee of the Board) will
annually review its policies and practices to be sure it is complying with any regulations or
requirements of the Internal Revenue Service. Prior to submission of the tax returns, the financial
consultants and/or staff of the school will review the tax returns for accuracy. Following
completion of a final draft of the tax returns, the Board will review and approve the returns at a
meeting prior to the submission deadline. Appropriate extensions may be filed when needed.
Typically, an annual extension from the November deadline to February is expected as the
annual audit has not been conducted prior to November 15. Other extensions may be filed if
necessary to allow for Board review of the tax returns prior to submission.

13. Petty Cash

At the direction of the Board, a petty cash fund, not to exceed Three Hundred ($300) Dollars,
may be established with an appropriate ledger to be reconciled monthly by the independent
bookkeeper or Treasurer, who shall not be authorized to expend petty cash.

Related Documents

Records Retention Policy
Board Designee Policy
Check Request Form
Purchase Order Form
Conflict of Interest Policy
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Check Request

Department;

Payes: Cate Requested
Address

City: State___ Zip Code $

Amount of Chack

Explanation - Use of Funds

| Date Required:

Budgeted?: I:l - D »

Handling:

1.5, Mail

Intercffice Mail

Call for Pickup ext#

.-

Federal Express *

I:l Ofher

* Your Depl will be charged for FedX Shipping

GL Account

Department (s) to Be Charged

Categary: Location:

Imvoice Attached? |:| |:|
Yes Mo

Please ablach supparling documenlalion

Requested By
Fhone # e Location:

Appraved By:

Diate Approvect

Approved By

Please forward Check Requests and
supporting documents directly to the
Accounts Payable Department.

Ciate Approved
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|Purchasing Department Use Only

PO Mo Cate Ordersd
Purchase Order Form
Date Localion: Ship To
Initiated By Phone & Address
Deparment #. Project ¥ City
Account # State Zip Code:
Date Required: Budgeted? Ij |:| Attn
[Any ASAP will be left 1o the buyer's discration.) Yes Mo
Reason for Purchase,; Vender Information
Mame:
Address:
Phone: Fa
Conlact
Part # Quantity Item Description Unit Price Total
g .
Subtotal ] &
Tax 3 -
Shipping
Total b
Approved By, Grade Level: Drate
Approved By Grade Level: Date

(Rafer o Purchasing Manual for Approval Lavels)
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GIFT SOLICITATION AND ACCEPTANCE

\ Date of Approval: \

Purpose

The Board is committed to high standards of ethical conduct. The acceptance of personal gifts of
significant value by Board members could expose the Board to a Conflict of Interest. The
purpose of this policy is to protect the Board from any possible Conflict of Interest or appearance
of impropriety by prohibiting Board members from soliciting or accepting personal gifts of
significant value.

Policy

Board members and their immediate family members (as defined in Conflict of Interest Policy)
are prohibited from soliciting or accepting any substantial personal gift offered as a result of the
member’s position on the Board. Unless otherwise prohibited by law, a Board member may
accept a personal gift if the value of the gift does not exceed fifty ($50) dollars. Multiple gifts
from a single source in any calendar year are prohibited if their aggregate value exceeds fifty
($50) dollars.

Procedure
Board

Unless prohibited by law, Board members and their immediate family members may accept a
personal gift where the value of the gift does not exceed fifty ($50) dollars. Multiple gifts from a
single source in any calendar year are prohibited.

Before a Board member or their immediate family member may accept any personal gift that
exceeds the fifty ($50) dollars set amount, the Board member must submit the matter to Board
counsel for review. Acceptance of such gift shall require Board approval and may also require
additional disclosures to other state entities based on Board counsel’s advice®.

Violations of the Policy

If the Board obtains information that a Board member has violated this policy, the Board shall
inform the member and afford the Board member an opportunity to explain the alleged violation.

* For California Schools - Pursuant to the Political Reform Act, California Government Code section 81000 et seq.,
generally Board members may not accept honoraria. Further, Board members may not accepts gifts from a single
source in any calendar year with a total value of more than $420. The gift limit is adjusted biennially, and it has
been set at $420 through December 31, 2010.
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If the Board determines that the member has violated this policy, the Board shall take appropriate
corrective action, which may include but is not limited to return or repayment of the gift, and

depending on the circumstances, potentially removal from the Board.

Related Documents

Conflict of Interest Policy
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PROCUREMENT WITH FEDERAL GRANT FUNDS

\ Date of Approval: \

Purpose

The Policy sets forth the rules, regulations and procedures governing the financial management
systems and procurement in connection with the expenditure of the proceeds of federal grants
(“Grant Proceeds”) under the Public Charter Schools Grant Program (“Grant(s)”) for goods and
services procured by the School.

Policy

It is the Board’s policy that all Grant Proceeds under the Public Charter Schools Grant Program
shall be accounted for, and all goods and services using the proceeds thereof shall be purchased,
in accordance with a written procurement and contracts administration system that complies with
the federal regulations that govern contracts and procurement, otherwise known as 34 Code of
Federal Regulations 80.36, attached hereto and incorporated by reference.

Procedure

As part of its procurement and contract standards, the School shall:

. Maintain a copy of a signed contract, agreement, or purchase order for services to
be performed.

. Describe the conditions under which the contract or agreement may be
terminated, including the basis for settlement, for all contracts in excess of
$10,000.

. Document the rationale and procedure used for selecting the method of

procurement, selection of contract type, contractor selection or rejection, and the
basis for the contract price, e.g. in the Board meetings’ minutes. Rationale shall
include, but not be limited to, consideration of the following factors in selecting
contractors and consultants: ability to perform successfully under the terms and
conditions of the proposed contract, demonstrated competence, qualifications,
experience, and reasonableness of costs, integrity, compliance with public policy,
record of past performance, and financial and technical resources.

. Use price as the primary criterion for purchasing all goods and services, when all
other factors are equal.

. Contract only with individuals not employed by the School unless otherwise
approved by the Board.
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. Require that no employee, officer or agent of the School shall participate in the
selection, award or administration of a contract where conflicts of interest, real or
apparent, are involved.

. Maintain records on the services performed, including but not limited to, the date
the service was performed and the purpose of the service, and ensure that the
services are consistent and satisfactory with those described in the signed
contract/purchase order.

. Make payments only after the service is performed, unless any other payment
structure is necessary, and prior approval is obtained from the Board.

