
Ivy Hill Prep Charter School

Board of Trustees Meeting - Ivy Hill Prep

Date and Time
Monday August 31, 2020 at 6:30 PM EDT

Location
Pursuant to Governor Cuomo’s Executive Order 202.1 issued, on March 12, 2020, suspending the
in-person public participation provisions of the Open Meetings Law, IVY HILL PREP's Board Meeting will
be held electronically via https://zoom.us/j/9699543901, until further notice. Members of the public may
listen to or view the board meeting by also connecting to the zoom link at https://zoom.us/j/9699543901.
A recording of the meeting will be transcribed and posted on Ivy Hill Prep's website at: https://
www.ivyhillprep.org/home

TRUSTEES SHOULD ENSURE VIDEO CAPACITY IS ENABLED FOR MEETING/VOTING PURPOSES

IVY HILL PREP - BOARD OF TRUSTEES

Agenda
Purpose Presenter Time

I. Opening Items 6:30 PM

Opening Items

A. Call the Meeting to Order Marsha Michael 5 m

• Welcome Guests
• Public Comments

B. Record Attendance and Guests Maimouna Kane 1 m
C. Approve July 2020 Board Meeting Minutes Approve

Minutes
Maimouna Kane 3 m

Approve minutes for Board of Trustees Meeting - Ivy Hill Prep on July 27, 2020
D. Vote to Approve Agenda Vote Marsha Michael 2 m

II. Governance 6:41 PM

A. Review Staff Handbook Discuss Marsha Michael 20 m

• Review Staff Handbook Policies
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• Review Paid Time Off Policies

B. Update Committee Details Vote Marsha Michael 5 m

• Vote to Add New Committee Members
• Vote/Discuss any potential changes on standing meeting dates.

III. Finance Committee 7:06 PM

Finance

A. Review Current Financial Dashboard Discuss Nataki Williams 20 m

• Discuss Current Financial Indicators

B. Vote on contingency line item in Year 2 Budget Vote Nataki Williams 5 m

• Discuss a contingency line item for unexpected Covid-related expenses.

C. Review Financial Goals Discuss Nataki Williams 10 m

• Discuss Board Financial Goals

D. Review Financial Deliverables Discuss Nataki Williams 10 m

• Discuss Audit Timeline and Deliverables
• Discuss other financial timeline deliverables

IV. DIrector of Finance Hiring Taskforce 7:51 PM

A. Taskforce Update Discuss Jennifer Small 5 m

V. Academic Achievement 7:56 PM

Academic Achievement

A. Vote Approve Amended Student & Family Handbook Vote Adam Jimenez-Schulman 5 m

• Report Committee Recommendation on changes to handbook.

B. Vote to Approve Homeless Student and Transportation Policy Vote Adam Jimenez-Schulman 5 m
C. Academic Dashboard Discuss Ambrosia Johnson 5 m

VI. Head of School Update 8:11 PM

A. HOS Report Discuss Ambrosia Johnson 10 m
B. Update on Re-Opening Discuss Ambrosia Johnson 5 m

• Discuss how re-opening is going
• Discuss any upcoming phases of re-opening
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VII. Facilities Update 8:26 PM

A. Update on Renovation Process Discuss Brandon Parker 3 m

VIII. Head of School Evaluation & Support Committee 8:29 PM

A. Discuss Committee Next Steps Discuss Adam Jimenez-Schulman 5 m

IX. Development 8:34 PM

Development

A. Update on Development Discuss Tanisha James 5 m

X. Executive Session 8:39 PM

A. Vote for Executive Session Vote 15 m

• Discuss next steps.

XI. Closing Items 8:54 PM

A. Adjourn Meeting FYI Marsha Michael
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Coversheet

Approve July 2020 Board Meeting Minutes

Section: I. Opening Items
Item: C. Approve July 2020 Board Meeting Minutes
Purpose: Approve Minutes
Submitted by:
Related Material: Minutes for Board of Trustees Meeting - Ivy Hill Prep on July 27, 2020
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Ivy Hill Prep Charter School

Minutes

Board of Trustees Meeting - Ivy Hill Prep

Date and Time
Monday July 27, 2020 at 6:30 PM

Location
Pursuant to Governor Cuomo’s Executive Order 202.1 issued, on March 12, 2020,
suspending the
in-person public participation provisions of the Open Meetings Law, IVY HILL PREP's
Board Meeting will be held electronically via https://zoom.us/j/9699543901, until further
notice. Members of the public may listen to or view the board meeting by also connecting
to the zoom link at https://zoom.us/j/9699543901. A recording of the meeting will be
transcribed and posted on Ivy Hill Prep's website at: https://www.ivyhillprep.org/home

TRUSTEES SHOULD ENSURE VIDEO CAPACITY IS ENABLED FOR MEETING/VOTING
PURPOSES

IVY HILL PREP - BOARD OF TRUSTEES

Directors Present
A. Jimenez-Schulman (remote), A. Laniyan (remote), D. Lewis, J. Small (remote), M. Kane
(remote), M. Michael (remote), N. Williams (remote), T. James (remote)

Directors Absent
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None

Guests Present
A. Johnson (remote), A. Leon-Soon (remote), B. Parker (remote), Diana Williams, K.
Wedderburn-Henderson (remote)

I. Opening Items

M. Michael called a meeting of the board of directors of Ivy Hill Prep Charter School to
order on Monday Jul 27, 2020 at 6:38 PM.

M. Michael made a motion to approve the minutes from Board of Trustees Meeting - Ivy
Hill Prep on 06-22-20.
J. Small seconded the motion.
The board VOTED to approve the motion.

Roll Call

D. Lewis Absent

A. Laniyan Aye

M. Kane Aye

M. Michael Aye

J. Small Aye

A. Jimenez-Schulman Aye

T. James Aye

N. Williams Aye

M. Michael made a motion to approve the minutes from Special Meeting on 06-29-20.
J. Small seconded the motion.
The board VOTED to approve the motion.

Roll Call

A. Laniyan Aye

D. Lewis Absent

N. Williams Aye

M. Michael Aye

A. Jimenez-Schulman Aye

M. Kane Aye

T. James Aye

J. Small Aye

Call the Meeting to OrderA.

Record Attendance and GuestsB.

Approve June 2020 Board Meeting MinutesC.

Approve June Special Meeting MinutesD.
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M. Michael made a motion to Approve the agenda.
A. Jimenez-Schulman seconded the motion.
The board VOTED to approve the motion.

Roll Call

M. Kane Aye

T. James Aye

J. Small Aye

A. Jimenez-Schulman Aye

N. Williams Aye

D. Lewis Absent

M. Michael Aye

A. Laniyan Aye

II. Governance

Board member nominated Marsha Micheal to continue to be the Board Chair.
A. Jimenez-Schulman made a motion to Nominate Marsha Micheal for Board Chair.
J. Small seconded the motion.
The board VOTED to approve the motion.

Roll Call

A. Jimenez-Schulman Aye

D. Lewis Aye

M. Kane Aye

J. Small Aye

A. Laniyan Aye

T. James Aye

N. Williams Aye

M. Michael made a motion to Nominate Adam Jeminez- Schulman as Vice Chair.
T. James seconded the motion.
The board VOTED to approve the motion.

Roll Call

M. Kane Aye

D. Lewis Aye

A. Laniyan Aye

J. Small Aye

T. James Aye

M. Michael Aye

N. Williams Aye

M. Michael made a motion to Extend Nataki's term.
J. Small seconded the motion.

Vote to Approve AgendaE.

Annual Meeting - Vote on Trustee Officers for Fiscal Year 20-21A.
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The board VOTED to approve the motion.

Roll Call

D. Lewis Aye

J. Small Aye

N. Williams Abstain

M. Michael Aye

A. Jimenez-Schulman Aye

T. James Aye

A. Laniyan Aye

M. Kane Aye

J. Small made a motion to Nataki Williams as Treasurer.
M. Michael seconded the motion.
Discussion was held in support of Nataki remaining as treasurer. Question was posed to
the board as to whether a less conservative financial view was needed and board agreed
Nataki's perspective was in line with the board view. Discussion of board goal of cash on
hand was also held. HOS indicated she reached out to David Frank who made certain
representations about number of days of cash on hand for a first year school. HOS
indicated she would share email correspondence with board chair and treasurer.
The board VOTED to approve the motion.

Roll Call

J. Small Aye

A. Laniyan Aye

M. Kane Aye

M. Michael Aye

D. Lewis Absent

A. Jimenez-Schulman Aye

T. James Aye

M. Michael made a motion to Adopt Committee Assignments.
A. Jimenez-Schulman seconded the motion.
Discussion was held as to adding Tanisha James to HOS support and evaluation
committee.
The board VOTED to approve the motion.

Roll Call

M. Kane Aye

N. Williams Aye

A. Jimenez-Schulman Aye

T. James Aye

A. Laniyan Aye

M. Michael Aye

D. Lewis Absent

J. Small Aye

M. Michael made a motion to Maimouna Kane as Secretary.

Annual Meeting - Vote on Committee MembersB.
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A. Jimenez-Schulman seconded the motion.
The board VOTED to approve the motion.

Roll Call

D. Lewis Absent

A. Laniyan Aye

T. James Aye

M. Michael Aye

N. Williams Aye

A. Jimenez-Schulman Aye

J. Small Aye

M. Michael made a motion to Adopt Standing meeting and committee dates.
A. Jimenez-Schulman seconded the motion.
Discussion was held about making changes to the start time of committee meetings to the
early morning hours but discussion on change tabled to see if committee members could
meet in the morning.
The board VOTED to approve the motion.

Roll Call

T. James Aye

N. Williams Aye

M. Michael Aye

A. Jimenez-Schulman Aye

A. Laniyan Aye

J. Small Aye

M. Kane Aye

M. Michael made a motion to Have August Board Meeting on the last Monday of the
month, August 31, 2020.
A. Jimenez-Schulman seconded the motion.
The board VOTED to approve the motion.

Discussion held that committees will develop its goals at the next committee meeting.

M. Michael made a motion to Approve annual report.
A. Jimenez-Schulman seconded the motion.
Discussion held regarding giving board more time to review Annual Report before voting
on it. HOS sent over the final version of the report the same day of the board meeting
leaving members only a few hours to review it.
The board VOTED to approve the motion.

Roll Call

T. James Aye

N. Williams Aye

D. Lewis Absent

Annual Meeting - Board Strategic PlanningC.

Annual ReportD.
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Roll Call

M. Michael Aye

A. Laniyan Aye

J. Small Aye

M. Kane Aye

A. Jimenez-Schulman Aye

III. Finance Committee

Discussion was held on differed rent credit. Treasurer explained why differed rent was
included in our statements and the benefit to reflecting it down the line. Discussion was
held on free and reduced lunch.

A. Laniyan made a motion to Approve the Surplus Transfer to Savings account.
M. Michael seconded the motion.
Discussion held on approving to transfer surplus to savings account while keeping 20K in
a line item for Contingency Covid -19 funds.
The board VOTED to approve the motion.

Roll Call

A. Laniyan Aye

A. Jimenez-Schulman Aye

J. Small Aye

M. Kane Aye

T. James Aye

D. Lewis Absent

M. Michael Aye

N. Williams Aye

M. Michael made a motion to Approve 990 Tax Filing.
T. James seconded the motion.
Discussion held about making sure board had sufficient time to review the filing prior to
submission.
The board VOTED to approve the motion.

Roll Call

M. Michael Aye

J. Small Aye

M. Kane Aye

A. Jimenez-Schulman Aye

N. Williams Aye

T. James Aye

Review Current Financial DashboardA.

Vote to Approve Surplus RecommendationB.

Approve 990 Tax FilingC.
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Roll Call

A. Laniyan Aye

Discussion held on the need for a Finance Taskforce. Board members volunteered to be
on the taskforce.
J. Small made a motion to Creating Director of FInance Hiring Taskforce.
A. Laniyan seconded the motion.
Nataki Williams, Jennifer Small and Adam Jimenez-Schulman agreed to be members of
the taskforce.
The board VOTED to approve the motion.

Roll Call

M. Michael Aye

J. Small Aye

N. Williams Aye

A. Jimenez-Schulman Aye

D. Lewis Absent

A. Laniyan Aye

M. Kane Aye

T. James Aye

IV. Academic Achievement

Discussion held on student retention and adding data to the dashboard.

V. Head of School Update

M. Michael made a motion to Approve Re-Opening Plan.
A. Jimenez-Schulman seconded the motion.
Discussion held on making changes to the reopening plan in eliminating the "floor" and
keeping the "ceiling". Discussion held on age appropriate masks.
The board VOTED to approve the motion.

Roll Call

M. Kane Aye

Vote to Approve Finance Director TaskforceD.

Vote Approve Amended Student & Family Handbook - TABELED TO NEXT MEETINGA.

Vote to Approve Homeless Student and Transportation Policy - TABLED TO NEXT
MEETING

B.

Academic DashboardC.

HOS ReportA.

Vote to Approve Re-Opening PlanB.
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Roll Call

N. Williams Aye

M. Michael Aye

T. James Aye

A. Laniyan Aye

A. Jimenez-Schulman Aye

J. Small Aye

VI. Facilities Update

Renovations are practically completed.

VII. Head of School Evaluation & Support Committee

Committee in the final stages of completing HOS contract and updating job description.

VIII. Development

Committee to meet and decide on committee chair and report back on the goals created
for the committee.

IX. Executive Session

M. Michael made a motion to Go into executive session.
A. Jimenez-Schulman seconded the motion.
The board VOTED to approve the motion.

Roll Call

D. Lewis Absent

A. Jimenez-Schulman Aye

N. Williams Aye

A. Laniyan Aye

J. Small Aye

M. Michael Aye

M. Kane Aye

T. James Aye

M. Michael made a motion to Pay Diana Williams $4000.
T. James seconded the motion.
The board VOTED to approve the motion.

Update on Renovation ProcessA.

Discuss Committee Next StepsA.

Update on DevelopmentA.

Vote for Executive SessionA.
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Roll Call

M. Kane Aye

N. Williams Aye

A. Laniyan Aye

M. Michael Aye

J. Small Aye

T. James Aye

A. Jimenez-Schulman Aye

D. Lewis Absent

M. Michael made a motion to approve a COLA increase for Head of School.
M. Kane seconded the motion.
The motion did not carry.

Roll Call

A. Jimenez-Schulman No

D. Lewis Absent

M. Michael No

J. Small No

M. Kane No

N. Williams No

T. James No

A. Laniyan No

X. Closing Items

M. Michael made a motion to To adjourn meeting.
T. James seconded the motion.
The board VOTED to approve the motion.
There being no further business to be transacted, and upon motion duly made, seconded
and approved, the meeting was adjourned at 8:30 PM.

Respectfully Submitted,
M. Kane

CERTIFICATE OF THE SECRETARY
The undersigned does hereby certify that the undersigned is the Secretary of the Corporation an
education Corporation duly organized and existing under the law of the State of New York; and
that the Meeting Minutes of said Corporation were duly and regularly adopted as such by the
Board of Trustees of said Corporation.
Secretary: Maimouna Kane
Date: August 31, 2020

Adjourn MeetingA.
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Coversheet

Review Staff Handbook

Section: II. Governance
Item: A. Review Staff Handbook
Purpose: Discuss
Submitted by:
Related Material: 2020-21 PTO Policies comments as of 8.21.20.docx

2020-21 Employee Handbook comments as 8.21.20.docx
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COVID-19 NOTICE  
 
To help employees affected by COVID-19, the federal government and New York State 
provide additional sick time and other leave rights to eligible employees.  Some of 
these COVID-19 related sick time and leave benefits are in addition to the School’s 
existing time off policies set forth below.  If you or your family members are currently 
impacted by COVID-19 and you have any questions about time off from work, please 
contact the School Leader and/or Little Bird HR (hrsupport@littlebird.hr; 888-281-
8956).
 
 
 
 

HOLIDAYS  
 
The following are paid School holidays for all full-time exempt employees.  Hourly and 
part time employees are not eligible for holiday pay.

·       New Year's Day
·       Martin Luther King Jr. Day
·       Presidents' Day
·       Memorial Day
·       Independence Day (July 3, 2020)
·       Labor Day
·       Columbus Day
·       Veteran’s Day
·       Thanksgiving Day, ½ day prior, and day after
·       Christmas Eve Day
·       Christmas Day

 
 
 

Comment [1]: there is a suggestion 
that we include the a separate 
document of COVID 19 benefits 
that are updated periodically with 
new changes.

Comment [2]: As per managements 
decision not have Veteran's day as 
a holiday this holiday should be 
removed.
Comment [3]: Done.
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PAID TIME OFF (PTO) PROCEDURES: FULL-
TIMEEMPLOYEES

 
 
In addition to School holidays and breaks, eligible employees will receive PTO each year 
to be used for any combination of sick or personal time off. Managers have the 
authority to approve or deny any leave request presented to them. The number of 
annual PTO days and breaks for which each full-time employee is eligible is stated 
below (for purposes of PTO, the annual calendar shall start July 1 and end June 30. On 
these days, full-time hourly employees will be compensated for a maximum of 8hours.
 
 

Full-Time Employees Annual PTO

Instructional 
Employees

8 PTO days

Non-
Instructional 
Employees

5 PTO days

For purposes of employee leaves and PTO benefits, instructional employees are 
defined as employees who are scheduled to work during the School year, i.e. August – 
June.  Non-instructional employees are defined as employees who are scheduled to 
work all 12 months.
 
Paid time off is granted in a lump sum on July 1st of each year.  PTO will be prorated for 
employees hired to work after July 1st.  

 
 
 

PAID TIME OFF (PTO) PROCEDURES: PART-
TIMEEMPLOYEES

Comment [4]: To summarize what 
we discussed on the last call, I 
think it's important that these 
breakdowns are reevaluated - we 
need clarity on the state regulation 
for minimum sick days and should 
consider aligning all staff to same 
number
Comment [5]: Current offerings are 
in compliance with the law: ESSTA 
Act. By law, the minimum time is 5 
days. 

Little Bird will update for the 
following: 
Instructional Staff: 7 PTO Days 
Comment [6]: To summarize what 
we discussed on the last call, I 
think it's important that these 
breakdowns are reevaluated - we 
need clarity on the state regulation 
for minimum sick days and should 
consider aligning all staff to same 
number
Comment [7]: Current offerings are 
in compliance with the law: ESSTA 
Act. By law, the minimum time is 5 
days. 

Little Bird will update for the 
following: 
Instructional Staff: 7 PTO Days 
Comment [8]: I would also strongly 
recommend considering a vacation 
policy for non-instructional staff, 
since they do not receive student 
breaks off, like teachers

It sounds like there was an 
organization-wide shut-down for 
non-instructional staff at the start of 
the summer - perhaps that's a 
starting point to formalize; it is 
certainly a benefit that should be 
highlighted for staff and candidates

Thinking about sustainability, non-
instructional staff should have 
some ability to take time off 
throughout the year, beyond the 
minimum sick days

Comment [9]: Clarification here: 
Non-instructional staff do receive 
vacation days off along with 
teachers. 

In the annual calendar, the non-
instructional staff's vacation time 
will be clearly outlined with the time 
that the organization shuts off for 
the summer.
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Part-time employees are not eligible to earn paid time off.  Part-time employees will 
receive pay for the days listed in the Holidays section only if such holidays occur on a 
day when the part-employee was scheduled to work. 
 
Part-time employees must work the day before and the day after a holiday to be paid 
for the holiday or school closure day (e.g., the day before Winter Break and the day 
after Winter Break) unless the employee receives prior written approval from their 
manager. 
Part-time employees understand that if they request time off and such request is 
granted, their time taken away from work will be unpaid.

 

PROCEDURES TO REQUEST PTO
 
Future Time Off:   Submit PTO requests to your manager or the School Leader at least 
two (2) weeks in advance of the requested time off to allow for adequate time to plan 
for your absence.  Requests must be approved by your manager or the School Leader 
prior to the time off being taken. Non-instructional employees are expected to 
schedule vacation time during School breaks or the summer when the School schedule 
is flexible as defined by the administrative calendar.  Eligible employees may not take 
more than 2 consecutive days of PTO.
 
Your manager will approve/deny the PTO request, most often electronically.  If 
necessary, your manager will meet with you to discuss the approval or denial of the 
PTO request.
 
Time Taken in Past: In the event that you are ill and need to take a day off before 
getting the dayapproved, as soon as you return to work, input the absence in the 
School’s human resources software, the Little Bird Nest.
 

If you cannot come to work due to an unexpected illness, inform your manager prior to 
your scheduled arrival time.
 
 
 

CRITICAL DAYS

Comment [10]: By NY law part time 
employers with more than 5 or 
more employees also have to 
provide sick time leave under the 
NYC earned safe and sick time 
provisions. so we should add "and 
(ii) the sick days discussed in the 
NYC Earned Safe and Sick Time 
section.)
Comment [11]: What if the person's 
part time schedule does not call for 
them to work the day before or the 
day after? Are they still entitled to 
be paid for the holiday?
Comment [12]: If the employee's 
schedule doesn't allow for them to 
work the day before or the day 
after, the employee will still be 
compensated for the holiday.

Comment [13]: Since PTO includes 
all time off what if someone needs 
3 days off consecutively? Are they 
not able to take off more than 2 
days at a time?
Comment [14]: No, employees are 
not able to take off more than 2 
consecutive days at a time, as per 
the school policy. If the employee 
is sick, the time off would not be 
denied. After 2 consecutive days, 
employees are then asked to 
provide a doctor's note.
Comment [15]: We talked about 
linking to the call-out protocol that 
already exists
Comment [16]: Little Bird will update 
to say: 

If you cannot come to work due to 
an unexpected illness, inform your 
manager prior to your scheduled 
arrival time, in accordance with Ivy 
Hill Prep's Calling Out Protocol.
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At the beginning of each school year, the School Leader will identify "critical days" (also 
known as “blackout days”) for which staff are restricted from using their PTO.

·       Critical days include the day(s) before or following a holiday and/or School 
break, standardized testing days, professional development days, half days, 
new student orientation, the first day of school, and the last two weeks of the 
School year.

·       Unless otherwise approved due to medical or personal emergencies, 
employees who do not report to work on a critical day will be considered as 
having an unapproved absence and may be subject to discipline up to and 
including termination. A doctor's note will be required for all critical day 
absences resulting from medical emergencies that cause an absence of more 
than three (3) consecutive workdays.

·       The critical days for the 2020-2021 school year are outlined in the 
Academic Year Calendar provided by the school . 

 

APPROVAL/DENIAL OF PTO
 
Your manager has the discretion to deny any leave request that would create a 
significant burden for the School subject to applicable law. If your leave request has 
been properly denied and you still choose to take the unapproved day off, that is 
considered insubordination. Consequences for insubordination include being written 
up, losing the leave day, and/or termination. Other circumstances where these 
consequences would apply are:

·       You did not seek your manager’s approval for the time off in advance.

·       You take more than your total number of eligible days.

·       You take time off and don't report it to your manager.

 

LATE ARRIVAL
 
If you expect to arrive to work later than your scheduled time for any reason, call your 
manager's cell phone as soon as possible. 
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TREATMENT OF UNUSED DAYS
 

Unused PTO may not be rolled over.  Each year, on June 30, your PTO balance will reset 
to zero. Staff is who is actively employed by the school on the last day of the School 
Year and who are in good standing (i.e., in compliance with all School policies) at the 
time of payment will be eligible to be paid for up to five (5) days of unused PTO, at the 
employee’s daily rate.a rate of $150 per day. If employment is terminated prior to the 
last day of the School Year, then no payment shall be made for unused PTO days.
 
 
Upon separation from the School, an employee with unused paid time off will receive
payment at the rate of their current base salary. Employees who have used more paid 
time off (PTO) than they have earned at the time of separation must repay the School 
for the overpayment, subject to applicable law.

 

NYC EARNED SAFE AND SICK TIME
 

New York City’s Earned Safe and Sick Time Act (“ESSTA”) generally provides that 
employees in New York City are entitled to one (1) hour of paid safe/sick time (“PSST”) 
for every thirty (30) hours worked, up to a maximum of forty (40) hours of safe/sick 
time in a calendar year. To satisfy this requirement, employees who are eligible for PTO 
under the School’s PTO policy are permitted to use their PTO for any of the Covered 
Reasons described below, without any condition on such use which is otherwise 
prohibited by the ESSTA. Employees who are eligible for PTO are not eligible for 
additional PSST under this policy. However, employees in New York City who are 
eligible for PTO under the School’s PTO policy may use up to five (5) PTO days in any 
calendar year for any of the Covered Reasons described below prior to their accrual 
under the PTO policy. These five (5) days (40 hours) of PTO will be deemed to be 
frontloaded at the beginning of the School’s time off year, which begins on July 1.
 
All other employees who work more than 80 hours in a calendar year but who are not 
regular full-time employees and thus are not subject to the paragraph above, are 
eligible to accrue one (1) hour of PSST for every thirty (30) hours worked, up to a 
maximum of forty (40) hours per calendar year. Such PSST will begin accruing 
immediately upon hire, but it may not be used until on or after the 120th day following 
the hire date. For purposes of this policy, exempt employees will be deemed to have 
worked forty (40) hours each workweek. 

Comment [17]: We need to verify the 
parameters for this payout:

-What is the rate based on?
-It should definitely be available for 
all employees for equity
-We may also want some language 
that allows for flexibility in 
determining the extent of the 
payout, year to year (e.g. Board 
and Management will evaluate and 
determine days to pay out, capped 
at X)
Comment [18]: Per LB's legal 
counsel advisement, pay out 
cannot be at a fixed dollar amount. 
Instead, it must be at the 
employee's daily rate. 

At this time, Ivy Hill cannot afford 
to pay 5 days of an employee's 
daily date for all employees. 

Options: 
1. Use it or lose it 
2. Payout 1 day for every 2 days, 
etc. 

What does the Committee 
suggest?

Comment [19]: I suggest a use it or 
lose it. The payment of $150 
seems arbitrary. Also I am curious 
about legal counsel's advisement 
as it relates to what we did last 
year, did we pay out for 
employee's daily rate?Comment [20]: Okay re: use it or 
lose it. Let's add this to the agenda 
for the upcoming meeting for the 
committee to make a final decision. 

Comment [21]: The language in this 
section seems to allude to some of 
the regulations that I was talking 
about - we really just need to make 
sure we are referring to the correct 
policies, and that the language 
clearly matches what is stated in 
other sections

It feels a bit out of place here, and 
should be more clearly linked to 
the PTO

Comment [22]: The Sick Time 
Section (ESSTA) needs to be 
outlined separately since it is a 
separate act, and cannot be 
lumped with the PTO language, 
per Little Bird's legal counsel 
guidance. 

However it is linked to the # of 
PTO offering that the school is 
offering. For example, at minimum 
to align with the ESSTA, the school 
should offer a minimum of 5 PTO 
days to its employees, which we 
already do. So the school is in 
compliance. The ESSTA does not 
indicate that employees have a 
SEPARATE sick time bucket.

Comment [23]: What does 
frontloaded mean? Does that 
mean this time is what is eligible 
for use first?
Comment [24]: Yes, this means as 
of July 1 employees are able to 
begin utilizing PTO.
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Employees are expected to physically call the school via phone (voice-to-voice contact) 
to call out sick. 
 
PSST may be used for absence from work due to the following reasons (“Covered 
Reasons”):  

a)     your mental or physical illness, injury or health condition or need for medical 
diagnosis, care or treatment of a mental or physical illness, injury or health 
condition or need for preventive medical care; 
b)     care of a family member who needs medical diagnosis, care or treatment of a 
mental or physical illness, injury or health condition or who needs preventive 
medical care; 
c)     closure of the office by order of a public official due to a public health 
emergency or your need to care for a child whose school or childcare provider has 
been closed by order of a public official due to a public health emergency; or
d)     to do any of the following on behalf of you or your family member who is a 
victim of a family offense matter, sexual offense, stalking, or human trafficking: 

o   to obtain services from a domestic violence shelter, rape crisis center, or 
other shelter or services program for relief from a family offense matter, 
sexual offense, stalking, or human trafficking; 
o   to participate in safety planning, temporarily or permanently relocate, or 
take other actions to increase the safety of you or your family members from 
future family offense matters, sexual offenses, stalking, or human trafficking; 
o   to meet with a civil attorney or other social service provider to obtain 
information and advice on, and prepare for or participate in any criminal or 
civil proceeding, including but not limited to, matters related to a family 
offense matter, sexual offense, stalking, human trafficking, custody, visitation, 
matrimonial issues, orders of protection, immigration, housing, discrimination 
in employment, housing or consumer credit; 
o   to file a complaint or domestic incident report with law enforcement; 
o   to meet with a district attorney’s office; 
o   to enroll children in a new school; and/or 
o   to take other actions necessary to maintain, improve, or restore the 
physical, psychological, or economic health or safety of you or your family 
member or to protect those who associate or work with you.

 
For purposes of this policy, a “family member” includes a child (including biological, 
adopted, or foster child, a legal ward, or child for whom you stand in loco parentis), 
parent, stepparent, sibling (including a half, adopted or step sibling), grandparent, 
grandchild, spouse, domestic partner, or the child or parent of your spouse or domestic 
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partner, any other individual related to you by blood, or whose close association with 
you is the equivalent of a family relationship.
 
You may determine how much of safe/sick time you need to use, but no less than four 
(4) hours of PSST may be used at a time.  
 
If you are eligible, you must provide reasonable notice of use of PSST.  Where such 
need is foreseeable, you must give at least seven (7) days prior notice. Where such 
need is not foreseeable, you must provide notice as soon as practicable.  
 
For an absence of more than three (3) consecutive workdays of PSST, you may be 
required to provide reasonable documentation that the PSST was used for a Covered 
Reason. You will be allowed a minimum of 7 days from the date you return to work to 
obtain such documentation.

 
 
The School will not require the disclosure of details relating to your or your family 
member’s medical condition or require disclosure of details relating to your or your 
family member’s status as a victim of family offenses, sexual offenses, stalking, or 
human trafficking as a condition of using PSST. Health information about you or your 
family member, and/or information concerning your or your member’s status or 
perceived status as a victim of family offenses, sexual offenses, stalking or human 
trafficking obtained by the School in connection with your use of PSST under this policy 
will be treated as confidential and will not be disclosed, except as authorized by you 
and/or as required by law. You will be paid for PSST used no later than the payday for 
the next regular payroll period beginning after the PSST was used by you, unless the 
School has asked for reasonable verification documentation, in the event you are 
absent for more than three (3) consecutive days. In such a case, the School is not 
required to pay sick leave until you have provided such documentation or verification. 
As noted above, you will be allowed a minimum of 7 days from the date you return to 
work to obtain such documentation.  If you delay or fail to provide such 
documentation, you will not be paid for the PSST until you have provided such 
documentation or verification.
 
The School may take disciplinary action, up to and including termination, against you if 
you use PSST for purposes other than Covered Reasons. Indications of abuse of PSST 
may include, but are not limited to a pattern of (i) use of unscheduled PSST on or 
adjacent to weekends, regularly scheduled days off, holidays, vacation, or pay day 
and/or (ii) taking scheduled PSST on days when other leave has been denied.
 
Employees will not be paid for accrued, unused PSST upon termination of employment 
or at any other time.  When there is a separation from employment and the employee 
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is rehired within six (6) months of separation, previously accrued unused PSST will be 
reinstated and such employee will be entitled to use such accrued safe/sick time at any 
time after such employee is rehired.
 
Eligible employees who assert their rights to receive or use PSST will not be retaliated 
against.
 
Eligible employees will receive all paid safe and sick leave required by law, and this 
policy will be interpreted and applied, in accordance with New York City’s Earned Safe 
and Sick Time Act, regulations thereunder, and all other applicable laws, and to the 
extent that this policy may conflict with those laws they are controlling over these 
policies.  Furthermore, the School retains all rights and defenses under applicable law, 
whether or not specifically set forth in this policy.
 

TIME OFF TO VOTE
 
If you are a registered voter who does not have sufficient time outside of your regular 
working hours within which to vote at any election, you may, without loss of pay for up 
to two (2) hours, take off sufficient time in the beginning or at the end of the regular 
workday to vote. If the polls are open for at least four (4) consecutive hours either 
before or after your regular workday, you will be deemed to have sufficient time 
outside of your regular workday to vote.
 
If you need working time off to vote, you must notify your manager not more than ten 
(10) nor less than two (2) working days before the day of the election that you need 
time off to vote.
 

NEW YORK STATE JURY DUTY LEAVE
 
If you are called to serve jury duty, the School encourages you to fulfill your right and 
duty as a citizen. Time off will be granted for the duration of your jury duty. Please 
provide your jury duty summons to your manager as soon as possible so that proper 
arrangements can be made to cover your duties in your absence.
 
All full-time employees and part-time exempt employees who provide their manager 
with copies of the summons and notice of jury service at least five (5) working days 
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prior to absence from work will be paid their regular compensation during jury service, 
less any jury service compensation. Jury Duty will be paid to a maximum of five (5) days 
per year.  Employees summoned for jury duty on their day off will not receive jury duty 
pay.
 
Part-time, non-exempt employees will receive $40 per day for up to three (3) days of 
jury service.
 
The School reserves the right to request proof of jury service issued by the Court upon 
return. The School also expects you to return to work if you are excused from jury duty 
during your regular working hours (serving four hours or less) or dismissed for a 
complete day.

 

SPOUSAL MILITARY LEAVE
 
As a New York employee, you are entitled to an unpaid leave of up to ten (10) days if 
your spouse is a member of the armed forces who has been deployed during a period 
of military conflict to a combat theater or combat zone of operations (or a member of 
the National Guard or Military Reserves deployed during a period of military conflict), 
when the service member is on leave from active duty. The School will not retaliate 
against you for requesting or obtaining a leave of absence in accordance with this 
policy.
 

NEW YORK STATE BONE MARROW AND 
BLOOD DONATION LEAVE

 
If you work an average of 20 hours or more each week, you are eligible to receive up to 
24 hours of unpaid leave to donate bone marrow. The School reserves the right to 
request a written physician verification of the purpose and length of bone marrow 
donation leave.
 
If you work an average of 20 or more hours per week, you are entitled to up to three 
hours of unpaid leave in any 12-month period for blood donation leave.
 

Comment [25]: I don't believe we 
can cap jury service payment as a 
public entity receiving public 
dollars. Curious as to legal 
counsel's read here.
Comment [26]: This is legal 
counsel's recommendation, but 
HOS has asked for additional 
explanation and will provide when 
received.
Comment [27]: We were able to 
confer with Little Bird's legal 
counsel on the aforementioned 
matter. We found out the following: 
The minimum for NYS is $40 per 
day for up to 3 days. This is the 
legal minimum required in NYS.  If 
the school cannot/does not want to 
provide 5 fully paid days to FT 
staff, we can change to this for all 
employees. So the school can 
change it to 3 but that is the 
minimum. Currently, we are in 
compliance.
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You may choose to use available PTO in lieu of unpaid leave. Any leave that is accrued, 
but not used, will not carry over to the next calendar year.
 

BEREAVEMENT LEAVE
 
You are allowed three (3) consecutive days of paid leave in the event of the death of 
your spouse, child, father, father-in-law, mother, mother-in-law, brother, sister, 
stepfather, stepmother, stepbrother, stepsister, stepson or stepdaughter, grandparent.  
 
You are allowed two (2) consecutive of paid leave in the event of death of your aunt, 
uncle, cousin, niece or nephew.
 
Proof of death may be requested. 
 

WITNESS AND CRIME VICTIM LEAVE
 
If you or your immediate family members have been victims of crimes, the School will 
grant you reasonable unpaid time off in order to appear as a witness in court or to 
consult with an attorney.   You also may take time off to (i) attend court if you are 
subpoenaed to attend a criminal proceeding as a witness or making a victim statement 
in a criminal sentencing, (ii) attend family court, including applying for a protection-
from-abuse order or enforcing that order if you are the victim of domestic abuse, 
and/or (iii) work with prosecutors in preparing a victim impact statement.
 
You may use available accrued PTO days or take such days as unpaid. You must give the 
School at least one day of notice of your desire for time off under this policy. The 
School reserves the right to ask for proof that you are requesting leave for this 
purpose.
 

EMERGENCY RESPONSE LEAVE
 

Comment [28]: I think we should just 
provide a blanket bereavement 
leave.
Comment [29]: Updated to 3 days 
across the board.

Comment [30]: I don't believe 
granting unpaid leave to an 
employee who is the victim of a 
crime is in line with what we want 
to do as an organization. We 
should provide some paid time off.
Comment [31]: The second 
paragraph below the highlighted 
outlines employees can choose to 
use available accrued PTO days. 
The choice would be up to the 
employee.

The first paragraph has been 
updated to read, "The school will 
grant you reasonable paid or 
unpaid time off in order to appear 
as a witness in court or to consult 
with an attorney."
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If you are a volunteer firefighter or volunteer ambulance personnel, you are entitled to 
unpaid leave whenever the governor declares a state of emergency for as long as you 
are engaged in the actual performance of your duties as an emergency responder.  If 
you are requesting emergency response leave under this policy, you must provide 
written documentation from the head of your fire department or volunteer ambulance 
service notifying the School of your status as an emergency responder.  Following the 
leave, the School may also require you to provide a notarized statement from the head 
of your fire department or volunteer ambulance service certifying the period of time 
that you responded to the emergency.  
 
You may use available accrued PTO days or take such days as unpaid.
 

PAID PARENTAL LEAVE
 
Paid Parental Leave (“Parental Leave”) is available to employees who fall into the 
categories of “primary caregiver” and “secondary caregiver”.
 
The term “primary caregiver” means a person who has the primary responsibility for 
the care of a child immediately following the birth or the coming of that child into the 
custody or care of the parent for the first time.
 
The term “secondary caregiver” means a person who does not have primary 
responsibility for the care of a child immediately following the birth or the coming of 
that child into the custody or care of the parent for the first time.

 
Parental Leave provides time away from work for one of the qualifying events listed 
below:

·       Birth of a child;

·       Adoption of a child; or

·       Accepting a foster child into one’s home.

To be eligible for Parental Leave, a primary caregiver must be continuously employed 
by the School on a full-time basis for at least twelve (12) months, the qualifying event 
must occur within the prior month, and for births, the employee must apply for and 
receive short-term disability coverage. 

To be eligible for Parental Leave, a secondary caregiver must be continuously 
employed by the School on a full-time basis for at least twelve (12) months, the 

Comment [32]: Is this paid parental 
leave in addition to FMLA
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qualifying event must occur within the prior month, and for births, the employee must 
apply for and receive paid family leave (PFL) coverage.

 

Parental Leave provides the following:
·       An eligible employee who is the primary caregiver of a newborn child or 
child accepted for adoption or foster care is entitled to up to six (6) weeks of 
paid leave.

·       An eligible employee who is the secondary caregiver of a newborn child or 
child accepted for adoption or foster care is entitled to receive three (3) 
consecutive weeks of paid leave. 

 
Leave Provisions:

·       Parental Leave runs concurrently with any short-term disability (STD) 
leave for eligible employees. During Parental Leave, the School will provide 
partial salary continuation payments (i.e., supplemental pay) while an 
employee is receiving STD benefits so that the combination of STD benefits 
and partial salary continuation result in the employee receiving their full 
base salary during the applicable Parental Leave period. STD has a 7-
calendar-day (not workday) unpaid waiting period if the employee is not 
hospitalized at the start of their leave.  If the employee is hospitalized at the 
start of their disability, there is no unpaid waiting period. The School will 
cover 100% of this waiting period as part of Parental Leave. Thereafter, STD 
will pay 60% percent, up to $1,500/week, of an employee’s pre-disability 
gross weekly wages for the period of disability (up to 26 weeks). The School 
will cover the difference, if any, between $1,500 and the employee’s pre-
disability gross weekly wages for the remainder of the applicable Parental 
Leave period.

·       If an employee is eligible for New York Paid Family Leave (PFL) while also 
eligible for Parental Leave payments under this policy, the School will 
provide partial salary continuation payments (i.e., supplemental pay) while 
an employee is receiving PFL benefits so that the combination of PFL 
benefits and partial salary continuation result in the employee receiving 
their full base salary during the applicable Parental Leave period.  Please 
refer to the School’s New York Paid Family Leave policy for additional details 
regarding PFL.

·       Parental Leave cannot be taken intermittently and therefore must be 
taken in consecutive weeks immediately following the date of the child’s 
birth or the placement of the child in your home. 
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·       To obtain payments under this policy, you will need to complete a 
certification (available from Little Bird HR; hrsupport@littlebird.hr or 888-
281-8956).  

·       Employees may be eligible for additional leave time and benefits 
pursuant to the School’s New York Paid Family Leave Policy.  When 
applicable, Parental Leave runs concurrently with STD, PFL, federal Family 
and Medical Leave (FMLA), and/or other leaves provided by state or local 
law. Parental Leave does not extend the period of leave permitted under the 
School’s other leave policies.

·       You must give your manager and the School Leader at least thirty (30) 
days’ notice of a request for Parental Leave, where foreseeable.   

·       Parental Leave is provided to employees who intend to return to work.  
The School may request reasonable assurance of return from Parental Leave 
and may deny such leave if such assurances are not provided.  

 
Any questions regarding Parental Leave and other available leaves in connection with 
the birth or adoption of a child should be directed to Little Bird HR 
(hrsupport@littlebird.hr or 888-281-8956).
 

NEW YORK STATE PAID FAMILY LEAVE
 
Eligible employees are entitled to Paid Family Leave (“PFL”) pursuant to the New York 
Paid Family Leave Benefits Law (“NYSPFL”). Both the number of weeks of leave 
employees are entitled to take and the amount of benefits they will receive while on 
leave will increase each year until 2021.
 
Eligibility:
If your regular or average work schedule is 20 hours or more per week, you will 
become eligible for PFL after 26 consecutive weeks of employment. If your regular or 
average work schedule is fewer than 20 hours per week. you will become eligible after 
175 workdays (not calendar days). 
 
Covered purposes:
PFL may be used for only the following “Covered Purposes”:

·       providing care for your child, domestic partner, parent, parent-in-law, 
grandparent, grandchild, or spouse with a serious health condition (including 
a serious mental health condition);
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·       bonding with your child within 12 months of the child’s birth or placement 
for adoption or foster care; or

·       attending to certain needs (“qualifying exigencies”) arising from your 
child, parent, parent-in-law, spouse, or domestic partner’s active duty service 
in the armed forces.

 
Amount of leave:
In 2020, eligible employees may receive up to ten (10) weeks of PFL during any rolling 
52-week period. Starting in 2021, eligible employees may receive up to twelve (12) 
weeks of PFL during any rolling 52-week period.
 
Leave can be taken intermittently in units as small as one day. If you regularly work 
fewer than five days per week, the maximum days may be prorated based upon your 
schedule.
 
Benefit level: 
In 2020, employees taking paid family leave will receive 60% of their average weekly 
wage, up to a maximum of $840.70 per week.   In 2021, employees will receive 67% of 
their average weekly wage, subject to the weekly cap in accordance with a formula set 
by state law.
 
Employees will generally receive this payment by applying to the School’s insurance 
carrier (see “applying for paid family leave benefits” below). With permission from the 
School, employees may be able to substitute fully paid leave under some circumstances 
(see “substitution of fully paid leave” below), in which case the School may directly file 
a claim for reimbursement from the insurance carrier.  
 
Employee notice:
If the PFL is foreseeable, such as due to an expected birth or other qualifying event, you 
must provide the School at least 30 days’ notice before the leave is set to begin.  If the 
leave is not foreseeable, then you should give notice as soon as practicable. In addition, 
if you are taking leave intermittently, you must provide the School with notice as soon 
as is practicable before each day of intermittent leave. 
 
Applying for paid family leave benefits:
To apply for paid family leave benefits, you must submit the appropriate form to the 
School’s insurance carrier, the paid family leave insurance carrier for the School. You 
can get a copy of this form from the School Leader, his/her designee, or Little Bird HR 
(hrsupport@littlebird.hr or 888-281-8956).  However, as noted above, with permission 
from the School, you may be able to substitute fully paid leave under some 
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circumstances (see “substitution of fully paid leave” below), in which case the School 
may directly file a claim for reimbursement from the insurance carrier.  
 
Complete the employee portion of the form (Part A) and submit the employer portion 
of the form (Part B) to the School Leader, his/her designee or Little Bird HR. The 
completed employer portion will be returned to you within three business days.  You 
will also need to provide the insurance carrier with appropriate documentation of the 
need for leave, such as a birth certificate or documentation from a family member’s 
health provider and complete the appropriate form regarding that documentation. You 
are responsible for submitting the completed application to the School’s insurance 
carrier.
 
Any claim-related dispute with the insurance carrier, including eligibility, benefit rate, 
and duration of paid leave, arising under the NYSPFL may be subject to arbitration in 
accordance with the NYSPFL.
 
Retaliation and reinstatement:
You have the right not to be retaliated or discriminated against for exercising your 
rights under the NYSPFL, including the right to take PFL. 
 
After taking PFL, you generally have the right to be reinstated to the position you held 
prior to leave or to a comparable position with comparable employment benefits, pay, 
and other terms and conditions of employment. Taking PFL generally will not result in 
the loss of any employment benefit accrued prior to the date on which leave 
commenced; however, you will not accrue seniority or employment benefits while on 
leave.  Please note, however, that you have no greater right to reinstatement or to 
other benefits and conditions of employment than if you had not taken the leave (e.g., 
if due to economic conditions you would have lost your job regardless of whether or 
not you went on leave, you will not be entitled to reinstatement).   
 
If you believe that your NYPFL rights have been violated, you have the right to file a 
complaint with the Workers’ Compensation Board. 
 
Health insurance: 
You will receive your existing health insurance benefits on the same terms for the 
duration of the PFL as if you had not taken such leave. During leave, you must continue 
to make all required premium contributions by making arrangements to pay the School 
through a check or some other means of payment; the School will continue to pay for 
any portion of the premium the School pays for while you are not on leave. 
 
Payroll deductions: 
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Pursuant to the NYSPFL, PFL will be funded by modest employee contributions 
deducted from employees’ paychecks. For 2020, these deductions will equal 0.270% of 
employees’ wages per pay period, up to a maximum annual contribution of $196.72. 
These deductions will be used only to pay for paid family leave coverage as required by 
law. 
 
Substitution of fully paid leave:
You may, but are not required to, substitute accrued paid time off or any other 
applicable type of fully paid time off for some or all of the leave to which you are 
entitled under the NYSPFL, subject to the terms and conditions of such other paid time 
off policy. If you choose to do so, you will still receive all applicable rights and 
protections under the NYSPFL.
 
Interaction with disability benefits: 
You retain all applicable rights to disability benefits under both New York State law and 
the School’s policy. You cannot collect both PFL and disability benefits at the same 
time. However, if you are simultaneously eligible for both PFL and disability benefits, 
you may choose how and whether to take those benefits sequentially, subject to all 
applicable rights and restrictions. Combined, PFL and disability benefits must not 
amount to more than the 26-week benefit maximum during any 52 consecutive 
calendar weeks.
 
Interaction with leave under the Family and Medical Leave Act (FMLA):
If you are covered by the federal Family and Medical Leave Act (FMLA) and you take 
PFL for a purpose and under circumstances also covered by the FMLA, the School may 
designate that period of leave as leave under the FMLA (i.e. may require that PFL and 
FMLA leave be taken concurrently). If the School chooses to do so, the School will 
notify you in writing, as required by law.
 
Compliance with all applicable laws:
You maintain all other applicable rights under city, state, and federal law, including but 
not limited to the Family and Medical Leave Act, the Americans with Disabilities Act, 
the Title VII of the Civil Rights Act of 1964, and the New York State Human Rights Law, 
the New York City Human Rights Law, and the New York City Earned Sick Time Act. The 
School will comply with all applicable legal requirements. 
 
Eligible employees will receive all paid family leave required by law, and this policy will 
be interpreted and applied, in accordance with NYSPFL, regulations thereunder, and all 
other applicable laws, and to the extent that this policy may conflict with those laws 
they are controlling over this policy.  Further, the School retains all rights and defenses 
under applicable law, whether or not specifically set forth in this policy.
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Seasonal or temporary employee waiver:
If your schedule will never reach 26 weeks or 175 days (as applicable) in a 52-week 
consecutive period, such as for seasonal or temporary employees, you have the option, 
but are not required, to waive your PFL rights and not make contributions. You may do 
so by completing a written form that you can obtain from Little Bird HR 
(hrsupport@littlebird.hr or 888-281-8956).  If you choose to waive your rights and 
circumstances change such that you will be employed or work for 26 weeks or 175 days 
(as applicable), this waiver will be automatically revoked within 8 weeks of the change 
in circumstances. If your waiver is so revoked, you will begin making contributions for 
PFL through payroll deductions, including any retroactive amounts due from date of 
hire, upon notification from the School. 
 

