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ARTICLES OF INCORPORATION AND BYLAWS

ARTICLE I

Name, Office, Purpose and Objectives

Section 1.1 Name. The name of the organization will be Memphis Merit Academy, Inc. (hereinafter “Memphis Merit
Academy” or the “School”).

Section 1.2 Principal Office. The initial principal office of Memphis Merit Academy will be located at 8460 Kamin Lane,
Memphis, TN 38125 until official facilities have been secured by the organization.

Section 1.3 Registered Office. The initial registered office of Memphis Merit Academy shall be 8460 Kamin Lane,
Memphis, TN 38125. Memphis Merit Academy may also have offices at such other places as its Board of Directors (the
“Board”) shall determine the business of Memphis Merit Academy requires, provided, however, that the registered office
shall be registered with the Secretary of State of Tennessee and the agent so registered shall be located at the same
address, or as otherwise provided by the Board.

Section 1.4 Purpose. The purpose for which Memphis Merit Academy is organized is to establish and run a Charter
School (the “School”) in Memphis, Tennessee, pursuant to the Tennessee Public Charter Schools Act of 2002, as
amended, supplemented or replaced, (“The Charter Schools Act”), under its Charter Agreement with Shelby County
Schools and Shelby County, Tennessee (the “Charter Agreement”), with a stated mission of providing students in grades
four through eight with the academic rigor, robust supports, and leadership development necessary to excel in high
school, thrive in college, and lead lives full of opportunity.

Section 1.5 Dissolution. If, for any reason, Memphis Merit Academy should dissolve, organization assets shall be
distributed for one or more exempt purposes within the meaning of § 501(c)(3) of the Internal Revenue Code, or
corresponding section of any future federal tax code, or shall be distributed to the federal government, or to a state or
local government, for a public purpose.

ARTICLE II

Board of Directors
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The Board of Directors shall have all powers and duties for the conduct of the activities of Memphis Merit Academy.
Memphis Merit Academy shall not have members. While persons who associate with, or attend programs of, participate
in, contribute to, or benefit from Memphis Merit Academy may be referred to as “members,” no rights, voting or
otherwise, will inure to any such persons.

Section 2.1 General Powers. The Board shall have the power to govern the business, affairs, and property of Memphis
Merit Academy in accordance with the applicable laws and regulations of the state of Tennessee and any limitations in
the Articles of Incorporation or these Bylaws. The Head of School will be an advisory, non-voting member of the Board
(ex officio). As required by law (currently, TCA § 49-13-104), the Board shall contain at least one (1) parent representative
whose child is currently enrolled in the School. The parent representative shall be appointed by the Board within six (6)
months of the School’s opening date.

Section 2.2 Number. The Board shall consist of at least seven (7) Directors and no more than fifteen (15) Directors. All
Directors will have identical rights and responsibilities.
Section 2.3 Qualifications. Directors will be selected who have the qualifications and diversity of expertise to fulfill
Memphis Merit Academy’s mission and objectives.

Section 2.4 Compensation. Directors shall serve without compensation.

Section 2.5 Selection. The Governance Committee (defined at ¶ 6.2) shall present a slate of potential Directors and
Officers for election by the Board. The Board shall approve a process for nominating Directors to the Board through the
Governance Committee.  There will be a meeting annually dedicated to the election of nominated Directors.

Section 2.6 Tenure. Directors shall serve staggered terms to balance continuity with new perspectives. Directors shall
serve a term of three (3) years from the date of their appointments, or until their successors are seated. A full three (3)
year term shall be considered to have been served upon the passage of three (3) annual meetings following elections.
After election, the term of a Director may not be reduced, except for cause as specified in these bylaws. No Director shall
serve more than three (3) consecutive terms unless approved by the Board of Directors by vote. A member of the Board
of Directors may request an extended term by submitting a letter to the board for approval.

Section 2.7 Vacancy. Any vacancy occurring in the Board of Directors and any position to be filled by reason of an
increase in the number of Directors may be filled, upon recommendation of a qualified candidate by the Governance
Committee, by two-thirds (2/3) vote of the seated Directors. A Director elected to fill the vacancy shall be elected for the
unexpired term of his/her predecessor in office.

Section 2.8 Resignation.  A Director may resign at any time by filing a written resignation with the Chair of the Board.

Section 2.9 Removal. The Board may remove any Officer or Director for cause by majority vote of the entire Board of
Directors at any regular or special meeting of the Board, if a statement of the reason or reasons shall have been mailed
by Registered Mail to the Officer or Director proposed for removal at least thirty (30) days before any final action is taken
by the Board. This statement shall be accompanied by a notice of the time when, and the place where, the Board is to
act on the removal. The Officer or Director shall be given an opportunity to be heard and the matter considered by the
Board at the time and place mentioned in the notice.

Section 2.10 Initial Board. The initial Board of Directors will serve staggered terms. The initial Board shall consist of at
least two (2) Directors who will serve a one (1) year term, at least two (2) Directors who will serve a two (2) year term,
and at least two (2) Directors who will serve a three (3) year term.

Section 2.11 Members of the Board:
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(a) Shall receive no payment of honoraria, accepting reimbursement for expenses incurred in performance of voluntary
Memphis Merit Academy activities in accordance with Memphis Merit Academy policies.

(b) Shall serve with the highest degree of duty, loyalty, and care and shall undertake no enterprise to profit personally
from his, or her, position with Memphis Merit Academy.

(c) Shall be bound by the Board’s Code of Conduct, Conflict of Interest and Confidentiality policy statements.
(d) Shall have no direct or indirect financial interest in the assets or lease of Memphis Merit Academy; any Director who

individually or as part of a business or professional firm is involved in the business transactions or current
professional services of Memphis Merit Academy shall disclose this relationship and shall not participate in any vote
taken with respect to such transactions or services.

(e) Shall be covered and Officers Insurance Provided by Memphis Merit Academy in amounts required by the Board in
its reasonable discretion.

ARTICLE III

Officers

Section 3.1 Number. There shall be four (4) elective Officers of the Board: a Chair, a Vice-Chair, a Secretary, and a
Treasurer.

Section 3.2 Election. The Governance Committee shall present a slate of Officers to the Board of Directors. The
nominated Officers shall be drawn from among the members of the Board of Directors. The election of Officers shall be
held at the annual meeting of the Board.

Section 3.3 Tenure. The newly elected Officers shall take office on July 1 following the close of the meeting at which they
are elected and the term of office shall be one year, or until respective successors assume office. A Director may serve
more than one (1) term in the same office, but not more than three consecutive terms in the same office.

Section 3.4 Chair Vacancy. In the event that the office of the Chair becomes vacant, the Vice-Chair shall become Chair
for the unexpired portion of the term. In the event that the office of Vice-Chair or Secretary-Treasurer becomes vacant,
the Chair shall appoint interim Officers to fill such vacant offices until a scheduled meeting of the Board can be held.

ARTICLE IV

Meetings

Section 4.1 Regular Meetings. There shall be at least 10 regular meetings of the Board held each year. Notice shall be
given to each Director thirty (30) days prior to the date of every regular meeting of the Board. Notice of any meeting to
the public shall include the date, time, and place of a meeting and a statement or agenda specifying the nature of
business to be conducted. The meetings of the Board are deemed to be “public business” and must be held in
compliance with TCA §§ 8-44-101 et seq.

Section 4.2 Annual Meeting.  The annual meeting of the Board shall occur in the last quarter of the fiscal year.

Section 4.3 Special Meetings. Special Meetings of the Board may be called by the Chair or by a majority of the Board
filing a written request for such a meeting with the Chair and stating the object, date, and hour therefore, due notice
having been given to each Director five (5) calendar days prior to the meeting. Notice of any meeting to the public shall
include the date, time, and place of a meeting and a statement or agenda specifying the nature of business to be
conducted. Such notice shall also comply with the requirements regarding the posting and notice of meetings to the
public, pursuant to TCA §§ 8-44-101 et seq.
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Section 4.4 Quorum. One-half of the Directors then in office shall constitute a quorum for the transaction of business at
any regular or special meeting of the Board of Directors, except where otherwise required by these Bylaws.

Section 4.5 Minutes. Minutes of each meeting of the Board of Directors shall be recorded in writing and kept with the
records of Memphis Merit Academy. The contents of such minutes, as well as the provisions for providing the minutes to
the public, shall comply with the provisions of TCA §§ 8-44-101 et seq.

Section 4.8 Open Meetings. Meetings of the Board shall be public in accordance with state and federal laws and
regulations.  Members of the public shall have an opportunity for input at meetings of the Board.

Section 4.9 Absentee Board Member. An absentee Board member may not designate an alternate to represent him, or
her, at a Board meeting. A member of the Board may be deemed to be present for purposes of achieving a quorum and
may cast a vote if he, or she, grants a signed, written proxy to another Board member who is present at the meeting. The
proxy must direct a vote to be cast with respect to a particular proposal that is described with reasonable specificity in
the proxy. No other proxies are allowed.

Section 4.10 Regular Meetings. Notice of all regular meetings of the Board, an agenda of all items to be discussed at such
meetings, and agenda support materials shall be circulated to all Directors prior to the meeting. Any Director may waive
notice of any meeting. The attendance of a Director at any meeting also shall constitute a waiver of notice of such
meeting, except where the Director attends a meeting for the express purpose of objecting to the transaction of any
business because the meeting is not lawfully called or convened.

ARTICLE V

Conflict of Interest

Section 5.1 Conflict of Interest. All Directors, Officers, and employees of Memphis Merit Academy shall be subject to the
Conflict of Interest Agreement.

ARTICLE VI

Committees and Task Forces

Section 6.1 Composition. A Board resolution shall appoint committees or task forces of the Board, except the
Governance Committee. Committees may be composed of Directors or community members, or both, with the
exception of the Governance Committee which shall be comprised only of Board members. The Board may prescribe the
need and/or the composition such committees.

Section 6.2 Governance Committee. There shall be a standing nominating committee, known as the Governance
Committee. This committee shall be composed of at least three (3) persons recommended by the Chair and elected by
the Board of Directors at its annual meeting. Each committee member shall serve a term of two (2) years and these
terms shall be staggered to ensure continuity of committee membership. The committee shall elect its own chair. The
duties of the Governance Committee shall be:

(a) to study the qualifications of candidates and present a slate of the best qualified as nominees for the vacant Director
positions on the Board;

(b) to present a slate of nominees for Officers to the Board for election at the annual meeting;
(c) to recommend candidates to Board to fill vacancies that arise outside regular nominating process;
(d) to provide ongoing orientation to Directors;
(e) to oversee a Director assessment process to ensure optimum performance; and
(f) to recommend appointment of past Chair to Board, if necessary, in the interests of continuity.
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Section 6.3 Finance Committee. There shall be a standing committee known as the Finance Committee. The committee
shall be composed of at least two (2) persons elected by the Board of Directors at its annual meeting. Each committee
member shall serve a term of at least two (2) years, and these terms shall be staggered to ensure continuity of
committee membership. The Treasurer will serve as chair of this committee.

Section 6.4 Academic Achievement Committee. There shall be a standing committee known as the Academic
Achievement Committee. This committee shall be composed of at least three (3) persons elected by the Board of
Directors at its annual meeting. Each committee member shall serve a term of two (2) years, and these terms shall be
staggered to ensure continuity of the committee membership. The committee shall elect its own chair.

Section 6.5 Development Committee. There shall be a standing committee known as the Development Committee. This
committee shall be composed of at least two (2) persons elected by the Board of Directors at its annual meeting. Each
committee member shall serve a term of at least two (2) years, and these terms shall be staggered to ensure continuity
of committee membership. The committee shall elect its own chair.

Section 6.6 Quorum for Committees. There shall be no quorum requirement for any committee.

ARTICLE VII

Fiscal Year and Check Signing

Section 7.1 Fiscal Year. The fiscal year of Memphis Merit Academy shall begin on July 1 of each calendar year and
terminate on June 30 of the following year.

Section 7.2 Check Signing. The signature of both an Officer and the Head of School shall be required on any check in
excess of $10,000.

ARTICLE VIII

Rules of Order

In the event of a conflict or challenge, the rules of order in the current edition of Robert’s Rules of Order shall govern the
conduct of all meetings of Memphis Merit Academy.

ARTICLE IX

Amendments

These Bylaws may be amended at a regular meeting by a two-thirds vote of all Directors then in office; provided that
notice of the proposed amendment, together with a copy thereof, is mailed to each Director at least fifteen (15) days
prior to the meeting at which the amendment is to be considered.

ARTICLE X

Indemnification

Memphis Merit Academy shall indemnify each Director of the Board to the full extent permitted by the Tennessee
Nonprofit Corporation Act. Each Board member shall enjoy the protection and immunity provided by TCA § 48-58-601, as
(and if) limited by The Charter School Act. A Board member or Officer shall not be personally liable to Memphis Merit
Academy for damages for breach of any duty owed to Memphis Merit Academy, its beneficiaries, or the Board, except
that nothing contained herein shall relieve a Board member or Officer from liability for breach of duty based on an act or
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omission: (a) in breach of such person’s duty of loyalty to the Corporation; (b) not in good faith or involving a known
violation of the law; or (c) resulting in receipt of an improper personal benefit.

Adopted by the Memphis Merit Academy Charter School Governing Board on 9.8.2018

CONFLICT OF INTEREST POLICY

Article I: Purpose. The purpose of the conflict of interest policy is to protect the interests of Memphis Merit
Academy, Inc. (“Memphis Merit Academy”). This conflict of interest policy is designed to support directors, officers
and employees of Memphis Merit Academy Charter School (“Memphis Merit Academy”) in the event of pondering
entrance into a transaction or arrangement that might benefit the private interest of an officer or director of
Memphis Merit Academy or might result in a possible excess benefit transaction. This conflict of interest policy is to
help Board of Directors identify situations that present potential conflicts of interest and to provide Memphis Merit
Academy with a procedure which, if observed, will allow a transaction to be treated as valid and binding even
though a director, officer or employee has or may have a conflict of interest with respect to the transaction. This
policy is intended to supplement but not replace any applicable state and federal laws governing conflict of
interests applicable to nonprofit and charitable organizations.