Related Documents

Financial Management Systems and Procurement Policies for Federal Grants — Public
Charter Schools Grant Program -34 Code of Federal Regulations 80.36
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FINANCIAL MANAGEMENT SYSTEMS AND PROCUREMENT

POLICIES FOR FEDERAL GRANTS - PUBLIC CHARTER
SCHOOLS GRANT PROGRAM

The School shall establish such fiscal control and accounting procedures with respect to the
Grant Proceeds that are sufficient to:

1) Permit preparation of reports required by this Policy and by the statutes
authorizing the Grant; and

@) Permit the tracing of Grant Proceeds to a level of expenditure adequate to
establish that the Grant Proceeds were not used in violation of this Policy, the terms of the Grants
or the restrictions and prohibitions of statutes that apply to the Grants.

(b) The School’s financial management systems must meet the following standards:

1) Financial reporting. Accurate, current and complete disclosure of the financial
results of financially assisted activities must be made in accordance with the financial reporting
requirements of the Grant.

@) Accounting records. The School must maintain records that adequately identify
the source and application of the Grant Funds provided for financially-assisted activities. These
records must contain information pertaining to all Grant awards and authorizations, obligations,
unobligated balances, assets, liabilities, outlays or expenditures, and income.

3 Internal control. Effective control and accountability must be maintained for all
Grant Proceeds, including all real and personal property, and other assets. The School must
adequately safeguard all such property and must assure that it is used solely for authorized
purposes under the Grant.

4) Budget control. Actual expenditures or outlays must be compared with budgeted
amounts for each Grant. Financial information must be related to performance or productivity
data, including the development of unit cost information whenever appropriate or specifically
required in the Grant agreement. If unit cost data are required, estimates based on available
documentation will be accepted whenever possible.

(5) Allowable cost. Applicable OMB cost principles (found in OMB Circular A-21),
agency program regulations, and the terms of Grant agreements will be followed in determining
the reasonableness, allowability, and allocability of costs.

(6) Source documentation. Accounting records must be supported by such source
documentation as cancelled checks, paid bills, payrolls, time and attendance records, contract
and any subgrant award documents, etc.

(7) Cash management. Procedures for minimizing the time elapsing between the
transfer of funds from the U.S. Treasury and disbursement by the School must be followed
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whenever advance payment procedures are used. The School shall comply with the procedures
established by the respective State Department of Education (“Department”) (i) to ensure the
receipt of reports on the School’s cash balances and cash disbursements in sufficient time to
enable the Department to prepare complete and accurate cash transactions reports to the
awarding agency, (ii) allow the Department to make drawdowns as close as possible to the time
of making disbursements, in cases when advances are made by letter-of-credit or electronic
transfer of funds methods, and (iii) to allow the Department to monitor cash drawdowns by the
School to assure that they conform substantially to the same standards of timing and amount as
apply to advances to the Department.

(c) An awarding agency may review the adequacy of the School’s financial management
system of as part of a pre-award review or at any time subsequent to award.

1. Equipment

@ Title. Subject to the obligations and conditions set forth in this section, title to equipment
acquired under the Grant vests upon acquisition in the School.

(b) School Obligations. The School will use, manage, and dispose of equipment acquired
under the Grant in accordance with the following paragraphs (c) through (e).

(©) Use.

1) Equipment shall be used by the School in the program or project for which it was
acquired as long as needed, whether or not the project or program continues to be supported by
Federal funds. When no longer needed for the original program or project, the equipment may be
used in other activities currently or previously supported by a Federal agency.

@) The School shall also make equipment available for use on other projects or
programs currently or previously supported by the Federal Government, providing such use will
not interfere with the work on the projects or program for which it was originally acquired. First
preference for other use shall be given to other programs or projects supported by the awarding
agency. User fees should be considered if appropriate.

(3) The School must not use equipment acquired with Grant Proceeds to provide
services for a fee to compete unfairly with private companies that provide equivalent services,
unless specifically permitted or contemplated by Federal statute.

4) When acquiring replacement equipment, the School may use the equipment to be
replaced as a trade-in or sell the property and use the proceeds to offset the cost of the
replacement property, subject to the approval of the awarding agency.

(d) Management requirements. The School shall establish procedures for managing
equipment (including replacement equipment), whether acquired in whole or in part with Grant
Proceeds, until disposition takes place, that will, as a minimum, meet the following
requirements:
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1) Property records must be maintained that include a description of the property, a
serial number or other identification number, the source of property, who holds title, the
acquisition date, and cost of the property, percentage of Federal participation in the cost of the
property, the location, use and condition of the property, and any ultimate disposition data
including the date of disposal and sale price of the property.

@) A physical inventory of the property must be taken and the results reconciled with
the property records at least once every two (2) years.

3 A control system must be developed to ensure adequate safeguards to prevent
loss, damage, or theft of the property. Any loss, damage, or theft shall be investigated.

4) Adequate maintenance procedures must be developed to keep the property in
good condition.

(5) If the School is authorized or required to sell the equipment/property, proper sales
procedures must be established to ensure the highest possible return.

(e) Disposition. When original or replacement equipment acquired under the Grant is no
longer needed for the original project or program or for other activities currently or previously
supported by a Federal agency, disposition of the equipment will be made as follows:

1) Items of equipment with a current per-unit fair market value of less than $5,000
may be retained, sold or otherwise disposed of with no further obligation to the awarding agency.

(@) Items of equipment with a current per unit fair market value in excess of $5,000
may be retained or sold and the awarding agency shall have a right to an amount calculated by
multiplying the current market value or proceeds from sale by the awarding agency’s share of the
equipment.

(3) If the School fails to take appropriate disposition actions, the awarding agency
may direct the Department or the School to take excess and disposition actions.

()] Federal equipment. If the School is provided federally-owned equipment:
1) Title will remain vested in the Federal Government.

(@) The School will manage the equipment in accordance with Federal agency rules
and procedures, and submit an annual inventory listing.

(3) When the equipment is no longer needed, the School will request disposition
instructions from the Federal agency.

(9) Right to transfer title. The Federal awarding agency may reserve the right to transfer title
to the Federal Government or a third party named by the awarding agency when such a third
party is otherwise eligible under existing statutes. If such a transfer is made, it is subject to the
following standards:
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1) The property shall be identified in the Grant or otherwise made known to the
Department in writing.