FAMILY MEDICAL LEAVE ACT
 
Coverage Overview
The federal Family and Medical Leave Act of 1993 (“FMLA”) entitles employees with 
twelve months or more of service and 1,250 hours of work to receive up to twelve 
weeks of unpaid leave for:

·       the birth and care of a newborn child (“Bonding Leave”);

·       the adoption of a child or the placement of a child for adoption or foster 
care (“Bonding Leave”);

·       to care for an immediate family member (spouse, child or parent) with a 
serious health condition (“Family Care Leave”);

·       the employee’s own serious health condition (“Serious Health Condition 
Leave”);

·       a “qualifying exigency” for military operations arising out of a spouse, 
child or parent’s Armed Forces (including the National Guard and Reserves) 
active duty or call to active duty in support of a “contingency operation” 
declared by the U.S. Secretary of Defense, President or Congress, as required 
by law (“Military Exigency Leave”); or

·       to care for a spouse, child, parent or next of kin (nearest blood relative of 
an individual) who is an Armed Forces member or veteran with a serious 
injury or illness incurred in the line of duty while on active duty that may 
render the individual medically unfit to perform his or her military duties or 
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that, in the case of a veteran, resulted in medical treatment within five years 
following discharge (“Military Caregiver Leave”).

In addition, some states have their own state family and medical leave laws, which may 
provide leave benefits different than or in addition to those outlined below. If you have 
any questions about family and medical leave coverage under federal or state law or 
about your eligibility for coverage, please contact Little Bird HR 
(hrsupport@littlebird.hr or 888-281-8956.
 
Eligibility
To be eligible for FMLA leave and benefits, you:

·       must have worked for the School for at least twelve months (which need 
not be consecutive) prior to the date on which your leave is to begin;

·       must have worked at least 1,250 hours during the previous twelve months 
preceding the leave; and

·       the determination of whether you have worked 1,250 hours in the past 12 
months must be made as of the date that the FMLA leave is to start, not the 
date when the leave is requested.

 
Length of Eligibility Leave

An eligible employee may take up to a maximum of twelve (12) workweeks of unpaid 
leave in a “rolling” twelve-month period measured backward from the date that the 
employee’s FMLA leave begins, when the leave is taken for:

·       Bonding Leave;

·       Family Care Leave;

·       Serious Health Condition Leave; and/or

·       Military Exigency Leave

 
The maximum amount of FMLA leave available for an employee who needs to take 
Military Caregiver Leave will be a combined leave total of twenty-six (26) workweeks in 
a single twelve-month period. A “single twelve-month period” begins on the date of 
the employee’s first use of such leave and ends twelve months after that date.
In the event that both spouses are employed by the School and are eligible for leave 
under FMLA:
 

·       For FMLA leaves that are Military Caregiver Leave only, or a combination 
of Military Caregiver Leave, Bonding Leave and/or Family Care Leave: the 
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spouses will be limited to a total of twenty-six (26) workweeks off between the 
two of them.
·       For FMLA leaves for a child’s birth, adoption, or foster care placement: the 
spouses’ rights under this policy will be limited to a combined leave totaling 
twelve (12) weeks in any twelve-month period. FMLA leaves for the birth, 
adoption or foster care placement of a child must be concluded within twelve 
months of the birth, adoption or placement.

 
To the extent required by law, following the expiration of FMLA, an extension of leave 
may be granted when the leave is necessitated by an employee’s work-related 
injury/illness or a “disability” as defined under the Americans with Disabilities Act 
and/or applicable state or local law. Certain restrictions on these benefits may apply.
 
Notice & Certification
The following requirements apply when requesting family medical leave.
 
Advanced Notice:

If you are requesting a leave pursuant to the FMLA, you must submit a written leave 
request to your manager or Little Bird HR (hrsupport@littlebird.hr or 888-281-8956) at 
least thirty (30) days before the date that the leave is expected to begin. The School 
recognizes that unexpected emergencies can arise where it is not possible to provide 
thirty days’ notice of the intended leave. In such situations, you are expected to 
provide as much advance notice as possible. You may be required to explain why you 
provided fewer than 30 days’ notice of the need for foreseeable leave. If you fail to give 
timely advance notice with no reasonable excuse when 30 days’ notice is required for 
foreseeable leave, the School may delay FMLA coverage until 30 days after you provide 
notice. You must provide sufficient information to enable the School to determine if 
the leave is FMLA-qualifying and must advise the School of the anticipated timing and 
duration of the leave. If you fail to respond to the School’s reasonable inquiries for 
additional information, the leave may be denied.
 
Certification:

In cases where you are requesting a medical leave because of your own serious health 
condition or that of a spouse, child or parent, the School will require you to submit a 
written certification (medical certification) from a healthcare provider verifying the 
need for the leave. You must provide a complete and sufficient certification within 
fifteen calendar days after the School’s request, unless it is not practicable despite your 
diligent, good faith efforts. The failure to provide the required medical certification 
within the time allotted may result in the denial of the FMLA leave. If a certification is 
incomplete or insufficient, Little Bird HR team or the FMLA benefits administrator will 
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notify you in writing of what information is necessary to complete the medical 
certification and provide you with at least seven calendar days to furnish the additional 
information. Failure to cure the deficiencies identified by the Little Bird HR team may 
result in the denial of the FMLA leave. After providing you seven days to cure any 
deficiencies in the certification, if the Little Bird HR team still has questions about the 
information provided, the School’s FMLA administrator may contact your healthcare 
provider directly to clarify or authenticate the medical certification. 
 
The School, at its own expense, may require you to receive a second opinion from a 
healthcare provider designated and approved by the School. If this opinion conflicts 
with the first opinion, the School, again at its own expense, may request a third opinion 
from a healthcare provider mutually agreed upon by both the School and you. The third 
opinion will be binding on both parties.
 
If your request for leave is for a qualifying military exigency, you will be required to 
provide a copy of the covered military member’s active duty orders or other 
documentation issued by the military. You will also be required to complete a 
Certification of Qualifying Exigency form. If the request is for Military Caregiver Leave, 
you must provide a certification from a Department of Defense (DOD) healthcare 
provider, a Department of Veteran Affairs healthcare provider, a DOD TRICARE network 
authorized private healthcare provider or a DOD non-network TRICARE authorized 
private healthcare provider.
 
During your leave, you may also be required to provide the School with additional 
healthcare providers’ statements at regular intervals, upon request from the School, 
attesting to your or your family member’s continued serious health condition and 
inability to work.
 
Substitution of Paid Leave      
You will be provided with up to two weeks paid leave during an approved FMLA 
medical leave of absence for your own serious condition after your leave of absence 
has exceeded 7 calendar days. This is not applicable to the Parental Leave section of 
the policy. You may use all of your accrued paid time off benefits, such as salary 
continuation/STD, sick days and personal days, in lieu of unpaid leave and such paid 
time off will be counted toward your twelve-week FMLA leave entitlement. After you 
have exhausted all of your paid time off benefits, the remainder of your twelve-week 
FMLA leave period, if any, will be unpaid. The substitution of paid time off benefits for 
FMLA leave does not extend the duration of FMLA leave to which you are entitled 
beyond twelve workweeks in a twelve-month period.
 
Status of Benefits While on Leave
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While you are on family or medical leave pursuant to the FMLA, you will continue to be 
covered under the health insurance plan in effect at  the time that your leave began to 
the same extent and under the same terms and conditions as would apply had you not 
taken leave. You will be required to pay whatever employee portion of the premium 
costs is normally required by making arrangements to pay the School through a check 
or some other means of payment.  The School will ccontinue to cover the cost of 
whatever portion of your premium they would normally pay while on an approved 
family or medical leave of absence.
 
Intermittent & Reduced Schedule Leave
FMLA leave for your own serious health condition or for the serious health condition of 
your spouse, parent or child may be taken intermittently or on a reduced schedule 
basis when medically necessary.
 
If the need for intermittent leave is based on planned medical treatment, you are 
required to consult with your manager or the Director of Operations to make a 
reasonable attempt to schedule the treatment in a manner that does not unduly 
disrupt the School or School operations.
 
When you request an intermittent leave or reduced schedule leave, the School 
reserves the right to temporarily transfer you, where possible, to an alternative 
position that better accommodates your leave schedule. The position to which you are 
transferred will be equivalent in pay and benefits to the one that you held prior to the 
transfer.
 
FMLA time available for bonding must be taken as a continuous leave and may not be 
taken as intermittent time or on a reduced schedule.  Bonding time taken must be 
taken immediately following the child’s birth, adoption, or placement into foster care.
 
Leave During School Closings
For purposes of determining the amount of medical leave you use, the fact that a 
holiday may occur within a week taken as FMLA leave has no effect; the week is 
counted as a week of FMLA leave. However, extended School closings (five or more 
days) where the School’s activities have temporarily ceased and employees generally 
are not expected to report for work for one or more weeks (e.g., winter vacation, 
summer breaks and February breaks as indicated in applicable contract) do not count 
against your FMLA leave entitlement, thus extending your FMLA leave entitlement for 
the period of time that corresponds to the period of School closing. However, the days 
the School is closed do not extend the period of any paid leave benefit.
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If your leave coincides with summer break, you will receive your summer break pay in 
addition to your leave entitlement being extended to correspond with the period of 
time the School is closed. You may not elect to reserve the summer break pay 
entitlement to use at a later time.
 
Return to Work Certification 
If you are taking medical leave to care for your own serious health condition, you will 
be required to submit a return to work certification from your healthcare provider 
before returning to work, stating that you are able to resume your position. If you fail 
to provide the return to work certification from your healthcare provider, you may be 
denied reinstatement.
 
Restoration of Position and Benefits
During the leave, all existing accrued benefits will be retained. If you are on family or 
medical leave, you are not entitled to the accrual of any seniority or employment 
benefits (e.g., holidays) during any period of leave, except as expressly stated herein or 
as otherwise required by law.
 
At the conclusion of your family or medical leave pursuant to the FMLA, you are 
generally entitled to the same position you held when the leave commenced, or to an 
equivalent position with equivalent benefits, pay and other terms and conditions of 
employment. You should note that you have no greater right to reinstatement or to 
other benefits and conditions of employment than if you had not taken the leave (e.g., 
if due to economic conditions you would have lost your job regardless of whether or 
not you went on leave, you will not be entitled to reinstatement).  The School also 
reserves the right to deny reinstatement to “key” employees, as permitted under 
applicable law. 
 
After an approved medical leave, you will be asked to provide certification of your 
ability to return to work from your healthcare provider.  The School may not allow you 
to return to work if you fail to submit such certification.
 
If you are not well enough to work after exhausting the entire allowable medical leave, 
you may be eligible to take an unpaid medical leave of absence.  In such a case, your 
leave will become a medical leave of absence not covered by the Family and Medical 
Leave Act and you will not be entitled to any rights and benefits under this policy.
 
If you fail to return to work after an approved family or medical leave and are not 
authorized to take any additional leave time, then your position at the School will be 
considered abandoned. This will be treated as a voluntary resignation on your part.
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Miscellaneous
The FMLA does not affect any state or local law that provides greater family or medical 
leave rights. Please contact Little Bird HR (hrsupport@littlebird.hr or 888-281-8956) 
with any questions concerning individual state laws.
 
Unless state law requires otherwise, FMLA leave runs concurrently, rather than in 
addition to, time off due to a worker’s compensation injury or disability.
 
If You Are Not Eligible for FMLA Leave
If you are a full-time employee but not yet eligible for a job-protected leave under the 
federal FMLA, the School will extend a leave of absence to you to care for your own or 
your family member’s serious health condition. This leave is available:

·       for the birth and care of a newborn child (“Bonding Leave”);
·       for the adoption of a child or the placement of a child in foster care 
(“Bonding Leave”);
·       to care for an immediate family member (spouse, domestic partner, child or 
parent) with a serious health condition (“Family Care Leave”); or
·       for your own serious health condition (“Serious Health Condition Leave”).

 
Such leave, unlike leave taken pursuant to the FMLA, is not automatically job 
protected, and while the School will endeavor to hold your position open during the 
pendency of such leave, it reserves the right, in its sole discretion and consistent with 
applicable law, to replace your position as dictated by the needs of the School.
 

UNPAID PERSONAL LEAVE
 
The School does not offer any unpaid personal leaves of absences unless required by 
applicable law.
 
 

REASONABLE ACCOMMODATIONS AND 
COOPERATIVE DIALOGUE POLICY
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The School will provide reasonable accommodations for employees who may require 
an accommodation: (i) related to a disability; (ii) related to pregnancy, childbirth or a 
related medical condition; (iii) for religious needs; or (iv) for needs as a victim of 
domestic violence, sex offenses or stalking. A reasonable accommodation is a change 
made to the work schedule, job duties and/or work environment of an employee to 
accommodate their specific needs and allow them to perform the essential functions of 
their job.
 
To initiate the process of determining a reasonable accommodation, you and the 
School will begin a cooperative dialogue.  This dialogue involves an evaluation of your 
accommodation needs, consideration of potential accommodations that may address 
such needs, including alternatives to a requested accommodation, and possible 
accommodations that would allow you to perform the essential requirements of your 
job without creating an undue hardship for the School.
 
If you need a reasonable accommodation under this policy, contact the School Leader 
in person, by phone, or by e-mail. Upon receipt of an accommodation request, the 
School Leader or his designee will contact you to discuss your needs and consider the 
possible accommodations that would allow you to perform the essential requirements 
of your job or enjoy the right(s) in question, without creating an undue hardship for the 
School. 
 
If you are requesting an accommodation due to disability, pregnancy, childbirth, or a 
related medical condition, you will be required to provide medical certification from 
your health care provider that includes the health care provider’s diagnosis of your 
condition, specific limitations or restrictions, and suggested accommodation(s).
 
The School will determine the feasibility of the requested accommodation by 
considering various factors, including, but not limited to, the nature and cost of the 
accommodation, the School’s overall financial resources and organization, and the 
accommodation’s impact on the School’s operations, including its impact on the ability 
of other employees to perform their duties and on the School’s ability to conduct 
business.
 
Once a conclusion is reached, either to offer the requested accommodation or an 
alternative accommodation, or that no accommodation can be made, the School will 
promptly provide you with a final written determination identifying specifically any 
accommodation granted or denied.  
 
The School is also committed to complying with all applicable provisions of the 
Americans with Disabilities Act and the New York State Human Rights Law, and the 
New York City Human Rights Law.  In accordance with these laws, it is the School’s 
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policy not to discriminate against any qualified employee or applicant with regard to 
any terms or conditions of employment because of such individual’s disability or 
perceived disability so long as the employee can perform the essential functions of the 
job. 
 
The School expressly prohibits any form of discipline, reprisal, intimidation or 
retaliation against any individual for requesting a reasonable accommodation in good 
faith. 
 

ACCOMMODATIONS FOR NURSING 
EMPLOYEES POLICY

 
The School provides a supportive environment where employees may pump (i.e., 
express breast milk) during work hours.  The School will provide reasonable break time 
to nursing employees to pump for up to three years after childbirth.  In addition, the 
School will provide nursing employees access to a lactation room in reasonable 
proximity to the employee’s work area.  The room will be sanitary and have a chair, 
table, electrical outlet, and a lock for privacy.  Employees will also have nearby access 
to a sink and a refrigerator suitable for breast milk storage.  
 
If the designated room is also used for other purposes, then the sole function of the 
room will be as a lactation room while an employee is using the room to express breast 
milk.  The School will also provide notice to other employees that the room is given 
preference for use as a lactation room.
 
You have the right to request the use of a lactation room and may do so by submitting 
such request to the School Leader in writing.  The School Leader will respond to your 
request within five (5) business days.  If you and another employee need to use the 
lactation room at the same time, you should coordinate a schedule with the School 
Leader and/or their designee.
 
If your request for a lactation room creates an undue hardship on the School, the 
School will engage in a cooperative dialogue with you in accordance with our 
Reasonable Accommodations and Cooperative Dialogue Policy.  Under the Cooperative 
Dialogue Policy, you may also request accommodations related to pregnancy, 
childbirth, and/or related medical conditions. 
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Welcome!
 
 
Welcome to the Ivy League.
 
Thank you for joining Ivy Hill Preparatory Charter School (hereinafter, the “School”). We
hope you agree that you have a great contribution to make to the education of our
children by way of our community, and that you will find your employment at Ivy Hill 
Prep a
rewarding experience. We very much look forward to the opportunity of working 
together
to create a school environment that educates, encourages, and uplifts every scholar who
walks through our doors. We also want you to feel that your employment will be a 
mutually
beneficial and gratifying one.
 
You have joined an organization that is establishing an outstanding reputation for quality:
excellence is not an accident. Credit for this will go to everyone in the organization. We
hope you will find satisfaction and take pride in your work here. As a member of the Ivy 
Hill
Prep team, you will be expected to contribute your talents and energies to further 
improve
the environment and quality of the School.
We extend to you our personal best wishes for your success and happiness at Ivy Hill 
Prep.
 
Sincerely,
 
Ivy Hill Preparatory Charter School
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INTRODUCTION   
 
Please read this employee handbook (hereinafter, “Handbook”) carefully, familiarize 
yourself with its contents, and refer to this Handbook when you have questions about 
terms and conditions of your employment. While it should provide answers to most 
employment-related questions, it is not exhaustive. After reading this Handbook, if you 
have any questions, you are encouraged to discuss them with the Executive Director 
(hereinafter, “School Leader”) of Ivy Hill Prep (hereinafter, “the School”).
 
The contents of this Handbook supersede any prior or previous years’ policy guidelines, 
employee handbooks, or personnel manuals provided to employees. Except for the 
policy of at-will employment, the School reserves the right to change or discontinue any 
of the policies contained in this Handbook from time to time and to interpret and apply 
them as it deems appropriate. No oral statements or representations can change the 
provisions of this Handbook. Please note that not all of the School’s policies and 
procedures are set forth in this Handbook. We have summarized only some of the more 
important ones.  The School Leader or their designee has the power to create and apply 
policies and procedures not set forth in this Handbook.
 
The policies and procedures listed below are not intended as a contract between the 
School and its employees. The School may revise, discontinue, or suspend these policies 
and procedures, delete sections, or add additional components at any time, with or 
without prior notice. Any such action will apply to existing employees as well as those 
hired after the change is made. These policies and procedures are subject to the 
discretion of the School Leader or their designee. These policies apply to all full-time, 
part-time, and temporary employees of the School.  
 

School Overview
 
The goal of the School is to create one of the finest charter schools in the nation. We 
hope
to serve the children of our community and to create a role model for charter school 
design
that can be replicated everywhere that new educational alternatives are needed.
A broad cross-section of the community has joined together to create this unique School:
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parents, educators, social service executives, elected officials, community leaders and
business people. At the same time, the deep need for better educational alternatives is
longstanding and well known.
 
Creating an outstanding School that meets the needs of all of its children and families is 
not
easy work. Ultimately, however, parents and children have a right to good educational
alternatives and a fair chance at life. For this reason, the best-designed charter schools 
will
succeed and will raise the quality of traditional non-chartered schools along with them. 
We
are glad you have joined us in this most worthy and noble effort.
 
 

What You Can Expect From the School
 
The School believes in creating a professional working relationship between all 
employees. In pursuit of this goal, the School is working towards meeting the following 
employee relations objectives: 

1.     Provide an exciting, challenging, and rewarding workplace experience. 
2.     Provide employment opportunities on the basis of skill, training, ability, 
attitude, character, and business need, without discrimination with regard to 
race, color, religion, creed, sex, sexual orientation/affectional preference, 
gender (including gender nonconformity, status as a transgender or transsexual 
individual, and gender identity or expression), sexual and reproductive health 
decisions, ethnicity, national origin, ancestry, citizenship, age, physical or mental 
disability, handicap, genetic information, predisposing genetic characteristics, 
marital status, familial status, partnership status, caregiver status,  pregnancy 
status, uniformed service, military and veteran status, employment status, or 
any other characteristic protected by law, rule or regulation. 
3.     Compensate all employees according to their effort and contribution to the 
success of the School. 
4.     Review wages, employee benefits, and working conditions regularly with the 
objective of being as competitive in these areas as possible, consistent with the 
various demands on the School’s limited resources. 
5.     Assure employees an opportunity to discuss any issue or problem with their 
immediate manager which could be the Academic Director, the Operations 
Director, or the School Leader. Issues related to human resources could be 
brought to the manager or a representative from our Human Resources Services 
provider (Little Bird HR).
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6.     Take prompt and fair action to investigate and resolve any complaint that 
may arise in the everyday conduct of the School’s business, including complaints 
of discrimination based on a protected trait or retaliation. 
7.     Respect individual rights and treat all employees with courtesy and 
consideration. 
8.     Maintain mutual respect in our working relationships. 
9.     Promote employees on the basis of their ability and merit. 
10.  Keep all employees informed of the progress of the School, as well as its 
overall goals and objectives. 
11.  Promote an atmosphere in keeping with the School's vision, mission, and 
goals. 
12.  Maintain an atmosphere that is free from harassment or discrimination on 
the basis of any protected classification or characteristic and free from 
retaliation for engaging in any activity protected by law. 

 
What the School Expects From You
 
The School needs your help in making each working day enjoyable and rewarding. Your 
first responsibility is to know your own duties and how to do them promptly, efficiently, 
correctly and pleasantly. Second, you are expected to cooperate with management and 
your fellow employees and to maintain a good team attitude. However, nothing in this 
Handbook is designed or intended to, nor should it be construed to, interfere with, 
restrain, prevent, or dissuade employees from engaging in legally protected activities, 
including those protected by the National Labor Relations Act, such as discussing wages, 
benefits, or other terms and conditions of employment, raising complaints about 
working conditions, and/or engaging in other activities for their and their fellow 
employees’ mutual aid or protection. School employees have the right to engage in or 
refrain from such activities. 
 
How you interact with fellow employees and those whom the School serves, and how 
you accept direction can affect the success of our School. In turn, the performance of 
one faculty member can have an impact upon the entire School. Consequently, whatever 
your position, you have an important assignment: perform every task to the very best of 
your ability. 
 
You are encouraged to grasp opportunities for personal development offered to you. 
This Manual offers insight into how you can perform positively and to the best of your 
ability to meet and exceed the School's expectations. 
 
We strongly believe you should have the right to make your own choices in matters that 
concern and impact your life. We believe in direct access to management.  We are 
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dedicated to making the School an educational institution where you can approach your 
manager to discuss any problem or question. We expect you to voice your opinions and 
contribute your suggestions to improve the quality of the School and to communicate 
with each other and with management in a professional and constructive manner.

 
School Vision and Mission
 
Mission Statement: Through high-quality curriculum and instruction, intentional 
leadership
development, and a commitment to excellence in all that we do, Ivy Hill Preparatory
Charter School educates kindergarten through fifth grade scholars to thrive in middle 
and
high school, graduate from the college of their choice, and access lives of promise and
opportunity.
 

School Philosophy
 
Ivy Hill Prep is a K-5 elementary school that is relentless in our pursuit of
ensuring that all children who enter our doors receive the academic and leadership skills
necessary to enter and succeed in the city’s highest performing middle and high schools,
and matriculate into the colleges and universities of their choice. To carry out our 
ambitious
mission, the following five core beliefs drive our work:
 
Intentional character development shapes the leaders of tomorrow. We deeply believe 
that
it is necessary for students to have a strong academic foundation coupled with character
and leadership skills to be successful in middle school, high school, and college. If our 
mission
is to prepare scholars to access lives of promise and opportunity, it is our duty to equip 
them
with the academic tools necessary to succeed, as well as the leadership and character
skills necessary to allow them to succeed in the face of adversity. According to studies 
that
correlate grit and academic success, results affirm that “grit positively predicts 
achievement
in challenging domains over and beyond mere talent. That grit – the tendency to pursue
long-term challenging goals with perseverance and passion – [is] correlated with Black 
male
collegians’ grades, holding all other factors constant, underscores the significance of this
trait to achievement.”[1] At Ivy Hill Prep, we will intentionally teach character and build
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leaders through (1) our Ivy LEAGUE values of Leadership, Excellence, Academic Growth,
what makes you Unique, and we have Confidence, [SD2] and (2) Martial Arts curriculum 
as a
schoolwide Character course.
 
Every child is capable of greatness. At Ivy Hill Prep we are committed to upholding our
mission by serving all students. We welcome all students, regardless of their race, socio-
economic status, home language, disabilities, or academic capabilities upon entry. We
believe that with individualized supports and data driven instruction, every child at Ivy 
Hill
Prep can and will reach the bar of excellence necessary to be on the path to college.
 
Academic excellence drives everything we do. We hold our students to high academic
expectations because we are certain that they can meet those goals. We will implement
high-quality curriculum for each content area and grade level, modeled after curriculum
used at high-performing charter schools serving similar student populations. In 
alignment
with New York State Standards, we will implement robust and rigorous curriculum 
designed
to set students up for success once they matriculate from Ivy Hill Prep.
 
Exceptional teachers produce exceptional results. We know that impactful classroom
teachers drive exceptional results for students. Our staff will demonstrate a growth 
mindset
and will be equipped with the skills they need to be successful in the classroom. 
Beginning
in the hiring process, we will seek out educators who are mission-aligned and hungry for
feedback to further their development. Dedicating three weeks of Summer Professional
Development before students arrive, teachers will be equipped with the tools necessary 
to
manage a classroom effectively, engage students in a myriad of ways, internalize lesson
plans, and execute with bite-sized goals at the forefront of their planning. All teachers 
will
receive frequent, targeted feedback to rapidly improve their practice through weekly
observations by their instructional coach to achieve their professional development 
goals
and build the access of academic success of their scholars.
 
Data drives instruction. At Ivy Hill Prep, we are unapologetically focused on responding 
to
data from student assessments. Teachers collect, analyze, and respond to daily exit 
tickets,

49 of 191Powered by BoardOnTrack

Ivy Hill Prep Charter School - Board of Trustees Meeting - Ivy Hill Prep - Agenda - Monday August 31, 2020 at 6:30 PM



monthly unit assessments, and interim and literacy assessments administered every six
weeks. With all collected data and with the support of school leadership, teachers under
the supervision, closely analyze student misconceptions to address and close the gaps 
that
exist, leading to continuously higher student achievement.
 

EMPLOYMENT IN GENERAL       
 

Employment 

At-Will

This Handbook is a general guide to the employment 
policies of the School.  This Handbook does not create a 
contract of any kind or duration between the School and 
you.  This Handbook is not a guarantee of employment or 
any particular conditions of employment for any fixed 
period of time.  Rather, by agreeing to be employed by the 
School, you acknowledge that you are entering into an “at-
will” employment relationship with the School.  This means 
that either the School or you may terminate the “at-will” 
employment relationship at any time without notice or 
cause.  This notice applies to all employees, regardless of 
the date of hire.
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Employme
nt Types
 

You may be classified as one or more of the following 
employment types during employment with the School:

 
 
11-Month Instructional
Instructional employees are hired to provide academic, 
instructional, behavioral, and/or psychological services and 
support to students.  Instructional employees may include 
(but are not limited to): instructional coaches, teachers, 
special education teachers, teaching assistants, speech and 
language pathologists, social workers, and psychologists.  
Exclusions include part-time, temporary and substitute 
teachers, and independent contractors who may be 
retained by the School to provide services and supports to 
students.  
 
Employees are hired to work in accordance with the Board-
approved academic calendar including annual pre-service 
professional development.  Compensation is based on the 
amount of days they work in accordance with the school 
academic calendar. Salaries are annualized and paid over a 
twelve-month period, also known as “annualized 
compensation.” For the purpose of this employment type, 
the employee’s annualized salary is stretched over twenty-
four (24) pay periods in order to receive income during the 
summer recess and throughout the in-school breaks.
 
 
12-Month Non-Instructional
Non-instructional employees’ job duties do not include 
specific, regular instructional duties relating to students. 
Typical non-instructional positions include: school 
operations manager, administrative assistants, office 
coordinators, operations assistants, clerical, technical, and 
other operations-related positions. 
 
Exempt Employee
Generally, employees employed in director, instructional 
and certain non-instructional capacities are exempt from 
the provisions of the Fair Labor Standards Act. 
 

Comment [4]: should be singular 
"support"
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Non-Exempt Employee
A non-exempt employee is an employee who is subject to 
the minimum wage and overtime provisions of the Fair 
Labor Standards Act.  If a non-exempt employee works 
more than forty (40) hours in any particular week, they will 
be paid overtime at time and one-half (1.5) for those 
additional hours unless state law dictates otherwise.  A 
non-exempt employee must only work according to a 
schedule approved by their manager.

 
Full-Time Employee
An Employee who is normally scheduled to work at least 30 
hours per week is considered a full-time employee.  Full-
time employees are eligible to participate in the School’s 
employee benefits package, subject to the terms and 
limitations of each benefit plan, program, policy, or 
arrangement.
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 Part-time Employee
An employee who is scheduled to work fewer than 30 
hours per workweek is a part-time employee.  Part-time 
employees are not eligible to participate in the School’s 
employee benefits package, and part-time employees do 
not receive paid time off or leaves of absence, with the 
following exceptions:

·      All employees have workers’ compensation 
coverage.

·      All employees may be eligible for paid sick leave 
in accordance with applicable law.

·      All employees are eligible for New York State 
Paid Family Leave.

·      Any employee who is scheduled to work more 
than the required number of hours per year, as 
determined by the School’s retirement plan rules, is 
eligible to participate in the School’s retirement 
plan.

·      Time off work without pay for a part-time 
employee may be granted at the sole discretion of 
the School Leader or their designee.

 
Temporary Employee
From time to time, the School may hire employees for 
specific periods of time or for the completion of a specific 
project.  An employee hired under these conditions will be 
considered a temporary employee.  The job assignment, 
work schedule and duration of the position will be 
determined on an individual basis.  
 
Normally, a temporary position will not exceed three (3) 
months in duration and the employee is not eligible for 
benefits except as required by law.  Summer employees, 
interns and seasonal employees are examples of temporary 
positions.
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Backgroun
d Checks 
and 
Fingerprin
ts

For safety and security reasons, all School employees who 
work around students must undergo a criminal background 
check prior to beginning employment.  The school may 
require all employees to obtain an updated background 
check periodically as determined at the School’s discretion. 
A third-party service is used to collect fingerprints for the 
background checks, which are forwarded to the Federal 
Bureau of Investigation (FBI) and the state equivalent, if 
applicable.  The criminal history sent by such bureau(s) is 
reported as far back as a criminal history exists.
 
If either an applicant or an existing employee has been 
convicted of any crime, the School will determine whether 
employment is possible based on the following criteria: the 
position applied for, length of time in the position, contact 
with students, type and number of crime(s), date(s), and 
relevance to performance of job duties. An applicant or 
employee convicted of a felony that involves harm to a 
minor will be ineligible for employment or will be subject to 
termination (if they are a current employee).  Applicants 
and existing employees have an ongoing obligation to 
notify their managers and the School Leader within three 
(3) days of all arrests and convictions (excluding minor 
traffic violations).
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E-
Signature 
Policy

During the course of employment, you will be asked to sign 
certain employment-related agreements and documents 
via electronic signature. “Electronic Signature” includes, 
but is not limited to, the use of a keypad, mouse, or other 
device to select an item, button, icon or similar act/action. 
By signing the E-SIGNATURE ACKNOWLEDGMENT AND 
AUTHORIZATION, you are acknowledging and agreeing 
that: (a) you agree to the use of e-signature as standard 
practice for signing such employment-related documents 
and agreements; (b) your e-signature has the same effect 
as your traditional handwritten signature; (c) you waive the 
right to claim that your e-signature does not constitute a 
valid or binding signature on any such e-signed document 
or agreement, and (d) any electronic signature on any 
agreement or document executed prior to executing the E-
SIGNATURE ACKNOWLEDGMENT AND AUTHORIZATION 
form is governed by this E-Signature Policy, constitutes 
your signature, and has the same effect as if actually signed 
in writing.
 

Change of 
Personnel 
Status

We need to maintain up-to-date information about you so 
we can aid you and/or your family in matters of personal 
emergency. Changes in name, address, telephone number, 
marital status, number of dependents or changes in next of 
kin and/or beneficiaries should be updated in our HR 
software, the Little Bird Nest.
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Compensa
tion

Payment Schedule
You will be paid in accordance with the applicable payroll 
schedule established by the School.
 
Time and Place of Payment
If you have requested direct deposit, your pay will be 
deposited into an account at your financial institution using 
the account information that you have provided in our 
payroll software, the Little Bird Nest. If you do not have 
direct deposit, your paycheck will be mailed to the address 
you have on file.  
 
Wage Garnishment
The school complies with any and all court orders, the 
Consumer Credit Protection Act, and any other applicable 
laws or orders regarding wage garnishments and/or wage 
attachments. On receipt of a court order, the School will 
notify you immediately, begin withholding the specified 
portion of your wages, and provide you a copy of the order.
 
Policies for Errors in Pay
Every effort is made to avoid errors in your paycheck. If you 
believe an error has been made for any reason, including, 
but not limited to, an overpayment or underpayment, 
please contact your School Leader immediately. Paycheck 
errors of less than $100.00 (overpayment or 
underpayment) will be corrected on the next regularly 
scheduled payroll period. Paycheck errors over $100.00 will 
be handled on an individual basis depending on the 
circumstances.
 
Pay Advances
Salary payments in advance of any normal pay period are 
not allowed under any circumstances.
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Employme
ntRecords

Access to Employment Records
In keeping with the growing recognition of individual rights 
to privacy, we maintain only those records and collect only 
personal information that is necessary for organizational 
purposes. We make every effort to maintain the 
confidentiality of all personal information. However, the 
School will cooperate with and provide access to personnel 
files to local, state and federal agencies in accordance with 
applicable law. Employees who wish to inspect their own 
personnel files may do so in the presence of a School 
representative. Employees will not be allowed to view 
investigation records or any letters of reference. 

 

 
Medical Records
Confidential health and medical records are not included in your 
personnel file. The School will safeguard such records from 
disclosure and will divulge only that information: (1) as allowed 
by law, as referenced in the Health Insurance Portability and 
Accountability Act of 1996 (“HIPAA”) or other federal or state 
law; (2) to your personal physician upon your written request; 
(3) as required for Workers' Compensation cases; (4) on a need-
to-know basis, in connection with matters in which you have 
raised concerns about your health or ability to perform your job; 
or (5) as otherwise required by law.
 
Pre-employment
Pre-employment and other background investigations are 
conducted in accordance with federal and state laws regarding 
individuals offered employment by the School. The School 
Leader’s designee will review all background clearances unless it 
is the designee’s own clearance, in which case the School Leader 
will perform the review.
 
Verification of Employment
The School will provide dates of employment when employment 
verification is requested. The School will provide wage/salary 
information if the appropriate authorization and release has 
been provided by you. 
 
Form I-9

Comment [5]: We should consider 
adding that personnel records are 
the property of the School
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The School is required to maintain employment eligibility 
verification on U.S. Citizenship and Immigration Services Form I-
9 for you, and if required by law, copies of the documents used 
to establish your identity and employment authorization.
 

 
 

WORK SCHEDULE
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Workd
ays and 
Work 
Week

You are required to work according to a schedule – including (i) 
the pre-service schedule which is usually at least 10 days prior 
to the start of the school year for students; (ii) during some 
school breaks, depending on your role and responsibility; (iii) 
school events during the day and evening such as Parent-
Teacher  nights, depending on your role and responsibility; and 
(iv) days during the summer after students have been dismissed 
for the summer break.  The School’s work schedule will be 
determined by the School Leader or their designee.  
 
Regular attendance is essential to the School’s efficient 
operation and is a necessary condition of employment. You are 
expected to report to work as scheduled and on time. If it is 
impossible to report for work as scheduled, you (or your 
designee if you are unable notify the School) must notify your 
manager and/or School Leaders, by phone call, in accordance 
with procedures established by the School.  If the absence is to 
continue beyond the first day, you must notify your manager 
and/or the School Leader or their designee on a daily basis 
unless otherwise arranged. It is your responsibility to notify the 
School Leader or their designee of each absence. 
 

Comment [6]: should be "if you are 
unable to notify"
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School 
Closing

The School will close due to inclement weather or other 
conditions as determined by the School Leader. At the 
discretion of the School Leader, any classroom days lost to 
closure due to inclement weather or other reasons may be 
made up by adding an equal number of days during or at the 
end of the school year. In cases when the school is closed, all 
exempt and non-exempt employees will receive compensation 
for a standard workday(s).
 
If the School is open but you are unable to report to work due 
to inclement weather, you may not be paid.  If you are a non-
exempt employee who has any accrued paid vacation or other 
paid time off, you may use such time for which you qualify to 
receive pay for the day.  Exempt employees may be required to 
use any available accrued paid time off in such instances.  If you 
are an exempt employee who is unable to report to work for 
the full day and you have no remaining accrued paid time off, 
you will not be paid for the day and thus shall perform 
absolutely no work of any kind during the day.
 
Regardless of whether the facility remains open or closed, it is 
your decision to determine if you can safely arrive at work. If 
you elect not to work, the School requires the courtesy of a 
phone call or email to your manager advising as to your status 
for the day, before the start of your workday. 
 

Meal 
Breaks

You will receive meal breaks in accordance with state law.  The 
schedule for employee meal breaks will be established in 
accordance with the School’s operational and staffing needs.
 
Non-exempt employees who:

·       work more than six (6) hours must receive at least 
one (1) unpaid 30-minute lunch break between 11 a.m. 
and 2 p.m.  
·       work a shift of six (6) or more hours between 1 p.m. 
and 6 a.m. must receive an additional unpaid 45-
minute mid-shift meal break.  
·       start work before 11 a.m. and continue past 7 p.m. 
must receive an additional unpaid 20-minute meal 
period between 5 p.m. and 7 p.m.
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Workin
g From 
Home

The School considers telecommuting to be an alternative work 
arrangement in cases where individual, job and manager 
characteristics are best suited for such an arrangement. 
Telecommuting allows an employee to work at home, on the 
road, or in a satellite location for all or part of their regular 
workweek. Additionally, in the event of an emergency such as a 
weather emergency or pandemic, the School may require 
employees to temporarily work from home to ensure business 
continuity.
 
Telecommuting is not an entitlement; it is not a School-wide 
benefit, and it no way changes the terms and conditions of 
employment with the School. You remain an at-will employee of 
the School, and accordingly, your employment may be 
terminated by you or the School at any time and for any reason.
 
Procedure
Telecommuting must be agreed upon by both you and your 
manager.  Before entering any telecommuting agreement, you 
and your manager, with the assistance of Little Bird HR, will 
evaluate the suitability of such an arrangement, paying 
attention to the following areas:
 

·       Employee Suitability – you and your manager will 
assess your needs and work habits, compare them to 
traits customarily recognized as appropriate for 
successful telecommuters (e.g. telecommuting may not 
be appropriate where your performance does not 
indicate sustained high performance or where you 
require close supervision as indicated, for example, by 
your consistent need for guidance on technical 
matters).
·       Job Responsibilities – you and your manager will 
discuss your job responsibilities and determine if the job 
is appropriate for a telecommuting arrangement (e.g., 
telecommuting may not be appropriate where you must 
supervise the work of other employees, or where 
efficiency is compromised when you are not present).
·       Tax and other legal implications for the business 
use of your home based on IRS and state and local 
government restrictions – Income taxes will be 
withheld based on the School’s location, not on the 
location from which you telecommute.  You may wish 
to consult your tax advisor with respect to other tax 
consequences.

 
Scheduling and Performing Work
If you need to work from home on a particular day, you need 
authorization from your manager. You may not simply choose 
to work from home without permission.
 
If approved, your at-home work hours will conform to a 
schedule agreed upon by you and your manager.  If such a 
schedule has not been agreed upon, your work hours will be 
assumed to be the same as they were before you began 
telecommuting. Changes to this schedule must be reviewed and 
approved in advance by your manager. As with all employees, 
employees on a work-from-home arrangement may be required 
to work outside of normal School hours, and may, from time to 
time, be required to attend meetings at the School or other 
locations.
 
During the scheduled working hours, you must be accessible 
and responsive to emails and phone calls (as is required of 
employees in the School), and it is expected that you and your 
manager, and you and other employees, will communicate at a 
level consistent with employees working at the School or in a 
manner and frequency that seems appropriate for the job and 
the individuals involved. You will remain subject to all School 
policies, practices and programs while working from home 
(other than regular attendance at the School).  Failure to fulfill 
normal work requirements, both qualitative and quantitative, 
due to working from home will result in corrective action, which 
may include termination of the telecommuting arrangement, 
and other disciplinary action up to and including termination of 
employment.  
 
Safety
You will establish an appropriate work environment within your 
home for work purposes.  You will be responsible for 
maintaining a designated workspace in a safe, healthy, 
professional and secure manner.  Injuries sustained by you 
while at your home work location and performing your regular 
work duties are generally covered by the School’s workers’ 
compensation policy, subject to the terms and conditions of 
such policy. Telecommuting employees are responsible for 
notifying the School of such injuries in accordance with the 
School’s workers’ compensation procedures.  
 
Workers’ compensation is only applicable while you are actually 
performing your job and while in your designated workspace. It 
does not cover your entire home. You may be liable for any 
injuries sustained by visitors to your work site. The School 
assumes no liability for injuries occurring in your home 
workspace outside of work hours. You should note that some 
homeowner’s/renter’s insurance policies do not automatically 
cover injuries arising out of, or relating to, the business use of 
the home. For your protection, you should have your 
homeowner’s/renter’s liability policy endorsed to cover bodily 
injury and property damage to all third parties arising out of or 
relating to the business use of your home.  
 
Time Entry
You must continue to enter time as required by School policy 
for any work being performed. If you are not exempt from the 
overtime requirements of the Fair Labor Standards Act, you will 
be required to record all hours worked in a manner designated 
by the School, and any hours you work in excess of the specified 
per day and per workweek will require the advance approval of 
your manager.  
 
Telecommuting employees will be held to a high standard of 
compliance due to the nature of their work assignment. Given 
this remote nature of work while telecommuting, it is 
imperative that all time be entered on a daily basis. Failure to 
comply with these requirements can result in the immediate 
cessation of the telecommuting agreement.
 
Equipment
You and your manager will discuss your equipment needs while 
working remotely. The School’s IT department is available to 
review equipment needs with you and to provide support in 
advance of entering into a remote work arrangement or due to 
emergency telework situations.  The School will determine, with 
information supplied by you and your manager, the appropriate 
equipment needs (including hardware, software, modems, 
phone and data lines, facsimile equipment or software, 
photocopiers, etc.) for each telecommuting arrangement on a 
case-by-case basis. The School’s IT department will serve as a 
resource in this matter.  
 
Equipment supplied by the School will be maintained by the 
School.  Equipment supplied by you, if deemed appropriate by 
the School, will be maintained by you. The School accepts no 
responsibility for damage or repairs to employee-owned 
equipment. The School reserves the right to make 
determinations as to appropriate equipment, subject to change 
at any time. Equipment supplied by the School is to be used for 
School purposes only. You must sign an inventory of all School 
property and agree to take appropriate action to protect the 
items from damage or theft.
 
Privacy and Policy Compliance
When working from home (or another remote location), all of 
the School’s privacy, security and confidentiality policies and 
obligations still apply, including but not limited to the Social 
Networking and Online Activity Policy, Confidentiality and Work 
Product, Care of Equipment, Use of Electronic Resources, and 
Information Security. These policies apply to both electronic 
and physical information.
 
Without limiting the foregoing, you must comply with the 
following:

·       You may only use equipment and services that have 
been authorized by the School for the performance of 
School business.
·       You must work in your home in a manner that will 
prevent any member of your household from hearing or 
accessing confidential School or student information.  

o   You should consider using a device that is 
accessed solely by you. Other steps include, but 
are not limited to, use of locked file cabinets 
and desks, regular password maintenance, and 
any other steps appropriate for the job and the 
environment.

·       You may conduct School business only through the 
School’s authorized email and other communication 
services. Personal accounts may not be used for School 
business.
·       All documents, files and other records must be 
stored on the School’s authorized storage platforms. 
Storage on your local devices or on your personal 
services is not permitted.
·       Your devices must have up to date anti-virus 
software or other standard security protections 
installed and active at all times.
·       In the event you suspect unauthorized access to or 
disclosure of School information, systems or services, 
you must immediately notify the Head of the School!

 
Miscellaneous
When working from home, please remember the following:

·       A work-from-home arrangement is not a substitute 
for childcare.  You may not undertake to provide 
primary care for a child during at-home working hours.  
If your child(ren) will be home during your at-home 
working hours, some other individual should be present 
to provide primary care.  If you need time off for 
childcare responsibilities, you should contact your 
manager. 
·       If you are unable to work due to illness, you must 
use PTO or sick leave, and must report your absence to 
your manager.  If you wish to be relieved of 
responsibility for work on a particular day or days, you 
must use paid time off or take unpaid days.  Disciplinary 
action will result, up to and including termination of 
employment, if you do not accurately record time off 
while working remotely.
·       Under no circumstances shall an employee working 
from home conduct client/student meetings in the 
home.
·       Under no circumstances shall an employee working 
from home invite students or their families into their 
home.
·       Upon termination of employment, or at any time 
upon the School’s request, all School property must be 
returned to the School.

 
Working at home is an alternative method of meeting the needs 
of the School and is not a universal employee benefit. As such, 
the School has the right to refuse to make working at home 
available to an employee and to modify or terminate a work-at-
home arrangement at any time, in its sole discretion. Either you 
or the School may terminate the telecommuting arrangement 
at any time.
 

PERFORMANCE REVIEW AND 
EVALUATION

Comment [7]: the word in should be 
added "it in no way"

Comment [8]: We might want to 
consider adding that employees 
disclose where they are working 
from in light of health concerns 
related to the pandemic. For 
example where they are working in 
another state or actually at home.
Comment [9]: Do we have a work 
safety or disaster plan in 
accordance with our obligations to 
do so under OSHA

62 of 191Powered by BoardOnTrack

Ivy Hill Prep Charter School - Board of Trustees Meeting - Ivy Hill Prep - Agenda - Monday August 31, 2020 at 6:30 PM



 

Perfor
manc
e 
Revie
w and 
Evalu
ation

All School employees are required to work toward the 
standards outlined by the School for each role. Performance 
reviews and evaluations will take place in a variety of forms and 
will be based on the ongoing observations by the School Leader 
or their designee. These observations will be both formal and 
informal and may include walk-throughs as well as scheduled 
observations. You may receive both oral and written feedback 
as to observed strengths and areas for improvement. It is 
expected that you will make every effort to address the 
recommendations given in these observations and evaluations.
 
Evaluations may be conducted by the School Leader or their 
designee. One or more written evaluations of you may be 
performed annually. The format of the evaluation will be 
determined by the School and may change from time to time 
without prior notice. Your performance will be assessed 
according to the School’s standards. You should read written 
observations and evaluations carefully and respond to them 
within the timeline provided by the School Leader or their 
designee. Concerns may also be addressed verbally through a 
meeting with your manager.

 
 

EMPLOYEE BENEFITS
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Benef
its 
Sum
mary

 
 
All full-time employees who are eligible will be offered health 
insurance and other employee benefits offered by the School. 
Eligibility, coverage, and carriers of such benefits are subject to 
modification or termination at any time at the sole discretion of 
the School or the respective insurance carriers. Health insurance 
and other employee benefits may be modified or discontinued 
at the sole discretion of the School at any time.
 
The School will be your employer, and Little Bird HR will become 
your co-employer solely to facilitate the provision of medical, 
dental and other employee benefits to you and as may 
otherwise be mandated by applicable law. Except as set forth in 
the preceding sentence, Little Bird HR shall not have, and it shall 
not be deemed to have, any of the duties, obligations or 
responsibilities as your employer.
 
The School may also offer a retirement plan to all full-time and 
certain part-time employees in accordance with the eligibility 
requirements of the applicable plan.
 