Article II: Definitions. Section 2.1 Interested Person. Any director, principal officer, or member of a committee with
governing board delegated powers, who has a direct or indirect financial interest, as defined below, is an interested
person. Section 2.2 Financial Interest. Compensation includes direct and indirect remuneration as well as gifts or
favors that are not insubstantial. A person has a financial interest if the person has, directly or indirectly, through
business, investment, or family:

1. An ownership or investment interest, other than de minimis, in any entity with which Memphis Merit
Academy has a transaction or arrangement,

2. A compensation arrangement with Memphis Merit Academy or with any entity or individual with which
Memphis Merit Academy has a transaction or arrangement, or

3. A potential ownership or investment interest, other than de minimis, in, or compensation arrangement
with, any entity or individual with which Memphis Merit Academy is negotiating a transaction or
arrangement.

ARTICLE III: Procedures

Section 3.1 Duty to Disclose. In connection with any actual or possible conflict of interest, an interested person
Mission | Through rigoro
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must disclose the existence of a financial interest and be given the opportunity to disclose all material facts to the
directors and members of committees with governing board delegated powers considering the proposed
transaction or arrangement.

Section 3.2 Determining Whether a Conflict of Interest Exists. A financial interest is not necessarily a conflict of
interest. A person who has a financial interest may have a conflict of interest only if the appropriate governing
board or committee decides that a conflict of interest exists. After disclosure of the financial interest and all
material facts, and after any discussion with the interested person, he/she shall leave the governing board or
committee meeting while the determination of a conflict of interest is discussed and voted upon. The remaining
board or committee members shall decide if a conflict of interest exists. Notwithstanding anything herein, a conflict
of interest shall not exist and no review or action by any governing board or committee shall be necessary for one
or more grants in an aggregate amount of Five Thousand Dollars ($5,000) or less in any single calendar year, from
Memphis Merit Academy to an organization that is tax exempt under Section 501(c)(3) of the Internal Revenue
Code, where a financial interest as described herein exists.
(a) Procedures for Addressing a Conflict of Interest: (a) An interested person may make a presentation at the

governing board or committee meeting, but after the presentation, he/she shall leave the meeting during the
discussion of, and the vote on, the transaction or arrangement involving the possible conflict of interest.
(b)The chairperson of the governing board or committee shall, if appropriate, appoint a disinterested person
or committee to investigate alternatives to the proposed transaction or arrangement. (c) After exercising due
diligence, the governing board or committee shall determine whether Memphis Merit Academy can obtain
with reasonable efforts a more advantageous transaction or arrangement from a person or entity that would
not give rise to a conflict of interest. (d) If a more advantageous transaction or arrangement is not reasonably
possible under circumstances not producing a conflict of interest, the governing board or committee shall
determine by a majority vote of the disinterested directors whether the transaction or arrangement is in
Memphis Merit Academy’s best interest, for its own benefit, and whether it is fair and reasonable. In
conformity with the above determination it shall make its decision as to whether to enter into the transaction
or arrangement.

(b) Violations of the Conflicts of Interest Policy (a) If the governing board or committee has reasonable cause to
believe a member has failed to disclose actual or possible conflicts 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. (b) If,
after hearing the member’s response and after making further investigation as warranted by the
circumstances, the governing board or committee determines the member has failed to disclose an actual or
possible conflict of interest, it shall take appropriate disciplinary and corrective action.

ARTICLE IV. Records of Proceedings. The minutes of the governing board and all committees with board delegated
powers shall contain:

a) The names of the persons who disclosed or otherwise were found to have a financial interest in connection
with 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 governing board’s or committee’s decision as
to whether a conflict of interest in fact existed.

b) 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 in connection with the proceedings.

ARTICLE V: Compensation
a) A voting member of the governing board who receives compensation, directly or indirectly, from Memphis

Merit Academy for services is precluded from voting on matters pertaining to that member’s
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compensation.
b) A voting member of any committee whose jurisdiction includes compensation matters and who receives

compensation, directly or indirectly, from Memphis Merit Academy for services is precluded from voting on
matters pertaining to that member’s compensation.

c) A voting member of the governing board or any committee whose jurisdiction includes compensation
matters and who receives compensation, directly or indirectly, from Memphis Merit Academy, either
individually or collectively, is prohibited from providing information to any committee regarding
compensation.

ARTICLE VI: Annual Statements Each director, principal officer and member of a committee with governing board
delegated powers shall annually sign a statement which affirms such person:

a) Has received a copy of the conflicts of interest policy,
b) Has read and understands the policy,
c) Has agreed to comply with the policy, and
d) Understands Memphis Merit Academy is charitable, in order to maintain its federal tax exemption, it must

engage primarily in activities accomplishing one or more of its tax-exempt purposes.

ARTICLE VII: Periodic Reviews. To ensure Memphis Merit Academy operates in a manner consistent with charitable
purposes and does not engage in activities that could jeopardize its tax-exempt status, periodic reviews shall be
conducted. The periodic reviews shall, at a minimum, include the following subjects:

a) Whether compensation arrangements and benefits are reasonable, based on competent survey
information, and the result of arm’s length bargaining.

b) Whether partnerships, joint ventures, and arrangements with management organizations conform to
Memphis Merit Academy’s written policies, are properly recorded, reflect reasonable investment or
payments for goods and services, further charitable purposes and do not result in inurement,
impermissible private benefit or in an excess benefit transaction.

ARTICLE VIII. Use of External Experts. When conducting the periodic reviews as provided for in Article VII,
Memphis Merit Academy may, but need not, use outside advisors. If outside experts are used, their use shall not
relieve the governing board of its responsibility for ensuring periodic reviews are conducted.

Conflict of Interest Defined. For purposes of this policy, the following circumstances shall be deemed to create
Conflicts of Interest:

I. Outside Interests.
a. A Contract or Transaction between Memphis Merit Academy and a Responsible Person or Family

Member.
b. A Contract or Transaction between Memphis Merit Academy and an entity in which a Responsible

Person or Immediate Family Member has a Material Financial Interest or of which such person is a
director, officer, agent, partner, associate, trustee, personal representative, receiver, guardian,
custodian, conservator or other legal representative.

II. Outside Activities.
a. A Responsible Person competing with Memphis Merit Academy in the rendering of services or in

any other Contract or Transaction with a third party.
b. Responsible Person’s having a Material Financial Interest in; or serving as a director, officer,

employee, agent, partner, associate, trustee, personal representative, receiver, guardian, custodian,
conservator or other legal representative of, or consultant to; an entity or individual that competes
with Memphis Merit Academy in the provision of services or in any other Contract or Transaction
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with a third party.
III. Gifts, Gratuities and Entertainment. A Responsible Person accepting gifts, entertainment or other favors

from any individual or entity that:
a. Does or is seeking to do business with, or is a competitor of Memphis Merit Academy; or
b. Has received, is receiving or is seeking to receive a loan or grant, or to secure other financial

commitments from Memphis Merit Academy;
c. Memphis Merit Academy is a charitable organization operating in Tennessee;
d. Under circumstances where it might be inferred that such action was intended to influence or

possibly would influence the Responsible Person in the performance of his or her duties. This does
not preclude the acceptance of items of nominal or insignificant value or entertainment of nominal
or insignificant value which are not related to any transaction or activity of Memphis Merit
Academy.

Article IX. Review of policy.
a) Each new Responsible Person shall be required to review a copy of this policy and to acknowledge in writing that

he or she has done so.
b) Each Responsible Person shall annually complete a disclosure form identifying any relationships, positions or

circumstances in which the Responsible Person is involved that he or she believes could contribute to a Conflict
of Interest arising. Such relationships, positions or circumstances might include service as a director of or
consultant to a nonprofit organization, or ownership of a business that might provide goods or services to
Memphis Merit Academy. Any such information regarding business interests of a Responsible Person or a Family
Member shall be treated as confidential and shall generally be made available only to the Chair, the Head of
School, and any committee appointed to address Conflicts of Interest, except to the extent additional disclosure
is necessary in connection with the implementation of this Policy.

c) This policy shall be reviewed annually by each member of the Board of Directors. Any changes to the policy shall
be communicated immediately to all Responsible Persons.

Adopted by the Memphis Merit Academy Charter School Governing Board on 9.8.2018
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Memphis Merit Academy Charter School’s Conflict of Interest reporting form is shown below.

Conflict of Interest Information Form

Name: ___________________________ __Date: __________________________

Please describe below any relationships, positions, or circumstances in which you are involved that
you believe could contribute to a Conflict of Interest (as defined in Memphis Merit Academy’s Policy
on Conflicts of Interest) arising.

Mission | Through rigoro
us academics, high quality instruction, and character development

Memphis Merit Academy Charter School
educates students in kindergarten through eighth grade for success in high school, college, and life.

11



I hereby certify that the information set forth above is true and complete to the best of my knowledge.
I have reviewed, and agree to abide by, the Policy of Conflict of Interest of Memphis Merit Academy
Charter School that is currently in effect.

Signature: __________________________ Date: __________________________

Signed forms from Board of Directors are on file with the Board Secretary.

CODE OF ETHICS

Memphis Merit Academy Code of Ethics - Board of Directors1

The Memphis Merit Academy Charter School Board of Directors desires to operate in the most ethical and conscientious
manner possible and to that end the board adopts this Code of Ethics.

Each member of the Board of Directors agrees that he or she will and all members of the Board of Directors of the
Corporation must:

● Recognize the authority of the Board rests only with the Board as a whole and not with individual members and
act accordingly.

● Ensure, uphold, and abide by all laws, regulations, and rules pertaining to schools issued by the Tennessee State
Board of Education, the courts, and any other relevant authority.

● Support the delegation of authority for the day-to-day administration of the charter school to the Head of School
and act accordingly.

● Ensure and enact decision making grounded on the educational welfare and wellbeing of the children served by
Memphis Merit Academy Charter School without consideration to race, religion, color, sex, income level, or any
other irrelevant characteristic.

● Ensure and encourage changes only through lawful and ethical processes. Use his or her independent judgment
in reaching all decisions.

● Refrain from using his/her position on the Board of Directors for personal gain or profit.
● Periodically review and evaluate the effectiveness of policies on Memphis Merit Academy’s programs and

performance. Work with other Board members to establish effective policies for the Memphis Merit Academy.
Make decisions on policy matters only after full discussion at publicly held Board meetings.

● Attend and participate in regularly scheduled and called Board meetings. Express opinions before votes are cast,
but after the Board vote, abide by and support all majority decisions of the Board.

● Comply with the Conflict of Interest Policy of the Board, all applicable laws and State Board of Education
Standard, rules, and guidelines.

● Exhibit personal conduct which reflects positively on the school.

1 Adopted from
https://www.gadoe.org/External-Affairs-and-Policy/Charter-Schools/Documents/2%20-%20Charter%20School%20Governing%20Board%20Code%20of%20Ethics.pdf.

Mission | Through rigoro
us academics, high quality instruction, and character development

Memphis Merit Academy Charter School
educates students in kindergarten through eighth grade for success in high school, college, and life.

12



● Make all reasonable efforts to support the school’s mission and personnel.

Adopted by the Memphis Merit Academy Charter School Governing Board on9.8.2018

ADDITIONAL BOARD POLICIES
Overview. The Board of Directors holds the charter and is an organized group of volunteers who, collectively, are legally
and ethically accountable to the community and the state for the health, vitality, and effectiveness of our organization.
Governance encompasses legal responsibilities, general and academic oversight, planning and policy-making, and
meeting fiduciary requirements. The responsibility of the Board are to: Support and advocate for mission and vision of
the school. Evaluate and review the stated mission and purpose that articulates the organization’s goals, means, and
primary constituents served. Select, support and evaluate the Head of School. Ensure the Head of School is qualified for
the position, and ensure chief executive has the moral and professional support necessary to further the stated mission
and goals of the school. Ensure effective planning. Actively participate in overall planning process and assist in
implementing and monitoring the plan’s goals. Monitor and strengthen programs and services. Determine alignment of
programming with mission of the school and monitor their effectiveness. Ensure adequate financial resources. Secure
adequate resources for organization to fulfill mission. Protect assets and provide proper financial oversight. Assist in
developing the annual budget and ensure proper financial controls are in place. Build a competent board. Define
prerequisites for candidates, orient new members, and annually evaluate board’s performance. Ensure legal and ethical
integrity. Ensure adherence of school to legal standards / ethical norms. Enhance the school’s public standing. Clearly
articulate the school’s mission, accomplishments, and goals to public and garner support from community. The Board will
establish a Board Policy Manual which contains policies used to effectively govern the organization to create a
high-quality public charter school for students in Memphis.

Section 1 - Mission, Legal Status, Non-discriminatory Policy

1.1 Mission, Vision, and Principles of Design. Through rigorous academics, high-quality instruction, and character
development Memphis Merit Academy Charter School educates all students in Kindergarten through eighth
grade for success in high school, college, and life. Memphis Merit Academy provides a rigorous academic
environment supported by high-quality instruction. We ensure students are supported in a college-preparatory
Kindergarten through 8th grade school by educating them on specific character development skills. All members
of our community - leaders, board members, teachers, families and students – understand and are driven by the
mission of college as a path to success. Memphis Merit Academy will prepare students to become proficient
readers, writers, and thinkers so that they can be successful in high school and beyond. In Memphis, and more
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specifically in the Oakhaven and Parkway Village Communities, 1 in 10 students finishes high school able to read
on grade level. Shelby County School’s 2025 Annual Report states that, “Students’ success with early literacy sets
the stage for their success throughout their academic career and beyond. Students who are proficient readers at
the end of third grade are four times more likely to graduate from high school than their non-proficient peers.”2

We will ensure all our students are able to read on grade level by the end of third grade. We believe that a
rigorous, high-quality, college preparatory education is deserved by all students, regardless of socioeconomic
status, household income, ethnicity, native language, household educational level, or race.

