
AIMS K-12 College Prep Charter District

Governance Committee Meeting

Date and Time

Tuesday October 2, 2018 at 6:00 PM PDT

Location

171 12th St Oakland Ca 94607

AIMS does not discriminate on the basis of disability in the admission or access to, or treatment or employment
in, its programs or activities. Marisol Magana has been designated to receive requests for disability-related
modifications or accommodations in order to enable individuals with disabilities to participate in open and public
meetings at AIMS. Please notify Marisol Magana at (510) 220-9985 at least 24 hours in advance of any disability
accommodations being needed in order to participate in the meeting.

Agenda

Purpose Presenter Time

I. Opening Items 6:00 PM

Opening Items

A. Call the Meeting to Order 1 m

B. Record Attendance and Guests Vote 2 m

C. Public Comments on Agenda Items 2 m

Public Comment on Agenda Items is set aside for members of the Public to address
the items on the Board’s agenda prior to each agenda item. The Board of Directors
will not respond or take action in response to Public Comment, except that the board
may ask clarifying questions or direct staff. Comments are limited to two (2)
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Purpose Presenter Time

minutes per person, and a total time allotted for all public comment will not
exceed thirty (30) minutes (10 minutes per section).

II. Agenda Items 6:05 PM

Governance

A. Discussion regarding Finance Policy Handbook Discuss 10 m

- K. Ballentine, CBO

B. Discussion regarding AIMS Handbook Discuss 10 m

- M. Magana, Director of Operations

C. Discussion regarding AIMS Field Guide Discuss 10 m

- Superintendent, Ms. Woods-Cadiz

D. Discussion regarding Board Interaction with Staff Discuss 10 m

- Superintendent, Ms. Woods-Cadiz

III. Closed Session 6:45 PM

A. Public Comment on Agenda Items FYI 10 m

Public Comment on Closed Session Items is set aside for members of the Public to
address the items in this section prior to closed session. The Committee will not
respond or take action in response to Public Comment, except that the Committee
may ask clarifying questions or direct staff. Comments are limited to two (2)
minutes per person, and a total time allotted for all public comment will not
exceed twenty (20) minutes (10 minutes per section).

IV. Closing Items 6:55 PM

A. Items for Next Agenda FYI 5 m

-
-
-
-
-

B. Adjourn Meeting Vote

2 of 2Powered by BoardOnTrack 2 of 253Powered by BoardOnTrack

AIMS K-12 College Prep Charter District - Governance Committee Meeting - Agenda - Tuesday October 2, 2018 at 6:00 PM



Coversheet

Discussion regarding Finance Policy Handbook

Section: II. Agenda Items
Item: A. Discussion regarding Finance Policy Handbook
Purpose: Discuss
Submitted by:
Related Material: Finance policy draft.pdf

Procedure Manual DRAFT.pdf
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100 INTERNAL CONTROL POLICIES 

 

101 Introduction 

Internal control policies provide American Indian Model Schools (AIMS) with the foundation to properly 
safeguard their assets, implement management’s internal policies, provide compliance with state and 
federal laws and regulations and produce timely and accurate financial information.   Additionally, as 
publicly supported entity, American Indian Model Schools has additional responsibilities to ensure the 
public’s confidence and the integrity of the Schools’ activities. 

 

102 COMPLIANCE WITH LAWS 

 

American Indian Model Schools (AIMS) will follow all the relevant laws and regulations that govern the 
Charter Schools.  Additionally, any Federal Government laws and regulations that relate to grant funding 
will be adopted as the grant funding is received.  The following are specific policies of the American 
Indian Model Schools:

 

A.     Political Contributions 

No funds or assets of American Indian Model Schools (AIMS) may be contributed to any political party or 
organization or to any individual who either holds public office or is a candidate for public office.  The 
direct or indirect use of any funds or other assets of American Indian Model Schools for political 
contributions in any form, whether in cash or other property, services, or the use of facilities, is strictly 
prohibited.   American Indian Model Schools also cannot be involved with any committee or other 
organization that raises funds for political purposes. 

 Following are examples of prohibited activities 

 1.      Contributions by an employee that are reimbursed through expense accounts or in other ways. 

 2.      Purchase by the organization of tickets for political fundraising events. 

 3.      Contributions in kind, such as lending employees to political parties or using AIMS assets in 
political campaigns. 
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 B.      Record Keeping 

To provide an accurate and auditable record of all financial transactions, the Schools’ books, records, 
and accounts are maintained in conformity with generally accepted accounting principles as applicable 
to Charter Schools. 

 

Further, the Schools specifically require that: 

 1. No funds or accounts may be established or maintained for purposes that are not fully and accurately 
described within the books and records of American Indian Model Schools. 

 2. Receipts and disbursements must be fully and accurately described in the books and records. 

 3. No false entries may be made on the books or records nor any false or misleading reports issued. 

 4. Payments may be made only to the contracting party and only for the actual services rendered or 
products delivered.  No false or fictitious invoices may be paid. 

 

200 ORGANIZATIONAL CONFLICT of INTEREST or SELF-DEALING (Related Parties) 

201 Organizational Conflict Of Interest Or Self-Dealing (Related Parties) 

American Indian Model Schools feel that it is important for AIMS board members and key employees to 
understand the conflict of interest laws and rules that apply to the schools, to identify and avoid 
conflicts of interest.  American Indian Model Schools board and key employees shall receive annual 
conflict of interest training.  Such training shall be provided at the time the board receives the 
mandatory Ralph M. Brown Act training required by the schools’ charters and shall be provided by the 
school’s legal counsel or another qualified provider.  The conflicts of interest training shall cover specific 
topics including procedures for hiring, contractual arrangements, purchasing, bidding and expenditure 
approvals that help to prevent conflicts of interest.   

 

AIMS will not be operated for the benefit of an affiliated or unaffiliated organization or an individual in 
his or her own private capacity or individuals related to AIMS or members of its management, unless the 
private benefit is considered merely incidental. This private benefit preclusion will extend to: 

 

A. Sale or exchange, or leasing, of property between the agencies and an affiliated or unaffiliated 
organization or a private or related individual. 

 

B. Lending of money or other extension of credit between an agency and an affiliated or unaffiliated 
organization or a private or related individual. 
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C. Furnishing of goods, services or facilities between the agencies and an affiliated or unaffiliated 
organization or a private or related individual. 

 

D. Payment of compensation, unless authorized by the Board of Trustees or its governing body, by the 
Schools to an affiliated or unaffiliated organization or a private or related individual. 

 

E. Transfer to, use by, or for the benefit of a private or related individual of the income or assets of the 
Schools. 

 Thus, American Indian Model Schools will be guided by the principle of arms-length standards with all 
affiliated or unaffiliated organizations or with a private or related individual(s). 

 

Related party transactions shall include transactions between a school and members of the board, 
management, contracted management organization, employees, related individuals and affiliated 
companies.   Related individuals within the scope of this definition include spouses, parents, children, 
spouses of children, grandchildren, siblings, father in law, mother in law, sister in law and brother in law 
of a board member or school employee. 

  

202 Board Of Trustees Authorities 

 The Board of Trustees shall have the sole authority to approve and will incorporate into its own minutes 
such matters as (i) change of the Schools’ name, with Authorizer pre-approval (ii) adoption of the annual 
operating and capital budgets, (iii) selection or termination of key employees (iv) key employees salary 
and salary changes, (v) incurrence of debt, mortgages or other encumbrances and their covenants and 
restrictions, within the terms of the charter (vi) investment policies, (vii) depository and investment 
banks, (viii) purchase or sale of property  (ix) opening up or closing checking or savings accounts, and (x) 
selection of the Charter Schools’ certified public accountants and (xi) other activities associated with the 
operations of the Charter Schools. 

 

The Board of Trustees will meet at least three (3) times per (Adoption, Interims and Closing) year to 
ensure that its fiduciary duty is maintained.  The Board will review the following: prior meeting minutes, 
business items, educational items, and subcommittee reports. 
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203 Signature Authorities 

To properly segregate duties within the Charter Schools, the Board of Trustees, Superintendent and 
Chief Financial Officer are the only individuals with signatory authority and are responsible for 
authorizing all cash transactions. All checks require two signatures and Individual checks greater than 
$8,000 will require Board Approval and signature prior to check issuance. 

  

204 Government Access to Records 

The Director of Operations or contracted business back office services provider will provide access to the 
organization's records to CFO or his designee and provide supporting records, as requested, in a timely 
manner.

205 Security of Financial Data 

A.        The system's accounting data must be backed up daily by the business back office services 
provider to ensure the recoverability of financial information in case of hardware failure. The backup will 
be stored in a fire safe area and properly secured. 

 

C.      All other financial data, unused checks and unclaimed checks will be secured by the Chief Financial 
Officer or the business back office services provider from unauthorized access. 

206 Security of School Documents 

 

Originals of the following corporate documents are maintained, and their presence is verified on a 
periodic basis: 

A. Charters and all related amendments 

B. Minutes of the Board of Trustees and subcommittees 

C. Banking agreements 

D. Leases E. Insurance policies

 F. Vendor invoices

 G. Grant and contract agreements 

H. Fixed Asset inventory list 
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207 Use of School Assets 

 

A. No employee may use any of the Schools property, equipment, material or supplies for personal 
use without the prior approval of the Director of Operations or Superintendent. 

B. Personal Property intended for school-use must be pre-approved prior to use on campus. 
Without pre-approval, personal items for school use will not be covered by AIMS liability 
coverage.  

208 Use of School Credit Cards 

 

1.   PURPOSE:  The Board of Trustees of American Indian Model Schools recognizes the efficiency and 
convenience afforded the day-to-day operation of AIMS charter school, for payments and recordkeeping 
for certain expenses, through the use of school credit cards.    However, the Board recognizes the need 
to establish control measures for the use of these cards.  The Board agrees that it has a responsibility to 
ensure that credit card expenses incurred by American Indian Charter Schools must clearly be linked to 
the business of AIMS schools.  This policy addresses and establishes the proper use and assignment of 
school credit cards.  The Board has agreed on the fundamental principles of this policy and has 
delegated responsibility for the implementation and monitoring of the policy to the Chief Financial 
Officer (CFO). 

 

2.   DEFINITIONS:

2.01   Cardholder/User: The person for which the school credit card has been issued. 

2.02   School credit card: The physical card and number associated with the card issued to the 
cardholder. 

2.03   Administrator: The accounts payable staff member assigned to perform the online accounting 
process, follow up as required and file completed statement reconciliations. 

 

3.   SCHOOL CREDIT CARD USERS: 

3.01   The following positions are authorized credit Cardholders/Users:   The Superintendent Of Schools, 
Chief Financial Officer, Director of Sports Programs and the Head of Divisions of each AIMS charter 
school.  No other employee may use an AIMS school credit card without express written approval by the 
Superintendent.   

 

3.02   A list of those individuals issued a school credit card will be maintained by the CFO and the back-
office services provider and reported to the Board of Directors annually. 

 

8 of 253Powered by BoardOnTrack

AIMS K-12 College Prep Charter District - Governance Committee Meeting - Agenda - Tuesday October 2, 2018 at 6:00 PM



DRAFT

3.03   A Cardholder/User employee who is no longer employed by AIMS charter schools shall return his 
or her AIMS school credit card upon termination or resignation to the CFO or CFO’s designee. 

 

3.04   Credit cards will be disabled immediately upon the termination or resignation or misuse of a 
Cardholder/User employee by the card administrator.  Accounting for credit cards and settlement of 
credit card billings shall be part of employee separation checklists. 

 

4. USER RESPONSIBILITIES: 

 

4.01   Credit Cardholders/Users must take proper care of their school credit card(s) and take all 
reasonable precautions against damage, loss or theft by adherence to the following provisions: 

4.01.1   All Cardholders/Users must keep secure and confidential all school credit card numbers and 
information. 

4.01.2   Cardholders/Users shall not store sensitive school credit card data, including full account 
number, type, expiration and track data, in any method on computers or networks. 

4.01.3   Cardholders/Users shall not transmit in an insecure manner, such as by email, unsecured fax or 
via mail, school credit card information. 

4.01.4   Cardholders/Users shall   restrict   access to   credit   card   data   and processing to the 
Administrator or other authorized individuals. 

4.01.5   Cardholders/Users shall maintain card information in a secure environment accessed only by the 
issued Cardholder/User. 

4.02   Except for the Superintendent, Cardholders/Users shall not be allowed to authorize  payment  of  
their  own  travel expenses.  Travel expenses for any Cardholder/ User other than the Superintendent 
must be pre-approved by the Superintendent and the CFO. 

4.03   Cardholders/Users are   responsible   for   retaining detailed receipts   and/or   supplier 
documentation for all purchases made with their school credit card, without which the Cardholder/User 
is responsible for the purchase.  

4.04   Cardholders/Users shall submit detailed documentation, such as itemized detailed receipts and/or 
supplier documentation for services, travel and/or other actual and necessary expenses which have 
been incurred in connection with school-related business for which the school credit card has been 
used. 

4.05   Failure to take proper care of school credit card(s) or failure to report damage, loss or theft may 
subject to the Cardholder/User to financial liability and discipline. 
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5.   USAGE: School credit cards may only be used for legitimate AIMS charter school’s business expenses 
and in accordance with American Indian Model Schools policies, as defined below.  

5.01   Credit cards shall only be used for transactions for which payment of check disbursement is not 
accepted or is not practicable, such as if the transaction would cause undue hardship to AIMS schools or 
the Cardholder/User. 

5.02   School credit card usage is limited to the following types of expenses.  Any deviations from this 
usage policy must have prior written approval from the Superintendent or CFO.  The Superintendent 
may also approve expenses.  

5.02.1   Business services, including catering or advertising. 

5.02.2   Business supplies, including office supplies, educational supplies, operation and maintenance 
supplies. 

5.02.3   Travel, including transportation services, airfare, car rental expenses, or payments to a travel 
agency.  

5.02.4   Payments to educational and charitable organizations, including schools, colleges, vocational 
schools and membership organizations. 

 5.03   EXCLUSIONS: School credit cards shall not be used for cash advances, ATM, money orders, gift 
cards, alcohol, jewelry or clothing, medical expenses, or payment of fines or penalties unless prior 
written approval is received from the CFO.  In no event shall a school credit card be used for a 
Cardholder/User’s personal expenses. 

5.04   This policy and the schools’ use of the school credit cards shall not circumvent AIMS purchasing 
policies and procedures.  A school credit card shall be used as a method of payment only after all 
required purchasing forms have been completed, including but not limited to check request, purchase 
orders, travel vouchers and purchase requisitions. 

5.05   School credit card transactions are hereby authorized using the following methods: 

5.05.1   Card present (Point-of-sale) transactions:   The Cardholder/User shall present the school credit 
card for purchase of goods and services.  The Cardholder/User shall obtain a receipt for all purchases 
and credits, note the transaction with a purchase order number and check request number as required, 
and attach those approved documents for submission to the Administrator. 

5.05.2   Via telephone or mail order:  The Cardholder/User shall provide the vendor or merchant the 
school credit card number, expiration date and other pertinent data necessary to complete the 
transaction.  The Cardholder/User shall take reasonable precautions to ensure that the transaction is 
valid prior to providing school credit card data.   The Cardholder/User shall note and record 
confirmation data or other supplier documentation, as available, shall note the transaction with a 
purchase order number and check request number as required, and shall attach those approved 
documents for submission to the Administrator. 

 

10 of 253Powered by BoardOnTrack

AIMS K-12 College Prep Charter District - Governance Committee Meeting - Agenda - Tuesday October 2, 2018 at 6:00 PM



DRAFT

5.05.3   Via internet:   The Cardholder/User shall provide the vendor or merchant with the school credit 
card number, expiration date and other pertinent data necessary to complete the transaction.  The 
Cardholder/User shall take reasonable precautions to ensure that the transaction is valid, and the 
website is secure prior to providing pertinent school credit card data.  The Cardholder/User shall obtain 
a screen printout of the receipt, confirmation data or other supplier documentation, as available, shall 
note the transaction with a purchase order number and check request number as required, and shall 
attach those approved documents for submission to the Administrator.  

 5.06   Purchases shall not exceed the card limits per billing cycle set for school credit card use, or the 
overall financial credit limit of American Indian Model Schools.  The CFO shall monitor and may 
recommend changes to these limits.  The Superintendent limit may be changed only by the Board of 
Directors.  The list of limits by class of Cardholder/User will be maintained by the CFO and reviewed 
annually to ensure adherence to procurement policy thresholds. 

5.07   Any benefits of the school credit card such as membership awards programs are only to be used 
for the benefit of American Indian Model Schools and shall not be redeemed for personal use. 

5.08   Purchases that are unauthorized, illegal, representative of a conflict of interest, are personal in 
nature or otherwise violate the intent of this policy may result in credit card revocation and discipline of 
the Cardholder/User. 

6.   DOCUMENTATION: 

6.01   The Administrator shall ensure AIMS maintains detailed documentation that all expenses charged 
to school credit cards are supported by: a credit card slip; a detailed   invoice   or   receipt, and any other 
supporting detailed documentation, from the Cardholder/User as evidence of the validity of expenses;   
and a check   request   and   any   other   necessary detailed documentation   as   outlined   by AIMS 
schools’ purchasing policies and procedures.  

6.02   The Administrator is responsible for accounting for all purchases within five (5) working days of 
receiving a credit card statement.  

6.03   The Accounts Payable Clerk shall ensure that all school credit card statements are reconciled prior 
to AIMS payment and recording of expenses in the general ledger. 

 

6.04   The Finance department will retain detailed receipts and documentation for no less than five (5) 
years following the purchase date. 

 

7.   PAYMENTS:   School credit card statements will be paid in their entirety monthly or otherwise in 
accordance with the cardholder agreement with issuing financial institution. 

To assist employees in the conduct American Indian Model Schools business and recording of business-
related transactions, AIMS has established a Credit Card Program. Your signature below acknowledges 
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you have read and agree to comply with the provisions of the credit card program and its future 
modifications.

You (Cardholder/Employee) are being entrusted with a company credit card. The credit card is being 
provided to assist you in paying for those materials and supplies necessary for the performance of your 
job. This Card may be cancelled at any time at the sole discretion of the American Indian Model Schools. 
Each card has an account number to allow the tracking of transactions.

The following highlights key provisions of the program.

1. CARD RESTRICTED TO BUSINESS USED ONLY. The credit card issued to you must be used 
for the purchase of those materials and supplies necessary for the performance of your job. 
Materials and supplies may include but are not limited to classroom and instructional supplies, 
pre-approved travel, field trips, etc. You must sign the back of the card upon receipt. Use of the 
card is limited to you and you are prohibited from authorizing its use to any other individual for 
any purpose. The card shall not be used for personal purchases.

2. COMPLETION OF MONTHLY PURCHASE REPORTS. Once a month you will receive a 
statement listing all purchases charged to the “Account”. Within 5 working days of receipt of the 
statement you will need to (a)verify the amount of the charges with the original receipt and attach 
the receipt. (b) write the appropriate expenditure account number and brief description on 
statement. (c) If there is any discrepancy related to a charge you will initiate follow-up with AIMS 
Katema Ballentine, Chief Business Official at (510)893-8701 ext. 17, (d) sign the statement; and 
forward to your Approving Manager or Supervisor. 

3. FAILURE TO FOLLOW THE REQUIREMENTS. Inappropriate use of the card includes but is not 
limited to: Use of the Card without authorization. Misuse of the Card in any way. Providing false 
or misleading information; and loss or theft of the Card due to employee gross negligence. In 
accordance with AIMS policies and procedures, failure by an employee to follow program 
requirements may result in disciplinary actions, up to and including employment termination.

4. LOSS OR STOLEN CARD. If your Card is loss or stolen, or if you think your Account was used 
without your permission, you should notify ELAN VISA (Name and contact information) 
immediately. Additionally, you must notify the AIMS Business Department at (510)893-8701 ext. 
17.

5. SURRENDER CARD UPON TERMINATION OF EMPLOYMENT. Upon termination of 
employment, you must immediately surrender the assigned card to your immediate supervisor.

6. ACKNOWLEDGMENT. I acknowledge receipt of the Card ad was provided an opportunity to ask 
questions of a knowledgeable designate regarding the appropriate use of this card. I confirm that 
I have read and understand the above requirements and agree to comply with the procedures.

By signing below, I acknowledge I have read and understand the items discussed above.

Cardholder: Department/Location:

Signature: Phone Number:

Account (Card) Number: Card Expiration:
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C.  FINANCIAL MANAGEMENT POLICIES 

 

300 BASIS OF ACCOUNTING 

 

American Indian Charter will maintain their accounting records and related financial reports on the 
accrual basis of accounting. 

 

302 Accounting Policies 

 

The accounting policies and financial reporting adopted are consistent with the non-profit requirements 
of the Financial Accounting Standards Board (FASB), FASB is the recognized standard setting body for 
establishing non-profit accounting and financial reporting principles. 

 

303 Basis of Presentation 

 

The accounts of the American Indian Model Schools are organized on a basis of the charter school 
required elements of the Standardized Account Code Structure or SACS.  The operations of the fund are 
accounted for by providing a separate set of self-balancing accounts, which comprise its assets, 
liabilities, net assets, revenues and expenditures. The Charter Schools use the following fund: 

 

General Fund - This fund of American Indian Model Schools is used to account for all financial resources 
associated with the operation of the schools.  In addition, all activities relating to Student Activities 
should be separately identified and recorded within this fund. 

304 Revenues 

Under the accrual basis of accounting, revenues recognized when earned. 

305 Expenditures 

Under the accrual basis of accounting, expenses are recognized when services are incurred or goods are 
received. 
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306 Incurred Costs 

 

For the purpose of invoicing funding sources for allowable costs under cost reimbursement contracts, 
the term "costs incurred" is defined as follows: 

 

A. Costs related to items or services incurred directly for the contract and received at the time of the 
request for reimbursement and is not specifically disallowed by the funding source. 

 

307 Cash Management 

A. The School maintains cash accounts at the following banks: 

 1. Operating – EASTWEST Bank

2. Investment - EASTWEST Bank/Community Bank

 

B. A schedule of aged accounts and grants receivable is prepared monthly by CSMC and reviewed by the 
Chief Financial Officer for collection.  Appropriate collection procedures are initiated, if necessary. 

 

308 Grants Receivable Aging Criteria 

 Accounts receivables outstanding are aged on a thirty, sixty, ninety, and over-ninety day basis. 

309 Grant/Contract Invoicing 

A. All invoices are submitted to the funding sources by dates specified in the grant or contract 
agreement. 

 

B. The invoicing format is that specified by the funding source. 

 

14 of 253Powered by BoardOnTrack

AIMS K-12 College Prep Charter District - Governance Committee Meeting - Agenda - Tuesday October 2, 2018 at 6:00 PM



DRAFT

 

310 Budgets 

A. American Indian Model Schools prepares an annual operating budget of revenues and expenses, a 
cash flow projection, and a capital budget.  These budgets and projections are reviewed and approved 
by the Board of Trustees, prior to June 30 each year and modified, as necessary. 

B. Financial statements displaying budget vs. actual results are prepared by the back-office services 
provider and reviewed by the Chief Financial Officer and presented to the Board of Trustees at each 
regularly scheduled board meeting. 

311 Insurance and Bonding 

A. The Schools maintain minimum levels of coverage, as deemed appropriate by the Superintendent, for 
the follow policies: 

 1. General liability 

 2. Business & personal property (including auto/bus) 

 3. Computer equipment 

 4. Workers' compensation 

 5. Personal injury liability 

 

D.  The Schools require proof of adequate insurance coverage from all prospective contractors, as 
deemed applicable by the Superintendent. 