For more information concerning health insurance and other 
employee benefits offered by the School, please email or call 
Little Bird HR at hrsupport@littlebird.hr or 888-281-8956.
 

Work
ers’ 
Comp
ensati
on 
Insur
ance

Injuries that occur while performing official duties on behalf of 
the School are covered by workers’ compensation insurance. If 
you suffer an injury while performing official School duties, you 
must file a report with the School Leader or their designee as 
soon as possible. You are responsible for filing any other 
necessary forms, applications, or other information as required 
by applicable government agencies, insurance companies or the 
School.

 
 

Comment [10]: Do we know whether 
the details of our workers comp 
policy covers things which happen 
when working from home?
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WORKPLACE CONDUCT & ENVIRONMENT
 

Code 
of 
Condu
ct

 
You have an obligation to observe and follow the School’s 
policies and to maintain proper standards of conduct at all 
times. The conduct of our employees reflects on the School, 
so you are encouraged to observe the highest standards of 
professionalism and integrity. The School expects you to 
conduct yourself ethically and appropriately. This not only 
involves sincere respect for the rights and feelings of 
others, but also demands that you avoid any behavior that 
might be harmful to yourself, co-workers, students or the 
School, or that might be viewed unfavorably by those with 
whom the School does business, by our students or 
families, or by the public at large.
 

Comment [11]: add in " regardless of 
whether you are working on the 
School's premises or remotely.
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Whistl
eblow
er 
Policy

The School requires its directors, officers and employees to 
observe high standards of professional and personal ethics, 
as such personal ethics relate to the organization, in the 
conduct of their duties and responsibilities. Employees and 
representatives of the School must practice honesty and 
integrity in fulfilling their responsibilities and comply with 
all applicable laws and regulations.
 
The matters which should be reported under this policy 
include suspected fraud, theft, embezzlement, accounting 
or auditing irregularities, bribery, kickbacks, misuse of the 
School’s assets, or suspected regulatory, compliance, or 
ethics-related issues, concerns, or violations including policy 
violations such as Code of Conduct violations.
 
Reporting Responsibility
It is the responsibility of all employees to report, in good 
faith, violations or suspected violations of personal ethical 
standards, as such personal ethics relate to the School, 
and/or applicable legal requirements (“Violations”) in 
accordance with this Whistleblower Policy.
 
Reporting Violations
Questions, concerns, suggestions, or complaints regarding 
the ethical and legal standards noted above should be 
addressed directly to their supervisor, the Head of School, 
the School Operations Leader, or any School leader that 
they feel comfortable with. If the concern involves a Board 
member or their family, it should be reported to the State 
Education Department or whatever other governing body 
authorized and oversees the School.
 
Compliance Officer
The School Leader is responsible for investigating and 
resolving all reported Violations and shall advise the Board 
of Trustees of all reported complaints and allegations of 
Violations. 
 
Accounting and Auditing Matters
The Board of Trustees shall address all reported concerns or 
complaints regarding the School’s accounting practices, 
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internal controls, or auditing. The School Leader shall 
immediately notify the Board of Trustees of any such 
complaint and work with the Board of Trustees until the 
matter is resolved. Promptly upon receipt, the Board of 
Trustees shall evaluate whether a complaint constitutes an 
accounting complaint, and if so, shall promptly determine 
what professional assistance, if any, it needs in order to 
conduct an investigation. The Board of Trustees will be free 
in its sole discretion to engage outside auditors, counsel, or 
other experts to assist in the investigation and in the 
analysis of results.
 
Non-Retaliation
No employee who in good faith reports a Violation or 
suspected Violation shall suffer harassment, retaliation, or 
adverse employment consequences because of such report. 
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 the 
School prior to seeking resolution outside the School. 
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Proble
m 
Resol
ution 
Proce
dure

 
The School promotes a quality work environment for all 
employees, one that encourages a high level of individual 
and team contribution in support of organizational goals. 
The School believes that open communication is essential 
to a successful work environment and that all employees 
should feel free to seek answers to work-related questions 
and raise issues of concern without fear of reprisal or 
retaliation.
 
The School is firmly committed to the belief that 
undisclosed problems will remain unresolved and 
eventually lead to a decay of work relationships, 
dissatisfaction in working conditions, and a decline in 
operational efficiency. The School therefore tries to solve 
problems as quickly, fairly, and informally as possible. If a 
problem should arise between members of the community, 
employees are encouraged to speak directly to each other 
for discussion and resolution. If employees are unable to 
resolve their differences, concerns should be brought to 
one of the employees’ managers within ten working days if 
possible and ultimately, if necessary, to the School Leader.
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 If for any reason you do not feel comfortable discussing a 
work-related concern with your manager, you should bring 
the issue to the attention of the School Leader. If after 
taking repeated steps you continue to feel that your issues 
have not been resolved (or if your concerns relate to the 
School Leader), you are encouraged to bring your work-
related concern to the attention of the Board of Trustees. 
All such complaints should be in writing and include the 
following:

 
1. Name, address, and phone number of the complainant;
2. Detailed statement by the complaint, including the 
specific provision of the School’s charter or law that 
allegedly has been violated;
3. The relief sought by the complainant; and
4. The response, if any, received from the School thus far.
 
The Board of Trustees will respond to the complaint in a 
reasonable amount of time. Where possible, determinations 
will be made in 30 days or by the next regularly-scheduled 
Board meeting unless extenuating circumstances in the 
complaint require an expedited review. If the complainant 
believes that the Board of Trustees hasn’t resolved the 
complaint, they may present the complaint to the School’s 
authorizer, the Board of Regents of the State University of 
New York (“Board of Regents”). The process for bringing a 
complaint to the Board of Regents can be found here: 
http://www.p12.nysed.gov/psc/complaint.html.
 
The Board of Regents has delegated authority to handle 
charter school-related complaints to the Commissioner of 
Education. The Charter School Office of the New York State 
Education Department, on behalf of the Commissioner, will 
investigate and respond to complaints that are appropriately 
filed, and has the power and duty to issue appropriate 
remedial orders. Nothing in this policy is designed to, nor 
should be construed to, alter your status as an at-will 
employee. You or the School may, at any time, with or 
without notice, for any reason not expressly prohibited by 
law, terminate the employment relationship.
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Disci
pline

If you violate a policy, procedure, rule or regulation of the 
School, if you fail to behave in accordance with the School’s 
standards of conduct, if your attitude, conduct or demeanor 
becomes unsatisfactory, or your behavior interferes with the 
orderly and efficient operation of the School, corrective 
disciplinary measures will be taken. Disciplinary measures 
may include a verbal warning, written warning, suspension, 
transfer, reassignment or termination from employment, 
with or without notice. The appropriate disciplinary action to 
be imposed will be determined by the School. The School 
does not guarantee that one form of action will necessarily 
precede another.
 
Decisions to discipline will be based on an assessment of all 
relevant factors.
 
The following may result in disciplinary action, up to and 
including discharge:

·      Violation of any School rule or policy.

·      Violation of security or safety rules or failure to 
observe safety rules or the School safety practices; 
failure to wear required safety equipment; 
tampering with the School's equipment or safety 
equipment; unauthorized possession of dangerous 
or illegal firearms, weapons or explosives on School 
property or while on duty.

·      Negligence or any careless action which 
endangers the life or safety of another person, 
including careless or negligent operation of a School 
vehicle.

·      Possession, use or sale of alcohol or controlled 
substances (except medications prescribed by a 
physician that do not impair work performance) 
during working time or while on School property; 
being intoxicated or under the influence of alcohol 
or a controlled substance in any quantity while on 
School premises.

·      Engaging in acts of violence or making threats of 
violence toward anyone on School premises or when 
representing the School; fighting or provoking a fight 
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on School property; or negligent damage of 
property.

·      Insubordination or refusing to obey instructions 
properly issued by your manager pertaining to your 
work; unreasonable refusal to help out on a special 
assignment. 

·      Threatening, intimidating, or coercing fellow 
employees on or off the premises at any time, for 
any purpose.

·      Engaging in an act of sabotage; negligently 
causing the destruction or damage of School 
property, or the property of fellow employees, 
suppliers, or visitors in any manner.

·      Theft or unauthorized possession of School 
property or the property of fellow employees; 
unauthorized possession or removal of any School 
property, including documents, from the premises 
without prior permission from School’s 
management; unauthorized use of School 
equipment or property for personal reasons; using 
School equipment for profit.

·      Dishonesty; falsification or misrepresentation on 
your application for employment, other work 
records, or status of teacher certification; lying 
about the need for sick or personal leave; falsifying 
the reason for a leave of absence or other data 
requested by the School; alteration of School records 
or other School documents.

·      Violating the Policy Prohibiting Harassment, 
Discrimination, and Retaliation (which includes the 
Equal Employment Opportunity policy).

·      Violating the Confidentiality and Work Product 
section of this Handbook; giving confidential or 
proprietary School information to other 
organizations or to unauthorized School employees; 
working for an entity that creates (or creates the 
perception of) a conflict of interest.

·      Immoral conduct or indecency on School 
property.
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·      Unsatisfactory or careless work; failure to meet 
performance standards as explained to you by your 
manager.

·      Unexcused excessive lateness or absences; 
leaving work before the end of a workday or not 
being ready to work at the start of a workday 
without approval of the School Leader; stopping 
work before time specified for such purposes. 

·      Sleeping or loitering during working hours or 
excessive use of School telephone for personal calls.

·      Creating or contributing to unsanitary conditions.

·      Obscene or abusive language toward any affiliate 
of the School; indifference or rudeness towards 
parents, students or fellow employees; any 
disorderly/antagonistic conduct on the School 
premises.

·      Failure to report immediately injury or harm to a 
student, or damage to or an accident involving 
School equipment.

·      Alteration or falsification of any timesheets, 
attendance documents, or other records; failure to 
accurately record time worked.

·      Violation of the New York State Dignity Act.

·      Having inappropriate contact with students.

·      Any other conduct deemed inappropriate by the 
School Leader.

 
These examples are not all-inclusive. We emphasize that 
decisions will be based on an assessment of all relevant 
factors.
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Dress 
Code

You serve as students’ role models for successful and serious 
professionals and should always demonstrate this through 
your appearance and actions.  This helps to create a 
professional atmosphere and projects a positive image of 
both you and the School.  You are expected to present a 
neat, professional appearance at all times.  A neat 
appearance and personal hygiene are required regardless of 
whether you are an non-instructional employee or work in a 
classroom.  Guidelines for personal hygiene, grooming and 
attire are outlined below.  If you require a reasonable 
accommodation with regard to this policy for reasons based 
on religion or disability, you should contact your manager 
and the School Leader or their designee in accordance with 
our accommodation policies.  We prohibit any form of 
discipline, reprisal, intimidation, or retaliation for a good 
faith request for a reasonable accommodation.
 
Violations of these guidelines may subject you to disciplinary 
action, up to and including termination of employment.  If 
you report to work dressed or groomed inappropriately, you 
may be prevented from working until you return to work 
dressed and groomed in an appropriate manner.
 
Nothing in this policy is designed or intended to, nor should 
it be construed to, interfere with, restrain, prevent, or 
dissuade you from engaging in legally protected activities, 
including those protected by the National Labor Relations 
Act, such as discussing wages, benefits, or other terms and 
conditions of employment, raising complaints about working 
conditions, and/or engaging in other activities for your and 
your fellow employees’ mutual aid or protection.  You have 
the right to engage in or refrain from such activities.
 
Dress Code
Your work attire should complement a workplace 
environment which is professionally operated, efficient, 
orderly, and pleasant. The School reserves the right to 
change, extend, revise, revoke or continue this policy at its 
discretion. Any questions about interpreting our dress code 
should be directed to the School Leader or their designee.
 
Neat and Well-Groomed - You should appear neat and 
professional while performing official duties on behalf of the 
School. You are expected to be suitably attired and well 
groomed, and to ensure that your clothing is clean, fits 
properly, and is not wrinkled, ripped, or stained.
 
Professional Attire - You should use common sense and good 
judgment in determining what to wear to work. Generally, if 
you are doubtful about some clothing, it is not appropriate. 
Examples of appropriate work attire include:

·      Dress shirts with collars or banded collars

·      Neck ties secured around the neck

·      Button down shirts

·      Blouses

·      Polo Shirts

·      Pullover or cardigan sweaters

·      Vests with shirts

·      Slacks, trousers or khakis

·      Dresses or skirts of an appropriate length

·      Dress shoes and socks or stockings

·      Appropriate undergarments
 
Prohibited Attire - Some attire is unacceptable for work. The 
following are examples, not an exhaustive list, of what is 
prohibited:

·      Jeans, sweatpants, work pants, athletic attire, 
beachwear, shorts, or skorts

·      T-shirts, rugby shirts, shirts without collars, 
untucked shirts

·      Sneakers, work boots, sandals, flip-flops, 
moccasins, slippers, Crocs, etc.

·      Inordinately revealing, tight or suggestive 
clothing

·      Hats, caps, head gear for non-religious purposes, 
doo-rags, bandanas worn as head coverings, etc.

·      Halter tops, tube tops, tank tops, cropped shirts, 
shirts with spaghetti straps, off-the-
shoulder/exposed-shoulder tops, or low-cut tops

·      Lycra stretch pants, leggings or spandex pants

·      Short dresses or mini skirts

·      Any clothing that reveals your stomach, full back, 
cleavage or chest, or otherwise revealing/suggestive 
attire

 
Personal Hygiene

·      Maintain personal cleanliness by bathing daily.

·      Oral hygiene (brushing of teeth) required.

·      Use deodorant / anti-perspirant to minimize body 
odors.  

·      No heavily scented perfumes, colognes, or 
lotions.

·      Neat and well-groomed hair, sideburns, 
mustaches, and beards. No artificial colors that 
would be considered “extreme” and outside of the 
norm.

·      Moderate make-up.

·      Clean and trimmed fingernails (¼ inch long or 
less).

·      Wash hands after eating or using the restrooms.

·      Follow other hygiene-related policies that the 
School may establish to promote workplace safety 
(e.g., using personal protective equipment, social 
distancing).  

 
Personal Grooming

·      Clothing must be clean, pressed, in good 
condition and fit appropriately.

·      Clothing must not interfere with the safe 
operation of equipment.

·      No dark glasses (unless prescribed by a 
physician).

·      Limited jewelry and no dangling jewelry that 
might create a safety hazard to self or students.

·      Body piercing must be limited to three per ear. 
Other visible body piercing is unacceptable, unless 
demanded by religion/culture.

·      Tattoos that are perceived as offensive, hostile or 
diminish your effectiveness as a role model for our 
students must not be visible to students and staff.

 
 

 

Comment [12]: Add in "regardless of 
whether you are working on the 
School's premises or remotely.

Comment [13]: consider adding 
"Except as stated otherwise, this 
policy applies not only while an 
individual is on the School's 
premise but also in any setting 
related to the individual's 
employment and/or engagement 
with the School including but not 
limited to working from home, 
school events and/or travel outside 
the office.
Comment [14]: This paragraph 
seems out of place topically and 
perhaps should be moved up in the 
document to before the dress code 
provisions.
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Subst
ance 
Abus
e 
Polic
y

The School seeks to maintain a safe workplace and learning 
environment by eliminating the hazards to health and safety 
created by alcohol and other drug abuse. Therefore, you are 
prohibited from the use, manufacture, distribution, sale 
and/or possession of any illegal drug, controlled substance 
or alcoholic beverage during work hours (including lunch and 
break time) in the School, on School property, in a School 
vehicle, or at a School-sponsored function (unless such 
function includes the service of alcoholic beverages). You are 
prohibited from being under the influence of, selling, 
offering to sell, trading, purchasing, using or possessing any 
illegal drug or alcohol while performing School business or 
job-related duties, while on School property or while 
operating School equipment or vehicles. 
 
If you engage in the above-prohibited activities in violation 
of this policy, you are subject to disciplinary action, up to 
and including termination of employment. Furthermore, if 
you violate this policy or if you voluntarily seek assistance for 
substance abuse, you may be required, in connection with or 
in lieu of disciplinary actions, to participate in and 
successfully complete a school- approved drug and/or 
alcohol assistance or rehabilitation program as a condition of 
continued employment.
 
The School assures that any information concerning an 
individual’s drug and/or alcohol use will remain confidential.
 
If you are taking a legal drug which could affect your job 
safety or performance, you are responsible for notifying 
your manager without disclosing the identity of the 
substance and for providing a physician's certificate stating 
the substance does not adversely affect your ability to safely 
and efficiently perform your job duties and/or provide any 
work restrictions. This certificate must be provided to the 
School Leader before you report to your work area. If the 
School and your physician have determined that (i) the 
substance does not adversely affect your ability to safely and 
efficiently perform your job duties or (ii) that a reasonable 
accommodation can be made, you may commence work. 
You may not be permitted to perform your job duties unless 
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such a determination or reasonable accommodation is 
made.
 
The School reserves the right to take any and all appropriate 
and lawful actions necessary to enforce this substance abuse 
policy including, but not limited to, the inspection of shelves, 
desks or other suspected areas of concealment, as well as 
your personal property when the School has reasonable 
suspicion to believe that you have violated this Substance 
Abuse Policy.
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Bathr
oom 
Acces
s

You shall have access to the restroom corresponding to your 
gender identity. If you have a need or desire for increased 
privacy, regardless of the underlying reason, you will be 
provided access to a single-stall restroom or private area, 
when available. However, you shall not be required to use 
such a restroom or private area.
 

 

Smok
e-
Free 
Work
place

You are role models for the students. As such, you are 
prohibited from smoking any substance, including e-
cigarettes, on School grounds and at School-sponsored 
events.
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Safe 
Work
place

The School seeks to provide a safe workplace for employees 
and to provide a comfortable and secure atmosphere for 
employees, students, and visitors. The School expects you to 
conduct yourself in a non-threatening, non-abusive manner 
at all times. No direct, conditional, or veiled threat of harm 
to any person or property will be considered acceptable 
behavior. Acts of violence or intimidation of others will not 
be tolerated. If you commit or threaten to commit a violent 
act against any person while on the School’s premises, while 
engaged in the School’s activities, or while off the School’s 
premises and acting as a representative of the School, you 
may be subject to immediate discharge.
 
Specific examples of conduct that may be considered threats 
or acts of violence include, but are not limited to, the 
following:

·      Hitting or shoving an individual.

·      Threatening to harm an individual or an 
individual’s family, friends, associates, or property.

·      Intentional destruction of, or threatening to 
destroy, School property.

·      Making harassing or threatening phone calls, 
sending threatening or harassing emails or text 
messages.

·      Harassing surveillance or stalking (following or 
watching someone).

·      Unauthorized possession or use of firearms or 
weapons in the workplace or while engaged in 
School business.

 
We all share the responsibility to identify and bring a stop to 
threatening or violent behavior. If you are subjected to or 
threatened with violence or are aware of another individual 
who has been subjected to or threatened with violence, you 
should immediately report this threat or act to the School 
Leader or their designee. You must assume that any threat is 
serious. All reports will be carefully investigated, and your 
confidentiality will be maintained to the fullest extent 
possible, taking into consideration the need to address the 

 

Comment [15]: consider adding in 
direct messages, instant messages 
or other online chatting
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substance of the report.
 
The School expressly forbids the possession of firearms 
while on the School’s property or while engaged in the 
School’s business. The School has "zero tolerance" for 
possession of any type of weapon, firearm, explosive, or 
ammunition; such possession will be cause for discipline. In 
enforcing this policy and to ensure the safety and welfare of 
everyone on the School’s property, the School reserves the 
right, on reasonable suspicion that the School policy is being 
violated,  to request inspections of you and your desks, 
lockers, and personal effects. Your entry on the School’s 
premises constitutes consent to searches or inspections. If 
you refuse to allow inspection, you will be subject to the 
same disciplinary action as being found in possession of 
firearms.
 
If you witness or suspect another individual of violating this 
policy, you should immediately report this information to 
the School Leader or their designee.
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Ani
mal
s in 
the 
Wo
rkpl
ace

You may not bring, possess, carry, keep, maintain or exhibit an 
animal on school premises except for educational or instructional 
purposes as part of the curriculum or and educational enrichment 
program relating to a specific course of study. You must request 
and receive permission from the School Leader before bringing an 
animal to school.  The request must state the period that the 
animal is requested to be on School property and explain how the 
animal’s presence in the School, as part of the curricula or in 
conjunction with a course of study can enrich educational 
programs, facilitate the learning experience, and otherwise 
provide valuable educational benefits for students.
 
At least three (3) days prior to bringing an animal to the School, 
you must send written notice to parents/guardians of students as 
directed by the School Leader or his/her designee.  The notice 
shall provide the opportunity to disclose known allergies, immune 
deficiencies, or other objections so that precautions and 
accommodations can be taken.
 
If you bring an animal onto School premises, you assume all risks 
of loss or harm related to the animal.
 
This policy is not applicable to animals trained as therapy-assisted 
pets. Animals trained to assist the blind are excluded from these 
guidelines. 
 

Ban 
on 
Acc
ept
anc
e of 
Gift
s

You are not permitted to accept gifts of any kind of a value 
exceeding fifty dollars ($50)—including but not limited to money, 
gift certificates, goods, food, entertainment, or services—directly 
or indirectly from: 1) individuals, schools, or companies serving as 
vendors or potential vendors for the School; 2) elected officials or 
their representatives; 3) candidates for public office or their 
representatives; 4) students or parents; or 5) political party 
officials or their representatives. Exceptions may be made by the 
School Leader, including instances where such gifts are intended 
for and will be used by the School. If you are offered such gifts in 
excess of fifty dollars, even if you refuse, you must communicate 
this immediately to the School Leader.

Comment [16]: School
Comment [17]: Should be one or the 
other.
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Rel
atio
nshi
ps 
Wit
h 
Stu
den
ts

You are strictly prohibited from engaging in personal relationships 
with students which are outside the scope of a professional 
adult/student relationship or which may give the appearance of 
being outside the scope of a professional adult/student 
relationship. This prohibition applies both on and off School 
grounds. Accordingly, you should refrain from contacting students 
via text or email for any personal and/or non-academic purposes.
 
If you violate this policy, you may be subject to disciplinary action, 
up to and including immediate termination; you may also be 
subject to being reported to law enforcement authorities if the 
conduct is believed to constitute a crime under state law. If 
disciplinary action is taken against you, a report will be made to 
law enforcement and/or a child abuse report will be made for 
violation of this policy. In addition, the parents of the student 
involved will be notified of the situation and the actions taken by 
the School.
 

Chil
dre
n in 
the 
Wo
rkpl
ace

This policy is established to avoid disruptions in your and your co-
workers’ job duties, reduce personal and property liability, and 
help maintain the School’s professional learning environment.
 
You are not permitted to have your children present with you in 
the workplace prior to the dismissal of the School’s students.  
Your manager may grant an exception for temporary, unforeseen 
circumstances, but no parent or relative may have a child in the 
workplace without their manager’s permission. 
 
You must contact your manager as soon as possible to obtain 
permission to have a child accompany you while working.  Factors 
that your manager will consider are how long the child needs to 
be in the workplace, the work environment in your area, and 
possible disruption to your and your co-workers’ work.
 
A child you bring into the workplace is your responsibility and 
must be under your direct supervision at all times.  The School 
accepts no liability for injuries to children who are at the 
workplace in violation of this policy.  
 

Comment [18]: Consider adding: 
When working remotely, work 
hours may not be used as an 
opportunity to perform household 
duties, care for children or other 
dependents or to attend to other 
personal business.
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Fam
ily 
Ma
nag
em
ent 
Poli
cy

Given the potentially sensitive nature of familial management, the 
School has developed a policy related to employees managing 
family members of others on staff (e.g., spouses, siblings, parents, 
domestic partners, etc.). The School is committed to ensuring all 
employees have the resources and support needed to effectively 
support our students. The following outlines processes and 
policies to ensure that all employees are afforded the tools 
required for success in their roles:
 
Management

·      Employees cannot be directly managed by members of 
their own family

·      Employees may be in a position where they are 
coached and supported by family members

 
Evaluation Structure

·      Evaluations for all employees must be completed by 
someone other than a family member

·      All employees, but especially those that fall under the 
family management category, must have a rigorous, 
objective, formal evaluation once annually. All evaluations 
must be reviewed by the School Leader or the Board of 
Trustees if it pertains to the Head of School

 
Promotion

·      Only non-family members can recommend an 
employee for promotion; the decision must be ultimately 
made by the School Leader 

·      The School Leader and the Board of Trustees must 
discuss communication and transparency, while creating a 
plan to communicate to staff any promotion of employees 
in the family management category

·      In cases of promotion, the School Leader must perform 
the evaluation with significant input from the person’s 
manager

 
Salary

·      All salary recommendations for employees in the 
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family management category must come from the School 
Leader, their designee or the Board of Trustees, who may 
or may not choose to solicit input from the employee’s 
immediate supervisor.

 
Confidentiality
At the outset of each year, the School Leader or their designee 
must discuss areas of school leadership that should remain 
confidential.  These topics could include, but are not limited to:

·      Salaries

·      Performance of employees

·      Personal information about employees
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Fa
mil
y 
Edu
cati
ona
l 
Rig
hts 
and 
Priv
acy 
Act 
(FE
RP
A)
 

FERPA affords parents and students over 18 years of age certain 
rights with respect to the student’s education records. Questions 
about this act may be addressed to the School Leader.
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Susp
ected 
Child 
Abus
e and 
Maltr
eatm
ent

In order for the School’s students to receive the full benefits 
of public education and to engage in all school activities for 
which they are qualified, they must be free from physical and 
emotional danger, abuse, maltreatment and neglect from 
their parent, guardian, or custodian. The School recognizes 
that because of your sustained contact with school-aged 
children, you are in an excellent position to identify abused or 
maltreated children and refer them for treatment and 
protection.

 
Pursuant to applicable law, if you have reasonable cause to 
know or suspect that a child has been subjected to abuse or 
maltreatment, you have the legal right and responsibility to 
report this to the School Leader or their designee, who will 
report the case to the New York State Child Abuse and 
Maltreatment Register, as required by law. In accordance with 
the law, if you fail to report an instance of suspected child 
abuse or maltreatment, you may be guilty of a Class A 
misdemeanor and may be held liable for the damages caused 
by the failure to report.

 
The purpose of mandatory reporting is to identify suspected 
abused and maltreated children as soon as possible, so that 
such children determined to be abused or maltreated can be 
protected from further harm and, where appropriate, can be 
offered services to assist them and their family.  The law 
grants you and other persons who report instances of child 
abuse immunity in good faith from any liability that might 
otherwise be incurred.

 
Therefore, School officials are authorized to take whatever 
action is necessary to report and protect children while in 
their custody whenever abuse or neglect is suspected. If you 
have cause to suspect that the death of any child is a result of 
child abuse or maltreatment, you must report that fact to the 
appropriate medical examiner or coroner.

 
You should not contact the child’s family or any other person 
to determine the cause of the suspected abuse or 
maltreatment. It is not your responsibility to prove that the 
child has been abused or maltreated. The School will 
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cooperate to the extent possible with authorized child 
protective services workers in investigations of alleged child 
abuse.
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SOCIAL NETWORKING AND ONLINE 
ACTIVITY POLICY

 
 

The School recognizes the value of your using online social media such as personal blogs, 
Facebook or Twitter to share your experiences with friends and families, collaborate with 
teachers, and participate in discussions about educational challenges and successes. 
While there are many advantages to social media, you need to be aware of the 
implications of using these outlets so that you can make informed decisions about how 
you share your experiences. Improper usage of social media can put our students at risk 
and undermine the School’s collective credibility. The School is providing these 
guidelines on how to avoid these risks so that you can leverage the power of these 
technologies, while also keeping the interests of our scholars first.
 
 

Comment [19]: add "and other online 
activity"
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General 
Guidanc
e

The School has a deep respect and commitment to the 
community we serve. As such, when posting online, the 
School asks you to keep the core values in mind and act in 
the same professional manner expected of you in your job. 
Consider how your words might be perceived by people in 
the community we serve, by your colleagues and by the 
broader education community. Colleagues, administrators, 
parents, and others may take offense at information they 
feel is unflattering, unfair, or, in the worst case, untrue. 
 
Considering these obligations, you should be mindful that 
any online post should be presumed public, permanent, 
and beyond your control. Presume that anyone may have 
access to and use of your online statements for an 
indefinite amount of time. Once you’ve created or posted 
something on the Internet, it can be copied and/or 
forwarded, and (under extreme circumstances) you could 
be subpoenaed. Assume that in posting material, you will 
likely have no control over its ultimate use or 
dissemination.
 
The School expects and encourages you to provide 
constructive criticism about the School, which the School 
believes can lead to better results for our students. 
However, you can best help strengthen the School by 
providing honest, direct feedback and suggestions for 
improvement by directly speaking with our School Leader, 
rather than posting such feedback and suggestions 
publicly.
 
You should always respect the privacy, opinions, and 
interests of colleagues and others online. While a rude 
response may appear witty in the moment, it may be 
damaging to the School and to you in the long run. Thus, 
the School advises you to avoid such circumstances. If you 
realize that you have made a mistake in an online post, 
apologize and/or correct the mistake.
 
The School reserves the right to take disciplinary action, up 
to and including termination of employment, against you if 
you engage in any online activity that violates the law, 
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defames the School, its employees or scholars, or 
otherwise violates the School’s anti-discrimination or anti-
harassment policies.
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Camer
as, 
Photog
raphs, 
and 
Electro
nic 
Record
ing

You may not use a camera, camera on a cell phone, or 
camera on any other personal device to take photographs or 
record video of students, co-workers, or any other aspect of 
the School unless you are specifically required to do so. 
 
In addition, you may not electronically record by audio, 
video, or other means, any School conversations or School 
meetings unless each and every person present has been 
notified and consents to being electronically recorded. If you 
wish to record a meeting, you must also obtain consent from 
anyone arriving late to such meeting. You may not 
electronically record telephone conversations unless all 
persons participating in the telephone conversation have 
consented to being electronically recorded. These provisions 
are not intended to limit or restrict electronic recording of 
publicly posted Board of Trustee meetings, grievance 
hearings, or any other Board-sanctioned meeting recorded in 
accordance with Board policy.
 
If you engage in the above-prohibited activities in violation of 
this policy, you may be subject to disciplinary action, up to 
and including termination of employment.

 

E-
Comm
unicati
on 
With 
Studen
ts

If you have a profile or page on a site such as Facebook, 
Instagram, Snapchat, Twitter, TikTok or LinkedIn, you should 
not make that known to students or communicate with 
students via the Internet or social networking media. If a 
student attempts to contact you via the Internet or other 
social networking media, you should inform the School 
Leader or their designee immediately. Under no 
circumstances should you accept a “friend” request from a 
student on social media sites and accounts.
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Online 
Postin
g 
Policy

The School expects you to practice high standards of 
professionalism and personal ethics when using social 
networking (e.g. Facebook, Instagram, Snapchat, Twitter, 
TikTok and LinkedIn) or other publicly available (e.g. non-
password-protected, web-based photo album, personal blog, 
etc.) websites. You are prohibited from posting a photograph 
of a student or using a student’s name on any social-
networking or other publicly available website (as well as 
offline) without first obtaining the written permission of the 
School and a parent or guardian of the student. You are also 
prohibited from posting or disclosure of personally 
identifiable student information or confidential information 
via social media sites or other publicly available website. The 
School strongly recommends that you not post comments on 
any social networking or publicly available website about the 
School, its students, or students’ families that might interfere 
with the orderly and efficient running of the School and/or 
the privacy of the School and School employees, students, or 
students’ family members. The School reserves the right to 
fully investigate any report of an inappropriate online 
posting.
 
In addition, you must obey the law and the rules of the 
website or social network site in which you participate.
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Compu
ter, 
Email, 
And 
Intern
et 
Usage

All School-provided technology resources, including 
computers, cell phones, fax machines, copiers, email, and 
internet access are intended solely for school-related 
purposes and to support the educational mission of the 
School. The School expects that you will use technology 
resources in a manner consistent with this purpose.
 
You shall not use the School’s technology resources to 
transmit, retrieve, reproduce, or store any communications 
that are defamatory, discriminatory, threatening, harassing, 
obscene or offensive or otherwise violate the School’s 
policies or procedures. 
 
As a user of the School’s technology resources, you should 
have no expectation of privacy or confidentiality associated 
with the information stored on or transmitted through these 
systems. The School reserves the right to monitor or review 
any information stored on or transmitted through the 
School’s technology resources, including any School networks 
and servers.
 
All communications including text and images may be 
disclosed by the School to law enforcement or other third 
parties without prior consent of the sender or the receiver to 
the extent allowed by law. Network administrators may 
review communications to maintain integrity system-wide 
and ensure that users are using the system responsibly and in 
conformity with this Policy.
 
You may not transmit via the Internet any copyrighted 
materials belonging to entities other than the School. You are 
not permitted to copy, transfer, rename, add, or delete 
information or programs belonging to other users unless 
given express permission to do so by the owner. Failure to 
observe copyright or license agreements may result in 
disciplinary action from the School and/or legal action by the 
copyright owner. 
 
Access to the School’s Internet service is a privilege, not a 
right. The School reserves the right to deny, revoke or 
suspend specific user privileges and/or to take other 
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disciplinary action, up to and including dismissal, for 
violations of this policy. The School will advise appropriate 
law enforcement agencies of illegal activities conducted 
through the School’s Internet service. The School also will 
cooperate fully with local, state, and/or federal officials in 
any investigation related to any illegal activities conducted 
through the service.
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Stud
ent 
Use 
of 
Socia
l 
Medi
a

While the primary purpose of this guidance is to inform you of 
the implications of your own online activities, you may also 
become aware of inappropriate student usage of social media. 
It is illegal for students to share any inappropriate pictures of 
themselves or of another student online. Any incidents brought 
to your attention must be reported to the School and 
authorities immediately.

 
 

SEPARATION
 

 

Phas
ing-
Out 
and 
Elimi
natio
n of 
Posit
ions

 
We carefully create positions for the School. From time to 
time, it may be necessary to phase out or eliminate certain 
positions previously established within the School.
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Resig
natio
ns

You are encouraged to provide at least thirty (30) days’ 
advance notice of your resignation so that the School can 
arrange for alternate staffing. When thirty (30) days’ notice is 
not possible, you should provide notice as soon as practicable.
 
Should you resign prior to the first day of orientation (e.g. 
“pre-service”) for the upcoming academic year, you are not 
entitled to be compensated for any portion of the upcoming 
academic year. To the extent permissible by law, you will be 
expected to return to the School any unearned payments, 
income, or other compensation paid to you for the upcoming 
academic year.
 
For other vacations throughout the year (e.g., winter or spring 
breaks), should you resign and fail to return to School at the 
conclusion of such break, you are not entitled to 
compensation for such break and, to the extent permissible by 
law, will be expected to return to the School any payments 
received for that period.

Exit 
Inter
view
s

If you separate from the School, you may be asked to 
participate in an exit survey and/or interview. The exit survey 
and interview are used to collect feedback about your 
employment with the School and any other information that 
you think the School should know. This feedback will help the 
School maintain successful policies and practices and focus on 
areas that need improvement.

Retu
rn of 
Scho
ol 
Mat
erial
s

If you are terminated or if you resign, you must return all 
School keys, identification, security cards and codes, 
computers, cell phones, parking permits, and School-owned 
materials and supplies (including intangible “items” such as 
passwords, codes, or log-in information to software, safes, 
etc.) in your possession to the School Leader or their designee. 
No information or copies of information, including but in no 
way limited to files, memos, computer-stored items, lists, 
contact information, or other similar information, may be 
taken by you without the express written permission of the 
School Leader or their designee.
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Cont
inua
nce 
of 
Heal
th 
Insur
ance 
Und
er 
COB
RA

Under the Consolidated Omnibus Budget Reconciliation Act of 
1985 (“COBRA”) and New York State law, if you terminate 
employment with the School, you are entitled to continue 
participating in the School’s group health plan for a prescribed 
period of time, usually 18 months. In certain circumstances, 
such your divorce or death, the length of coverage period may 
be longer for qualified dependents. To the extent permissible 
by law, COBRA coverage will not be extended to you if you 
were terminated for gross misconduct. 
 
For detailed information or questions on COBRA, please 
contact Little Bird HR (hrsupport@littlebird.hr or 888-281-
8956).
 

Unem
ploym
ent 
Comp
ensati
on

Contact your local or state unemployment office to 
determine eligibility for unemployment benefits.

 

Comment [20]: should be "such as 
your"
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SCHOOL PROPERTY AND COMMUNICATIONOS

  

Confid
entialit
y and 
Work 
Produc
t

The School has and will develop, compile and own certain 
confidential information which has great value to the School 
(referred to collectively as “Confidential Information”). The 
School may disclose Confidential Information to you in the 
course of your work (or application to work) for the School. 
Confidential Information includes not only information disclosed 
by the School, but also information developed or learned by you 
during the course of your work with the School. Confidential 
Information is to be broadly defined, and includes all proprietary 
information which has or could have commercial value or other 
utility due to its confidentiality in the work in which the School is 
engaged or contemplates engaging or the unauthorized 
disclosure of which could be detrimental to the interests of the 
School, whether or not such information is identified as 
Confidential Information by the School. Confidential Information 
includes, but is not limited to, all information concerning 
curricula, student information, grading systems, disciplinary 
procedures, educational processes, lesson plans, innovations, 
inventions, specifications, data know-how, formats, marketing 
plans, strategies, forecasts, unpublished financial statements, 
budgets, projections, and student, employee, and family 
identities.
 
Unless necessary in the course of your work for the School, you 
should not disclose Confidential Information to anyone.
 

Comment [21]: "Communications" - 
spelled incorrectly in docuument
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Media 
and 
Public 
Relatio
ns

The School strives to build a solid public reputation; thus, it 
needs to speak to external constituents with a consistent voice. 
To ensure the quality and consistency of information 
disseminated to media sources, all media contacts are to be 
handled by the School Leader, regardless of who the media 
representative is, whom they represent, or how innocuous the 
request. All press releases or other promotional materials are to 
be approved by the School Leader prior to dissemination.  In the 
event the School Leader is unavailable, such media contacts and 
materials are to be approved by the Board of Trustees. 
 

Person
nel 
Inquiri
es

No one in the School other than the School Leader or their 
designee is authorized to respond either verbally or in writing to 
personnel inquiries of any type about any employee of the 
School.

Comment [22]: Add in (In addition, 
the School holds the right to 
record, videotape and photograph 
images of faculty and use such 
media for academic and 
promotional purposes. Please 
consult the media and photo 
release policy for further detail.
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Care of 
Equip
ment

The School believes in providing you with the tools that are 
needed to succeed. This means that the School will try to equip 
you with access to a computer, a desk, and/or other materials 
the School deems necessary for you in your role. All materials 
and equipment provided to you by the School are intended for 
school-related use only and are the property of the School.
 
Except for items clearly intended for you to use off-premises, all 
the School’s equipment, materials, and supplies should never 
leave the School’s premises for your use without the permission 
of the School Leader or their designee.
 
It is understood that accidents happen, but you are encouraged 
to take the best possible care of all the School’s property. If 
equipment or materials are damaged or malfunction, notify the 
School Leader or their designee immediately so that the School 
can address the problem quickly. You may be asked to 
reimburse the School for School equipment that you damage or 
lose.  All items and services purchased through the School 
remain the property of the School.  
 
You may be asked to sign a document acknowledging the receipt 
and condition of equipment intended for use off-premises when 
you first take possession of a piece of equipment and when you 
return it. The School may request that you return equipment or 
submit equipment for inspection.
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Use of 
Electro
nic 
Resour
ces

The School’s Electronic Resources are to be used by you for 
business purposes. Electronic Resources must be used in a 
manner that does not violate FERPA. Personal use of the 
School’s Electronic Resources during non-working time, in a 
manner that does not violate this policy or any other policy, is 
permitted. 
 
Misuse of Software
Without prior written authorization from the School, you may 
not do any of the following: (1) copy School, Little Bird, or third-
party software for use on your home computers; (2) provide 
copies of software to any independent contractor or other third 
party; (3) modify, revise, transform, recast, or adapt any 
software; (4) reverse-engineer, disassemble, or decompile any 
software; (5) download from the Internet or otherwise install 
software on your School workstation, desktop or laptop 
computer, School-provided cell phone, or other School-provided 
device. All software must be loaded by the School and must be 
for business purposes only. If you become aware of any misuse 
of software or violation of copyright law, you should 
immediately report the incident to your manager.  
 
Communication of Trade Secrets 
Sending, transmitting, or otherwise disseminating proprietary 
data, trade secrets, or other confidential information of the 
School, its students and/or of Little Bird, its clients or vendors, is 
strictly prohibited. Unauthorized dissemination of this 
information may result in disciplinary action, up to and including 
termination of employment, in addition to substantial civil 
liability and severe criminal penalties under the Economic 
Espionage Act of 1996.
 
Passwords
You are responsible for safeguarding your passwords for access 
to any Electronic Resources. Individual passwords should not be 
printed, stored online, or given to others. You are responsible 
for all transactions made using your passwords. You are not 
permitted to access any Electronic Resources with another 
employee’s password or account. The use of passwords to gain 
access to Electronic Resources or to encode particular files or 
messages does not imply that you have an expectation of 
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privacy in the material that you create, transmit, or receive on 
these Electronic Resources. The network provider has access to 
all material stored on its Electronic Resources regardless of 
whether that material has been encoded with a particular user’s 
password.
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Inform
ation 
Securit
y

Accessing Other Computers & Networks
Your ability to connect to other computer systems through the 
network, VPN, or otherwise does not imply a right to connect to 
those systems or to make use of those systems unless 
specifically authorized by the administrators of those systems. 
 
Security 
You may not attempt to circumvent the School’s or Little Bird 
HR’s data protection measures or attempt to uncover security 
loopholes or bugs. You may not gain or attempt to gain 
unauthorized access to restricted areas or files on the computer 
system. You should not tamper with any software protections or 
restrictions placed on computer applications, files, or 
directories. If you engage in this type of activity, you may be 
subject to immediate termination. 
 
Portable Storage Devices
Portable storage devices (i.e., flash drives, zip drives, iPods or 
other storage devices) can be used for School purposes only and 
under the following conditions: You must comply with all 
policies, including the Confidentiality & Work Product policy. 
Documents stored on a portable storage device should be copies 
of documents that exist in other locations on the School’s 
network. Nothing should exist solely on a portable storage 
device. Social security numbers, confidential personnel 
information, health records (or any information that would 
violate HIPAA), student records, trade secrets, or other 
Confidential Information relating to either the School or Little 
Bird must never be transported or saved on a portable storage 
device. Vendors and visitors may not use a flash drive or other 
portable storage device on any School or Little Bird network 
computer.  If you lose a portable storage device containing 
School or Little Bird information, please notify your manager 
immediately. 
 
Viruses
Viruses can cause substantial damage to computer systems. To 
ensure security and avoid the spread of viruses, if you are 
accessing the Internet through a computer attached to the 
School or Little Bird network, you must do so through an 
approved Internet firewall. You are also responsible for taking 

Comment [23]: Add and remote work 
policy.
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reasonable precautions to ensure that you do not introduce 
viruses to the network. To that end, all material received on 
flash drives, downloaded from the Internet, or downloaded 
from computers or networks that do not belong to the School or 
Little Bird HR must be scanned for viruses and other destructive 
programs before being placed onto any computer system.
 

   Encryption Software
You may not install or use encryption software on any 
computers provided by the School without first obtaining 
written permission from the School. You may not use passwords 
or encryption keys that are unknown to the School. The federal 
government has imposed restrictions on export of programs or 
files containing encryption technology (e.g., e-mail programs 
that permit encryption of messages and electronic commerce 
software that encodes transactions). Software containing 
encryption technology is not to be placed on the Internet or 
transmitted in any way outside of the United States without 
prior written authorization from the School.
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Solicita
tion

The School has established rules applicable to all employees to 
govern solicitation and distribution of written material during 
working time, on the premises and in work areas. You are 
expected to comply with these rules.

1.     You shall not solicit or promote support for any 
cause or organization during your working time or 
during the working time of the employee(s) at whom 
the solicitation is directed; and

2.     You shall not distribute or circulate any written or 
printed material in work areas at any time during your 
working time or during the working time of the 
employee(s) at whom the distribution is directed.

 
As used in this policy, “working time” includes all time for which 
you are paid and/or are scheduled to be performing services for 
the School. This excludes meal or other breaks, rest periods or 
other times during a shift when you are not engaged in 
performing services for the School.
 
In addition, the School’s electronic resources (including 
computer systems, software, e-mail, phone systems, voicemail, 
and cell phones) shall not be used for personal gain or 
advancement of individual views. Utilization of e-mail or other 
School-provided electronic resources for purposes of non-
business solicitation or for personal gain or the promotion of 
events and causes is likewise prohibited.
 

Copyrigh
ts

Copyrights, payments and/or royalties that occur as a result 
of any of your projects for the School will remain the property 
of the School. The Board of Trustees may assign copyrights, 
royalties, or other payments to the author, authors, or project 
participants.

 
 
 
 
 
 

Comment [24]: add "whether or not 
on the School's premises".
Comment [25]: "meal breaks"
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POLICY PROHIBITING HARASSMENT, 
DISCRIMINATION & RETALIATION

 

Equal 
Emplo
yment 
Oppor
tunity

 
 

The School is strongly committed to providing equal employment 
opportunities for all employees and all applicants for 
employment. The School does not discriminate against any 
person on the basis of that person’s race, color, religion, creed, 
sex, sexual orientation/affectional preference, gender (including 
gender nonconformity, status as a transgender or transsexual 
individual, and gender identity or expression), sexual and 
reproductive health decisions, ethnicity, national origin, ancestry, 
citizenship, age, physical or mental disability, handicap, genetic 
information, predisposing genetic characteristics, marital status, 
familial status, partnership status, caregiver status,  pregnancy 
status, uniformed service, military and veteran status, 
employment status, or any other characteristic protected by law, 
rule or regulation. All employment-related decisions are 
conducted on a non-discriminatory basis and in full compliance 
with federal, state, and local laws prohibiting discrimination in 
employment. This policy applies to all aspects of employment, 
including but not limited to recruiting, hiring, compensation, 
training and development, benefits, promotion, demotion, 
discipline and termination. Violations of this policy are strictly 
prohibited, and you are expected to comply with this policy.
 

Prohib
ition 
Again
st 
Haras
sment
, 

The School strictly prohibits and does not tolerate discrimination 
against employees, applicants, student teachers, or any other 
covered persons because of race, color, religion, creed, sex, 
sexual orientation/affectional preference, gender (including 
gender nonconformity, status as a transgender or transsexual 
individual, and gender identity or expression), sexual and 
reproductive health decisions, ethnicity, national origin, ancestry, 
citizenship, age, physical or mental disability, handicap, genetic 
information, predisposing genetic characteristics, marital status, 
familial status, partnership status, caregiver status,  pregnancy 
status, uniformed service, military and veteran status, and any 
other characteristic protected by applicable local, federal, or New 
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Discri
minati
on & 
Retali
ation 

York State law (collectively, “Protected Characteristics”).

Sexual 
Haras
sment 
and 
Protec
ted 
Chara
cterist
ics 
Haras
sment

The School is committed to maintaining an environment that is 
built on mutual respect and is free from discrimination and 
harassment.  In keeping with this goal, the School will not 
tolerate sexual harassment or harassment of any kind of its 
employees by anyone, including, but not limited to any manager, 
co-worker, volunteer, vendor, visitor, parent, or student.  
Likewise, the School strictly prohibits any employee from 
engaging in sexual harassment or harassment of any kind against 
an applicant for employment, student teacher, independent 
contractor, subcontractor, vendor, consultant, student, parent, or 
any other individual conducting business with or engaging with 
the School (collectively referred to as “third parties”).  This policy 
applies regardless of an individual’s immigration status.  
Additionally, this policy applies not only while an individual is on 
School premises, but also in any setting related to the individual’s 
employment and/or engagement with the School (including 
events and/or travel outside the office or via communications on 
personal devices).
 
To achieve our goal of providing an environment free from sexual 
and Protected Characteristics harassment, we have included in 
this policy definitions and examples of conduct that will not be 
tolerated and have provided a procedure by which individuals 
who believe they have encountered harassment can formally 
complain.
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Sexual 
Haras
sment

The School specifically prohibits workplace sexual harassment, 
which it considers a form of employee misconduct.  Workplace or 
work-related sexual harassment constitutes discrimination and is 
illegal under federal, state, and local laws and will not be 
tolerated by the School.  The prohibition against sexual 
harassment applies equally to male and female employees, and 
includes harassment where the harasser and the victim are the 
same sex or the opposite sex such as men toward men, women 
toward women, men toward women, and women toward men.  It 
also includes harassment on the basis of sexual orientation, self-
identified or perceived sex, gender expression, gender identity 
and transgender status.
 