1.2 School Legal Status. Memphis Merit Academy Charter School is a Shelby County Schools District charter school.
Memphis Merit Academy will operate pursuant to a charter being granted by the Shelby County Schools District, a
department of the Tennessee Department of Education, upon charter application approval. Memphis Merit Academy
Charter School is a public school, and its status as a nonprofit corporation does not affect its status as a public school.
However, for governance, finance, and administrative purposes, Memphis Merit Academy operates as a Tennessee
nonprofit corporation. The nonprofit’s Articles of Incorporation and non-profit status are provided as addendum to this
manual.

1.3 Non-Discrimination Policy. The officers, directors, committee members, employees, and persons served by this
corporation shall be selected entirely on a nondiscriminatory basis with respect to age, sex, race, religion, national origin,
and sexual orientation. It is the policy of Memphis Merit Academy Charter School not to discriminate on the basis of
race, creed, ancestry, marital status, gender, sexual orientation, age physical ability, veteran’s status, political service or
affiliation, color, religion, or national origin in admissions, hiring, selection or appointment to any office.

Adopted by the Memphis Merit Academy Charter School Governing Board on 9.8.2018

Section 2 – The Board

2.1 Decision Making. Memphis Merit Academy Charter School has been created to serve students. All decisions by
the Board of Directors and the administration should be made within the parameters of the mission and vision of the
school, always keeping in mind the interest of students.

2.2 Policy Making. The Board shall be solely responsible for adopting, repealing or amending policies for
Memphis Merit Academy Charter School. Action by the Board shall be accomplished as set forth in the bylaws.
Except in cases of special need, the Board shall follow the following procedure in adopting, repealing or amending
policies at Memphis Merit Academy: First Reading. The proposed policy shall be submitted for approval on first
reading at a regular or special meeting of the Board called for that purpose. The proposed policy shall be contained
in the Board packet distributed prior to the meeting. At first reading the Board shall receive public comment and
comments from the sponsor of the proposed policy. A vote of the Board will be taken after the reading, and if the
amendment receives a simple majority vote of the Directors present at the meeting, it will be placed on the agenda
for a second reading at the next meeting of the Board. Second Reading. If the proposed policy is approved on first
reading, it will be placed on the agenda and considered at the next regular or special meeting of the Board called for
that purpose. No amendment shall be adopted at second reading unless the amendment receives a two-thirds vote
of the Directors present at the meeting. If the proposed policy is adopted upon second reading it shall become a
policy of Memphis Merit Academy, and the Policy Manual shall be amended accordingly. Special Need. Upon a

2 Shelby County Schools. Destination 2025: 2016 Shelby County Schools Annual Report. Scsk12.org. Web. 27. Aug. 2017.
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two-thirds (2/3) vote of the Directors present at a regular or special meeting called for that purpose, a special need
may be declared. If a special need is declared, a policy may be adopted on first reading. A proposed policy should
reference the policy provision it will be amending. Ideally, the entire policy will be reprinted with new language in all
caps, and language to be deleted lined out. New policies should include the proposed table of contents, policy title,
and code number.

2.3 Board Review of Administrative Procedures. The Board recognizes its role of ensuring the fiscal and
organizational health of the school through oversight and continuous progress monitoring. The Head of School shall
be responsible for day-to- day administration of affairs of Memphis Merit Academy and shall manage all activities of
the school as prescribed by the Board. The Board need not review administrative policies and regulations in advance
of issuance except as required by law. The Board should approve in advance any highly sensitive matters of policy
and/or regulations that have the potential to impact its duties and obligations to Memphis Merit Academy and/or
the Tennessee Department of Education. To that end, the Head of School shall exercise his or her discretion to
identify and bring to the Board’s attention any such policies and regulations prior to issuance. Administrative policies
and regulations should reference existing Board policy when applicable. The Board reserves the right to review
administrative policies and regulations at its discretion. However, the Board shall revise or veto such regulations only
when, in its judgment, such regulations are inconsistent with the Board’s policies.

2.4 Summary of Tennessee Open Meeting Law. The Board will abide by the Open Meeting Law prescribed in Tennessee
Law. The Open Meetings Act, commonly referred to as "Sunshine Law," is found in T.C.A. § 8-44-101 et seq. Any
action taken in a meeting in violation of any of foregoing requirements is void. T.C.A. § 8-44-105. The requirements of
this law are as follows: All meetings of any governing body are declared to be public meetings and must be open to
the public at all times. T.C.A. § 8-44-102; Adequate public notice of all regular and special meetings must be given.
T.C.A. § 8-44-103; The minutes of the meetings must be recorded and open to public inspection and at a minimum
must contain a record of the persons present, all motions, proposals and resolutions offered, the results of any votes
taken, and a record of individual votes in the event of a roll call. T.C.A. § 8-44- 104(a); and All votes must be by public
vote, public ballot, or public roll call; secret votes are prohibited. T.C.A. § 8-44-104(b).

2.5 Board Attendance Policy.

Purpose. This policy was developed with the recognition that Board membership is voluntary and that individual
members contribute their time and energy in different ways. Because Board meetings are the only forum during which
the Board can discuss and vote on major school policies and decisions, attendance at these meetings carries special
importance. All Board members will receive a copy of this policy to ensure that everyone is properly informed about the
expectations for Board attendance.

Definitions. “Notified” Absence: For absence to be “notified,” a Board member must notify the person running the
meeting (usually Chair or Vice-Chair) by 12:00pm the day of the meeting that s/he will be absent. “Un-notified” Absence:
For absence to be “un-notified,” a Board member failed to notify the person running the meeting (usually Chair or
Vice-Chair) by 12:00pm of meeting day that s/he will be absent.

Unsatisfactory Attendance. If any of the following conditions exist, an individual board member will be considered to
have unsatisfactory attendance: (1) the member has two “un-notified” absences in a row; (2) the member has three
“notified” absences in a row; or (3) the member misses one third of the total number of Board meetings during one of
their term years.
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Process for Responding to Unsatisfactory Attendance. The board secretary will keep track of Board member attendance
through Board meeting minutes and will provide this information to the Chair. The Chair will directly contact a Board
member at risk of potentially violating the policy to issue both verbal and written warning as well as discuss the problem.
If a Board member does violate the policy, the Chair will bring this to the Board’s attention for discussion, after which
point a majority vote will be held to determine possible Board termination.

Adopted by the Memphis Merit Academy Charter School Governing Board on 9.8.2018

2.5 Public Attendance at Board Meetings. Memphis Merit Academy will provide opportunities for any member of the
community to express interest in and concern for the school. Accordingly, all community members will have access
and be notified well in advance of all open meetings of the Board. A pre-scheduled time for public comment shall be
a part of every regular Board meeting. The Board reserves the right to establish reasonable time limits for such
public comment. Meetings are closed to the public only when the Board is meeting in executive session. An
executive session may be called only to discuss matters not appropriate for public discussion, as defined under
Tennessee law. An executive session may be called only upon the affirmative vote of two-thirds of the quorum
present. No formal action of the Board may be taken in any executive session. Persons who wish to make requests,
presentations, or proposals to the Board should direct any inquiry to the Head of School, who will respond according
to the following procedures: The Head of School will consult with the Board Chair and, if appropriate, other Board
members about including the request on the agenda for the next regularly scheduled Board meeting. If the item is
included on the agenda, the Board will receive in their packet for the next regularly scheduled meeting written
information directly from the person making the request. If specific Board action is being requested, that action
should be in the written document. The person may present their information orally to the Board when the agenda
item is discussed. The Board reserves right to establish reasonable time limits for public comment and presentations.
Notice of meetings of the Memphis Merit Academy Board shall be posted in the school offices and on the school
website at least 7 days prior to the meeting and in full compliance with all public meeting laws in the state of
Tennessee.

2.7 Standing Committees. Academic Achievement Committee will be responsible for reviewing school assessment
policies and procedures and ensuring that those policies conform to district and state standards. The Committee is
responsible for reviewing results of school assessment programs and reporting findings to the Board. Finance Committee
will be responsible for reviewing and submitting an annual balanced budget to the Board and, after Board approval,
making the budget available to the public. The Committee will oversee preparation of the annual report, including
audited financial statements, and other exhibits required by the Tennessee Department of Education, and make them
available to the public as stated in Tennessee law. Governance Committee will be responsible for setting criteria for
Board election and identifying and evaluating candidates for the Board of Directors. The Committee will present a slate
of candidates for election to the Board at least once annually. Election will be by a simple majority of the sitting Board
and will conduct the Board self-evaluation, described in Section 2.13. Development Committee will be responsible for
determining the annual fundraising goals and plan of action for the calendar year based on the needs of the annual
budget and organizational goals. The Committee will work with the Finance Committee and HOS to determine annuals.
The Committee will be responsible for tracking progress towards fundraising goals and philanthropic donations and
reporting findings to the Board.

2.8 Ad-Hoc-Committees. The Memphis Merit Academy Charter School Board of Directors reserves, per its bylaws,
the ability to appoint ad-hoc committees of an advisory nature regarding pertinent business of the board comprised of
board members or community members appointed by the board.
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2.9 Board Fundraising Policy. The Board of Directors is a 100% giving Board. Board members are expected to give an
annual monetary gift to Memphis Merit Academy and are asked to make Memphis Merit Academy a priority in their
personal giving. Board members are expected to be involved in fundraising by using their personal and business
connections when appropriate, by soliciting funds when appropriate, by serving on fundraising committees, and by
attending fundraising events.

Adopted by the Memphis Merit Academy Charter School Governing Board on 9.8.2018

2.10 Board Election Procedures. The Governance Committee shall prepare and submit to the Board a report of the
nominees it recommends for election to the Board. The number of seats available shall be determined in accordance
with the by-laws. Whenever possible, nominated board member credentials will be presented one meeting prior to their
election. Board members will be elected by a 2/3 vote of the quorum present at the meeting during which elections are
held. Each director shall serve from the next scheduled Board meeting after the election until the end of his or her term
as determined by the Board.

2.11 Board Self Evaluation. Efficient and effective performance of the Board can have significant impact on the
school’s success and is an essential component of good governance. The Board through the Governance Committee will
conduct an annual assessment of its own work. This Committee shall determine the format of the assessment, but it
must include a formal written survey/self-assessment tool. The evaluation process should be designed to encourage
constructive feedback aimed at improvement.

2.12 Indemnification Policy. The school will purchase and maintain Directors and Officers Liability Insurance (D&O),
liability insurance payable to the directors and officers of a corporation, or to the organization itself, as indemnification
(reimbursement) for losses or advancement of defense costs if insured suffers such a loss as a result of legal action
brought for alleged wrongful acts in capacity as directors and officers. The corporation will not provide indemnification
for items arising from individual’s participation in excess benefit or self-dealing transaction. Indemnification may be
denied in a proceeding brought by or on behalf of the corporation (except for expenses), if it is determined that the
indemnitee did not meet the standard of conduct required. This indemnification includes expenses (including attorneys’
fees), judgments, fines, and amounts paid in settlement actually and reasonably incurred in connection with such action,
suit, or proceeding if s/he acted in good faith and in a matter s/he reasonably believed to be in or not opposed to the
best interests of the Corporation. With respect to criminal action or proceeding, s/he must have had no reasonable cause
to believe conduct was unlawful.

Adopted by the Memphis Merit Academy Charter School Governing Board on 9.8.2018
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BACKGROUND CHECK POLICY

Purpose: The purpose of this Policy is to assure compliance with all applicable laws regarding background checks, as well

as, to help ensure the safety of Memphis Merit Academy Charter School and Memphis Merit Academy Charter School

students and employees. Background checks for licensed school employees is provided for in the [Act Title, Section].

Definitions: A. "Background Check" or "Background Investigation" means the process, in compliance with all applicable

laws, by which a person is reviewed for eligibility for unsupervised access to students. B. "Ethical Misconduct" means

unacceptable behavior or conduct engaged in by a licensed school employee and includes inappropriate touching, sexual

harassment, discrimination, and behavior intended to induce a child into engaging in illegal, immoral or other prohibited

behavior. C. "School Employee" or "Employee" means any licensed or non-licensed employee of Memphis Merit

Academy Charter School. For the purposes of this Policy only, the terms also refer to a person who has been offered

employment, as well as a contractor or a contractor's employee who will have unsupervised access to students at

Memphis Merit Academy Charter School. D. "School Volunteer" or "Volunteer" means any person who has completed

the required process to provide uncompensated services to the School and who will have unsupervised access to

students at Memphis Merit Academy Charter School.

Background Checks:

1. Memphis Merit Academy Charter School shall conduct background checks of all persons who may have unsupervised
access to students, such as licensed and non-licensed staff, volunteers, and contractors as required by law.

2. For employees licensed through the Public Education Department (PED), the background check shall be conducted as

proscribed by the PED. Each employee is responsible for any cost associated with requesting and processing a

background check.

3. For employees not licensed by the Public Education Department, the background check may consist of:
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Professional or personal reference checks;
Confirmation of education or certificates (if applicable); A criminal background check;Driving record history; and/or Any ot

information or data, as allowed by law, deemed required by the School.

4. Employees are authorized to have unsupervised access to students based on satisfactory background check results.
All offers of employment are contingent upon a satisfactory background check.