 

312 Record Retention and Disposal 

 

A. Records are maintained for the following indicated minimum periods: 

1. Books, records, documents and other supporting evidence including paid, cancelled or voided checks, 
accounts payable records, vendors' invoices, payroll sheets and registers of salaries and wages, tax 
withholding statements, employees’ timesheets and other public documents are retained for seven 
years after the original entry date. 

B. All records not supporting government grants or otherwise covered by rules of the Internal Revenue 
Service are retained for three years from the end of the fiscal year in which the records were originally 
prepared. 
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312 Record Retention and Disposal - continued 

 

E. All financial records are maintained in chronological order, organized by fiscal year. 

 

F. In connection with the disposal of any records, a memorandum of record disposal is prepared by the 
Director of Operations listing the record or the class of records disposed of. The Board of Trustees 
certifies this memorandum of records disposal. 

 

313 Financial Reporting 

 

The back-office services provider maintains supporting records in sufficient detail to prepare the 
Schools’ financial reports, including: 

 

A. Annually: 

 1. Financial statements for audit 

 2. Annual budget 

 

B. Monthly: 

 1. Trial balance 

 2. Internally generated budget vs. actual financial statements 

 3. Billing invoices to funding sources 

 4. Updating the cash flow projection 

 

C.      Periodically: 

  1. IRS Forms 941 and payroll tax returns and comparable state taxing authority returns 

  2. Other reports upon request 
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314 Audit 

The Board of Trustees arranges annually for a qualified certified public accounting firm to conduct an 
audit of the Celerity Charter Schools’ financial statements in accordance with Government Auditing 
Standards and the Governmental Accounting Standards Board. 

 

The audit reports will be submitted to the granting agency, (starting 2002) California Department of 
Education, (starting 2003) County Superintendent of Schools, and State Controller's Office by December 
15 of each year. (Education Code 47605(m)) 

 

315 Full Board as Audit/Finance Committee 

 

The full Board of Trustees acts as an audit/finance subcommittee.  Staff will review and present an 
analysis of independent auditor proposals to the Board and make a recommendation for selection of 
independent auditor.   and the Board will select the independent auditor and review the scope and 
results of the audit.  The Board also receives notice of any consequential irregularities and management 
letter comments that the auditor noted during the engagement. Additionally, the Board will develop a 
corrective action plan to address all relevant weaknesses noted by the auditor.  The Board of Trustees 
will also review all financial information of the American Indian Model Schools. 

 

400 POLICIES RELATED TO ASSETS, LIABILITIES AND FUND EQUITY 

 

401 ASSETS 

 

402 Bank Accounts 

A. Bank accounts for the indicated purpose and limitation(s) have been authorized by the Board of 
Trustees of American Indian Model Schools at the indicated Federal Deposit Insurance Corporation 
(FDIC)-insured banks:  

  EASTWEST BANK    COMMUNITY BANK 

403 Petty Cash Checks Payments 

A. Account has been closed. 
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404 LIABILITIES AND FUND EQUITY 

405 Accounts Payable 

Only valid accounts payable transactions based on documented vendor invoices, receiving report or 
other approved documentation are recorded as accounts payable. 

  

406 Accounts Payable Payment Policy 

Vendors and suppliers are paid as their payment terms require, taking advantage of any discounts 
offered.   If cash flow problems exist, payments are made on a greatest dependency/greatest need 
basis. 

 

407 Accrued Liabilities 

Salaries, wages earned, and payroll taxes, together with professional fees, rent, and insurance costs 
incurred, but unpaid, are reflected as a liability when entitlement to payment occurs. 

408 Liability For Compensated Absences 

 A. Compensated absences arise from employees' absences from employment due to vacation leave.  
When the Celerity Schools expect to pay an employee for such compensated absences, a liability for the 
estimated probable future payments is accrued if all of the following conditions are met: 

 1. The employee's right to receive compensation for the future absences is attributable to services 
already performed by the employee. 

 2. The employee's right to receive the compensation for the future absences is vested or accumulates. 

 3. It is probable that the compensation will be paid. 

 4. The amount of compensation is reasonably estimable. 

 

B. Compensated absences not required to be paid upon employee termination is only recorded when 
paid. 

 

409 Debt 
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A. When applicable, short-term debt consists of financing expected to be paid within one year of the 
date of the annual audited financial statements.  Long-term debt consists of financing that is not 
expected to be repaid within one year and is recorded in the Enterprise Fund. 

 

B. Loan agreements approved by the Board of Trustees should be in writing and should specify all 
applicable terms, including the purpose of the loan, the interest rate, and the repayment schedule. 

410 Intra-Company Transactions 

 

An interfund transaction occurs when a fund has a financial transaction with another fund within 
American Indian Model Schools.   

When cash is received for each school, cash will be transferred to the operating account.  The transfer of 
cash will create interfund transactions between the respective school and AIMS.  When an expense is 
paid, an interfund transaction will be created between the respective school and XXXXX.  As transactions 
are recorded in the accounting software, interfund transfers will be automatically recorded.  Interfund 
transactions shall net to zero across all funds as a balancing mechanism. 

Interfund transactions that constitute reimbursement of a fund for expenditures or expenses initially 
made from it that are properly applicable to another fund are recorded as:  

Expenditures or expenses of the reimbursing fund, and Reductions of the expenditure or expense 
originally charged in the fund that is reimbursed.  A transaction would be reported as a reimbursement 
when:   An accounting error has been made (e.g., an expenditure was charged to an incorrect fund)  
When a single fund, usually the general fund, pays an invoice or payroll for other funds (i.e., as a 
convenience), and then charges back the expenditure/expense to the appropriate individual fund where 
the cost should be reported.  The caption “reimbursements” never should appear as an account caption 
on an operating statement.  

 

Interfund transactions will be presented on the financial statements as Interfund receivables or 
Interfund payables based on the net account balance. 

500 REVENUE 

 

501 Revenue Recognition 

The American Indian Model Schools record revenue on the accrual basis of accounting, consistent with 
generally accepted accounting principles applicable to special  purpose  governmental units. 
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600 FACILITIES 

 

601 Disposal of Property and Equipment 

 

A. No item of property or equipment shall be removed from the premises without prior approval from 
the Director of Operations. 

 

B. American Indian Model Schools have adopted standard disposition procedures for AIMS’ staff to 
follow, which include an Asset Disposal Form, which identifies the asset, the reason for disposition, and 
signature of the requester.  The form also allows for an identification of the asset’s book value, 
condition of the asset, and supervisory approval or denial. 

 

C. When property is retired, the appropriate asset in the fixed asset subsidiary will be adjusted and 
properly reflected in the Enterprise Fund. 

 

700 PROCUREMENT POLICIES 

701 American Indian Model Schools adhere to the following objectives: 

 1. Procurements will be completely impartial based strictly on the merits of supplier and contractor   
proposals and applicable related considerations such as delivery, quantity, etc. 

 2. Make all purchases in the best interests of AIMS and their funding sources. 

 3. Obtain quality supplies/services needed for delivery at the time and place required. 

 4. Buy from responsible sources of supply. 

 5. Obtain maximum value for all expenditures. 

 6. Deal fairly and impartially with all vendors. 

 7. Maintain dependable sources of supply. 

 8. Be above suspicion of unethical behavior at all times; avoid any conflict of interest, related parties or 
even the appearance of a conflict of interest in American Indian Model Schools’ supplier relationships. 
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A. American Indian Model Schools will execute a Purchase Order for all purchases except when it is in 
the best interest of the company to obtain maximum value for its expenditures. When staff receives a 
lower price from companies that do not accept purchase orders, the decision will be made to utilize 
either a check or a credit card to make the purchase. Purchases shall be approved by the Superintendent 
for amounts less than $50,000 per school and by the Board of Trustees if greater than $50,001 per 
school. 

 B. All lease agreements will be evidenced by a lease or sublease agreement approved by the Board of 
Trustees and signed by the Superintendent.  The agreement will identify all the terms and conditions of 
the lease. 

Procurement Procedure

Accounts Payable

Accounts payable is a critical portion of your financial records and can be subject to fraud without 
careful reconciliation and oversight. Strong accounts payable audit procedures can ensure the accuracy 
and timeliness of your bill payments. The best accounts payable audit procedures allow a mixture of 
daily checks, routine internal controls and external audit procedures.
Laymans Terms

In households, accounts payable are ordinarily bills from the electric company, telephone company, 
cable television or satellite dish service, newspaper subscription, and other such regular services. 
Householders usually track and pay on a monthly basis by hand using cheques, credit cards or internet 
banking. In a business, there is usually a much broader range of services in the AP file, and accountants 
or bookkeepers usually use accounting software, such as Office-Wise to track the flow of money into this 
liability account when they receive invoices and out of it when they make payments. 

Commonly, a supplier will ship a product, issue an invoice, and collect payment later, which describes a 
cash conversion cycle, a period of time during which the supplier has already paid for raw materials but 
hasn't been paid in return by the final customer. 

When the invoice is received by the purchaser, it is matched to the packing slip and purchase order, and 
if all is in order, the invoice is paid. This is referred to as the three-way match. Invoice processing 
automation software handles the matching process differently depending upon the business rules put in 
place during the creation of the workflow process. The simplest case is the two-way matching between 
the invoice itself and the purchase order.  -Wikipedia 

Routine Procedures

Accounts payable should be balanced daily to reconcile payments to recorded entries. Any discrepancy 
between the total amount paid and the total recorded should be examined and reconciled immediately. 
Management oversight of every individual involved in accounts payable should be stringent and should 
include routine monitoring of activities. 
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Sign-off procedures that help establish an audit trail should be enacted. These sign-offs include 
management review of goods and service requests, regular reconciliations, monthly discrepancy reports 
and individual sign-offs for large transactions to ensure that all information is correct.

Internal Controls

Internal controls for accounts payable include signature requirements according to payment amounts. 
AIMS requires two signatures for all checks submitted for payment as well as Board Approval and 
signature for all checks over the $8000 threshold.

During book closing procedures at the end of a month or financial period, AIMS requires sign-off for all 
account payable work including summary totals and account reconciliations. Additionally, Officewise 
provides a running report that monitors payment levels from accounts payable processing

In order to ensure fiscal vitality American Indian Models Schools has established routine control 
procedures for accounts payable, outlined in the following pages. 

. 
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What Do I do?

 Request approval for the service or product: In order to ensure proper accountability for the 
use of public funds all requests MUST go through the Officewise Purchase Requisition System. A 
purchase order must accompany all remittances issued by American Indian Model Schools. 
Emails and verbal permissions cannot be audited.

 Submit Purchase Order to Vendor/Supplier: Vendors and Suppliers require an audit trail as 
well. Purchase Orders are approved agreements that permit the service or goods to be received 
by AIMS. 

 Receive Goods and/or Services: State and Federal requirements define that the funds we 
receive in a certain fiscal year must be utilized for services and goods received in that fiscal year. 
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Please keep in mind, that State General Purpose funds can not be used on “cross-year” services 
or goods

 Collect Invoice from Vendor: The invoice or “bill” is list of the goods or services provided with a 
sum due. This document is the auditable trail that records of the products received. The bill is 
required to issue a payment.  

 Submit Invoice and P.O Copy/Number to Business Services: The complete package will ensure 
timely payment to vendors 

OFFICEWISE: How to Create a Requisition/Purchase Order

Purchase orders 

Overview

Purchase orders are used to place orders with vendors.  To access purchase orders, go to the “Home” 

menu and click on “Purchase orders” in the left menu.  To sort the list of purchase orders, click on the 

column header for the criteria you want to sort by.  To filter the list of purchase orders, click on the 

"Filters" button, select filters and click "Save", and to remove filters click the "Reset" button.

Creating purchase orders

To create a purchase order, complete the following steps:

1. From the “Home” menu click on “Purchase orders” in the left menu

2. Click on the “+ New Purchase Order” button above the list of purchase orders

3. Enter purchase order information

4. Click the "Save" or the "Save & New" button at the bottom of the form

Copying purchase orders

To copy a purchase order, complete the following steps:

1. From the “Home” menu click on “Purchase orders” in the left menu

2. Click on the purchase order that you want to copy

3. Click on the "More" button

4. Click on the “Copy” button

24 of 253Powered by BoardOnTrack

AIMS K-12 College Prep Charter District - Governance Committee Meeting - Agenda - Tuesday October 2, 2018 at 6:00 PM



DRAFT

After completing the steps above a new purchase order will be created which you can then edit and 

save. 

Editing purchase orders

To edit a purchase order, complete the following steps:

1. From the “Home” menu click on “Purchase orders” in the left menu

2. Click on the purchase order that you want to edit

3. Click on the "Edit" button and make any changes you want

4. Click on the "Save" or "Save & New" button at the bottom of the form

Viewing purchase orders

To view a purchase order, complete the following steps:

1. From the “Home” menu click on “Purchase orders” in the left menu

2. Click on the purchase order that you want to view

3. Click on the "View" button

Once you complete the steps above the view page will open.  The view page is the finished copy of the 

purchase order which you can email or print.

Emailing purchase orders

To email a purchase order complete the following steps:

1. From the “Home” menu click on “Purchase orders” in the left menu

2. Click on the purchase order that you want to email

3. Click on the "Email" button

4. Enter or edit email information

5. Make sure to check the box next to any attachments you want to include in the email

6. Click the “Send” button at the bottom of the email popup form

After you complete the steps above an email will be sent to the email address/addresses in the “To” 

field.  The email sent will include links to the purchase order view page and any attachments included in 

the email. 
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Printing purchase orders

To print a purchase order, complete the following steps:

1. From the “Home” menu click on “Purchase orders” in the left menu

2. Click on the purchase order that you want to print

3. Click on the "PDF Print" button

4. Print the PDF file

Printing purchase order detail

To print purchase order detail, complete the following steps:

1. From the “Home” menu click on “Purchase orders” in the left menu

2. Click on the purchase order that you want to print

3. Click on the "More" button

4. Click on “Print Page”

Opening purchase orders

To open a purchase order that is closed complete the following steps:

1. From the “Home” menu click on “Purchase orders” in the left menu

2. Click on the purchase order that you want to open

3. Click on the "More" button

4. Click on “Open”

Closing purchase orders

To close a purchase order that is open complete the following steps:

1. From the “Home” menu click on “Purchase orders” in the left menu

2. Click on the purchase order that you want to close

3. Click on the "More" button

4. Click on “Close”

Note that the system will automatically close a purchase order once all items have been received.

Voiding purchase orders
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To void a purchase order, complete the following steps:

1. From the “Home” menu click on “Purchase orders” in the left menu

2. Click on the purchase order that you want to void

3. Click on the "More" button

4. Click on “Void”

*Note that once you void a purchase order you cannot un-void it

702 Check Issuance

1. All checks require two signatures 
2. Checks written for $8,000 and above require board approval, except for the following Vendors: 

PG&E (Electricity and Gas), AT&T (Office Telecommunications), EBMUD (Water Utilities), Waste 
Management, Mortgage and Rent payments. (The Vendors may be amended depending on 
Services)

3. A list of Vendors / Purchase Orders can be submitted to the Board of Trustees (Semi-Annually) 
for pre-approval to allow for invoice and remittance workflow. 

4. Checks shall be Computer generated
5. Checks are sent to Vendor after upon obtaining the appropriate signatures and the copy of the 

check is made and filed.
6. Voided Checks must be labeled as “VOID” in large letters. A Copy must be filed accordingly
7. NO CHECKS SHALL BE MADE OUT TO CAHS< WRITTEN IN ADVANCE, OR PRE-SIGNED 

800 TRAVEL POLICIES 

 

801 Pre-Approval for Travel 

 A. All employees must request approval prior to attendance for off-site conference. A authorization to 
attend must be approved by the Superintendent and reviewed by the Chief Financial officer, if funded 
by restricted monies. 

802 Employee Mileage Reimbursement 
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 A. All employees are reimbursed either at the standard mileage rate per mile as determined by the 
Internal Revenue Service for use of their own vehicle for business related travel or at a flat monthly rate 
which is taxable under IRS rules.  In addition, parking fees and tolls paid are reimbursable if supported 
by invoices. 

 B. All employees requesting such mileage reimbursement are required to furnish a Travel Report 
containing the destination of each trip, its purpose and the miles driven, parking fees and tolls, within 
one month after the travel date, supported by invoices, if applicable. 

 C. If employees request to be reimbursed at a monthly flat fee, the payment will be done through 
payroll and will be subject to all applicable taxes under the IRS regulations.

 

900 CONSULTANTS AND CONTRACTORS 

 

901 Consultant Utilization 

The utilization of all consultants and contract personnel are sufficiently evidenced by: 

 

A. Details of all agreements (e.g., work requirements, rate of compensation, and nature and amount of 
other expenses, if any) with the individuals or organizations providing the services and details of actual 
services performed. 

 

B. Invoices or billings submitted by consultants, including sufficient detail as to the time expended and 
nature of the actual services performed. 

 

C. The use of a management contract for educational and administrative services will clearly identify the 
contractor’s performance requirements, including students’ academic achievement, contractor’s 
compensation and American Indian Model Schools’ rights to educational curricula and intellectual 
property developed. 

 

902 Independent Contractors 

The use of consultants is closely monitored so as not to vary from the rules of the Internal Revenue 
Code. 

In particular, consultants will: 

A. Not be controlled as to what services will be performed and how these services will be performed. 
Consultants will not have set hours of work. B. Adhere to a precise contract scope of services, 
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recomputed or at least adjusted annually.  This consultant agreement will specify the obligation of the 
consultant to pay his or her own self-employment taxes, if applicable. C. Not receive any fringe benefits 
as such, although their fee may include provision for fringe benefits. D. Not be assigned a permanent 
workstation. E. Make their services available or work for a number of firms or persons at the same time. 
F. Will use his or her own stationery or time sheet in billing for services. 

PART II 

1000 - GENERAL ACCOUNTING PROCEDURES 

  

In this section, procedures are described for the overall accounting system design, General Ledger 
activity and General Ledger closeout for the Celerity Schools. 

  

GENERAL LEDGER ACTIVITY 

 

 Control Objective 

 To ensure that all General Ledger entries are current, accurate and complete. 

 

Major Controls 

 A. Timeliness of Entries 

 All entries are made soon after the underlying accounting event to ensure the financial records and 
reporting is current. 

 B. Support Documentation 

 All entries are supported by adequate documentation that clearly shows the justification and 
authorization for the transaction. 

 C. Audit Trail 

 A complete audit trail is maintained by the use of reference codes from source documentation through 
the books of original entry and General Ledger, to periodic reporting statements. 

 

Procedures 

1. Financial data on source documentation is verified against original documents (e.g., invoice, purchase 
order, etc.) by the Director of Operations before entering into the accounting system. 
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2. Each entry in the accounting system is reviewed and approved by the Chief Financial Officer. 

3. Provision is made for using recurring General Journal entries for certain transactions, such as 
recording the monthly portion of prepaid insurance. 

4. Non-recurring entries, such as for correcting entries, recording accruals and recording non-cash 
transactions, are prepared as circumstances warrant and on a monthly basis. 

5. All entries in the books of original entry (e.g., cash receipts journal and checkbook) are made soon 
after the accounting event from authorized forms and are prepared and reviewed by qualified 
accounting personnel. 

6. All General Journal entries are supported by General Journal Vouchers that have supporting 
documentation attached and are approved by the Chief Executive Officer. 

GENERAL LEDGER CLOSE-OUT 

 

Control Objective 

To ensure the accuracy of financial records and reports. 

 

Major Controls 

 A. Trial Balance 

 Monthly, a trial balance is prepared to ensure the accuracy of the General Ledger account balances. 

 B. Reconciliation of General Ledger Control Accounts with Subsidiary Ledgers 

 Reconciliations are prepared on a monthly basis. 

Procedures 

1.  At the end of each month, a trial balance of all General Ledger accounts is prepared by the back 
office business services provider to the Chief Executive Officer. 

2. Reconciliation between the General Ledger control accounts and the subsidiary ledgers are completed 
by the back-office business services provider. 

3. At fiscal yearend and after the annual audit, all income and expense accounts are closed out, and the 
general ledger balances are agreed to the audited financial statements. 

 1100 - CASH MANAGEMENT PROCEDURES 

 In this section, procedures are described for cash receipts, cash disbursements and prepaid items. 

 CASH RECEIPTS 
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 Control Objective 

To record cash receipts completely and accurately and to prevent the diversion of cash assets. 

 Major Controls 

A. Cash Flow Projection 

American Indian Model Schools annually prepare and update monthly a cash flow projection for 
operations and capital cash needs to monitor and ensure adequate cash flow. 

B. Cash Receipts Policies 

American Indian Model Schools has internal control systems in place to monitor cash receipts and 
ensure that deposits are made in a timely manner.   AIMS also use electronic fund transfers to 
accelerate deposits. 

C. Internal Accounting Controls 

   (i) Opening of mail assigned to an employee with responsibilities independent of access to files or    
documents pertaining to accounts receivable or cash accounts. 

   (ii)  Listed receipts and credits compared to accounts receivable and bank deposits. 

   (iii) General Ledger control accounts reconciled with Accounts Receivable Subsidiary Ledger 

 Procedures 

A.  General 

1. Mail is received by the Receptionist who sorts the checks and forwards them to the Chief Financial 
Officer or the appropriate recipient. 

2. All checks are restrictively endorsed immediately by the Chief Financial Officer. 

3. The Chief Financial Officer prepares deposit slips and forwards them to the back office provider for 
the preparation of journal entries. 

4. A copy of each check to be deposited is made and attached to copy of the deposit slip and filed to 
provide support for all deposits. 

5. The back office business services provider reviews and signs off on journal entries. 

6. The back office business services provider inputs journal entries. 

7. The Chief Financial Officer makes deposits on a daily or no later than on a weekly basis.  If deposits 
are made other than daily, the deposit should be maintained in a secure area with limited access. 

8. Reconciliation of cash receipts to deposit slips and bank statements are performed by the Chief 
Financial Officer and the back-office business services provider on a monthly basis. 

Cash Handling Procedure (Internal
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AIMS Cash Handling Policy 2018-2019 School Year

General Procedures

 Schools are not authorized to use collected funds for any purpose whatsoever other than for 
deposit.

 Count cash at the end of each day.
 Balance cash to receipts daily prior to deposit. Keep a copy on a spreadsheet and file copy of 

receipt. 
 Keep reconciliation log (Excel Spreadsheet for School Uniforms).
 All payments received must be logged in receipt book.
 Cash is never sent through school mail.

Front Desk Cash Handling (Lunch Payment, Sale of School Uniforms/Swag)

 Cash is accepted at the front desk from 9:30 a.m.-12:30 p.m.
 Cash deposited to the front desk must be stored in a lockbox immediately.
 MealTime (Lunch Program Payment System) deposits must be made to student’s profile.
 Receipt must be logged and receipt must be given to parent/guardian after deposit is completed.
 By 12:45 p.m. lockbox and receipt book must be taken to finance department for cash handoff 

and review. (Double Count of Cash) 
Reconciliation of Cash Handling

 Cash collected must be balanced by comparing the total of the cash to the pre-numbered receipt 
totals and the money received.

 Two staff members will review total cash amount received to ensure accuracy.
 Deposit tickets are to be reconciled to cash received, daily deposit printout from MealTime 

(Lunch Program Payment System).  
 Proof of reconciliation is stored in finance office and locked in a file.

Security of Cash Handling 

 Cash and other deposits are to be kept secured, in safe locked location always. Do not leave 
deposits or cash unlocked in desk, drawers or file cabinets.

 Front desk clerk is responsible to ensure all cash deposits that are brought to finance office must 
have finance clerk review and sign off on total received. 

 Deposit bags must be secured along with any other deposits until dropped off to finance 
department.