(@) The Federal awarding agency shall issue disposition instruction within 120
calendar days after the end of the Federal support of the project for which it was acquired. If the
Federal awarding agency fails to issue disposition instructions within the 120 calendar-day
period the grantee shall follow the requirements of Section () above.

(3) When title to equipment is transferred, the Department shall be paid an amount
calculated by applying the percentage of participation in the purchase to the current fair market
value of the property.

2. Supplies
@ Title. Title to supplies acquired under the Grant will vest, upon acquisition, in the School.

(b) Disposition. If there is a residual inventory of unused supplies exceeding $5,000 in total
aggregate fair market value upon termination or completion of the award, and if the supplies are
not needed for any other federally sponsored programs or projects, the School shall compensate
the awarding agency for its share.

3. Procurement

@ School Obligations. When procuring property and services under the Grant, the School
will follow paragraphs (b) through (i) in this section 3.

(b) Procurement standards.

1) The School will use their own procurement procedures which reflect State and
local laws and regulations applicable to the School, provided that the procurements conform to
applicable Federal law and the standards identified in this section 3.

@) The School will maintain a contract administration system, which ensures that
contractors perform in accordance with the terms, conditions, and specifications of their
contracts or purchase orders.

3) The School will maintain a written code of standards of conduct governing the
performance of their employees engaged in the award and administration of contracts. No
employee, officer or agent of the School shall participate in selection, or in the award or
administration of a contract supported by Federal funds if a conflict of interest, real or apparent,
would be involved. Such a conflict would arise when:

Q) the employee, officer or agent, (ii) any member of his immediate family,
(iii) his or her partner, or (iv) an organization which employs, or is about to employ, any of the
foregoing, has a financial or other interest in the firm selected for award. The School’s officers,
employees or agents will neither solicit not accept gratuities, favors or anything of monetary
value from contractors, potential contractors, or parties to subagreements. The School may set
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minimum rules where the financial interest is not substantial or the gift is an unsolicited item of
nominal intrinsic value. To the extent permitted by State or local law or regulations, such
standards or conduct will provide for penalties, sanctions, or other disciplinary actions for
violations of such standards by the School’s employees, or agents, or by contractors or their
agents. The awarding agency may in regulation provide additional prohibitions relative to real,
apparent, or potential conflicts of interest.

4) The School shall review all proposed procurements to avoid purchase of
unnecessary or duplicative items. Consideration should be given to consolidating or breaking out
procurements to obtain a more economical purchase. Where appropriate, an analysis will be
made of lease versus purchase alternatives, and any other appropriate analysis to determine the
most economical approach.

5) To foster greater economy and efficiency, the School will, when reasonably
appropriate, enter into State and local intergovernmental agreements for procurement or use of
common goods and services.

(6) The School will use Federal excess and surplus property in lieu of purchasing new
equipment and property whenever such use is feasible and reduces project costs.

(7) The School will, when reasonably appropriate, use value engineering clauses in
contracts or construction projects of sufficient size to offer reasonable opportunities for cost
reductions. Value engineering is a systematic and creative analysis of each contract item or task
to ensure that its essential function is provided at the overall lower cost.

(8) The School will make awards only to responsible contractors possessing the
ability to perform successfully under the terms and conditions of a proposed procurement.
Consideration will be given to such matters as contractor integrity, compliance with public
policy, record of past performance, and financial and technical resources.

9) The School will maintain records sufficient to detail the significant history of a
procurement. These records will include, but are not necessarily limited to the following:
rationale for the method of procurement, selection of contract type, contractor selection or
rejection, and the basis for the contract price.

(10)  The School will use time and material type contracts only (i) after a determination
that no other contract is suitable, and (ii) if the contract includes a ceiling price that the
contractor exceeds at its own risk.

(11) The School alone will be responsible, in accordance with good administrative
practice and sound business judgment, for the settlement of all contractual and administrative
issues arising out of procurements. These issues include, but are not limited to, source
evaluation, protests, disputes, and claims. These standards do not relieve the School of any
contractual responsibilities under its contracts. Federal agencies will not substitute their
judgment for that of the School unless the matter is primarily a Federal concern, and violations
of law will be referred to the local, State, or Federal authority having proper jurisdiction.
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(12) The School will have protest procedures to handle and resolve disputes relating to
their procurements and shall in all instances disclose information regarding the protest to the
awarding agency. A protestor must exhaust all administrative remedies with the School (and the
State, if applicable) before pursuing a protest with the Federal agency. Reviews of protests by
the Federal agency are limited to (i) violations of Federal law or regulations and the standards of
this section (violations of State or local law will be under the jurisdiction of State or local
authorities), and (ii) violations of the School’s protest procedures for failure to review a
complaint or protest. Protests received by the Federal agency other than those specified above
will be referred to the School.

(©) Competition.

1) All procurement transactions will be conducted in a manner providing full and
open competition consistent with the standards set forth in this Section 3. Some of the situations
considered to be restrictive of competition include but are not limited to:

() Placing unreasonable requirements on firms in order for them to qualify to
do business,

(i) Requiring unnecessary experience and excessive bonding,

(iii)  Noncompetitive pricing practices between firms or between affiliated
companies,

(iv)  Noncompetitive awards to consultants that are on retainer contracts,
(v) Organizational conflicts of interest,

(vi)  Specifying only a “brand name” product instead of allowing “an equal”
product to be offered and describing the performance of other relevant requirements of the
procurement, and

(vii)  Any arbitrary action in the procurement process.

(@) The School will conduct procurements in a manner that prohibits the use of
statutorily or administratively imposed in-State or local geographical preferences in the
evaluation of bids or proposals, except in those cases where applicable Federal statutes expressly
mandate or encourage geographic preference. Nothing in this section preempts State licensing
laws. When contracting for architectural and engineering (A/E) services, geographic location
may be a selection criteria, provided its application leaves an appropriate number of qualified
firms, given the nature and size of the project, to compete for the contract.