5. Convictions of felonies or misdemeanors contained in the records provided by the Department shall be used in
accordance with the Criminal Offender Employment Act and except as provided in this policy, any such convictions shall
not serve as an automatic bar to employment unless required by law.

6. A finding in a background check related to child abuse or neglect or a finding related to criminal sexual penetration or
contact shall unconditionally preclude a person from becoming or remaining an employee at Memphis Merit Academy
Charter School.

7. Background checks are kept on file for twenty-four months following separation from Memphis Merit Academy
Charter School.

8. Once employed or contracting with Memphis Merit Academy, all employees must self-report to the Head

Administrator any arrest, charge and/or conviction of a criminal offense other than a minor traffic infraction.

9. School officials, who in the course of their background checks of employment applicants, discover that a licensed
applicant or applicant pending a license has a conviction of a felony or misdemeanor of moral turpitude that results in
any kind of action against that individual, shall share that information with the professional licensure and educator
ethics bureaus of the PED.

Investigations of Ethical Misconduct:

The Head Administrator or their designee(s) shall investigate all allegations of ethical misconduct about any licensed
school employee who resigns, is being discharged or terminated, or otherwise leaves employment after an allegation
has been made. If the investigation results in a finding of wrongdoing the Head Administrator or their designee(s)
shall report the identity of the licensed school employee and attendant circumstances of the ethical misconduct on a
standardized form to the PED and to the licensed school employee within thirty days following the separation from
employment. Copies of that form shall not be maintained in the School 's records. No agreement between a departing
licensed school employee and the School shall diminish or eliminate the responsibility of investigating and reporting
the alleged ethical misconduct, and any such agreement to the contrary is void.

Adopted by the Memphis Merit Academy Charter School Governing Board on 9.8.2018
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FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT POLICY

The Family Educational Rights and Privacy Act (FERPA) affords parents and students who are eighteen (18) years of age
or older ("eligible students") certain rights with respect to the student's education records. These rights are:

1. The right to inspect and review the student's education records within forty-five (45) days after the day the

School receives a request for access.

Parents or eligible students should submit to the Registrar a written request that identifies the records they wish to

inspect. The Registrar will make arrangements for access and notify the parent or eligible student of the time and place

where the records may be inspected.

2. The right to request the amendment of the student's education records that the parent or eligible student

believes are inaccurate, misleading, or otherwise in violation of the student's privacy rights under FERPA.

Parents or eligible students who wish to ask the Memphis Merit Academy Charter School to amend a record should
write the Head Administrator clearly identifying the part of the record they want changed, and specify why it should be
changed. If the School decides not to amend the record as requested by the parent or eligible student, the School will
notify the parent or eligible student of the decision and of their right to a hearing regarding the request for
amendment. Additional information regarding the hearing procedures will be provided to the parent or eligible student
when notified of the right to a hearing.

3. The right to provide written consent before the School discloses personally identifiable information (PII) from

the student's education records, except to the extent that FERPA authorizes disclosure without consent.

One exception, which permits disclosure without consent, is disclosure to school officials with legitimate educational
interests. A "school official" is a person employed by the School as an administrator, supervisor, instructor, or support
staff member (including health or medical staff and law enforcement unit personnel) or a person serving on the
Governing Board. A school official also may include a volunteer or contractor outside of the school who performs an
institutional service of function for which the school would otherwise use its own employees and who is under the
direct control of the school with respect to the use and maintenance of PII from education records, such as an
attorney, auditor, medical consultant, or therapist; a parent or student volunteering to serve on an official committee,
such as a disciplinary or grievance committee; or a parent, student, or other volunteer assisting another school official
in performing his or her tasks. A school official has a legitimate educational interest if the official needs to review an
education record in order to fulfill his or her professional responsibility.

Upon request, the School discloses education records without consent to officials of another school in which a student
seeks or intends to enroll, or is already enrolled if the disclosure is for purposes of the student's enrollment or transfer.
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4. The right to file a complaint with the U.S. Department of Education concerning alleged failures by Memphis
Merit Academy Charter School to comply with the requirements of FERPA. The name and address of the
Office that administers FERPA are:

Family Policy Compliance Office

U.S. Department of Education 400 Maryland
Avenue, SW Washington, DC 20202

The address and phone number of Memphis Merit Academy Charter School:

4775 American Way

Memphis, TN, 38118

Adopted by the Memphis Merit Academy Charter School Governing Board on 9.8.2018
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COMPLAINT AND GRIEVANCE POLICY
Employee Grievance

1. An employee must deliver a written statement to his/her immediate supervisor stating the pertinent facts

relating to or regarding the problem within ten (10) working days of the act or occurrence out of which the

problem arose. In cases involving employee groups, the written statement must be filed within fifteen (15)

working days of the act or occurrence out of which the problem arose. If the immediate supervisor is the reason

for the complaint or grievance the employee or employee group may go directly to the Head Administrator.

2. Grievances will be heard by the supervisor or Head Administrator at a reasonable time agreeable to both parties

but in no event more than five (5) working days after the written statement has been delivered to the supervisor

or Head Administrator.

3. An employee may discuss the matter personally with the supervisor or Head Administrator or the employee may

be accompanied by a representative of his or her choice. The supervisor or Head Administrator may also be

accompanied by a representative of his or her choice.

4. Following this meeting the employee making the complaint and, if applicable, the person who is the reason for

the complaint (respondent) will receive written notification of the supervisor or Head Administrator's decision.

5. If the employee is aggrieved by the decision of the supervisor the employee may appeal to the Head

Administrator.

6. If the employee is aggrieved by a decision of the Head Administrator the employee will have ten (10) working

days from the date of the decision to submit an appeal in writing to the Governing Board. The Governing Board

will have fifteen (15) working days from the date of the receipt of the appeal to inform the complainant of the

decision in writing.

7. If the Head Administrator is the subject of or reason for the complaint the employee may bring the complaint

directly to the Governing Board via any of its members.

8. All meetings and hearings shall be conducted in accordance with the Open Meetings Act.

9. No member of the Governing Board and no member of the administration shall retaliate against any employee

because the employee instituted a grievance proceeding by doing any act which affects the employee's

employment status, detrimentally affects or damages a party in interest, any professional organization

representative or any other participant in the grievance procedure.

Student, Parent, and Legal Guardian Complaints

1. Any student, parent, or legal guardian of a student may file a complaint of any nature with the Head

Administrator. The Head Administrator or his/her designee will conduct an investigation into the complaint. This
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investigation may consist of interviews of the complainant and any witnesses who may have knowledge of the

wrongdoing. Additionally, other method(s) or documents may be used. Complaints must be filed within 180 days

of any wrongdoing.

2. An investigation will generally be completed within forty-five (45) calendar days. In some cases, the investigation

may take longer. However, Memphis Merit Academy Charter School  will make every reasonable effort to

complete investigations within appropriate timelines.

3. At the conclusion of the investigation, the complainant and respondent (if applicable) will receive written

notification of the outcome.

4. When the investigation is concluded by Memphis Merit Academy Charter School, the complainant and

respondent (if applicable) will have ten (10) working days from the date of the written notification to submit an

appeal in writing to the Governing Board. The Governing Board will have fifteen (15) working days from the date

of the receipt of the appeal to inform the complainant or respondent of its decision in writing.

5. If the Head Administrator is the subject of or reason for the complaint the student, parent, or legal guardian may

bring the complaint directly to the Governing Board via any of its members.

Adopted by the Memphis Merit Academy Charter School Governing Board on 9.8.2018

VOLUNTEER POLICY

1. Purpose: The purpose of this policy is to comply with Shelby County Schools regulations and to help ensure a safe

environment for students, parents, teachers, staff, and volunteers.

2.  Definitions:

A. "Regular volunteers" means those persons, including relatives of students, who commit to serve on a
regular basis at a school district, charter school or other educational entity without compensation.

B. "Spontaneous volunteers" means those persons who agree to fill an urgent, temporary need for a school
district, charter school or other educational entity without compensation and who are not pre-registered
as a regular volunteer.

3.  Regular Volunteers

A. In seeking and accepting the voluntary services of qualified, interested individuals, Memphis Merit
Academy Charter School recognizes that it has basic responsibilities to the regular volunteers as well as to
the students and to themselves.

B.        It shall be responsibility of the Head Administrator or their designee(s):

1) To interview all prospective regular volunteers and do a background check including any history of drug
abuse or drug dealing, domestic violence, DUI offenses, and sex crimes;
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2) To provide all regular volunteers with a job description, outlining specific duties, time commitment and qualifications
for acceptance as a regular volunteer;
3) To provide appropriate training, supervision and evaluation of regular volunteers; and

4) To instruct all regular volunteers to understand that failure to obey the code of ethics and standards of
professional conduct as provided in T.C.A 49-5-1003 and T.C.A 49-5-1004 concerning the obligations of
school personnel is grounds for dismissal.

C. Regular volunteers shall not be allowed to begin their service until after their duties are explained to them and they
have accepted in writing the volunteer pledge acknowledging the duty of the volunteer:

1) to deal justly and considerately with each student, school employee or other volunteer;
2)     to share the responsibility for improving educational opportunities for all;
3)     stimulate students to think and learn, but at the same time protect them from harm;
4) to respect the confidentiality of student records and information about students, their personal

or family life;
5) not to discriminate or to permit discrimination on the basis of race, color, national origin,

ethnicity, sex, sexual orientation, disability, religion or serious medical condition against any
person while on duty as a volunteer;

6) to avoid exploiting or unduly influencing a student into engaging in an illegal or immoral act or
any other behavior that would subject the student to discipline for misconduct, whether or not
the student actually engages in the behavior;

7) to avoid giving gifts to any one student unless all students similarly situated receive or are offered
gifts of equal value for the same reason;

8)     to avoid lending money to students;
9) to avoid having inappropriate contact with any student, whether or not on school property,

which includes all forms of sexual touching, sexual relations or romantic relations, any touching
which is unwelcome by the student or inappropriate given the age, sex and maturity of the
student;

10)   to avoid giving a ride to a student;
11)  not to engage in sexual harassment of students, other volunteers or school employees;
12)  not to engage in inappropriate displays of affection, even with consenting adults,
13)  while on school property or during school events off premises;
14) not to possess or use tobacco, alcohol or illegal drugs while on school property or during school

events off premises;
15) to use educational facilities and property only for educational purposes or purposes for which

they are intended consistent with applicable law, policies and rules;
16) to avoid any violent, abusive, indecent, profane, boisterous, unreasonably loud or otherwise

disorderly conduct when on school property or off campus at school functions;
17) to refrain from using school information technology equipment, hardware, software or internet

access for other than a school related purpose;
18) to refrain from striking, assaulting or restraining students unless necessary in the defense of self

or others;
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19) to refrain from using inflammatory, derogatory or profane language while on school property or while attending
school events off premises;

20) to refrain from bringing or possessing firearms or other weapons on school property except with proper
authorization;

21) not to be under the influence of alcohol or illegal drugs on school property or at school events off premises; and
22) to report, as appropriate under the circumstances, violations of this pledge by other regular volunteers or school

employees.

D. For the mutual protection of regular volunteers and the school, personnel administering regular volunteer
programs shall provide a safe place to work and clear project organization or direction, establish and
inform regular volunteers of emergency procedures, ensure that regular volunteers understand that
their activities create participating member's liability, and that ethical standards apply to them as well as
to regular school employees. Personnel shall inform each regular volunteer in writing of the reserved right
to dismiss unsatisfactory regular volunteers and of the   established procedures for doing so.

4. Spontaneous volunteers

Under law spontaneous volunteers are not subject to these rules, but spontaneous volunteers must be supervised
always by an employee or regular volunteer of the school.

Adopted by the Memphis Merit Academy Charter School Governing Board on 9.8.2018

Memphis Merit Academy Board Code of Conduct
Memphis Merit Academy (hereinafter “MMA”) has adopted the following Board Code of Conduct
(hereinafter “the Code”) that all MMA Board of Directors (hereinafter “the Board” or “Directors”) agree to
adhere to by signing below:

I. Compliance with Laws, Rules and Regulations

All Directors shall comply with all laws, rules and regulations applicable to MMA.

II. Compliance with Board Policies

All Directors shall comply with all policies adopted by the Board.

III. Active Participation

All Directors are expected to exercise the duties and responsibilities of their positions with integrity,
collegiality, and care. This includes:

● Making attendance at all meetings of the board a high priority.
● Being prepared to discuss the issues and business on the agenda, and having read all background

material relevant to the topics at hand.

Mission | Through rigoro
us academics, high quality instruction, and character development

Memphis Merit Academy Charter School
educates students in kindergarten through eighth grade for success in high school, college, and life.

25



● Cooperating with and respecting the opinions of fellow Board members, and leaving personal
prejudices out of all board discussions, as well as supporting actions of the Board even when the
Board member personally did not support the action taken.

● Putting the interests of the organization above personal interests.
● Representing the organization in a positive and supportive manner at all times and in all places.
● Showing respect and courteous conduct in all board and committee meetings.
● Refraining from intruding on administrative issues that are the responsibility of management,

except to monitor the results and ensure that procedures are consistent with board policy.
● Observing established lines of communication and directing requests for information or assistance

to the Head of School.

IV. Board Interaction with Internet Community and Media

1. The Board recognizes that members of the Internet community and the public at large have
significant interests in MMA’s educational achievement and financial stability, and therefore the
Board seeks to ensure appropriate communication, subject to concerns about confidentiality.
2. The Board notes that the Head of School speaks for MMA, consistent with applicable policy.

3. If comments from the Board to the Internet Community and/or Media on behalf of MMA are
appropriate, they should be reviewed and discussed by the Board in advance, and, in most
circumstances, come from the Chair of the Board or Head of School.