For the purposes of this policy, sexual harassment is defined as 
unwelcome sexual advances, requests for sexual favors and other 
verbal or physical conduct of a sexual nature when, for example:  
 

(i)              Submission to such conduct is made either 
explicitly or implicitly a term or condition of an 
individual’s employment or a third party’s 
engagement; 
(ii)            Submission to or rejection of such conduct 
is used as the basis for decisions affecting an 
individual’s employment or engagement (such as 
favorable reviews, salary increases, promotions, 
increased benefits or continued employment); or 
(iii)           Such conduct has the purpose or effect of 
unreasonably interfering with an individual’s work 
performance or creating an intimidating, hostile or 
offensive environment, even if the complaining 
individual is not the intended target of the sexual 
harassment. 
 

Although it is not possible to list all examples of conduct that 
constitute sexual harassment, the following are some examples of 
conduct that, if unwelcome, may constitute sexual harassment 
depending upon the totality of the circumstances:

·      Unwelcome sexual advances—whether they involve 
physical touching or not

·      Requests for sexual favors in exchange for actual or 

Comment [27]: add "whether 
occurring on of off the School's 
premises"
Comment [26]: Policy needs to be 
distributed to any service provider 
including independent contractors, 
perhaps making it an exhibit so 
that it can be easily distributed to 
all would make sense.
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promised job benefits, such as a favorable review, salary 
increase, promotion, etc.

·      Touching in a way that may make an individual feel 
uncomfortable, such as kissing, hugging, patting, pinching 
or intentional brushing against another’s body

·      Making obscene gestures

·      Displaying sexually suggestive objects, pictures, 
posters, cartoons, screensavers, calendars, etc.

·      Sending email or voicemail messages containing sexual 
content or references

·      Use of sexual epithets, jokes, vulgar or offensive 
conversations, teasing, or gossip regarding one’s own (or 
another’s) sex life, deficiencies, or prowess

·      Commenting about a person’s physical appearance in 
a suggestive manner

·      Inquiries into one’s sexual experiences or discussion of 
one’s sexual activities

·      Sex stereotyping, i.e., actions indicating that a person’s 
conduct or personality traits are inappropriate because 
they may not conform to others’ ideas or perceptions 
about how individuals of a particular sex should act or 
look

·      Other conduct directed toward a person because of 
their gender or sexual orientation 

·      Other verbal or physical conduct of a sexual nature

 Comment [28]: Under NY law do we 
do annual sexual harassment 
training. I f so we should add: In 
compliance with NYS local law all 
service providers of the School are 
required to undergo annual 
interactive and anti-sexual 
harassment training provided by 
the School. The School requires 
service providers to sign an 
acknowledgement form once 
training is complete and will 
maintain acknowledgement form 
records for no less than 3 years.
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Protec
ted 
Chara
cterist
ics 
Haras
sment

Harassment on the basis of any Protected Characteristics is also 
strictly prohibited.  Under this policy, harassment is unwelcome 
verbal or physical conduct that denigrates or shows hostility or 
aversion toward an individual because of his or her Protected 
Characteristics, and that: 
 
(i) Has the purpose or effect of creating an intimidating, hostile or 
offensive environment; 
 
(ii) Has the purpose or effect of unreasonably interfering with an 
individual’s performance; or 
 
(iii) Otherwise adversely affects an individual’s economic 
opportunities. Although it is not possible to list all examples of 
conduct that constitute protected class harassment, the following 
are some examples of conduct which, if unwelcome, may 
constitute harassment depending upon the totality of the 
circumstances:  

·      Use of derogatory words, phrases, epithets, jokes, 
slurs or negative stereotyping

·      Committing threatening, intimidating or hostile acts 
towards an individual or group based on a protected class 
trait

·      Sending e-mail or voicemail messages containing 
derogatory statements regarding a particular ethnic 
group, race, religion or other legally protected status

·      Demonstrations of a racial or ethnic nature such as use 
of gestures, pictures or drawings which would offend a 
particular protected individual or group 

·      Comments about an individual’s skin color or other 
racial/ethnic characteristics 

·      Making disparaging remarks about an individual’s 
gender that are not sexual in nature 

·      Negative comments about an individual’s religious 
beliefs (or lack of religious beliefs) 

·      Expressing negative stereotypes regarding an 
individual’s birthplace or ancestry 

·      Negative comments regarding an individual’s age

Comment [29]: add "whether 
occurring on or off the School's 
premises"
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·      Derogatory or intimidating references to an 
individual’s mental or physical impairment

 
While this policy sets forth our goals of promoting a workplace 
that is free of unlawful harassment, it does not limit our authority 
to discipline or take remedial action for workplace conduct which 
we deem unacceptable, regardless of whether that conduct 
satisfies the definition of unlawful harassment.
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Retali
ation 
is 
Prohib
ited

Fear of retaliation could discourage an individual from coming 
forward to make or support a harassment or discrimination 
claim.  For this reason (among others), retaliation is prohibited 
by federal, state, and local law.  New York State law protects 
any individual who has engaged in “protected activity”  (made 
a complaint of harassment, either internally or with any anti-
discrimination agency; participated in an investigation of a 
harassment complaint; testified or assisted in a proceeding 
involving harassment under applicable law; opposed unlawful 
harassment by making a verbal or informal complaint to 
management, or by simply informing a manager of 
harassment; reported that another employee has been 
harassed; or encouraged a fellow employee to report 
harassment).  Even if the alleged harassment ultimately is not 
found to rise to the level of a violation of law, the complainant 
is protected from retaliation if they had a good-faith belief 
that the practices were unlawful. However, this retaliation 
provision is not intended to protect persons making 
intentionally false complaints of harassment or discrimination. 
 
It is a serious violation of this policy to retaliate against any 
employee or third party for reporting discrimination or 
harassment or for participating in an investigation of a claim of 
discrimination or harassment. Violators will be subject to 
disciplinary action, up to and including termination of 
employment.  
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Compl
aint 
Proce
dure

The School requires the reporting of all incidents of 
discrimination, harassment, or retaliation, regardless of the 
offender’s identity or position. Individuals (including any  third 
parties) who believe that they have experienced or witnessed 
conduct that is contrary to the School’s policy must report 
such issues to their manager, the School Leader, and/or the 
School Leader’s designee. If the School Leader or their 
designee is involved in the reported conduct, or for some 
reason the individual feels uncomfortable making a report to 
the School Leader or their designee, the individual should 
make a report directly to the School’s Board of Trustees.  
Complaints may be made using the Harassment Complaint 
Form enclosed with this policy. If not, complaints must be 
written. The School will protect the confidentiality of 
discrimination, harassment, and/or retaliation complaints to 
the extent possible.
 
Gossip, hearsay, rumors and similar sources are difficult, if not 
impossible, to investigate.  The more specific and detailed a 
complaint is, the better able the School is to investigate it and 
take corrective action.
 
Early reporting and intervention have proven to be the most 
effective methods of resolving actual or perceived incidents of 
harassment.  The School requires the prompt reporting of 
complaints or concerns so that rapid and constructive action 
can be taken.  The School will make every effort to stop 
alleged harassment but can do so only with your cooperation.  
 
The availability of this complaint procedure does not preclude 
individuals who believe they are being subjected to harassing 
conduct from promptly advising the offender that their 
behavior is unwelcome and requesting that it stop.  The School 
encourages but does not require individuals who believe they 
are being harassed to promptly notify the offender that their 
behavior is unwelcome.
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Invest
igatio
n

Any reported allegations of discrimination, harassment or 
retaliation will be investigated promptly, thoroughly, and 
impartially.  The investigation may involve a review of the 
allegations, as well as the collection of relevant records and the 
implementation of interim measures, as necessary.  It may also 
include interviews with the parties involved in the complaint, 
coworkers, former employees, and other witnesses who may 
have knowledge of the situation.
 
You are required to cooperate in any investigation conducted 
by the School concerning complaints or allegations related to 
this policy.  Refusal to cooperate may result in disciplinary 
action.
 
Confidentiality will be maintained throughout the investigatory 
process to the extent possible and consistent with an adequate 
investigation and appropriate corrective action.
 
When the School has completed its investigation, to the extent 
appropriate, it will inform the person(s) filing the complaint 
and the person(s) alleged to have committed the conduct of 
the results of the investigation.
 

 

Correc
tive 
Action

Any conduct that violates this policy – including engaging in 
harassment and, with respect to managers, failing to report 
and/or allowing any such conduct to continue – will subject the 
individual engaging in such misconduct to corrective action.  
Corrective action may include, for example, mandatory 
training, referral to counseling, monitoring of the offender 
and/or disciplinary action such as a warning, reprimand, 
withholding of a promotion or pay increase, reduction of 
wages, demotion, reassignment, temporary suspension 
without pay, or termination of employment, as the School 
believes appropriate under the circumstances.  Sexual and/or 
other unlawful harassment is considered a form of employee 
misconduct. Sanctions will be enforced against individuals 
engaging in sexual and/or other unlawful harassment, as well 
as any supervisory and managerial personnel who knowingly 
allow such behavior to continue.
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Legal 
Protec
tions

Sexual harassment and other unlawful harassment are 
prohibited not only by the School but also by federal, state 
and, where applicable, local law.  Sexual harassment is 
unlawful under New York law when it subjects an individual to 
inferior terms, conditions, or privileges of employment.  
Harassment need not be severe or pervasive to be unlawful 
under New York law, and can be any harassing conduct that 
consists of more than petty slights or trivial inconveniences.
 
Aside from the internal process at the School (as set forth 
above), you may also choose to pursue legal remedies under 
the following laws, with the governmental entities described 
below.  
 
New York State Human Rights Law (the “NYSHRL”): The 
NYSHRL applies to all employers in New York State with regard 
to sexual and other unlawful harassment and protects 
employees, paid or unpaid interns and third parties, regardless 
of immigration status. A complaint alleging violation of the 
NYSHRL may be filed either with the Division of Human Rights 
(the “DHR”) or in New York State Supreme Court. Complaints 
with the DHR may be filed any time within one year of the 
harassment (three years beginning Aug. 12, 2020 for sexual 
harassment claims). If an individual did not file at the DHR, 
they can sue directly in state court under the NYSHRL within 
three years of the alleged harassment.  
 
The DHR will investigate your complaint.  If it is ultimately 
found that harassment has occurred, remedies may include 
monetary damages, attorneys’ fees, civil fines or ordering the 
employer to take action to stop the harassment.
 
The DHR’s main office contact information is: NYS Division of 
Human Rights, One Fordham Plaza, Fourth Floor, Bronx, New 
York 10458, (718) 741-8400. For more information, visit 
www.dhr.ny.gov. 
 
Civil Rights Act of 1964: The Equal Employment Opportunity 
Commission (the “EEOC”) enforces federal anti-discrimination 
laws, including Title VII of the Civil Rights Act of 1964.  An 
individual can file a complaint with the EEOC anytime within 
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300 days from the harassment. A complaint must be filed with 
the EEOC before filing in federal court.  Federal courts may 
award remedies if discrimination is found to have occurred. 
 
Contact the EEOC by calling 1-800-669-4000 (TTY: 1-800-669-
6820), visiting their website at www.eeoc.gov or via email at 
info@eeoc.gov.  If an individual has filed a complaint with the 
DHR, the DHR will cross-file the complaint with the EEOC to 
preserve the right to proceed in federal court.
 
New York City Human Rights Law: Employees who work in 
New York City may file complaints of sexual harassment with 
the New York City Commission on Human Rights.  Contact 
their main office at Law Enforcement Bureau of the NYC 
Commission on Human Rights, 40 Rector Street, 10th Floor, 
New York, New York; call 311 or (212) 306-7450; or visit 
www.nyc.gov/html/cchr/html/home/home.shtml.
 
Local Law Enforcement: If the harassment involves unwanted 
physical touching, coerced physical confinement or coerced sex 
acts, the conduct may constitute a crime. Contact the local 
police department.
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HARASSMENT COMPLAINT FORM

If you believe that you have been subjected to (or have witnessed) sexual harassment or other unlawful 
harassment, you are encouraged to complete this form and submit it to the Board Chair at Ivy Hill Prep 
Charter School. This should be addressed to the Board Chair of Trustees and mailed to 475 East 57th Street. 
Brooklyn, NY 11023

Once you submit this form, Ivy Hill Prep will investigate any claims pursuant to its Policy Prohibiting 
Harassment, Discrimination and Retaliation.  If you are more comfortable reporting verbally or in another 
manner, Ivy Hill Prep will also investigate any claims pursuant to the policy above.  You will not be 
retaliated against for filing a complaint. 
For additional resources, visit: ny.gov/programs/combating-sexual-harassment-workplace

COMPLAINANT / YOUR INFORMATION

Name:

Work Address:                                                              Work Phone:

Job Title:                                                                       Email:
Select Preferred Communication Method:   ☐Email   ☐Phone  ☐In Person 

MANAGER INFORMATION 

Immediate Manager’s Name: 

Title:

Work Phone:                                                                Work Address:

COMPLAINT INFORMATION AND DETAILS

1. Your complaint of sexual and/or other harassment is made against:
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Name:                                                                    Title:

Work Address:                                                        Work Phone:

 
Relationship to you: ☐Manager ☐Subordinate ☐Co-Worker ☐Other

Please describe what happened and how it is affecting you and your work.  Please use additional sheets 
of paper if necessary and attach any relevant documents or evidence.
 
 
 
 
 
 
 
 
Date(s) sexual harassment and/or other unlawful harassment occurred:

 

 

Is the sexual harassment and/or other unlawful harassment continuing?

☐Yes ☐No                                                                

2.   Please list the name and contact information of any witnesses or individuals that may 
have information related to your complaint:

 

The last question is optional but may help our investigation.

3.   Have you previously complained or provided information (verbal or written) about related 
incidents? If yes, when and to whom did you complain or provide information?
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If you have retained legal counsel and would like us to work with them, please provide their contact 
information. 

 

Signature: _________________________________    Date: ____________________________
 

 

ACKNOWLEDGEMENT OF RECEIPT OF EMPLOYEE 
HANDBOOK AND E-SIGNATURE 
ACKNOWLEDGEMENT AND AUTHORIZATION

 
I have received a copy of the School’s Employee Handbook, including Exhibit A: Time Off Benefits, Leaves of Absence 
& Accommodation Policies and Exhibit B: Purchases, Travel & Reimbursements (collectively, the “Handbook”). 
 
I acknowledge my obligation to read and understand its contents. 
 
I understand that it is my responsibility to acquaint myself with the contents of this Handbook, that this Handbook 
is not a contract of employment for any purpose or for any specified duration and that my employment with the 
School is “at-will,” meaning that either the School or I may terminate my employment at any time, with or without 
notice or cause, unless I have a written contract signed by the Board of Trustees or its designee. I further understand 
that no other communication from the School shall constitute a contract of employment for any specified duration 
or alter the “at-will” nature of employment. I hereby agree to abide by the rules, regulations, and policies of the 
School. 
 
I understand that the information contained in the Handbook represents guidelines only and that the School may 
change, rescind or add to any policies, benefits or practices described in this Handbook at any time at its sole and 
absolute discretion with or without prior notice. 
 
This Handbook supersedes any previous employee manuals or handbooks that may have been issued by the School. 
 
I agree to comply with all School policies and procedures contained within this Handbook. 
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Furthermore, I specifically acknowledge that I have thoroughly read the School’s Policy Prohibiting Harassment, 
Discrimination and Retaliation. I agree to abide by the Policy’s requirements.   
 
I also acknowledge that if there is any provision of these policies, or any other School policy, that I do not understand, 
I will seek clarification from the School Leader.
 
I acknowledge that I have reviewed the E-Signature Policy in the Employee Handbook and recognize that during the 
course of my employment, I may be asked to sign certain employment-related agreements and documents by 
Electronic Signature. “Electronic Signature” includes, but is not limited to, the use of a key pad, mouse or other device 
to select an item, button, icon or similar act/action. 
 
By clicking below, I consent to and agree that my signing of a document or agreement via Electronic Signature 
constitutes my signature and has the same effect as if I actually signed in writing. Furthermore, I hereby waive any 
right to claim that the Electronic Signature does not constitute my valid and/or binding signature.  To the extent I 
have signed any agreement or document via Electronic Signature prior to executing this E-SIGNATURE 
ACKNOWLEDGMENT AND AUTHORIZATION, I hereby confirm that such Electronic Signature is governed by the E-
Signature Policy in the Employee Handbook and constitutes my valid and binding signature and agreement to the 
terms of such document or agreement.
 
By clicking below, I further understand and agree that my Electronic Signature executed in conjunction with this 
ACKNOWLEDGEMENT OF RECEIPT OF EMPLOYEE HANDBOOK and E-SIGNATURE ACKNOWLEDGEMENT AND 
AUTHORIZATION is legally binding and such transaction will be considered authorized by me.
 

 
 
[Employee Name]                                                                                        [Employee E-Signature] 
 
 
[Date]                                                                                                                  [Work Location] 

 [SD1]I will update this once the edits are final.  It crashes my MS Word when I update, so I’ll 
need to figure out a solutiomn once we’re done.
 [SD2]Should this be something with an E? Does not spell LEAGUE
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Coversheet

Review Current Financial Dashboard

Section: III. Finance Committee
Item: A. Review Current Financial Dashboard
Purpose: Discuss
Submitted by:
Related Material: Ivy Hill Monthly Financials - July 2020.xlsx
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Notice
The following file is attached to this PDF. You will need to open this packet in an 
application that supports attachments to pdf files, e.g. Adobe Reader:

Ivy Hill Monthly Financials - July 2020.xlsx
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Coversheet

Review Financial Deliverables

Section: III. Finance Committee
Item: D. Review Financial Deliverables
Purpose: Discuss
Submitted by:
Related Material: 2020 Ivy Hill Audit Planning Communication - PDF.pdf
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Ivy Hill Preparatory Charter School
Audit Planning Communication

June 30, 2020

Presented by

Gus Saliba
Partner

gsaliba@pkfod.com

Joseph Ciorciari
Supervisor

jciorciari@pkfod.com 

July 29, 2020
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July 29, 2020

Board of Trustees
Ivy Hill Preparatory Charter School
475 East 57th Street
Brooklyn, NY 11203

We are in the process of planning our audit of the financial statements of Ivy Hill Preparatory Charter 
School (the “Organization”) as of and for the year ended June 30, 2020.

Professional standards require us to communicate with you regarding audit matters that are, in our 
professional judgment, significant and relevant to those charged with governance (“TCWG”) in 
overseeing the financial reporting process.  This communication is intended to provide you with these 
required communications as well as other information regarding our audit.

We are pleased to be of service to you and the Organization and appreciate the opportunity to perform 
the audit of the financial statements of the Organization as of and for the year June 30, 2020.  We 
are also pleased to discuss other matters which may be of interest to you and to answer any questions 
you may have.

This information is intended solely for the information and use of those charged with governance and 
management of the Organization and is not intended to be and should not be used by anyone other 
than these specified parties.

Very truly yours,

PKF O’Connor Davies, LLP
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4

Timing of Audit and Deliverables

Area Date 

Audit planning meeting March 26, 2020

Interim testing - remote Week of June 22, 2020

Audit planning / risk assessment July 2020

Year end audit procedures – remote Week of August 31, 2020

Draft financial statements Late September 2020

Discuss financial statements and 
management comments with 
management

Early-October 2020

TCWG closing meeting with auditors to 
review financial statements and 
significant matters

To Be Determined – October 2020

Final audit due date No later than November 1, 2020

File tax returns Prior to November 15, 2020; Due no later than 
May 15, 2021 with one extension.
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5

Planned Audit Scope and Approach

Significant Audit Areas

– Cash and cash equivalents

– Grants and contracts receivable

– Property and equipment

– Accounts payable and accrued expenses

– Accrued payroll and payroll taxes

– Revenue recognition and per-pupil operating revenue

– Salaries and employee benefits

– Credit card transactions

– Grant management

Other areas of audit focus 

– Significant accounting estimates

– Subsequent events

– Fraud and illegal acts

– Methodology of functional expense allocations

– Audit procedures under Government Auditing Standards

– Potential effect of the COVID-19 pandemic on the financial 

statements, including the required footnote disclosures

Tax and information returns and other services

– Preparation of Form 990
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6

PKF O’Connor Davies, LLP’s Responsibilities

• Forming and expressing an opinion about whether the financial statements are presented 

fairly, in all material respects, in conformity with U.S. GAAP

• Planning and performing the audit in accordance with professional standards to obtain 

reasonable, but not absolute, assurance that the financial statements are free of material 

misstatement, whether caused by fraud or error

• Considering internal control for the purpose of determining our audit procedures but not to 

express an opinion on internal control

• Accumulating misstatements identified during the audit and communicating material corrected 

and uncorrected misstatements to management and TCWG

• Conducting our audit with professional skepticism

• Communicating significant matters related to the audit that are, in our professional judgment, 

relevant to the responsibilities of TCWG in overseeing the financial reporting process, 

including:

– All significant deficiencies and material weaknesses identified during the audit; 

however, our audit is not specifically designed to detect significant deficiencies or 

material weaknesses in internal control over financial reporting

– Any fraud or illegal acts noted during the course of our audit, unless clearly 

inconsequential; however, our audit cannot be relied upon to identify all instances of 

fraud or illegal acts

– The process used by management to formulate particularly sensitive accounting 

estimates and our conclusions about the reasonableness of such estimates
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Responsibilities of Management and Those Charged With 

Governance

Management is responsible for:

– Fairly presenting the financial statements in accordance with U.S. GAAP
– Selecting and using appropriate accounting policies
– Establishing and maintaining effective internal control over financial reporting
– Complying with laws, regulations, and provisions of contracts and agreements
– Providing all financial records and related information to the auditors
– Providing a signed representation letter to the auditors

Those charged with governance are responsible for:

– Communicating with the auditors and overseeing the financial reporting process

Management and those charged with governance are responsible for:

– Setting the proper tone at the top and maintaining and encouraging a culture of honesty 
and high ethical standards

– Designing and implementing policies and internal controls to prevent and detect fraud

Our audit of the financial statements does not relieve management or those charged 
with governance of their responsibilities.

Restrictions

This presentation is intended solely for the use of the Organization’s management and TCWG and is not 

intended to be and should not be used by anyone other than these specified parties. This presentation is 

not intended for general use, circulation or publication and should not be published, circulated, 

reproduced or used for any purpose without prior written permission in each specific instance.
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On the Horizon

Contributions Received and Contributions Made (New Requirements
for 2020)

During 2018, the FASB issued Accounting Standards Update (ASU) 2018-08, which is intended to clarify 
and improve the scope and accounting guidance for contributions received and made, primarily for not-
for-profit organizations. Prior to issuance of the ASU, there was difficulty and diversity in practice among 
NFPs with:

1. Characterizing grants and similar contracts with government agencies and others as reciprocal 
transactions (exchanges) or nonreciprocal transactions (contributions)

2. Distinguishing between conditional and unconditional contributions

The ASU provides a more robust framework for determining whether a transaction should be accounted 
for as contribution or as an exchange transaction. To accomplish this, the ASU clarifies how an 
organization would evaluate whether the resource provider is receiving value in return for the resources 
transferred based on certain criteria. 

The ASU also requires organizations to determine whether a contribution is conditional based on whether 
an agreement includes:

 A barrier or barriers that must be overcome
 Either a right of return of assets transferred or a right of release of the promisor’s obligation to transfer 

assets

If the agreement includes both, the recipient is not entitled to the transferred assets (or a future transfer 
of assets) until it has overcome the barriers in the agreement.

Effective Dates:

For resource recipients that are:

 Public companies or NFPs that have issued, or are conduit bond obligors for, securities that are 

traded, listed on an exchange or an over-the-counter market: Annual reporting periods beginning after 

June 15, 2018, including interim periods within that annual period.

 All other organizations: Annual reporting periods beginning after December 15, 2018, and interim 

periods within annual periods beginning after December 15, 2019.

For resource providers that are:

 Public companies or NFPs that have issued, or are conduit bond obligors for, securities that are 

traded, listed on an exchange or an over-the-counter market: Annual reporting periods beginning after 

December 15, 2018, including interim periods within that annual period.

 All other organizations: Annual reporting periods beginning after December 15, 2019, and interim 

periods within annual periods beginning after December 15, 2020.
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On the Horizon (continued)

Statement of Cash Flows (Restricted Cash) (New Requirements for 
2020)

In 2016, the FASB issued ASU 2016-18 to address diversity of practice pertaining to classification and 
presentation of changes in restricted cash on the statement of cash flows. Prior to issuance of this ASU, 
GAAP did not include specific guidance on the cash flow classification and presentation of changes in 
restricted cash or restricted cash equivalents other than limited guidance for not-for-profit entities. 
Specifically, there was no guidance to address how to classify and present changes in restricted cash or 
restricted cash equivalents that occur when there are transfers between cash, cash equivalents, and 
restricted cash or restricted cash equivalents and when there are direct cash receipts into restricted cash 
or restricted cash equivalents or direct cash payments made from restricted cash or restricted cash 
equivalents. 

The amendments in this ASU require that a statement of cash flows explain the change during the period 
in the total of cash, cash equivalents, and amounts generally described as restricted cash or restricted 
cash equivalents. Therefore, amounts generally described as restricted cash and restricted cash 
equivalents should be included with cash and cash equivalents when reconciling the beginning-of-period 
and end-of-period total amounts shown on the statement of cash flows. The ASU does not provide a 
definition of restricted cash or restricted cash equivalents.

Effective Dates: 

 Effective for public business entities including not-for profit entities that are conduit bond obligors for 

fiscal years beginning after December 15, 2017 and interim periods within those fiscal years. 

 For all other entities, for fiscal years beginning after December 15, 2018 and interim periods beginning 

after December 15, 2019. 

 Early adoption is permitted.

 The amendments in this ASU should be applied using a retrospective transition method to each period 

presented. 
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On the Horizon (continued)

New Revenue Recognition Standard 

The FASB issued a new revenue recognition standard (ASU 2014-09) in May 2014, which as extended, 
becomes effective for most non-public companies, including not-for-profit entities and employee benefit 
plans beginning in 2019. This ASU may have a significant impact on revenue recognition and disclosure 
for certain businesses and industries. The core principle of the ASU is that an entity should recognize 
revenue to depict the transfer of promised goods or services to customers in an amount that reflects the 
consideration to which the entity expects to be entitled in exchange for those goods or services. To 
achieve that core principle, an entity should apply the following steps:

Step 1: Identify the contract(s) with a customer
Step 2: Identify the performance obligations in the contract
Step 3: Determine the transaction price
Step 4: Allocate the transaction price to the performance obligations in the contract
Step 5: Recognize revenue when (or as) the entity satisfies a performance obligation

 The ASU does not apply to contributions. It does, however apply to program revenue and other fees 

generated by not-for-profit organizations.

 The most significant implications to not-for-profit organizations are likely to be within the health care 

sector.

 Self-pay patients -  The amount of revenue to recognize will likely change, and bad debt is likely to 

be an operating expense again

 Prepaid health care services – contract acquisition costs can now be capitalized if recoverable

Effective Dates:

Non-public entities: Annual reporting periods beginning after December 15, 2018 and interim reporting 

periods within annual reporting periods beginning after December 15, 2019

Public business entities: Annual reporting periods beginning after December 15, 2017, including interim 

reporting periods within that reporting period

On June 3, 2020, the FASB issued ASU 2020-05, which extends the effective date of the revenue 
recognition standard by one year.
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On the Horizon (continued)

Leases 

On February 25, 2016, FASB issued ASU 2016-02 on leases (the “ASU”). The core principle of the ASU 
is that a lessee should recognize the assets and liabilities that arise from leases on their statement of 
financial position. Consequently, all leases that were classified as operating leases under prior lease 
guidance will now be recognized as assets and liabilities, initially measured at the present value of the 
lease payments. The lessee will recognize a single lease cost in its statement of activities calculated so 
that the cost of the lease is allocated over the lease term, typically on a straight-line basis. For leases 
with a term of 12 months or less, a lessee is permitted to make an accounting policy election to not 
recognize such leases as assets and liabilities in their statement of financial position. The accounting 
applied by a lessor entity is largely unchanged from prior lease guidance.

Effective Dates:

For public business entities, the ASU is effective for fiscal years beginning after December 15, 2018, 
including interim periods within those fiscal years; for nonpublic business entities, the ASU is effective for 
fiscal years beginning after December 15, 2019, and interim periods within fiscal years beginning after 
December 15, 2020. Early application is permitted for all entities.

In November 2019, the FASB unanimously approved an additional delay for private companies, including 
most not-for-profit companies, to postpone the required implementation date by one year. Accordingly, 
private companies, including most not-for-profit organizations, will be required to implement the ASU in 
financial statements for years beginning on or after December 15, 2020. Public business entities, 
including not-for-profit conduit bond obligors, will continue to be required to adopt the ASU as discussed 
above. Early adoption is still permitted.

On June 3, 2020, the FASB issued ASU 2020-05, which extends the effective date of the lease standard 
by one year.
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About PKF O’Connor Davies, LLP

Founded in 1891, PKF O’Connor Davies has evolved from
an accounting firm to a corps of high-caliber professionals
that delivers to a global and growing client base a complete
range of audit, tax and advisory services as well as insights
and expertise at the highest level. As our business has
grown, our commitment to active value creation has allowed
us to connect our clients to sound business advice, key
players and resources across diverse industries.

An Acknowledged Global Leader

Not only are we one of the nation’s most rapidly growing
accounting and advisory firms, we are also the lead North
American firm in the growing PKF global network of
independent accounting and advisory firms. This enables us
to provide clients with preferred access to top- tier experts
and firms in over 400 locations, in 150 countries around the
world. It also establishes us as the primary referral point for 
international businesses with needs in North America, an
advantage for our domestic clients seeking connections
outside the U.S.

Active Partner Involvement
Dedicated Engagement Teams

We have built strong relationships with our clients by being
proactive, thorough andefficient.Firmpartnersare involved
in the day-to-day management of engagements, ensuring 
a high degree of client service and cost effectiveness. Multi-
disciplinary teams ensure solutions are customized to
address specific needs and integrated for greater efficiency.

A Higher Standard: Beyond Passive Value
Calculation to Active Value Creation

Our focus on value has driven our growth, propelling PKF
O’Connor Davies to the Top 29 on Accounting Today’s
2018 “Top 100 Firms” list and gaining us acclaim as one
of the country’s fastest-growing firms. With unmatched
client focus, we unlock genuine value hidden at key
connection points in every engagement within regional,
national and international arenas. Through these
connections, our team of specialists continually drives
efficiencies, uncovers opportunities and manages risk –
delivering value where others can’t.

Industry Recognition

 Ranked 27 of “2020’s Top 100 Firms”

– Accounting Today,2020

Ranked7ofthe“TopFirmsinthe
Mid-Atlantic”

– Accounting Today,2020

 Ranked 10 of “New Jersey’s Top
Accounting Firms”

– NJBIZ, 2019

“TaxAdviceAward”

– Family Wealth Report Awards, 
2018

“Best Multi-FamilyOffice– Client
Service– Over$10 Billion”

– Private Asset Management Awards, 2020

Ranked #1 Best Accounting Internship

– Vault, 2020

“Best Reporting Solution Award”

– Private Asset Management Awards, 2016

“BestPlacestoWorkinNewJersey”

– NJBIZ, 2019

 Ranked 13 of the 50 “Best Accounting
Employers toWork for in
North America”

– Vault, 2021

KNOW GREATER VALUETM
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Agility, Responsiveness and Recognition
Since our founding, PKF O’Connor Davies has maintained its commitment to gaining a deep understanding 
of each client’s operations and financial history in order to help meet their every challenge and objective. 
We fulfill this mission by providing resources that match those of larger firms in scope – but with the agility 
only a mid-sized firm such as ours can demonstrate…and yet, we still rank among them. Our services 
include:

We offer an exceptional breadth of advisory services 
across diverse industries and sectors.

PKF O’Connor Davies, LLP is a member firm of the PKF International Limited network of 

legally independent firms and does not accept any responsibility or liability for the actions 

or inactions on the part of any other individual member firm or firms.

Bethesda, MD Cranford, NJ Harrison, NY Livingston, NJ New York, NY Newburgh, NY

(Fostertown Road &254 Route 17K) Shelton, CT Stamford, CT

Wethersfield, CT Woodcliff Lake, NJ

www.pkfod.com

Accounting and Assurance Services

 Accounting Outsourcing 

 Agreed-Upon Procedures (AUPs)

 Audits, Reviews and Compilations

 Employee Benefit Plans 

 Government Entity Audits & Compliance

 International Financial Reporting Standards (IFRS) 

 IT Audit & Cybersecurity Reviews 

 Public Company Accounting Oversight Board 
(PCAOB)

 Public Sector Audits and Compliance

International Services

 China Desk

 General Data Protection Regulation (GDPR)

Tax Compliance and Planning Services

 Employee Benefit Planning & Tax Compliance

 International Tax Services

 IRS Representation & Tax Controversies

 Personal Financial Planning 

 Private Foundation Services

 State and Local Tax (SALT) 

 Tax Compliance & Reporting 

 Tax-Exempt Organizations 

 Tax Research and Strategic Planning

 Trust and Estate Planning

Advisory Services

 Bankruptcy & Restructuring

 Cybersecurity Advisory Services

 Digital Forensic Services

 Forensic, Litigation and Valuation Services

 Management Advisory Services

 Risk Advisory Services

 Specialty Industry Advisory Services

– Employee Benefit Plan Services

– Entrepreneurial Business Advisory Solutions

– Public Sector Advisory Services

– Healthcare Advisory Services

– Hospitality Advisory Services

– Medical and Dental Advisory Services

 Transaction & Financial Advisory Services

 Wealth Services

Family Office Services

 Accounting & Reporting

 Advisory

 Charitable Giving 

 Investment Monitoring & Oversight

 Lifestyle Support

 Personal Financial Management 

 Tax Planning

 Wealth Planning
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SECTION 1: OUR FOUNDATIONS

1.1 Overview

Ivy Hill Prep is born out of the Building Excellent Schools Fellowship, a national nonprofit 
committed to training leaders to found and lead high-quality charter schools.  Through this 
Fellowship, our Head of School had the opportunity to learn from over fifty of the nation’s 
strongest charter schools.  Ivy Hill Prep’s design represents the combination of these national 
best practices with a deeper understanding of Brooklyn, our assets, and our areas for growth.  
Ivy Hill Prep was authorized by the New York State Education Department in June 2018, and 
was officially incorporated as a charter school on June 12th, 2018.  Ivy Hill Prep opened on 
August 28, 2019 with a Founding Class of 120 scholars in Kindergarten and First Grade, and 
continue to add one grade each year, until the school is a full K-5 school serving 360 scholars 
and families.  

1.2 Mission & Vision

Mission: Through high-quality curriculum and instruction, intentional leadership 
development, and a commitment to excellence in all that we do, Ivy Hill Preparatory 
Charter School educates kindergarten through fifth grade scholars to thrive in middle and 
high school, graduate from the college of their choice, and access lives of promise and 
opportunity. 

Vision: Ivy Hill Prep is built on the unwavering belief and expectation that all children can, 
and will, achieve at high academic levels when presented with a challenging, engaging, and 
supportive school community. We believe that in order for children to be strong leaders in 
their communities, they need to develop their character and leadership skills as their 
strong academic foundation is built. 

1.3 Core Beliefs

• Intentional character development shapes the leaders of tomorrow  
• Every child is capable of achieving greatness 
• Academic excellence drives everything we do 
• Exceptional teachers produce exceptional results 
• Data drives instruction 

1.4 Commitment to Diversity 

Ivy Hill Preparatory School welcomes scholars, families and staff from all cultures and 
backgrounds and will represent a community that is rich in a variety of racial, ethnic, 
cultural and socio-economic backgrounds.  Throughout Ivy Hill Prep’s programs, our 
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school will affirm, respect, and celebrate the individuality of members of the 
community as well as their common goals. 

We believe that our separate heritages, beliefs and choices of expression help to define 
us as individuals, and that our commitment to learning about each other and the larger 
world unites us as a community. The goal of Ivy Hill Prep is to instill within its scholars 
a strong sense of identity and personal pride, a willingness to see the common threads 
that run through all our lives, and a high regard for the value and breadth of our 
differences. 

1.5        Communication Overview

At Ivy Hill Prep, we strongly believe that it takes a village to raise a child. Your child’s 
village consists of administration, staff, parents, and caregivers. Hence, open 
communication is very important to us. We strive to keep open lines of communication 
If you are looking for information about an upcoming meeting, community activity, 
school performance, etc. check these sources: 

 
 The Ivy Hill Prep Website (www.ivyhillprep.org) or Ivy Hill Prep’s social media 

pages: Facebook and Instagram (@IvyHillPrep) 

 School emails & calls

1.6        Board of Trustees

A Board of Trustees who reports to the school’s chartering entity, the New York State 
Education Department, governs Ivy Hill Preparatory Charter School. The Board’s 
responsibilities include appointing the Head of School who is responsible for the day-
today operations of the school, establish school policies, and ensure we adhere to the 
mission of our charter. The calendar for board meetings can be found on the Ivy Hill Prep 
website.

1.7 Accountability

The New York State Education Department reviews the school annually. Ivy Hill Prep’s 
charter is renewed every 5 years and the school must go through a rigorous review process. 
The Board of Trustees reviews the Head of School annually and staff is also evaluated 
annually. 
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SECTION 2: SCHOOL POLICIES & PROCEDURES

2.1 Uniform Policy 

Shirts & Outerwear
 Ivy Hill Prep polos should only be worn with Ivy Hill khaki pants, not with jumpers.
 Ivy Hill Prep polo (in either color) with Ivy Hill Prep logo (short sleeve or long sleeve).  

Shirts should always be neatly tucked in. 
 Undershirts (short or long sleeve) must be solid white, black or gray. 
 Scholars may wear an IHP cardigan.  If choosing to wear a cardigan, parents are 

strongly encouraged to write their child’s name in the cardigan’s tag.
 No jackets, scarves, gloves, etc. are permitted to be worn during the school day except 

where mandated by legitimate religious requirements. 

Pants, Skirts & Jumpers
 Ivy Hill Prep khaki bottoms (pants or jumper) must be purchased from Ivy Hill Prep’s 

uniform vendor: (YourStudentStyles.com)
 Khaki Jumpers should only be paired with a Peter Pan blouse.

Tights, Socks & Shoes 
 For girls wearing jumpers, white tights only.  
 100% all-black, closed-toe shoes or sneakers. 
 Kindergarten Only: All black Velcro/no lace shoes are preferred for scholars who 

cannot tie their shoes. 
 Solid white or black colored socks with no logos 
 Boots are not permitted to be worn during the day.  In the winter months, scholars 

can wear boots to school and change their shoes upon arrival and dismissal. 
 Flip flops, sandals, and heels are not permitted. 

Jewelry 
 Earrings may only be worn in ears. 
 Necklaces may be worn but will be tucked in if they serve as a distraction for scholars. 
 Jewelry including but not limited to watches and bracelets may be worn but will be 

placed in backpacks if they serve as a distraction for scholars. 
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Girls’ Uniform Options
     

Ivy Hill Jumper with Logo

$23.99

+

Ivy Hill Peter Pan Blouse 
(Short Sleeve)

$10.99

Ivy Hill Peter Pan Blouse 
(Long Sleeve) 

$12.99
Pull Up Uniform Pants

$14.99

+

Green or White Polo with Logo (Short/Long Sleeve)

$12.99
Ivy Hill Jumper with Logo

+

Green or White Polo with Logo (Short/Long Sleeve)

 

Pull Up Uniform Pants

+

Ivy Hill Peter Pan Blouse 
(Short Sleeve)

Ivy Hill Peter Pan Blouse 
(Long Sleeve) 
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Boys’ Uniform
  

Green Polo with Logo (Short Sleeve)
  

$14.99

          White Polo with Logo (Short Sleeve)
 

$14.99

Green Polo with Logo (Long Sleeve)

$19.99

White Polo with Logo (Long Sleeve)

$19.99

    
Pull Up Uniform Pants

$14.99

Ivy Hill V-Neck Cardigan with Logo

 

$34.99
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2.2 Hours of Operation

The length of the instructional school day is 7:30 A.M.  to 4:30 P.M for all scholars.  All 
scholars are expected to arrive to school on time. Doors open at 7:30am to greet our bus 
scholars.  Breakfast service begins at 7:30am and Morning Meeting begins promptly at 7:55 
A.M. Scholars arriving after 7:50 A.M. are considered late and are expected to be signed in 
at the main office by their parent/guardian.  
 
Fridays are our Early Dismissal Days. The length of our Early Dismissal day is 7:30 A.M. – 
1:30 P.M.  

2.3         Morning Arrival

Bus scholars, car drop offs, and walkers will be dropped off at 7:30 A.M. Breakfast is 
available from 7:30 to 7:50am. Please Note: Scholars who arrive at or after 7:40 A.M may 
not have enough time to finish their breakfast, since activities start promptly at 7:55 am. 
Therefore, if parents and guardians want their child to receive breakfast, the scholar must 
arrive at school no later than 7:40 A.M to have enough time to eat without feeling rushed. 
 
The front door will be closed promptly at 7:50 A.M. Any scholar who arrives after 7:50 A.M 
will be marked as tardy. 

  
Scholars arriving via bus or car will be greeted by a staff member and escorted into the 
morning greeting line.  Families arriving via car will park and escort their children to the 
outside drop off line. Parents must stay with their children if arriving prior to doors opening 
at 7:30 A.M.   
 
It is critical that your child arrive to school between 7:30 A.M and 7:50 A.M. Each day of 
school begins with Morning Meeting at 7:55AM. Morning Meeting is an essential part of the 
day and an integral part of the Ivy Hill Prep program. It helps to create a positive climate for 
learning, reinforces academic and social skills and builds community – all essential 
components for academic success. Children who arrive late to school miss this very 
important beginning of the day!

2.4       Tardies

Scholars arriving after 7:50 AM must be escorted to the main office by a parent/guardian. 
Three (3) tardies will be counted as a full absence. Tardies caused by school-provided bus 
transportation will not be counted against a scholar.  

 
Tardiness Consequences 
 Three Tardies in a Trimester:  If a scholar is late three times in a trimester, it is 

considered a serious issue.  When our scholars are late, they miss critical aspects of 
instruction. At this point, our team will help the family devise an “on time” plan. 
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 Five Tardies in a Trimester: Upon the sixth tardy, families must meet with a member 
of the Leadership Team to develop a more intensive “on time” plan. 

 Monthly, scholars participate in a Perfect Attendance Party. It is important that all 
scholars experience the fun! Scholars who are tardy more than 3 times per month 
will unfortunately not be able to attend this function.  
 

2.5        Afternoon Dismissal

Dismissal for all scholars will take place at 4:30 PM. Parents/Guardians picking up at 
dismissal should wait outside of the school gate on Avenue D until your child’s class 
dismisses. At that time, parents will wait in a single file line to pick up their child from their 
classroom’s designated pick-up area. Parents will have a 15-minute window to pick up their 
scholars from the pick-up area. At 4:45 PM scholars who are not picked up will be identified 
as “Late Pick-Up Scholars”. These scholars will wait for their parents inside of the school 
building. This will require parents to enter the building, proceed to Ivy Hill’s floor, and sign 
out their child from the main office. 
 
On days with inclement weather, we will follow our Indoor Afternoon Dismissal Protocol. On 
these days, parents will pick up their children from the front entrance.  

  
Bus transportation home will be provided by NY DOE at 4:30 P.M.  Route times and 
information will be provided by the district in early August.  
 
If a child is to go home with a different adult than is listed, parents must:  
 
OPTION 1:  For advanced changes, communicate in writing by sending in a written, signed 
note in their scholar’s binder 
 
OPTION 2: For last minute changes/emergencies: (1) Call the Main office to notify our 
Office Coordinator of the difference in pick-up AND send in a written e-mail to the school 
that says the name and contact information of the person picking up.  
 
For example:  

I permit Tony Chavez, Anna Chavez’s uncle, to pick her up from school today. His phone 
number is (347) 455-2233. Please call me with any questions.

2.6 Early Departure  

We encourage families to schedule dental, doctor, and other appointments outside of the 
school hours, especially on Friday afternoons when students are dismissed early. If families 
must pick up their children early for an emergency, they must notify the office through 
written notice, or through an email or call to our Office Coordinator. Scholars must be 
accompanied by a parent/guardian or other authorized adult and must sign out in the office 
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prior to departure.  The school will record dismissals before 12:00 PM as half-day absences.  
The school will record dismissals after 12:00 PM but before 4:30 PM as present but 
dismissed early.  In general, scholars must be present for at least ½ of the allotted 
instructional time on a given day in order to be considered present. 

2.7 Attendance Expectations & Consequences

In order for our academic program to be successful, it is absolutely essential that scholars 
be present in school on a consistent basis.  The attendance policy at Ivy Hill Prep has been 
formed in order to ensure that this remains the case.  Attendance will be considered as a 
component when making decisions regarding promotion to the next grade. The school 
reserves the right to make exceptions to this policy in the instance of an extended absence 
due to medical or other reasons. Additionally, if a scholar accrues an excessive number of 
absences, the Director of Operations may contact Child Services or a Truancy Officer to 
assist in resolving the situation.  

 
Parents and guardians are expected to call the school as early as possible but no later than 
8:30 AM if their child will not be attending school for any reason.  Earlier, written notice is 
both welcome and appreciated.  Calls should be made as far in advance as possible and can 
be left on the school’s main voicemail.   In phone calls, voicemails, and notes, please indicate 
your child’s name, your relationship to the child, and the reason for and date(s) of the child’s 
absence. If a scholar is not at school and the school has not been notified that he or she will 
be absent, Ivy Hill Prep’s staff will make reasonable efforts to contact the scholar’s 
parent/guardian by telephone, writing, or in person.  

 
Excused and Unexcused Absences:   We strongly believe that strong attendance is a must 
for your child’s success at Ivy Hill Prep.  We will only count the following absences from 
school as excused:  

 
● A doctor’s note, explaining the nature of an illness.  Please note: all routine 

doctor and dentist appointments should be conducted outside of school 
hours.  

● A death in the immediate family. 
● Religious holiday. 
● Court-mandated appearances with proper documentation. 

 
All other absences will be considered unexcused. Scholars will not be excused for family 
vacations or any other engagement. If a scholar is absent from school due to suspensions, 
he/she will be entitled to 2 hours of alternative instruction for each day of the suspension. 
 
Please be aware of the following specific policies pertaining to excessive absences:  

 
• As discussed above, excused absences are defined only as those that are 

accompanied by a doctor’s note verifying the dates of absence were due to illness, 
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due to a religious observance, a death in the family, or a court-mandated 
appearance with proper documentation.  Under certain circumstances, Ivy Hill Prep 
will also consider scholars’ IEPs, accommodation plans and individualized health care 
plans in determining whether an absence is “excused.” 

• Excessive total absences (including excused absences and tardies) are a factor in 
retention at all grade levels.  Should a scholar miss more than 15 total days (including 
excused and/or unexcused) in one year, it will be at the Head of School’s discretion 
to determine if retention is appropriate for the current grade.  

• Scholars will be held accountable for work missed due to suspension, vacation, or 
absences.  Work may or may not be provided in advance of absences.   

• Scholars who are absent from school cannot attend or participate in any other school 
sponsored activities occurring on the day of the absence, unless advance permission 
has been given by the school. 

 
If a scholar is absent for the first five days of school, or at least 20 consecutive days during 
the school year, and there has been no successful contact between the family and the school 
to explain his or her absences, that scholar will lose his or her seat at Ivy Hill Prep and will 
be considered un-enrolled from the school. 

 
Attendance Consequences:  In order to help ensure that scholars do not exceed 15 absences, 
Ivy Hill Prep has certain support policies in place. They are detailed below:    

 
• No Absences in a Trimester:  The scholar and family are congratulated and 

recognized for exceptional attendance and commitment to their education. If a 
scholar has perfect attendance for the entire year, scholars and families will be 
honored and recognized at the End of the Year celebration with a medal and trophy 
highlighting their joint victory. On a monthly basis, scholars will be invited to a 100% 
Attendance Party at the end of each month to celebrate the hard work of all families! 