3) The School will have written selection procedures for procurement transactions.
These procedures will ensure that all solicitations:

Q) Incorporate a clear and accurate description of the technical requirements
for the material product, or service to be procured. Such description shall not, in competitive
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procurements, contain features which unduly restrict competition. The description may include a
statement of the qualitative nature of the material, product or service to be procured, and when
necessary, shall set forth those minimum essential characteristics and standards to which it must
conform if it is to satisfy its intended use. Detailed product specifications should be avoided if at
all possible. When it is impractical or uneconomical to make a clear and accurate description of
the technical requirements, a “brand name or equal” description may be used as a means to
define the performance or other salient requirements of a procurement. The specific features of
the named brand which must be met by offerors shall be clearly stated; and

(i) Identify all requirements which the offerors must fulfill and all other
factors to be used in evaluating bids or proposals.

4) The School will ensure that all pre-qualified lists of persons, firms, or products
which are used in acquiring goods and services are current and include enough qualified sources
to ensure maximum open and free competition. Also, the School will not preclude potential
bidders from qualifying during the solicitation period.

(d) Methods of procurement to be followed:

(¢D) Procurement by small purchase procedures. Small purchase procedures are those
relatively simple and informal procurement methods for securing services, supplies, or other
property that do not cost more than the simplified acquisition threshold fixed at 41 U.S.C.
403(11) (currently set at $100,000). If small purchase procedures are used, price or rate
quotations shall be obtained from an adequate number of qualified sources.

(@) Procurement by sealed bids (formal advertising). Bids are publicly solicited and a
firm fixed-price contract (lump sum or unit price) is awarded to the responsible bidder whose
bid, conforming with all the material terms and conditions of the invitation for bids, is the lowest
in price. The sealed bid method is the preferred method for procuring construction, if the
conditions in Section 3(d)(2)(i) below apply.

Q) In order for sealed bidding to be feasible, the following conditions should
be present:

(A) A complete, adequate, and realistic specification or purchase
description is available;

(B)  Two or more responsible bidders are willing and able to compete
effectively and for the business; and

(C)  The procurement lends itself to a firm fixed price contract and the
selection of the successful bidder can be made principally based on price.

(i) If sealed bids are used, the following requirements apply
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(A)  The invitation for bids will be publicly advertised and bids shall be
solicited from an adequate number of known suppliers, providing them sufficient time prior to
the date set for opening the bids;

(B)  The invitation for bids, which will include any specifications and
pertinent attachments, shall define the items or services in order for the bidder to properly
respond,;

(C)  All bids will be publicly opened at the time and place prescribed in
the invitation for bids;

(D) A firm fixed-price contract award will be made in writing to the
lowest responsive and responsible bidder. Where specified in bidding documents, factors such as
discounts, transportation cost, and life cycle costs shall be considered in determining which bid is
lowest. Payment discounts will only be used to determine the low bid when prior experience
indicates that such discounts are usually taken advantage of; and

(E)  Any or all bids may be rejected if there is a sound documented
reason.

3 Procurement by competitive proposals. The technique of competitive proposals is
normally conducted with more than one source submitting an offer, and either a fixed-price or
cost-reimbursement type contract is awarded. It is generally used when conditions are not
appropriate for the use of sealed bids. If this method is used, the following requirements apply:

() Requests for proposals will be publicized and identify all evaluation
factors and their relative importance. Any response to publicized requests for proposals shall be
honored to the maximum extent practical;

(i) Proposals will be solicited from an adequate number of qualified sources;

(iii)  The School will have a method for conducting technical evaluations of the
proposals received and for selecting awardees;

(iv)  Awards will be made to the responsible firm whose proposal is most
advantageous to the program, with price and other factors considered; and

(v) The School may use competitive proposal procedures for qualifications-
based procurement of architectural/engineering (A/E) professional services whereby
competitors’ qualifications are evaluated and the most qualified competitor is selected, subject to
negotiation of fair and reasonable compensation. The method, where price is not used as a
selection factor, can only be used in procurement of A/E professional services. It cannot be used
to purchase other types of services though A/E firms are a potential source to perform the
proposed effort.
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4) Procurement by noncompetitive proposals is procurement through solicitation of a
proposal from only one source, or after solicitation of a number of sources, competition is
determined inadequate.

Q) Procurement by noncompetitive proposals may be used only when the
award of a contract is infeasible under small purchase procedures, sealed bids or competitive
proposals and one of the following circumstances applies:

(A)  The item is available only from a single source;

(B)  The public exigency or emergency for the requirement will not
permit a delay resulting from competitive solicitation;

(C)  The awarding agency authorizes noncompetitive proposals; or

(D)  After solicitation of a number of sources, competition is
determined inadequate.

(i)  Cost analysis, i.e., verifying the proposed cost data, the projections of the
data, and the evaluation of the specific elements of costs and profits, is required.

(ili)  The School may be required to submit the proposed procurement to the
awarding agency for preaward review in accordance with Section (g) below.

(e Contracting with small and minority firms, women’s business enterprise and labor
surplus area firms.

1) The School will take all necessary affirmative steps to assure that minority firms,
women’s business enterprises, and labor surplus area firms are used when possible.

(@) Affirmative steps shall include:

Q) Placing qualified small and minority businesses and women’s business
enterprises on solicitation lists;

(i) Assuring that small and minority businesses, and women’s business
enterprises are solicited whenever they are potential sources;

(iii)  Dividing total requirements, when economically feasible, into smaller
tasks or quantities to permit maximum participation by small and minority business, and
women’s business enterprises;

(iv)  Establishing delivery schedules, where the requirement permits, which
encourage participation by small and minority business, and women’s business enterprises;

(v) Using the services and assistance of the Small Business Administration,
and the Minority Business Development Agency of the Department of Commerce; and
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(vi)  Requiring the prime contractor, if subcontracts are to be let, to take the
affirmative steps listed in Section 3(e)(2) (i) through (v) above.

()] Contract cost and price.

1) The School must perform a cost or price analysis in connection with every
procurement action including contract modifications. The method and degree of analysis is
dependent on the facts surrounding the particular procurement situation, but as a starting point,
the School must make independent estimates before receiving bids or proposals. A cost analysis
must be performed when the offeror is required to submit the elements of his estimated cost, e.g.,
under professional, consulting, and architectural engineering services contracts. A cost analysis
will be necessary when adequate price competition is lacking, and for sole source procurements,
including contract modifications or change orders, unless price reasonableness can be established
on the basis of a catalog or market price of a commercial product sold in substantial quantities to
the general public or based on prices set by law or regulation. A price analysis will be used in all
other instances to determine the reasonableness of the proposed contract price.