 Finance department logs totals for the day in QuickBooks and total deposit is taken to the bank 
and deposit slip is retrieved.

Refund

 Refunds are completed through finance department. Front desk clerk should provide the 
following information, the students first and last name, amount of refund, date and reason to 
finance clerk.

 Once refund check is complete finance will mail check to parent/guardian. 


Collections
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 Print out MealTime (Lunch Program Payment System) negative balance report, call families with 
negative balances. Inform families to pay balance immediately.

CASH DISBURSEMENTS 

 

Control Objective 

To disburse cash for authorized purposes and record cash disbursements completely and accurately. 

 Major Controls 

 A. Cash Disbursement Policies 

Check preparation and signatures are delayed until the due date, consistent with available discounts if 
available. 

 B. Internal Accounting Controls 

 (i) Pre-numbered checks and special check protective paper. 

 (ii)  Match disbursement records against accounts payable/open invoice files. 

 (iii) Bank statements reconciled to cash accounts and any outstanding checks verified by either the back 
office business services provider, if applicable. 

 (iv) Supporting documentation canceled to prevent resubmission for payment. 

 (v)  Detailed comparison of actual vs. budget disbursements on a periodic basis. (vi) Separation of duties 
to the extent possible for an organization the size of the Celerity Schools. 

 Procedures 

 1. When the transaction is complete, and payment is due, a pre-numbered check is prepared by the 
back office business services provider who attaches all supporting documentation: (e.g. vendor invoice, 
purchase order, purchase requisition, etc.) and submits the package to the Chief Executive Officer or 
Directors of School Services for approval. 

 2. All invoices submitted for signature will include approvals for payment, expense account charged, 
check number and date of payment. 

 3. The Superintendent and Chief Financial Officer approves checks, after examining the supporting 
documentation. 

 4. After having been approved and/or signed, the checks are mailed directly to the payee by back office 
provider. 

5. All supporting documents are uploaded into the A/P system by back office business services provider 
as back-up for each check. 
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6. All payment requests are researched in the A/P system by vendor and by invoice number to prevent 
double payments. 

7. On a periodic basis, cash disbursement records are matched against accounts payable/open invoice 
files for any discrepancies. 8. Bank statements are reconciled soon after receipt by either the back 
offices business services provider and reviewed by the Chief Financial Officer. 

  

PETTY CASH FUNDS 

THIS ACCOUNT IS CLOSED 

Control Objective 

To control the use of petty cash funds for valid transactions. 

Major Controls 

A. Internal Accounting Controls 

 (i) American Indian Model Schools do not use Petty Cash Funds.   All local emergency school 
expenditures are done via credit card transactions. 

 

1200 - PAYROLL PROCEDURES 

  

Payroll procedures are organized under six categories: personnel requirements, personnel data, 
timekeeping, preparation of payroll, payroll payment, and payroll withholdings. 

  

PERSONNEL REQUIREMENTS 

Control Objective 

To ensure that the American Indian Model Schools hire only those employees, full or part-time, it 
absolutely needs and exerts tight control over hiring new employees. 

 Major Controls 

Payroll Policies Procedures New Employees 

 1. Requests for new employees are initiated by the Principal and compared with the approved annual 
personnel budget. 

 2. New employees complete an Application for Employment. 
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 3. New employees complete all necessary paperwork for payroll. 

4. Employee is fingerprinted. Fingerprint clearance must be received by the AIMS before any employee 
may start work. 

Vacation and Sick Pay 

1. Employees accrue vacation time based on personnel policy of the AIMS Schools. 

2. Employee is required to provide advanced notice to supervisors for a vacation request. 

3. Regular part-time employees do not earn vacation time on a pro-rated bases based on personnel 
policy of the American Indian Model Schools. 

4. Employees' earned vacation balances are adjusted monthly to reflect vacation time earned and taken 
and reviewed by the Principal. 

5. Sick leave taken is monitored against each employee's available sick time on an electronic 
spreadsheet and reviewed by the Principal. 

6. AIMS sick time is unpaid at release of employment. Any unused sick leave can be credited to PERS 
retirement system. 

7. A General Journal entry is prepared at year-end to record the accrued vacation liability. 

8. Unused vacation time is based on personnel policy of the Celerity Schools. 

PERSONNEL DATA 

TIMEKEEPING 

Control Objective 

To ensure that payment for salaries and wages is made in accordance with documented time records. 

Major Controls 

 A. Timekeeping Policies 

Employees are instructed on the proper punching in and out utilizing a biometric clock to assure the 
accuracy of recorded time to cost objectives. 

 B. Punches 

Labor hours are accurately recorded by the use of biometric clocks and any corrections to timekeeping 
records, including the appropriate authorizations and approvals, are documented. 

C. Internal Accounting Controls 

 (i)   Reconciliation of hours charged to attendance records. 
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Procedures 

Time and Attendance 

1. Hourly and salary employees’ clock in and out using biometric time clocks daily. Hourly employees 
submit paper timesheets that are reconciled at each pay period with the time clock records.

   

Approval and Collection of Time and Attendance 

1. Each employee's punches are reviewed daily by School Heads and exceptions are reported to HR. 

2.  Authorized time clock punches are processed by the back office  business  services provider for 
payment. 

Reconciliation of Payroll to Punches 

1. Hours shown on time and attendance system are reconciled to the hours recorded on the Payroll 
Register by the Payroll department for each payroll period. 

 

PREPARATION OF PAYROLL 

Control Objective 

To ensure that payment of salaries and wages is accurately calculated. 

Major Controls 

 A. Internal Accounting Controls 

 (i) Time records are periodically reconciled with payroll records. 

 Procedures 

 1. Employee time sheets are approved by School Heads.  All deviations from pre-programmed 
parameters are approved by HR. 

 2. The total time recorded on time and attendance system and the number of employees is calculated 
by the payroll system and reviewed by HR and the back-office business services provider. 

 3. Recorded hours from the time clock punches are communicated to the Payroll Service electronically. 

 4. The payroll documents received from payroll software (e.g., calculations, payrolls and payroll 
summaries) are compared with employee punches, pay rates, payroll deductions, compensated 
absences etc. by the HR department and the back-office business services provider. 

 5. The back-office business services provider verifies gross pay and payroll deductions. 

 6. The total hours and number of employees are compared with the totals in the Payroll Register by the 
back-office business services provider. 

 7. The Payroll Register is reviewed and approved by AIMS appropriate personnel. 
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PAYROLL PAYMENT 

 Control Objective 

To ensure payment for salaries and wages by check, direct deposit, cash or other means is made only to 
employees entitled to receive payment. 

PAYROLL WITHHOLDINGS 

Control Objective 

To ensure that payment withholdings are correctly reflected and paid to the appropriate third parties. 

Major Controls 

A. Reconciliation of Payment and Payroll Withholdings 

Payroll withholdings are recorded in the appropriate General Ledger control accounts and reconciled 
with payments made to third parties. 

 B. Internal Accounting Controls 

Procedures 

 1. The web-based payroll software calculates payroll withholdings for each employee. These are 
summarized by pay period and recorded in General Ledger. 

 2. Payments for payroll withholdings are reconciled with the amounts recorded in the General Ledger 
control accounts by the back-office business services provider. 

 3. The back-office business services provider reviews the accuracy and timeliness of 

payments made to third parties for payroll withholdings. 

 4.  Original withholding and benefit election forms, maintained in the employee file, are prepared by 
employee and reviewed and approved on a periodic basis by the back-office business services provider. 

 

1300 DEPRECIATION 

Procedures 

1. American Indian Model Schools capitalize all fixed assets when acquired and records the historical 
cost of these items in the Enterprise Fund.   In accordance with generally accepted accounting   
principles, as   they relate   to   special   purpose   business-type   activity, government units, under GASB 
34 depreciation expense must be recorded in the statement of revenue, expenditures and changes in 
net assets. The AIMS will use the straight-line method of depreciation over the assets useful life as 
determined as follow: 
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Computers 3 years, Office Equipment 5 years, Vehicles 5 years, Office Furniture 7 years, Leasehold 
Improvements, Life of lease or 5 years, whichever is greater, Building Improvements 20 years, and 
Building 30 years. 

 

1400 EXPENSE REIMBURSEMENT 

Control Objective 

To ensure the American Indian Model Schools pays for only authorized business expenses. 

Major Controls 

A. Travel Policies 

American Indian Model Schools has adopted policies on travel reimbursement. 

B. Business Expense Reimbursement  

In extremely rare circumstances, and with prior approval and/or a purchase order as may be required by 
the schools’ purchasing policies and procedures, AIMS employees may purchase school supplies or 
services and seek reimbursement from AIMS.  Reimbursements shall be made only for actual and 
necessary business expenses.  Reimbursements shall not be used as an alternative to the purchase 
requisition system; all purchases for which employees seek reimbursement shall comply with the 
schools’ purchasing policies and procedures.      

No purchases of any school supplies or services shall be made without prior approval and/or a purchase 
order, as may be required by the schools’ purchasing policies and procedures.  In the event an employee 
seeks reimbursement for a purchase made without following these procedures, the school may refuse 
the services and deny payment or return the supplies to the vendor and deny payment, and the 
purchasing party may be held personally financially liable for payment of the supplies or services. 

Reimbursement requests shall contain a receipt, invoice and/or record of sale, and all other relevant 
documentation, such as prior approval and/or a purchase order, as may be required by the schools’ 
purchasing policies and procedures.  Reimbursement requests shall be submitted via the purchase 
requisition system.

Purchases of the following items are not eligible for reimbursement by American Indian Model Schools.  
Any purchases of such items, if appropriate, shall be made through the schools’ purchase requisition 
system.   

 o Deposits or advances for services that have not been rendered; 

 o Donations or sponsorships;

 o Flowers, gifts or gift cards; 

 o Personal cell phone purchases or monthly plans (these are handled by purchase orders, with minor 
accessory items allowed)
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 o Alcoholic beverages; and 

 o Individual items costing more than $2,000, excluding travel. 

Non-school-related purchases are prohibited.  The use of American Indian Model Schools’ funds for 
personal use is prohibited, including the submission of any non-school related purchases for 
reimbursement.  Individuals who use or attempt to use AIMS funds or seek reimbursement for non-
school related purposes shall be subject to disciplinary action.  Any individual who the Superintedent or 
his/her designee determines has sought reimbursement for irregular or unauthorized transactions, 
whether personal or unauthorized business transactions, will be subject to disciplinary action.   

 C. Internal Accounting Controls 

  (i) Justification for travel approved by Superintendent. 

  (ii)  Documentation for incurred employee expenses. 

  (iii) Documentation for company credit card purchase. 

 Expense Advance or Reimbursement 

 Expense Reimbursement: 

 1. Soon after traveling, but not exceeding 30 days, an employee who seeks reimbursement for 
authorized expenses completes a Travel Report detailing the expenses incurred, attaching originals of 
supporting documentation. 

 2. All credit card purchases are supported by invoices in order to be reimbursed. 

 2. The employee's Travel Report and credit card purchases invoices are reviewed and approved by the 
Superintendent. 

 

1500 - MANAGEMENT REPORTING PROCEDURES 

 In this section, procedures are covered for supporting the annual budget, financial reporting and tax 
compliance. 

 

ANNUAL BUDGET 

  

Control Objective 

To effectively support the preparation of the annual budget and its periodic review. 

Major Controls 
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 A. Budget Process 

The Chief Financial Officer works with the back-office business services provider and prepares the 
annual operating and capital budgets and cash flow projection, with input from the AIMS’ community.  
The budgets and projection are submitted to the Board of Trustees for approval. 

 B. Internal Accounting Controls 

 Accuracy and completeness of the budget and projections 

 

Procedures 

 1. In preparation of the annual operating and capital budget and cash flow projection, the back-office 
business services provider prepares a preliminary budgets and projection for review by the Chief 
Financial Officer in consultation with the AIMS’ staff. 

 2. To support budgets and projection estimates, the back-office business services provider prepares 
current year-to-date financial data with projections of year-end totals. 

 3. The back-office business services provider and the Chief Financial Officer review the budgets and 
projection submitted for completeness and reasonableness. 

 4. The Board of Trustees approves and adopts the final budgets and projection. 

 5. The adopted budgets totals are entered in the General Ledger by the back-office business services 
provider for the new fiscal year, in order to prepare budget to actual reports. 

FINANCIAL REPORTING 

 

Control Objective 

To ensure the accuracy, completeness and timeliness of financial reporting to support decision- making. 

Major Controls 

A. Schedule 

Monthly managerial reports are prepared based on a schedule. 

B. Review and Approval Financial reports are reviewed for accuracy and completeness.

C. Audit 

The annual financial statements of the AIMS’ are audited by a certified public accounting firm. 
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Procedures 

 1. The back-office business services provider prepares monthly budget vs. actual financial reports and 
cash flow projection for the Board of Trustees meetings. 

 2. American Indian Model Schools submit to an audit of their financial statements by a qualified 
certified public accounting firm, in accordance with Governmental Auditing Standards 

 3. American Indian Model Schools shall automatically submit all financial reports required under 
Education Code Section 47604.33 and 47605(m). 

  

PAYROLL TAX COMPLIANCE 

  

Control Objective 

To accurately prepare and file required tax documents on a timely basis. 

 Procedures 

1. American Indian Model Schools maintains a schedule of required filing due dates for: 

(i) IRS Form W-2 - Wage and Tax Statement. 

(ii)  IRS Form W-3 - Transmittal of Income and Tax Statements. 

(iii) IRS Form 940 - Employer's Federal Unemployment (FUTA) Tax Return. 

(iv) IRS Form 941 - Employer's Quarterly Federal Tax Return for Federal Income Tax Withheld from 
Wages and FICA Taxes. 

 (v)  IRS Form  1099  MISC  (also  1099-DIV,  1099-INT,  1099-OID)  -  U.S.  Annual Information Return for 
Recipients of Miscellaneous Income.

 (i) Quarterly and annual state(s) unemployment tax return(s). 

2. Before submission, all payroll tax documents and the supporting schedules are reviewed and 
approved by the back-office business services provider for accuracy and completeness.

41 of 253Powered by BoardOnTrack

AIMS K-12 College Prep Charter District - Governance Committee Meeting - Agenda - Tuesday October 2, 2018 at 6:00 PM



DRAFT
Procedure Manual

The Procedure Manual is intended to be a resource for all employees and covers 
policies, procedures and guidelines for each department in the Central Office. 
Copies of forms and specific instructions for completing are also included in the 
Appendices.  

If any of the information is unclear or if you are not sure of a procedure; always 
feel free to contact staff members within the appropriate department. We would 
also appreciate receiving any suggestions or comments about the Manual.  

AIM Procedure Manual begins with a general table of contents showing the tab 
under which each section is located.  The Handbook also is available on AIMS’ 
website.  
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The intention of this manual is to facilitate friendly, easy communication and 
transaction between Central Office and the AIMS community that we serve. 

 

Please keep this handbook in the school office where all staff that have any 
interest or need to know can have easy access to the information contained 
herein.  If, upon inspection or use, you find information that needs clarification or 
if you would like to see any other topics included, please contact Katema 
Ballentine.  We anticipate future revisions and updates that will be sent as inserts 
to add to or replace current material. 

HUMAN RESOURCES STAFF:………………………………………………………..HR@AIMSCHOOLS.ORG

ALMA MORALES, GENERALIST……………………………………………………..ALMA.MORALES@AIMSCHOOLS.ORG

VACANT, VACANT……………………………………………………………………..VACANT

VACANT, VACANT……………………………………………………………………..VACANT

BUSINESS SERVICES STAFF:

KATEMA BALLENTINE, CHIEF BUSINESS OFFICER………………………..………KATEMA.BALLENTINE@AIMSCHOOLS.ORG

LARRY ATKINS, ACCOUNTS PAYABLE……………………………………………….LARRY.ATKINS@AIMSCHOOLS.ORG

JIMMY QUACH, PAYROLL…………………………………………………………….JIMMY.QUACH@AIMSCHOOLS.ORG

OPERATIONS STAFF:…………………………………………………………………..OPERATIONS@AIMSCHOOLS.ORG

MARISOL MAGANA……………………………………………………………………MARISOL.MAGANA@AIMSCHOOLS.ORG

TIFFANY TUNG………………………………………………………………………….TIFFANY.TUNG@AIMSCHOOLS.ORG

HUMAN RESOURCES

 How to Hire
 New Hire

GRANT APPLICATION AND AWARD PROCESSING PROCEDURES 
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American Indian Model Schools greatly values the additional revenue from grants; however, the 
AIMS does not employ a specific individual to administer grants. Therefore, the responsibility 
for obtaining and managing grants is a shared responsibility between the business office, 
Division Heads, and Operations based on the requirements of the grant. 

The purpose of this memo is to establish guidelines for the application and implementation of a 
grant, including any reporting requirements. 

Guidelines 

1. These guidelines apply to any grant that requires the school or district to meet performance 
targets (e.g., number of participants, achievement score), provide resources (e.g., personnel, 
materials,  facilities/space, in kind contributions), creates a financial obligation (e.g., matching 
funds,  additional staff to implement/manage the grant requirements, indirect costs, payment 
of consultants) and/or requires reporting to the grantor. 

A). These guidelines do not apply to a grant where AIMS only submits an application and 
receives funding without any implementation/reporting requirements or requires 
additional personnel to implement/manage the grant. 

2. Prior to submitting the grant application, the site or program administrator will provide a    
copy of the proposed grant to the Superintendent who will review it with cabinet. 

B. The proposed grant should be submitted to the Superintendent at least two weeks 
prior to the due date to allow sufficient time for review.

C. Prior to pursuing a grant, the site or program administrator may wish to review the               
proposed grant with the Superintendent.

 3. Once cabinet has reviewed the proposed grant, the Superintendent will notify the site or 
program administrator of approval to submit or concerns. 

4. The final grant application must be submitted to the Superintendent or designee 72hours 
prior to the deadline for a final review and, if necessary, the appropriate signatures.  

a. In some cases, the application becomes the binding contract, which legally can only 
be signed by the Superintendent. 

5. When a grant is awarded, the site or program administrator must forward all grantor              
communication (e.g., award letter, the acceptance documents) to the Business Office with the             
name of the site or program administrator who is responsible for the grant, including all 
reporting requirements.

   

6. Upon notification of a grant award, the Business Office work with CSMC to setup account 
codes and establish the budget in the financial system. 
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 a. Until the account codes are established, no program activities may begin, and no 
purchases may be made. 

b. Certain expenditures are not posted until the fiscal year is closed; therefore, final 
reports must not be submitted until verified by the Business Office. 

c. Copies of all reports to the grantor must be provided to the Business Office. 

d. Financial data verification will be provided by the Business Office prior to submitting 
any report.

 7. All grant awards must be made payable to AIMS and sent to the Business Office directly from 
the grantor. 

8. The site or program administrator is responsible for all program implementation, compliance            
issues and program reporting requirements unless prior arrangements are made with the 
Business Office.  

9. The Business Office will work with CSMC to file all required financial reports. It is the program 
administrator’s responsibility to provide the appropriate budget analyst with all financial 
reporting deadlines and requirements as soon as the grant is accepted.

 If you have any questions regarding applying for a grant, please contact the Superintendent. If 
you have any questions regarding the financial aspects of a grant, please contact the Business 
Office.                  

ACCOUNTING

Curricular Field Trip Donations
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Field trip donations are identified with a local resource code of 9015. The site is responsible for 
keeping track of curricular field trip donations and expenditures and being as accurate as 
possible when establishing the suggested donation amount. Because they are donations and 
students are not required to pay, the field trips may encroach on regular site funds. Please take 
this into consideration during budget planning.  Conversely, sites may receive more money 
from parents than the suggested donation.

Fines As fines are collected, Accounting will submit these to the Business Deaprtment so that 
site budgets can be increased to reflect these collections. (see appendices)

Abatements

Expenditure Abatements are identified as negative amounts in an object code. Revenue 
reversals are identified as negative amounts in revenue object codes. When purchases are 
returned to the vendor for any reason, the vendor will issue a refund for the amount of the 
purchase. This amount is abated to the site’s expenses. Therefore, it is critical that sites ensure 
all credit is received for returned items. Conversely when the bank returns a check, the 
previously credited revenue is reversed. Hence it is important to follow up on all revenue 
reversals and collect the monies, if possible. 

Donations

Once you receive a donation, in sure that the donor receives a “thankyou” letter from the site 
principal. If the donation will be used for a specific purpose, include a note with the 
expenditure account you would like it credited to. For example, if you receive a check from your 
PTA to pay for a teacher’s computer, request accounting put the budget capacity for the 
purchase of a computer. Provide a copy of the letter to Business Services.  (see appendices )

Student Body Funds

Student Body funds are identified with the site hosting the event. All proceeds are credited to 
the appropriate site budget and expenses are also charged to the respective budgets. Careful 
planning is needed to ensure that expenses do not overrun the revenues.

Coding Corrections

Corrections to both revenue and expenditure transactions are made through the Business 
Office. Requests for correcting entries are submitted in writing by the appropriate 
administrator who has authority over the respective budget. 

BUDGET
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A school district budget is a document that translates educational policy into sound 
instructional programs and delivery systems through the prudent allocation of financial planned 
expenditures for the fiscal year beginning July 1 and ending the following June 30.

The Adopted Budget is approved by the Board of Education prior to the beginning of the fiscal 
year and is based on estimated income and expenditures. During the course of the year, 
additional information becomes available that necessitates changes in the budget. The current 
budget is called the Working Budget. You may need to request changes in your budget if you 
receive funds that were unanticipated, such as local donations, or if you wish to incur an 
expense above the amount allocated in the Adopted Budget for specific object codes.  Please 
use the following guidelines to adjust your budget. 

Budget Cycle 

Each Month beginning in September, the Chief Financial Officer, will meet with each Head of 
Division and Operations to review each site/departments’ Financial Activity Report and LCAP 
budget. It is the administrator’s responsibility to review their budget and ensure adherence to 
the budget. 

Budget Transfer 

When submitting budget transfers, please remember: 

1. Budget transfers must balance and be in whole dollars (no cents). 

2. Transfers are only allowed within the same Resource and/or Cost Center.

Categorical Programs 

1. Budget for salaries and benefits are the program manager’s responsibility 

2. Do not move budget out of object 7310 or 7350 (Indirect Costs). 

3. Balances should be reviewed monthly and any negative balance, including salaries and 
benefits, should be covered by budget transfer. Negative balances should not accumulate from 
month to month. 

4. All negative balances must be cleaned up before the end of the fiscal year (June). 5. Transfers 
are only allowed within the same Resource and/or Cost Center. 

Expense Transfer
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An expense transfer is a request to move a charge from the account of original entry to another 
account.  This is accomplished by requesting a Journal Entry in our financial system, with CSMC. 
When requesting a journal entry request, use the comment field to identify the reason for the 
transfer.

CASH 

Cash Collection Outlined below are some reminders with regard to handling cash receipts:​

 General Procedures

 Schools are not authorized to use collected funds for any purpose whatsoever other than for 
deposit.

 Count cash at the end of each day.
 Balance cash to receipts daily prior to deposit. Keep a copy on a spreadsheet and file copy of 

receipt. 
 Keep reconciliation log (Excel Spreadsheet for School Uniforms).
 All payments received must be logged in receipt book.
 Cash is never sent through school mail.

Front Desk Cash Handling (Lunch Payment, Sale of School Uniforms/Swag)

 Cash is accepted at the front desk from 9:30 a.m.-12:30 p.m.
 Cash deposited to the front desk must be stored in a lockbox immediately.
 MealTime (Lunch Program Payment System) deposits must be made to student’s profile.
 Receipt must be logged, and receipt must be given to parent/guardian after deposit is completed.
 By 12:45 p.m. lockbox and receipt book must be taken to finance department for cash handoff 

and review. (Double Count of Cash) 
Reconciliation of Cash Handling

 Cash collected must be balanced by comparing the total of the cash to the pre-numbered receipt 
totals and the money received.