V. Review

This Code will be reviewed periodically by the Board Governance Committee, which shall make
recommendations to the full Board regarding changes to or rescinding of the Code, as deemed appropriate.

I, ______________________________________, recognizing the important responsibility I am undertaking in
serving as a member of the Board of MMA, hereby pledge to carry out in a trustworthy and diligent manner
the duties and obligations associated with my role as a Director and abide by the Code.  I understand that
failure to abide by the Code may result in my removal as a Director, pursuant to the requirements and
processes provided in the organization’s governing documents.

Signature _________________________________      Date _____________________________

Adopted by the Memphis Merit Academy Charter School Governing Board on 10.18.2018
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Memphis Merit Academy

Board Recruitment and Vetting Process

Identify

The Board of Directors (hereinafter “the Board” or “Directors”)  for Memphis Merit Academy (hereinafter

“MMA”) identifies potential board candidates based on the following criteria:

• Expertise and skills aligned with the school's needs such as: law, real estate, financial management,

governance, marketing, fundraising, advocacy, community organizing/ outreach, education, strategic

planning, etc.

• Belief in charter schools and, more specifically, in MMA’s mission, vision, and approach.

• Belief that all children can achieve the highest levels of academic excellence.

• Availability and time to participate fully in governance and board activities.

• Access to personal networks capable of assisting MMA.

• Ability to work well in groups and to put group goals before personal agenda.

• Commitment to improving the quality of education for children in low-income communities within the

City of Memphis.
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Recommend

Individual directors may recommend prospective board candidates, who meet the above criteria, to the

Governance Committee. However, directors should speak with potential candidates, discuss the school with

them and assess their suitability and interest in serving on the board before suggesting the candidate to the

Governance Committee.

Individual directors should forward the names, resumes and contact information for strong candidates to the

Governance Committee for review and consideration. A member of the Governance Committee will contact

the candidate, facilitate the vetting process, and serve as contact person for the candidate.

Vet

Candidates who appear to meet the above criteria will be asked to meet with two directors (the Board Chair

and a member of the Governance Committee) and the Head of School, to further assess their potential to

contribute to the Board. The candidate will also be asked to attend a MMA board meeting, recruitment event

or some other event.

Approval

If the candidate continues to be interested in joining the Board, he/she will be given a copy of the following

documents:

• Charter application;

• Governing board member key responsibilities;

• Board of Directors meeting minutes from the past calendar year;

• Board policies, bylaws, and Conflict of Interest Agreement; and

• Calendar of Board Meetings.

If after thoroughly vetting a prospective board member through this process, the Governance Committee finds

that the candidate is aligned with the school's mission and possesses critical capacity for the board, the

Governance Committee will formally recommend to the full Board that he/she be approved as a new member

at a subsequent board meeting (not the one the candidate observes). The Board will then vote to accept or

reject approval of the new board member according to the school's bylaws. The candidate will submit all

necessary disclosures and documents to the Governance Committee before the board can formally approve

the candidate as a new member.

Once a new board member is approved, the Governance Committee will schedule an orientation session to

ensure they have the information needed to understand their role and responsibilities and can quickly become

an effective board member. It is good practice to bring on a cohort of new board members (when possible) at

the same time so that they may participate in orientation together. The Governance Committee will also
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facilitate Committee assignments for new board members.

Orient

The Governance Committee will conduct a new board member orientation process, to include:

1. Orientation session for all new board members: Go over background material about the school and bring

new members up to date on issues facing the Board. Describe the school's mission, vision, and values, who the

school serves, and the school design. Review meeting attendance requirements and Committee assignments.

Allow plenty of time for questions and answers.

2. Introductions to other members: Introduce new board members to any directors not present at the

previous board meeting.

3. Governance training: Provide training on governance versus management, board

manual, school bylaws, minutes of previous board meetings, annual report and audits (if available), financial

reports, and other key documents. New members will review and sign the Conflict of Interest Statement at

this training. New members will also sign the Board Member Agreement, reassuring their belief in the mission

of the school and ability to do the work necessary to support the school in pursuit of its goals.

4. Board professional development: Provide an overview of the Board's professional development activities

and identify how the Governance Committee will bring new board members up to date on professional

development topics.

Adopted by the Memphis Merit Academy Charter School Governing Board on 10.18.18
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Memphis Merit Academy Charter School

Board Roles and Responsibilities

Overview & Purpose

The Head of School and Board of Directors work closely to ensure Memphis Merit Academy Charter School is

a strong school option for the families of the Parkway Village and Oakhaven communities. The Building

Excellent Schools Follow-On Support works with the Board of Directors and Head of School to support the

school during its planning year (Year 0) and first two years of operation to ensure the strong execution of that

design. In year three (3) of operation, Building Excellent Schools provides continued strategic support to

those schools demonstrating strong academic results, inviting the strongest schools into the BES Network –

the strongest BES schools across the country.

Our strong school starts with you.

The Memphis Merit Academy Board of Directors will assist in building an excellent charter school that is

singularly focused on carrying out its mission to educate all kindergarten to eighth grade students for

academic and life success, with a focus on college preparation for all students regardless of demographic

background.

Board members must share a commitment to this mission and to the vision of an academically rigorous,

disciplined, public charter school serving the traditionally underserved students of Memphis. They must be

dedicated, passionate, and entrepreneurial individuals willing to volunteer their expertise, connections, and

time to ensure completion of a successful charter application and the ultimate success of Memphis Merit

Academy in fulfilling its mission.

The Board of Directors will consist of at least 7 members and no more than 15 members. Board members are

expected to carry out the mission and execute the goals set forth in the charter application.

Responsibilities of the Board of Directors
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● Assist with the writing, revising, and adopting policies necessary to run an effective charter school;

● Assist in the design of business and facility plans to prepare the school for sound fiscal health;

● Help cultivate community support and galvanize a network of strategic partnerships;

● Develop and perpetuate a Board to govern the school and be accountable for the school’s success.

Performance Expectations of Individual Founding Board Members

● Advocate for the mission and vision of Memphis Merit Academy Charter School;

● Capitalize on personal/professional networks for the financial/political/organizational benefit of the

School;

● Use specific expertise for the benefit of Memphis Merit Academy Charter School;

● Support the decisions taken by the Board of Directors as a whole;

● Commit at least 10 hours monthly to compliance, regulatory, and policy-related work, including

meetings, phone calls, and emails;

● Represent Memphis Merit Academy at events, interviews, etc. conducted by the authorizing agency;

● Participate in board training provided by Memphis Merit Academy Charter School and Building

Excellent Schools;

● Disclose any potential conflicts of interest to the Board Chair and the rest of the Board of Directors

upon entrance and when necessary as situations arise; and

● Support the planning and implementation of Memphis Merit Academy Charter School.

Qualifications of Board Members

● Belief in charter schools and in the mission of Memphis Merit Academy Charter School;

● Belief that all children can achieve the highest levels of academic excellence;

● Availability to participate meaningfully in the founding process;

● Expertise in law, real estate, financial management, governance, marketing, fundraising, advocacy,

community organizing /outreach, education, or strategic planning;

● Personal experience with entrepreneurship and/or working on diverse teams;

● Willingness to use personal and professional networks on behalf of the school; and

● Commitment to improving the quality of education for children in low-income communities within

Memphis.

Adopted by the Memphis Merit Academy Charter School Governing Board on 10.18.18
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Memphis Merit Academy Board Member Agreement

I, _____________________________, understand that as a member of the Board of Directors I have a legal

and moral responsibility to ensure that the organization does the best work possible in pursuit of its goals. I

believe in the purpose and the mission of the organization, and I will act responsibly and prudently as its

steward.

I have read and understand the Director Job Description that governs my work on the board. I will perform

my duty as a board member by fulfilling my responsibilities as an individual Director as specified in the

Director Job Description and by partnering with other Directors to fulfill the responsibilities of the collective

board. I believe in and will support the relationship between Memphis Merit Academy Charter School and

Building Excellent Schools during the Planning Year and first two years of the school’s operation, during which

Building Excellent Schools will provide Follow-On Support, as well as during the third year of the school’s

operation, during with the school’s leadership and the Board will work with Building Excellent Schools to

examine the academic, fiscal, and organizational health of the school as it continues to grow. If the school

meets eligibility criteria (academic success and organizational health), I will support the school’s membership

in the BES Network – the group of the highest performing BES schools across the country.

If I do not fulfill these commitments to the organization, I will expect the Board Chair to call me and discuss

my responsibilities with me. After discussion, if I still feel unable to fulfill these expectations I will resign from

the board.

In turn, the organization will be responsible to me in several ways:

1. I will be sent monthly financial reports and an update of organizational activities that allow me

to meet the “prudent person” responsibilities as a board member.

2. The organization will help me perform my duties by keeping me informed about issues in
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education reform locally and nationally, and by offering me opportunities for professional

development as a board member.

3. Board members and the Head of School will respond in a straightforward fashion to questions I

have that are necessary to carry out my board and committee-related responsibilities to the

school.

4. Board members and the Head of School will work in good faith with me toward achievement of

our  goals.

5. If the organization does not fulfill its commitments to me, I can call on the Board Chair and Head

of School to discuss these responsibilities.

_______________________________ _______________________

Member, Board of Directors Date

_______________________________ _______________________

Board Chair or Appointee Date

Adopted by the Memphis Merit Academy Charter School Governing Board on 10.18.18
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Memphis Merit Academy Charter School

Financial Policies

Approved and Adopted by the Board of Directors on 11.15.18
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Overview

The Board of Directors of Memphis Merit Academy Charter School will review and adopt the following
policies and procedures to ensure the most effective use of the funds of Memphis Merit Academy to
support the mission and to ensure that the funds are budgeted, accounted for, expended, and maintained
appropriately.

1. The Board of Directors formulates financial policies and procedures, delegate’s administration
of the policies and procedures to the Head of School and the Dean of Operations and reviews
operations and activities on a regular basis.

2. The Dean of Operations and the Head of School has responsibility for all operations and activities
related to financial management.

3. Financial duties and responsibilities must be separated so that no one employee has sole control
over cash receipts, disbursements, payrolls, and reconciliation of bank accounts.
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4. The Board of Directors will commission an annual financial audit by an independent third-party
auditor who will report directly to them. The Board of Directors will approve the final audit report,
and a copy will be provided to the school authorizer. Any audit exceptions and/or deficiencies will
be resolved to the satisfaction of the Board of Directors and the charter-granting agency.

5. The Board of Directors can appoint someone else to perform the HOS and Dean of
Operations responsibilities in the case of absence.

Annual Financial Audit
1. The Board of Directors will annually appoint an audit committee (comprised of members of the

finance committee) by January 1 to select an auditor by March 1 prior to year end (June 30th).

2. Any persons with expenditure authorization or recording responsibilities within the school
may not serve on the committee.

3. The committee will annually contract for the services of an independent certified public accountant
to perform an annual fiscal audit.

4. The audit shall include, but not be limited to:

a. An audit of the accuracy of the financial statements
b. An audit of the attendance accounting and revenue accuracy practices
c. An audit of the internal control practices

5. If the School receives over $500,000 from federal sources, the audit shall be prepared in accordance
with any relevant Office of Management and Budget audit circulars.  

6. The audit firm shall be on the State approved list of School auditors.  

7. At the conclusion of the audit, EdTec will review the audit with the Board and propose any changes
necessary in operating procedures to comply with audit findings.  

8. Form 990 Federal Tax Return: The selected audit firm will prepare the Form 990 tax return and send
a copy to the school staff responsible for the audit. The school staff will review and send a copy to
the Board of Directors for its review and approval before filing. Once approved by the Board, the
school will notify the audit firm who will then prepare the final return for filing.

PURCHASING
1. The Head of School (HOS) and or Dean of Operations (DoO) may authorize expenditures and may

sign related contracts within the approved budget. The Board of Directors must review all
expenditures. This will be done via approval of a check register which lists all checks written
during a set period of time and includes check #, payee, date, and amount. The Board of Directors
must also approve contracts over $10,000.

Mission | Through rigoro
us academics, high quality instruction, and character development

Memphis Merit Academy Charter School
educates students in kindergarten through eighth grade for success in high school, college, and life.

36



2. The DoO must approve all purchases.

3. When approving purchases, the DoO  must:
a. Determine if the expenditure is budgeted
b. Determine if funds are currently available for expenditures (i.e. cash flow)
c. Determine if the expenditure is allowable under the appropriate revenue source
d. Determine if the expenditure is appropriate and consistent with the vision, approved

charter, school policies and procedures, and any related laws or applicable regulations
e. Determine if the price is competitive and prudent. All purchases over $5,000 must include

documentation of a good faith effort to secure the lowest possible cost for comparable
goods or services.

4. Any individual making an authorized purchase on behalf of the school must provide Memphis
Merit’s DoO with appropriate documentation of the purchase.

5. Individuals other than those specified above are not authorized to make purchases without
pre-approval.

6. Individuals who use personal funds to make unauthorized purchases will not be reimbursed.
Authorized purchases will be promptly reimbursed by a bank check upon receipt of appropriate
documentation of the purchase.

7. The Dean of Operations (DoO) may authorize an individual to use a school credit card and/or debit
card to make an authorized purchase on behalf of the school, consistent with guidelines provided
by the HOS and/or Board of Directors.
a. The school card will be kept under locked supervision in DoO or HOS’s office, and authorized

individuals must sign the credit card out and must return the credit card and related
documentation of all purchases within 24 hours of the purchases, unless otherwise
authorized by the HOS.

b. If receipts are not available or are “missing”, the individual making the charge will be held
responsible for payment.

c. Credit cards and/or debit cards will bear the names of both Memphis Merit and the HOS.