 
• Three Absences in a Trimester: If a scholar is absent three days of school in one 

trimester, it raises serious concerns.  Our team will contact the parent/guardian to 
help create an attendance plan to help your family get to school every day.  

 
• Five Absences in a Trimester: If a scholar is absent five days of school in one 

trimester, it raises serious concerns.   The parent/guardian will be asked to meet 
with the child’s teachers immediately. At this meeting, both the family and the 
school will discuss the problem and its impact on the scholar’s education and a more 
intensive attendance plan will be developed. 

 
• Ten Absences in a Year:  At this point, parent/guardian will meet with the Head of 

School and school Social Worker to discuss the impact on the scholar’s education, 
and the potential solutions that can prevent absences in the future.  The possibility 
of grade level retention is also discussed.  
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• Fifteen Absences in a Year: If a student is absent fifteen or more times in a year, the 

student may be considered truant. When this occurs, the student is at risk of not 
being promoted to the next grade. The school reserves the right to retain any 
student who misses 15 or more days of school. In addition, a report may be filed 
with the New York State Office of Children and Family Services, in accordance with 
New York State Law. 

Under New York law, school–age minors, age six to 17, must attend school regularly. The 
compulsory education law is designed to require school attendance and ensure that no 
child is denied the opportunity to receive an education. New York State compulsory 
education law requires that each child from six to 17 years of age, mentally and physically 
fit, will be in regular attendance for the entire academic year. Ivy Hill Prep operates in 
compliance with all New York Department of Education attendance and truancy 
requirements, which can include mandated reporting of truancy to appropriate state 
agencies. Ivy Hill Prep keeps accurate records of attendance and will make the records 
available for inspection as needed.   

2.8 Emergency Situations  

Families/guardians are responsible for completing all information requested on the Scholar 
Registration Forms prior to the start of the school year. It is the family’s responsibility to 
notify the school of any changes that occur during the year.  It is especially important to 
have updated phone numbers and addresses. 

 
Families/guardians are responsible for providing transportation home in the event of an 
illness or other emergencies.

2.9 Emergency School Closings 

Occasionally weather, and rarely other circumstances, may force cancellation of school. The 
Ivy Hill Prep team will update all social media accounts (Facebook and Instagram) and send 
out automated calls, e-mails, and text messages when school is closed or delayed. Ivy Hill 
Prep might not always follow the closing schedule of DOE, so it is imperative to check the 
mediums mentioned above to ensure you have accurate information. When in doubt, 
please call the school office at 917-789-8959.  

 
2.10 Breakfast & Lunch Procedures 

Breakfast: Breakfast is served from 7:30 AM until 7:50 AM.  Scholars who arrive after 7:45 
AM are unfortunately not able to be served breakfast since instruction begins at 7:55 AM 
promptly. When scholars enter the cafeteria, they will place their Life’s Work binder in their 
class bin, put away their belongings, and proceed to their assigned seat. Once they are seated, 
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they may begin to eat their breakfast. Scholars who have had breakfast at home are able to 
complete their Morning Bright Work until the end of Breakfast. For safety reasons, it’s 
important that scholars remain seated during breakfast. After scholars finish breakfast, they 
may work on their Bright Work activities. Scholars will receive a 5-minute signal before 
breakfast ends. During this time, teachers and scholars will begin cleaning up breakfast tables.  
 
Lunch:  Scholars are welcome to bring their own lunch from home.  Lunch menus will be 
posted on Ivy Hill Prep’s website for easy parental access. Scholars will not have access to a 
microwave to heat any lunches, but thermoses are a great substitute.  Soda and candy are 
not permitted at school, even in lunches brought from home. For safety reasons, scholars are 
expected to remain seated during lunch.  
 
Food Allergies:  The school will make all reasonable efforts to accommodate scholars with 
food allergies.  Families are required to inform the school of all food allergies and their 
severity.  Once families have informed the school, the school nurse will meet with the family 
in order to develop an Individual Health Care Plan.   

2.11 Internet Acceptable Use Policy  

Acceptable Use:  The Internet is a global network linking computers around the world.  
Internet use provides valuable opportunities for research, curriculum support, and career 
development.  Ivy Hill Prep offers Internet access to scholars and staff.  The primary purpose 
of providing access to the Internet is to support the educational mission of the school.  The 
school expects that scholars and staff will use this access in a manner consistent with this 
purpose. 
 
While the Internet is a tremendous resource for electronic information, it has the potential 
for abuse. The school makes no guarantees, implied or otherwise, regarding the factual 
reliability of data available over the Internet.  Users of the school’s Internet service assume 
full responsibility for any costs, liabilities, or damages arising from the way they choose to use 
their access to the Internet.  Technology resources covered by this policy include commercial, 
governmental, and private telecommunications-accessible networks (such as the Internet), 
local networks, databases, and any computer-accessible source of communication or 
information, whether from or to file servers, hard drives, tapes, compact disks, floppy disks, 
or other electronic storage or retrieval means.   
 
Unacceptable Use: The following is a list of prohibited behaviors.  The list is not exhaustive 
but illustrates unacceptable uses of the school’s Internet service: 

● disclosing, using or disseminating personal identification information about self or 
others; 

● accessing, sending or forwarding materials or communications that are defamatory, 
pornographic, obscene, sexually explicit, threatening, harassing, or illegal; 

● using the Internet service for any illegal activities such as gaining unauthorized access 
to other systems, arranging for the sale or purchase of drugs or alcohol, participating 
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in criminal gang activity, threatening others, transferring obscene material, or 
attempting to do any of the above; 

● using the Internet service to receive or send information relating to dangerous 
instruments such as bombs or other explosive devices, automatic weapons or other 
firearms, or other weaponry;   

● vandalizing school computers by causing physical damage, reconfiguring the 
computer system, attempting to disrupt the computer system, or destroying data by 
spreading computer viruses or by any other means; 

● copying or downloading of copyrighted material without authorization from the 
copyright holder, unless the copies are used for teaching (including multiple copies 
for classroom use), scholarship, or research.  Users shall not copy and forward or copy 
and upload any copyrighted material without prior approval of the Head of School; 

● plagiarizing material obtained from the Internet.  Any material obtained from the 
Internet and included in one's own work must be cited and credited by name or by 
electronic address or path on the Internet.  Information obtained through E-mail or 
news sources must also be credited as to sources; 

● using the Internet service for commercial purposes; 
● downloading or installing any commercial software, shareware, freeware or similar 

types of material onto network drives or disks without prior permission of the 
Computer Teacher; and 

● overriding the Internet filtering software. 
 
Safety Issues: Use of the Internet has potential dangers. The following are basic safety rules 
pertaining to all types of Internet applications. 

● Never reveal any identifying information such as last names, ages, addresses, phone 
numbers, families' names, families' employers or work addresses, or photographs.   

● Use the "back" key whenever you encounter a site that you believe is inappropriate 
or makes you feel uncomfortable.   

● Immediately tell a teacher if you receive a message that you believe is inappropriate 
or makes you feel uncomfortable.  

● Never share your password or use another person's password. Internet passwords 
are provided for each user's personal use only.  If you suspect that someone has 
discovered your password, you should change it immediately and notify a teacher. 

   
Privacy:  Users should not have an expectation of privacy or confidentiality in the content of 
electronic communications or other computer files sent and received on the school computer 
network or stored in the user's directory or on a disk drive. The school reserves the right to 
examine all data stored on any medium involved in the user's use of the school’s Internet 
service.  Internet messages are public communication and are not private.  All 
communications including text and images may be disclosed to law enforcement or other 
third parties without prior consent of the sender or the receiver.  Network administrators 
may review communications to maintain integrity system-wide and ensure that users are 
using the system responsibly. 
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Violations:  Access to the school’s Internet service is a privilege not a right.  The school 
reserves the right to deny, revoke, or suspend specific user privileges and/or to take other 
disciplinary action, up to and including suspension, expulsion (scholars), or dismissal (staff) 
for violations of this policy.  The school will advise appropriate law enforcement agencies of 
illegal activities conducted through the school’s Internet service.  The school also will 
cooperate fully with local, state, and/or federal officials in any investigation related to any 
illegal activities conducted through the service.

2.12 Drug and Tobacco Free Zone

Ivy Hill Prep is a Drug and Tobacco Free zone.  New York State law specifically prohibits any 
type of tobacco on public school campuses.  This includes outside on the grounds or in the 
parking lot.  This also includes all forms of tobacco.  No parent/guardian, scholar, staff 
member, or other person may smoke or have tobacco products anywhere on the campus at 
any time. 

2.13 Skateboards, Bicycles, Roller skates, Roller blades

Scholars are allowed to ride bicycles to school. We strongly suggest that the bike have a lock 
to prevent theft and be registered with the school and local police station. Scholars may not 
use roller skates, roller blades, or roller shoes as a means of transportation to or from school. 
Roller skates, roller blades, roller shoes, and shoes with wheels are not allowed on campus at 
any time. 

2.14 Electronics and Restricted Items 

All electronic devices including electronic dictionaries, CD players, cassette players, 
Gameboys, iPods, iPads, tablets, smart watches, and MP3 players must be turned off and 
stored in the scholar’s backpack. Scholars may carry a cell phone as long as it remains silent 
and unused during the school day in the scholar’s backpack. If a cell phone is seen or heard, 
it will be confiscated by staff and returned only to a parent guardian at the end of the day. 
Ivy Hill Prep is NOT responsible for the loss, damage, and/or theft of any of these electronic 
devices.  Toys, electronic devices, magazines, hats worn inside the building, and any other 
item that violates school policy or disrupts the class or causes a hazard will be confiscated.  
Upon finding one of these restricted items, school personnel will confiscate, and only a 
parent/guardian may pick up these items in person from the school office.  

SECTION 3: ACADEMICS

Ivy Hill Prep is committed to supporting the academic achievement and personal growth of 
all of our scholars by implementing a strong and rigorous academic program. Ivy Hill Prep 
operates with an extended day and a longer school year. Scholars attend 185 school days, 
and our school day begins at 7:30 AM and ends at 4:30 PM, with the exception of every Friday, 
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which operates from 7:30 AM to 1:30 PM to provide teachers with on-going, targeted 
professional development.  
 
A Challenging Curriculum  
Ivy Hill Prep’s curricula are aligned to the Common Core Standards, internal standards, 
internal assessments, the NWEA MAP Assessment, and the NY State 3-8 ELA & Math 
Assessments.  Our academic program will ensure that our scholars are prepared to compete 
and excel in a fast paced and rigorous middle school, high school, and college. 
 
Exceptional Teachers  
Ivy Hill Prep’s focus on class structure and exceptional teachers ensures that we can run high-
quality small group instruction and give one-on-one help to all scholars.  Teachers design 
exciting, innovative, and challenging lessons in the classroom, while working longer hours 
than their peers in traditional public schools.  Ivy Hill Prep teachers know that scholars learn 
material much better when they see how it might apply to their lives and therefore their 
lessons are relevant to the scholars’ lives.  Our teachers consistently foster a climate of 
success through a positive disposition, well maintained and organized classrooms, honest 
feedback, positive reinforcement, recognition of success, and strong classroom management 
skills.  Ivy Hill Prep teachers are trained to move at a fast pace so that every minute of class 
time is utilized for instruction.  Teachers ask many critical thinking questions throughout the 
course of the day, as well as pack each class with a number of activities designed to keep 
scholars motivated, focused, and engaged.  
 

3.1 Life’s Work

Life’s Work
At Ivy Hill Prep, we refer to homework as Life’s Work, as we view the practiced skills and self-
discipline as essential skills for success in “life.”  Life’s Work is an essential component of Ivy 
Hill Prep’s educational program. Life’s Work reinforces the concepts and skills that are taught 
in class, which helps scholars to develop a deeper understanding of academic concepts and 
promotes the habits that we recognize will be important in college and in life. Approximately 
20-45 minutes of Life’s Work will be assigned every night at Ivy Hill Prep, including on 
weekends. It is critical that families review their child’s Life’s Work and monitor progress 
every night. 

Reading Log
In addition to the 20-45 minutes of Life’s Work, scholars are required to read for 15 minutes 
every night, including weekends, holidays, and vacations. As a part of Life’s Work, our families 
and guardians will be required to sign their child’s Reading Log every night. It’s important that 
Life’s Work be completed in full and meet the high standards that Ivy Hill Prep sets for effort 
and presentation. If parent’s fail to sign their child’s Reading Log, Life’s Work will be marked 
as incomplete. To ensure our scholars are reaching their benchmarks, it’s imperative that 
they practice their reading every night.
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Behavior Log
At Ivy Hill we believe it takes a village to raise a child. Our Behavior Log serves as direct 
communication between our school and parents. Teachers will fill out a Behavior Log daily 
for each scholar that explains how well their day went. A color will be highlighted to indicate 
the productivity of their day and on some days comments will be attached for parents to 
read. Our parents must sign their scholar’s Behavior Log nightly. If the Behavior Log isn’t 
signed, homework will be marked as incomplete. 

All components will live in an Ivy Hill Prep binder that includes the Behavior Log, Reading Log, 
and Life’s Work. All components will be completed and signed nightly turned in to teachers 
every morning as soon as the scholar arrives at school. 

Before signing, families should go through the Life’s work and make sure all components are 
completed. Parents will know they’ve completed the Life’s Work by seeing a page titling the 
next day of the week. Families should go through each assignment with their child and check 
the work.  In the primary grades, we do not consider parent/guardian help on Life’s Work 
cheating; instead, we consider parent/guardian help on Life’s Work a key component of 
academic success.  Families should feel free to mark incorrect work and go over it again with 
their child.  This shows our scholars how much their family values academic success and also 
offers them additional academic tutoring.  Families should not write answers for their child 
unless the teacher has specifically requested this.  The Life’s work should be returned to 
school within the Life’s Work binder, and the entire binder should be turned in using the 
designated process as soon as scholars enter the cafeteria.

If Life’s Work is consistently late, missing, incomplete, or of poor quality, parents/guardians 
will be notified to discuss a system to help better support you and your family.

Scholars will not be excused from completing Life’s Work assignments for any reason.  If a 
scholar has an absence, the scholar will need to complete the Life’s Work no later than one 
day after returning to school (unless the teacher has given approval for an extension).  

Scholars are expected to complete their Life’s Work assignments each day it is assigned.  If a 
scholar has completed less than 90% of Life’s Work assignments in a trimester, consequences 
may include: parent/guardian conferences, loss of privileges, or if ongoing, retention.

Life’s Work Expectations

Teachers Commit To:

● Create meaningful assignments
● Make sure that Life’s work is accompanied with a daily Behavior Log & Reading Log
● Vary the types of assignments
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● Use Lifework as a way to check for understanding of the skill and content being taught 
in class

Scholars Commit To: 

● Give parent/guardian the Life’s work assignment by showing them the daily Life’s 
Work Log

● Be responsible for completing assignments on time, accurately, and neatly
● Read every day
● Show maximum effort by completing every question and showing work, even when 

difficult 

Families & Guardians Commit To: 

● Provide time and a quiet place for their children to study with no distractions, 
electronics, or television

● Help their children develop responsibility by making sure they complete all of their 
assignments

● Be aware of all assignments (by looking at the Life’s Work Log), review the child’s 
work, and assist as needed

● Make sure that every assignment is completed to Ivy Hill Prep’s standards
● Talk to their child about what he or she learned at school and encourage their child to 

develop a positive attitude about learning
● Read to or with their child every night for 15 minutes and sign the reading log

The Life’s Work folder is also the School’s way of sending home parent/guardian and family 
communication.  Please be sure to check the front pocket of the folder every night for any 
important information.  Additionally, if you need to communicate something to the school, 
you may include the message within the binder.  We will be sure to check for incoming 
messages.  

3.2 Promotion Policy 

We will make grade level promotion decisions based on reading achievement on STEP (Ivy 
Hill Prep’s literacy assessment), number of absences and grade level standard mastery.  We 
will track daily attendance closely and communicate promptly and directly with families to 
minimize the impact of absence on any child’s academic progress. 

Scholars who are not reading or doing math on grade level by the end of the academic year 
may be eligible for retention. Scholars who are reading more than half a year below grade 
level according to the final STEP Test and/or more than half a year below grade level in Math 
according to the final Math assessment results may be retained in their current grade-level.  
Families of scholars who are in jeopardy of being retained will receive notice of this possibility 
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in writing at the end of the second trimester and will thereafter receive monthly updates on 
student progress.

Elementary scholars are graded on a scale of 0 to 4, as outlined below: 

Proficiency 
Standard

Percentage Description Traditional Grade

4 90-100% Above grade level A

3 80-89% Grade level B

2 70-79% Below grade level C

1 60-69% Far below grade level D

0 68%-below No credit F

Promotion recommendations are made by classroom teachers, and final promotion decisions 
will be made by the Head of School.  All efforts will be made to avoid retention including 
multiple conferences with the family, teachers, scholar, and school leadership.  These 
decisions will not be made lightly, but will always reflect what is in the best interest of the 
scholar. The school reserves the right to make exceptions to this policy given special 
circumstances.

3.3  Progress Reports, Report Cards and Parent/Guardian Meetings 

Teachers and staff will use report cards to communicate scholars’ academic and behavioral 
performance. 

Families will also be expected to meet with their children’s teachers during the three Family 
Achievement Conferences held each year. New families are also required to attend a 
mandatory parent/guardian orientation before the start of the school year.

In addition to the standards-based grading outlined above in Section 3.2, scholars will also be 
graded on their demonstration of the Ivy Hill Prep creed values (Leadership, Excellence, 
Academic Growth, what makes you Unique, and confidencE). Scholars will receive one of the 
following ratings for the frequency at which they demonstrate each value: 

E  =   Excellent
G  =   Good
D  =   Developing
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SECTION 4: STUDENT DISCIPLINARY CODE OF CONDUCT

Ivy Hill Prep is characterized by a culture that is structured, supportive, joyful and focused on 
academic work. At Ivy Hill Prep, we are intentional about setting our students up for success. 
This means that we hold scholars to high academic and behavioral expectations, only after 
ensuring those expectations were clearly stated and understood. We know that when our 
scholars know what is expected of them and are surrounded by adults who support them, 
they will thrive. 

Core Values: Ivy Hill Prep’s five creed values – Leadership, Excellence, Academic Growth, what 
makes you Unique, and confidencE- are at the heart of our community and represent the 
cornerstones of the school’s Code of Conduct. Our staff models these creed values, and in 
turn are confident in our scholars’ ability to uphold the same values. 

4.1 STAR Behavior Code  

We believe that a structured, achievement-oriented classroom establishes a platform for 
academic success; learning cannot happen in chaos. Orderly and structured classrooms are 
necessary to create learning environments in which time is used efficiently. Structure 
provides a framework for learning to take place. The structure that Ivy Hill Prep provides will 
ensure that school is a safe place where scholars are free of the stress that unstructured, 
undisciplined settings create.  

STAR: To help scholars learn professional habits and maximize instructional time, Ivy Hill Prep 
utilizes the STAR code. The rationale for each aspect of the STAR code is explained to students 
at the beginning of each year to ensure they understand the “why” behind the system. 

• Stand/Sit up straight. At Ivy Hill, scholars demonstrate good posture throughout the 
day, which assists in their focus on the lesson objective. During instructional lessons, 
scholars, like teachers, sit with their backs straight, their bottoms safely on their 
chairs, and their feet safely on the floor.  When standing and walking, Ivy Hill scholars 
keep their hands at their sides to prevent physical contact or physical play with other 
scholars. When sitting on the rug, scholars sit in a “Criss-Cross Applesauce” style and 
have their hands folded and in their laps. 

• Track the speaker with your eyes. At Ivy Hill, scholars and teachers “track” the 
speaker, which means we look at the teacher or student who’s speaking. At our 
school, we believe that we’re all teachers and we’re all learners. We “track” the 
speaker to not only show respect (which adults do in professional and personal 
settings), but to teach and learn from one another. In conjunction, we teach our 
scholars that their voices take up space, their voices are important, and their voices 
should be heard. To emphasize this, we show respect to our community by tracking 
other individuals when they speak. 

• Always do your work and be on task. Ivy Hill Prep scholars are expected to be on task 
100% of instructional time with very few reminders by teachers. Scholars ask and 
answer questions by raising their hand and waiting for their teacher to call on them, 
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or by waiting for their turn when utilizing habits of discussion. Habits of Discussion 
requires scholars to respond without a raised hand. These instances will be made clear 
for scholars. In order to be successful in this realm, scholars must be on task to 
participate. 

• Respect at all times. There are no excuses for disrespectful behavior at Ivy Hill Prep. 
A scholar who has a disagreement with another scholar is expected to follow one of 
three actions to address the problem depending on its severity: (1) ignore the scholar, 
(2) ask the scholar politely to stop, and (3) tell the teacher. Scholars who have been 
corrected by a teacher may not respond to that correction in a way other than 
following directions given by the teacher. If a scholar feels that a consequence has 
been unfairly applied, the scholar may speak to the teacher after the lesson has 
ended. In some instances, the teacher may agree with the student and rectify his/her 
consequence. The decisions made by the teacher will be final. 

4.2 Hallway Behavior

Hallways are shared spaces and carry noise.  We ask that all scholars and adults using the 
hallway during the school days keep in mind that classes are disrupted by hallway noise.  
Classes should transition from one class to another silently, in two lines, in a safe manner with 
their hands to themselves and not touching other students.    

4.3 Bathroom Behavior

In order to ensure that students are present in class to the greatest extent possible, we 
encourage scholars to use the bathroom before classes begin, during bathroom breaks, 
during lunch, and after school.  When scholars have a bathroom emergency during class time, 
they will follow their individual class’s protocol for receiving bathroom permission.  
 
Scholars are expected to be potty trained before starting kindergarten, including the 
responsibility of wiping and cleaning themselves. School staff will not engage in any bathroom 
assistance unless it is an emergency. 
 
Bathrooms are shared spaces, and we teach our scholars to treat all spaces with care and 
pride.  We teach scholars to pick up after themselves, flush the toilets, and ensure that no 
paper products are left on the floor.  We do not permit scholars to bring anything with them 
to the bathroom, including writing instruments.  We fully expect scholars to follow these 
rules, however, should a scholar break our bathroom rules, the scholar will receive a 
consequence and might not be permitted to use the bathroom alone.  
 
At all times a scholar is expected to obtain permission from the teacher to use the restrooms. 
Scholars are not to write on the walls or damage the facility in any way. A scholar who is 
feeling ill should report to the office and not remain in the restroom alone. 
 
4.4 Behavior System
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At Ivy Hill Prep, scholars have the opportunity to earn rewards for demonstrating excellent 
behavior, academic growth and good citizenship. Scholar behavior is monitored throughout 
the school day through use our color chart. The color chart will have various color bands that 
equate to levels of scholar behavior (silver, green, yellow, red, etc.). Teachers will fluidly move 
scholars colors up or down depending on their behavior at a given time. When a mistake is 
made, scholars receive a reminder from their teacher which is called a “check”. Teachers will 
give a reminder/check to get the scholar back on task. Three checks will be given prior to a 
color going “down”. When scholars are demonstrating consistent model behavior and/or 
academic work, a praise is given in the form of a “star”. Three stars will be given prior to a 
color moving “up”. Teachers will consistently narrate the behavior that resulted in a color 
change. The movement of colors both up and down reinforces the idea that we can learn 
from our mistakes, can bounce back from poor choices, and are rewarded for hard work and 
dedication.  

Every day, in the child’s Life’s Work binder, families will sign a Behavior Log that identifies 
how their child ended the day on the color chart. If a scholar receives a colored star, this 
means that he/she ended the day on Green or Silver. If the colors, “Yellow” or “Red” are 
written in place of the star, this is an indication that your scholar struggled in some way. These 
colors will always be accompanied with a written explanation or phone call. Parents are 
encouraged to discuss their child’s progress daily to encourage the good work, or to assist in 
the planning of displaying more leadership qualities in the classroom.  

4.3 School Reward Opportunities

At Ivy Hill Prep students have the opportunity to earn rewards for demonstrating excellent 
behavior, academic growth, and good citizenship. We also have an end of year awards 
ceremony to celebrate scholars and families for various achievements attained throughout 
the Ivy Hill Prep academic year, including perfect attendance, high honor roll, honor roll, and 
creed value awards. Positive reinforcement is broken down as follows:  

Daily Praise 

• Teachers will recognize students who excel behaviorally and academically by giving 
praise and sometimes providing students with stickers or notes. Teachers will also 
recognize scholars who have demonstrated considerable growth, both academically 
and behaviorally.  

Weekly Praise 

• At the end of every week, scholars who have ended the day on silver or green for at 
least 4 days will earn the chance to pick a prize from our school store treasure chest.  

• As a schoolwide community, teachers will recognize students who have shown growth 
or improvement, done well on an activity, project, or assignment, or exemplified the 
schoolwide creed value for the month. 

Homework Superstars
At the end of the month, any student who has completed Life’s Work (homework) 
assignments to the Ivy Hill Prep standard for every single day of the month will be able to 
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participate in a lifework celebration and receive a prize.  

4.4 Community Violations

We believe that our consistent use of the color chart, positive narration, and support will 
address the large majority of scholar behavior concerns. However, if the misbehavior is more 
serious or continues despite corrections and support, our team will partner with the scholar’s 
parents to devise an Individual Behavior Plan to support. These serious infractions may 
include, but are not limited to: 

• continued disrespect of an adult, including rolling eyes, sucking teeth, or other such 
body language, defiance, or rudeness;  

• disrespect of a fellow scholar, such as name-calling, insulting, or excluding; 
• disrespect of the school, such as drawing on a table or book, taking school supplies 

without permission; 
• unsafe behaviors, such as hitting, kicking, biting, pushing, play fighting or throwing 

tantrums;  
• making verbal or physical threats, empty or otherwise; 
• leaving class without permission; 
• cheating or plagiarism, or copy of anyone else’s work; • use of inappropriate 

language; and 
• extreme disruption of class. 

Please note that these infractions apply to students while on school grounds, on the school 
bus, and at any school related trip or activity. 

• The first, second and third Community Violations of the trimester will be accompanied 
by a phone call home at the end of the day. The teacher may also request a conference 
with a parent/guardian. 

• If a scholar receives four or more Community Violations in a trimester, a 
parent/guardian will be required to attend a mandatory conference with the Head of 
School, Dean of Culture, classroom teacher(s) and the scholar. 

• At the 6th Community Violation of a trimester, the parent/guardian will be required 
to observe their child in class for 60 to 90 minutes. This parent/guardian observation 
helps teachers, families, and scholars create a behavior plan for the scholar in order 
to successfully keep the scholar in class. 

• Ivy Hill Prep offers students many privileges that can be taken away as a consequence 
for choices that negatively impact their learning, the learning of others, their safety, 
or the safety of others. Privileges that can be lost include but are not limited to:  

• Specials Blocks 
• Choice Time 
• Recess  
• Participation in birthday celebrations 
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• Participation in field trips 
• Socializing with classmates during snack time, breakfast, or lunch 

Families will receive a phone call home for each Community Violation; the phone call will be 
made by the classroom teacher or a member of the Leadership Team. 

Ivy Hill Prep believes that our use of community violations will minimize our need to rely on 
in-school or out-of-school suspensions. We do, however, reserve the right to assign these 
consequences if the misbehavior presents a serious safety or other concern. 

4.5 Suspension

In the case of a suspension, the scholar will be removed from class and will be sent to the 
Main Office or another designated school location, following which, the scholar’s 
parent/guardian or guardian will be notified of the incident by the school. In all cases where 
the scholar has committed a crime or violation of local, state or federal law, law enforcement 
authorities will be notified. 

Due process states, scholars are guaranteed due process and fair treatment at school. 
Therefore, prior to Ivy Hill Prep taking disciplinary action against a scholar, the School will 
provide the scholar with appropriate due process. When the disciplinary action consists of 
ten days of suspension or a lesser penalty, this process will consist of informing the scholar 
of the disciplinary issue and giving the scholar an opportunity to respond. As described below, 
more formal procedures will be followed when the discipline proposed is greater than ten 
days of suspension. 

In every case of scholar misconduct for which suspension or expulsion may be imposed, the 
Head of School shall exercise discretion in deciding the consequences for the offense; 
consider ways to re-engage the scholar in learning; and avoid using long-term suspension 
from school as a consequence until alternatives have been tried. Alternatives may include the 
use of evidence-based strategies and programs such as mediation, conflict resolution, 
restorative justice, and positive interventions and supports. Suspension Under or Equal to 10 
Days (Short-Term) 

Scholars in grades K-2 may receive a suspension for egregious acts of disrespect or defiance. 
If a scholar commits one of the infractions listed below, the scholar may receive a suspension 
in addition to receiving a Community Violation. 

If a scholar commits one of the infractions listed below, the scholar may receive an out of 
school suspension rather than receiving a Community Violation. The Head of School may 
suspend any scholar for up to 10 school days. Before the scholar is returned to class, the 
scholar, his or her parent/guardian or guardian, and the Head of School will meet in order to 
address the scholar’s behavior and plan for improvement. Furthermore, scholars will not be 
allowed to return to class after a suspension without a parent/guardian signature on the 
suspension letter. If the school is unable to contact the parent/guardian/legal guardian, the 
suspended scholar will be held in school until the end of the day. The parent/guardian/legal 
guardian shall be held liable for all damages caused by a scholar. Scholars are not entitled to 
appeal a short-term suspension. These serious infractions that may merit immediate 
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suspension include, but are not limited to: 

• Gross disrespect of a fellow scholar, staff member, or school property 
• Continued tantrums that disrupt the learning environment  
• Using or possessing over-the-counter medication inappropriately 
• Using or possessing tobacco products 
• Damaging, destroying, or stealing personal or school property or attempting to do so  
• Committing sexual, racial, or any form of harassment or intimidation 
• Skipping school or class 
• Using abusive, vulgar, or profane language or treatment 
• Making verbal or physical threats, empty or otherwise 
• Fighting, pushing, shoving, or unwanted physical contact 
• Setting off false alarms or calling in groundless threats  
• Gambling 
• Departing, without permission, from class, building, or school-sponsored activity 
• Forgery of any sort, including parent/guardian signatures 
• Cheating or plagiarism, or copying of anyone else’s work 
• Violent or threatening behavior 
• Bullying or harassing conduct 
• Repeated and fundamental disregard of school policies and procedure 

Suspension Over 10 Days (Long-Term) 

Using the same list of infractions listed under short-term suspension, the Head of School will 
make a recommendation to the Governing Board, if the suspension of a scholar is more than 
10 days. 

Prior to a suspension of more than 10 days, the following due process procedures will apply: 

• The parent/guardian/legal guardian will be notified of the intent to suspend for over 
10 school days 

• Date, time and place of a hearing will be sent to the parent/guardian/legal guardian 
with at least five working days' notice 

• Notice of the right at the hearing to: 
o Be represented by his/her families, legal or other representative (at the 

scholar’s/parent/guardian’s own expense) 
o Present evidence  
o Confront and cross-examine witnesses 

• The school will record (by tape or other appropriate means) the hearing and a copy of 
such will be made available to the scholar upon request. 

• This hearing must include the scholar, the Head of School (or other staff), and the 
parent/guardian/legal guardian. 

• The Governing Board has decided that the all expulsion hearings shall be held at a 
Special Executive Meeting to protect the privacy of the scholar unless the 
parent/guardian requests that it be open to the public. 

161 of 191Powered by BoardOnTrack

Ivy Hill Prep Charter School - Board of Trustees Meeting - Ivy Hill Prep - Agenda - Monday August 31, 2020 at 6:30 PM



Page 26

 The student and/or parent/guardian may submit any complaint regarding this process 
to the New York State Education Department.

4.6 Expulsion

In the case of an expulsion, the scholar will be removed from class and will be sent to the 
Main Office or another designated school location, following which the scholar’s 
parent/guardian or guardian will be notified of the incident by the school. In all cases where 
the scholar has committed a crime or violation of local, state or federal law, law 
enforcement authorities will be notified. Expulsion is defined in as the permanent 
withdrawal of the privilege of attending a school unless the governing board reinstates the 
privilege of attending the school. 

The Head of School may recommend to the Governing Board expulsion of a scholar for 
serious cause, including, but not limited to: 

• Being on school premises or at school-sponsored or school-related events, including 
athletic games, in possession of a dangerous weapon, including, but not limited to, a 
gun or a knife; or a controlled substance, including, but not limited to, marijuana, 
cocaine, and heroin;  

• Assaulting another scholar, school employee, school consultant, or school volunteer 
on school premises or at school-sponsored or school-related events, including athletic 
games;  

• Extreme bullying and/or harassment 
• Continued acts of violence that endanger community 
• Possession, use, sale, or transfer of drugs and alcohol; 
• Destruction or attempted destruction of school property including arson 

In addition to any of the preceding infractions, any breaches of federal law or law may be 
handled in cooperation with the law and may result in expulsion. 

Due Process: Scholar disciplinary offenses resulting in removal from the classroom (i.e., 
suspensions and expulsions) are subject to due process procedures, including notices, 
hearings, appeals, and educational services during removals. 

• The parent/guardian/legal guardian will be notified of the intent to long-term suspend 
or expel a scholar; 

• The date, time and place of a hearing will be sent to the parent/guardian/legal 
guardian with at least five working days' notice 

• The scholar and parent/guardian will be given written notice of the right at the hearing 
to: 

o Be represented by his/her families, legal or other representative (at the 
scholar’s/parent/guardian’s own expense); 

o Present evidence; 
o Confront and cross-examine witnesses; 
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• The school will record (by tape or other appropriate means) the hearing and a copy of 
such will be made available to the scholar upon request; 

• The hearing will include the scholar if he or she chooses to participate, the Head of 
School (and/or or other staff), and the parent/guardian/legal guardian if he, she, or 
they choose to participate;  

• All expulsion hearings shall be closed to the protect the privacy of the scholar unless 
the parent/guardian requests that it be open to the public; 

• A scholar and/or parent/guardian, upon request, will have the right to review the 
scholar’s records;  

• The decision by the board will be in writing and the controlling facts upon which the 
decision is made will be stated in sufficient detail to inform the parties of the reasons 
for the decision; 

• The student and/or parent/guardian may submit any complaint regarding this process 
to the New York State Education Department. 

Scholars have the right to reapply for admission after one year of expulsion. The Governing 
Board has the right to deny admission of a scholar who has been expelled from another school 
or is in the process of being expelled, and to deny, upon review of a request, readmission of 
a scholar previously expelled from Ivy Hill Prep.

4.7 Discipline of a Scholar with Special Needs

Ivy Hill Prep will meet all requirements of Section 504 of the Rehabilitation Act as defined in 
Part B of IDEA, and State laws regarding disciplining of scholars with disabilities. 

As explained above, under the Fourteenth Amendment to the United States Constitution, 
scholars are guaranteed due process and fair treatment at school. Therefore, prior to the 
School taking disciplinary action against a scholar, the Head of School will provide the 
scholar with appropriate due process. When the disciplinary action consists of ten days of 
suspension or a lesser penalty, this process will consist of informing the scholar of the 
charges against him/her and giving the scholar an opportunity to respond. More formal 
procedures must be followed when the discipline proposed is greater than ten days of 
suspension. 

Scholars may have additional rights pursuant to laws governing the provision of educational 
services to scholars with disabilities.  

The Individuals with Disabilities Education Act (IDEA) and related regulations provide eligible 
scholars with certain procedural rights and protections in the context of scholar discipline. A 
brief overview of these rights is provided below. 
Short-term suspensions: School personnel may refer a scholar to an alternative placement 
or suspension for up to 10 total school days without services. For subsequent exclusions the 
school year which do not constitute a change in placement:  

1. The school must provide Free and Appropriate Public Education (FAPE) 
services to the extent necessary for progress in the general curriculum and IEP goals 
as determined by school personnel in consultation with at least one teacher.  
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2. If appropriate, the school must conduct a functional behavioral assessment 
and develop a behavioral plan. 

Change of placement: A change of placement is defined as removal for more than ten 
consecutive school days or for a series of shorter removals (exceeding 10 days in total) with 
consideration of the length and total time removed, as well as the proximity and similarity 
of behavior. On the date of a decision to make a removal constituting a change of 
placement, families/guardians must be notified of the decision and the procedural 
safeguards. 

Within ten school days of a decision resulting in a change of placement, the team must 
conduct a manifestation determination. The meeting must include representatives of the 
school, families/guardians and any other relevant members. The team must consider all 
relevant information in the scholar’s file, teacher observations, and relevant information 
from the families/guardians. The team must determine whether the conduct was: (1) 
caused by the disability; or (2) had a direct and substantial relationship to the disability; or 
(3) was a direct result of the district’s failure to implement the IEP. If any of these criteria 
are met, then the conduct is a manifestation of the scholar’s disability. 

If the team determines that the conduct was a manifestation of the disability, the scholar 
must be returned to his/her placement. The parties, however, may change the IEP and 
placement through the team process. Also, the team must conduct a functional behavioral 
assessment and implement a behavior intervention plan or, if a behavioral plan already 
exists, review the plan and make any necessary modifications. 

If the team determines that the conduct was not a manifestation of the disability, the 
school discipline can be put into effect. The scholar is entitled, however, to receive 
educational services to enable progression in the general curriculum and IEP goals. The 
team must determine which services are necessary and the setting where they will be 
provided. 

Appeal Rights: When a parent/guardian/guardian disagrees with the Team’s decision on 
“manifestation determination,” or an alternative placement, the families/guardians have 
the right to request an expedited hearing from the Bureau of Special Education Appeals. 
Placement pending the appeal is in the alternative setting as determined by the team for 
the duration of the discipline or completion of the appeal. 

Exceptions for Specified Conduct: Under certain special circumstances as defined by federal 
law, school personnel may place the scholar in an interim alternative setting for 45 school 
days, without regard to the manifestation determination. These special circumstances 
include incidents where the scholar possesses, uses, sells or solicits illegal drugs, carries or 
possesses a weapon, or inflicts serious bodily injury while on school premises or at a school 
function. The federal definition for serious bodily injury means bodily injury that involves: 

1. A substantial risk of death; 
2. Extreme physical pain 
3. Protracted and obvious disfigurement; or 
4. Protracted loss or impairment of a bodily member, organ or mental facility. 
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Otherwise, if the scholar’s continuation in the current placement is substantially likely to 
cause injury to himself/herself or others the district may request an expedited hearing for 
an order to place a scholar in an alternative setting for a period not to exceed 45 school 
days. The district also has the right to seek a court injunction.  

Scholars with Disabilities under Section 504 Scholars who are not eligible for services under 
the IDEA, but who have disabilities within the meaning of Section 504 of the Rehabilitation 
Act are entitled to certain procedural protections associated with Section 504.

1.8 Complaint Process

Introduction:  It is Ivy Hill Prep’s policy to ensure that scholars or families with a grievance 
relating to Ivy Hill Prep, its administration, and/or other employees shall, except as 
otherwise set forth below, use a procedure which may resolve grievances as quickly and as 
fairly as possible. 

1. Initial Conversation: If you or your child has a grievance you should discuss it 
informally with the teacher, administrator, coach, or staff member directly involved 
in the matter. We hope that the majority of concerns will be resolved at this stage. 
2. Where to File A Complaint.  Any scholar who believes that Ivy Hill Prep has 
discriminated against or harassed her/him because of her/his race, color, creed, 
ethnicity, national origin, sex, sexual orientation, mental or physical disability, age, or 
ancestry in admission to, access to, treatment in, or employment in its services, 
programs, and activities may file a complaint in writing with the Director of 
Operations.  If the Director of Operations is the person who is alleged to have caused 
the discrimination or harassment, the complaint may be filed with the Head of School. 
These individuals are listed below and are hereinafter referred to as "Grievance 
Administrators."   

● Head of School 
● Director of Operations      

 
Complaints of harassment by peers:  In the event the complaint consists of a scholar's 
allegation that another scholar is harassing him/her based upon the above-referenced 
classifications, the scholar may, in the alternative, file the complaint with the Head of 
School. 
 
Complaints of discrimination based upon disability:  A scholar who alleges discrimination 
on the basis of disability relative to the identification, evaluation, or educational placement 
of that scholar, who because of a handicap needs or is believed to need special instruction 
or related services, pursuant to Section 504 of the Rehabilitation Act of 1973, Chapter 766, 
and/or the Individuals with Disabilities Education Act should first contact the Head of 
School.  If the complaint remains unresolved after contacting the Head of School, the 
procedure set forth by the Governing Board of Trustees must be followed. 
 
Contents of Complaints and Timelines for Filing. Complaints under this Complaint Policy 
must be filed within 30 school days of the alleged discrimination. The complaint must be in 
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writing. Any person of the scholar’s choosing, may assist the complainant with filing the 
complaint. The written complaint must include the following information:  
 

1. The scholar’s name and the parent/guardian’s name who is filing the complaint on 
behalf of the scholar.   

2. The name, address, telephone number, and e-mail address of the scholar’s legal 
representative, if any. 

3. The name of the person(s) alleged to have caused the discrimination or harassment 
(respondent). 

4. A description, in as much detail as possible, of the alleged discrimination or 
harassment.  

5. The date(s) of the alleged discrimination or harassment. 
6. The name of all persons who have knowledge about the alleged discrimination or 

harassment (witnesses), as can be reasonably determined. 
7. A description, in as much detail as possible, of how the scholar or parent/guardian 

wants the complaint to be resolved. 
 
Investigation and Resolution of the Complaint: Respondents will be informed of the 
charges as soon as the Director of Operations or Head of School deems appropriate based 
upon the nature of the allegations, the investigation required, and the action contemplated. 
The Director of Operations, Head of School, or one of their designees will interview 
witnesses whom s/he deems necessary and appropriate to determine the facts relevant to 
the complaint and will gather other relevant information. Such interviews and gathering of 
information will be completed within fifteen (15) school days of receiving the complaint.   
 
Within twenty (20) school days of receiving the complaint, a member of the Leadership 
Team will meet with the scholar, parent/guardian and/or her/his representative to review 
the information gathered and, if applicable, to propose a resolution designed to stop the 
discrimination or harassment and to correct its effect.  Within ten (10) school days of the 
meeting with the scholar, parent/guardian, and/or representative, the member of the 
Leadership Team will provide written disposition of the complaint to the scholar, 
parent/guardian and/or representative and to the respondent(s). 
 
Notwithstanding the above, it is understood that in the event a resolution contemplated by 
Ivy Hill Prep involves disciplinary action against an employee or a scholar, the resolution 
shall be kept confidential, except for the people that are involved.  
 
All the timelines above will be implemented as specified, unless the nature of the 
investigation or circumstances prevent such implementation, in which case, the matter will 
be completed as quickly as practicable.  If the timelines specified above are not met, the 
reason(s) for not meeting them must be clearly documented.  In addition, it should be 
noted that in the event the respondent is subject to a collective bargaining agreement 
which sets forth a specific timeline for notice and/or investigation of a complaint, such 
timelines will be followed.   
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Confidentiality of scholars/respondents and witnesses will be maintained, to the extent 
possible. 
 
Retaliation against someone because he/she has filed a complaint under this Grievance 
Procedure is strictly prohibited. Acts of retaliation may result in disciplinary action, up to 
and including suspension or expulsion/discharge. 
 
Appeals. If the scholar/parent/guardian is not satisfied with the disposition of a complaint, 
the scholar/parent/guardian may appeal the disposition to Governing Board within one week 
after receiving a decision from the school. The Governing Board will issue a written response 
to the appeal within 30 school days of receiving the appeal.  The Board expects that all prior 
steps have been followed before action is taken at a Board level. All applicable public open 
meeting laws will be followed for the Board’s meeting, including prior notice and the right of 
the employee to request that any potential employment action be held in an open meeting. 
Upon Resolution of complaint, Ivy Hill Prep must provide: (1) Written determination of 
complaint and any remedial action taken, and (2) Written notice that complainant may appeal 
to NYSED.

4.9 Field Trips

The school’s curriculum may sometimes call for outside learning experiences. During these 
activities, it is important for all scholars to be responsible for their behavior since the site of 
the activity is a temporary extension of the school grounds. A permission slip that allows 
scholars to attend each school field trip will be sent home prior to the trip and must be signed 
by a parent/guardian or guardian. Scholars who fail to return the signed slip – or who are not 
permitted to attend the particular trip as a result of a loss of privileges – will not be eligible 
to participate and will be required to remain either in another classroom or in the office 
during the field trip. If families or other volunteers assist with field trips, scholars must give 
these families or other volunteers the same respect they would give to teachers. Appropriate 
behavior must be maintained when attending school-sponsored events, and riding on school 
provided transportation. No younger/older siblings who are not enrolled with Ivy Hill Prep 
may attend the field trips due to safety.  

If a student presents a safety concern to him/herself, or other classmates, due to significant 
misbehavior, a scholar may not be permitted to attend.  

During registration, families grant their student permission to participate in school-related 
field trips that are within walking distance by completing the Handbook Sign-off Page. 
Families will be required to sign permission slips for any field trips that require transportation 
(bus or subway) and the school will send home permission slips prior to the trip.  

At times, teachers will ask for a limited amount of family chaperones to attend field trips. 
Family chaperones are required to supervise students at all times and uphold Ivy Hill Prep’s 
expectations. Family chaperones may not leave the field trip early and must come to and 
from the school with the class. 
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4.10 Forgery

Shared information and constant communication among teachers, scholars, and families are 
crucial to the success of the school. Progress regarding academic and behavioral performance 
will be conveyed through a variety of means, including progress reports and report cards, to 
be brought home by scholars, signed by families, and returned by scholars the next school 
day. Scholars who forge their parent/guardian’s signature, or forge parent/guardian or 
guardian approval on any official or unofficial school communication, including community 
violations, may face an out-of-school suspension.

may face an out-of-school suspension.

Section 5: Building Safety and Security

There are a number of basic procedures the school has in order to ensure the safety and 
security of its scholars and staff.  Cooperation on everyone’s part will go a long way in 
guaranteeing that the business of the school – teaching and learning – can take place.

5.1 Closed Campus 

Under no circumstances are scholars to leave the school building without permission. A 
scholar with permission to leave may only leave under the escort and supervision of an 
authorized adult. Scholars need to be aware that the school has several neighbors and should 
be respectful and courteous of their needs. Once scholars have entered the school in the 
morning, they may not leave the building unless they are escorted by a school staff member 
or other authorized adult. 

5.2 Visitors/Volunteers

Visitors: Ivy Hill Prep is happy to have visitors. Anyone, including family members who wish 
to visit the school, must first call the office to set up an appointment. Our Office Coordinator 
will make every attempt to arrange the visit within 24 hours of the request. 

Volunteers: As a family member, you are an essential part of the Ivy Hill Prep community. 
Your input is welcome on all levels and volunteerism is encouraged in the school throughout 
the year. Volunteer opportunities are plentiful. A volunteer coordinator will organize and 
schedule family volunteers. When volunteering in the school, please keep in mind the 
following:

● You should arrange with the teacher the specific time you would like to volunteer 
at the school ahead of time. If you are unable to keep your scheduled time, please 
let the school know.

● Younger siblings should not accompany a parent/guardian/guardian to 
school during his/her volunteer time.

● When in the classroom, please support the school philosophy and model the 

Comment [PA1]:  You’ll need something 
in this handbook that covers expectations 
for parents inside the building, including 
how they interact with staff. We had 1-2 
parents each year who were extremely 
disrespectful on campus and we had to 
bar them from entering going forward.
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code of behavior scholars and staff follow school wide.

Volunteers often inadvertently have access to sensitive information. Any information about 
scholars or their grades, discipline, or any personally identifiable information about School 
employees, including address, salary, Social Security number, or telephone number, etc. is to 
remain confidential. If a volunteer has a concern involving something that is witnessed or 
overheard it should be discussed with a faculty member or the Head of School.  If a volunteer 
disregards this policy, the privilege of volunteering may be revoked.    All employees of charter 
schools, and school volunteers who work with scholars, shall be fingerprinted and have a 
criminal background check conducted as required by statute.

Any visitor, including families and guardians, who do not report to the office or are found in 
the building without authorization will be asked to leave immediately. Visitors should wear 
visitor badges at all times to indicate that they have checked-in at the main office. 