 Two staff members will review total cash amount received to ensure accuracy.
 Deposit tickets are to be reconciled to cash received, daily deposit printout from MealTime 

(Lunch Program Payment System).  
 Proof of reconciliation is stored in finance office and locked in a safe.

Security of Cash Handling 

 Cash and other deposits are to be kept secured, in safe locked location always. Do not leave 
deposits or cash unlocked in desk, drawers or file cabinets.

 Front desk clerk is responsible to ensure all cash deposits that are brought to finance office must 
have finance clerk review and sign off on total received. 

 Deposit bags must be secured along with any other deposits until dropped off to finance 
department.

 Finance department logs totals for the day in QuickBooks and total deposit is taken to the bank 
and deposit slip is retrieved.
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Refund

 Refunds are completed through finance department. Front desk clerk should provide the 
following information, the students first and last name, amount of refund, date and reason to 
finance clerk.

 Once refund check is complete finance will mail check to parent/guardian. 
Collections

 Print out MealTime (Lunch Program Payment System) negative balance report, call families with 
negative balances. Inform families to pay balance immediately.

 

Local Donations  

All Donations must be recognized by AIMS’ Board of Trustees and will be submitted as a 
consent item every fiscal reporting period.    

Each site has a local donation account. This is for the accumulation of funds donated to the site 
from various sources, usually individuals or local businesses (not grants from official granting 
organizations or agencies).

Upon receipt of donated funds, follow the cash collection procedure to send the money to the 
District Office accompanied by the yellow and golden rod copies of the receipt. Indicate on the 
receipt, and on the Deposit Summary, the local donation account number and the 
corresponding expense account object from which you plan to expend the funds so that the 
appropriate budget can be increased. 

Security of Funds 

All funds collected MUST be adequately secured at all times (this includes petty cash and 
change funds).   Keep cash in a locked safe or container in a locked cabinet. Call the AIMS’ 
Operations Office if you need a safe at your location. Do not leave cash unattended; lock it up if 
interrupted during deposit/transmittal preparations.

School and Department Administrators are responsible for ensuring the following occur:

 • Changing safe combinations and collection of keys as staff changes.

 • Limiting the number of people who have access to combinations and keys. 

 • Storing cash in areas where general staff or students have access is unacceptable.

 • Evaluating the safety of money and the protection of students and employees on a regular 
basis.

 • Transmitting deposits frequently to the Business Office and keeping cash in schools to a              
minimum.  
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Do not keep any PTA/PTO or faculty moneys in the site safe. Report any missing cash or other 
public property immediately to the Superintendent or the Chief Business Officer. Cash Overages 
and Shortages If the amount of cash on hand is different than the total receipts issued, an 
overage or shortage.

Cash Overages and Shortages

If the amount of cash on hand is different than the total receipts issued, an overage or shortage 
has occurred. An attempt should be made to determine the cause of the discrepancy and the 
proper steps taken to resolve the error.  If the cause cannot be determined, the following steps 
should be followed: ​

 • Overages: The amount of the overage should be immediately receipted on a AIMS’ receipt, 
with the explanation of “Cash Overage” written on the receipt. The money should be 
transmitted to the Business Office. 

• Shortages: The transmittal sent to the Business Office should note the shortage. The Business             
Office may conduct an investigation into the shortage, if warranted. 

Technology Donations

       New Computer Donations

When new computers are donated to AIMS schools, they must match AIMS’ district standards 
for new computers. This means that the computer is listed on our website

(1).  If the donated computer is the same as one on the website, but it does not have   
professional licenses for Windows or Microsoft Office, they must be purchased

             (2).  Donated computers, meeting the requirements above,should provide the best
overall experience for everyone involved. These guidelines are meant to be firm in
order to protect schools from accepting donations that may not be helpful to them.

If a potential donation does not meet the above requirements, please read the next section.

For reference, chrome books, versus many other computers, take substantially less time to set 
up when received as a donation.

Non-standard & Older Computer Donations

Non-standard and older computers are much more expensive to configure, maintain and 
troubleshoot. It is not a good use of AIMS’ resources to accept something that seems “free”, 
but actually costs quite a bit in extra time and money throughout its lifespan. These donations 
often require significantly more staff resources to support and AIMS’s provides limited support 
for them. In order for the district to provide any support for the computers, they must receive 
advance permission from Technology Services, and meet AIMS’ computer standards for 
donated computers
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(3). Donated computers normally do not have valid licenses for Windows Professional 
or Microsoft Office Professional. Additional licenses must be purchased to be in 
software compliance

iPads

Please note that due to Apple registration workflows, it generally takes four times longer to 
configure a used donated iPad versus a school owned iPad. When feasible, the preference is to 
have the funds donated so the school can purchase the iPads on its own, versus receiving them 
as a donation.

Warranty/Support

Donated computers often come with little or no warranty coverage   

Bank Accounts

No one is allowed to open any type of bank account for depositing school district funds, 
including staff members. Only the Board of Education can authorize a new bank account. The 
collection of money from student fees, fines, fundraisers, ASB, etc., must be sent to the 
Business Office to be deposited into an existing authorized AIMS’ account. It is illegal to have 
independent checking or savings accounts on behalf of American Indian Model Schools. Parent 
funds are not considered part of AIMS funds. Therefore, such funds are accounted for by using 
PTA Rules and Regulations. AIMS staff should not handle parent funds or checking accounts. 
Any updates or changes needed to be made to existing accounts must be processed through 
Accounts Receivable in the Business Office.

EMPLOYEE REIMBURSEMENTS 

Employees of American Indian Model Schools and Members of the Governing Board will be                
reimbursed for actual and necessary travel and meeting expenses incurred while performing 
services for AIMS’. Receipts and other documentation required by this section must be 
presented with the appropriate claim form prior to reimbursement. All exceptions will require 
the approval of the Superintendent or the Chief Financial Officer.

Travel Authorization

An approved ​Conference/Travel Request & Reimbursement form must be completed prior to 
beginning a trip that will result in reimbursable expenses. Expenses will not be reimbursed for 
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trips made without prior authorization. The Request form will include estimated amounts for all 
reimbursable expenses, including registration, lodging, meals, transportation, and other 
incidentals. The Request form must be received for administrative approval at least two weeks 
in advance of requested trip. Out of State travel requires Board approval and must be 
submitted in time to get Board approval.  Requests not submitted within the required time 
frame will not be approved. 

Travel Expense Reimbursement

To claim a reimbursement, the claimant must comply with the following: 

1. Use a pre-approved Conference/Travel Request & Reimbursement form with estimated 
amounts of expenses (see Appendices,)

2. Attach a copy of the conference agenda (complete copy – no missing pages) 

3. Registration fees charged in conjunction with authorized attendance at conferences, 
conventions, committee meetings, in-service training seminars and other authorized activities, 
are allowable at actual cost. Attach registration receipts or a copy of the registration form. 

4. An itemized receipt for lodging expense must be submitted with the reimbursement claim.             
Employees should always ask for the special government room rate when making reservations.              

5. The maximum allowable reimbursement per meal (inclusive of tax and tip) will be based on 
the $45-daily rate Policy.

Attach​ itemized receipt(s) of meals paid for by the claimant. Reimbursement will be made for 
the lower of the actual expense or the maximum allowable amount for that meal.

 6. It is not appropriate to request reimbursement for non-District personnel meals 
(contractors, vendors or other non-District staff) and any such expenses will NOT be 
reimbursed. 

7. Attach proof of payment for airline tickets. A printout of the itinerary and payment must be                
attached to the claim form in order to receive reimbursement.

All employees are expected to use the most economical mode of transportation where practical 
and in the best interest of AIMS. If mileage exceeds 200 miles each way, it is assumed airfare is 
the most economical mode of transportation. In this situation, claimant would need to submit 
proof that driving was the most economical mode of transportation and would need pre-
approval from the Business Office.

  8. Only under extenuating circumstances and with Superintendent pre-approval, car rental 
expenses may be reimbursed. The District insurance policy covers rental vehicles. When renting 
a vehicle, AIMS staff members should not purchase extra insurance, as insurance costs will not 
be reimbursed.  Attach the rental agreement and proof of payment.
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Mileage Reimbursement           

All employees are reimbursed either at the standard mileage rate per mile as deter- mined by 
the Internal Revenue Service for use of their own vehicle for business related travel or at a flat 
monthly rate which is taxable under IRS rules.  In addition, parking fees and tolls paid are 
reimbursable if supported by invoices and or receipts. 

 All employees requesting such mileage reimbursement are required to furnish a Travel Report 
containing the destination of each trip, its purpose and the miles driven, parking fees and tolls, 
within one month after the travel date, supported by invoices or receipts, if applicable. 

Expense Reimbursement

AIMS is grateful to all committed employees that will pay for expenses from their personal 
accounts to be reimbursed by AIMS for services or goods defined for use at our schools. The 
accurate submission of these requests are essential to the transparency of the operation of 
American Indian Model Schools.  

Reimbursement for Direct Purchase of Supplies and Materials

Occasionally, small purchases of supplies and materials, under $300 are necessary for 
instructional or administrative purposes. The proper procedures to follow for purchase and 
reimbursement of such materials and supplies are as follows: 

1. Advance approval must be secured from the Administrator. The employee shall complete an             
Employee Reimbursement Claim form providing all routine information such as program, 
object,            site codes, administrative approval (including approval from the Projects Manager 
for categorical            programs), vendor, description and quantity of items purchased, cost, etc. 
Any employee            reimbursements exceeding $300 must have advance approval from the 
Superintendent, Chief Business Officer

 2. The Business Department will verify accounting codes and account balances. If everything is 
in order, the reimbursement will be processed. Approval will ​not be granted if there are             
insufficient funds in the account(s) to be charged, if the requested items could be classified as                
equipment according to the California School Accounting Manual, if the reimbursement 
exceeds            $300 without prior approval from the Superintendent or Chief of Business 
Services, or the expenses are deemed inappropriate.  (See number 6 below.) 

3. Evidence is required that the items have been purchased, received, and paid for in the 
amount                shown. Therefore, an ​original dated itemized receipt shall be obtained from 
the vendor to              identify the specific items purchased and their respective prices​. Order 
acknowledgements or quotes do not constitute sufficient evidence that a purchase was made. 

4. Reimbursement shall be requested within ten (10) working days from the date of purchase. 
The request shall be signed by the appropriate administrator and receipt(s) must be attached. 
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5. Once all the required documentation is received, the Business Office will process a 
reimbursement check to the individual. 

6. Employee reimbursements which are considered in appropriate are the personalization of 
materials.  (Candy for rewards, flowers, supply reimbursements over $300, ​purchases sent to 
home addresses​, computer software purchases not reviewed and approved by the Technology 
Support, gift cards, and gifts to individuals. ​These items will not be reimbursed.         

 *For reimbursement forms, please see the appendices

Non-Reimbursable Expenses

Certain expenses are considered personal expenses and not essential to official business. Such             
non-reimbursable expenditures include: 

• Entertainment expense, such as a radio, television or movie rental, personal side trip 
expenses and other items of similar nature. 

• Transportation to or from places of entertainment.

 • Conference arranged leisure tours. 

• The cost of alcoholic beverages. 

• Traffic or parking citations while using a private or District vehicle. 

ACCOUNTS PAYABLE - PROCUREMENT

Accounts Payable performs the final step in the Purchasing process by paying vendors for the 
goods and services that have been provided to the District. Employee conference, mileage and 
related travel expense are also reimbursed through Accounts Payable. Most goods are 
delivered directly to the Site where a receiving is entered into the financial system.

When the District orders services, invoices are paid based on an authorization to pay 
("OKtoPay") after the services have been provided. An invoice cannot be paid without receiving 
being completed in the system. A vendor who has provided services to the AIMS rightly expects 
to receive timely payment. Unnecessary delays in payment can negatively affect AIMS 
reputation as a valued customer which can result in higher prices and lack of continued interest 
in the needs of the organization. 

If the invoice is in dispute, Accounts Payable should be advised immediately; Business Services 
may be able to provide assistance in getting any problems or difficulties resolved. In any event, 
nonpayment of an invoice will result in dunning action and possible accumulation of interest 
and late charges. 

Requisition Required 
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Occasionally, an invoice is received in Accounts Payable for which there is no purchase order in 
place or for a purchase that has exceeded the dollar value of an existing purchase order. When 
this happens, Accounts Payable will send a request for a purchase requisition to the party 
referenced on the invoice with a copy of the invoice requesting an OK to Pay. 

This means that a confirming requisition needs to be submitted with the signed invoice scanned 
and attached to the requisition.  

Purchases of Goods 

Vendor invoices must be received directly by Accounts Payable. If an invoice is incorrectly sent 
to the site, it needs to be submitted to the Business Office immediately. In order for a payment 
to be released to the vendor, Accounts Payable (AP) staff will need to match the invoice to the 
Purchase Order (PO) and the Receiving entries. Additionally, AP staff will review the invoice for 
a clear and accurate description of products provided. Invoices that do not reflect clear 
descriptions will not be honored. 

Once a three-way match has been established between the invoices, the PO and the Receiving 
entries, the invoice will be paid without any additional approvals.

It is important to note that if goods were ordered (as witnessed by a PO) and received in good 
order (as witnessed by the Receiving entry), AIMS has an obligation to pay for the purchase. 
Any returns that take place are additional transactions and handled as they occur.  

Purchases of Services Invoices for services are treated slightly differently in that there are no 
receiving entries available. Hence, such invoices will be sent to the responsible administrator or 
the individual authorized to purchase for approval prior to being paid. Such invoices must still 
have a clear description of the services provided

Prepayments and Payments to Accompany Orders

If a vendor requires prepayment, payments should still be processed using a P.O. by noting 
“Prepayment Required” in the body of the P.O. Attach copies of the quote, conference flyer, or 
other backup evidence of the prepayment amount required. Prepaid orders must be kept to a 
minimum. Whenever possible, alternative vendors accepting P.O.s should be selected. 

 

Accounts Payable

Accounts payable is a critical portion of your financial records and can be subject to fraud 
without careful reconciliation and oversight. Strong accounts payable audit procedures can 
ensure the accuracy and timeliness of your bill payments. The best accounts payable audit 
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procedures allow a mixture of daily checks, routine internal controls and external audit 
procedures.

Laymans Terms

In households, accounts payable are ordinarily bills from the electric company, telephone 
company, cable television or satellite dish service, newspaper subscription, and other such 
regular services. Householders usually track and pay on a monthly basis by hand using cheques, 
credit cards or internet banking. In a business, there is usually a much broader range of services 
in the AP file, and accountants or bookkeepers usually use accounting software, such as Office-
Wise to track the flow of money into this liability account when they receive invoices and out of 
it when they make payments. 

Commonly, a supplier will ship a product, issue an invoice, and collect payment later, which 
describes a cash conversion cycle, a period of time during which the supplier has already paid 
for raw materials but hasn't been paid in return by the final customer. 

When the invoice is received by the purchaser, it is matched to the packing slip and purchase 
order, and if all is in order, the invoice is paid. This is referred to as the three-way match. 
Invoice processing automation software handles the matching process differently depending 
upon the business rules put in place during the creation of the workflow process. The simplest 
case is the two-way matching between the invoice itself and the purchase order.  -Wikipedia 

Routine Procedures

Accounts payable should be balanced daily to reconcile payments to recorded entries. Any 
discrepancy between the total amount paid and the total recorded should be examined and 
reconciled immediately. Management oversight of every individual involved in accounts 
payable should be stringent and should include routine monitoring of activities. 

Sign-off procedures that help establish an audit trail should be enacted. These sign-offs include 
management review of goods and service requests, regular reconciliations, monthly 
discrepancy reports and individual sign-offs for large transactions to ensure that all information 
is correct.

Internal Controls

Internal controls for accounts payable include signature requirements according to payment 
amounts. AIMS requires two signatures for all checks submitted for payment as well as Board 
Approval and signature for all checks over the $8000 threshold.

During book closing procedures at the end of a month or financial period, AIMS requires sign-
off for all account payable work including summary totals and account reconciliations. 
Additionally, Officewise provides a running report that monitors payment levels from accounts 
payable processing
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In order to ensure fiscal vitality American Indian Models Schools has established routine control 
procedures for accounts payable, outlined in the following pages. 
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 Request approval for the service or product: In order to ensure proper 
accountability for the use of public funds all requests MUST go through the 
Officewise Purchase Requisition System. A purchase order must accompany all 
remittances issued by American Indian Model Schools. Emails and verbal 
permissions cannot be audited.

 Submit Purchase Order to Vendor/Supplier: Vendors and Suppliers require an 
audit trail as well. Purchase Orders are approved agreements that permit the 
service or goods to be received by AIMS. 

 Receive Goods and/or Services: State and Federal requirements define that 
the funds we receive in a certain fiscal year must be utilized for services and 
goods received in that fiscal year. Please keep in mind, that State General 
Purpose funds cannot be used on “cross-year” services or goods

 Collect Invoice from Vendor: The invoice or “bill” is list of the goods or services 
provided with a sum due. This document is the auditable trail that records of the 
products received. The bill is required to issue a payment.  

 Submit Invoice and P.O Copy/Number to Business Services: The complete 
package will ensure timely payment to vendors 

OFFICEWISE: How to Create a Requisition/Purchase Order
Purchase orders 

Overview

Purchase orders are used to place orders with vendors.  To access purchase orders, go to the 
“Home” menu and click on “Purchase orders” in the left menu.  To sort the list of purchase 
orders, click on the column header for the criteria you want to sort by.  To filter the list of 
purchase orders, click on the "Filters" button, select filters and click "Save", and to remove filters 
click the "Reset" button.

Creating purchase orders
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To create a purchase order, complete the following steps:

1. From the “Home” menu click on “Purchase orders” in the left menu
2. Click on the “+ New Purchase Order” button above the list of purchase orders
3. Enter purchase order information
4. Click the "Save" or the "Save & New" button at the bottom of the form

Copying purchase orders

To copy a purchase order, complete the following steps:

1. From the “Home” menu click on “Purchase orders” in the left menu
2. Click on the purchase order that you want to copy
3. Click on the "More" button
4. Click on the “Copy” button

After completing the steps above a new purchase order will be created which you can then edit 
and save. 

Editing purchase orders

To edit a purchase order, complete the following steps:

1. From the “Home” menu click on “Purchase orders” in the left menu
2. Click on the purchase order that you want to edit
3. Click on the "Edit" button and make any changes you want
4. Click on the "Save" or "Save & New" button at the bottom of the form

Viewing purchase orders

To view a purchase order, complete the following steps:

1. From the “Home” menu click on “Purchase orders” in the left menu
2. Click on the purchase order that you want to view
3. Click on the "View" button

Once you complete the steps above the view page will open.  The view page is the finished 
copy of the purchase order which you can email or print.
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Emailing purchase orders

To email a purchase order complete the following steps:

1. From the “Home” menu click on “Purchase orders” in the left menu
2. Click on the purchase order that you want to email
3. Click on the "Email" button
4. Enter or edit email information
5. Make sure to check the box next to any attachments you want to include in the email
6. Click the “Send” button at the bottom of the email popup form

After you complete the steps above an email will be sent to the email address/addresses in the 
“To” field.  The email sent will include links to the purchase order view page and any 
attachments included in the email. 

Printing purchase orders

To print a purchase order, complete the following steps:

1. From the “Home” menu click on “Purchase orders” in the left menu
2. Click on the purchase order that you want to print
3. Click on the "PDF Print" button
4. Print the PDF file

Printing purchase order detail

To print purchase order detail, complete the following steps:

1. From the “Home” menu click on “Purchase orders” in the left menu
2. Click on the purchase order that you want to print
3. Click on the "More" button
4. Click on “Print Page”

Opening purchase orders

To open a purchase order that is closed complete the following steps:
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1. From the “Home” menu click on “Purchase orders” in the left menu
2. Click on the purchase order that you want to open
3. Click on the "More" button
4. Click on “Open”

Closing purchase orders

To close a purchase order that is open complete the following steps:

1. From the “Home” menu click on “Purchase orders” in the left menu
2. Click on the purchase order that you want to close
3. Click on the "More" button
4. Click on “Close”

Note that the system will automatically close a purchase order once all items have been 
received.

Voiding purchase orders

To void a purchase order, complete the following steps:

1. From the “Home” menu click on “Purchase orders” in the left menu
2. Click on the purchase order that you want to void
3. Click on the "More" button
4. Click on “Void”

*Note that once you void a purchase order you cannot un-void it

Use of School Credit Cards 

The Board of Trustees of American Indian Model Schools recognizes the efficiency and convenience 
afforded the day-to-day operation of AIMS charter school, for payments and recordkeeping for certain 
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expenses, through the use of school credit cards.    However, the Board recognizes the need to establish 
control measures for the use of these cards.  The Board agrees that it has a responsibility to ensure that 
credit card expenses incurred by American Indian Charter Schools must clearly be linked to the business 
of AIMS schools.  This policy addresses and establishes the proper use and assignment of school credit 
cards.  The Board has agreed on the fundamental principles of this policy and has delegated 
responsibility for the implementation and monitoring of the policy to the Chief Financial Officer (CFO). 

 

 DEFINITIONS: Cardholder/User: The person for which the school credit card has been issued. 

School credit card: The physical card and number associated with the card issued to the cardholder. 

Administrator: The accounts payable staff member assigned to perform the online accounting process, 
follow up as required and file completed statement reconciliations. 

 

SCHOOL CREDIT CARD USERS: 

3.01   The following positions are authorized credit Cardholders/Users:   The Superintendent Of Schools, 
Chief Financial Officer, Director of Sports Programs and the Head of Divisions of each AIMS charter 
school.  No other employee may use a AIMS school credit card without express written approval by the 
Superintendent.   

USER RESPONSIBILITIES: 

 Credit Cardholders/Users must take proper care of their school credit card(s) and take all 
reasonable precautions against damage, loss or theft by adherence to the following provisions: 

 All Cardholders/Users must keep secure and confidential all school credit card numbers and 
information. 

 Cardholders/Users shall not store sensitive school credit card data, including full account 
number, type, expiration and track data, in any method on computers or networks. 

 Cardholders/Users shall not transmit in an insecure manner, such as by email, unsecured fax or 
via mail, school credit card information. 

 Cardholders/Users shall   restrict   access to   credit   card   data   and processing to the 
Administrator or other authorized individuals. 

 Cardholders/Users shall maintain card information in a secure environment accessed only by 
the issued Cardholder/User. 

 Except for the Superintendent, Cardholders/Users shall not be allowed to  authorize  payment  
of  their  own  travel expenses.  Travel expenses for any Cardholder/ User other than the 
Superintendent must be pre-approved by the Superintendent and the CFO. 

 Cardholders/Users are   responsible   for   retaining detailed receipts   and/or   supplier 
documentation for all purchases made with their school credit card, without which the 
Cardholder/User is responsible for the purchase.  

 Cardholders/Users shall submit detailed documentation, such as itemized detailed receipts 
and/or supplier documentation for services, travel and/or other actual and necessary expenses 
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which have been incurred in connection with school-related business for which the school 
credit card has been used. 

 Failure to take proper care of school credit card(s) or failure to report damage, loss or theft may 
subject to the Cardholder/User to financial liability and discipline. 

 

USAGE:

School credit cards may only be used for legitimate AIMS charter school’s business expenses and in 
accordance with American Indian Model Schools policies, as defined below.  