Petty Cash
The purpose of the Petty Cash Checking Account is for payment of incidental expenses when there is
insufficient time for processing through the General Checking Account. Examples of proper expenses
include, but are not limited to, food/meals for teachers doing curriculum work and emergency plumbing
repairs. Petty cash shall not be used for teacher reimbursements, employee expense reimbursements or
independent contractor payments.
1. The Office Manager will manage the petty cash fund.

2. The petty cash fund will be capped at $100.
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3. All petty cash will be kept in a locked petty cash box in a locked drawer or file cabinet. Only the DoO
and the HOS will have keys to the petty  cash box and drawer or file cabinet.

4. All disbursements will require a completed and signed petty cash slip. A register receipt for all
purchases must be attached to the petty cash slip.

5. Memphis Merit’s Dean of Operations (DoO) will insure that the petty cash slip is properly
completed and that a proper receipt is attached.

6. At all times the petty cash box will contain receipts and cash totaling $100. A register receipt must
support the petty cash slip. The individual using the petty cash to make a purchase is responsible
for submitting the receipt for the petty cash slip to the Office Manager within 48 hours of
withdrawing the petty cash.

7. When expenditures total $50 (when cash balance is reduced to $50), the DoO will total the
disbursements, complete a petty cash reimbursement form, an obtain the approval of HOS. This
should be done on at least a quarterly basis. The petty cash slips and supporting receipts will be
attached to the reimbursement request form and forwarded to Memphis Merit’s DoO.

8. Petty cash fund reimbursement checks will be made payable to the school’s HOS.

9. Any irregularities in the petty cash fund will be immediately reported in writing to the DoO and to
the HOS.

10. Loans will not be made from the petty cash fund.

11. Memphis Merit’s DoO will conduct surprise counts of the petty cash fund.

Contracts
1. Consideration will be made of in-house capabilities to accomplish services before

contracting for them.

2. Office Manager will keep and maintain a contract file evidencing the competitive bids
obtained (if any) and the justification of the need for any contracts over $10,000.  However,
Head of School may make a finding to the Board for sole sourcing a contract exceeding
$10,000, but not exceeding $20,000; in this case, the Board may approve the contract in
arrears at the time of contract execution. (The basis for such a finding may include:
time/urgency issues; the absence of competitors; high service/quality from a particular
contractor).
a. Competitive bids will be obtained where required by law or otherwise deemed appropriate

and in the best interests of the school.

3. Written contracts clearly defining work to be performed will be maintained for all contract
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service providers (i.e. consultants, independent contractors, subcontractors).
a. Contract service providers must show proof of being licensed and bonded, if applicable, and

of having adequate liability insurance and worker’s compensation insurance currently in
effect. The DoO may also require that contract service providers list the school as an
additional insured.

4. If the contract service  provider  is  a  sole proprietor or a partnership (including
LP, and LLP), the DoO will obtain a W-9 from the contract service provider prior to submitting any
requests for payments to Memphis Merit’s DoO.

5. The HOS and/or DoO will approve proposed contracts and modifications in writing.
6. Contract service providers will be paid in accordance with approved contracts as work is

performed.

7. The DoO or HOS will be responsible for ensuring the terms of the contracts are fulfilled.

8. Potential conflicts of interest will be disclosed up front, and the HOS and/or Member(s)
of the Board of Directors with the conflict will excuse themselves from discussions and from voting
on the contract.

ACCOUNTS PAYABLE

Bank Check Authorization
1. All original invoices will immediately be forwarded to the DoO for approval.

2. The DoO will carefully review each invoice, attach all supporting documentation, and verify that the
specified services and/or goods were received. When receiving tangible goods from a vendor, the
person designated to receive deliveries (Office Manager) should trace the merchandise to the
packing list and note any items that were  not in the shipment. The packing list should be submitted
to Memphis Merit’s DoO with the invoice.  Memphis Merit’s DoO will adjust the invoice for any
missing items noted on the packing list before processing for payment.

3. Once approved by DoO he/she will complete the required information, including noting the
specific budget line item that is to be charged for the specified expenditures.

4. The HOS may authorize the DoO to pay recurring expenses (e.g. utilities) without the HOS’ s
formal approval (signature) on the invoice when dollar amounts fall within a predetermined
range.

Bank Checks
1. The Board of Directors will approve, in advance, the list of authorized signers on the school

account. The HOS, the Chair of the Board and the Treasurer and any other employee authorized
by the Board of Directors may sign bank checks within established limitations.
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2. The Board of Directors will be authorized to open and close bank accounts.

3. Memphis Merit’s HOS will be responsible for all blank checks and will keep them under
lock and key.

4. When there is a need to generate a bank check, DoO will process the check and the HOS will sign
each check.

5. The HOS and/or Board Chair or Treasurer will sign checks. Checks in excess of $10,000 need two
signatures, one each from either of the above-mentioned individuals.

6. Checks may not be written to cash, the bearer, or petty cash. Under no circumstance will any
individual sign a blank check.

7. Memphis Merit’s DoO will record the check transaction(s) into the appropriate
checkbook and in the general ledger.

8. Memphis Merit’s DoO will distribute the checks and vouchers as  follows:
a. Original – mailed or delivered to the payee
b. Duplicate or voucher – attached to the invoice and filed by vendor name by DoO.
c. Canceled Checks – filed numerically with bank statements by the DoO.
d. Voided checks will have the signature line cut out and will have VOID written in ink. The

original check will be attached to the duplicate and forwarded to Memphis Merit’s DoO
who will attach any other related documentation as appropriate.

Bank Reconciliation
1. Bank statements will be received directly, unopened, by Memphis Merit’s DoO.

2. DoO will examine all paid checks for the date, name, cancellation, and endorsement.

3. Any discrepancies regarding the paid checks or any checks over 90 days will be researched and if applicable
deleted from the accounting system.

4. Memphis Merit’s DoO will prepare the bank reconciliation, verifying the bank statements and
facilitating any necessary reconciliation.

5. Memphis Merit’s DoO will compare the reconciled bank balance to the cash in the bank account and
to the general ledger, immediately reporting any material discrepancies to the HOS.

6. Memphis Merit’s DoO will prepare a monthly summary report to be approved by the HOS.
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ACCOUNTS RECEIVABLE
1. Documentation will be maintained for accounts receivable and provided to Memphis Merit’s DoO.

2. Accounts receivable will be recorded by DoO in the general ledger and collected on a timely
basis.

Cash Receipts (Cash and Checks)
1. For each fundraising or other events in which cash or checks will be collected, the Office

Manager will be responsible for collecting and holding all cash and checks for the purpose of
the fundraising activity.

a. The Office Manager will record each transaction In the appropriate software and
tracking system designated by the HOS and DoO.

b. The cash, checks, receipt book, and deposit summary must be given to the  DoO by the end
of the next business day, who will immediately put the funds in a secure, locked location.

c. Both the Office Manager and the DoO will count the deposit and verify the amount of the
funds in writing.

2. Cash/checks dropped off at the school office will be placed directly into a lockbox by the person
dropping off the cash/checks.

a. All funds are deposited into the lock box in a sealed envelope, along with any notes, forms,
or other descriptions of how the funds are to be used.

b. The Dean of Operations and one other staff member will jointly open the lockbox to verify
the cash/check amounts and sign off on the amounts received.

c. The lockbox will be emptied at least once per week, corresponding to days when
deposits are made.

3. Mail received at the school must be opened in the presence of at least one office staff members.
a. For any cash or checks received as donations in the mail, the Office Manager will prepare a

deposit packet itemizing the amount. For uniform sales and other payments, the Office
Manager will prepare a deposit packet itemizing the amount. A second staff member will
verify all deposits confirming the amounts and initialing the deposit slips.

4. Twice a week, the Office Manager will log cash or checks received into the Cash Receipts Log.
The Cash Receipt logs should be provided to Memphis Merit’s DoO with the weekly mailing of
invoices.

5. All checks will be immediately endorsed with the school deposit stamp, containing the following
information: “For Deposit Only; Memphis Merit Academy; XX Bank; Bank Account Number, Date
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Received by the School.”

6. A deposit slip will be completed by the Office Manager and initialed by  DoO for approval to
deposit. The deposit slip will be duplicated and documentation for all receipts (copy of the check,
letter, etc.) will be attached to the duplicate deposit slip.

7. Deposits of Receipts – The School will deposit all funds received as soon as practicable upon receipt. The
[insert title, e.g. Office Manager, Bookkeeper] will open all mail on a daily basis, immediately sort all checks
and forward them to the DoO who  will immediately endorse the checks to the appropriate school account
and prepare appropriate deposits as soon as practical, ideally the same day and in no case later than three

working days. The duplicate deposit slip and deposit receipt will be attached to the deposit
documentation to be filed and recorded weekly.

Volunteer Expenses
1. All volunteers will submit a purchase requisition form to the Dean of Operations for all

potential expenses.
a. Only items with prior written authorization from the Dean of Operations will be

paid/reimbursed.

Check Policy
1. A returned-check processing fee will be charged for checks returned as non-sufficient funds

(NSF).

2. In the event that a second NSF check is received for any individual, in addition to the processing
fee, the individual will lose check-writing privileges. Payment of the NSF check, the processing
fee and any subsequent payment(s) by that individual must be made by money order or
certified check.

PERSONNEL
1. The DoO and Office Manager will be responsible for all new employees completing or providing all

of the items on the attached Personnel File Checklist.

2. The DoO and Office Manager will be responsible for maintaining this information in the format as
shown on the Personnel File Checklist.  An employee’s hiring is not effective until the offer letter
has been signed by the employee, W-4 form, benefits form and payroll forms have been turned in.

3. A position control list will be developed during the budget season. Memphis Merit’s DoO will
notify the board of any variances to the position control throughout the year.

PAYROLL
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Work- time tracking
The Dean of Operations is responsible for work-time tracking for all staff members.

1. New Employees: Requests for new employees shall be initiated by the Executive Director or
Director/Principal and be consistent with the approved annual personnel budget. New employees
shall complete an Application for Employment and all necessary paperwork for payroll. New
employees shall be fingerprinted and TB tested consistent with State law. Fingerprint clearance
must be received by the School before any employee may start work.

2. Employees shall accrue vacation and sick leave time based on the personnel policy of the School.

3. Timekeeping (for hourly staff):
a. The Executive Director or Director/Principal shall develop procedures to ensure accurate and

timely preparation of timesheets for hourly employees.
b. Authorized timesheets shall be forwarded to EdTec according to EdTec policies and procedures

set forth separately. Payroll processing and payment shall take place according to EdTec
policies and procedures set forth separately.

4. Independent Contractors: The School shall only engage independent contractors if all of the
following practices are followed:

a. The expense is within the approved budget or separately approved by the Board;
b. The contractor provides proof of adequate insurance and IRS form W-9;
c. IRS rules are followed regarding classification of staff as contractors versus employees;
d. The work is done under contract.

Overtime
Advanced approval in writing by the authorized supervisor is required for compensatory timeand overtime.

Payroll Processing
For hourly employees, employees must sign timesheets to verify appropriate hours worked, resolve
absences and compensations, and monitor number of hours worked versus budgeted. The Office Manager
will submit a summary report of timesheets to the DoO who will verify the calculations for accuracy for
payroll-related information such as sick leave, vacation pay, and/or any other unpaid time.

1. For substitute teachers, the Dean of Operations will maintain a log of teacher
absences and the respective substitutes that work for them. The Dean of Operations will verify
that the substitutes initial the log next to their names before they leave for the  day  and
that teachers, upon returning back to  work, initial next  to  their  names.  This  form will be verified
and signed by the appropriate supervisor and submitted to Memphis Merit’s  DoO.

2. The HOS will notify Memphis Merit’s DoO of all authorizations for approved
stipends.

3. Memphis Merit’s DoO will prepare the payroll worksheet based on the
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summary report from the designated school employee to be entered into the payroll
system.

4. The payroll checks will be deposited into each individual’s bank account.

Payroll Taxes and Filings
1. EdTec will prepare payroll check summaries, tax and withholding summaries, and other payroll

tracking summaries.

2. EdTec will prepare the state and federal quarterly and annual payroll tax forms. EdTec will
submit the forms to the respective agencies.

PTO Record Keeping
1. The DoO or will maintain written records of all full-time employees’ use of sick leave, vacation

pay, and any other unpaid time.
a. The DoO will immediately notify the HOS if an employee exceeds the accrued sick leave or

vacation pay, or has any other unpaid absences.
b. Records will be reconciled when requested by the employee. Each employee must

maintain personal contemporaneous.

Expense Reports
1. Employees will be reimbursed for expenditures within ten (10) days of presentation of appropriate

documentation.

2. Employees will complete expense reports monthly, as necessary, to be submitted to the Office
Manager and in turn, provided to DoO.

3. Receipts or other appropriate documentation will be required for all expenses over five dollars to
be reimbursed.

4. The employee and the DoO must sign expense reports.

5. HOS’s expense reports should be approved by a member of the board and always be submitted to
Memphis Merit’s DoO for processing and payment.

6. Expenses greater than two months old will not be reimbursed.

Travel
1. Employee Mileage Reimbursement

a. All employees are reimbursed at the standard mileage rate per mile as determined by the
Internal Revenue Service for use of their own vehicle for business-related travel pre-approved
by their immediate supervisor. In addition, parking fees and tolls paid are reimbursable if
supported by receipts.
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b. All employees requesting such mileage reimbursement are required to furnish an Expense
Report containing the destination of each trip, its purpose and the miles driven, parking fees
and tolls, within one month after the travel date, supported by receipts if applicable The HOS
must pre-approve all out of town travel.