5.3 Scholar Searches 

In order to maintain the security of all scholars, Ivy Hill Prep reserves the right to conduct 
searches of its scholars and their property. If searches are conducted, the school will ensure 
that the privacy of the scholars is respected to the greatest extent possible, and that scholars 
and their families are informed of the circumstances surrounding, and results of, the search. 
School cubbies and desks, which are assigned to scholars for their use, remain the property 
of the school and scholars have no expectation of privacy in these areas.  All school premises 
are subject to random searches by school officials at any time.

5.4 Emergency Drills 

Fire Drill:  During the first month of school and frequently throughout the school year, 
scholars and staff will participate in fire drills to ensure that the entire school community is 
familiar with the appropriate response in the event of an emergency.  It is important for 
scholars to follow instructions quickly and quietly during an emergency drill. Procedures are 
as follows:

● Everyone must respond immediately to the fire alarm. 
● All electrical equipment must be turned off before exiting a room.
● All doors must be closed but not locked.
● Exit silently in a single file line.
● Use either the primary or secondary exit.
● Proceed to assigned area where attendance will be taken and absences reported to a 

school administrator.
● Scholars should turn away from the building and remain silent to listen for further 

directions.
● Scholars must remain with their class, in sight of the teacher.
● No one may return to the building until an “all clear” signal is given.
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Lock Down Procedures:  A school administrator or staff member who sees that there is an 
immediate need for an emergency lock down will initiate the following procedures:

1. Notify the school office immediately upon observing a situation that may put children in 
imminent danger

a. A school administrator will notify school personnel to lock down.

2. At this time, teachers will complete the following steps as quickly as possible:
a. Lock their doors – once the door is locked, teachers are not to unlock it for any 

reason (not even to permit a scholar to enter);
b. Cover the door window with paper; 
c. Have the scholars move away from all windows and sit silently on the floor;
d. Take attendance and call the office if they are missing any scholars (they may be 

in the bathroom or in another classroom);
3. Under no circumstances are teachers to open their classroom doors until they hear the 

code word or are directed to do so by local law enforcement or fire officials. 

Volunteers/guests must also follow the above procedures for a fire alarm and lock-down.

Section 6:  Family Involvement

Ivy Hill Prep is an academically rigorous, disciplined, and joyful elementary school in which all 
members of the school community – leaders, teachers, families, scholars, and board 
members – understand and are driven by the mission of college. We believe in the 
importance of working together to make a positive impact in the academic growth, character 
growth, and development of every child.  Although the responsibility of making decisions of 
school policy belongs to the Governing Board and Head of School, families are involved on an 
individual level and through organized parent/guardian groups. We recognize that an 
effective partnership between school and home sets each scholar up for success by garnering 
family support of our school and reinforcement in the home for the school’s activities and 
expectations. 

6.1 Family Communication 

It is vitally important that the school have methods of contacting families through the child’s 
parent/guardian or other authorized family member. This is of critical importance in case of 
emergency, illness, or behavior requiring immediate family contact.  Families are advised to 
notify the office of moves, changes of home or emergency telephone numbers, and/or places 
of employment.  

In case of an emergency, families or guardians should contact the Main Office either by phone 
or in person.  Under no circumstances should families or guardians contact scholars in their 
classrooms or attempt to withdraw scholars from the building without notifying and receiving 
permission from staff members in the Main Office.  Additionally, parents should not call their 
child’s cell phone during school hours. Instead, they should contact the main office. 
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6.2 Parent/Guardian and Family Involvement

Family involvement in a child’s educational life is critical to a child’s success.  We encourage 
families to develop strong positive partnerships with the school.  

Visiting Classes:  Our school has an open-door policy that allows family members to sit in on 
class during any time after the first six weeks of school.  During the beginning of school, it is 
critical for scholars to transition into their new setting, and the presence of families in the 
classroom can slow this process. Beginning in mid-October, we encourage families to come 
into the classroom and see our dedicated teachers and scholars at work.  To schedule a visit, 
please call our Main Office at least 24 hours in advance to schedule your observation.

 Please do not bring other children into the classroom. 
 When observing in the classroom, families are asked not to disrupt the education of 

their child or of other children or to attempt to conduct individual conversations with 
the teacher during instructional time. Family members who are disruptive to the 
educational process will be asked to leave. Visitors need to sign in at the office before 
visiting a classroom and wear a visitor badge while in the school.  

Family Orientation: New families of Ivy Hill Prep are asked to bring their children in to the 
school before the start of school to meet with school staff and review expectations.  These 
sessions are mandatory and will last approximately 1.5 hours; a family is only required to 
attend one session.   It is critical that all families and children attend this initial Orientation 
session. At the orientation, teachers will explain vital information about class rules and 
discipline systems, class specific policies, give an overview of the general daily schedule, and 
answer any general questions that families have about the classroom.  It will also give families 
a chance to meet families of other scholars in the school!

Curriculum Nights:  We are excited about our curriculum at the school and want to share 
what is going on in our classrooms.  Throughout the year, we will hold parent/guardian 
curriculum nights, and we encourage all families who can attend to do so.  We will send out 
a calendar at the start of the year that has all of the dates for the monthly curriculum nights.  

Volunteer at Ivy Hill Prep. Families are asked to host and give tours to school visitors, assist 
classroom teachers with various needs, serve as chaperones for school field trips, and 
participate in planning sessions for school activities that support the school’s mission.  All 
employees of charter schools, and school volunteers who work with scholars, shall be 
fingerprinted and have a criminal background check. We demonstrate appreciation of all of 
our families for entrusting us to educate their children to the highest quality, and we honor 
and recognize families that go above and beyond the required efforts to enhance their 
scholar’s achievement and our mission. 

Parent Teacher Conferences: Parent Teacher Conferences at Ivy Hill Prep are mandatory. 
Conferences are a crucial component of our educational program. A parent/guardian is 
expected to attend conferences as indicated on the school calendar, and at other times as 
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requested by the classroom teacher or Head of School.  Families should plan on attending a 
30-minute conference during that school day or at a pre-arranged time before or after school 
during that week. 

Section 7: General School Information

7.1 Address

Ivy Hill Preparatory Charter School
475 East 57th Street
Brooklyn, NY 11203
Telephone:  917-789-5989
www.ivyhillprep.org

7.2 Phone Use 

Although Ivy Hill Prep aims to have as much communication as possible with families, it would 
take an incredible amount of staffing and resources to provide message services, and we 
cannot guarantee that messages will actually reach scholars or teachers during the day. 
 Teachers will, however, receive messages after 4:30 pm. Scholars are prohibited from using 
school telephones unless it is an emergency that requires immediate attention. 

The office phone is a business phone and should be used by scholars for emergencies only. 
 The phones may not be used by scholars to arrange for delivery of any items, including signed 
report cards, or missing Life’s Work assignments.  If families need to leave a message for their 
child, they should call the office, to leave a message before 12:30 PM.   Scholars will not be 
called from class to the office to speak with a family member except in case of an emergency.

7.3 Lost and Stolen Property 

We strongly encourage families to ensure that children do not bring valuable objects to 
school.  Any items that scholars bring to school which may cause disruption will be 
confiscated at the school.  We make every reasonable effort to return all personal property 
to a parent/guardian; however, the school is not responsible for replacing lost or stolen 
property or compensating the family for the value of that property.

7.4 Birthday Celebrations 

On the first Friday of each month of the school year, we celebrate all of our scholars who 
have birthdays in that month. This ensures that scholars’ birthdays are celebrated in a way 
that does not interrupt the academic day. However, individual birthday celebrations are 
permitted if parents would like to celebrate their child individually. Two weeks prior to the 
desired celebration, parents are responsible for coordinating a date with the scholar’s 
classroom teacher. All celebrations will take place during Choice Time between 4:00 PM and 
4:20 PM. Snacks and treats are permitted, but must be approved by the classroom teacher in 
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advance. Parents will be informed if there are any food allergies in the class. If there is a food 
allergy in the class, we ask families to be considerate and avoid that food product in the 
birthday snacks. Families, guardians, family, and friends are asked not to have flowers, cakes, 
balloons, etc. delivered to school for scholar celebrations.  These are disruptive in the 
classroom and are a safety concern at school. If they are delivered, they will be kept in the 
office and the scholar’s parent/guardian/guardian will be notified to pick up these items.  
According to the New York State Department of Health Services, all food distributed in the 
classes must be pre-packaged and store-bought.

If your child does not celebrate birthdays, please send a note in writing informing us that your 
child is not permitted to participate in birthday celebrations. This note will be held in the 
scholars’ file. 

7.5 Enrollment Policy

In the 2020-21 school year, Ivy Hill Preparatory Charter School will enroll 180 students in 
Kindergarten, 1st, and 2nd grade. We will grow one grade each year until we reach full scale in 
year 5, at which point we will enroll students in grades K-5. Ivy Hill Preparatory Charter 
School’s admission policies and procedures are in accordance with Education Law §2854. Ivy 
Hill Prep is a tuition-free, public charter school. Admission of students will not be limited on 
the basis of intellectual ability, measures of achievement or aptitude, athletic ability, 
disability, race, creed, gender, national origin, religion, sexual orientation, gender identity, 
socioeconomic status, parent’s/guardian’s marital status, political affiliation, or any other 
protected status. Any child who is qualified under the laws of New York State for admission 
to a public school is qualified for admission to Ivy Hill Preparatory Charter School. 

Enrollment Eligibility

New York State Resident. All student applicants must be residents of New York State at the 
time of enrollment. To complete the enrollment process, all parents are mandated to attend 
one (1) of the designated Enrollment Days organized by the school to secure their child’s seat. 
In the event of unexpected school closure, the submission of student documents and the 
completion of school specific enrollment documents will be completed electronically prior to 
a specific date that will be decided upon by the school. At the time of enrollment, whether in 
person or if done electronically, families must provide two proof of residency documents for 
the student. Acceptable proof of residency includes: lease agreement, mortgage statement, 
residential utility bill, property tax bill, water bill, government-issued identification which has 
not expired and includes the address of residence, income tax form, NYS driver’s license 
which has not expired, voter registration documents, or evidence of custody of the child that 
include name of student and address of residence. Students in temporary housing, as defined 
by McKinney-Vento, are not required to submit proof of residency documentation.

Age. All students that enroll in Kindergarten must turn five by December 31st of that school 
year. For the 2020-2021 school year, all students that enroll in Kindergarten must turn five 
by December 31, 2020.

As a public charter school, we do not require any action by a student or family (such as an 
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admissions test, interview, attendance at an information session, etc.) in order for an 
applicant to receive or submit an application for admission.

Enrollment Process

Application Submission. Ivy Hill Preparatory Charter School participates in the New York City 
Charter School Common Application and also provides paper applications for families when 
necessary to meet all accessibility needs. The application form is available in English and 
Spanish, and will be made available in other languages as needed. The application is available 
at www.ivyhillprep.schoolmint.net and www.ivyhillprep.org/apply. Ivy Hill Prep’s application 
period will close at 11:59pm on April 1st of each year. Should the number of applications 
exceed the capacity of the grade level, we will conduct a random, public selection process 
(lottery) to enroll students. 

Lottery. In accordance with Public Officers Law § 104, the date, time, and location of the 
lottery will be made known to the public. Two weeks prior to the lottery, we will provide 
notice of the time and location of the lottery to the same media outlet we use to post 
information about our Board meetings and will also post this information on our website. All 
families that have submitted an application by the deadline will be notified of the date, time, 
and location of the lottery. While families are welcome to attend, they are not required to do 
so and will not be penalized in any way if they do not attend. The lottery will be open to the 
public, in accordance with NYS Education Law §2854(2)(b), and a disinterested party will draw 
the lottery (8 NYCRR 119.5). 
Accepting an Offer. Families will receive a phone call and email notification if their child is 
accepted by the lottery, and will have two business days to respond to the offer of 
acceptance.  If families do not respond or formally accept the seat within two (2) business 
days, the seat will be filled from the waitlist in numerical order. Families can respond to the 
offer by phone (917.789.8959) or by email (info@ivyhillprep.org.) If a family initially declines 
an offer and then seeks a seat for the same child at a later point during that school year, that 
family will be added to the end of the waitlist.

Vacant Seats. We will backfill vacant seats in kindergarten through third grade up to and 
including the last day of second quarter. Seats vacated between the initial lottery and the last 
day of second quarter will be offered to students on the waitlist. Seats vacated in the third or 
fourth quarter will remain vacant through the end of the academic year and will be filled for 
the next academic year through the public lottery. If a seat becomes available before the third 
quarter, we will contact the next family on the waitlist in numerical order and allow them two 
(2) business days to formally accept the seat. Families can respond to the offer by phone 
(917.789.8959) or by email (info@ivyhillprep.org). Should the family not accept or respond 
to our offer, we would move to extend an offer to the next family on the waitlist. Per our 
commitment to fulfill our mission for each student, we will not fill vacant spots that become 
available during the third or fourth quarter.

No-Show Policy. If a student does not attend and misses 20 consecutive days, and the 
student’s family does not respond to communication from the school during this period of 
absence, the student may be removed from Ivy Hill Preparatory Charter School. Ivy Hill Prep 
will make every effort to reach absent families during the course of the first week of the 
school year, but will remove students and fill vacant seats in accordance with the process 
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outlined above.

Enrollment Preference

In accordance with New York State Charter School Law, enrollment preference will be given 
to students residing in the district of the school’s location, siblings of students applying or 
already enrolled at Ivy Hill Prep, and students of Ivy Hill Prep employees. 

In District of Location. We will accept students residing in the district of the school’s location 
before accepting students living outside of that district. If we have fewer In-District 
applications than available seats, we will automatically accept all In-Districts applicants, and 
then fill the rest of our open seats through the lottery process described above.

Returning Students. Students returning to Ivy Hill Preparatory Charter School in a subsequent 
school year are exempt from the lottery process, and automatically enrolled in the next 
school year.

Siblings of Applying and/or Enrolled Students. If a child is selected through the lottery for a 
seat at Ivy Hill Prep, their siblings will be automatically granted enrollment if there is space 
available in their grade level. Siblings of currently enrolled students will be exempt from 
future lotteries and will be automatically granted a seat if there is available space at their 
grade level. Siblings are defined as children whose primary guardian(s) are also the primary 
guardian(s) of other children applying or already enrolled at Ivy Hill Prep. This is defined as 
guardian(s) who have custody of children and include half-siblings, step-siblings, or other 
family members such as cousins, nieces, or nephews being cared for as primary dependents. 
Siblings that apply simultaneously to Ivy Hill Preparatory Charter School, will also receive 
priority in the lottery process.

Children of School Employees. Children of school employees will be exempt from the lottery 
provided that the parent employed at Ivy Hill Preparatory Charter School has full or joint 
custody of the child. Employees include anyone who works at least half-time for Ivy Hill Prep 
and who started work on or before the first day of school of the year in which they are 
submitting their application. The number of students enrolled who are children of school 
employees will not exceed 15% of the total enrollment. Should the number of school 
employees’ children applying exceed 15%, then all children of employee applications will be 
included in the general enrollment lottery.

Withdrawal Process

Students may be withdrawn from Ivy Hill Preparatory Charter School at any time in 
accordance with the procedure outlined below. Only the enrolling custodial parent/guardian 
may withdraw a student:

1. Ivy Hill Prep will verify that the withdrawing parent/guardian is the custodial 
parent/guardian.

2. The withdrawing custodial parent/guardian must complete a withdrawal form and 
provide a signature to confirm the withdrawal decision.

3. Ivy Hill Prep will confirm receipt of the completed withdrawal form and signature, and 
will remove the student from the school’s roster.

Seats that open as a result of a withdrawal will be filled in accordance with the steps outlined 
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in the Vacant Seat section above.

7.6 Enrollment and Records 

Upon acceptance of a seat, each student applicant will be required to complete and submit 
enrollment forms along with the following documents:

● A copy of the pupil’s birth certificate or other acceptable proof of age;
● An up-to-date record of immunizations and current physical; 
● Last report card (unless registering for kindergarten);
● Custody papers (if applicable);
● IEP, psychological reports, and/or other documentation of special education (if 

applicable);
● 2 Proofs parent/guardian’s address. Please see below for possible proofs of address, 

or visit https://www.schools.nyc.gov/docs/default-source/default-document-
library/pre-registration-checklist_english for a full list of accepted documents.

o A residential utility bill (gas or electric) in the resident’s name issued by a utility 
company (such as National Grid or Con Edison)—must be dated within the past 
60 days

o A bill for cable television services provided to the residence; must include the 
name of the parent and the address of the residence and be dated within the 
past 60 days

o Rent receipt which includes the address of residence—must be dated within 
the past 60 days

o Income tax form for the last calendar year
o Official NYS Driver’s License or learner’s permit, which has not expired
o Voter registration documents, which include the name of the parent and the 

address of residence
● A photo ID of the parent/guardian 

7.7 Health Information 

Health screenings are provided annually in order to identify scholars with health problems 
such as vision or hearing deficits that may now, or in the future, affect their education. 
Families/guardians are requested to notify the office if a scholar has a health problem. School 
personnel make every effort to comply with physicians’ recommendations.

Families and guardians are requested to keep scholars home if the following symptoms are 
present: nausea and/or vomiting, elevated temperature, yellow or green nasal discharge, red 
or inflamed eyes, cold symptoms, any skin rash unless it has been diagnosed by a physician 
as non-infectious, severe headache, or other pain. State law requires that scholars be 
excluded from school if they are suspected of having a communicable disease.

Emergency contact: Families/guardians must make arrangements to have either a 
parent/guardian, neighbor, or other responsible person available at all times to pick up a child 
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who is ill. Because it is occasionally necessary to contact families/guardians, it is very 
important that families/guardians inform the school immediately of any phone number or 
address changes.  School officials may contact Child Protective Services if a child is not picked 
up within two hours of the parent/guardian/guardian being contacted.

Chicken Pox:  The scholar must remain home seven to ten days after the first pox appear so 
that all pox can be completely scabbed over before the scholar returns to school.

Emergency Form:  Families are required to complete an emergency medical referral form for 
each of their children every year. Tell us how to contact you or another responsible adult if 
your child becomes ill or is injured at school.  Families are expected to notify school officials 
regarding scholars’ health problems including allergies to foods, medicine, insect stings, etc.  
It is important to notify the office of your address, home phone number business phone or 
emergency phone number changes during the school year.

Flu: School officials immediately send home scholars who exhibit an abrupt onset of any of 
the following symptoms: fever, chills, headache, muscle aches, vomiting, or severe sore 
throat. 

Health Screening Programs

● Hearing: We follow the guidelines recommended by the New York State Department 
of Health Hearing Conservation program. Hearing tests are given to scholars at 
specified grade levels.

● Vision: We follow the guidelines of the New York State Department of Health Services 
Vision program. Vision tests are given to pupils at specified grade levels.

● Pink Eye: Pink eye (conjunctivitis) is an eye infection with symptoms of red, swollen, 
runny and/or sticky eyelids, especially in the morning. Bacteria or a virus can cause 
pink eye that is easily spread from person to person by contact with discharge from 
the infected person’s eyes. When it is necessary to send a child home because of pink 
eye symptoms, we encourage the parent/guardian to call the child’s doctor and report 
the symptoms. The doctor will then decide if an antibiotic eye medication is necessary. 
If medication is prescribed, the child can return to school after using the medication 
for 24 hours.

New York State Immunization Requirements
Many of the New York State health mandates affect Elementary School aged scholars. The 
following are state requirements:

● Four to Five doses of tetanus, pertussis, and diphtheria toxoid 
● Three of more doses of polio vaccine
● Two doses of measles and one dose of rubella vaccine
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● One dose of mumps vaccine
● Complete Hepatitis B series
● Chickenpox vaccine for scholars born after Jan. 1, 1994
● Tdap booster for scholars born on or after Jan. 1, 1994.

These immunizations are required by the state of New York and enforced by state law; 
scholars may be barred from attending school until the requirements have been met. 
Families must provide written documentation of these immunizations as well as school 
physicals on an annual basis to the school nurse. There are several local service providers 
that may provide assistance with both immunizations and school physicals. Please 
contact the school nurse or the main office for connections to those agencies.

Over-the-Counter Medication Policy:  Administration of prescription medication is governed 
by the school’s separate Policy for Administration of Prescription Medications at School.  For 
over-the-counter (OTC) medications, families must fill out an Emergency Information Card 
that will remain on file in the front office. This form will also allow families to indicate 
permission for the scholar to take specific OTC medication (e.g., acetaminophen or 
ibuprofen). If a scholar must take any OTC medications while at school, the parent/guardian 
must bring the OTC medication to the health office and complete an additional permission 
form with signed instructions for administration. Dosage requested by the parent/guardian 
or guardian shall be in keeping with the manufacturer’s recommendations. Each instance of 
administration of a prescription or non-prescription (OTC) drug shall be documented in the 
school’s database by the administering office staff. The school does not provide any 
medications; therefore, families will need to provide any OTC medications their child will 
need. This includes cough drops, ibuprofen, antacids and acetaminophen. Scholars are not 
permitted to keep OTC medications on their person or in their backpacks on campus (all 
drugs, including cough drops, are kept locked in the health office). The Head of School must 
be notified immediately of scholars suspected of breaching these regulations. All medication 
must be kept within the health office.  If a scholar has regular medication needed daily, the 
school needs to be able to keep the medication rather than sending it home each day (inhaler, 
epipen, breathing treatment, etc). 

Restricted Physical Education Activities:  If for any reason you feel your child should have 
restricted physical education activities, please provide school officials with a doctor’s 
statement giving the reason and the length of the restriction. This information will be 
forwarded to the classroom teacher. 

First Aid Provision and Medical Emergencies:  Minor accidents, cuts, scrapes, and bruises will 
generally be treated at the school by the school nurse and administrators.   In the event that 
a child requires emergency medical care, a parent/guardian or guardian will be notified as 
soon as possible.  If a parent/guardian, or other emergency contact cannot be reached, the 
school may need to initiate medical treatment.  Thus, it is essential that we have on file each 
scholar’s Office/Health Emergency Card, which provides up-to-date contact information for 
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families and guardians, and which gives the school permission to initiate emergency medical 
treatment if a parent/guardian or guardian cannot be reached. 

In the event of an emergency, the school will attempt to contact the parent/guardian or 
emergency contacts provided by the parent/guardian. If the condition is life threatening, 
beyond the scope of the health office staff, or the families/emergency contacts cannot be 
contacted, the school will contact Emergency Medical Services (EMS) to assess and treat the 
scholar. If medical transport is required, as determined by EMS, the families are responsible 
for any costs incurred. 

7.8 Administration of Prescription Medication  

In the event that a physician and parent/guardian or legal guardian determine that a scholar 
needs medication which can be administered while the scholar is at school or during school 
activities, the following shall apply:

● All medication or testing equipment will be kept in the school office.  In the case of 
diabetes, the parent/guardian or legal guardian shall also provide a diabetes medical 
management plan, signed by the scholar’s physician.  School personnel will not administer 
medication by injection or perform diabetes testing that involves breaking the skin unless 
the diabetes medical management plan provides specific written notice that the scholar’s 
health would be seriously impaired without the injection or testing during school hours or 
school activities, and also provides specific written instructions for techniques used to 
determine the proper dosage of medication in a specific situation.  It is the parent/guardian 
or legal guardian’s responsibility to provide adequate staff training for administration of 
medicine or diabetes testing.  In no event will school personnel administer medications in 
dosages not prescribed by a physician.

7.9 Child Find 

The intent of Child Find is that schools identify, locate, and evaluate all children from birth 
through age 21 with delays or disabilities in order for the children to receive the supports and 
services they need. Public schools are responsible for "finding" eligible children and providing 
services needed for them to reach their developmental milestones or meet their educational 
needs. Child Find procedures include identification (screening), referral, and evaluation 
procedures. The Child Find process includes the diagnostic testing, the Scholar Supports Team 
(SST), and review of enrollment data and educational performance for transferring scholars. 
For children suspected of having a disability, the SST will recommend that a multidisciplinary 
evaluation team conduct a full and individual evaluation to determine eligibility and need for 
special education.

7.10 FERPA - Annual Notification to Families and Eligible Scholars Regarding Scholar 
Records
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This Notification is required by the Family Educational Rights and Privacy Act (FERPA) and 
provides you with important information regarding your rights as they relate to scholar 
educational records. It is directed to families (including a natural parent/guardian, a guardian 
or an individual acting as a parent/guardian in the absence of a parent/guardian or guardian) 
and eligible scholars (scholars aged 18 or older) or attending an institution of postsecondary 
education).

Parent/Guardian Rights

● The Right to Inspect and Review the Scholar’s Educational Records. If you wish to 
inspect/review the scholar’s educational records, please contact the Head of School to 
make an appointment to do so. You will be provided access to records within a 
reasonable period of time, but in no case more than 45 days after your request is 
received. School personnel will respond to reasonable requests for explanations and 
interpretations of the records. Ivy Hill Prep will provide you with a copy of the records 
or make other arrangements for inspection and review of the requested records if its 
failure to do so would effectively prevent you from exercising your rights to inspect and 
review the records.

● The Right to Consent to Disclosures of Personally Identifiable Information Contained in 
the Scholar’s Educational Records, Except to the Extent the Law Authorizes Disclosure 
Without Your Consent. Ivy Hill Prep will limit the disclosure of information contained in 
a scholar’s education records except: (1) By your prior, written consent; (2) As directory 
information; or (3) Under certain limited circumstances permitted by FERPA, the 
Uniting and Strengthening America by Providing Appropriate Tools Required to 
Intercept and Obstruct Terrorism Act of 2001 (USA PATRIOT Act), and the No Child Left 
Behind Act of 2001. Some instances in which disclosure is permitted without your 
consent are set forth below.

Directory Information: Your consent is not required for Ivy Hill Prep to release the following 
scholar information designated as “directory information:” If you wish to refuse to permit Ivy 
Hill Prep to release directory information, you must submit your written refusal to the Head of 
School’s Office within two weeks of the date of this notice.

Name Date and Place of Birth Class Designation

Address Grade level or major field of study Previous School or 
District Attended

Telephone Participation in officially recognized 
activities and sports

Wt. and Ht. for athletic 
teams

Parent/guardian 
Name

Scholar Photograph Dates of Attendance
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Email Degrees and awards received

Disclosure to School Officials. Ivy Hill Prep may disclose personally identifiable information 
from a scholar’s education record without your consent to school officials who have a 
legitimate educational interest in the information. School officials include, but are not 
necessarily limited to:

● Administrators, supervisors, and teachers
● Counselors, therapists, and other non-teaching personnel
● Authorized volunteers or interns
● Temporary substitutes for administrative, supervisory, or teaching personnel
● Members of Governing Board, when acting in their official capacity
● Contracted consultants or other professionals (i.e., attorneys, auditors, evaluators)

A “legitimate educational interest” is the person’s need to know in order to fulfill the school 
official’s professional responsibility and/or to provide a service or benefit to the scholar or the 
scholar’s family.

● The Right to Seek Amendment of the Scholar’s Education Records that the 
Parent/guardian or Eligible Scholar Believes to Be Inaccurate, Misleading, or Otherwise 
in Violation of the Scholar’s Privacy Rights. If you believe the scholar’s records contain 
information that is inaccurate, misleading, or in violation of the scholar’s privacy or 
other rights, you may ask Ivy Hill Prep to amend the record. You are also entitled to a 
hearing to present evidence that the record should be changed if Ivy Hill Prep decides 
not to alter it according to your request. A form for this purpose and additional 
information is available in the Head of School’s office.

● The Right to File a Complaint with the U.S. Department of Education Concerning 
Alleged Failures by Ivy Hill Prep to Comply with the Requirements of FERPA.  You are 
entitled to file a Complaint with the U.S. Department of Education if you believe Ivy Hill 
Prep has violated FERPA. 

Ivy Hill Prep complies with FERPA (20 U.S.C. § 1232g and § 1232h; 34 C.F.R. Part 99); the 
Individuals with Disabilities Education Act (20 U.S.C. § 1400 et seq.; 34 C.F.R. Part 300); and 
A.R.S. §§ 15-141, 15-142.

Families and eligible scholars have a right to file a complaint concerning alleged failures by a 
school district to comply with the requirements of the scholar records laws and regulations 
with the New York State Department of Education.  Complaints relative to federal statutes and 
regulations governing scholar records may be filed with the Family Policy Compliance Office, 
U.S. Department of Education.  
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Title I – Right to Know

We are pleased to notify you that in accordance with the No Child Left Behind Act of 2001, you 
have the right to request information regarding the professional qualifications of your child’s 
teacher.  Specifically, you may request the following:

● Whether the teacher has met State qualification and licensing criteria for the grade 
levels and subject areas in which the teacher provides instruction.

● Whether the teacher is teaching under emergency or other provisional status through 
which State qualification or licensing criteria has been waived.

● The baccalaureate degree major of the teacher and any other graduate certification or 
degree held by the teacher, and the field of discipline of the certification or degree.

● Whether the child is provided services by paraprofessionals and, if so, their 
qualifications.

If you would like to receive this information, please provide a written request to our Main 
Office.

7.11 Individuals with Disabilities Education Act (IDEA)

IDEA is a federal law that protects the rights of scholars with disabilities. In addition to standard 
school records, for children with disabilities education records could include evaluation and 
testing materials, medical and health information, Individualized Education Programs and 
related notices and consents, progress reports, materials related to disciplinary actions, and 
mediation agreements. Such information is gathered from a number of sources, including the 
scholar's families and staff of the school of attendance. Also, with parent/guardian permission, 
information may be gathered from additional pertinent sources, such as doctors and other 
health care providers. This information is collected to assure the child is identified, evaluated, 
and provided a Free Appropriate Public Education in accordance with state and federal special 
education laws. Each agency participating under Part B of IDEA must assure that at all stages 
of gathering, storing, retaining and disclosing education records to third parties that it 
complies with the federal confidentiality laws. In addition, the destruction of any education 
records of a child with a disability must be in accordance with IDEA regulatory requirements.

7.12 Custody 

In most cases, natural families shall be given reasonable access to their children at school and 
to their children’s official school records. Exceptions to this will be made in cases where there 
are court orders restricting the rights of a parent/guardian to access a child and/or the child’s 
official school records.
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It shall be the responsibility of the natural parent/guardian who has a court order restricting 
the rights of the other (non-custodial) parent/guardian to a child or the child’s official school 
records to notify school officials of the conditions of the court order and to provide school 
officials with a current copy of the court order.  In cases in which a person other than the 
natural parent/guardian has been granted guardianship, the rights and privileges of the natural 
parent/guardian shall be considered divested, in the absence of court action granting the 
natural families specific rights. In cases of guardianship, the legal guardian shall be responsible 
for notifying school officials of the conditions of the guardianship and for providing school 
officials with all pertinent written documentation or changes.

7.13 Reporting Child Abuse

Child abuse is something that will not be ignored at Ivy Hill Prep. All school employees are 
required by New York state law and school policy to report any suspected child abuse. Ivy Hill 
Prep is required by law to report to Child Protective Services or the police department with 
jurisdiction any suspected non-accidental injury, sexual molestation, abuse, or neglect.

7.14 Non-Discrimination 

Ivy Hill Prep does not discriminate in admission to, access to, treatment in, or employment in 
its services, programs and activities, on the basis of race, color or national origin, in accordance 
with Title VI of the Civil Rights Act of 1964 (Title VI); on the basis of sex, in accordance with 
Title IX of the Education Amendments of 1972; on the basis of disability, in accordance with 
Section 504 of the Rehabilitation Act of 1973 (Section 504) and Title II of the Americans with 
Disabilities Act of 1990 (ADA); on the basis of age, in accordance with the Age Discrimination 
in Employment Act of 1974 (ADEA), or on the basis of pregnancy status in accordance with the 
Pregnancy Discrimination Act of 1978.  In addition, no person shall be discriminated against in 
admission to the school on the basis of race, sex, color, creed, ethnicity, sexual orientation, 
mental or physical disability, age, or ancestry. Finally, no person shall be discriminated against 
in obtaining the advantages, privileges, or access to the courses of study offered by the school 
on the basis of race, sex, color, religion, national origin, or sexual orientation.  

7.15 Harassment 

Ivy Hill Prep is committed to maintaining a school environment free of harassment based on 
race, color, religion, national origin, age, gender, sexual orientation, or disability.  Harassment 
by administrators, certified and support personnel, scholars, vendors, or other individuals at 
school or at school-sponsored events is unlawful and is strictly prohibited.  Ivy Hill Prep 
requires all employees and scholars to conduct themselves in an appropriate manner with 
respect to their fellow employees, scholars and all members of the school community.

Definition of Harassment: 
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In General.  Harassment includes communications such as jokes, comments, innuendoes, 
notes, display of pictures or symbols, gestures, or other conduct that offends or shows 
disrespect to others based upon race, color, religion, national origin, age, gender, sexual 
orientation, or disability. 

By law, what constitutes harassment is determined from the perspective of a reasonable 
person with the characteristic on which the harassment is based.  What one person may 
consider acceptable behavior may reasonably be viewed as harassment by another person.  
Therefore, individuals should consider how their words and actions might reasonably be 
viewed by other individuals.  It is also important for individuals to make it clear to others when 
a particular behavior or communication is unwelcome, intimidating, hostile or offensive.  

Sexual Harassment.  While all types of harassment are prohibited, sexual harassment requires 
particular attention.  Sexual harassment includes sexual advances, requests for sexual favors, 
and/or other verbal or physical conduct of a sexual nature when:

1. Acceptance of or submission to such conduct is made either explicitly or implicitly 
a term or condition of employment or education. 

2. The individual's response to such conduct is used as a basis for employment 
decisions affecting an employee or as a basis for educational, disciplinary, or other 
decisions affecting a scholar.

3. Such conduct interferes with an individual's job duties, education or participation 
in extracurricular activities. The conduct creates an intimidating, hostile or 
offensive work or school environment.

Harassment and Retaliation Prohibited: Harassment in any form or for any reason is 
absolutely forbidden. This includes harassment by administrators, certified and support 
personnel, scholars, vendors and other individuals in school or at school related events.  In 
addition, retaliation against any individual who has brought harassment or other inappropriate 
behavior to the attention of the school or who has cooperated in an investigation of a 
complaint under this policy is unlawful and will not be tolerated by Ivy Hill Prep. 

Persons who engage in harassment or retaliation may be subject to disciplinary action, 
including, but not limited to reprimand, suspension, termination/expulsion or other sanctions 
as determined by the school administration and/or Governing Board, subject to applicable 
procedural requirements.

7.16 Bullying and Cyberbullying 

Bullying is illegal and will not be tolerated at Ivy Hill Prep. Scholars have a right to be free from 
any form of bullying. Scholars, families, and school employees have a right and a responsibility 
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to report incidents of bullying.  Any scholar who engages in such behavior will face behavioral 
consequences through the school, and could face charges in the legal system.  

Cyberbullying (bullying via the internet on any electronic device) that is conducted at school 
will be treated the same as in-person bullying and all consequences will apply.  Scholars will be 
trained in what to do if they are being cyberbullied (starting in third grade). 
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Family Student Handbook Sign-Off Page

Please complete this form and return it to your school’s Main Office.

Handbook: I have received the Ivy Hill Prep’s Family Student Handbook. I understand it is my 
responsibility to read the Handbook to understand the school’s policies and procedures, and 
to discuss them with my child. 

Interest Acceptable Use Policy: I have read the Ivy Hill Prep’s Internet and IP Acceptable Use 
Policy in this handbook and agree to the terms of the policy.

Permissions to Release Address and Phone Numbers: I hereby give Ivy Hill Prep permission 
to print my address and phone number. I understand that this information will only be used 
by staff, parents and guardians who are members of the school’s community.

Field Trip Permission: I hereby give permission for my child to walk to recreational spaces 
with a two-mile radius of my child’s school. Notification for field trips and special activity 
dates and locations will be sent in advance of the field trip or special activity. I may decline 
my child’s attendance by submitting a request in writing.

Student Media Consent and Release Forms: I have received the Ivy Hill Prep Student Media 
Consent and Release Form as included in the Family Student Handbook and have returned 
the signed form to my school’s main office. 

By signing the Family & Scholar Handbook sign-off page, you are indicating that you agree 
to all the policies and procedures as document. You are committed to working together 
with Ivy Hill Prep to adhere to our expectations for all scholars. If you have multiple children 
attending Ivy Hill Prep, please list each of them below:

Today’s Date
Name of Child(ren)

Name of Parent/Guardian
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Coversheet

Vote to Approve Homeless Student and Transportation Policy

Section: V. Academic Achievement
Item: B. Vote to Approve Homeless Student and Transportation Policy
Purpose: Vote
Submitted by:
Related Material: Homeless and Transportatopn Policy_2020 - amended.docx
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Enrollment Policy for Homeless Students

Ivy Hill Preparatory Charter School is dedicated to meeting the needs of youth who may be experiencing 
instability in their home lives.  

Our enrollment paperwork process requires the documentation of living arrangements of the student, 
including asking if they are living in motels, hotels, trailer parks or camping grounds due to the lack of 
alternative accommodations; with relatives or others due to loss of housing, economic hardship or a 
similar reason; shelters; cars, parks, public spaces, abandoned buildings, substandard housing, bus or train 
stations or similar settings; are abandoned in hospitals; or have a primary nighttime residence that is a 
public or private place not designed for or ordinarily used as a regular sleeping accommodation for human 
beings.  This includes migratory children living in circumstances described above.  

Transportation Policy for Homeless Students and Those Living in Foster Care

Our school is a Title 1 school and we are a 1 building LEA.  If any of our students become homeless, and/or 
take refuge in a shelter or comparable dwelling or arrangement, a portion of our Title 1 funding can and 
will be used to provide transportation for affected students and/or wages for tutors to convene with 
affected student/s to ensure that grade level expectations are continuing to be strived for.  In no case will 
we accept the fact that the lack of an adequate living arrangement should come into conflict with 
educational goals that all students are held to. 

The New York City Office of Pupil Transportation provides yellow school bus service to eligible students. 
All eligible scholars will be assigned a bus stop location for morning pick up and afternoon drop off.  School 
bus routes are determined by student address, so it is imperative that you contact the school when your 
address changes.

Door to door yellow school bus service may be requested for scholars with transportation services 
indicated on their IEP, scholars with medical conditions, and scholars whose family has moved to 
temporary shelter housing.   Please notify the school to find out if your child will qualify for any of the 
above special circumstances.  Our Social Emotional team works quickly to ensure that this happens if a 
student’s housing arrangements change due to homelessness or foster care placement.  At no time will a 
child’s ability to arrive on time to school be jeopardized due to homelessness or foster care placement.
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Coversheet

HOS Report

Section: VI. Head of School Update
Item: A. HOS Report
Purpose: Discuss
Submitted by:
Related Material: Head of School Report_August.docx
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IVY HILL PREPARATORY CHARTER SCHOOL
Head of School REPORT
August Board Meeting

Submitted by: Ambrosia Johnson
Data as of 8/8/2020

I. Facility Update
 Given by Director of Operations

II. Enrollment Report

2019 – 2020 Enrollment 

(Current Year)

Kindergarten 1st Grade 2nd Grade
Enrollment 66 86 31

Waitlist 126 0 11
Total Enrollment 183

Authorized Enrollment 180
Budgeted Enrollment 162

III. Hiring Report SY 2020-2021

Position Total 
Needed

Total Hired Total Remaining Goal of Hire Current Status 

Teacher 
9 8 1 7-15-2020 In Progress

Special Education 
Teacher

1 0 1 7-15-2020 In Progress

IV. School Updates

                                Summer Break

Total Hires Needed: 10
Total Hired: 8

Ivy Hill Prep Board of Trustees

Head of School REPORT
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Indicators

		Ivy Hill Preparatory Charter School

		Financial Indicators

				July 31, 2020				BENCHMARKS

		NEAR-TERM INDICATORS

				Current Ratio (Current Assets / Current Liabilities) 

				Total Current Assets		$1,269,224

				Total Current Liabilities		$422,708

				Current Ratio		3.00		ratio should be over 1.0



				Unrestricted Days Cash

				Total Cash Available (at end of period) 		$1,020,573

				Total Expenses (Non-cash items excluded)		$3,106,994

				Total days of the year		334		August 1, 2020 - June 30, 2021

				Days Cash on Hand 		110		goal of 90 days of cash on hand

























		SUSTAINABILITY INDICATORS

				Total Margin (Net Income / Total Revenue)

				Net Income 		$119,376

				Total Revenue 		$327,558

				Total Margin		0.36		total margin should be positive



				Debt to Asset Ratio (Total Liabilities / Total Assets) 

				Total Liabilities 		$1,407,141

				Total Assets 		$1,737,025

				Debt to Asset Ratio		0.81		standard of 0.9 or less is low risk
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Balance Sheet

		Ivy Hill Preparatory Charter School

		Unaudited Balance Sheet





		ASSETS		Amount As of 
July 31, 2020				Amount As of 
June 30, 2020		Notes about current year



		Current Assets

		Cash and cash equivalents - Unrestricted 		$   1,020,573				$   744,348

		Escrow - Restricted 		20,000				20,000

		Grants Receivable		143,815				143,815		Title and CSP Grants receivable

		Prepaid Expenses and Other Receivables		84,836				7,383

		Total current assets		1,269,224				915,545



		Security Deposit		93,750				93,750

		Fixed assets, Net		374,051				378,346



		Total assets		$   1,737,025				$   1,387,642





		LIABILITIES AND NET ASSETS



		Current liabilities

		Accrued Expenses and Other Accounts Payable 		$   91,652				$   184,898

		Defered Revenue 		327,435				-		August DOE revenue received in July 2020

		Payroll Liabilities		3,621				66,298

		Total current liabilities		422,708				251,195



		Deferred Rent		984,433				925,938



		Total liabilities		1,407,141				1,177,134



		Net assets

		   Net Assets without Donor Restrictions		210,508				413,161

		   Change in net assets during current period		119,376				(202,653)

		Total net assets		329,884				210,508



		Total liabilities and net assets		$   1,737,025				$   1,387,642

				- 0				- 0
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BS-QB

		Ivy Hill Preparatory Charter School

		Balance Sheet

		As of June 30, 2020

				FY 2020-21				FY 2019-20

		ASSETS

		   Current Assets

		      Bank Accounts

		         1000 Cash

		            1010 Checking - 8716		478,335.07 				737,839.57 

		            1010 Checking -0000 (deleted)

		            1015 Debit Card - 8732		3,693.05 				4,607.56 

		            1020 Savings - Reserves - 6001		538,544.81 				1,000.98 

		            1025 Escrow - 8724		20,000.00 				20,000.00 

		         Total 1000 Cash		$1,040,572.93 				$763,448.11 

		         1071 Bill.com Money In Clearing

		         1072 Bill.com Money Out Clearing		0.00 				900.00 

		      Total Bank Accounts		$1,040,572.93 				$764,348.11 

		      Accounts Receivable

		         1100 Accounts Receivable		0.00 				0.00 

		      Total Accounts Receivable		$0.00 				$0.00 

		      Other Current Assets

		         1200 Grants Receivable		143,814.50 				143,814.50 

		         1300 Other Receivables		0.00 				1,655.16 

		         1400 Prepaid Expenses

		            1405 Prepaid Expenses.		67,702.50 				5,727.50 

		            1410 Prepaid Insurance		17,133.88 				0.00 

		            1415 Prepaid Benefits		0.00 				0.00 

		            1420 TransitChek

		         Total 1400 Prepaid Expenses		$84,836.38 				$5,727.50 

		         1460 Deposits & Retainers		93,750.00 				93,750.00 

		         Inventory

		         Inventory Asset

		         Uncategorized Asset

		      Total Other Current Assets		$322,400.88 				$244,947.16 

		   Total Current Assets		$1,362,973.81 				$1,009,295.27 

		   Fixed Assets

		      1500 Office Furniture, Fixtures & Equipment

		         1501 Office Equipment

		         1502 Office Furniture & Fixtures		21,901.23 				21,901.23 

		         1509 Accum Depr. Office Furniture & Fixtures		-2,615.68 				-2,414.47 

		         1530 Software (deleted)

		      Total 1500 Office Furniture, Fixtures & Equipment		$19,285.55 				$19,486.76 

		      1520 Classroom Equipment, Furniture & Fixtures

		         1515 Classroom Equipment

		         1521 Classroom Furniture		83,812.27 				83,812.27 

		         1529 Accum Depr. Classroom Equip., Furniture & Fixtures		-5,429.55 				-4,916.43 

		      Total 1520 Classroom Equipment, Furniture & Fixtures		$78,382.72 				$78,895.84 

		      1540 Information Technology

		         1541 Student Computers		34,891.00 				34,891.00 

		         1542 Staff Computers		23,313.15 				23,313.15 

		         1543 Printers		1,705.00 				1,705.00 

		         1544 Audio Visuals - Clasrooms		9,410.00 				9,410.00 

		         1545 Audio Visual - Cafeteria		9,245.00 				9,245.00 

		         1546 Software - Instructional

		         1547 Software - non-instructional

		         1548 Computer Network		21,005.00 				21,005.00 

		         1549 Security System		13,738.00 				13,738.00 

		         1550 Website Development

		         1551 Student Information System

		         1552 Whiteboards		19,562.00 				19,562.00 

		         1559 Accum Depr Information Technology		-35,361.47 				-31,780.30 

		      Total 1540 Information Technology		$97,507.68 				$101,088.85 

		      1560 Leasehold Improvements

		         1561 Construction in Progress		178,875.00 				178,875.00 

		         1562 Major Repairs

		         1569 Accum Dep. Leasehold Improvements

		      Total 1560 Leasehold Improvements		$178,875.00 				$178,875.00 

		      1700 Accumulated Depreciation

		   Total Fixed Assets		$374,050.95 				$378,346.45 

		TOTAL ASSETS		$1,737,024.76 				$1,387,641.72 

		LIABILITIES AND EQUITY

		   Liabilities

		      Current Liabilities

		         Accounts Payable

		            2000 Accounts Payable (A/P)		71,192.29 				159,267.10 

		         Total Accounts Payable		$71,192.29 				$159,267.10 

		         Other Current Liabilities

		            2010 Anybill AP Management

		            2200 Accrued Expenses

		               2205 Payroll		0.00 				62,848.76 

		               2210 Expenses		20,460.00 				25,630.87 

		            Total 2200 Accrued Expenses		$20,460.00 				$88,479.63 

		            2300 Misc Payables		0.00 				0.00 

		            23500 HSA Payable		0.00 				0.00 

		            23700 Commuter and FSA Deduction Payable		2,500.69 				2,368.85 

		            2400 Unearned/Deferred Revenue		327,434.67 				0.00 

		            2800 Other Current Liabilities

		               2810 Due to Urban Assembly

		               2820 Due to Urban Assembly - Chase Expenses

		            Total 2800 Other Current Liabilities		$0.00 				$0.00 

		            2830 403(b) Contribution Payabla - Roth		640.45 				609.61 

		            2840 403(b) Contributions Payable - Traditional		479.52 				470.28 

		         Total Other Current Liabilities		$351,515.33 				$91,928.37 

		      Total Current Liabilities		$422,707.62 				$251,195.47 

		      Long-Term Liabilities

		         2900 Long Term Liabilities

		            2910 Long Term Liabilities - Notes Payable

		         Total 2900 Long Term Liabilities		$0.00 				$0.00 

		         2920 Deferred Rent		984,433.09 				925,938.24 

		      Total Long-Term Liabilities		$984,433.09 				$925,938.24 

		   Total Liabilities		$1,407,140.71 				$1,177,133.71 

		   Equity

		      Opening Balance Equity

		      Owner's Investment

		      Owner's Pay & Personal Expenses

		      Retained Earnings		210,508.01 				413,161.24 

		      Net Income		119,376.04 				-202,653.23 

		   Total Equity		$329,884.05 				$210,508.01 

		TOTAL LIABILITIES AND EQUITY		$1,737,024.76 				$1,387,641.72 









P&L Summary

		Ivy Hill Preparatory Charter School

		Unaudited Profit & Loss Summary

		July 31, 2020

						July 31, 2020						Annual 

						Actuals		Current Period Budget		Variance		Budget		% Achieved/Utilized				FY 2019-20 Actuals				Comments

		Income

		   Total 4000 State Grants				327,435		315,567		11,867		3,786,809		9%				2,573,537

		   Total 4100 Federal Grants				- 0		9,377		(9,377)		112,524		0%				463,461

		   Total 4200 Contributions & Donations				124		1,500		(1,376)		18,000		1%				51,000