 Credit cards shall only be used for transactions for which payment of check disbursement is not 
accepted or is not practicable, such as if the transaction would cause undue hardship to AIMS 
schools or the Cardholder/User. 

 School credit card usage is limited to the following types of expenses.  Any deviations from this 
usage policy must have prior written approval from the Superintendent or CFO.  The 
Superintendent may also approve expenses.  

 Business services, including catering or advertising. 
 Business supplies, including office supplies, educational supplies, operation and maintenance 

supplies. 
 Travel, including transportation services, airfare, car rental expenses, or payments to a travel 

agency.  
 Payments to educational and charitable organizations, including schools, colleges, vocational 

schools and membership organizations. 

EXCLUSIONS: School credit cards shall not be used for cash advances, ATM, money orders, gift cards, 
alcohol, jewelry or clothing, medical expenses, or payment of fines or penalties unless prior written 
approval is received from the CFO.  In no event shall a school credit card be used for a 
Cardholder/User’s personal expenses. 

 This policy and the schools’ use of the school credit cards shall not circumvent AIMS purchasing 
policies and procedures.  A school credit card shall be used as a method of payment only after 
all required purchasing forms have been completed, including but not limited to check request, 
purchase orders, travel vouchers and purchase requisitions. 

 School credit card transactions are hereby authorized using the following methods: 
 Card present (Point-of-sale) transactions:   The Cardholder/User shall present the school credit 

card for purchase of goods and services.  The Cardholder/User shall obtain a receipt for all 
purchases and credits, note the transaction with a purchase order number and check request 
number as required, and attach those approved documents for submission to the Administrator. 

 Via telephone or mail order:  The Cardholder/User shall provide the vendor or merchant the 
school credit card number, expiration date and other pertinent data necessary to complete the 
transaction.  The Cardholder/User shall take reasonable precautions to ensure that the 
transaction is valid prior to providing school credit card data.   The Cardholder/User shall note 
and record confirmation data or other supplier documentation, as available, shall note the 
transaction with a purchase order number and check request number as required, and shall 
attach those approved documents for submission to the Administrator. 
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 Via internet:   The Cardholder/User shall provide the vendor or merchant with the school credit 
card number, expiration date and other pertinent data necessary to complete the transaction.  
The Cardholder/User shall take reasonable precautions to ensure that the transaction is valid, 
and the website is secure prior to providing pertinent school credit card data.  The 
Cardholder/User shall obtain a screen printout of the receipt, confirmation data or other 
supplier documentation, as available, shall note the transaction with a purchase order number 
and check request number as required, and shall attach those approved documents for 
submission to the Administrator.  

 Purchases shall not exceed the card limits per billing cycle set for school credit card use, or the 
overall financial credit limit of American Indian Model Schools.  The Superintendent limit may be 
changed only by the Board of Directors.  The list of limits by class of Cardholder/User will be 
maintained by the CFO and reviewed annually to ensure adherence to procurement policy 
thresholds. 

 Any benefits of the school credit card such as membership awards programs are only to be used 
for the benefit of American Indian Model Schools and shall not be redeemed for personal use. 

 Purchases that are unauthorized, illegal, representative of a conflict of interest, are personal in 
nature or otherwise violate the intent of this policy may result in credit card revocation and 
discipline of the Cardholder/User. 

Documentation

 The Administrator shall ensure AIMS maintains detailed documentation that all expenses 
charged to school credit cards are supported by: a credit card slip; a detailed   invoice   or   
receipt, and any other supporting detailed documentation, from the Cardholder/User as 
evidence of the validity of expenses; and a check   request   and   any   other   necessary detailed 
documentation   as   outlined   by AIMS schools’ purchasing policies and procedures.  

 The Administrator is responsible for accounting for all purchases within five (5) working days of 
receiving a credit card statement.  

 The Accounts Payable Clerk shall ensure that all school credit card statements are reconciled 
prior to AIMS payment and recording of expenses in the general ledger. 

 The Finance department will retain detailed receipts and documentation for no less than five (5) 
years following the purchase date. 

 

All Credit card holders must acknowledge and sign a Credit Card Acknowledgement of Use 
Agreement prior to the issuance of a school credit card. (see Appendices)

ATTENDANCE 

Attendance Accounting California's compulsory education laws require children between six 
and eighteen years of age to attend school, with a limited number of specified exceptions. To 
comply with the compulsory attendance laws school districts account for students within their 
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jurisdiction. Further, school districts report enrollment and attendance for the purpose of 
obtaining revenue for the schools and classes operated by them.  

According to the California State Controller’s Office the majority of the attendance accounting 
errors are related to: 

 • Understated or overstated average daily attendance 

 • Inaccurate or incomplete attendance reports  

• Attendance reports not reconciling to supporting documentation  

While school districts are allowed to use automated attendance systems they must be 
approved by the California Department of Education.  

 

It is the responsibility of the site administrator to ensure the accuracy of the process used in 
recording and reporting of student attendance. Procedures for use of these systems must 
comply with the requirements of the Education Code.  

 

California Department of Education requires three attendance reports to be filed each year: 

• P-1: this report is for the period between July 1andDecember31, inclusive. This is known as 
the                   first principal apportionment.  

• P-2: this report covers the period between July 1 and April 15, inclusive. 

• P-Annual: The period between July 1 and June 30 is known as the annual apportionment 
period.  

School Calendar 

The school instructional calendar is determined every year and is different each calendar year. 
Normally the total number of days taught in a school year would be 180. School month is 
defined as twenty days or four weeks of five days each, including legal holidays. 

Holidays 
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Education Code Sections 37220 through 37222 prescribe the holidays for public schools. AIMS 
is a public school of choice that operates under the terms of a charter, or contract, with an 
authorizer, such as the state and local boards of education.  While AIMS may revise the date 
upon which schools close in observance of the holidays identified in Education Code Section 
37220, no changes may be made for Veterans Day.

Average Daily Attendance Reports

Average Daily Attendance (ADA) is the basis upon which AIMS derives about 80% of its income.  
Accurate reporting of attendance is therefore critical. It is important to track the reasons for 
absences and encourage attendance for all students.  

Monthly School Attendance Reports Five days following the end of the school month, sites are 
required to send monthly ADA reports to the Operations Department for compiling and 
calculating average daily attendance.  Sites are required to send monthly ADA reports to the 
Business Department for compiling and calculating average daily attendance. 

Daily Attendance Checklists and Due dates are given out at the beginning of each school year. 
Revised Reports For reporting purposes, prior period revised reports (if necessary) must be 
submitted along with the current month average daily attendance reports 

Review of Attendance Reports by Site Administrators

Before reports are sent to the Operations Department, a detailed review of the reports must be 
completed per the following checklist.  The school month dates as per instruction calendar​. The 
number of days taught as per instruction calendar. Staff development days as per staff 
development calendar​. Site administrator's review to ensure accuracy of data Retention of 
Records Notes from parents and call-in logs supporting excused absences should be retained 
for one full year.  

Notes from parents and logs should contain the following data: 

• Name of student 
• Date of absence 
• Date of note or call 
• Signature of parent or person taking call
• Reason for absence  

PAYROLL

Payrolls are processed semi-monthly employees, and only one warrant is prepared even though 
an employee may have done additional work.  

Pay Periods 
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• The warrant cycle for 12month employees is July through June received a minimum of 2 
checks a month.

• Ten Month Salaries (teachers) are prorated over an eleven (10) month period. Those on an10-
month cycle will receive their first pay check in August and last pay warrant in June. 

*Because payroll is distributed before month-end timecards are received, adjustments for such 
things as sick leave, vacation, etc. will be made on the following month’s pay warrant.  

Warrant Distribution: 

Pay checks for ALL employees are Distributed in the Business Office by the Payroll Technician. 

Employees responsible for distributing pay warrants and direct deposit notifications must 
follow the following procedures:  

• Release pay warrants ONLY to the employee named on the warrant.
• Do not leave pay warrants in mailboxes. 
• If the individual receiving the warrant is not personally known, a picture 

identification will be requested.  
• Employees receiving pay warrants sign the Monthly Payroll Roster on the line 

next to their name.  
• The individual distributing the warrants must sign the Payroll Roster.  

  

Electronic Direct Deposit 

To participate in Direct Deposit of your paycheck, please contact complete the form during your 
on boarding process of contact Business Services to request an enrollment form will be sent to 
you to complete.

 Attach a voided check from the bank where you wish to deposit your check. 
 It will take two payroll cycles for Direct Deposit to take effect.

 All employees are encouraged to enroll in Direct Deposit. 

Deadline for Changes 

Any changes to be made to an employee’s pay must be received by Payroll in accordance with 
the semi-monthly payroll calendar release each Fiscal Year. (see Appendices)

Changes include, among others: 

 1. W-4’s  

2. Tax Exemptions  

3. Credit union deposits  
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4. Direct Deposit forms  

5. Health & Welfare benefits 

Changes not received by Payroll on time will be processed the following month. 

TIME MANAGEMENT

Time Keeping

Employees are instructed on the proper punching in and out utilizing a biometric clock to assure the 
accuracy of recorded time to cost objectives. 

Procedures 

 1. Employee time sheets are approved by School Heads.  All deviations from pre-programmed 
parameters are approved by HR. 

 2. The total time recorded on time and attendance system and the number of employees is calculated 
by the payroll system and reviewed by HR and the back-office business services provider. 

 3. Recorded hours from the time clock punches are communicated to the Payroll Service electronically. 

 4. The payroll documents received from payroll software (e.g., calculations, payrolls and payroll 
summaries) are compared with employee punches, pay rates, payroll deductions, compensated 
absences etc. by the HR department and the back-office business services provider. 

 5. The back-office business services provider verifies gross pay and payroll deductions. 

 6. The total hours and number of employees are compared with the totals in the Payroll Register by the 
back-office business services provider. 

 7. The Payroll Register is reviewed and approved by AIMS appropriate personnel. 

How Do I Clock in and Out Using Swipeclock?

To login and logout on Swipeclock

Your ID number will be provided to you during the on-boarding process.

ID # is the number that you use to clock in/out

It is normally located near the front desk.

 To clock in press 1 and then enter your code. 
 To clock out - press 2 and then your code.  

https://www.swipeclock.com/pg/Ess/Default.aspx

Absences

All employees (staff and management) are required to submit an absence request to their 
through Swipeclock prior to being away from work for any reason other than illness. For illness, 
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the request may be submitted after the employee returns to duty. It is the employee and site 
principals’ responsibility to establish procedures to ensure that all absences are correctly 
reported to HR and Payroll.

Retirement Deductions

All full-time permanent employees must participate California Public Employees’ Retirement 
System (CalPERS). The standard to consider for the membership eligibility of less than full-time 
employees in classified positions is whether they work 1,000hours (if paid on an hourly basis) or 
125days (if paid on a daily or per diem basis) in a fiscal year (July 1 through June 30). 

California Government Code (GC) section 20305(a)(3)(B) states that 125 eight-hour days equals 
1,000 hours. Because the “overtime” provisions of G.C. section20635 apply only to members                
of CalPERS, overtime service is included in computing the 1,000 hours or 125 days. Time, during 
which the member is paid for time excused from working due to vacation, sick leave, etc., is 
included in the 1,000 hours. Thus, any employee (except retirees) who completes 1000 hours in 
a classified position is automatically enrolled in CalPERS.  

Cal PERS is a defined benefit plan and is coordinated with Social Security. Employees who retire 
from PERS are eligible for benefits from the retirement system as well as Social Security 
benefits. CalPERS provides each active member with a tax-free $5,000 group term life insurance 
policy.

As a member of CalPERS, employees also participate in Social Security (with the exception of 
unit 8 employees who contribute $2.00 under the 1959 Survivor benefit).

 Social Security and Medicare taxes are withheld from your paycheck.
 Withholding rates are 6.20 percent for Social Security and 1.45 percent for Medicare.
 Social Security maximum limits change each year with changes in the national average 

wage index. You can view the Contribution and Benefits Base at the following 
link,http://www.ssa.gov/OACT/COLA/cbb.html.

 There is no limit for Medicare.

Withholding Notification to IRS Employees claiming “exempt” must file a new W-4 with Payroll 
no later than February 17th of each year.   Exempt status will expire every February and will 
revert back to non-exempt status automatically. Exempt may only be claimed if the employee 
had no tax liability for the prior year and if there is no tax liability expected for the current year.  
Benefits 

BENEFITS
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All employees who are employed on a regular basis with a Full Time Equivalent (FTE) are eligible 
for benefits. Employees should refer to their bargaining unit contracts for more information 
regarding Health and Welfare Benefits. 

Those employees who elect to procure benefits from a source other than AIMS, must show 
proof of coverage i.e., Medical ID card with an effective date or a Creditable Coverage Notice,

FACILITY USE REGULATIONS & PROCEDURES

Facilities Use Handbook A link to the Facilities Use Handbook follows:
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2018-2019 Handbook 

 

 

American Indian Public Charter School (Grades 6-8) 

American Indian Public Charter School II (Grades K-8) 

American Indian Public High School (Grades 9-12) 
 

 

171 12th Street 

Oakland, CA  94607 

Tel. 510.893.8701 

Fax 510.893.0345 

www.aimschools.org 
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Important Message Regarding The AIMS Handbook 

 

At AIMS we work hard to meet the needs of our stakeholders, and we have set rules and policies. 

The AIMS handbook is not a list of suggestions. The AIMS handbook directs how we will 

operate as a community, all AIMS stakeholders are expected to follow what is written. There are 

many communities and schools in Oakland, AIMS is not for everyone, and we support any 

family,student, or employee that makes the personal choice to find a school that does not have 

the same rules or policies as AIMS. A list of schools in Oakland may be found at erolloak.org for 

families or students who decide that AIMS is not for them. 
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SECTION I: HISTORY / BACKGROUND 

An Introduction to AIMS 

American Indian Model Schools focuses on the four tenets of 1) Family; 2) Accountability; 3) 

High Expectations; and 4) Free Market Capitalism (Hard work, effort and the freedom to 

succeed are key to students’ success).  This handbook serves as a road map for preparing your 

students to compete and be productive members in a global society. 

 

 

AIMS School Slogan 2018-2019 School Year Theme 

“A School at Work” “Back to the Basics” 

  

AIMS Mission Statement 

American Indian Model Schools offers a rigorous program designed for academic excellence 

with the goal of closing the achievement gap while raising the bar. Our ultimate mission is to 

have all of our students be accepted to a four-year college or university. 

 

AIPCS/AIPCS II Mission Statement 

AIPCS & AIPCS II exists to prepare all students, especially those who have been traditionally 

underserved, to successfully enter AIPHS or another high performing high school. 

 

AIPHS Mission Statement 

 

AIPHS exists to prepare all students, especially those who have been traditionally underserved to 

enter a four-year college after graduation from high school, and complete at minimum a four-

year degree. 

 

Teachers are expected to lead their students through the recital of our AIMS Mission Statement 

every morning. 

 

AIMS Credo 

The Family: We are a family at AIM Schools. 

The Goal: We are always working for academic and social excellence. 

The Faith: We will prosper by focusing and working toward our goals. 

The Journey: We will go forward, continue working, and remember we will always be 

a part of the AIM Schools family. 

AIMS Values 

At AIMS we value: 

Excellence - Commitment to excellence in all that we do 

Wisdom and Knowledge - Pursuit of wisdom and knowledge as intrinsically valuable 

Empathy - Recognition of dignity and worth of every human being 
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Family and Community - Building of family and community 

Equity - Social awareness and justice that leads to action 

Legacy - The continued preservation and development of AIMS methodologies for 21st 

century learners and educators.  

 

Our Core Values 

1. We are a family at AIM Schools 

 

2. When teachers, families and students follow and support the AIMS Model as written 

children are guaranteed to be prepared for college. 

 

3. We create an extended family with administration, teachers, staff, students, family, and 

selected community. Students and staff are expected to clean and take care of the school 

property. Parents and family are expected to be a positive and supportive presence.  

 

4. Teachers spend two years with their students in grades 1-2 and three years with their 

students in grades 3-5 and grades 6-8, teaching all core academic subjects.  This creates 

an environment of strong academics and family culture. 

 

5. Former AIM school students enrolled in college may be paid to work with our current 

students. 

 

6. The AIMS community supports and guides all our students by engaging in restorative 

practices and alternatives to traditional discipline.  The AIMS community does not give 

up on our students.  

 

7. All current and former students are encouraged to sign up on the alumni page on the 

AIMS website. 
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SECTION II: THE AIMS METHOD 

 

AIMS Facilities Use 

 

Our 12th street campus is open from 7:00 AM-6:00 PM Monday through Thursday and 7:00 AM-

5:00 PM on Fridays. Our Lakeview campus is open from 7:00 AM-4:45 PM Monday through 

Friday and our Roosevelt campus is open from 7:00 AM-4:45 PM Monday through Friday . 

 Teachers shall be present at their respective rooms and shall open them to admit students not less 

than 30 minutes before the time when school starts (5 CCR 5570).    

● While AIMS facilities are primarily for AIMS use, exceptions may be made. To reserve a 

room or space at any AIMS campus, all teachers, organizational advisors, and/or event 

sponsors must complete an AIMS Facilities Use Form and receive approval from the site 

leader. 

● All AIMS facilities requests must be submitted at least two weeks before the actual date 

of the event and are subject to the approval of the site leader. 

● It is the responsibility of the event or organization sponsor to monitor, supervise, and clean-

up after their event.  Failure to do so may result in restrictions from future AIMS facility 

use.   
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Classrooms 

1. We value cleanliness! Make sure your classrooms are kept neat and in order.  

2. Assign students jobs to perform and manage them. Students take pride in contributing to 

the upkeep of the school. 

3. Classrooms should be swept or vacuumed by students at the end of each day, and 

whenever necessary throughout the day. 

4. There should never be anything left on the floor or on the desks after school.  The floors 

are mopped/vacuumed at night and anything left on the floor will be thrown away. 

5. Textbooks should not be left on the floor. 

6. The trash and recycling must be placed in the waste baskets by students. The waste 

baskets must be placed by the inside of the door at the end of each day. 

7. The teacher’s desk should also be neat and clean at the end of each day.  

8. Do not keep unsealed food in the classroom. 

9. Boards should be cleaned with board cleaner (not antibacterial wipes) at least once a 

week, when applicable. 

 

 

 

Bathrooms 

 

1. Students shall report any bathroom uncleanliness brought to their attention to their teacher. 

2. Students must sign in and out of the classroom when going to the restroom. They must also 

sign in at the restroom.   

3. Inform the administrative assistant if the bathrooms are low or out of toilet paper, soap, 

paper towels, or toilet seat liners. 

4. Although we want to discourage students from abusing bathroom usage during instruction, 

by law, students must not be prohibited from using the restroom. K-3 students are required 

to have restroom breaks.  

 

Doors 

 

1. The following items will be posted  on both sides of classroom doors: 1) credo; 2) mission 

statement; 3) slogan; 4) daily schedule; 5) class name and 6), teacher’s name and classroom 

number. 

2. Doors should always be neat with papers securely posted. 
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ENSURING STUDENT SUCCESS 

Initial Teacher / Parent Meetings 

All new and returning teachers must schedule a 15-minute meeting with each student’s family 

before September 15th of each year.   

Study Hall  

  
Study Hall is an integral component of the AIMS Model, and, when executed properly, is effective in 

providing quality study time that is essential in preparing our students for academic success.  In addition, 

a properly functioning study hall sets the tone for the school day and models real-life conditions of a 

college-preparatory environment.  Teachers are expected to implement and hold students accountable to 

AIMS Study Hall Policies. 
  

 

On-Campus Tutoring 

 

1. Tutoring is an essential component to academic improvement and AIM Schools’ success.  

2. All students with a grade of C- or below in grades 3-12 and demonstrating low-fluency in 

grades K-2, must receive on-campus tutoring either before, during, and/or after school. 

3. These students may also be required to attend Saturday School (grades 3-12) to receive additional 

help.  Saturday School is an opportunity for all teachers to be available for students who need 

help. 

4. Students who have low standardized test scores or score below meeting Standards on state 

assessments must participate in tutoring.  

5. If a parent requests tutoring for their child or a student requests tutoring, the request will be 

evaluated and the student will be placed in tutoring based on need and availability.  

6. Instructional aides and classroom teachers must strategize and communicate to determine if 

student progress is being made in tutoring.  

7. Language-Arts and Math Instructional Aides are on-site Monday – Friday.  

8. Students should attend all scheduled tutoring sessions. The administrator, classroom teacher, and 

Instructional Aides must be informed in writing if a student is absent or did not attend a 

scheduled tutoring session on the same day.  

9. Tutoring rosters will change as needed. Communicate with students, parents, administrators, 

classroom teachers, and Instructional Aides if changes to the schedule are needed or made. Notice 

must be given to all parties before changes are finalized.  

10. Teachers must provide the Instructional Aides with a copy of their weekly lesson plans.  

11. Teachers must provide the students with work to complete during their tutoring session, unless 

prior arrangements with the tutor were made.   

12. Tutoring sessions should not be used for students to complete missed exams or homework.  

13. Students must sign in to all tutoring sessions, including meetings with a teacher. Any time a 

student stays after school (for any reason), he or she must sign in.  

14. High school tutors must sign-in with the teacher of the students they are tutoring using the below 

tutoring log for high school students.  Copies are available in the office.  The teacher of the 
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students being tutored is responsible for keeping these logs.  They may be used for accruing 

community service hours or invoicing purposes. 

 

Sample Student Tutoring Log 

 

Elementary/ Middle School Teacher:  ________________________ 

High School Tutor’s Name:  ________________________Grade: _________ 

Elementary/Middle School Student’s Name: ________________________Grade: _________ 

Date Hours What you worked on Teacher signature 
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AMERICAN INDIAN MODEL SCHOOLS  

BOARD OF DIRECTORS POLICY 

BOARD POLICY # 1007 

POLICY TITLE: Uniform Complaint Procedure 

The Board of Directors (“Board”) of American Indian Model Schools, a California Non-

profit Public Benefit Corporation (“AIMS”) hereby adopts this Policy # 1007 establishing its 

Uniform Complaint Procedure for American Indian Public Charter School (“AIPCS”), American 

Indian Public Charter School II (“AIPCS II”) and American Indian Public High School 

(“AIPHS”), each individually referred to as the “School” or collectively as the “Schools”: 

AIMS is committed to compliance with applicable state and federal laws and regulations 

governing educational programs in the operation of its Schools. 

Most issues are best handled informally and proactively, and the Board encourages the 

early resolution of complaints at the site level whenever possible. If you have a concern, you can 

always come and talk to a member of the Board, the Superintendent or the Head of School for your 

School. If you find that for some reason this informal resolution is not adequate, you can follow 

the School’s formal complaint policy and procedure set out herein. 

The School will investigate any complaints alleging failure to comply with applicable laws, 

and will seek to resolve those complaints in accordance with School’s uniform complaint 

procedure set out herein. The School will use the formal complaint procedure to provide a uniform 

system of complaint processing for the following types of complaints: 

(1) Any complaints alleging unlawful discrimination, harassment, intimidation or 

bullying in the School’s programs and activities based on actual or perceived race or ethnicity, 

color, ancestry, national origin, nationality, ethnic group identification, age, religion, marital or 

parental status, mental or physical disability, sex or sexual orientation, gender, gender identity, or 

gender expression; the perception of one or more of such characteristics; or association with a 

person or group with one or more of these actual or perceived characteristics. 

(2) Any complaints regarding the School’s failure to comply with the prohibition 

against requiring students to pay fees, deposits or other charges for participation in educational 

activities, the requirements for the development and adoption of a school safety plan, and state or 

federal laws in adult educational programs, consolidated categorical aid programs, migrant 
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education, career technical and technical education training programs, child and development 

programs, child nutrition programs and special education programs. 