(@) The School will negotiate profit as a separate element of the price for each
contract in which there is no price competition and in all cases where cost analysis is performed.
To establish a fair and reasonable profit, consideration will be given to the complexity of the
work to be performed, the risk borne by the contractor, the contractor’s investment, the amount
of subcontracting, the quality of its record of past performance, and industry profit rates in the
surrounding geographical area for similar work.

(3) Costs or prices based on estimated costs for contracts under the Grant will be
allowable only to the extent that costs incurred or cost estimates included in negotiated prices are
consistent with Federal cost principles (see 34 CFR § 80.22 attached). The School may reference
its own cost principles that comply with the applicable Federal cost principles.

4) The *“cost plus a percentage of cost” and “percentage of construction” cost
methods of contracting shall not be used.

(9)  Awarding agency review.

(¢D) The School must make available, upon request of the awarding agency, technical
specifications on proposed procurements where the awarding agency believes such review is
needed to ensure that the item and/or service specified is the one being proposed for purchase.
This review generally will take place prior to the time the specification is incorporated into a
solicitation document. However, if the School desires to have the review accomplished after a
solicitation has been developed, the awarding agency may still review the specifications, with
such review usually limited to the technical aspects of the proposed purchase.

(@) The School must, on request, make available for awarding agency pre-award
review procurement documents, such as requests for proposals or invitations for bids,
independent cost estimates, etc. when:
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() The School’s procurement procedures or operation fails to comply with
the procurement standards in this Section 3; or

(i)  The procurement is expected to exceed the simplified acquisition
threshold and is to be awarded without competition or only one bid or offer is received in
response to a solicitation; or

(iii)  The procurement, which is expected to exceed the simplified acquisition
threshold, specifies a “brand name” product; or

(iv)  The proposed award is more than the simplified acquisition threshold and
is to be awarded to other than the apparent low bidder under a sealed bid procurement; or

(v) A proposed contract modification changes the scope of a contract or
increases the contract amount by more than the simplified acquisition threshold.

3) The School will be exempt from the pre-award review in Section 3(g)(2) if the
awarding agency determines that its procurement systems comply with the standards of this
section.

() The School may request that its procurement system be reviewed by the
awarding agency to determine whether its system meets these standards in order for its system to
be certified. Generally, these reviews shall occur where there is a continuous high-dollar funding,
and third-party contracts are awarded on a regular basis.

(i)  The School may self-certify its procurement system. Such self-
certification shall not limit the awarding agency’s right to survey the system. Under a self-
certification procedure, awarding agencies may wish to rely on written assurances from the
School that it is complying with these standards. The School will cite specific procedures,
regulations, standards, etc., as being in compliance with these requirements and have its system
available for review.

(h) Bonding requirements. For construction or facility improvement contracts or subcontracts
exceeding the simplified acquisition threshold (i.e., $100,000), the awarding agency may accept
the bonding policy and requirements of the School provided the awarding agency has made a
determination that the awarding agency’s interest is adequately protected. If such a determination
has not been made, the minimum requirements shall be as follows:

1) A bid guarantees from each bidder equivalent to five percent of the bid price. The
“bid guarantee” shall consist of a firm commitment such as a bid bond, certified check, or other
negotiable instrument accompanying a bid as assurance that the bidder will, upon acceptance of
his bid, execute such contractual documents as may be required within the time specified.

@) A performance bond on the part of the contractor for 100 percent of the contract
price. A “performance bond” is one executed in connection with a contract to secure fulfillment
of all the contractor’s obligations under such contract
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(3) A payment bond on the part of the contractor for 100 percent of the contract
price. A “payment bond” is one executed in connection with a contract to assure payment as
required by law of all persons supplying labor and material in the execution of the work provided
for in the contract.

() Contract provisions. The School’s contracts must contain provisions in this Section 3(i).
Federal agencies are permitted to require changes, remedies, changed conditions, access and
records retention, suspension of work, and other clauses approved by the Office of Federal
Procurement Policy.

1) Administrative, contractual, or legal remedies in instances where contractors
violate or breach contract terms, and provide for such sanctions and penalties as may be
appropriate. (Contracts more than the simplified acquisition threshold, i.e., in excess of
$100,000).

(@) Termination for cause and for convenience by the School, including the manner
by which it will be effected and the basis for settlement. (All contracts in excess of $10,000).

(3) Compliance with Executive Order 11246 of September 24, 1965, entitled “Equal
Employment Opportunity,” as amended by Executive Order 11375 of October 13, 1967, and as
supplemented in Department of Labor regulations (41 CFR chapter 60). (All construction
contracts awarded in excess of $10,000 by the School and its contractors).

4) Compliance with the Copeland “Anti-Kickback” Act (18 U.S.C. 874) as
supplemented in Department of Labor regulations (29 CFR part 3). (All contracts and subgrants
for construction or repair).

(5) Compliance with the Davis-Bacon Act (40 U.S.C. 276a to 276a-7) as
supplemented by Department of Labor regulations (29 CFR part 5). (Construction contracts in
excess of $2000 awarded by the School when required by Federal grant program legislation).

(6) Compliance with sections 103 and 107 of the Contract Work Hours and Safety
Standards Act (40 U.S.C. 327-330) as supplemented by Department of Labor regulations (29
CFR part 5). (Construction contracts awarded by the School in excess of $2000, and in excess of
$2500 for other contracts which involve the employment of mechanics or laborers).

(7) Notice of awarding agency requirements and regulations pertaining to reporting.

(8) Notice of awarding agency requirements and regulations pertaining to patent
rights with respect to any discovery or invention which arises or is developed in the course of or
under such contract.

9) Awarding agency requirements and regulations pertaining to copyrights and rights
in data.

(10)  Access by the Department, the School, the Federal grantor agency, the
Comptroller General of the United States, or any of their duly authorized representatives to any
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books, documents, papers, and records of the contractor which are directly pertinent to that
specific contract for the purpose of making audit, examination, excerpts, and transcriptions.

(11) Retention of all required records for three years after the School make final
payments and all other pending matters are closed.

(12) Compliance with all applicable standards, orders, or requirements issued under
section 306 of the Clean Air Act (42 U.S.C. 1857(h)), section 508 of the Clean Water Act (33
U.S.C. 1368). Executive Order 11738, and Environmental Protection Agency regulations (40
CFR part 15). (Contracts, subcontracts, and subgrants of amounts in excess of $100,000).