		Total Income				327,558		326,444		1,114		3,917,333		8%				3,087,997



		Expenses

		   Total 5100 Administrative Staff				22,914		31,419		8,505		377,032		6%				352,843

		   Total 5200 Instructional Staff				- 0		87,826		87,826		1,053,916		0%				631,166

		   Total 5400 Payroll Taxes				2,121		10,213		8,092		122,553		2%				87,334

		   Total 5500 Compensation Employee Benefits				8,445		15,314		6,869		183,762		5%				102,481

		   Total 6000 Professional Services/Contracted Expenses				13,486		12,746		(740)		152,950		9%				117,678

		   Total 6100 Board Expenses				- 0		508		508		6,100		0%				11,602

		   Total 6200 Classroom & Teaching Supplies & Materials				1,610		3,837		2,228		46,048		3%				45,118

		   Total 6300 Special Education Supplies & Materials				- 0		225		225		2,700		0%				- 0

		   Total 6400 Textbooks & Workbooks				- 0		2,199		2,199		26,390		0%				24,235

		   Total 6500 Supplies & Materials Other				- 0		750		750		9,000		0%				4,784

		   Total 6600 Equipment & Furniture (Non Asset)				4,564		1,750		(2,814)		20,998		22%				51,883

		   Total 6700 Telephone				345		426		81		5,110		7%				6,870

		   Total 6800 Technology				5,632		4,175		(1,457)		50,101		11%				83,030

		   Total 6900 Student Testing & Assessment				3,330		1,652		(1,678)		19,823		17%				29,603

		   Total 7000 Student Travel				- 0		88		88		1,050		0%				- 0

		   Total 7100 Student Services				- 0		225		225		2,700		0%				2,863

		   Total 7200 Office Expenses				1,241		1,833		592		21,992		6%				17,160

		   Total 7300 Staff Development				9,430		2,417		(7,013)		29,000		33%				33,252

		   Total 7400 Staff Recruitment				543		1,100		557		13,200		4%				6,121

		   Total 7500 Student Recruitment/Marketing				525		1,000		475		12,000		4%				20,532

		   Total 7600 School Meals/Lunches				- 0		375		375		4,500		0%				1,232

		   Total 7700 Staff Travel				- 0		267		267		3,200		0%				4,012

		   Total 7800 Fundraising Expense				- 0		250		250		3,000		0%				1,354

		   Total 7900 Miscellaneous Expenses				434		100		(334)		1,200		36%				912

		   Total 8000 Insurance Expense				1,243		3,618		2,375		43,418		3%				29,135

		   Total 8100 Facility Operations & Maintenance				128,025		133,099		5,074		1,597,188		8%				1,582,588

		   Total 8200 Depreciation Expense & Amortization				4,296		3,333		(962)		40,000		11%				39,111

		Total Expenses				208,182		320,744		112,562		3,848,933		5%				3,286,901

		Net Income				119,376		5,700		111,448		68,401						(198,903)
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Budget Vs. Actuals Detail

				Ivy Hill Preparatory Charter School

				Unaudited Profit & Loss Detailed

				July 31, 2020



						School Year 2019-2020 (Year 1)				School Year 2020-2021 (Year 2)

						Actuals for period: 
7.1.19-6.30.20		Budget		Approved Budget		Actuals for period:
7.1.20-7.31.20		% Achieved/Utilized

				Staff Count		17		15		25		17

				Authorized Enrollment		120		120		180		180

				Total Enrollment		113.30		106.0		162.0		180.0

				SpEd Enrollment 
(20-60%)		1		1		12		1

				SpEd Enrollment 
(>60%)		10.875		10		15		14

				FRPL%				80%		80%		80%

				Per Pupil Allocation		16,150		16,154		16,124		16,123

				Sped Allocation
(20-60%)		10,390		10,390		10,390		10,390

				Sped Allocation 
(>60%)		19,049		19,049		19,049		19,049

				REVENUE 		3,087,997		3,026,230		3,917,333		327,558		8%

				EXPENSES		3,286,901		ERROR:#VALUE!		3,848,933		208,182		5%

				NET INCOME/(DEFICIT)		(198,903)		ERROR:#VALUE!		68,401		119,376		175%

				CASH INCOME/(DEFICIT)		376,136		ERROR:#VALUE!		790,339		162,166		21%

				INCOME

				   4000 State Grants

				      4001 Per Pupil General Education		1,829,795		1,712,324		2,612,088		241,845		9%

				      4002 Per Pupil Special Education		217,548		200,880		410,415		23,090		6%

				      4003 Facility Assistance		526,194		388,697		750,000		62,500		8%

				      4004 NYSTL - Textbook Materials		- 0		6,990		10,485		- 0

				      4005 NYSSL - Software Materials		- 0		1,798		2,696		- 0

				      4006 NYSLIB - Library Materials		- 0		750 		1,125 		- 0

				      4007 Food Service - State Income		- 0						- 0

				      4008 State Grants DYCD		- 0		232,700 		-		- 0

				      4009 NYS State Senate Grant Per Pupil Supplement		- 0		19,928 		0 		- 0

				   Total 4000 State Grants		$2,573,537 		$2,564,067 		$3,786,809 		$327,435 		9%

				   4100 Federal Grants

				      4101 IDEA Special Needs		12,884				15,000 		- 0		0%

				      4102 Title I		48,485		42,400 		64,800 		- 0		0%

				      4103 Title IIA		7,023		3,392 		5,184 		- 0		0%

				      4104 Title IV		- 0				-		- 0

				      4105 E-Rate		21,238		27,540 		27,540 		- 0		0%

				      4106 Food Service - Federal Income		- 0				-		- 0

				      4107 CSP		373,831		373,831 		0 		- 0

				   Total 4100 Federal Grants		$463,461 		$447,163 		$112,524 		$0 		0%

				   4200 Contributions & Donations

				      4202 Unrestricted Contributions		21,136		15,000 		18,000 		80		0%

				      4203 Walton Foundation		10,000				-		- 0

				   Total 4200 Contributions & Donations		$31,136 		$15,000 		$18,000 		$80 		0%

				   4300 Fundraising

				      4301 Fundraising Events		- 0						- 0

				   Total 4300 Fundraising		$0 		$0 		$0 		$0 

				   4400 Interest Income

				      4401 Interest Income.		1		0 				44

				   Total 4400 Interest Income		$1 		$0 		$0 		$44 

				   4500 Other Revenue

				      4501 In Kind Donation		2,363.00						- 0

				      4502 In Kind Legal		- 0						- 0

				      4503 Misc		17,500.00						- 0

				      4504 Revenue Suspense		- 0						- 0

				   Total 4500 Other Revenue		$19,863 		$0 		$0 		$0 

				Total Income		$3,087,997 		$3,026,230 		$3,917,333 		$327,558 		8%

				Gross Profit		$3,087,997 		$3,026,230 		$3,917,333 		$327,558 		8%

				Expenses

				   5000 Compensation

				      5100 Administrative Staff

				         5101 Head of School		133,900		ERROR:#VALUE!		133,900		11,158		8%

				         5105 Dean of Curriculum		- 0				- 0		- 0

				         5115 Dean of Students						- 0

				         5120 Dean of School Supports		83,641		ERROR:#VALUE!		81,280		107		0%

				         5125 Director of Operations		79,442		ERROR:#VALUE!		86,360		7,192		8%

				         5130 Director of Development		- 0				- 0		- 0

				         5135 Office Coordinator		52,650		ERROR:#VALUE!		53,492		4,458		8%

				         5140 Operations Fellow		- 0				- 0		- 0

				         5145 Office Assistant		- 0				- 0		- 0

				         5150 Middle School and Alumni Coordinator		- 0				- 0		- 0

				         5160 Bus Matrons		3,210		ERROR:#VALUE!		22,000		- 0		0%

				      Total 5100 Administrative Staff		$352,843 		ERROR:#VALUE!		$377,032 		$22,914 		6%

				      5200 Instructional Staff

				         5205 Lead Teachers		272,355		ERROR:#VALUE!		444,408		- 0		0%

				         5207 Co-Teachers		242,491		ERROR:#VALUE!		373,040		- 0		0%

				         5210 Special Ed Teachers		- 0				60,000		- 0		0%

				         5212 Founding Teachers		- 0				- 0		- 0

				         5215 Elective Teachers		55,534		ERROR:#VALUE!		61,468		- 0		0%

				         5220 Teaching Fellow		18,132		ERROR:#VALUE!		55,000		- 0		0%

				         5225 Social Worker		42,654		ERROR:#VALUE!		60,000		- 0		0%

				      Total 5200 Instructional Staff		$631,166 		ERROR:#VALUE!		$1,053,916 		$0 		0%

				      5300 Non-Instructional Staff

				         5305 School Food Worker		- 0				- 0		- 0

				      Total 5300 Non-Instructional Staff		$0 		$0 		$0 		$0 		ERROR:#DIV/0!

				      5400 Payroll Taxes

				         5401 Federal Unemployment Insurance		- 0						- 0

				         5402 NY State Unemployment Insurance		12,105		ERROR:#VALUE!		14,309		62		0%

				         5403 Social Security - ER		60,298		ERROR:#VALUE!		84,636		1,587		2%

				         5404 Medicare - ER		14,102		ERROR:#VALUE!		19,794		371		2%

				         5405 Social Security - EE Exchange						- 0

				         5406 Medicare - EE Exchange						- 0

				         5407 Federal Income Tax - Clearing						- 0

				         5408 State Income Tax - Clearing						- 0

				         5409 Local Income Tax - Clearing						- 0

				         5410 NY-Disability		1,194		1,000		3,814		99		3%

				         5411 Local Tax						- 0

				         5412 Paid Family Leave		-$365 		$0 		$0 		$2 

				      Total 5400 Payroll Taxes		$87,334 		ERROR:#VALUE!		$122,553 		$2,121 		2%

				      5500 Compensation Employee Benefits

				         5501 Medical Insurance		82,132		91,591		157,131		7,444		5%

				         5505 Dental Insurance						-

				         5510 Vision Insurance						-

				         5515 Workers Compensation Expense		11,739		10,368		14,309		315		2%

				         5520 STD, LTD, Life Insur. and NYS Disability Insur., HSA and AD&D		8,610		10,601		12,321		686		6%

				         5525 Transit Check Fees

				         5530 FSA/Transit Check		- 0						- 0

				      Total 5500 Compensation Employee Benefits		$102,481 		$112,560 		$183,762 		$8,445 		5%

				      5600 Retirement & Pension

				         5601 401(k) Expenses		- 0				- 0		- 0

				         5605 401(k) Matching		- 0				- 0		- 0

				         5610 401(K) Contributions-Clearing		- 0				- 0		- 0

				      Total 5600 Retirement & Pension		$0 		$0 		$0 		$0 

				   Total 5000 Compensation		$1,173,825 		ERROR:#VALUE!		$1,737,264 		$33,480 		2%

				   6000 Professional Services/Contracted Expenses

				      6001 Accounting/Audit Services		20,000		23,000		20,000		- 0		0%

				      6005 Payroll Services		18,060		26,460		31,500		1,785		6%

				      6010 Financial Management Services		68,108		70,000		70,000		7,701		11%

				      6015 Legal - Paid		630		10,000		10,000		- 0		0%

				      6016 Legal - In Kind		- 0				- 0		- 0

				      6020 Food Service / School Lunch		- 0				- 0		- 0

				      6025 Titlement Services		2,500		10,500		10,500		4,000		38%

				      6026 ERate Consultants		3,000		6,000		6,000		- 0		0%

				      6030 Compliance Consulting		- 0				- 0		- 0

				      6035 Curriculum Services		- 0				- 0		- 0

				      6037 Stipends		- 0						- 0

				      6040 Special Ed Services		- 0		4,500		4,950		- 0		0%

				      6045 Substitute Teaching Services		- 0		2,500				- 0

				      6050 Other Purchased / Professional / Consulting		5,380		35,000		- 0		- 0

				   Total 6000 Professional Services/Contracted Expenses		$117,678 		$187,960 		$152,950 		$13,486 		9%

				   6100 Board Expenses

				      6101 Board Meetings		415		1,000		1,100		- 0		0%

				      6105 Board Development		11,188		7,500		5,000		- 0		0%

				   Total 6100 Board Expenses		$11,602 		$8,500 		$6,100 		$0 		0%

				   6200 Classroom & Teaching Supplies & Materials

				      6205 Classroom Supplies & Materials		41,823		30,000		36,000		1,610		4%

				      6210 Math Supplies & Materials		33		4,000		4,000		- 0		0%

				      6215 Science Supplies & Materials		513		4,000		1,500		- 0		0%

				      6230 Physical Education Supplies & Materials		385		4,000		2,000		- 0		0%

				      6235 NYSSL Expense		- 0		1,798		1,798		- 0		0%

				      6240 NYSLIB Expense		- 0		750		750		- 0		0%

				      6245 In-Kind Expense		2,363				- 0		- 0

				   Total 6200 Classroom & Teaching Supplies & Materials		$45,118 		$44,548 		$46,048 		$1,610 		3%

				   6300 Special Education Supplies & Materials

				      6301 SPED- Supplies & Materials		- 0		22,614		2,700		- 0		0%

				   Total 6300 Special Education Supplies & Materials		$0 		$22,614 		$2,700 		$0 		0%

				   6400 Textbooks & Workbooks

				      6405 Textbooks		8,706		24,000		- 0		- 0

				      6406 Library Books		- 0				10,000		- 0		0%

				      6407 Curriculum		15,528		25,000		9,400		- 0		0%

				      6410 NYSTL Expense		- 0		6,990		6,990		- 0		0%

				   Total 6400 Textbooks & Workbooks		$24,235 		$55,990 		$26,390 		$0 		0%

				   6500 Supplies & Materials Other

				      6515 Student Incentives		504		5,000		2,000		- 0		0%

				      6520 Parent Outreach & Education Programs		130		2,500		2,000		- 0		0%

				      6525 Special Events		4,151		6,000		5,000		- 0		0%

				   Total 6500 Supplies & Materials Other		$4,784 		$13,500 		$9,000 		$0 		0%

				   6600 Equipment & Furniture (Non Asset)

				      6601 Copy Machine Lease		17,859		15,312		16,000		- 0		0%

				      6605 Office Furniture		4,888		2,000				- 0

				      6606 Classroom Furniture		14,703		2,000				4,564

				      6610 Office Equipment		1,836		2,000				- 0

				      6611 Classroom Equipment		12,597		2,000		4,998		- 0		0%

				   Total 6600 Equipment & Furniture (Non Asset)		$51,883 		$23,312 		$20,998 		$4,564 		22%

				   6700 Telephone

				      6701 Telephone		6,870		8,492		5,110		345		7%

				      6705 Mobile Phone		- 0				- 0		- 0

				   Total 6700 Telephone		$6,870 		$8,492 		$5,110 		$345 		7%

				   6800 Technology

				      6801 Internet		24,056		30,600		3,060		- 0		0%

				      6805 Technology Services		43,431		37,700		33,041		2,170		7%

				      6810 Technology Supplies		6,511		2,000		3,000		2,812		94%

				      6815 Software (non capitalized)		7,033		9,500		9,500		525		6%

				      6820 Website Maintenance		2,000		3,000		1,500		125		8%

				   Total 6800 Technology		$83,030 		$82,800 		$50,101 		$5,632 		11%

				   6900 Student Testing & Assessment

				      6901 Assessment Supplies and Materials		29,603		40,000		19,823		3,330		17%

				   Total 6900 Student Testing & Assessment		$29,603 		$40,000 		$19,823 		$3,330 		17%

				   7000 Student Travel

				      7001 Field Trips		- 0		5,000		1,050		- 0		0%

				      7005 Transportation		- 0						- 0

				   Total 7000 Student Travel		$0 		$5,000 		$1,050 		$0 		0%

				   7100 Student Services

				      7101 Student Uniforms		2,863		3,000		2,700		- 0		0%

				AFTER SCHOOL		- 0				- 0		- 0

				   Total 7100 Student Services		$2,863 		$3,000 		$2,700 		$0 		0%

				   7200 Office Expenses

				      7201 Office Supplies		16,938		20,000		19,992		1,241		6%

				      7205 Postage & Shipping		222		1,100		2,000		- 0		0%

				   Total 7200 Office Expenses		$17,160 		$21,100 		$21,992 		$1,241 		6%

				   7300 Staff Development

				      7301 Instructional Staff Development		4,758		17,000		11,000		7,907		72%

				      7305 Administrative Staff Development		20,795		10,000		8,000		- 0		0%

				      7310 Team Building & Staff Appreciation		7,699		5,000		10,000		1,523		15%

				   Total 7300 Staff Development		$33,252 		$32,000 		$29,000 		$9,430 		33%

				   7400 Staff Recruitment

				      7401 Staff Recruitment.		6,121		8,245		13,200		543		4%

				   Total 7400 Staff Recruitment		$6,121 		$8,245 		$13,200 		$543 		4%

				   7500 Student Recruitment/Marketing

				      7501 Student Recruitment		20,532		18,060		12,000		525		4%

				   Total 7500 Student Recruitment/Marketing		$20,532 		$18,060 		$12,000 		$525 		4%

				   7600 School Meals/Lunches

				      7601 Meals & Lunches		1,232		8,000		4,500		- 0		0%

				   Total 7600 School Meals/Lunches		$1,232 		$8,000 		$4,500 		$0 		0%

				   7700 Staff Travel

				      7701 Local Travel		711		2,500		1,200		- 0		0%

				      7705 Travel, Meals & Lodging (PD)		3,301		3,000		2,000		- 0		0%

				   Total 7700 Staff Travel		$4,012 		$5,500 		$3,200 		$0 		0%

				   7800 Fundraising Expense

				      7801 Fundraising Supplies & Materials		1,354		4,000		3,000		- 0		0%

				   Total 7800 Fundraising Expense		$1,354 		$4,000 		$3,000 		$0 		0%

				   7900 Miscellaneous Expenses

				      7901 Bank Services Charges		803		200		200		135		67%

				      7905 Dues & Memberships		109						299

				      7910 Miscellaneous Fees		- 0		1,000		1,000		- 0		0%

				      7920 Sales Tax		- 0						- 0

				      7925 Expense Suspense		- 0						- 0

				   Total 7900 Miscellaneous Expenses		$912 		$1,200 		$1,200 		$434 		36%

				   8000 Insurance Expense

				      8001 General		29,135		30,532		43,418		1,243		3%

				      8005 ERISA		- 0						- 0

				   Total 8000 Insurance Expense		$29,135 		$30,532 		$43,418 		$1,243 		3%

				   8100 Facility Operations & Maintenance

				      8105 Rent or Lease of Buildings		521,828		526,000		750,000		62,500		8%

				      8110 Repairs & Maintenance		27,356		2,000		15,000		355		2%

				      8115 Security		37,914		60,000		55,000		- 0		0%

				      8116 Pest Control 		4,595		6,000		3,250		675		21%

				      8117 Janitorial Service		64,957		86,400		72,000		6,000		8%

				      8120 Deferred Rent		925,938		925,938		701,938		58,495		8%

				   Total 8100 Facility Operations & Maintenance		$1,582,588 		$1,606,338 		$1,597,188 		$128,025 		8%

				   8200 Depreciation Expense & Amortization

				      8201 Depreciation Expense		39,111		ERROR:#REF!		40,000		4,296		11%

				      8202 Amortization Expense

				   Total 8200 Depreciation Expense & Amortization		$39,111 		ERROR:#REF!		$40,000 		$4,296 		11%

				Total Expenses		$3,286,901 		ERROR:#VALUE!		$3,848,933 		$208,182 		5%

				Net Operating Income		($198,903)		ERROR:#VALUE!		$68,401		$119,376		175%



				CAPITAL BUDGET vs. ACTUAL

				       1501 Office Equipment

				       1502 Office Furniture & Fixtures		11,347		19,119

				       1515 Classroom Equipment		- 0

				       1521 Classroom Furniture & Fixtures		68,002		57,142

				       1541 Student Computers		34,891		34,950

				       1542 Staff Computers		23,313		21,290

				       1543 Printers		1,705		2,000

				       1544 Audio Visual - Classrooms		9,410		10,332

				       1545 Audio Visual - Cafeteria		9,245		9,245

				       1546 Software - Instructional		- 0

				       1547 Software - Non-Instructional		- 0

				       1548 Network Construction		(78)		10,715

				       1549 Security		13,738		13,738

				       1550 Website Development		- 0		9,676

				       1551 Student Information System		- 0		11,000

				       1552 Whiteboards		19,562		24,000

				       1561 Construction		178,875

				       1552 Major Repairs

				TOTAL 		$370,010		$223,207		- 0



				Net Income:		($198,903)		ERROR:#VALUE!		$68,401		$119,376

				Subtract Capital Costs		$370,010		$223,207		$0		$0

				Subtract Rent Deposit

				Subtract Escrow		$20,000		$20,000		$20,000		$20,000

				Add back Depreciation		39,111		ERROR:#REF!		$40,000		$4,296

				Add back Deferred Rent		$925,938		$925,938		$701,938		$58,495

				Cash Income		$376,136		ERROR:#VALUE!		$790,339		$162,166

























Forecast

		IVY Hill Preparatory Charter School

		FY 2019-20 Forecast and Cash Flow Projection



				ACCOUNT										June

				Beginning Cash Balance (Operating Account)										1,020,573

				      Projected Cash Receipts from Operations										149,356

				      Projected Cash Disbursements from Operations										(46,126)

				Net Cash from Operations										1,123,802

				      Cash Receipts from Accounts & Misc Receivables (not included in revenue below)

				      Cash Disbursements for AP 

				      Capital Expenditures 										(61,239)

				      Escrow

				Ending Cash Balance (Operating Account)										1,062,563



				     Other Cash Accounts (Net of Transfers)

				Total Cash (All Accounts)										1,062,563





				YTD
7/1/19-5/31/20		Budget		Forecast		Variance				June		Total

		   4000 State Grants

		      4001 Per Pupil General Education		$   1,829,795		$   1,712,324		$   1,776,500		$   64,176				(53,295)		(53,295.00)

		      4002 Per Pupil Special Education		217,548		200,880		243,827		42,947				26,279		26,279.32

		      4003 Facility Assistance		526,194		388,697		526,194		137,497				- 0		- 0

		      4004 NYSTL - Textbook Materials		- 0		6,990		6,990		- 0				6,990		6,990.00

		      4005 NYSSL - Software Materials		- 0		1,798		1,798		0				1,798		1,798.00

		      4006 NYSLIB - Library Materials		- 0		750		750		- 0				750		750.00

		      4007 Food Service - State Income		- 0				- 0		- 0						- 0

		      4008 State Grants DYCD		- 0		232,700				(232,700)				- 0		- 0

		      4009 NYS State Senate Grant Per Pupil Supplement		- 0		19,928		19,928		- 0				19,928		19,928.00

		   Total 4000 State Grants		2,573,537		2,564,067		2,575,987		11,920				2,450		2,450.32

		   4100 Federal Grants

		      4101 IDEA Special Needs		12,884		- 0		12,884		12,884				- 0		- 0

		      4102 Title I		48,485		42,400		48,388		5,988				(97)		(97.00)

		      4103 Title IIA		7,023		3,392		7,021		3,629				(2)		(2.00)

		      4104 Title IV		- 0		- 0		- 0		- 0				- 0		- 0

		      4105 E-Rate		21,238		27,540		23,533		(4,007)				2,295		2,295.00

		      4106 Food Service - Federal Income		- 0		- 0		- 0		- 0				- 0		- 0

		      4107 CSP		373,831		373,831		373,831		- 0				1		0.50

		   Total 4100 Federal Grants		463,461		447,163		465,657		18,494				2,197		2,196.50

		   4200 Contributions & Donations

		      4201 Restricted Contributions (deleted)		- 0				- 0								- 0

		      4202 Unrestricted Contributions		21,136		15,000		21,136		6,136				- 0		- 0

		      4203 Walton Foundation		10,000				- 0								- 0

		      4203-1 Walton Foundation (deleted)		- 0				- 0								- 0

		   Total 4200 Contributions & Donations		31,136		15,000		21,136		6,136				- 0		- 0

		   4300 Fundraising						- 0

		      4301 Fundraising Events		- 0												- 0

		   Total 4300 Fundraising		- 0		- 0		- 0		- 0				- 0		- 0

		   4400 Interest Income

		      4401 Interest Income.		0.98		- 0		1.00		1.00				0.02		0.02

		   Total 4400 Interest Income		0.98		- 0		1.00		1.00				0.02		0.02

		   4500 Other Revenue

		      4501 In Kind Donation		2,363				2,363						0		- 0

		      4502 In Kind Legal		- 0				- 0						0		- 0

		      4503 Misc		17,500				17,500						0		- 0

		      4504 Revenue Suspense		- 0				- 0								- 0

		   Total 4500 Other Revenue		19,863		- 0		19,863		- 0				- 0		- 0

		   Billable Expense Income		- 0

		   Sales of Product Income		- 0				- 0								- 0

		   Services		- 0				- 0								- 0

		   Uncategorized Income		- 0				- 0								- 0

		Total Income		3,087,997		3,026,230		3,082,644		36,551				4,647		4,647

		Cost of Goods Sold

		   Cost of Goods Sold		- 0												- 0

		   Cost of Goods Sold (deleted)		- 0												- 0

		   Shipping		- 0												- 0

		Total Cost of Goods Sold		- 0		- 0		- 0		- 0				- 0		- 0

		Gross Profit		$   3,087,997		$   3,026,230		$   3,280,389		$   36,551				$   4,647		$   4,647

		Expenses

		   5000 Compensation

		      5100 Administrative Staff

		5101 Head of School		133,900		133,900		133,900		(0)				- 0		- 0

		5105 Dean of Curriculum		- 0		- 0		- 0		- 0				- 0		- 0

		5115 Dean of Students (Martial arts instructor)		- 0		- 0		- 0		- 0				- 0		- 0

		5120 Dean of School Supports		83,641		80,000		76,974		3,026				(6,667)		(6,667)

		5125 Director of Operations		79,442		86,750		79,442		7,308				- 0		- 0

		5130 Director of Development		- 0		- 0		- 0		- 0				- 0		- 0

		         5135 College and Career Counselor (deleted)		- 0				- 0		- 0				- 0		- 0

		5135 Office Coordinator		52,650		52,650		52,650		- 0				- 0		- 0

		5140 Operations Fellow		- 0		- 0		- 0		- 0				- 0		- 0

		5145 Office Assistant		- 0		- 0		- 0		- 0				- 0		- 0

		5150 Middle School and Alumni Coordinator		- 0				- 0		- 0				- 0		- 0

		5160 Bus Matrons		3,210		16,500		3,210		13,290				- 0		- 0

		Total 5100 Administrative Staff		352,843		369,800		346,177		23,623				(6,667)		(6,667)

		5200 Instructional Staff

		         5201 ELA Teachers (deleted)						- 0		- 0						- 0

		         5202 Math Teachers (deleted)						- 0		- 0						- 0

		         5203 History Teachers (deleted)						- 0		- 0						- 0

		         5204 Science Teachers (deleted)						- 0		- 0						- 0

		5205 Lead Teachers		272,355		292,333		273,555		18,779				1,200		1,200

		         5207 Art Teachers (deleted)		- 0				- 0		- 0				- 0		- 0

		5207 Co-Teachers		242,491		251,000		242,953		8,047				463		463

		         5208 Phys Ed Teachers (deleted)		- 0				- 0		- 0				- 0		- 0

		         5209 Teaching Assistants (deleted)		- 0				- 0		- 0				- 0		- 0

		5210 Special Ed Teachers		- 0				- 0		- 0				- 0		- 0

		5212 Founding Teacher		- 0				- 0		- 0				- 0		- 0

		5215 Elective Teachers		55,534		60,500		58,782		1,718				3,248		3,248

		5220 Teaching Fellow		18,132		39,000		17,670		21,330				(463)		(463)

		5225 Social Worker		42,654		58,500		42,654		15,846				- 0		- 0

		      Total 5200 Instructional Staff		631,166		701,333		635,614		65,719				4,448		4,448

		      5300 Non-Instructional Staff

		         5305 School Food Worker														- 0

		      Total 5300 Non-Instructional Staff		- 0		- 0		- 0		- 0				- 0		- 0

		      5400 Payroll Taxes

		         5401 Federal Unemployment Insurance		- 0												- 0

		         5402 NY State Unemployment Insurance		12,105		10,711		13,095		(2,384)				990		990

		         5403 Social Security - ER		60,298		66,410		61,989		4,421				1,691		1,691

		         5404 Medicare - ER		14,102		15,531		14,497		1,034				395		395

		         5405 Social Security - EE Exchange		- 0				- 0		- 0				- 0		- 0

		         5406 Medicare - EE Exchange		- 0				- 0		- 0				- 0		- 0

		         5407 Federal Income Tax - Clearing		- 0				- 0		- 0				- 0		- 0

		         5408 State Income Tax - Clearing		- 0				- 0		- 0				- 0		- 0

		         5409 Local Income Tax - Clearing		- 0				- 0		- 0				- 0		- 0

		         5410 NY-Disability		1,194		1,000		1,201		(201)				7		7

		         5411 Local Tax		- 0				- 0		- 0				- 0		- 0

		         5412 Paid Family Leave		(365)				129		(129)				494		494

		      Total 5400 Payroll Taxes		87,334		93,652		90,912		2,740				3,577		3,577

		      5500 Compensation Employee Benefits

		         5501 Medical Insurance		77,466		91,591		81,845		9,746				4,379		4,379

		         5505 Dental Insurance		3,608				3,500		(3,500)				(108)		(108)

		         5510 Vision Insurance		1,059				1,032		(1,032)				(27)		(27)

		         5515 Workers Compensation Expense		11,739		10,368		11,739		(1,371)				0		0

		         5520 STD, LTD, Life Insur. and NYS Disability Insur.		8,610		10,601		14,912		(4,311)				6,302		6,302

		         5525 Transit Check Fees		- 0				- 0		- 0				- 0		- 0

		         5530 FSA/Transit Check		- 0				- 0		- 0				- 0		- 0

		         5535 Group Term Life Insurance		- 0				- 0		- 0				- 0		- 0

		         5540 Health Savings Account		- 0				- 0		- 0				- 0		- 0

		         5545 Basic Employee Life and AD&D		- 0				- 0		- 0				- 0		- 0

		         5550 Long Term Disability		- 0				- 0		- 0				- 0		- 0

		         5560 Short Term Disability		- 0				- 0		- 0				- 0		- 0

		      Total 5500 Compensation Employee Benefits		102,481		112,560		113,027		(467)				10,546		10,546

		      5600 Retirement & Pension

		         5601 401(k) Expenses		- 0				- 0		- 0						- 0

		         5605 401(k) Matching		- 0				- 0		- 0						- 0

		         5610 401(K) Contributions-Clearing		- 0				- 0		- 0						- 0

		      Total 5600 Retirement & Pension		- 0		- 0		- 0		- 0				- 0		- 0

		   Total 5000 Compensation		1,173,825		1,277,345		1,185,730		91,615				11,905		11,905

		   6000 Professional Services/Contracted Expenses

		      6001 Accounting/Audit Services		20,000		23,000		23,000		- 0				23,000		23,000

		      6005 Payroll Services		18,060		26,460		16,920		9,540				(1,140)		(1,140)

		      6010 Financial Management Services		68,108		70,000		70,000		- 0				1,892		1,892

		      6015 Legal - Paid		630		10,000		10,000		- 0				9,370		9,370

		      6016 Legal - In Kind		- 0		- 0		- 0		- 0				- 0		- 0

		      6020 Food Service / School Lunch		- 0		- 0		- 0		- 0				- 0		- 0

		      6025 Titlement Services		2,500		10,500		2,500		8,000				- 0		- 0

		      6026 ERate Consultants		3,000		6,000		6,000		- 0				3,000		3,000

		      6030 Compliance Consulting		- 0		- 0		- 0		- 0				- 0		- 0

		      6035 Curriculum Services		- 0		- 0		- 0		- 0				- 0		- 0

		      6037 Stipends		- 0		- 0		- 0		- 0				- 0		- 0

		      6040 Special Ed Services		- 0		4,500		- 0		4,500				- 0		- 0

		      6045 Substitute Teaching Services		- 0		2,500		- 0		2,500				- 0		- 0

		      6050 Other Purchased / Professional / Consulting		5,380		5,380		5,380		- 0				- 0		- 0

		   Total 6000 Professional Services/Contracted Expenses		117,678		158,340		133,800		24,540				36,122		36,122

		   6100 Board Expenses

		      6101 Board Meetings		415		1,000		415		585.0				- 0		- 0

		      6105 Board Development		11,188		7,500		11,188		(3,687.5)				- 0		- 0

		   Total 6100 Board Expenses		11,602		8,500		11,602		(3,102)				- 0		- 0

		   6200 Classroom & Teaching Supplies & Materials

		      6205 Classroom Supplies & Materials		41,823		30,000		36,000		(6,000)				(5,823)		(5,823)

		      6210 Math Supplies & Materials		33		4,000		- 0		4,000				(33)		(33)

		      6215 Science Supplies & Materials		513		4,000		513		3,487				- 0		- 0

		      6220 Music Supplies & Materials (deleted)		- 0				- 0		- 0				- 0		- 0

		      6225 Art Supplies (deleted)		- 0				- 0		- 0				- 0		- 0

		      6230 Physical Education Supplies & Materials		385		4,000		385		3,615				- 0		- 0

		      6235 NYSSL Expense		- 0		1,798		1,798		(0)				1,798		1,798

		      6240 NYSLIB Expense		- 0		750		750		- 0				750		750

		      6245 In-Kind Expense		2,363				2,363		(2,363)				- 0		- 0

		   Total 6200 Classroom & Teaching Supplies & Materials		45,118		44,548		41,809		2,738				(3,309)		(3,309)

		   6300 Special Education Supplies & Materials

		      6301 SPED- Supplies & Materials		- 0		2,400		- 0		2,400				- 0		- 0

		   Total 6300 Special Education Supplies & Materials		- 0		2,400		- 0		2,400				- 0		- 0

		   6400 Textbooks & Workbooks

		      6405 Textbooks		8,706		12,000		8,706		3,294				- 0		- 0

		      6406 Library Books		- 0		- 0		- 0		- 0				- 0		- 0

		      6407 Curriculum		15,528		25,000		15,528		9,472				- 0		- 0

		      6410 NYSTL Expense		- 0		6,990		6,990		- 0				6,990		6,990

		   Total 6400 Textbooks & Workbooks		24,235		43,990		31,225		12,765				6,990		6,990

		   6500 Supplies & Materials Other

		      6515 Student Incentives		504		5,000		2,004		2,996				1,500		1,500

		      6520 Parent Outreach & Education Programs		130		2,500		130		2,370				- 0		- 0

		      6525 Special Events		4,151		6,000		5,367		633				1,217		1,217

		   Total 6500 Supplies & Materials Other		4,784		13,500		7,502		5,998				2,717		2,717

		   6600 Equipment & Furniture (Non Asset)

		      6601 Copy Machine Lease		17,859		15,312		16,000		(688)				(1,859)		(1,859)

		      6605 Office Furniture		4,888		2,000		5,888		(3,888)				1,000		1,000

		      6606 Classroom Furniture		14,703		2,000		7,000		(5,000)				(7,703)		(7,703)

		      6610 Office Equipment		1,836		2,000		1,965		35				129		129

		      6611 Classroom Equipment		12,597		2,000		4,700		(2,700)				(7,897)		(7,897)

		   Total 6600 Equipment & Furniture (Non Asset)		51,883		23,312		35,553		(12,241)				(16,330)		(16,330)

		   6700 Telephone

		      6701 Telephone		6,870		8,492		6,728		1,764				(143)		(143)

		      6705 Mobile Phone		- 0				- 0		- 0				- 0		- 0

		   Total 6700 Telephone		6,870		8,492		6,728		1,764				(143)		(143)

		   6800 Technology

		      6801 Internet		24,056		30,600		34,203		(3,603)				10,148		10,148

		      6805 Technology Services		43,431		37,700		40,758		(3,058)				(2,672)		(2,672)

		      6810 Technology Supplies		6,511		2,000		2,000		0				(4,511)		(4,511)

		      6815 Software (non capitalized)		7,033		9,500		9,500		(0)				2,468		2,468

		      6820 Website Maintenance		2,000		3,000		3,000		- 0				1,000		1,000

		      6825 IT Equipment (Petty-Assets)		- 0				- 0		- 0				- 0		- 0

		      6830 IT Managed Services		- 0				- 0		- 0				- 0		- 0

		      6835 Email Hosting Fee		- 0				- 0		- 0				- 0		- 0

		   Total 6800 Technology		83,030		82,800		89,462		(6,662)				6,432		6,432

		   6900 Student Testing & Assessment

		      6901 Assessment Supplies and Materials		29,603		34,000		29,603		4,397				- 0		- 0

		   Total 6900 Student Testing & Assessment		29,603		34,000		29,603		4,397				- 0		- 0

		   7000 Student Travel

		      7001 Field Trips		- 0		5,000		- 0		5,000						- 0

		      7005 Transportation		- 0				- 0		- 0						- 0

		      7010 Student Orientation (deleted)		- 0				- 0		- 0						- 0

		   Total 7000 Student Travel		- 0		5,000		- 0		5,000				- 0		- 0

		   7100 Student Services

		      7101 Student Uniforms		2,863		3,000		2,863		137				- 0		- 0

		      7105 Summer School (deleted)		- 0				- 0		- 0						- 0

		   Total 7100 Student Services		2,863		3,000		2,863		137				- 0		- 0

		   7200 Office Expenses

		      7201 Office Supplies		16,938		26,640		17,761		8,879.0				823		823

		      7205 Postage & Shipping		222		1,100		952		148.1				730		730

		   Total 7200 Office Expenses		17,160		27,740		18,713		9,027				1,553		1,553

		   7300 Staff Development

		      7301 Instructional Staff Development		4,758		6,000		4,758		1,242.1				- 0		- 0

		      7305 Administrative Staff Development		20,795		20,000		20,795		(794.6)				- 0		- 0

		      7310 Team Building & Staff Appreciation		7,699		10,000

Juned Haque: JH: This was $5,000 as per the Budget Nataki provided to ASNY but Ambrosia provided board acknowledgement of it being $10,000 for FY 2019-20
		10,000		- 0				2,301		2,301

		   Total 7300 Staff Development		33,252		36,000		35,553		447				2,301		2,301

		   7400 Staff Recruitment

		      7401 Staff Recruitment.		6,121		3,000		6,121		(3,121)				- 0		- 0

		   Total 7400 Staff Recruitment		6,121		3,000		6,121		(3,121)				- 0		- 0

		   7500 Student Recruitment/Marketing

		      7501 Student Recruitment		20,532		18,060		20,532		(2,472)				- 0		- 0

		   Total 7500 Student Recruitment/Marketing		20,532		18,060		20,532		(2,472)				- 0		- 0

		   7600 School Meals/Lunches

		      7601 Meals & Lunches		1,232		8,000		1,232		6,768				- 0		- 0

		   Total 7600 School Meals/Lunches		1,232		8,000		1,232		6,768				- 0		- 0

		   7700 Staff Travel

		      7701 Local Travel		711		2,500		711		1,789				- 0		- 0

		      7705 Travel, Meals & Lodging (PD)		3,301		3,000		4,000		(1,000)				699		699

		   Total 7700 Staff Travel		4,012		5,500		4,711		789				699		699

		   7800 Fundraising Expense

		      7801 Fundraising Supplies & Materials		1,354		4,000		1,854		2,146				500		500

		   Total 7800 Fundraising Expense		1,354		4,000		1,854		2,146				500		500

		   7900 Miscellaneous Expenses

		      7901 Bank Services Charges		803		200		550		(350)				(253)		(253)

		      7905 Dues & Memberships		109				309		(309)				200		200

		      7910 Miscellaneous Fees		- 0		1,000		- 0		1,000				- 0		- 0

		      7920 Sales Tax		- 0				- 0		- 0				- 0		- 0

		      7925 Expense Suspense		- 0				- 0		- 0				- 0		- 0

		   Total 7900 Miscellaneous Expenses		912		1,200		859		341				(53)		(53)

		   8000 Insurance Expense

		      8001 General		29,135		39,471		29,135		10,336				(0)		(0)

		      8005 ERISA		- 0				- 0		- 0						- 0

		   Total 8000 Insurance Expense		29,135		39,471		29,135		10,336				(0)		(0)

		   8100 Facility Operations & Maintenance

		      8105 Rent or Lease of Buildings		521,828		526,000		521,831		4,169				3		3

		      8110 Repairs & Maintenance		27,356		15,672		19,061		(3,389)				(8,295)		(8,295)

		      8115 Security		37,914		60,000		37,914		22,086				- 0		- 0

		      8116 Exterminator		4,595		6,000		4,586		1,414				(9)		(9)

		      8117 Janitorial Service		64,957		86,400		70,000		16,400				5,043		5,043

		      8120 Deferred Rent		925,938		925,938		925,938		0				(0)		(0)

		      8125 Renovation Expense (deleted)		- 0				- 0		- 0				- 0		- 0

		   Total 8100 Facility Operations & Maintenance		1,582,588		1,620,010		1,579,330		40,681				(3,259)		(3,259)

		   8200 Depreciation Expense & Amortization

		      8201 Depreciation Expense		39,111		85,720		48,691		37,029				9,580		9,580

		      8202 Amortization Expense		- 0						0						- 0

		   Total 8200 Depreciation Expense & Amortization		39,111		85,720		48,691		37,029				9,580		9,580

		   Advertising & Marketing (deleted)

		   Ask My Accountant

		   Bank Charges & Fees

		   Car & Truck

		   Contractors

		   Employee Benefits

		   Insurance

		   Interest Paid

		   Job Supplies

		   Legal & Professional Services

		   Meals & Entertainment

		   Office Supplies & Software

		   Other Business Expenses

		   Purchases

		   Reimbursable Expenses

		   Rent & Lease

		   Repairs & Maintenance

		   Salaries & Wages

		   Taxes & Licenses

		   Travel

		   Unapplied Cash Bill Payment Expense

		   Uncategorized Expense

		   Utilities
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		Other Expenses

		   Other Miscellaneous Expense		- 0												- 0

		   Reconciliation Discrepancies

		Total Other Expenses		- 0												- 0

		Net Other Income		- 0												- 0

		Net Income		($198,903)		($527,698)		($239,962)		$287,736				($51,059)		($51,059)







				YTD
7/1/19-5/31/20		Budget		Forecast		Variance				June		Total

		CAPITAL BUDGET vs. ACTUAL

		       1501 Office Equipment		- 0												- 0

		       1502 Office Furniture & Fixtures		11,347		3,084.00		7,500.00		(4,416)				(3,846.61)		(3,846.61)

		       1515 Classroom Equipment		- 0		5,545.00		5,545.00		- 0				5,545.00		5,545.00

		       1521 Classroom Furniture & Fixtures		68,002		134,876.00		134,876.00		- 0				66,874.23		66,874.23

		       1541 Student Computers		34,891		9,523.00		35,000.00

Juned Haque: Juned Haque:
Changed from $15K to $35K as the YTD is $25K		(25,477)				109.00		109.00

		       1542 Staff Computers		23,313		23,551.00		21,000.00		2,551				(2,313.15)		(2,313.15)

		       1543 Printers		1,705		1,988.00		1,705.00		283				- 0		- 0

		       1544 Audio Visual - Classrooms		9,410		26,000.00		26,000.00		- 0				16,590.00		16,590.00

		       1545 Audio Visual - Cafeteria		9,245		17,245.00		17,245.00		- 0				8,000.00		8,000.00

		       1546 Software - Instructional		- 0		- 0		- 0		- 0				- 0		- 0

		       1547 Software - Non-Instructional		- 0		- 0		- 0		- 0				- 0		- 0

		       1548 Network Construction		(78)		20,025.00		20,025.00		- 0				20,102.50		20,102.50

		       1549 Security		13,738		13,738.00		13,738.00		- 0				- 0		- 0

		       1550 Website Development		- 0		- 0		- 0		- 0				- 0		- 0

		       1551 Student Information System		- 0		- 0		- 0		- 0				- 0		- 0

		       1552 Whiteboards		19,562		4,000.00		15,615.00		(11,615)				(3,947.00)		(3,947.00)

		       1561 Construction		178,875		108,000.00		108,000.00		- 0				(70,875.00)		(70,875.00)

		       1552 Major Repairs		- 0		25,000.00		25,000.00		- 0				25,000.00		25,000.00

		TOTAL 		370,010		392,575		431,249		($38,674)				$61,239		$61,239







Cash Flow Projection

		Ivy Hill Preparatory Charter School

		Statement of Cash Flow Projection for period: 8/1/2020-10/31/20

										Aug-20		Sep-20		Oct-20

								Unrestricted cash balance at the beginning of the month		$   1,020,573		$   1,324,874		$   1,209,772

						Cash in-flows:

								DOE Payments		654,869				628,750

								Federal Grants				143,815

								Total cash available		$   1,675,442		$   1,468,688		$   1,838,522

						Cash out-flows:

								Personnel		119,246		119,246		119,246

								Taxes and Benefits		25,526		25,526		25,526



								Total Compensation Expense		144,772		144,772		144,772

								Other Than Personnel Costs (OTPS) - Ongoing

								Consultants and other Professionals		12,746		12,746		12,746

								School operations and other materials		26,794		26,794		26,794

								Facility operations and maintenance		74,604		74,604		74,604

								Payment on existing accounts payable		91,652

								Total OTPS costs 		205,797		114,144		114,144

								Total cash outflow		350,569		258,916		258,916

								Total unrestricted cash balance at the end of the month		$   1,324,874		$   1,209,772		$   1,579,606



								Days of cash on hand		155.64		142.12		185.57





Salaries

		IVY Hill Preparatory Charter School

		FY 2019-20 Forecast

				Full Name		Job Title		GL Code		Hire Date		Termination Date		11 Month or 12 Month		Annual Salary				Paid from
 7/1/19-12/31/19		Jan		Feb		Mar		Apr		May		Jun		Summer Accrual				FY 2020 Forecast

		1		Johnson Ambrosia		Head of School		5101 Head of School		8/15/18				12		133,900.00				66,950.04		11,158.34		11,158.34		11,158.34		11,158.34		11,158.34		11,158.34		- 0				133,900.08

		2		Williams Diana		Dean of Special Supports		5120 Dean of School Supports		7/15/19				11		80,000.00				36,974.31		6,666.66		6,666.66		6,666.66		6,666.66		6,666.66		6,666.66						76,974.27

		3		Parker Brandon		Director of Operation		5125 Director of Operations		10/1/19				12		85,000.00				21,250.02		7,083.34		7,083.34		7,083.34		7,083.34		7,083.34		7,083.34		- 0				63,750.06

		4		To-Nasia Cohen		Director of Operation		5125 Director of Operations												15,692.31		- 0		- 0		- 0		- 0		- 0		- 0		- 0				15,692.31

		5		Torres Shanell		Office Coordinator		5135 Office Coordinator		4/1/19				12		52,650.00				26,325.00		4,387.50		4,387.50		4,387.50		4,387.50		4,387.50		4,387.50						52,650.00

		6		Daughtry, Wanda Denise		Bus Matros		5160 Bus Matrons		9/16/19				12		16,500.00				1,890.00		570.00		450.00		300.00												3,210.00

		7		Antoinette Kane				5205 Lead Teachers												3,333.33		- 0		- 0		- 0		- 0		- 0		- 0		- 0				3,333.33

		8		Blair Danielle		Teacher - Elementary Teacher		5205 Lead Teachers		7/29/19				11		85,000.00				35,416.70		7,083.34		7,083.34		7,083.34		7,083.34		7,083.34		7,083.34		7,083.34				85,000.08

		9		Grace Jada		Teacher - Elementary Teacher		5205 Lead Teachers		7/29/19				11		74,000.00				30,833.30		6,166.66		6,166.66		8,054.55				- 0		- 0		- 0				51,221.17

		10		Doster Ayesha		Teacher - Lead Teacher		5205 Lead Teachers		7/29/19				11		80,000.00				33,333.30		6,666.66		6,666.66		6,666.66		6,666.66		6,666.66		6,666.66		6,666.66				79,999.92