2. Employees will be reimbursed for overnight stays at hotels/motels when
pre-approved by an administrator and the event is more than 60 miles from either the
employee’s residence or the school site. Hotel rates should be negotiated at the lowest
level possible, including the corporate, nonprofit or government rate if offered, and the lowest rate
available.  Employees will be reimbursed at the established per diem rate for any
breakfast, lunch, or dinner that is not included as part of the related event.

a. Travel advances require written approval from the school’s  HOS.
b. Travel advances require receipts for all advanced funds.
c. After the trip, the employee must enter all of the appropriate

information on an expense report and submit it to the school’s HOS for approval and then on to
Memphis Merit’s DoO for processing.

If the advance exceeds the amount of the receipts, the employee will pay the difference immediately in the
form of a check. If the advance is less than the amount of the receipts, the difference will be reimbursed to the
employee in accordance with the expense report.

Governing Board Expenses
1. The individual incurring authorized expenses while carrying out the duties of the school will

complete and sign an expense report.

2. The HOS will approve and sign the expense report, and submit it to the Memphis Merit’s DoO
for payment.

Financial Reporting
1. In consultation with the back office provider (EdTec), the DoO will prepare the annual

financial budget for approval by the Board of Directors.

2. Memphis Merit’s back office provider and/or DoO  will submit  a  monthly  balance sheet and
monthly revenue and expense summaries to the HOS and Board of Directors including a review of
the discretionary accounts and any line items that are substantially over or under budget ($5,000 or
+/- 10% of established budget, whichever is greater). The report will be reviewed at both the
scheduled board finance committee and general board meetings and action will be taken, if
appropriate.

3. Memphis Merit’s DoO will provide the HOS and/or Board of Directors with additional financial
reports, as needed.
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Loans
1. The HOS and the Board of Directors will approve all loans from third parties.  In the case of a

long-term loan, approval may also be required from the charter-granting agency in accordance with
the terms of the charter petition and/or other lenders in accordance with the loan documents.

2. Once approved, a promissory note will be prepared and signed by the HOS and BOD before
funds are borrowed.

3. Employee loans are not allowed.

Financial Institutions
1. All funds will be maintained at a high-quality financial institution.

2. All funds will be maintained or invested in high quality, short maturity, and liquid funds.

3. Physical evidence will be maintained on-site for all financial institution transactions.

Retention of Records
1. Financial records, such as transaction ledgers, canceled/duplicate checks, attendance and

entitlement records, payroll records, and any other necessary fiscal documentation will be retained
for a minimum of seven (7) years. At the discretion of the Board of Directors or HOS, certain
documentation may be maintained for a longer period of time.

2. Memphis Merit’s DoO will retain records at their site for a minimum of two (2) years; after which, the
remaining five years will be the responsibility of the School.

3. Financial records will be shredded at the end of their retention period.

4. Appropriate backup 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.

Funds Balance Reserve
1. A funds balance reserve of at least 5% of the total unrestricted General Funds revenues will be

maintained.

2. Memphis Merit’s DoO will provide the HOS with balance sheets on a monthly basis. It is the
responsibility of the DoO, HOS and the Board of Directors to understand the school’s cash
situation. It is the responsibility of the HOS and the DoO to prioritize payments as needed. The
HOS and DoO have responsibility for all operations and activities related to financial
management.
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Insurance
1. Memphis Merit’s DoO will work with the HOS to ensure that appropriate insurance is

maintained at all times with a high-quality insurance agency.

2. The DoO will maintain the files of insurance policies, including an up-to-date copy of all certificates
of insurance, insurance policies and procedures, and related claim forms.

3. The HOS and DoO will carefully review insurance policies on an annual basis, prior to renewal.

4. Insurance will include general liability, worker’s compensation, student accident, professional
liability, and directors’ and officers’ coverage. Supplementary coverage will cover the after-hours
and weekend activities. Coverage will be in line with the limits listed in the school’s approved
charter petition.

Capitalization and Depreciation:
The School will capitalize and depreciate all assets costing $5,000 or 10,000 or more. All other assets are
charged to expense in the year incurred.  Capitalized assets are recorded at cost and depreciated under the
straight-line method over their estimated useful lives which can range from:

● Leasehold Improvement – Lease term or 5 years, whichever is shorter
● Equipment – 3 years
● Furniture – 5 years

Repair and maintenance costs, which do not extend the useful lives of the assets, are charged to expense. The
cost of assets sold or retired and related amounts of accumulated depreciation are eliminated from the asset
accounts, and any resulting gain or loss is included in the earnings in the year.

Asset Inventory
1. An asset is defined as all items, purchased or donated, with a value of $1,000 or more and with a

useful life of more than one year.

2. Memphis Merit’s DoO will file all receipts for the purchased asset.

3. Memphis Merit’s Office Manager and DoO will maintain an inventory or log of all assets. The
log will include the original purchase price and date, a brief description, serial numbers, and
other information appropriate for documenting assets.

4. Memphis Merit’s operations team will take a physical inventory of all assets at least 90 days
before the end of each fiscal year, indicating the condition and location of the asset.

5. The school’s HOS and the DoO will immediately be notified of all cases of theft, loss, damage
or destruction of assets.
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6. The school’s HOS will submit to the operations team and DoO written notification of plans for
disposing of assets with a clear and complete description of the asset and the date of disposal.

Disposal of Surplus Property and Donations:

Surplus property shall mean property that is no longer in use, is damaged beyond repair, or that the School
feels will have no future value to the School’s program, and that is declared to be surplus property by the
Board. If the School wishes to dispose of equipment or other surplus property, the Board shall declare the
property surplus and shall direct the staff on the actual means of disposal of the property, such as sale,
donation, or destruction and disposal.  If the School wishes to sell equipment or other surplus property, the
Board shall direct the staff by giving specific guidance regarding the manner in which such property is to be
sold.

If the School wishes to donate equipment or other surplus property, the Board shall declare the property
surplus and authorize the donation.  Requirements for potential donee organizations shall include:

(1) the donee organization is fully independent of the School, with none of the
School’s Board members or key personnel involved in the donee
organization; and

(2) the donee organization shall be a non-profit or governmental entity related to education. In
addition, the School shall secure a receipt from the donee organization for the donated
property, and shall remove the asset from the School’s books and record the donation as
required by state and federal audit guidelines.

Property Acquired with Federal Grant Funds
If the property in question cost $5,000 or more at the time of acquisition and was acquired with federal grant
funds, the School shall notify the federal contract administrator prior to donating or disposing of such property
as provided above.

Parking Lot Liability
1. Parking lot related incidences are not covered under any insurance policy. The school assumes

no liability for damage to cars:
a. Parked in the parking lot during school hours
b. Parked in the parking lot after school hours

2. The only exception to this policy will be when a student is observed by an adult accidentally
causing damage to a vehicle while engaged in a school activity, such as physical education
equipment breaking a window (e.g. a ball).

3. Otherwise, liability is as follows:
a. If a student willfully causes damage (i.e. not an accident as described above), the student’s

parent or guardian is responsible.
b. If a parent or other visitor causes damage, that individual is responsible.
c. If an employee causes damage, the employee is responsible.
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d. If an unknown person causes damage and there is no witness, the affected individual
would determine if they have applicable coverage through his/her individual insurance
policies.

Memphis Merit Academy’s current Staff Handbook can be found here:
https://docs.google.com/document/d/1Teqny0giPirQqNO7AghyBm-5kJViCMhJ6PwL3E5M0zo/edit
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Memphis Merit Academy CIPA Policy
INTERNET SAFETY. In accordance with the Children’s Internet Protection Act (CIPA), the Memphis Merit Academy
Charter School (“School Board”) shall enforce a policy of Internet safety that incorporates the use of computer-related
technology or the use of Internet service provider technology designed to block or filter Internet access to certain visual
depictions, including without limitation those that are obscene, child pornography, or otherwise harmful to minors. Sites
that are excessively, violent, pervasively vulgar, sexually harassing or that contain information regarding the
manufacturing of bombs or other incendiary devices shall also be prohibited. Only authorized persons may disable the
blocking or filtering mechanism for an adult user in order to enable Internet access for bona fide research or other lawful
purposes.

In addition to filtering requirements, it shall be the policy of Memphis Merit Academy Charter School to:

1) Prohibit access by minors to inappropriate matter on the Internet and World Wide Web;

2) Institute measures to ensure the safety and security of minors when using electronic mail, chat rooms and other
forms of direct electronic communications, such as "Instant Messaging";

3) Prohibit unauthorized access, including what is now known as hacking, and other unlawful on-line activities by
minors online;

4) Prohibit unauthorized disclosure, use, and dissemination of personal information regarding minors; and

5) Institute measures designed to restrict minors' access to materials harmful to minors.

PERMISSIONS.
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1) The procedures and policies for parents and students shall be distributed to the student and parent/guardian
and will be posted on Memphis Merit Academy Charter School’s website.

2) Students and Parental/guardian are required to sign the Parental Consent form for Student Access to the
Internet Computer Network & Student Agreement Regarding Internet Access. The student and parent/guardians’
signatures shall be legally binding on all parties and shall indicate they have read the terms and conditions
carefully and understand their significance.

3) Parental /guardian permissions that are assumed include:
a) Access to Internet and email system
b) Permission to publish students’ work to classroom websites
c) Permission to have unidentified photos of students published to classroom websites.

COMPUTER AND INTERNET USE TERMS AND CONDITIONS

1) Acceptable Use The purpose of the Internet is to support research and education in and among academic
institutions in the United States by providing access to unique resources and opportunities for collaborative
work. Transmission of any material in violation of any U.S., state, local or School District regulations shall be
prohibited.

2) Netiquette - Users shall be expected to abide by the generally accepted rules of network etiquette. These
include, but are not limited to, the following:

● Be polite.  Do not send abusive messages to others. Use appropriate language.

● Do not reveal personal addresses or phone numbers of students or colleagues.

● Note that Electronic Mail (Email) is not guaranteed to be private. People who operate the system do
have access to all mail. Messages relating to or in support of illegal activities must be reported to the
authorities. All users should be aware that routine monitoring of the system may lead to discovery that
the user has or is violating the Acceptable Use Agreement, the Student Handbook and/or the law.
Routine maintenance of the system may also purge files from individual accounts.

● Do not use the network in a way that would disrupt the use of the network by other users (e.g.
downloading huge files during prime time, sending mass email messages, or annoying other users using
the talk or write functions). Hardware or software shall not be destroyed, modified, or abused in any
way.

● Malicious use of the network to develop programs that harass other users or infiltrate a computer or
computing system and/or damage the software components of a computer or computing system shall be
prohibited.

● Hate mail, harassment, discriminatory remarks and other antisocial behaviors shall be prohibited on the
network.

● The illegal installation of copyrighted software for use on district computers shall be prohibited.
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● Use of the network to access or process pornographic material, inappropriate text files, or files
dangerous to the integrity of the local area network (LAN) shall be prohibited.

3) Privileges The use of the Internet is a privilege, not a right, and inappropriate use shall result in a cancellation of
those privileges and may result in disciplinary or legal action by the administration, faculty, or staff per the
guidelines of the Student Code of Conduct.

4) Security Security on any computer system is a high priority, especially when the system involves many users.
Any suspected security problem on the Internet shall be reported to the Dean of Operations, who shall
immediately contact the Head of School or designee. Any user identified as a security risk or having a history of
problems with other computer systems shall be denied access to the Internet.

5) Vandalism Vandalism shall result in cancellation of privileges and or other disciplinary actions up to and
including expulsion. Vandalism is defined as any malicious attempt to harm or destroy hardware or software
data of the school system, another user, the Internet Service Provider, or other networks that are connected to
the Internet. This includes, but is not limited to, the uploading or creation of computer viruses, “Digital Graffiti”,
defacing Websites, unauthorized changes to websites, programs, applications, databases, etc. No software,
programs, or files may be installed or downloaded by any user without the prior permission of the building
technology coordinator, who must scan for appropriateness and viruses.

6) Consequences of Misuse The Head of School and administrators may discipline (up to and including expulsion)
any student who accesses, sends, receives, or configures electronically any profane language or pictures or
violates any Board policy.

7) Cyber Bullying: Bullying or harassing behavior" is any pattern of gestures or written, electronic or verbal
communications, or any physical act or any threatening communication, or any act reasonably perceived as being
motivated by any actual or perceived differentiating characteristic, that takes place on school property, at any
school-sponsored function, or on a school bus, and that:

(a) Places a student or school employee in actual and reasonable fear of harm to his or her person or damage to
his or her property; or

(b) Creates or is certain to create a hostile environment by substantially interfering with or impairing a student's
educational performance, opportunities or benefits. For purposes of this section, "hostile environment" means
that the victim subjectively views the conduct as bullying or harassing behavior and the conduct is objectively
severe or pervasive enough that a reasonable person would agree that it is bullying or harassing behavior.

The TN law defines bullying as, “Bullying is defined as unwanted, aggressive behavior that involves a real or
perceived power imbalance. The behavior is repeated, or has the potential to be repeated, over time. The
imbalance of power involves the use of physical strength, access to embarrassing information, or popularity to
control or harm others.” The law defines Cyberbullying as, “the transmission of any electronic textual, visual,
written, or oral communication with the malicious and willful intent to coerce, abuse, torment, or intimidate a
person under the age of eighteen.” Cyberbullying is bullying that takes place using electronic technology.
Electronic technology includes devices and equipment such as cell phones, computers, and tablets, as well as
communication tools including social media sites, text messages, chat, and websites. Examples may include
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mean text messages or emails, rumor sent by email or posted on social network sites, and embarrassing pictures,
videos, websites, or fake profiles.

RESPONSIBLE USE / CODE OF CONDUCT.

Memphis Merit Academy Charter School is a place of tolerance and good manners. Students may not use the network or
any school’s computer facilities for hate mail, defamatory statements intended to injure or humiliate others by disclosure
of personal information (whether true or false), personal attacks on others, and statements expressing animus towards
any person or group by reason of race, color, religion, national origin, gender, sexual orientation or disability.