(13) Mandatory standards and policies relating to energy efficiency which are
contained in the state energy conservation plan issued in compliance with the Energy Policy and
Conservation Act (Pub. L. 94-163, 89 Stat. 871).

() Contracting with faith-based organizations.

1) () A faith-based organization is eligible to contract with the School on the
same basis as any other private organization, with respect to contracts for which such other
organizations are eligible.

(i) In the selection of goods and services providers the School shall not
discriminate for or against a private organization on the basis of the organization’s religious
character or affiliation.

(@) The provisions of 34 CFR 8§ 75.532 and 76.532 (attached) applicable to the
School apply to a faith-based organization that contracts with the School, unless the faith-based
organization is selected as a result of the genuine and independent private choices of individual
beneficiaries of the program and provided the organization otherwise satisfies the requirements
of the program.

3) A private organization that engages in inherently religious activities, such as
religious worship, instruction, or proselytization, must offer those services separately in the time
or location from any programs or services supported by a contract with the School and
participation in any such inherently religious activities by beneficiaries of the programs
supported by the contract must be voluntary, unless the organization is selected as a result of the
genuine and independent private choices of individual beneficiaries of the program and provided
the organization otherwise satisfies the requirements of the program.

4) (i) A faith-based organization that contracts with the School may retain its
independence, autonomy, right of expression, religious character, and authority over its
governance.

(i) A faith-based organization may, among other things:

(A)  Retain religious terms in its name
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(B) Continue to carry out its mission, including the definition,
development, practice, and expression of its religious beliefs;

(C)  Use its facilities to provide services without removing or altering
religious art, icons, scriptures, or other symbols from these facilities;

(D)  Select its board members and otherwise govern itself on a religious
basis; and

(E)  Include religious references in its mission statement and other
chartering or governing documents.

(5) A private organization that contracts with the School shall not discriminate
against a beneficiary or prospective beneficiary in the provision of program services on the basis
of religion or religious belief.

(6) A religious organization’s exemption from the Federal prohibition on
employment discrimination on the basis of religion, in section 702(a) of the Civil Rights Act of
1964, 42 U.S.C. 2000e-1, is not forfeited when the organization contracts with the School.
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PUBLIC COMMENT

\ Date of Approval: \

Purpose

The Board welcomes public comment at its meetings and is committed to providing meaningful
opportunities for members of the public to participate. Given the nature of the School being
virtual, the purpose of this policy is to take into account the special logistics of the Board
meetings and address telephone access.

Policy

The Board encourages members of the public to offer comments and express opinions on both
specific actions to be taken by the Board, as well as any other issue directly related to the
operation of the School. In accordance with this policy, any individual may address the Board on
agenda or non-agenda items during the public comment period as long as they meet any legal
provisions governing participation at public meetings. Individuals may present either in-person
or by telephone.

Procedure

Individuals are strongly encouraged to discuss their comments and concerns with appropriate
school staff members, administrators, and/or Board members before directing such comments to
the entire Board during a meeting.

Each Board meeting agenda shall have a time designated for “public comment.”
In-person participants

To be recognized by the Chair, an individual must provide their name and a short description of
the agenda item they wish to comment on to the Chair, along with any materials they want to
have distributed to Board members, before the scheduled start of the meeting. The Chair will
then announce the individual’s name at the appropriate time during the meeting. Each individual
will be granted up to three (3) minutes to make his or her presentation. If requested, the Chair
may grant additional time to individuals, circumstances permitting. After completion of any
such presentation, the Chair shall ask whether there is any further public comment on the item at
which time any member of the public present may come forward and make his or her
presentation (which may be limited to three (3) minutes at the Chair’s discretion).

Individuals desiring to make a formal presentation to the Board on an item not on the agenda but
desiring it be placed on the agenda must provide notice and written submissions detailing the
subject of the presentation to the School Principal at least fourteen (14) days prior to the meeting,
Any such presentations shall not exceed fifteen (15) minutes in duration, unless otherwise
permitted by the Chair. In addition, an individual may raise the issue during public comment and
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request that it be placed on a future agenda. No action can be taken by the Board until such item
has been included on an agenda in accordance with the Open Meeting Laws.

Teleconference participants

Individuals who wish to address the Board telephonically should contact the School Principal by
phone or by email at least twenty four (24) hours before the scheduled start of the Board
meeting. The individual shall provide his/her name, a phone number where he/she may be
reached during the meeting, and a short description of the topic he/she wishes to address. If the
individual wants to provide any written materials to the Board, these should be emailed to the
School Principal at least twenty four (24) hours before the scheduled start of the meeting. The
School Principal will list these requests in the order in which they are received and provide them,
along with copies of any materials submitted to the Board’s Chair before the start of the meeting.
Individuals who wish to participate will be called at the number they provided in the order in
which they contacted the school, and will be granted up to three (3) minutes to make the
presentation. If requested, the Chairperson may grant additional time to individuals,
circumstances permitting. After completion of such presentations, the Chair shall ask whether
there is any further public comment on the item at which time any member of the public present
(telephonically or otherwise) may make his or her presentation (which may be limited to three
minutes at the Chair’s discretion).

Telephonic participants should be aware that there is no established time when they may be
contacted to speak except that they will be called after the scheduled start of the meeting and
before the Board considers the items the participant wishes to address. The total time for any
individual to present, either in person or via telephone, shall not exceed three (3) minutes
(depending upon the number of speakers), unless the Board grants additional time. Individuals
who are attending the meeting in person may be given the first preference in speaking and for the
duration requested.

In addition to the above, any Board member may ask a member of the public present to answer
brief questions or make comments on an agenda item under discussion in order to gather
information before deliberating on a decision.

Members of the public who require special accommodations to be able to attend the Board
meeting should contact the School Principal or the specific contact person designated on the
agenda for that meeting, at least twenty four (24) hours prior to the meeting to make appropriate
arrangements for attending the meeting.

Related Documents

None
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RECORD RETENTION

\ Date of Approval: \

Purpose

The orderly acquisition, storage, and retention of school records are essential for the overall
efficient and effective operation of the school. The Board adopts this policy to ensure that the
School’s records and documents are appropriately retained and only destroyed in accordance
with appropriate legal retention periods.