(3) Any complaints related to the Local Control Accountability Plan, Annual Updates, 

or other Plan compliance requirements, pursuant to Education Code section 52075. 

The Board prohibits any form of retaliation against any complainant in the complaint process. 

Participation in the complaint process shall not in any way affect the status, grades or work 

assignments of any student. 

In investigating complaints, the integrity of the process shall be protected and the identity 

of a complainant shall remain confidential as appropriate. The Head of School or designee may 

keep the identity of a complainant and parties involved confidential to the extent that the 

investigation of the complaint is not obstructed, or as otherwise permitted by law. 

PROCEDURAL REQUIREMENTS  

Compliance Officer(s)  

The following Compliance Officer(s) shall receive and investigate complaints and shall 

ensure the School’s compliance with law: 

AIPCS II:                               

Erin Oh, Division Head of K-1    

1926 E. 19th Street 

Oakland, CA 94610 

510-368-0876 

 

AIPCS II                       

Christopher Ahmad, Division Head of 2nd -5th   

171 12th Street                                                                   

Oakland, CA 94607                                                           

510-893-8701 

 

AIPCS/AIPCS II                 

Maurice Williams, Division Head of Middle School (6th-8th)                     

171 12th Street                                                                   

Oakland, CA 94607                                                           

510-893-8701 

86 of 253Powered by BoardOnTrack

AIMS K-12 College Prep Charter District - Governance Committee Meeting - Agenda - Tuesday October 2, 2018 at 6:00 PM



 

Page 13 of 145 

 

For AIPHS: 

Tareyton Russ, Head of School 

Peter Holmquist, Academic Division Head 

Ron Kemp, Dean of Students 

746 Grand Ave 

Oakland, CA 94610 

510-220-5044   

The Compliance Officer or designee shall ensure that employees designated to investigate 

complaints are knowledgeable about the laws and programs for which they are responsible. Such 

employees may have access to legal counsel as determined by the Compliance Officer or designee. 

Should the complaint be about the Compliance Officer(s), then the complaint may be 

lodged directly with the Superintendent.  Should the complaint be about the Superintendent, then 

the complaint can be lodged directly with the Board Ombudsman  

Notifications           

The Compliance Officer or designee shall annually provide written notification of the 

School’s uniform complaint procedures to students, employees, parents/guardians, any applicable 

advisory committees, and other interested parties. If 15 percent or more of the students enrolled at 

the School speak a single primary language other than English, this policy and the notice shall be 

translated into that language.  

 

The notice shall: 

1. Identify the person(s), position(s), or unit(s) responsible for receiving complaints; 

2. Include information about complaints that may be related to pupil fees, pursuant to the 

requirements of Section 1, Article 5.5 of Title 2 of the Education Code; 

4. Include information about complaints related to the Local Control and Accountability Plan, 

Annual Updates, or other Plan compliance requirements, pursuant to Education Code section 

52075. 

5. Advise the complainant of any civil law remedies that may be available to him/her under state 

or federal discrimination laws, if applicable; 

3. Advise the complainant of the appeal process, including the complainant's right to take a 

complaint directly to the California Department of Education (CDE) or to pursue remedies 

before civil courts or other public agencies; and 
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4. Include statements that: 

a. The School is primarily responsible to ensure compliance with applicable state and federal 

laws and regulations governing education programs; 

b. The complaint review shall be completed within 60 calendar days from the date of receipt 

of the complaint unless the complainant agrees in writing to an extension of the timeline; 

c. A complaint alleging unlawful discrimination, harassment, intimidation or bullying must 

be filed not later than six months from the date it occurred or six months from the date the 

complainant first obtains knowledge of the facts of the alleged discrimination, harassment, 

intimidation or bullying; 

d. The complainant has a right to appeal the School’s decision to the CDE by filing a written 

appeal within 15 calendar days of receiving the School’s decision; 

e. The appeal to the CDE must include a copy of the complaint filed with the School and a 

copy of the School’s decision; and 

f. Copies of the School’s uniform complaint procedure are available free of charge. 

Procedures   

All complaints shall be investigated and resolved within 60 calendar days of the School’s 

receipt of the complaint. 

The Compliance Officer or designee shall maintain a record of each complaint and 

subsequent related actions, including all information required for compliance with 5 CCR 4631 

and 4633. 

All parties involved in the allegations shall be notified when a complaint is filed, when a 

complaint meeting or hearing is scheduled and when a decision or ruling is made. 

1. Step 1: Filing of Complaint 

Any individual, public agency or organization may file a written complaint of alleged 

noncompliance by the School. 

A complaint alleging unlawful discrimination, harassment, intimidation or bullying may 

be filed by a person who alleges that he/she personally suffered unlawful discrimination, 

harassment, intimidation or bullying or by a person who believes that an individual or any specific 
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class of individuals has been subjected to unlawful discrimination, harassment, intimidation or 

bullying. The complaint shall be initiated no later than six (6) months from the date when the 

alleged discrimination, harassment, intimidation or bullying occurred, or six months from the date 

when the complainant first obtained knowledge of the facts of the alleged discrimination, 

harassment, intimidation or bullying. Upon written request by the complainant, the Compliance 

Officer or designee may choose to extend the filing period for up to 90 calendar days. 

The complaint shall be presented to the Compliance Officer who shall maintain a log of 

complaints received, providing each with a date stamp. Complaints related to pupil fees for 

participation in educational activities may also be presented to the School’s Superintendent, if that 

person is not the Compliance Officer. Complaints related to pupil fees for participation in 

educational activities may be filed anonymously if the complaint provides evidence or information 

leading to evidence to support an allegation of noncompliance with the requirements of Education 

Code sections 49010 et seq. (Pupil Fees). 

Complaints related to Local Control and Accountability Plan compliance may also be filed 

anonymously if the complaint provides evidence or information leading to evidence to support an 

allegation of noncompliance with the requirements of Article 4.5 of Title 2 of the Education Code. 

If a complainant is unable to put a complaint in writing due to conditions such as illiteracy 

or other disabilities, School staff shall assist him/her to file the complaint. 

2. Step 2: Mediation 

Within 10 days of receiving the complaint, the Compliance Officer may informally discuss 

with all the parties the possibility of using mediation. If the parties agree to mediation, the 

Compliance Officer shall make all arrangements for this process. 

Before initiating the mediation of a complaint alleging discrimination, harassment, 

intimidation or bullying, the Compliance Officer shall ensure that all parties agree to make the 

mediator a party to related confidential information. 

If the mediation process does not resolve the problem within the parameters of law, the 

Compliance Officer shall proceed with his/her investigation of the complaint. 

The use of mediation does not extend the School’s 60-day timeline for investigating and 

resolving the complaint unless the complainant agrees in writing to such an extension of time. 

3. Step 3: Investigation of Complaint 

Within 15 days of receiving the complaint, the Compliance Officer shall provide the 

complainant and/or his/her representative an opportunity to present the complaint and any 

evidence, or information leading to evidence, orally, to support the allegations in the complaint. 

The Compliance Officer also shall collect all documents and interview all witnesses with 

information pertinent to the complaint. 
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A complainant’s refusal to provide the School’s investigator with documents or other 

evidence related to the allegations in the complaint, failure or refusal to cooperate in the 

investigation or engaging in any other obstruction of the investigation may result in the dismissal 

of the complaint because of lack of evidence to support the allegation; provided, however, that 

complaints permissibly made anonymously shall be investigated by the School to the extent 

possible without participation by the complainant. 

In accordance with law, the School shall provide the investigator with access to records 

and other information related to the allegation in the complaint and shall not in any way obstruct 

the investigation. Failure or refusal to cooperate in the investigation may result in a finding, based 

on evidence collected, that a violation has occurred and may result in the imposition of a remedy 

in favor of the complainant. 

4. Step 4: Response 

Within 30 days of receiving the complaint, the Compliance Officer shall prepare and send 

to the complainant a written response of the School’s investigation and decision, as described in 

Step #5 below. If the complainant is dissatisfied with the Compliance Officer’s decision, he/she 

may, within five days, file his/her complaint in writing with the Board. 

The Board may consider the matter at its next regular Board meeting or at a special Board 

meeting convened in order to meet the 60 calendar day total time limit within which the complaint 

must be answered. The Board may also decide not to hear the complaint, in which case the 

Compliance Officer’s decision shall be final. 

If the Board hears the complaint, the Compliance Officer shall send the Board’s decision 

to the complainant within 60 calendar day of the School initially receiving the complaint or within 

the time period that has been specified in a written agreement with the complainant. 

5. Step 5: Final Written Decision  

The School’s decision shall be in writing and sent to the complainant. 

The School’s decision shall be written in English and in the primary language of the 

complainant whenever required by law. 

For all complaints, the decision shall include: 

 

1. The findings of fact based on the evidence gathered; 

2. The conclusion(s) of law; 

3. Disposition of the complaint; 

4. Rationale for such disposition; 

5. Corrective actions, if any are warranted;  
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6. Notice of the complainant’s right to appeal the School’s decision within 15 calendar days 

to the CDE, and procedures to be followed for initiating such an appeal; 

 

7. For unlawful discrimination, harassment, intimidation, or bullying complaints arising 

under state law, notice that the complainant must wait until sixty (60) days have elapsed 

from the filing of an appeal with the CDE before pursuing civil law remedies; 

 

8. For unlawful discrimination, harassment, intimidation, or bullying complaints arising 

under federal law such complaint may be made at any time to the U.S. Department of 

Education, Office for Civil Rights at the following address: 

 

Office for Civil Rights, U.S. Department of Education 

San Francisco Office 

50 United Nations Plaza 

San Francisco, CA 94102 

(415) 486-5555 PHONE 

(415) 486-5570 FAX 

Email: OCR.SanFrancisco@ed.gov 

 

9. For civil rights complaints related to nutrition services, the School will send a copy of the 

complaint and resolution to the Nutrition Services Division and California Department of 

Education. 

i. In accordance with Federal civil rights law and U.S. Department of 

Agriculture (USDA) civil rights regulations and policies, the USDA, its 

Agencies, offices, and employees, and institutions participating in or 

administering USDA programs are prohibited from discriminating based on 

race, color, national origin, sex, disability, age, or reprisal or retaliation for 

prior civil rights activity in any program or activity conducted or funded by 

USDA. 

 

Persons with disabilities who require alternative means of communication 

for program information (e.g. Braille, large print, audiotape, American Sign 

Language, etc.), should contact the Agency (State or local) where they 

applied for benefits.  Individuals who are deaf, hard of hearing or have 

speech disabilities may contact USDA through the Federal Relay Service at 

(800) 877-8339.  Additionally, program information may be made available 

in languages other than English. 

 

To file a program complaint of discrimination, complete the USDA 

Program Discrimination Complaint Form, (AD-3027) found online at: 

http://www.ascr.usda.gov/complaint_filing_cust.html, and at any USDA 

office, or write a letter addressed to USDA and provide in the letter all of 

the information requested in the form.  To request a copy of the complaint 
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form, call (866) 632-9992.  Submit your completed from or letter to USDA 

by: 

 

(1) mail: U.S. Department of Agriculture 

Office of the Assistant Secretary for Civil Rights 

1400 Independence Avenue, SW 

Washington, D.C. 20250-9410 

 

(2) fax: (202) 690-7442; or 

 

(3) email: program.intake@usda.gov 

 

This institution is an equal opportunity provider. 

In addition, any decision on a complaint of discrimination, harassment, intimidation or 

bullying based on state law shall include a notice that the complainant must wait until 60 calendar 

days have elapsed from the filing of an appeal with the CDE before pursuing civil law remedies. 

If the investigation of a complaint results in discipline to a student or an employee, the decision 

shall simply state that effective action was taken and that the student or employee was informed 

of appropriate expectations. The report shall not give any further information as to the nature of 

the disciplinary action. 

If a complaint alleging noncompliance with the laws regarding student fees, deposits and other 

charges is found to have merit, the School shall provide a remedy to all affected students and 

parents/guardians, which, where applicable, shall include reasonable efforts to ensure full 

reimbursement to them. 

If a complaint alleging noncompliance with the laws regarding Local Control and 

Accountability Plans is found to have merit, the School shall provide a remedy to all affected 

students and parents/guardians. 

6. Appeals to the California Department of Education 

If dissatisfied with the School’s decision, the complainant may appeal in writing to the CDE. 

The complainant shall file his/her appeal within 15 calendar days of receiving the School’s 

decision and the appeal shall specify the basis for the appeal of the School’s decision and whether 

the facts are incorrect and/or the law has been misapplied. The appeal shall be accompanied by a 

copy of the locally filed complaint and the School’s decision. 

 

Appeals and accompanying documentation may be sent to the CDE at the following address: 

 

California Department of Education 
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1430 N Street 

Sacramento, CA 95814-5901 

 

An appeal and accompanying documentation regarding pupil fees specifically may be sent to the 

CDE at the following address: 

 

 Categorical Programs Complaints Management Office 

California Department of Education 

1430 N Street, Suite 6408 

Sacramento, CA 95814-5901 

Upon notification by the CDE that the complainant has appealed the School’s decision, the 

Compliance Officer or designee shall forward the following documents to the CDE: 

1. A copy of the original complaint; 

2. A copy of the decision; 

3. A summary of the nature and extent of the investigation conducted by the School, if not 

covered by the decision; 

4. A copy of the investigation file including, but not limited to, all notes, interviews and 

documents submitted by the parties and gathered by the investigator; 

5. A report of any action taken to resolve the complaint; 

A copy of the School’s complaint procedures; and 

6. Other relevant information requested by CDE. 

The CDE may directly intervene in the complaint without waiting for action by the School 

when one of the conditions listed in 5 CCR 4650 exists, including when the School has not taken 

action within 60 calendar days of the date the complaint was filed with the School. A direct 

complaint to the CDE must identify the basis for direct filing of the complaint, which must include 

clear and convincing evidence that supports such a basis. 

7. Civil Law Remedies  

A complainant may pursue available civil law remedies outside the School’s complaint 

procedures. Complainants may seek assistance from mediation centers or public/private interest 

attorneys. Civil law remedies that may be imposed by a court include, but are not limited to, 

injunctions and restraining orders. 

For complaints alleging unlawful discrimination, harassment, intimidation or bullying 

based on state law, a complainant shall wait until 60 calendar days have elapsed from the filing of 

an appeal with the CDE before pursuing civil law remedies, provided the School has appropriately 

and in a timely manner apprised the complainant of his/her right to file a complaint in accordance 

with 5 CCR 4622. The moratorium does not apply to injunctive relief and to discrimination based 

on federal law. 
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The Board at this time, votes to adopt the foregoing Uniform Complaint Procedure. 

Effective this 18th Day, July, 2017. 

Stephen Leung 

President Board of Directors 

American Indian Models Schools 

 

SECRETARY’S CERTIFICATE 

I, Joe Schickman, Secretary to the Board of Directors of American Indian Model Schools, a 

California nonprofit public benefit corporation (“AIMS”), hereby certify as follows: 

The attached is a full, true, and correct copy of the policy duly adopted at a regular meeting of the 

Board of Directors of AIMS which was duly and regularly held on July 18, 2017, at which meeting 

all of the members of the Board of Directors had due notice and at which a quorum thereof was 

present; and at such meeting such policy was adopted by the following vote: 

AYES 

NOES: 

ABSTAIN:  

ABSENT: 

I have carefully compared the same with the original minutes of such meeting on file and of record 

in my office; the attached policy is a full, true, and correct copy of the original policy adopted at 

such meeting and entered in such minutes; and such policy has not been amended, modified, or 

rescinded since the date of its adoption, and the same is now in full force and effect. 

WITNESS my hand on July 18, 2017. 

Joe Schickman 

Secretary to the Board of Directors 

American Indian Model Schools 
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AMERICAN INDIAN MODEL SCHOOLS (AIMS) 

ANNUAL NOTIFICATION OF THE UNIFORM COMPLAINT PROCEDURES (UCP) 

2018-2019 

For students, employees, parents/guardians, school advisory committee members, school 

officials, and other interested parties. 

 

American Indian Model Schools, a California Non-profit Public Benefit Corporation (“AIMS”) 

hereby provides this notice of its Uniform Complaint Procedure for American Indian Public 

Charter School (“AIPCS”), American Indian Public Charter School II (“AIPCS II”) and 

American Indian Public High School (“AIPHS”), each individually referred to as the “School” or 

collectively as the “Schools” or “AIMS”.  

 

AIMS has the primary responsibility to insure compliance with applicable state and federal laws 

and regulations and has established procedures to address allegations of unlawful discrimination, 

harassment, intimidation, and bullying, and complaints alleging violation of state or federal laws 

governing educational programs, the charging of unlawful pupil fees, and noncompliance with 

Local Control and Accountability Plans.  AIMS shall investigate and seek to resolve complaints 

using policies and procedures known as the Uniform Complaint Procedures (UCP) adopted by 

our local board.  

 

Unlawful discrimination, harassment, intimidation, or bullying complaints may be based on 

actual or perceived race or ethnicity, color, ancestry, national origin, nationality, ethnic group 

identification, age, religion, marital or parental status, mental or physical disability, sex or sexual 

orientation, gender, gender identity, or gender expression; the perception of one or more of such 

characteristics; or association with a person or group with one or more of these actual or 

perceived characteristics, in any program or activity that receives or benefits from state financial 

assistance.  

 

The UCP shall also be used when addressing complaints alleging failure to comply with state 

and/or federal laws regarding: 

 

Adult Education Programs 

Consolidated Categorical Aid Programs 

Migrant Education 

Career Technical and Technical Education and Training Programs 

Child Care and Development Programs 

Child Nutrition Programs 

Special Education Programs 

Safety Planning Requirements 

Local Control and Accountability Plans, Annual Updates, or other Plan compliance 

requirements, pursuant to Article 4.5 of Title 2 of the Education Code 

 

A complaint of noncompliance with laws relating to pupil fees may be filed pursuant to the 

school’s Uniform Complaint Procedure (UCP).  A pupil enrolled in a public school shall not be 

required to pay a pupil fee for participation in an educational activity.  
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A pupil fee includes, but is not limited to, all of the following: 

1. A fee charged to a pupil as a condition for registering for school or classes, or as a 

condition for participation in a class or an extracurricular activity, regardless of whether 

the class or activity is elective or compulsory, or is for credit. 

2. A security deposit, or other payment, that a pupil is required to make to obtain a lock, 

locker, book, class apparatus, musical instrument, clothes, or other materials or 

equipment. 

3. A purchase that a pupil is required to make to obtain materials, supplies, equipment, or 

clothes associated with an educational activity. 

4. A pupil fee complaint shall not be filed later than one (1) year from the date the alleged 

violation occurred 

 

 

*Complaints of noncompliance with laws relating to pupil fees may also be filed with the 

Superintendent. A complaint regarding pupil fees may be filed anonymously if the complaint 

provides evidence or information to support an allegation of noncompliance with the laws 

regarding pupil fees.   

 

Anonymous complaints related to Local Control and Accountability Plan compliance are 

acceptable so long as such complaints provide evidence or information leading to evidence to 

support an allegation of noncompliance with the requirements of Article 4.5 of Title 2 of the 

Education Code.  If a complaint alleging noncompliance with the laws regarding Local Control 

and Accountability Plans is found to have merit, AIMS shall provide a remedy to all affected 

students and parents/guardians. 

 

Complaints alleging discrimination, harassment, intimidation, or bullying, must be filed within 

six (6) months from the date the alleged discrimination, harassment, intimidation, or bullying,  

occurred or the date the complainant first obtained knowledge of the facts of the alleged 

discrimination, harassment, intimidation, or bullying, unless the time for filing is extended by the 

Principal or his or her designee. 

 

Complaints must be filed in writing with the following Compliance Officers for their 

corresponding grades: 

AIPCS II:                               

Erin Oh, Division Head of K-1st    

1926 E. 19th Street 

Oakland, CA 94610 

510-368-0876 

 

AIPCS II                       

Christopher Ahmad, Division Head of 2nd -5th   

171 12th Street                                                                   

Oakland, CA 94607                                                           

510-893-8701 
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AIPCS/AIPCS II                 

Maurice Williams, Division Head of Middle School (6th-8th)                     

171 12th Street                                                                   

Oakland, CA 94607                                                           

510-893-8701 

For AIPHS: 

Tareyton Russ, Head of School 

Peter Holmquist, Academic Division Head 

Ron Kemp, Dean of Students 

 

746 Grand Ave 

Oakland, CA 94610 

510-220-5044  

 

Complaints will be investigated and a written Decision or report will be sent to the complainant 

within sixty (60) days from the receipt of the complaint. This sixty (60) day time period may be 

extended by written agreement of the complainant. The person responsible for investigating the 

complaint shall conduct and complete the investigation in accordance with 5 CCR sections 4680-

4687 and in accordance with local procedures adopted under 5 CCR section 4621.   

 

Should the complaint be about the Compliance Officer(s), then the complaint may be lodged 

directly with the Superintendent.  Should the complaint be about the Superintendent, then the 

complaint can be lodged directly with the Board Ombudsman. 

 

The complainant has a right to appeal AIMS’ Decision to the California Department of 

Education (CDE) by filing a written appeal within 15 days of receiving AIMS’ Decision. The 

appeal must include a copy of the complaint filed with AIMS and a copy of AIMS’ Decision. 

 

An individual filing an appeal related to Pupil Fees or Local Control and Accountability Plan 

compliance requirements shall receive a written appeal decision within 60 days of receipt of the 

appeal.   

 

Civil law remedies may be available under state or federal discrimination, harassment, 

intimidation, or bullying laws, if applicable. In appropriate cases, an appeal may be filed 

pursuant to Education Code Section 262.3. A complainant may pursue available civil law 

remedies outside of AIMS’ complaint procedure. Complainants may seek assistance from 

mediation centers or public/private interest attorneys. Civil law remedies that may be imposed by 

a court include, but are not limited to, injunctions and restraining orders. 

 

A copy of the school’s UCP shall be available free of charge. The UCP can be found at the 

AIMS administrative office.   
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AIMS Ombudsperson 
  

Origin: 1950s from Swedish - "legal representative" - "an official appointed to investigate 

individual's complaints against maladministration, especially that of public authorities." 

   

OVERVIEW 

  

The Ombudsperson is responsible for the intake and monitoring of all formal District complaints. 

Formal complaints can be filed in this office. 

  

The Ombudsperson is also responsible for investigating discrimination complaints (filed by 

students or parents/guardians) as well as complaints concerning the state program for English 

Language Learners (ELL) and retaliation for, or interference with ELL Program advocacy. The 

Ombudsperson also coordinates Williams Uniform Complaints and submits a Quarterly Report 

to the Governing Board. The Ombudsperson also serves as the Title IX Coordinator. 

  

FILING A COMPLAINT 

  

The District encourages the early, informal resolution of complaints at the site level whenever 

possible. If parents or guardians have a concern they should first contact the Head of 

School/Division Head for your child's school. 

  

If you have additional questions or are not satisfied with the resolution offered by your child's 

school principal, please the Ombudsperson.  

  

 

AIMS Ombudsperson Contact Information 

 
As of 8/31/2017, Board Director Dr. Clifford Thompson is the Ombudsperson for American 

Indian Model Schools. Director Thompson can be reached by email at 

clifford.thompson@aimschools.org . 
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AIMS Student Success Team (SST) 

According to the law, a student should be referred for special educational instruction and services 

only after the resources of the general education program have been considered and, where 

appropriate, utilized. (30 EC 56303)  AIMS emphasizes the necessity to develop and provide 

interventions in order to ensure that a student has a successful school experience. The SST is a 

problem solving and coordinating structure that assists students, families and teachers to seek 

positive solutions for maximizing student potential. The SST focuses in‐depth on one student at a 

time, and invites the parent and student to participate in finding solutions to areas of concern. 