		11		Mac Intosh Kamylle L		Teacher - Lead Teacher		5205 Lead Teachers		11/4/19				11		72,000.00				12,000.00		6,000.00		6,000.00		6,000.00		6,000.00		6,000.00		6,000.00		6,000.00				54,000.00

		12		Gil Vachelle		Teacher - Co-Teacher		5207 Co-Teachers		7/29/19				11		61,000.00				25,416.70		5,083.34		5,083.34		5,083.34		5,083.34		5,083.34		5,083.34		5,083.34				61,000.08

		13		Holdip Raven		Teacher - Co-Teacher		5207 Co-Teachers		7/29/19				11		61,000.00				25,416.70		5,083.34		5,083.34		5,083.34		5,083.34		5,083.34		5,083.34		5,083.34				61,000.08

		14		Davidson Kelsey		Teacher - Founding Teacher		5207 Co-Teachers		7/30/19				11		67,673.08				28,197.10		5,639.42		5,639.42		5,639.42		5,639.42		5,639.42		5,639.42		5,639.42				67,673.04

		15		Wilkerson Jenise		Teacher - Co-Teacher		5207 Co-Teachers		9/16/19		Change of title		11		61,000.00				17,760.86		5,074.18		5,074.18		5,074.18		5,074.18		5,074.18		5,074.18		5,074.18				53,280.12

		16		Davis Amira		Teacher - Dance Instructor		5215 Elective Teachers		8/12/19				11		26,052.72				10,855.30		2,171.06		2,171.06		2,171.06		2,171.06		2,171.06		2,171.06		2,171.06				26,052.72

		17		Winborne Yvonne		Teacher - Dance Instructor		5215 Elective Teachers		1/7/20				11		27,000.00						1,012.50																1,012.50

		18		Tessa Gordon		Teacher - Martial Arts. Instructor		5215 Elective Teachers		1/6/20				11		31,000.00				1,419.73		2,839.46		2,839.46		2,839.46		2,839.46		2,839.46		2,839.46		2,839.46				21,295.95

		19		Neilstrong Kimana		Teacher - Founding Martial Arts		5215 Elective Teachers		8/19/19				11		31,263.12				10,421.04		0		0		0		0		0		0		0				10,421.04

				Wilkerson Jenise		Teacher - Teaching Fellow		5220 Teaching Fellow		7/29/19		Change of title		11		58,490.16				7,311.27																		7,311.27

		20		Shahida Samuel		Teacher - Teaching Fellow		5220 Teaching Fellow		2/24/20				11		10,358.40										2,071.68		2,071.68		2,071.68		2,071.68		2,071.68				10,358.40

		21		Nicholas Desarie		Teacher - Social Worker 		5225 Social Worker		7/29/19				11		58,500.00				21,937.50		- 0		- 0		- 0		- 0		- 0		- 0		- 0				21,937.50

		22		Shantel Thompson		Teacher - Social Worker 		5225 Social Worker						11		20,716.80										4,143.36		4,143.36		4,143.36		4,143.36		4,143.36				20,716.80





																				$   432,735		$   82,686		$   81,553		$   89,506		$   81,152		$   81,152		$   81,152		$   51,856				$   981,791



































P&L (QB)

		Ivy Hill Preparatory Charter School

		Profit and Loss



				FY 2019-20				7/1/2020/7/31/20

		Income

		   4000 State Grants

		      4001 Per Pupil General Education		1,829,795.00 				241,845.00 

		      4002 Per Pupil Special Education		217,547.88 				23,089.66 

		      4003 Facility Assistance		526,194.00 				62,500.00 

		      4004 NYSTL - Textbook Materials

		      4005 NYSSL - Software Materials

		      4006 NYSLIB - Library Materials

		      4007 Food Service - State Income

		      4008 State Grants DYCD

		      4009 NYS State Senate Grant Per Pupil Supplement

		   Total 4000 State Grants		$2,573,536.88 				$327,434.66 

		   4100 Federal Grants

		      4101 IDEA Special Needs		12,884.00 

		      4102 Title I		48,485.00 

		      4103 Title IIA		7,023.00 

		      4104 Title IV

		      4105 E-Rate		21,238.29 

		      4106 Food Service - Federal Income

		      4107 CSP		373,830.50 

		   Total 4100 Federal Grants		$463,460.79 				$0.00 

		   4200 Contributions & Donations

		      4201 Restricted Contributions (deleted)

		      4202 Unrestricted Contributions		21,135.73 				80.00 

		      4203 Walton Foundation		10,000.00 

		      4203-1 Walton Foundation (deleted)

		   Total 4200 Contributions & Donations		$31,135.73 				$80.00 

		   4300 Fundraising

		      4301 Fundraising Events

		   Total 4300 Fundraising		$0.00 				$0.00 

		   4400 Interest Income

		      4401 Interest Income.		0.98 				43.83 

		   Total 4400 Interest Income		$0.98 				$43.83 

		   4500 Other Revenue

		      4501 In Kind Donation		2,363.00 

		      4502 In Kind Legal

		      4503 Misc		17,500.00 

		      4504 Revenue Suspense

		   Total 4500 Other Revenue		$19,863.00 				$0.00 

		   Billable Expense Income

		   Sales of Product Income

		   Services

		   Uncategorized Income

		Total Income		$3,087,997.38 				$327,558.49 

		Cost of Goods Sold

		   Cost of Goods Sold

		   Cost of Goods Sold (deleted)

		   Shipping

		Total Cost of Goods Sold		$0.00 				$0.00 

		Gross Profit		$3,087,997.38 				$327,558.49 

		Expenses

		   5000 Compensation

		      5100 Administrative Staff

		         5101 Head of School		133,900.08 				11,158.34 

		         5105 Dean of Curriculum

		         5115 Dean of Students (Martial arts instructor)

		         5120 Dean of School Supports		83,640.94 				106.67 

		         5125 Director of Operations		79,442.37 				7,191.68 

		         5130 Director of Development

		         5135 College and Career Counselor (deleted)

		         5135 Office Coordinator		52,650.00 				4,457.67 

		         5140 Operations Fellow

		         5145 Office Assistant

		         5150 Middle School and Alumni Coordinator

		         5160 Bus Matrons		3,210.00 

		      Total 5100 Administrative Staff		$352,843.39 				$22,914.36 

		      5200 Instructional Staff

		         5201 ELA Teachers (deleted)

		         5202 Math Teachers (deleted)

		         5203 History Teachers (deleted)

		         5204 Science Teachers (deleted)

		         5205 Lead Teachers		272,354.50 

		         5207 Art Teachers (deleted)

		         5207 Co-Teachers		242,490.79 

		         5208 Phys Ed Teachers (deleted)

		         5209 Teaching Assistants (deleted)

		         5210 Special Ed Teachers

		         5212 Founding Teacher

		         5215 Elective Teachers		55,534.18 

		         5220 Teaching Fellow		18,132.19 

		         5225 Social Worker		42,654.30 

		      Total 5200 Instructional Staff		$631,165.96 				$0.00 

		      5300 Non-Instructional Staff

		         5305 School Food Worker

		      Total 5300 Non-Instructional Staff		$0.00 				$0.00 

		      5400 Payroll Taxes

		         5401 Federal Unemployment Insurance

		         5402 NY State Unemployment Insurance		12,104.59 				62.16 

		         5403 Social Security - ER		60,298.20 				1,586.53 

		         5404 Medicare - ER		14,102.01 				371.05 

		         5405 Social Security - EE Exchange

		         5406 Medicare - EE Exchange

		         5407 Federal Income Tax - Clearing

		         5408 State Income Tax - Clearing

		         5409 Local Income Tax - Clearing

		         5410 NY-Disability		1,194.13 				99.19 

		         5411 Local Tax

		         5412 Paid Family Leave		-364.68 				1.73 

		      Total 5400 Payroll Taxes		$87,334.25 				$2,120.66 

		      5500 Compensation Employee Benefits

		         5501 Medical Insurance		77,466.09 				7,007.94 

		         5505 Dental Insurance		3,607.55 				346.94 

		         5510 Vision Insurance		1,058.74 				89.40 

		         5515 Workers Compensation Expense		11,738.99 				314.58 

		         5520 STD, LTD, Life and AD&D and Others		5,529.36 				19.22 

		         5525 Transit Check Fees

		         5530 FSA, Transit Check, and HRA

		         5535 Group Term Life Insurance		0.00 				0.00 

		         5540 Health Savings Account		625.86 				40.46 

		         5545 Basic Employee Life and AD&D		204.41 				58.07 

		         5550 Long Term Disability		386.01 				97.48 

		         5560 Short Term Disability		1,864.36 				470.65 

		         5570 Other Employee Benefits		3,750.00 

		      Total 5500 Compensation Employee Benefits		$106,231.37 				$8,444.74 

		      5600 Retirement & Pension

		         5601 401(k) Expenses

		         5605 401(k) Matching

		         5610 401(K) Contributions-Clearing

		      Total 5600 Retirement & Pension		$0.00 				$0.00 

		   Total 5000 Compensation		$1,177,574.97 				$33,479.76 

		   6000 Professional Services/Contracted Expenses

		      6001 Accounting/Audit Services		20,000.00 

		      6005 Payroll Services		18,060.00 				1,785.00 

		      6010 Financial Management Services		68,107.65 				7,701.25 

		      6015 Legal - Paid		630.00 

		      6016 Legal - In Kind

		      6020 Food Service / School Lunch

		      6025 Titlement Services		2,500.00 				4,000.00 

		      6026 ERate Consultants		3,000.00 

		      6030 Compliance Consulting

		      6035 Curriculum Services

		      6037 Stipends

		      6040 Special Ed Services

		      6045 Substitute Teaching Services

		      6050 Other Purchased / Professional / Consulting		5,380.00 

		   Total 6000 Professional Services/Contracted Expenses		$117,677.65 				$13,486.25 

		   6100 Board Expenses

		      6101 Board Meetings		414.99 

		      6105 Board Development		11,187.50 

		   Total 6100 Board Expenses		$11,602.49 				$0.00 

		   6200 Classroom & Teaching Supplies & Materials

		      6205 Classroom Supplies & Materials		41,823.18 				1,609.68 

		      6210 Math Supplies & Materials		33.48 

		      6215 Science Supplies & Materials		513.38 

		      6220 Music Supplies & Materials (deleted)

		      6225 Art Supplies (deleted)

		      6230 Physical Education Supplies & Materials		385.06 

		      6235 NYSSL Expense

		      6240 NYSLIB Expense

		      6245 In-Kind Expense

		   Total 6200 Classroom & Teaching Supplies & Materials		$42,755.10 				$1,609.68 

		   6300 Special Education Supplies & Materials

		      6301 SPED- Supplies & Materials

		   Total 6300 Special Education Supplies & Materials		$0.00 				$0.00 

		   6400 Textbooks & Workbooks

		      6405 Textbooks		8,706.38 

		      6406 Library Books

		      6407 Curriculum		15,528.21 

		      6410 NYSTL Expense

		   Total 6400 Textbooks & Workbooks		$24,234.59 				$0.00 

		   6500 Supplies & Materials Other

		      6515 Student Incentives		503.63 

		      6520 Parent Outreach & Education Programs		130.11 

		      6525 Special Events		4,150.63 

		   Total 6500 Supplies & Materials Other		$4,784.37 				$0.00 

		   6600 Equipment & Furniture (Non Asset)

		      6601 Copy Machine Lease		17,858.74 

		      6605 Office Furniture		4,888.39 

		      6606 Classroom Furniture		14,703.02 				4,564.23 

		      6610 Office Equipment		1,835.64 

		      6611 Classroom Equipment		12,596.96 

		   Total 6600 Equipment & Furniture (Non Asset)		$51,882.75 				$4,564.23 

		   6700 Telephone

		      6701 Telephone		6,870.24 				344.90 

		      6705 Mobile Phone

		   Total 6700 Telephone		$6,870.24 				$344.90 

		   6800 Technology

		      6801 Internet		24,055.60 

		      6805 Technology Services		43,430.50 				2,169.82 

		      6810 Technology Supplies		6,511.39 				2,812.48 

		      6815 Software (non capitalized)		7,032.75 				524.61 

		      6820 Website Maintenance		2,000.00 				125.00 

		      6825 IT Equipment (Petty-Assets)		0.00 

		      6830 IT Managed Services

		      6835 Email Hosting Fee

		   Total 6800 Technology		$83,030.24 				$5,631.91 

		   6900 Student Testing & Assessment

		      6901 Assessment Supplies and Materials		29,602.82 				3,330.00 

		   Total 6900 Student Testing & Assessment		$29,602.82 				$3,330.00 

		   7000 Student Travel

		      7001 Field Trips

		      7005 Transportation

		      7010 Student Orientation (deleted)

		   Total 7000 Student Travel		$0.00 				$0.00 

		   7100 Student Services

		      7101 Student Uniforms		2,862.90 

		      7105 Summer School (deleted)

		   Total 7100 Student Services		$2,862.90 				$0.00 

		   7200 Office Expenses

		      7201 Office Supplies		16,938.41 				1,241.08 

		      7205 Postage & Shipping		221.92 

		   Total 7200 Office Expenses		$17,160.33 				$1,241.08 

		   7300 Staff Development

		      7301 Instructional Staff Development		4,757.90 				7,906.79 

		      7305 Administrative Staff Development		20,794.63 

		      7310 Team Building & Staff Appreciation		7,699.11 				1,523.00 

		   Total 7300 Staff Development		$33,251.64 				$9,429.79 

		   7400 Staff Recruitment

		      7401 Staff Recruitment.		6,120.74 				542.84 

		   Total 7400 Staff Recruitment		$6,120.74 				$542.84 

		   7500 Student Recruitment/Marketing

		      7501 Student Recruitment		20,531.78 				525.00 

		   Total 7500 Student Recruitment/Marketing		$20,531.78 				$525.00 

		   7600 School Meals/Lunches

		      7601 Meals & Lunches		1,232.02 

		   Total 7600 School Meals/Lunches		$1,232.02 				$0.00 

		   7700 Staff Travel

		      7701 Local Travel		711.35 

		      7705 Travel, Meals & Lodging (PD)		3,300.59 

		   Total 7700 Staff Travel		$4,011.94 				$0.00 

		   7800 Fundraising Expense

		      7801 Fundraising Supplies & Materials		1,354.36 

		   Total 7800 Fundraising Expense		$1,354.36 				$0.00 

		   7900 Miscellaneous Expenses

		      7901 Bank Services Charges		803.20 				134.62 

		      7905 Dues & Memberships		109.21 				299.00 

		      7910 Miscellaneous Fees		0.00 

		      7920 Sales Tax

		      7925 Expense Suspense

		   Total 7900 Miscellaneous Expenses		$912.41 				$433.62 

		   8000 Insurance Expense

		      8001 General		29,135.03 				1,243.04 

		      8005 ERISA

		   Total 8000 Insurance Expense		$29,135.03 				$1,243.04 

		   8100 Facility Operations & Maintenance

		      8105 Rent or Lease of Buildings		521,828.34 				62,500.00 

		      8110 Repairs & Maintenance		27,355.59 				355.00 

		      8115 Security		37,913.94 

		      8116 Exterminator		4,595.00 				675.00 

		      8117 Janitorial Service		64,956.93 				6,000.00 

		      8120 Deferred Rent		925,938.24 				58,494.85 

		      8125 Renovation Expense (deleted)

		   Total 8100 Facility Operations & Maintenance		$1,582,588.04 				$128,024.85 

		   8200 Depreciation Expense & Amortization

		      8201 Depreciation Expense		39,111.20 				4,295.50 

		      8202 Amortization Expense

		   Total 8200 Depreciation Expense & Amortization		$39,111.20 				$4,295.50 

		   8500 In-Kind Expenses		2,363.00 

		   Advertising & Marketing (deleted)

		   Ask My Accountant

		   Bank Charges & Fees

		   Car & Truck

		   Employee Benefits

		   Insurance

		   Interest Paid

		   Job Supplies

		   Legal & Professional Services

		   Meals & Entertainment

		   Office Supplies & Software

		   Other Business Expenses

		   Purchases

		   Reimbursable Expenses

		   Rent & Lease

		   Repairs & Maintenance

		   Salaries & Wages

		   Taxes & Licenses

		   Travel

		   Unapplied Cash Bill Payment Expense

		   Uncategorized Expense

		   Utilities

		Total Expenses		$3,290,650.61 				$208,182.45 

		Net Operating Income		-$202,653.23 				$119,376.04 

		Other Expenses

		   Other Miscellaneous Expense		0.00 

		   Reconciliation Discrepancies

		Total Other Expenses		$0.00 				$0.00 

		Net Other Income		$0.00 				$0.00 

		Net Income		-$202,653.23 				$119,376.04 
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Transaction Report

		Ivy Hill Preparatory Charter School

		Transaction Report

		July 2019 - April 2020

				Date		Transaction Type		Num		Name		Memo/Description		Account		Split		Amount		Balance

		Office Furniture, Fixtures & Equipment

		   Office Furniture & Fixtures

				   Beginning Balance																10,554.62 

				07/01/2019		Bill		CAN 4-14/5-2_B		Chameleon Group		Final Payment: Measurement /Canopy/Grates		1502 Office Furniture, Fixtures & Equipment:Office Furniture & Fixtures		2000 Accounts Payable (A/P)		1,787.50 		12,342.12 

				07/01/2019		Journal Entry		2019196				50% down payment: Credenza shell, pedestal, storage tower, bookcase - to reallocate to fixed assets		1502 Office Furniture, Fixtures & Equipment:Office Furniture & Fixtures		-Split-		1,296.00 		13,638.12 

				07/23/2019		Bill		DOO515_B		Chameleon Group		Final payment Credenza shell, pedestal, storage tower, bookcase		1502 Office Furniture, Fixtures & Equipment:Office Furniture & Fixtures		2000 Accounts Payable (A/P)		1,296.00 		14,934.12 

				07/23/2019		Bill		AMB525-UPDATE 2_B		Chameleon Group		Final payment Credenza shell, pedestal, storage tower, bookcase, conference table		1502 Office Furniture, Fixtures & Equipment:Office Furniture & Fixtures		2000 Accounts Payable (A/P)		1,967.12 		16,901.24 

				09/30/2019		Vendor Credit				Chameleon Group		To fix the denied bill on bill.com due to some furniture being damaged		1502 Office Furniture, Fixtures & Equipment:Office Furniture & Fixtures		2000 Accounts Payable (A/P)		-1,967.12 		14,934.12 

				03/31/2020		Bill		AMB525-Update 2		Chameleon Group		Furniture and Equipment Purchase - Second and Final Payment		1502 Office Furniture, Fixtures & Equipment:Office Furniture & Fixtures		2000 Accounts Payable (A/P)		1,967.11 		16,901.23 

		   Total for Office Furniture & Fixtures																$6,346.61 

		   Accum Depr. Office Furniture & Fixtures

				10/31/2019		Journal Entry		DEPR 7-10				To record accum depr depreciation for the period July 1, 2019 to October 31, 2019		1509 Office Furniture, Fixtures & Equipment:Accum Depr. Office Furniture & Fixtures		-Split-		-995.61 		-995.61 

				11/30/2019		Journal Entry		Nov19Dep				To record accum depr depreciation for November, 2019		1509 Office Furniture, Fixtures & Equipment:Accum Depr. Office Furniture & Fixtures		-Split-		-248.90 		-1,244.51 

				12/31/2019		Journal Entry		2019169				To record accum depr depreciation for December, 2019		1509 Office Furniture, Fixtures & Equipment:Accum Depr. Office Furniture & Fixtures		-Split-		-248.90 		-1,493.41 

				01/31/2020		Journal Entry		2019198				To record depreciation expense for January 2020		1509 Office Furniture, Fixtures & Equipment:Accum Depr. Office Furniture & Fixtures		-Split-		-248.90 		-1,742.31 

				02/29/2020		Journal Entry		2019233				To record depreciation expense for February 2020		1509 Office Furniture, Fixtures & Equipment:Accum Depr. Office Furniture & Fixtures		-Split-		-248.90 		-1,991.21 

				03/31/2020		Journal Entry		20200333				To record depreciation expense for March 2020		1509 Office Furniture, Fixtures & Equipment:Accum Depr. Office Furniture & Fixtures		-Split-		-543.97 		-2,535.18 

				04/30/2020		Journal Entry		20200354				Prior period adj.		1509 Office Furniture, Fixtures & Equipment:Accum Depr. Office Furniture & Fixtures		-Split-		724.34 		-1,810.84 

				04/30/2020		Journal Entry		20200354				To record depreciation expense for March 2020		1509 Office Furniture, Fixtures & Equipment:Accum Depr. Office Furniture & Fixtures		-Split-		-201.21 		-2,012.05 

		   Total for Accum Depr. Office Furniture & Fixtures																-$2,012.05 

		Total for Office Furniture, Fixtures & Equipment																$4,334.56 

		Classroom Equipment, Furniture & Fixtures

		   Classroom Furniture

				   Beginning Balance																15,810.50 

				07/23/2019		Bill		AMB525CLASSROOM_B		Chameleon Group		Final payment: Desks and Chair		1521 Classroom Equipment, Furniture & Fixtures:Classroom Furniture		2000 Accounts Payable (A/P)		11,010.50 		26,821.00 

				08/09/2019		Bill		80919		Global Industrial		Order: 1634795		1521 Classroom Equipment, Furniture & Fixtures:Classroom Furniture		2000 Accounts Payable (A/P)		3,865.47 		30,686.47 

				12/31/2019		Bill		INV341792IVY2005		Worthington Direct		Purchase of 8 cafeteria tables		1521 Classroom Equipment, Furniture & Fixtures:Classroom Furniture		2000 Accounts Payable (A/P)		12,415.60 		43,102.07 

				04/16/2020		Bill		FURN-2020		Chameleon Group		Standard Desks - qty 230 plus shipping (Initial 50%)		1521 Classroom Equipment, Furniture & Fixtures:Classroom Furniture		2000 Accounts Payable (A/P)		10,937.50 		54,039.57 

				04/16/2020		Bill		FURN-2020		Chameleon Group		18 Inch chair - Qty 120 (Initial 50%)		1521 Classroom Equipment, Furniture & Fixtures:Classroom Furniture		2000 Accounts Payable (A/P)		3,378.60 		57,418.17 

				04/16/2020		Bill		FURN-2020		Chameleon Group		16 Inch chair - Qty 120 (Initial 50%)		1521 Classroom Equipment, Furniture & Fixtures:Classroom Furniture		2000 Accounts Payable (A/P)		3,336.00 		60,754.17 

		   Total for Classroom Furniture																$44,943.67 

		   Accum Depr. Classroom Equip., Furniture & Fixtures

				10/31/2019		Journal Entry		DEPR 7-10				To record accum depr depreciation for the period July 1, 2019 to October 31, 2019		1529 Classroom Equipment, Furniture & Fixtures:Accum Depr. Classroom Equip., Furniture & Fixtures		-Split-		-1,549.90 		-1,549.90 

				11/30/2019		Journal Entry		Nov19Dep				To record accum depr depreciation for November, 2019		1529 Classroom Equipment, Furniture & Fixtures:Accum Depr. Classroom Equip., Furniture & Fixtures		-Split-		-511.44 		-2,061.34 

				12/31/2019		Journal Entry		2019169				To record accum depr depreciation for December, 2019		1529 Classroom Equipment, Furniture & Fixtures:Accum Depr. Classroom Equip., Furniture & Fixtures		-Split-		-511.44 		-2,572.78 

				01/31/2020		Journal Entry		2019198				To record depreciation expense for January 2020		1529 Classroom Equipment, Furniture & Fixtures:Accum Depr. Classroom Equip., Furniture & Fixtures		-Split-		-718.37 		-3,291.15 

				02/29/2020		Journal Entry		2019233				To record depreciation expense for February 2020		1529 Classroom Equipment, Furniture & Fixtures:Accum Depr. Classroom Equip., Furniture & Fixtures		-Split-		-718.37 		-4,009.52 

				03/31/2020		Journal Entry		20200333				To record depreciation expense for March 2020		1529 Classroom Equipment, Furniture & Fixtures:Accum Depr. Classroom Equip., Furniture & Fixtures		-Split-		-718.37 		-4,727.89 

				04/30/2020		Journal Entry		20200354				To record depreciation expense for March 2020		1529 Classroom Equipment, Furniture & Fixtures:Accum Depr. Classroom Equip., Furniture & Fixtures		-Split-		-513.12 		-5,241.01 

				04/30/2020		Journal Entry		20200354				Prior period adj.		1529 Classroom Equipment, Furniture & Fixtures:Accum Depr. Classroom Equip., Furniture & Fixtures		-Split-		1,350.82 		-3,890.19 

		   Total for Accum Depr. Classroom Equip., Furniture & Fixtures																-$3,890.19 

		Total for Classroom Equipment, Furniture & Fixtures																$41,053.48 

		Information Technology

		   Student Computers

				07/01/2019		Journal Entry		2019197				Charging Carts (50%)		1541 Information Technology:Student Computers		-Split-		1,122.50 		1,122.50 

				07/01/2019		Journal Entry		2019197				40 11.6' Chromebooks plus google license (50%)		1541 Information Technology:Student Computers		-Split-		5,200.00 		6,322.50 

				09/01/2019		Bill		10781		Charter Technology Solutions LLC		40 11.6' Chromebooks plus google license (50%)		1541 Information Technology:Student Computers		2000 Accounts Payable (A/P)		5,200.00 		11,522.50 

				09/01/2019		Bill		10781		Charter Technology Solutions LLC		Charging Carts (50%)		1541 Information Technology:Student Computers		2000 Accounts Payable (A/P)		1,122.50 		12,645.00 

				03/16/2020		Bill		MTS95687		Tech to School		Dell Chromebook and Google Chrome License		1541 Information Technology:Student Computers		2000 Accounts Payable (A/P)		12,712.00 		25,357.00 

		   Total for Student Computers																$25,357.00 

		   Staff Computers

				07/26/2019		Expense				Apple Inc.		Apple Computers		1542 Information Technology:Staff Computers		1010 Cash:Checking - 8716		18,219.15 		18,219.15 

		   Total for Staff Computers																$18,219.15 

		   Printers

				09/01/2019		Bill		CTSQ2583		Charter Technology Solutions LLC		HP Printers		1543 Information Technology:Printers		2000 Accounts Payable (A/P)		1,705.00 		1,705.00 

		   Total for Printers																$1,705.00 

		   Audio Visuals - Clasrooms

				07/01/2019		Journal Entry		2019197				WXGA Netowkr Projector (50%)		1544 Information Technology:Audio Visuals - Clasrooms		-Split-		3,705.00 		3,705.00 

				09/01/2019		Bill		10781		Charter Technology Solutions LLC		WXGA Netowkr Projector (50%)		1544 Information Technology:Audio Visuals - Clasrooms		2000 Accounts Payable (A/P)		3,705.00 		7,410.00 

				09/01/2019		Bill		CTSQ2583		Charter Technology Solutions LLC		Classroom AV		1544 Information Technology:Audio Visuals - Clasrooms		2000 Accounts Payable (A/P)		2,000.00 		9,410.00 

		   Total for Audio Visuals - Clasrooms																$9,410.00 

		   Audio Visual - Cafeteria

				09/01/2019		Bill		CTSQ2583		Charter Technology Solutions LLC		Cafeteria AV		1545 Information Technology:Audio Visual - Cafeteria		2000 Accounts Payable (A/P)		9,245.00 		9,245.00 

		   Total for Audio Visual - Cafeteria																$9,245.00 

		   Computer Network

				   Beginning Balance																21,082.50 

				07/01/2019		Journal Entry		2019197				To reallocate the initial 50% payment made to Charter Technology Solutions LLC		1548 Information Technology:Computer Network		-Split-		-11,232.50 		9,850.00 

				07/01/2019		Journal Entry		2019197				WiFi access points, Transceiver module for Cisco, wall mounted equipment and etc. (50%)		1548 Information Technology:Computer Network		-Split-		922.50 		10,772.50 

				09/01/2019		Bill		10781		Charter Technology Solutions LLC		WiFi access points, Transceiver module for Cisco, wall mounted equipment and etc. (50%)		1548 Information Technology:Computer Network		2000 Accounts Payable (A/P)		922.50 		11,695.00 

				09/01/2019		Bill		10782		Charter Technology Solutions LLC		WiFi access point, Cisco 48 port POE switch, install and configure network systems		1548 Information Technology:Computer Network		2000 Accounts Payable (A/P)		9,310.00 		21,005.00 

		   Total for Computer Network																-$77.50 

		   Security System

				08/17/2019		Bill		81719		Vision Sound Installations		Installation of security cameras and monitors - initial deposit		1549 Information Technology:Security System		2000 Accounts Payable (A/P)		6,696.00 		6,696.00 

				08/22/2019		Bill		I190823197		Vision Sound Installations		Installation of security cameras and monitors - second/final installment		1549 Information Technology:Security System		2000 Accounts Payable (A/P)		7,042.00 		13,738.00 

		   Total for Security System																$13,738.00 

		   Whiteboards

				07/01/2019		Bill		10062022		North Shore Office Supplies		Purchase and installation of white boards and TACK boards		1552 Information Technology:Whiteboards		2000 Accounts Payable (A/P)		15,615.00 		15,615.00 

		   Total for Whiteboards																$15,615.00 

		   Accum Depr Information Technology

				10/31/2019		Journal Entry		DEPR 7-10				To record accum depr depreciation for the period July 1, 2019 to October 31, 2019		1559 Information Technology:Accum Depr Information Technology		-Split-		-6,573.31 		-6,573.31 

				11/30/2019		Journal Entry		Nov19Dep				To record accum depr depreciation for November, 2019		1559 Information Technology:Accum Depr Information Technology		-Split-		-2,435.69 		-9,009.00 

				12/31/2019		Journal Entry		2019169				To record accum depr depreciation for December, 2019		1559 Information Technology:Accum Depr Information Technology		-Split-		-2,435.69 		-11,444.69 

				01/31/2020		Journal Entry		2019198				To record depreciation expense for January 2020		1559 Information Technology:Accum Depr Information Technology		-Split-		-2,435.69 		-13,880.38 

				02/29/2020		Journal Entry		2019233				To record depreciation expense for February 2020		1559 Information Technology:Accum Depr Information Technology		-Split-		-2,435.69 		-16,316.07 

				03/31/2020		Journal Entry		20200333				To record depreciation expense for March 2020		1559 Information Technology:Accum Depr Information Technology		-Split-		-2,612.25 		-18,928.32 

				04/30/2020		Journal Entry		20200354				Prior period adj.		1559 Information Technology:Accum Depr Information Technology		-Split-		-2,921.13 		-21,849.45 

				04/30/2020		Journal Entry		20200354				To record depreciation expense for March 2020		1559 Information Technology:Accum Depr Information Technology		-Split-		-3,174.84 		-25,024.29 

		   Total for Accum Depr Information Technology																-$25,024.29 

		Total for Information Technology																$68,187.36 

		Leasehold Improvements

		   Construction

				01/02/2020		Bill		1022020		North Shore Office Supplies		50% deposit for the construction work that needs to be done on the third floor		1561 Leasehold Improvements:Construction		2000 Accounts Payable (A/P)		79,500.00 		79,500.00 

				02/29/2020		Bill		22919		North Shore Office Supplies		Phase 1 construction: 2nd and 3rd floor bathroom, stairways, hallway and etc.		1561 Leasehold Improvements:Construction		2000 Accounts Payable (A/P)		19,875.00 		99,375.00 

		   Total for Construction																$99,375.00 

		Total for Leasehold Improvements																$99,375.00 

		TOTAL																$212,950.40 
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Key Findings

								KEY FINDINGS FROM YEAR 0



								- Over all we met our revenue expectations



								- Savings in Comp primarily due to DOO timing



								- BES didn't bill us for year 0, but we spent funds another consultant.  If we have to pay BES we will be $6k over budget



								- All furniture and equipment were budgeted as an asset , we need to ensure that we factor how much will be expensed going forward



								- Staff Recruitment savings due to over estimate for LinkedIn and events



										meals		1,010.13		34%		Percentage is too high, need to move to T&E

										Materials		323.80		11%

										Linkedin		705.90		24%

										Event		729.25		25%

										Clothes		65.25		2%		Do not think this is cover, need to refrain

										Parking		12.00		0%		need to move to T&E

										Fingerprints		100.25		3%

												2,946.58		1

								- Based on actuals from year 0 we need to consider reducing our year 1 budget and revisiting the overall T&E budget



								- Student recruitment savings primarily due to under spend in vanguard



										Materials		13,593.88		53%		We planned for $10k

										Schoolmint		7,500.00		29%

										Vanguard		4,560.69		18%		We planned for $12k

										Ad		60.31		0%

										meals		98.66		0%

										Event		50.00		0%

												25,863.54

								- Based on actuals from year 0 we may want to reduce Vanguard for year 1 because it is at $10k



								- Capital



								CAPITAL BUDGET		Year 0 Budget		Actuals (incldg exp)		Pending Invoices		Variance to Budget

								         1501 Office Furniture		25,000.00 		12,307.92 

tc={DB108D79-3778-904E-AF48-39364FBA7C0C}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    includes $2874 misclassified items		16,343.12 		(3,651.04)

								         1505 Classroom Furniture		75,000.00 		19,790.74 		56,853.42 		(1,644.16)

								         1510 Office Equipment		19,442.50 		24,477.46 				(5,034.96)		1/2 deposit Wireless access points, printer

								         1515 Classroom Equipment		4,627.50 						4,627.50		1/2 deposit - Classroom A/V Equipment, Wall mount

								         1520 Office Computers		18,586.00 						18,586.00		13 laptops and 1 desktop

								         1525 Pupil Computers		6,322.50 						6,322.50		1/2 deposit - 40 Chromebooks and setup

								         1530 Software								0.00

								         1535 Leasehold Improvements		60,000.00 		33,174.03 		16,750.00 		10,075.97

								TOTAL CAPITAL BUDGET		$208,978.50 		$89,750.15 		$89,946.54 		29,281.81

includes $2874 misclassified items
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P&L Detailed

		Ivy Hill Preparatory Charter School

		Profit & Loss Detailed

		July 31, 2020



		 				YTD Through		July 31, 2020

						Actuals YTD  		Budget		Variance				Actuals YTD + Projections		Annual Budget		Variance				Notes

		Income

		   4000 State Grants

		      4001 Per Pupil General Education				323,000.00		285,387.33		37,612.67												not sure if SPED numbers are in here will check

		      4002 Per Pupil Special Education						13,276.33		(13,276.33)

		      4003 Facility Assistance				62,500.00		83,333.33		(20,833.33)												Base rent only doesn't include nurse addition

		   Total 4000 State Grants				385,500.00		381,997.00		3,503.00				424,842.42		437,054.00		(12,211.58)

		   4100 Federal Grants

		      4107 CSP								- 0				424,842.42		437,054.00		(12,211.58)

		   Total 4100 Federal Grants				- 0		- 0		- 0				424,842.42		437,054.00		(12,211.58)

		   4200 Contributions & Donations

		      4202 Unrestricted Contributions				1,735.99		- 0		1,735.99				7,786.00		- 0		7,786.00

		      4203 Walton Foundation								- 0				325,000.00		325,000.00		- 0

		   Total 4200 Contributions & Donations				1,735.99		- 0		1,735.99				332,786.00		325,000.00		7,786.00

		Total Income				387,235.99		381,997.00		5,238.99				757,628.42		762,054.00		(4,425.58)

		Gross Profit

		Expenses

		   5000 Compensation

		      5100 Administrative Staff

		         5101 Head of School				22,316.68		22,316.67		(0.01)				113,769.27		113,750.00		(19.27)

		         5120 Dean of School Supports				10,307.67		13,333.33		3,025.66

		         5125 Director of Operations				15,000.00		15,000.00		- 0				20,123.73		42,500.00		22,376.27

		         5135 Office Coordinator				8,775.00		8,775.00		- 0				13,162.66		12,500.00		(662.66)

		      Total 5100 Administrative Staff				56,399.35		59,425.00		3,025.65				147,055.66		168,750.00		21,694.34

		      5200 Instructional Staff

		         5205 Lead Teachers				23,249.99		49,000.00		25,750.01

		         5207 Co-Teachers				15,806.10				(15,806.10)

		         5210 Special Ed Teachers								- 0

		         5212 Founding Teachers								- 0

		         5215 Elective Teachers				3,473.69		8,020.83		4,547.14

		         5220 Teaching Fellow				4,875.00		4,875.00		- 0

		         5225 Social Worker				4,875.00		5,000.00		125.00				2,596.05		- 0		(2,596.05)

		      Total 5200 Instructional Staff				52,279.78		66,895.83		14,616.05				2,596.05		- 0		(2,596.05)

		      5400 Payroll Taxes

		         5402 NY State Unemployment Insurance				2,914.04		1,263.21		(1,650.83)				2,163.75		1,394.00		(769.75)

		         5403 Social Security - ER				8,301.31		7,831.89		(469.42)				9,239.22		10,463.00		1,223.78

		         5404 Medicare - ER				1,941.44		1,831.65		(109.79)				2,160.75		2,447.00		286.25

		         5405 Social Security - EE Exchange				1,635.54		- 0		(1,635.54)				- 0		- 0		- 0

		         5406 Medicare - EE Exchange				382.49		- 0		(382.49)				- 0		- 0		- 0

		         5407 Federal Income Tax - Clearing				4,098.73		- 0		(4,098.73)				- 0		- 0		- 0

		         5408 State Income Tax - Clearing				1,461.18		- 0		(1,461.18)				- 0		- 0		- 0

		         5409 Local Income Tax - Clearing				572.08		- 0		(572.08)				- 0		- 0		- 0

		         5410 NY-Disability				337.18		166.67		(170.51)				(79.49)		- 0		79.49

		         5412 Paid Family Leave				(55.94)		- 0		55.94				(1.66)		- 0		1.66

		      Total 5400 Payroll Taxes				21,588.05		11,093.42		(10,494.63)				13,482.57		14,304.00		821.43				We need to check budget calc

		      5500 Compensation Employee Benefits

		         5501 Medical Insurance				12,675.18		32,064.00		19,388.82				7,498.83		11,375.00		3,876.17				Actuals based on staff elections

		         5505 Dental Insurance				455.44		- 0		(455.44)				446.49		- 0		(446.49)

		         5510 Vision Insurance				151.52		- 0		(151.52)				103.32		- 0		(103.32)

		         5515 Workers Compensation Expense				- 0		10,368.00		10,368.00				- 0		1,688.00		1,688.00

		         5520 STD, LTD, Life Insur. and NYS Disability Insur.				3,076.68		1,889.91		(1,186.77)				631.58		- 0		(631.58)

		         5530 FSA/Transit Check				(44.25)		- 0		44.25				264.00		- 0		(264.00)

		      Total 5500 Compensation Employee Benefits				16,314.57		44,321.91		28,007.34				8,944.22		13,063.00		4,118.78

		   Total 5000 Compensation				146,581.75		181,736.16		35,154.41				172,078.50		196,117.00		24,038.50

		   6000 Professional Services/Contracted Expenses

		      6001 Accounting/Audit Services				- 0				- 0				2,000.00		4,900.00		2,900.00

		      6005 Payroll Services				3,255.00		3,360.00		105.00				671.19		1,680.00		1,008.81

		      6010 Financial Management Services				13,978.75		9,127.50		(4,851.25)				25,000.00		24,999.00		(1.00)				CSBM invoice that has not been paid yet but showing on ledger

		      6015 Legal - Paid						833.33		833.33				475.00		5,000.00		4,525.00

		      6025 Titlement Services				(4,000.00)		10,500.00		14,500.00				- 0		- 0		- 0				CSBM refund of 1 year of CSP services

		      6026 ERate Consultants								- 0				3,000.00		3,000.00		- 0

		      6030 Compliance Consulting								- 0				14,000.00		14,000.00		- 0

		      6045 Substitute Teaching Services						416.67		416.67

		      6050 Other Purchased / Professional / Consulting				380.00		10,000.00		9,620.00				6,480.00		10,000.00		3,520.00				Clowns and photography

		   Total 6000 Professional Services/Contracted Expenses				13,613.75		34,237.50		20,623.75				51,626.19		63,579.00		11,952.81

		   6100 Board Expenses

		      6101 Board Meetings				- 0		166.67		166.67				- 0		5,000.00		5,000.00

		      6105 Board Development				333.37		416.67		83.30												Board on Track

		   Total 6100 Board Expenses				333.37		583.33		249.96				- 0		5,000.00		5,000.00

		   6200 Classroom & Teaching Supplies & Materials

		      6205 Classroom Supplies & Materials				11,621.13		7,500.00		(4,121.13)				8.99		- 0		(8.99)				Mostly debti card transactions 

		      6210 Math Supplies & Materials						1,000.00		1,000.00

		      6215 Science Supplies & Materials						1,000.00		1,000.00

		      6230 Physical Education Supplies & Materials						1,000.00		1,000.00

		   Total 6200 Classroom & Teaching Supplies & Materials				11,621.13		10,500.00		(1,121.13)				8.99		- 0		(8.99)

		   6400 Textbooks & Workbooks

		      6405 Textbooks						6,000.00		6,000.00

		      6407 Curriculum				461.63		6,250.00		5,788.37												Vaad Printing

		   Total 6400 Textbooks & Workbooks				461.63		12,250.00		11,788.37

		   Total 6500 Supplies & Materials Other				- 0		1,477.27		1,477.27

		   6600 Equipment & Furniture (Non Asset)

		      6601 Copy Machine Lease						2,552.00		2,552.00

		      6605 Office Furniture				879.86		333.33		(546.53)				4,627.29		- 0		(4,627.29)

		      6606 Classroom Furniture						333.33		333.33				6,019.87		- 0		(6,019.87)

		      6610 Office Equipment				120.00		333.33		213.33				3,394.96		- 0		(3,394.96)

		      6611 Classroom Equipment				5,245.28		333.33		(4,911.95)				2,760.37				(2,760.37)				Mostly debit card transactions

		   Total 6600 Equipment & Furniture (Non Asset)				6,245.14		3,885.33		(2,359.81)				16,802.49		- 0		(16,802.49)

		   6700 Telephone

		      6701 Telephone				4,020.23		1,415.33		(2,604.90)												setup fee

		   Total 6700 Telephone				4,020.23		1,415.33		(2,604.90)

		   6800 Technology

		      6801 Internet						5,100.00		5,100.00

		      6805 Technology Services				14,006.50		7,533.33		(6,473.17)				277.00		- 0		(277.00)				Powerschool $13,700

		      6810 Technology Supplies				125.00		333.33		208.33				4,142.32		3,000.00		(1,142.32)

		      6815 Software (non capitalized)				1,024.32		333.33		(690.99)				- 0		- 0		- 0

		      6820 Website Maintenance				250.00		500.00		250.00				8,708.26		7,000.00		(1,708.26)				Website and hosting; $250/month going forward

		   Total 6800 Technology				15,405.82		13,800.00		(1,605.82)				13,127.58		10,000.00		(3,127.58)

		   7100 Student Services

		   7101 Student Uniforms				- 0		- 0		- 0				4,270.01		- 0		(4,270.01)

		   Total 7100 Student Services				- 0		- 0		- 0				4,270.01		- 0		(4,270.01)

		   7200 Office Expenses

		      7201 Office Supplies				10,993.99		3,333.33		(7,660.66)				1,408.14		1,532.00		123.86				Mostly debit card transactions

		      7205 Postage & Shipping						183.33		183.33				1,391.58		- 0		(1,391.58)

		   Total 7200 Office Expenses				10,993.99		3,516.67		(7,477.32)				2,799.72		1,532.00		(1,267.72)

		   7300 Staff Development

		      7301 Instructional Staff Development				157.90		1,000.00		842.10				3,506.25				(3,506.25)				Shanell Torres reimbursement for staff PD

		      7305 Administrative Staff Development						833.33		833.33				7,225.00		10,500.00		3,275.00

		      7310 Team Building & Staff Appreciation						3,333.33		3,333.33				877.00		- 0		(877.00)

		   Total 7300 Staff Development				157.90		5,166.67		5,008.77				11,608.25		10,500.00		(1,108.25)

		   7400 Staff Recruitment

		      7401 Staff Recruitment.				857.93		1,000.00		142.07				2,946.58		12,030.00		9,083.42				Vector Mgt Services $350

		   Total 7400 Staff Recruitment				857.93		1,000.00		142.07				2,946.58		12,030.00		9,083.42

		   7500 Student Recruitment/Marketing

		      7501 Student Recruitment				- 0		- 0		- 0				25,863.54		33,000.00		7,136.46

		   Total 7500 Student Recruitment/Marketing				- 0		- 0		- 0				25,863.54		33,000.00		7,136.46

		   7700 Staff Travel

		      7701 Local Travel				389.27		416.67		27.40				490.82		- 0		(490.82)				Ubers

		      7705 Travel, Meals & Lodging (PD)				169.39		500.00		330.61				4,823.16		2,872.00		(1,951.16)				Ubers

		   Total 7700 Staff Travel				558.66		916.67		358.01				5,313.98		2,872.00		(2,441.98)

		   7900 Miscellaneous Expenses

		      7901 Bank Services Charges						33.33		33.33

		      7905 Dues & Memberships				383.08		- 0		(383.08)				- 0		- 0		- 0				Board on Track

		      7910 Miscellaneous Fees						166.67		166.67				57.01		- 0		(57.01)

		      7920 Sales Tax				98.13		- 0		(98.13)				705.09		- 0		(705.09)				Will file for riembursement

		      7925 Expense Suspense						- 0		- 0				2.16		- 0		(2.16)

		   Total 7900 Miscellaneous Expenses				481.21		200.00		(281.21)		- 0		764.26		- 0		(764.26)

		   8000 Insurance Expense

		      8001 General				7,149.77		5,088.61		(2,061.16)				2,284.64		4,179.00		1,894.36				Budget needs to be increased to reflect the correct amount

		   Total 8000 Insurance Expense				7,149.77		5,088.61		(2,061.16)				2,284.64		4,179.00		1,894.36

		   8100 Facility Operations & Maintenance

		      8105 Rent or Lease of Buildings				83,333.34		83,333.33		(0.01)				8,314.03		- 0		(8,314.03)

		      8110 Repairs & Maintenance				16,068.20		14,733.00		(1,335.20)

		      8115 Security						10,000.00		10,000.00

		      8120 Deferred Rent				154,323.03		154,323.03		- 0

		   Total 8100 Facility Operations & Maintenance				253,724.57		262,389.37		8,664.79				8,314.03		- 0		(8,314.03)

		Total Expenses				472,206.85		538,162.91		65,956.05				317,808.76		338,809.00		21,000.24

		Net Operating Income		- 0		(84,970.86)		(156,165.91)		60,717.06				439,819.66		423,245.00		16,574.66



		CAPITAL BUDGET

		1500 Fixed Assets

		         1501 Office Furniture								- 0				10,554.62		30,000.00 		19,445.38

		         1505 Classroom Furniture				32,170.50				(32,170.50)				11,010.50		80,000.00 		68,989.50

		         1510 Office Equipment				8,916.29				(8,916.29)				21,082.50		19,442.50 

		         1515 Classroom Equipment				- 0				- 0				- 0		4,627.50 

		         1520 Office Computers				18,219.15				(18,219.15)				- 0		18,586.00 		18,586.00				Staff computers

		         1525 Pupil Computers				- 0				- 0				- 0		6,322.50 

		         1535 Leasehold Improvements				5,035.00				(5,035.00)				24,860.00		60,000.00 		35,140.00

		         1549 Security				13,738.00				(13,738.00)

		Total Fixed Assets				78,078.94		- 0		(78,078.94)				67,507.62		218,978.50		151,470.88



















































































































































































































&1#&"arial"&9&K008000 C1 - Internal use	




Benefits

						Medical EE		Medical ER		Dental EE		Vision EE		Life and AD&D		STD		LTD		NYDBL

		To-Nasia		Cohen		$   84.24		$   645.00		$   18.21		$   8.61		$   4.95		$   45.40		$   9.83		$   10.63

		Ambrosia		Johnson				$   609.54		$   20.90		$   8.61		$   7.15		$   65.55		$   9.83		$   10.63

		Shanell		Torres				$   1,277.95		$   57.01		$   17.22		$   2.92		$   26.57		$   5.75		$   10.63

		Total				$   84.24		$   2,532.49		$   96.12		$   34.44		$   15.02		$   137.52		$   25.41		$   31.89

		Grand Total						$   2,957.13
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