Policy

School documents and records will be maintained and destroyed in accordance with a document
retention schedule. The School’s Records Custodian will ensure that the policy is followed and
retention schedules are adhered to at the School. The Board shall maintain and destroy records
according to the same policy as the School.

Procedure

All original documents in possession of the Board are the property of the School and are not to
be removed, destroyed, mutilated, transferred, or otherwise damaged or disposed of, in whole or
in part, except as provided by law, or under the rules adopted by the Board.

Outgoing Board members must deliver any records in their possession to their successors and
may not remove, transfer, or destroy any records to which they had access.

A retention schedule will be created to safeguard the various categories of School documents,
which include but are not limited to, Board minutes and packages, personnel files, audit reports,
student records, attendance records, and financial records. These will be added to this policy as
they are developed. The Records Custodian shall maintain a copy of the School’s record
retention schedule and develop procedures to implement and monitor the policy. The Records
Custodian will ensure that the School follows the policy and adheres to the retention schedules.

Additionally, the Records Custodian shall complete a records disposal form that provides notice
as to when records are to be disposed of according to the pre-approved record retention schedule
(“Certificate of Records Disposal Form”).

A copy of each completed Certificate of Records Disposal Form shall be retained by the Records
Custodian.

Related Documents

Records Retention Schedule — Financial Records
Certificate of Records Disposal Form
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DOCUMENT RETENTION — FINANCIAL RECORDS

FINANCIAL DOCUMENTS

MINIMUM RETENTION
REQUIREMENT

Accounts Payable Ledgers and Schedules

7 years

Audit Reports

Permanently

Bank Reconciliations and Statements

7 years and/or until all federal and state audit
requirements have been met.

Checks (for important payments and
purchases)

7 years or after item purchased is no longer
owned.

Correspondence — customers/vendors

Depends on issue in correspondence and
whether there is a contract; if potential
litigation - until threat of litigation has passed,;
if contract claim is possible, 4 years or until
potential claim or legal statute of limitations
has dissipated.

Depreciation Schedules

While active + 3 years

Expenses and Purchases — Documentation
can include: cash register tapes, account
statements, canceled checks, invoices, credit
card sales slips. Separate deductible expenses
in the event organization pays unrelated
business income tax.

7 years

Gross Receipts-amounts received from all
sources. Documents that support gross receipts
include: cash register tapes, bank deposit slips,
receipt books, invoices, credit card charge
slips, and Form 1099-MISC

7 years

Year-end financial statements

If Audit Report is generated by organization- 7
years; if no audit is conducted and year-end
financial report is used in place of audit —
permanently.
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SAMPLE - TO CREATE FORM FOR SCHOOL

OHIODEPARTMENT OF ADMINISTRATNE SERVICES
INFORMATION MANAGEMENT

A200 SURFACE ROAD

COLUMBUS OH 43228-1385

MEDIUWM CODES
P PAPER
NEMIC ROF I

EMACHINE READABLE RECORD

DISPFO3AL CODES

B-BURMN
S5-EHRED

WADISPOSED OF AS WASTE PAPER

€14.752-0003 VOICE E-ERASLIRE
CERTIFICATE OF RECORDS DISPOSAL AARCHIVES
Agency Division-Instdution Section - Unit
Agency ﬂsrg-'.“ Mo Insluslive Dales of Records Volime Date of Disposal Swa Codes Above
Authorization Mo Ganeral Record Series Title From To :(;Jl:;m} fMedium Mguﬂ
Schedule Mo Month = Year Month - ¥ear Month - Year Code Disposal
| hereby certify that the records lsted have been disposed of according o approved Total
schedules of retention and destruction or General Schedules authorizing disposal of
records as required by Ohio Revised Code Section 149 332, Mo record has been
deastroyed which, in my opinion, perains 1o any pending case, claim, audil or acton
Buthorized Agency Official Date

ADK 3504 rev. 02-2002
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SOCIAL MEDIA POLICY

\ Date of Approval: \

Purpose

The Board believes in utilizing online social media sites to foster collaboration and share
information about the School, but recognizes the importance of the responsible use of such sites.
The purpose of this policy is to provide standards for both professional and personal use of
online social media such as blogs, wikis, social networks (Facebook, MySpace, Twitter), virtual
worlds, user-generated audio and video (YouTube), or other social media that could impact the
School (collectively referred to as “Social Media”) .

Policy

The Board encourages the use of Social Media sites by its members to engage in, learn from, and
contribute to the worldwide online dialogue about education. Any such use of Social Media must
be responsible, and in accordance with the following procedures.

Procedure
General Guidelines

. Individuals should write about what they know. Any statements should be
accurate and factual. It is good to be exciting and creative when talking about the
School and its program offering, but not to exaggerate or guess. Refer questions
to an expert at the School.

. Individuals should always present themselves in a manner consistent with how
they want the School to be viewed. Posts are published to the world, and can be
seen by colleagues, the School’s students and their parents. Social Media sites
tend to blur the lines between personal and professional lives, and public and
private information. Communications should be framed accordingly.

. Individuals should restrict access to postings by using privacy settings as
appropriate. Because boundaries can be blurred, professional contacts may have
access to personal information that is posted if proper filters are not in place.

. Individuals should present the School and its vendors well. Online postings create
perceptions about the School, its vendors and its affiliated schools. Any content
associated with the School and its vendors should be consistent with the School
and vendors’ values and standards of conduct.

. Individuals should be respectful of others. Debate is healthy; disparaging others
(including competitors) is not. Outside parties CAN pursue legal action based on
content in Social Media.
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Mistakes should be corrected and proper disclosure made of any modifications to
postings.

Individuals should identify themselves by disclosing their role and status.
Individuals should clearly state they are speaking for themselves and not on
behalf of the School or any of its vendors. Only individuals that have been
officially designated by the School or its vendors have the authority to speak on
behalf of the School or its vendors.

Some individuals may have obligations under state law to report child abuse and
neglect. Individuals should understand and be aware of any such obligations as
they relate to activities related to Social Media.

Prohibited Activities

The School and its vendors’ proprietary and confidential information must be
protected and cannot be disclosed. School and vendor financial information, trade
secrets, customer information and confidential and personally identifiable
information about students shall not be posted.

Individuals may not violate laws governing copyright and fair use of copyrighted
material owned by the School, its vendors or others.

Official School business should not be conducted on a Social Media site. Board
communications should be conducted in accordance with the Open Meeting Laws
and Board’s policies and practices.