Potential Areas of Concern* 

Academic 

•  special education consideration 

• disabilities 

• retention 

• attendance 

 

Social/Emotional 

• moving/social adjustment 

• teacher relationship 

• peer relationships 

• familial challenge* 

• self-injury 

 

Health 

• medical needs 

• substance abuse 

• eating disorders 

 

Other 

• Any issue that requires a combination of service coordination, collaborative 

problem-solving, and results monitoring. 

*If the observed indicators of ANY of these areas of concern meet the criteria outlined under 

California Child Abuse & Neglect Reporting Law, please refer to http://mandatedreporterca.com/ 

for the appropriate reporting/intervention guidelines. 

How to Initiate an SST meeting: 
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Sample Initial Student Success Team (SST) Agenda 

 

✓ Welcome & Expectations (2-3 minutes) 

● Uninterrupted listening 

● Respect for time 

● Adhere to topics 

✓ Review of Student Strengths (2-3 minutes) 

✓ Situation Identification & Clarification of Function of Behavior (4-5 minutes) 

✓ Brainstorm Interventions (6-8 minutes) 

✓ Evaluate Interventions (6-8 minutes) 

✓ Select Intervention(s) & Measurements (3-4 minutes) 

✓ Write Action Plan (4-5 minutes) 

✓ Summarize & Close (1-2 minutes) 

SST participants will be e-mailed a copy of the action plan, as well as an evaluation of the process 

at the end of this meeting. If you do not receive either, please e-mail erin.oh@aimschools.org and 

find the evaluation form here: http://goo.gl/forms/BUf9vYM5FS. 
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When a Student Success Team determines that a student has not made sufficient progress given 

the interventions and support identified and implemented by the SST, the team must conduct a 

thorough file review and rule out hearing, vision, and/or attendance as qualifying conditions. Only 

after doing so should the team consider a referral for an assessment under Section 504 or for 

Special Education eligibility. 

AIMS MENU OF INTERVENTION STRATEGIES 

Attendance Strategies 

● Alarm clock for parent/caregiver/student 

● Earlier bedtime 

● Give parent/caregiver simpler bus route 

● Help parent/caregiver to find more reliable transportation to school 

● Parent/caregiver agrees to bring child to school daily 

● Parent/caregiver will make sure child gets on bus in morning 

● Parent/caregiver/student will wake up earlier to get child to school on-time 

● Wake -up call for parent/caregiver and/or student 

Behavioral Strategies 

● After-school program  

● Allow student to draw to calm down in class 

● Allow student to move around while reading 

● Anger Ball 

● Avoid creating dependency by helping too much (“learned helplessness”) 

● Build rapport with student (focus on strengths, interests); schedule regular time to talk 

● Call home on a bad day for support 

● Call home on a good day for reinforcement 

● Change antecedent event (event that occurs prior to target behavior) 

● Chart/graph student behavior (assess/determine pattern of behavior) 

● Clarify consequences with student and follow step consistently 

● Classroom problem-solving sessions 

● Collaboration with outside sources (e.g., therapist, tutor, after-school program) 

● Concentration game 

● Connect family with cultural community center 

● “Cool Down” Station 

● Daily check-in with student 

● Develop behavioral contract 

● Develop/alter classroom rules (“Development of Classroom Rules”) 

● Display exemplary student work 

● Give leadership responsibilities/important jobs 

● Help parent/caregiver set up home reward/management system 

● Ignore negative behavior, if possible 

● Immediately recognize positive behaviors 

● Increased parent/caregiver attention at home 

● Move student’s seat (preferential seating) 
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● Non-Verbal Signals Between Teacher and Student 

● Offer student choices 

● Parent/caregiver call with teacher weekly 

● Positive reward system developed at school or home 

● Provide student frequent breaks for relaxation/small-talk 

● Provide student time for physical activities/movement 

● Refer for other services (group/mentor/counseling) 

● Relaxation techniques 

● Restorative Justice Techniques 

● Survey/interview student to determine interests 

● Give student a class responsibility 

Health Strategies 

● Health specific class/group 

● Collaborate With Primary Medical Provider 

● Dental exam/treatment 

● Fact Sheets on Communicable Diseases and School Age Illnesses 

● Hearing screening/exam 

● Improve hygiene 

● Make sure child wears glasses 

● Medication Administration 

● Obtain/replace glasses for student 

● Refer to School Health Center  

● Vision screening/exam 

● Enforce healthy nutrition practices (Wellness Policy) 

Instructional Strategies and Modifications 

● Academic contract 

● Allow previewing of content, concepts and vocabulary 

● Allow student to have sample or practice tests 

● Ask parent/caregiver to structure study time (give them information about long-term 

assignments) 

● Collect homework daily instead of weekly 

● Communicate with after-school program staff (e.g., re: homework help) 

● Communicate with last year’s teacher re: successful strategies 

● Complete documentation for a 504 plan 

● Cue/maintain eye contact with student when giving directions 

● Individual and/or small group instruction 

● Family reading or library time 

● Give student immediate feedback (make sure assignments are started correctly) 

● Give student options for presentation (written/oral or illustration/model) 

● Help parents/caregivers to learn reading strategies 

● Homework checklist or folder 

● Invite parent/caregiver to observe classroom at school 

● Make sure student stays for after school program 
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● Manipulative and Visual Prompts 

● Move child's seat (preferential seating) 

● Parent/caregiver will ask another family member to give child homework help 

● Resource Coordinator will check-in with student daily regarding class work 

● Provide printed copy of board work/notes 

● Provide study guides/questions 

● Read aloud to parent/caregiver at home 

● Send home extra work 

● Send home unfinished class work 

● Student will teach/tutor/read to a peer or younger child (e.g., “Big Buddies/Little Buddies”) 

● Study Carrel 

● Supply student with samples of work expected 
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SECTION 2: A CULTURE OF ACCOUNTABILITY 

Overview 

1. At AIMS we analyze and test all students to ability group for mathematics. A student’s state 

and national test results are used to gauge the accuracy of achievement displayed in the 

classroom.  

2. State testing is held one week after staff and students return from Spring Break. There are no 

field trips until after state testing in grades 3-12.  Students who have poor academic and/or 

behavioral standing may not attend field trips, with additional consideration given and 

exceptions made for special education students. 

3. Progress reports are sent home every three weeks for students with a grade of “C-” or lower. 

Report cards are distributed every nine weeks for all grades. Administrators must sign off on 

all student progress reports and report cards before they are sent home.   

4. Students are informed of their academic progress and the school’s academic progress 

continuously. Students are expected to set academic goals and work toward them.  

5. We demand hard work and high academic expectations from all employees and students. 

 

STUDENT CONTRACT 

American Indian Model Schools: Grades K – 12 

2018-2019 School Year 

The following rules and regulations must be followed at American Indian Model Schools: 

Respect Yourself: 

1. Students must attend school each day on time. This includes extended year for grades 

K – 8 and summer intensive programs. This may also include any other program 

suggested by the school.   

2. Students who miss three (3) days of school will be referred to the Student Attendance 

Review Committee (SARC).  Students who miss five (5) days of school will be referred 

to the Student Attendance Review Board (SARB). 

3. Students must make up absences during Saturday School.  

4. Students who are tardy five (5) times within an academic quarter will be referred to the 

Student Attendance Review Committee (SARC). Students who are tardy more than 

eight (8) days of school within an academic semester will be referred to the Student 

Attendance Review Board (SARB). 

5. Students who receive two (2) detentions in one week must attend Saturday School.  
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6. An absence from an assigned Saturday School must be made up by attending two (2) 

Saturday Schools (or by a combination of one Saturday School and four (4) hours of 

detention.) 

7. Students must complete all homework and classwork given by the teacher and submit 

the work to the teacher on time. 

8. Students with excused absences from school (see Attendance Policy) will be allowed 

to complete all assignments and tests missed during the absence that can be reasonably 

provided and, upon satisfactory completion within a reasonable period of time, shall be 

given full credit. The teacher of the class from which a student is absent will determine 

which tests and assignments shall be reasonably equivalent to, but not necessarily 

identical to, the tests and assignments that the student missed during the absence. If the 

work is not completed within a reasonable time, the student will receive no credit. 

9. Students may not use illegal drugs, alcohol, marijuana, or tobacco. 

10. Students may not have personal electronic devices (i.e. cell phones, laptops, iPads, 

music players, etc.) at school without permission.  These devices may be confiscated 

for the remainder of the school day if seen, and if repeat violations occur, will be 

returned only to the student’s parent or guardian. 

11. Students must adhere to the school’s dress code.  

 

Respect Others: 

1. Students will not use foul language, or participate in bullying, name-calling, or fighting. 

2. Students will use proper communication protocols to be heard and will not interrupt 

others.  

3. Students will follow the directions given by the adults on campus. 

Respect the Facility: 

 

1. Students must bring their own lunch to school, or participate in the AIMS lunch 

program (grades K-12). 

2. Students (K-12) cannot leave the school grounds or campus during the school day, 

except for an excused reason and with a parent/guardian signing them out. 

3. In the case of an emergency, families must correspond with their student through the 

office. Students may not take phone calls on a personal device during the school day. 

4. Students may not use bikes, skateboards, scooters, or cars on campus. 

5. Students may not loiter on school grounds before or after school. 

6. Students may not have food or drinks in the classroom, with the exception of water, or 

in case of medical necessity. 

7. All visitors must check in at the front office and receive a visitor's badge. 
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8. If a student misses school for an appointment, proof of the appointment may be 

requested and must be submitted to the office to excuse the absence. 

9. Students must follow all pick-up/drop-off safety procedures set forth by the school.   

 

(For High School students (grades 9-12) only:) 

 

10. Any grade lower than a “C” (i.e., a “C-“) is considered a failing grade. 

11. Students who receive a grade of “C” or lower in a community college course may be 

dropped from the class. Those students will receive high school credit, provided they 

successfully pass the course, but will not receive college credit.  

12. Students who receive lower than a “C” in an Advanced Placement (AP) course will be 

withdrawn from the course and enrolled into the non-AP equivalent option. Students 

must pass the course with at least a “C”. 

13. Students who receive a grade lower than a “C” in core subjects must repeat any failed 

courses with a passing grade. Students are responsible for making sure that they enroll 

in, and retake the appropriate courses and should meet with the site administrator or 

administrative assistant to get approval for the classes.  

14. Students must seek acceptance to a four-year college or university prior to graduation.  

Students who choose not to follow these rules will be subject to the school’s 

disciplinary policies up to and including suspension and expulsion.  

I agree to respect myself, others and the school facility by following these rules. 

 

 

     

Student’s Name (Print)  Student’s Signature  Date 

     

Parent’s Signature     
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STUDENT DRESS CODE POLICY  

All students at AIMS in grades K-12 must adhere to this dress code while on the school campus, 

teachers are responsible to ensure this code is adhered to: 

Top: 

1. Students must wear a WHITE or NAVY BLUE shirt with a COLLAR. The white or 

navy-blue collared shirts may be short-sleeved or long-sleeved. 

2. The shirts must be completely PLAIN with no logos (other than the official AIMS gear 

with logo), emblems, or designs of any kind. 

3. Students may not wear colored shirts underneath their white or navy blue shirts.  

4. All shirts must be tucked in. 

5. No halter tops, tank tops, midriff, or see-through shirts are permitted. 

Bottom: 

1. Students must wear NAVY BLUE or KHAKI pants/shorts/skirts that are completely 

PLAIN with no colorful designs or details (including stripes, patches, flashy stitching, etc.) 

2. No jeans, denim, capri pants, leggings, jeggings, yoga pants, skinny jeans, athletic pants 

(sweatpants, nylon jogging pants, etc.), or tight fitting pants are permitted.  

3. Skirts and shorts that are completely PLAIN with no colorful designs or details (including 

stripes, patches, flashy stitching, etc.) are permitted as long as they are below the knee.  

4. Pants can have a maximum of four pockets: two in the front and two in the back. The 

pockets need to be near the waistline—not down the leg of the pants (i.e., cargo pants). 

5. NO SAGGING PANTS will be permitted. 

6. Students cannot rubber band the bottom of their pants. 

7. Students wearing pants must wear a belt. Only black and brown leather belts are 

permitted. 

8. Students may wear flesh-toned, white, or navy footed stockings or tights underneath skirts. 

Sweaters/Sweatshirts: 

1. All sweaters, sweatshirts and jackets must be plain White or plain Navy Blue, without 

any additional colors (official AIMS gear is allowed). 

2. All White and Navy-Blue hoods are allowed, but must be removed or the hood tucked in 

upon entering the building or portable. A collared white shirt must be visible underneath 

the student’s sweater or sweatshirt. 

 

Accessories/Make-up: 

1. Coloration of hair and artificial nails are not permitted. Students must return the next 

day with their natural color and/or natural nails. 

2. No make-up may be worn, including lip-gloss and nail polish.  

3. Jewelry is not permitted and will be confiscated until the end of the school day if worn. 

This includes watches.  

4. Students may not wear sunglasses, hats, headbands, bandanas, beanies, colorful hair ties, 

ribbons, or anything with bright color in their hair. Simple barrettes, clips, and elastic hair 

ties that are Navy Blue, Black, Brown, or White are permitted.  
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5. Scarves worn for religious purposes must be Black, Khaki, White, or Navy Blue in color, 

or follow the school uniform color scheme in a pattern that is not distracting. 

6. Socks should be plain Black, White, or Navy Blue 

7. On cold days students may wear a plain White or Navy Blue scarf. Scarves must be 

removed during class. 

Shoes: 

1. Students may not wear flip-flops, flats, sandals, high heels, or shoes that may be distracting 

to the educational environment. 

2. Student footwear needs to be appropriate for athletic activities.  

     

Student’s Name (Print)  Student’s Signature  Date 

I agree to require my student to follow this Dress Code. 

 

Parent’s Signature     
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STUDENT ASSESSMENT 

1. Physical education grades and elective grades count toward the Grade Point Average 

(GPA). 

2. Progress reports are distributed every three weeks. If a student is failing any subject, he or 

she will receive a progress report. A grade of C- or lower is considered to be failing.  

3. Comments on report cards and progress reports are essential. Notification of retention 

should not only be on the report card.   Families of students who are at risk of being retained 

will be informed in writing and in person. Documenting the possible retention in the 

student’s report card shall only be one form of communication. (See Retention Policy.) 

4. Two copies of the report card will be sent  home with the student. One copy is for the 

family to keep and the other is to be signed and returned to the teacher. A third copy will 

be kept in the student’s classroom file in case the student loses the copies sent home. 

 

 

GRADING SCALES 

K- 1st Grade Reading Scores 

Grade Fluency Scores Comprehension Level 

E Above Grade Level WPM Exceeding Common Core expectations per grade level 

P K  60-74 WPM 

1st 75-100 WPM 

2nd 101-120 WPM 

Meeting Common Core expectations per grade level 

B Below Grade Level  WPM Not meeting Common Core expectations per grade 

level 

K- 1st Grade Math Scores 

Grade Fluency Scores 

E Exceeding mastery of CCSS on AIMS pacing guide 

P Meeting mastery of CCSS  on AIMS pacing guide 

B Not meeting mastery of CCSS on AIMS pacing guide 
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2nd- 8th Grade  

Grade Score Grade Points 

A 94-100 4.00 

A- 90-93 3.67 

B+ 88 – 89 3.33 

B 84 – 87 3.00 

B- 80 – 83 2.67 

C+ 78 – 79 2.33 

C 74 – 77 2.00 

C- 70 – 73 1.67  

D+ 68 – 69 1.33 

D 64 – 67 1.00 

D- 60 – 63 0.67 

F 59 and below 0.00 

 No “A+” Grade  

 

High School 

Percentage Grade Points 
Points for Honors/AP/College 

Courses 

94-100 A 4.0 5.0 

90-93 A- 3.67 4.67 

88-89 B+ 3.33 4.33 

84-87 B 3.0 4.0 

80-83 B- 2.67 3.67 

78-79 C+ 2.33 3.33 

74-77 C 2.0 3.0 

70-73 C- 1.67 2.67 

68-69 D+ 1.33 2.33 

64-67 D 1.0 2.0 

60-63 D- 0.67 1.67 

0-59 F 0.0 0.0 
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STANDARDIZED ASSESSMENTS 

1. AIMS embraces student testing, we do not believe tests discriminate. Students who are 

prepared with core academics will succeed.  

2. AIPCS and AIPCS II students take the following exams: Benchmark Assessments, State 

Testing (2nd-8th grade), California Assessment of Student Performance and Progress (3rd-

8th), CELDT (English Language Learners), American Mathematics Competition–AMC 

(select 6th-8th graders), SAT (select 7th-8th graders), and SCAT (select 6th graders). 

3. AIPHS students will take the following exams: California Assessment of Student 

Performance and Progress (9th-12th), California High School Exit Exam–CAHSEE (10th 

grade), PSAT (9th-11th grade), SAT (11th-12th grade), ACT (11th-12th grade), SAT II (11th-

12th grade), CELDT (English Language Learners), Advanced Placement Exams–AP (9th-

12th grade), and American Mathematics Competition–AMC (9th-12th grade). 

4. Teachers must analyze their students’ test scores to determine areas of high achievement 

and areas of improvement. 

5. Teachers will administer standard diagnostic tests throughout the school year.  These tests 

will be provided by the office, which will later collect the data to compare teachers and 

schools. (See diagnostic schedule). 

6. Teachers must finish instruction in the core subjects textbooks no later than Spring Break. 

Students will begin working on the curriculum for the next grade level after state testing 

has been completed. 

BENCHMARK TESTING 

Teachers should include the benchmark exams in their lesson plans. When a class finishes a chapter 

grouping according to the benchmark exam cycle, teachers should administer the test. For 

example, when a 6th grade class finishes chapter 3 of ELA, the teacher should administer the 6th 

grade Ch. 1-3 ELA benchmark exam. Benchmark test 2 for 6th grade ELA will be administered 

when this class finishes chapter 6.  

A mock state exam is also given each year for each grade level. This is administered three to four 

weeks before the actual state test. Results help inform teachers’ instructional decisions during the 

weeks prior to state testing. 
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RETENTION AND PROMOTION POLICY 

 
1. AIM Schools K-12th grade students must pass language arts and mathematics (C- or 

below is failing), or they may be retained. AIM Schools 9th-12th grade students must 

pass language arts, math, science and history (C- or below is failing), or they may be 

retained.  

 

2. All failing students should be placed in tutoring. Students who are not putting forth effort 

may be retained.  

 

3. Teachers must provide documentation on progress reports and report cards.  

 

4. EARLY IN THE YEAR if a student is at risk of being retained documentation of 

retention MUST BE REPEATED in each progress report and report card. Teachers 

should plan to meet with parents throughout the year and inform them of the student’s 

progress.  

 

5. DO NOT SAY students may be retained or students could be retained. Instead, SAY 

based on your current progress, you will be retained.  

 

6. DO NOT be afraid to retain a student who did not do the work. You will only set them up 

for failure if they are promoted to the next grade level when unprepared.  

 

7. Chaos is created for the new teacher when you promote a student who is not prepared for 

the next grade level. Retention is never negotiable with families. 
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SPECIAL EDUCATION 

 

Child Find Mandate 

The Individuals with Disabilities Education Act (“IDEA”) includes the “Child Find” mandate, 

which requires AIMS to identify, locate, and evaluate all children with disabilities enrolled in its 

schools. If AIMS has knowledge that a student has a disability, or is suspected of having a 

disability and may need special education and related services, AIMS must offer to assess the 

student.  Indicators for when a student is suspected of having a disability, and AIMS should thus 

offer an initial assessment include, but are not limited to the following:   

1.    Parent(s) expressed concerns in writing to AIMS administration or to one of student’s 

teachers that student may be need of special education and related services;  

2.     Parent or school staff has requested an initial evaluation of the student; 

3.   Student’s teacher, or other AIMS personnel, has expressed specific concerns about a 

pattern of behavior demonstrated by the student, directly to the directly to AIMS 

supervisory personnel. 

A student should be referred for special educational instruction and services only after the 

resources of the general education program have been considered and, where appropriate, utilized.  

(See Tutoring and AIMS Student Success Team (SST) policies) 

Special Education Assessments 

A student may be referred for special education services at any time by AIMS staff, parents, or 

other service provider. Before a student can be assessed for eligibility for special education, or 

reassessed while receiving special education and related services, AIMS must develop an 

Assessment Plan and provide it to the parents for their approval within 15 calendar days from the 

date of receipt of a written request for a special education assessment.  Assessments must be 

administered in all areas related to the suspected disability by trained and knowledgeable personnel 

using sound instruments. For school‐age children, the eligibility assessment must be completed 

within 60 days of AIMS’ receipt of written parental consent for specified assessment activities 

and an Assessment Report provided to parents outlining required information.  Under certain 

conditions, a parent may have the right to obtain an independent educational evaluation (IEE) at 

public expense. Please note that a student may demonstrate a disability, but may not necessarily 

be eligible for special education and related services. A student’s IEP team will determine 

eligibility based on the requirement that the student’s disability negatively or adversely affects 

his/her educational performance. 

Individualized Education Plan (IEP) 

An Individualized Education Program (IEP) is a written statement that AIMS must develop for 

each student who receives special education and related services.  The educational program must 

be designed to meet the child’s individual specific needs. Every child who receives special 

education services must have an IEP. The purpose of an IEP is to outline a plan for meeting a 

student’s specific disability related needs that sets reasonable learning goals for the child and states 
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the services that the school will provide for the child. The IEP is developed jointly by the school, 

the parents, and the student, when appropriate. 

Each child’s IEP must contain specific information, as listed within IDEA, which includes nine 

essential elements: 

1. Present Levels of Performance: A statement of the student's present levels of 

performance including how the disability affects the student's involvement and progress in 

the general curriculum. 

2. Measurable Annual Goals: Measurable annual goals, including academic and functional 

goals, related to the student's needs, resulting from the student's disability, that will enable 

the student to be involved in and progress in the general education curriculum and that 

meet each of the student's other educational needs that result from the student's disability. 

3. Progress: A description of how the student’s progress toward meeting the annual goals 

described above will be measured and when periodic reports on the progress the student is 

making toward meeting the annual goals (such as through the use of quarterly or other 

periodic reports) will be provided. 

4. Special Education and Related Services: A statement of the special education and related 

services and supplementary aids and services, based on peer-­‐reviewed research to the 

extent practicable, to be provided to the student, or on behalf of the student, and a statement 

of the program modifications or supports for school personnel that will be provided to 

enable the student to advance appropriately. 

5. Participation in General Education: An explanation of the extent, if any, to which the 

student will not participate with general education students in the general education 

classroom and in extracurricular and nonacademic activities. 

6. State Testing: A statement of any individual appropriate accommodations that are 

necessary to measure the academic achievement and functional performance of the student 

on State and district assessments. If the IEP team determines that the student shall take an 

alternate assessment on a particular State or district assessment of student achievement, the 

IEP must include a statement of why the student cannot participate in the regular 

assessment and why the particular alternate assessment selected is appropriate for the 

student. 

7. Timing of Services and Modifications: The projected date for the beginning of the 

services and modifications identified in the IEP, along with the anticipated frequency, 

location, and duration of the services and modifications. 

8. Transition and Post‐Secondary Goals: Beginning no later than the first IEP to be in effect 

when the student is 16, and updated annually thereafter, appropriate measurable 

postsecondary goals based upon age appropriate transition assessments related to training, 

education employment, and where appropriate, independent living skills and the transition 

services (including courses of study) needed to assist the student in reaching those goals. 
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9. Age of Majority: Beginning at least one year before the student reaches the age of 18, a 

statement that the student has been informed of the IDEA rights that will transfer to him or 

her upon turning 18. 