Code of Conduct- The Memphis Merit Academy Student Code of Conduct outlined in the student handbook applies to
all users of the Internet. Honesty, integrity, and respect for the rights of others should always be evident. Students shall
only be identified by first names and/or initials.

The use of the Internet, including the World Wide Web must be in support of education and academic research and
consistent with the educational objectives of Memphis Merit Academy Charter School. Memphis Merit Academy
Charter School shall not be responsible for any financial obligations incurred by users of the Internet.

Cyberbullying shall result in cancellation of privileges and or other disciplinary actions up to and including expulsion.  Any
validated reports of Cyberbullying which contains true threats of intent to harm a person, will be reported to law
enforcement. The test of “intent to harm” is whether a reasonable person sending a communication would foresee that
the listener would interpret the statement as a serious expression of intent to harm.

The computer user shall be held responsible for his/her actions and activities. Unacceptable uses of the computers
and/or the Internet shall result in appropriate disciplinary action, including suspension, expulsion or revoking of these
privileges. If a student has questions about whether a specific activity is permitted, he or she should ask a teacher or
administrator.

If a student accidentally accessed inappropriate material, he or she should back out of that information at once.
Students who may inadvertently access a site that is pornographic, obscene, or harmful to minors shall immediately
disconnect from the site and inform the teacher.

Students shall use the Internet search engines and/or other Internet tools only under the direction and supervision of
teachers.

Regulations for the use of computers and the participation by anyone on the Internet include but are not limited to, the
following:

1) Student use of e-mail and other forms for direct electronic communication including instant messaging systems
is prohibited unless authorized and directly supervised by a teacher.

2) School system rules prohibiting cyberbullying indecent, vulgar, lewd, slanderous, abusive, threatening, sexually
harassing, or terrorizing language apply to all forms of electronic communications.

3) Students shall not post any e-mail or other messages or materials on Memphis Merit Academy Charter School’s
networks or the Internet that are indecent, vulgar, lewd, slanderous, abusive, threatening, sexually harassing, or
terrorizing.
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4) Students shall not post personal information about themselves, (last name, addresses, or telephone numbers) or
any other person.

5) Students shall not abuse or waste network resources through frivolous and non-educational use or send chain
letters or annoying or unnecessary letters to large numbers of people.

6) Students shall not access over the Internet visual depictions that are obscene, pornographic, or harmful to
minors.

7) Students shall not attempt to gain unauthorized access, including so-called "hacking" or otherwise compromise
any computer or network security or engage in any illegal activities on the Internet, including willfully introducing
a computer virus, worm, or other harmful program to the network.

8) Students shall observe copyright law and fair use guidelines. Students shall not plagiarize or otherwise use
copyrighted material without permission. Students shall properly cite the source of information accessed over
the Internet.

9) Students shall not make any purchase on the Internet while using school equipment or Internet service.

10) Degrading or disrupting equipment or system performance shall not be permitted.

11) Invading the privacy of individuals, sending of hate mail, harassing, or making discriminatory remarks or other
antisocial behavior shall be prohibited.

12) Using an account owned by another user shall be prohibited.

13) Posting anonymous messages shall not be permitted.

14) Perusing or otherwise accessing information on manufacturing bombs or other incendiary devices shall be
forbidden.

15) Downloading information without permission of the Director of Technology or designee shall be prohibited.

16) Accessing or creating exposure in any way to pictures, graphics, or other visual depictions that taken and with
respect to minors, appeals to the prurient interest in nudity, sex, or excretion shall be prohibited.

17) Accessing or creating exposure in any way to pictures, graphics, or other visual depictions that describe or
represent in an offensive way with respect to what is suitable for minors, an actual or simulated sexual act or
sexual contact, actual or simulated normal or perverted sexual acts, or a lewd exhibition of the genitals shall be
prohibited.

18) Accessing or creating exposure in any way to pictures, graphics, or other visual depictions that lack serious
literary, artistic, political, or scientific value as to minors shall be prohibited.

19) Use for product advertisement, political lobbying, or illegal activities shall be strictly prohibited.
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20) Social Media websites will be reviewed, and restrictions will be applied as needed.

21) Subscriptions to list servers, bulletin boards, and online services must be pre-approved by the Head of School or
his/her designee.

CIPA MONITORING AND TRAINING. In addition to the use of technology protection measures, the monitoring of
student’s online activities and access to the Internet and World Wide Web may include, but shall not be limited to, the
following:

1) Ensuring the presence of teacher and/or other appropriate school personnel when students are accessing the
Internet including, but not limited to, the supervision of students when using electronic mail, chat rooms, instant
messaging and other forms of direct electronic communications. As determined by the appropriate building
administrator, the use of e-mail and chat rooms, instant messaging and other forms of direct electronic
communications may be blocked as deemed necessary to ensure the safety of such students.

2) Monitoring logs of access in order to keep track of the web sites visited by students as a measure to restrict
access to materials harmful to minors.

3) Provide annual training regarding CIPA policy to all students and faculty.  Training for students and faculty will
address key issues such as cyber bullying, social networking dangers and emerging technologies that may
endanger children while using the Internet.  Teachers will train students by incorporating within their lesson
plans age appropriate Internet Safety training for students.  Teachers will access training materials from
http://commonsense.org. The curriculum specialist or the designated representative will periodically review
lesson plans to ensure all students are trained.

Adopted:

Ref: 47 USC Section 254 (Telecommunications Act), Pub. L. 106-554 (Children's Internet Protection Act
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Policy Approved by the Memphis Merit Academy Charter School Board of Directors on 4.18.19

Memphis Merit Academy Whistleblower Policy

General
Memphis Merit Academy Charter School requires directors, officers and employees to observe high standards of
business and personal ethics in the conduct of their duties and responsibilities. As employees and representatives of the
Memphis Merit Academy Charter School, we must practice honesty and integrity in fulfilling our responsibilities and
comply with all applicable laws and regulations.

Reporting Responsibility
It is the responsibility of all directors, officers and employees to report ethics violations or suspected violations in
accordance with this Whistleblower Policy.

No Retaliation
No director, officer or employee who in good faith reports an ethics violation shall suffer harassment, retaliation or
adverse employment consequence. An employee who retaliates against someone who has reported a violation in good
faith is subject to discipline up to and including termination of employment. This Whistleblower Policy is intended to
encourage and enable employees and others to raise serious concerns within Memphis Merit Academy Charter School
prior to seeking resolution outside Memphis Merit Academy Charter School.

Reporting Violations
Memphis Merit Academy Charter School has an open door policy and suggests that employees share their questions,
concerns, suggestions or complaints with someone who can address them properly. In most cases, an employee’s
supervisor is in the best position to address an area of concern. However, if you are not comfortable speaking with your
supervisor or you are not satisfied with your supervisor’s response, you are encouraged to speak with someone in the
Human Resources Department (Dean of Operations) or anyone in management whom you are comfortable in
approaching. Supervisors and managers are required to report suspected ethics violations to the Memphis Merit
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Academy Charter School’s Compliance Officer (Dean of Operations), who has specific and exclusive responsibility to
investigate all reported violations. For suspected fraud, or when you are not satisfied or uncomfortable with following
Memphis Merit Academy Charter School’s open door policy, individuals should contact Memphis Merit Academy Charter
School’s Compliance Officer directly.

Compliance Officer (Dean of Operations)
The Memphis Merit Academy Charter School’s Compliance Officer is responsible for investigating and resolving all
reported complaints and allegations concerning violations and, at his/her discretion, shall advise the Executive Director
(Head of School) and/or the audit committee of the Board of Directors. The Compliance Officer has direct access to the
audit committee of the board of directors and is required to report to the audit committee at least annually on
compliance activity. The Memphis Merit Academy Charter School’s Compliance Officer is the chair of the audit
committee.

Accounting and Auditing Matters
The audit committee of the board of directors shall address all reported concerns or complaints regarding corporate
accounting practices, internal controls or auditing. The Compliance Officer shall immediately notify the audit committee
of any such complaint and work with the committee until the matter is resolved.

Acting in Good Faith
Anyone filing a complaint concerning a violation or suspected violation must be acting in good faith and have reasonable
grounds for believing the information disclosed indicates a violation. Any allegations that prove not to be substantiated
and which prove to have been made maliciously or knowingly to be false will be viewed as a serious disciplinary offense.

Confidentiality
Violations or suspected violations may be submitted on a confidential basis by the complainant or may be submitted
anonymously. Reports of violations or suspected violations will be kept confidential to the extent possible, consistent
with the need to conduct an adequate investigation.

Handling of Reported Violations
The Compliance Officer will notify the sender and acknowledge receipt of the reported violation or suspected violation
within five business days. All reports will be promptly investigated and appropriate corrective action will be taken if
warranted by the investigation.

Audit Committee Compliance Officer:

Angelia Allen, Board Treasurer
Memphis Merit Academy Charter School
Email: aallen@memphismeritacademy.org

Management Staff:

Lakenna Booker
Head of School
Email: lbooker@memphismeritacademy.org

Betty McCline
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Dean of Operations
Email: bmccline@memphismeritacademy.org

Policy Approved by the Memphis Merit Academy Charter School Board of Directors on 5.16.2019.

Memphis Merit AcademyDocument Retention/Destruction Policy

This policy specifies how important documents (hardcopy, online or other media) should be retained,
protected and eligible for destruction. The policy also ensures that documents are promptly provided to
authorities in the course of legal investigations or lawsuits.

Document Retention Schedule

The following types of documents will be retained for the following periods of time. At least one copy of each
document will be retained according to the following schedule.

Corporate Records

Article of Incorporation to apply for
corporate status

Permanent

IRS Form 1023 (in the USA) to file for
tax-exempt and/or charitable status

Permanent

By Laws Permanent
Letter of Determination (for example, from
the IRS in the USA) granting tax exempt
and/or charitable status

Permanent

Board Policies Permanent
Resolutions Permanent
Board Meeting Minutes Permanent
Sales Tax Exemption Documents Permanent
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Tax or employee ID Number Designation Permanent
Annual Corporate Filings Permanent

Financial Records

Chart of Accounts Permanent
Fiscal Policies and Procedures Permanent
Audits Permanent
Financial Statements Permanent
General Ledger Permanent
Check Registers / Books 7 years
Business Expenses Docs 7 years
Bank Deposit Slips 7 years
Cancelled Checks 7 years
Invoices 7 years
Investment Records (deposit, earning,
withdrawals)

7 years

Property / asset inventories 7 years
Petty cash receipts / documents 3 years
Credit card receipts 3 years

Tax Records

Annual Tax Filing for the organization (IRS
Form 990 in the USA)

Permanent

Payroll Registers Permanent
Filings of fees paid to professionals (IRS
Form 1099 in the USA)

7 years

Payroll tax withholdings 7 years
Earnings records 7 years
Payroll tax returns 7 years
W-2 statements 7 years

Personnel Records

Employee Offer Letters or Contracts Permanent
Confirmation of Employment Letters Permanent
Benefits Descriptions Per Employee Permanent
Pension Records Permanent
Employee Application and Resumes 7 years after termination
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Promotions, demotions, letter of
reprimand, termination

7 years after termination

Job Descriptions, performance goals 7 years after terminations
Workers’ Compensation Records 5 years
I-9 Forms 5 years after termination
Time Reports 3 years after termination

Insurance Records

Property Insurance Policy Permanent
Directors and Officers Insurance Policy Permanent
Workers’ Compensation Insurance Policy Permanent
General Liability Insurance Policy Permanent
Insurance Claims Applications Permanent
Insurance Disbursements / Denials Permanent

Contracts

All insurance Contracts Permanent
Construction Contracts Permanent
Legal Correspondence Permanent
Loan / mortgage Contracts Permanent
Leases / Deeds Permanent
Vendor / Contractor Contracts 7 years
Warranties 7 years

Donations / Funder Records

Grant Dispersal Contract Permanent
Donor Lists 7 years
Grant Applications 7 years
Donor Acknowledgments 7 years

Management Plans and Procedures

Strategic Plan 7 years
Staffing, programs, marketing, finance,
fundraising and evaluation plans

7 years

Vendor Contracts 7 years
Disaster Recovery Plan 7 years
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Pupil Records

Individual Student Record (original or
copy)

Permanent*

(A)  Legal name of pupil
(B)  Date of birth
(C)  Method of verification of birth
(D)  Sex of pupil
(E)  Place of birth
(F)  Name and address of parent of minor

pupil
1. Address of minor pupil if different than

above.
2.  An annual verification of the name and

address of the parent and the
residence of the pupil.

(G)  Entering and leaving date of each
school year and for any summer
session or other extra session.

(H)  Subjects taken during the year,
half-year, summer session, or quarter.

(I)  If marks or credit are given, the mark or
number of credits toward graduation
allows for work taken.

(J)  Verification of or exemption from
required immunizations.

(K)  Date of high school graduation or
equivalent.

Individual Student Injury Record for which
a claim was filed

1 year after the claim has been settled or
after the statute of limitations has run out

*Option to microfilm and destroy
original.

Document Storage

Documents (hardcopy, online or other media) will be stored by the current school administration at Memphis
Merit Academy Charter School, 4775 American Way, Memphis, TN 38118, or the physical location of the school
at the time. Fisal records will be stored with Edtec or current back office provider at the time.
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Document Destruction

Hardcopy of documents will be destroyed by shredding after they have been retained until the end of the
Document Retention Schedule. Online copies will be destroyed by proven means to destroy such media after
they have been retained until the end of the Document Retention Schedule.

Provision of Documentation for Investigations or Litigation

Documents requested and subpoenaed by legally authorized personnel will be provided within the time period
legally provided, subject to prior review by the General Counsel. No documents will be concealed, altered or
destroyed with the intent to obstruct the investigation or litigation.
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