Individuals should maintain a supervisory, professional, and respectful
relationship with all members of the School community.

Information about students must not be published online. Board members may be
privy to student records however need to comply with the Family Rights and
Education Privacy Act (FERPA) and cannot disclose such information online.

Personally identifiable information about colleagues, including photos, must not
be posted without their consent.

Related Documents

Confidentiality Policy
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Familial Relationships between Employees and Members of
the Governing Board or Head Administrator

Advance Cyber Charter School will not employ any person who is a family member of a governing

board member or of the head administrator. A family member includes a spouse, father, father-in-

law, mother, mother-in-law, son, son-in-law, daughter, daughter-in-law, brother, brother-in-law,
sister or sister-in-law.
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9/2/2015

Letter of Intent to Lease — Governor's Plaza North, 2101 North Front Street, Harrisburg, PA

TENANT:
PREMISES:

LEASE TERM:

LEASE COMMENCEMENT

DATE:

RENTAL RATE:

TENANT IMPROVEMENT
ALLOWANCE:

TENANT RENEWAL RIGHTS:

ASSIGNMENT &
SUBLETTING:

RIGHT OF FIRST REFUSAL

TERMINATION RIGHT:

Advance Cyber Charter School
The suite shall consist of approximately +<6,000> Rentable Square Feet.

Five (5) year Initial Lease Term
August 1, 2016.

$18.00 per square foot Full Service (includes utilities, janitorial and
operating expenses)

Landlord shall provide a turn-key build-out based upon a to be
determined floor plan and scope of work

Two (2) consecutive three (3) year renewal options at 95% of the then
current Fair Market Terms.

Tenant shall have the right to sublease and assign all or any portion of its
space, subject to Landlord’'s consent, which consent shall not be
unreasonably withheld or delayed. There will be no sharing with the
Landlord any profits gained from the sublease or assignment of this lease.

Tenant shall have the Right of First Refusal on all contiguous space that
becomes available in the Building (including on floors below or above the
Premises). Landlord shall notify Tenant of space availability and the terms
related thereto, Tenant shall have ten (10) business days to respond, and
Tenant shall have thirty (30) days to lease the space. Notwithstanding the
foregoing, Landlord shall lease Tenant the space at Fair Market Rent
including a tenant improvement allowance.

The term of any contiguous space shall be co-terminus with the Lease
Term. Tenant requests that Landlord provide Tenant with a list of any
pre-existing rights of other tenants with respect to such contiguous
space.

Tenant shall have an ongoing right to terminate this Lease if and only if,
absent a default by Landlord, if the School District (and all other
applicable governmental bodies having jurisdiction over Tenant or the
School) in the State of PA, including their respective assigns or successors,
the authorizer of the Tenant's (including its successors and assigns) or
School's right to operate a school (collectively, the "Authorizer”),
suspends, revokes, limits, conditions, fails to renew, or takes any other
action so that Tenant's (including its successors and assigns) or Schools’
right to operate a school is suspended, revoked, non-renewed,
substantially limited or conditioned as to make Tenant’s or School's
business unviable, voided or terminated. Tenant may invoke the right to
an early termination of the Lease upon 180 days' written notice to
Landlord and shall pay to Landlord a termination fee equal to the then
unamortized amount of the any initial Tenant Improvements and real

estate commissions (amortized over a 60 month period at the rat8e5 offsg%
(o)



SIGNAGE:

PARKING:
MUTUAL INDEMNITY;

PROPERTY DAMAGE
WAIVER:

SECURITY DEPOSIT:

HOLDING OVER:

RELOCATION:

<Date>
Page 2 of 2

per annum) pursuant to an amortization schedule which will be attached
as an exhibit to the Lease.

Tenant shall be provided identity signage at Landlord’s cost (consistent
with building standard signage) which shall include appropriate signage
on entrance doors to all space under lease by Tenant. In addition, Tenant
shall have the right, pending appropriate county approvals, to install
signage on the exterior surface of the building (including any available
pylon signage) in a mutually agreeable location by Tenant and Landlord.

Describe any other existing tenant approval rights with respect to
signage.

Free parking is available at a first come first serve basis

Tenant requires that any indemnification under the Lease be mutual and
reciprocal. Landlord and Tenant shall not be required to indemnify each
other for the other party's negligence or willful misconduct. Tenant
requires that the Lease include a mutual, unconditional waiver of
subrogation with respect to property damage.

One month of rent shall be required for a security deposit.
Landlord to allow Tenant to hold over (at the end of the lease term or
renewal) on a month-to-month basis at no greater than one hundred and

twenty-five percent (125%) of Tenant's base rent.

Landlord shall not have the right to relocate Tenant during the term of
the lease or any renewal options.

This Letter of Intent is intended solely as a preliminary expression of general intentions to lease. The
parties intend that neither shall have any contractual obligations to the other with respect to the matters
referred herein unless and until a definitive agreement has been fully executed and delivered by the

parties.

Landlord:

86 of 86



	Advance Cyber Charter School Meeting Agenda_9_4_15
	Advance Cyber Charter School
	BOARD MEETING
	Date and Time:
	AGENDA

	Organizational Resolutions_2015
	ORGANIZATIONAL RESOLUTIONS
	OF THE BOARD OF DIRECTORS OF THE
	ADVANCE CYBER CHARTER SCHOOL
	Ratification of Incorporation
	Bylaws
	Status of Corporation under Internal Revenue Code
	engagement of counsel for 501c3 filing
	Number and Election of Directors
	Election of Officers
	establishment of board governance and administrative policy manual
	Authorization for Opening Bank Account
	Contracts
	Accounting Year
	Agent for Service of Process
	Pre-incorporation Expenses and Payments
	Insurance Matters
	Employer Identification Number
	General Authorization
	Effective Date of Resolutions Adopted at Organizational Meeting
	Exhibit A
	ARTCILES OF INCORPORATION OF ADVANCE CYBER CHARTER SCHOOL
	Exhibit B
	BYLAWS OF ADVANCE CYBER CHARTER SCHOOL
	Exhibit C
	BOARD GOVERNANCE AND ADMINISTRATIVE POLICY MANUAL OF ADVANCE CYBER CHARTER SCHOOL

	Advance Cyber Charter School_Board Governance and Administrative Policy Manual
	LOI-2101 N. Front Street Harrisburg PA