Who develops the IEP? 

The IEP is developed by a team of individuals that include the parent(s), an administrator, general 

education teacher, special education teacher, an expert who can interpret evaluation results, and 

the student, if appropriate. The team meets, reviews the assessment information available about 

the child, and designs an educational program to address the child’s educational needs that result 

from his or her disability.  

When is the IEP developed and the IEP meeting held? 

Assuming eligibility is found, an IEP must be developed by the IEP team and implemented for 

each student, within 60 days of obtaining written parental consent of the Assessment Plan. For 

students already eligible for special education services, the IEP must also be reviewed at least 

annually thereafter to determine whether the annual goals are being achieved and must be revised 

as appropriate. An IEP meeting must be held within 30 days of receipt of any written request from 

a parent.   

504 Plans 

Section 504 of the Rehabilitation Act of 1973 protects disabled individuals against discrimination. 

It does so by mandating that no qualified individual with a disability shall, on the basis of disability, 

be excluded from participation in, be denied the benefits of, or otherwise be subjected to 

discrimination under any program or activity of any entity that is a recipient of Federal financial 

assistance (34 CFR § 104.4(a)). AIMS must establish and maintain services and accommodations 

for students with physical or mental impairments that substantially limit one or more major life 

activity in order to ensure that these students have equal access to education. 

Section 504 accommodations and/or related services must be delineated in a Section 504 Plan 

formulated by the student’s teachers, parents, members of the SST team, and a school 

administrator.   

Examples of 504 Plan accommodations and/or services that AIMS must provide to students 

include: 

● Assistance with PE equipment for a student with mild cerebral palsy 

● Extra time on tests for a student with Attention Deficit Hyperactivity Disorder (ADHD) 

● Nursing services for a student with Type I Diabetes 

● Use of an amplification system for a student with a hearing loss 

A teacher, parent, guardian, or administrator can request a 504 Plan for a student. In order to have 

a 504 Plan, a student must meet all three of these requirements: 
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1. The student must have a physical or mental impairment that gets in the way of 

learning or participating in school programs or activities. The “physical or mental 

impairment” can be any physical or mental condition or problem. It can be 

something that lasts for a long time, for a short time, or it might come and go.  

Examples of impairments include: cancer, chronic asthma, diabetes, seizures, 

ADHD. 

2. The student’s impairment must affect at least one major life activity. Major life 

activities include such things as seeing, hearing, eating, sleeping, breathing, 

speaking, walking, thinking, learning, and working. Major life activities also 

include the operation of major bodily functions such as normal cell growth, the 

immune system, bowels, bladder, neurological, and circulatory functions. 

3. The impairment must substantially limit a major life activity. The determination of 

whether an impairment substantially limits a major life activity requires an 

individualized assessment. An impairment does not have to prevent or significantly 

limit a major life activity to be considered “substantially limiting.” For instance, if 

a student has a visual impairment that can be fully corrected by the use of ordinary 

eyeglasses or contact lenses, it will not be considered. 

In general, a 504 plan should include the following elements, all tailored to the child’s individual 

needs: 

● Specific accommodations, supports or services 

● Names of the school professional that will provide each service 

● The name of the person responsible for ensuring the 504 plan is 

implemented 
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Differences between a 504 Plan and an IEP 

504 Plan IEP 

The 504 plan offers all children with 

disabilities equal access to an 

education. Section 504 defines “disability” in 

very broad terms. That’s why children who 

aren’t eligible for an IEP may qualify for a 

504 plan.   

● The IEP is only for children who qualify 

for special education services. 

● The individualized program must meet 

each child’s unique needs. 

● It must provide educational benefit. 

The 504 is documented in a written plan. The IEP documents contain very specific 

language and parts such as goals and 

objectives that are not included in the 504. 

Specific timelines for the 504 do not exist. Timelines for an IEP are very specific and 

important.   

There are no requirements stating who must 

attend the 504 plan meeting. 

There are a minimum number of IEP 

participants required, and they are defined 

by law as the parent, an administrator, 

general education teacher, special 

education teacher, expert who can 

interpret evaluation results, and the 

student if appropriate. 

Reports of noncompliance and the request for 

a hearing are made to the Office for Civil 

Rights. 

Reports of noncompliance and the request 

for due process are made to the State’s 

Department of Education, Office of 

Administrative Hearings. 

The 504 does not offer as many specific 

procedural safeguards as the IEP. 

IEP specific procedural safeguards 

include, but are not limited to: 

● the right to request an independent 

assessment at public expense 

● the student may “stay put” until a 

dispute is resolved 

 

For additional information about IEPs and 504 Plans, please see speak with a school administrator, 

psychologist, counselor, or reference the Special Education binder in the office.   

Teachers must check with the office by the first week of school to determine which of their students 

have IEP or 504 Plans, and to review those documents. All teachers must read through the Special 

Education binder and speak with their administrator and special education teacher about students 

with any special needs in their class. 
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STUDENT ATTENDANCE POLICY 

Consistent school attendance is critical to our school’s success. Being present for classroom 

instructional time is essential for students to reach their goals and achieve their dreams. Chronic 

absenteeism has been linked to an increased likelihood of poor academic performance, 

disengagement from school, and behavior problems. It is the intent of the Board to ensure that 

students attend school every day on time. All members of AIMS should take pride in the schools’ 

attendance records. Our attendance rates for students and staff far surpass the District and state 

averages. Because others may question the integrity of our attendance data, it is vital that we ensure 

the legitimacy of our attendance records. This attendance policy outlines AIMS procedures for 

making certain that accurate and complete attendance records are kept. 

Excused and Unexcused Absences 

Absences are “excused” when they are due to: 

➢ Illness or medical, dental, optometric, or chiropractic appointment 

➢ Family emergency 

➢ Legal matter  

➢ Religious holiday or ceremony 

➢ Funeral services of an immediate family member (one day if the service is in 

California and not more than three days if the service is outside California).  

➢ Work assignment for student who holds an entertainment work permit or who 

participates with a not-for-profit arts organization in a performance for a public-

school audience.   

o The law limits the number of excused absences for a child holding an 

entertainment work permit to five absences per school year, each of which 

may consist of up to five days.   CA. Ed. Code 48225.5.  

All other absences are “unexcused” absences, even if the parent calls in to excuse it. Absences 

unverified after 3 school days will be recorded as unexcused.  

Absences due to an illness exceeding 3 consecutive days require a note from a doctor or nurse 

excusing the absence AND specifying the amount of time excused. If no note is received, the 

absence is considered an unexcused absence. 

Note: A student with an excused absence from school will be allowed to complete all assignments 

and tests missed during the absence that can be reasonably provided and, upon satisfactory 

completion within a reasonable period of time, shall be given full credit. The teacher of the class 

from which a student is absent will determine which tests and assignments shall be reasonably 

equivalent to, but not necessarily identical to, the tests and assignments that the student missed 

during the absence. If the work is not completed within a reasonable time, the student will receive 

no credit. 
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Tardies 

When a student is tardy three (3) times within one month, the teacher will contact the 

parent/guardian to discuss the problem and try to resolve it. If the problem persists, the 

parent/guardian will receive a letter from the school outlining the dates the student was tardy, the 

problems associated with tardiness, and a request to remedy the problem. If the problem continues 

to persist, the parent/guardian will be asked to attend a meeting with an administrator to determine 

what steps might be necessary to resolve the problem. If tardiness continues after meeting with an 

administrator, the parent/guardian may be referred to a Student Success Team meeting for 

resolution. 

Truancy 

Students shall be classified as truant if absent from school three (3) full days in one school year, 

without a valid excuse. Such students shall be reported to your supervisor.  

Each of the first two (2) unexcused absences will result in a call home to the parent/guardian by 

the Office. 

Upon reaching three (3) unexcused absences parent/guardian will receive the first “Truancy 

Notification” letter from the School and be referred to the Student Attendance Review Committee 

(SARC).   This letter must be signed by the parent/guardian and returned to the school. 

Upon reaching four (4) unexcused absences, the parent/guardian will receive a second Truancy 

Notification letter and will be required to attend a meeting with their supervisor and classroom 

teacher to consider a plan for correcting the problem. 

Upon reaching five (5) or more unexcused absences, the parent/guardian will receive a third 

Truancy Notification letter and will be required to meet with the Student Attendance Review Board 

(SARB). The SARB may include an administrator, Board member, classroom teacher, and support 

staff such as psychologist and or counselor. It is the School’s intent to identify and remove all 

barriers to the student’s success and will explore every possible option to address student 

attendance issues with the family. The SARB will discuss the absence problem with the 

parent/guardian to work on solutions, develop strategies, discuss appropriate support services for 

the student and his/her family, and establish a plan to resolve the attendance issue. 

Attendance Reports 

If a student attends school on a given school day with the intention of participating in regularly 

scheduled instruction, he or she is considered present and should be marked “in attendance,” 

regardless of the length of time the student attends school on that day. If a student is absent from 

school for the entire day, he or she must be marked as absent on attendance reports. Students must 

appear in their classroom(s) to be counted present. 

If a student is absent from school for the entire day and comes for the sole purpose of collecting 

homework and/or dropping off completed homework, but with no intention of participating in 

regularly scheduled instruction, he or she should be marked absent. 
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Attendance and Saturday School 

Any student who misses a full day or a substantial amount of instructional minutes in any given 

day (and for any reason) must attend Saturday school. 

Students who have behavioral challenges or who have a C- or below will also be required to 

attend Saturday school. 

 

Attendance Procedure 

 

1. Attendance is the most important aspect of success at AIMS. 

2.          Teachers should record attendance (including the number of consecutive days of perfect 

attendance) in four places every day:  

a. Bulletin board display 

b. Classroom board 

c. Grade book 

d. Monthly attendance grid 

3. Teachers will prepare homework for students who are absent so they can pick it up from 

the office to limit interruptions in the classroom. 

4. If the students cannot get to school due to transportation issues, they should let the school 

know so we can try to provide a solution. 

5. Teachers will assign Saturday school to all students who are absent.  

6. Teachers will report class list/attendance grid discrepancies immediately. 
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ABSENT STUDENT WORKSHEET 

 

Name of student:   

Date absent:   

Filled out by:   

This worksheet discusses all the things we learned and did while you were out. Please review all 

this material. You are responsible for knowing and doing everything we did today. Your 

Homework slip is attached. Please call ________________ at (___)_____-________ if you have 

any questions. 

Vocabulary   

Grammar   

Spelling   

Reading   

Math   

Writing   

Science   

History   

Notes from the Teacher: 
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TRUANCY LETTER TO PARENTS 

 

Date: 

Dear Parent/Guardian: 

 

Our records indicate that your child, [insert child’s name], was absent for more than 30 minutes 

on [insert dates of unexcused absences] without valid excuse.  Therefore, your child is 

considered truant according to the California Education Code. 

 

Education Code Section 48260—Any pupil subject to compulsory full-time education who is 

absent from school without valid excuse three full days in one school year or tardy or absent for 

more than any 30-minute period during the school day without a valid excuse on three occasions 

in one school year, or any combination thereof, is a truant and shall be reported to the attendance 

supervisor or to the superintendent of the school district. 

 

Upon a pupil’s initial classification as a truant, AIM Schools are required to notify you, the 

pupil’s parent/guardian, of the following: (EC §48260.5) 

 

1. That the pupil is truant.  

2. That the parent/guardian is obligated to compel the attendance of the pupil at school.  

3. That parents/guardians who fail to meet this obligation may be guilty of an infraction 

and subject to prosecution pursuant to California Education Code. 

4. Alternative educational programs are available in the district of residence.  

5. You have the right to meet with appropriate school personnel to discuss solutions to 

the pupil’s truancy. 

6. The pupil may be subject to prosecution under Education Code Section 48264. 

7. The pupil may be subject to suspension, restriction, or delay of his/her driving 

privilege pursuant to Vehicle Code Section 13202.7.  

8. Parents or guardians of students who are misbehaving may be required to spend a day 

on in the classroom with that student. 

 

You have 10 days to respond to this notice in writing, by phone, or in-person.  Please contact the 

school at [insert school phone number] to schedule a meeting with the site administrator, and 

[insert student’s name]’s teacher to discuss the solutions to [insert student’s name]’s truancy.  

Failure to respond within 10 days will result in immediate referral to the Student Attendance 

Review Board (SARB). 

Sincerely, 

 
   

Administrator’s Signature  Date 
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STUDENT SAFETY AND LIABILITY 

1. Safety is one of our first concerns. Students must NEVER be left unsupervised.  

2. Staff members must monitor students during pick-up and drop-off. 

3. Injuries during the school day must be reported, and an Accident Report Form must be 

obtained from the office and completed. A copy of the report must be placed in the 

student’s file, administrator’s mailbox, administrative assistant’s mailbox, and teacher’s 

mailbox. 

4. Teachers must ESCORT THEIR OWN CLASS to lunch and physical education. 

5. Teachers should use caution and professional judgment when interacting with students 

outside of school. 

teachers muse alert and cautious at all times when escorting students off 

campus (including field trips, outings to the park, and when running the 

students around the block during PE). 

6. Memos and letters to parents or family members must be approved and initialed by the 

Division Head/Head of Schools or designee before being distributed.  

 

STUDENTS LEAVING CAMPUS 

 

1. Students who are legitimately sick may call home to be picked up. Any student with a 

fever (temperature of 100 degrees or higher) should go home. A student complaining 

only of mild discomfort should be encouraged to stay for language arts and math. 

Oftentimes, students will feel better after they use the restroom or eat lunch. 

2. Students who need to leave school for a medical, dental, optometric, or chiropractic 

appointment must have a parent letter and must give it to the teacher no later than the 

morning of the appointment. Students must have a note from the doctor upon return 

from the appointment. 

3. Any other reason for leaving the campus must be presented to the office by the parent, 

either in person or in writing. 

4. Students may only leave campus accompanied by a parent/guardian.   
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ACCIDENT REPORT FORM 

Report of Accident to Pupil at American Indian Model Schools 

Campus: ____________________________ Date of Report:  _____________ 

Student’s Name:  _________________________ Grade:  ______ 

Sex: M __ F__  DOB: ____/____/_____ 

Parent/Guardian:  ______________________ Emergency No: ______________ 

Home Address:  ________________________________________________________ 

Teacher(s) on Duty:  ______________________ Date of Accident:  ____________ 

Location of Accident:   

School Building: _____ School Grounds:  _____ To or From School:  _____ 

Elsewhere (specify):  _______________________________________________ 

Description of Accident or Injury: 

 

 

 

 

 

 

 

Witnesses:  ____________________________________________________________ 
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CHILD ABUSE REPORTING POLICY 

 

Child abuse includes: physical abuse, sexual abuse (including both sexual assault and sexual 

exploitation), willful cruelty or unjustified punishment, unlawful corporal punishment or injury 

that is willfully inflicted, resulting in a traumatic condition, and neglect (including both acts and 

omissions). Child neglect is defined as negligent treatment which threatens a child’s health or 

welfare. 

In accordance with Sections 11164-11174.3 of the California Penal Code, all certificated 

employees, employees of child care centers, instructional aides, teacher’s aides, teacher’s 

assistants, and classified employees who have been trained in the duties imposed by this law are 

considered to be mandated reporters. Any one of these specified employees who knows or 

reasonably suspects that a child has been a victim of a child abuse incident must do the following: 

1. Report the incident to a child protective agency (i.e., Department of Children and Family 

Services), the Police (not School Police), or Sheriff’s Department, County Probation 

Department, or a County Welfare Department immediately by telephone. 

2. Send a written report of the incident to the same agency within 36 hours. Although the 

Penal Code obligation to report applies to the aforementioned employees only, it is the 

policy of AIMS that all employees shall comply with the law’s reporting procedure 

whenever they have knowledge of or observe a child in the course of their employment 

whom they know or reasonably suspect to have been the victim of child abuse. 

Additionally, teachers and counselors are legally bound to inform a parent and/or authority in the 

following instances: (1) when a student indicates he or she is going to physically harm himself or 

herself or jeopardize his or her life; (2) when a student indicates he or she is going to physically 

harm another person or jeopardize another person’s life or has knowledge that another person’s 

well-being is threatened; (3) when a student indicates he or she is being physically and/or 

emotionally abused; (4) when a student indicates he or she has committed a felony. 
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Child Abuse Mandated Reporting
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Site Administration Contact Information 

AIPCS Maurice Williams           Email:  maurice.williams@aimschools.org   

 6th-8th  

        

AIPCS II  

Erin Oh                        Email:  erin.oh@aimschools..org  
  K-1st 

   

Christopher Ahmad            Email: christopher.ahmad@aimschools.org  

  2nd -5th   

 

Maurice Williams           Email:  maurice.williams@aimschools.org 
  6th-8th   

 

 

    

AIPHS  

Mr. Tareyton Russ           Email:  tareyton.russ@aimschools.org 
Head of School 

 

Peter Holmquist             Email: Peter.holmquist@aimschools.org 
Head of Academics 

 

Ron Kemp            Email:  ron.kemp@aimschools.org 
Dean of Students 

 

 

 

District Operations Administration 

  

Marisol Magana   

Director of Operations, Data & Accountability  Email:  marisol.magana@aimschools.org 

 

Tiffany Tung 

 Manager  of Operations, Data & Accountability  Email: tiffany.tung@aimschools.org     
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American Indian Model School (AIMS) Wellness Policy 

Preamble 

American Indian Model School (AIMS) (hereto referred to as the District) is committed to the optimal development of 

every student. The District believes that for students to have the opportunity to achieve personal, academic, 

developmental, and social success, we need to create positive, safe, and health-promoting learning environments at 

every level, in every setting, throughout the school year. 

Research shows that two components, good nutrition and physical activity before, during, and after the school day, 

are strongly correlated with positive student outcomes. For example, student participation in the U.S. Department of 

Agriculture’s (USDA) School Breakfast Program is associated with higher grades and standardized test scores, lower 

absenteeism, and better performance on cognitive tasks.1,2,3,4,5,6,7 Conversely, less-than-adequate consumption of 

specific foods including fruits, vegetables, and dairy products, is associated with lower grades among students.8,9,10 In 

addition, students who are physically active through active transport to and from school, recess, physical activity 

breaks, high-quality physical education, and extracurricular activities – do better academically.11,12,13,14 

This policy outlines the District’s approach to ensuring environments and opportunities for all students to practice 

healthy eating and physical activity behaviors throughout the school day while minimizing commercial distractions. 

Specifically, this policy establishes goals and procedures to ensure that: 

- Students in the District have access to healthy foods throughout the school day—both through reimbursable school 

meals and other foods available throughout the school campus—in accordance with Federal and state nutrition 

standards; 

- Students receive quality nutrition education that helps them develop lifelong healthy eating behaviors; 

- Students have opportunities to be physically active before, during, and after school; 

- Schools engage in nutrition and physical activity promotion and other activities that promote student wellness; 

- School staff are encouraged and supported to practice healthy nutrition and physical activity behaviors in and out 

of school; 

- The community is engaged in supporting the work of the District in creating continuity between school and other 

settings for students and staff to practice lifelong healthy habits; and 

- The District establishes and maintains an infrastructure for management, oversight, implementation, communication 

about, and monitoring of the policy and its established goals and objectives. 

The Wellness Policy in its entirety may be viewed in the School’s Main Office. This policy 

applies to all students, staff, and schools in the District. 

I. School Wellness Committee 

Committee Role and Membership 

The District will convene a representative district wellness committee (hereto referred to as the DWC or work 

within an existing school health committee) that meets at least four times per year to establish goals for and oversee 

school health and safety policies and programs, including development, implementation, and periodic review and 

update of this district-level wellness policy (heretofore referred as “wellness policy”). 

The DWC membership will represent all school levels (elementary and secondary schools) and include (to the 

extent possible), but not be limited to: parents and caregivers; students; representatives of the school nutrition 

program (ex., school nutrition director); physical education teachers; health education teachers; school health 

professionals (ex., health education teachers, school health services staff [i.e., nurses, physicians, dentists, health 

educators, and other allied health personnel who provide school health services], and mental health and social 
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services staff [i.e., school counselors, psychologists, social workers, or psychiatrists]; school administrators (ex., 

superintendent, principal, vice principal), school board members; health professionals (ex., dietitians, doctors, 

nurses, dentists); and the general public. To the extent possible, the DWC will include representatives from each 

school building and reflect the diversity of the community. 

Leadership 

The Superintendent or designee(s) will convene the DWC and facilitate development of and updates to the wellness 

policy, and will ensure each school’s compliance with the policy. 

Name Title Email address Role 

Tiffany Tung Operations Manager tiffany.tung@aimschools.org  DWC 

Committee 

Chair 

Marisol Magana Operations Director marisol.magana@aimschools.org  DWC 

Committee 

Co-Chair 

        

        

 

Each school will designate a school wellness policy coordinator, who will ensure compliance with the policy. 

Refer to Appendix A for a list of school level wellness policy coordinators. 
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II. Wellness Policy Implementation, Monitoring, Accountability, and Community 

Engagement  

Implementation Plan 

The District will develop and maintain a plan for implementation to manage and coordinate the execution of this 

wellness policy. The plan delineates roles, responsibilities, actions, and timelines specific to each school, and includes 

information about who will be responsible to make what change, by how much, where, and when, as well as specific 

goals and objectives for nutrition standards for all foods and beverages available on the school campus, food and 

beverage marketing, nutrition promotion and education, physical activity, physical education, and other school-based 

activities that promote student wellness. It is recommended that the school use the Healthy Schools Program online 

tools to complete a school level assessment based on the Centers for Disease Control and Prevention’s School Health 

Index, create an action plan that fosters implementation, and generate an annual progress report. 

This wellness policy and the progress reports can be found at: http://www.aimschools.org/ 

Recordkeeping 

The District will retain records to document compliance with the requirements of the wellness policy at the American 

Indian Model School (AIMS), 171 12th Street, Oakland CA, and/or on the American Indian Model School (AIMS) 

website, http://www.aimschools.org/ 

.Documentation maintained in this location will include but will not be limited to: 

- The written wellness policy; 

- Documentation demonstrating compliance with community involvement requirements, including (1) Efforts to 

actively solicit DWC membership from the required stakeholder groups; and (2) These groups’ participation in 

the development, implementation, and periodic review and update of the wellness policy; 

- Documentation of annual policy progress reports for each school under its jurisdiction; and  

- Documentation of the triennial assessment* of the policy for each school under its jurisdiction; 

- Documentation demonstrating compliance with public notification requirements, including: (1) Methods by 

which the wellness policy, annual progress reports, and triennial assessments are made available to the public; 

and (2) Efforts to actively notify families about the availability of wellness policy. 

Annual Progress Reports 

The District will compile and publish an annual report to share basic information about the wellness policy and report 

on the progress of the schools within the district in meeting wellness goals. This annual report will be published around 

the same time each year June, and will include information from each school within the District. This report will 

include, but is not limited to: 

- The website address for the wellness policy and/or how the public can receive/access a copy of the wellness 

policy; 

- A description of each school’s progress in meeting the wellness policy goals; 

- A summary of each school's events or activities related to wellness policy implementation; 

- The name, position title, and contact information of the designated District policy leader(s) identified in 

Section I; and 

- Information on how individuals and the public can get involved with the DWC or SWC. 

The annual report will be available in English, and translated into Spanish as requested.

The District will actively notify households/families of the availability of the annual report. 
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The DWC, will establish and monitor goals and objectives for the District’s schools, specific and appropriate for each 

instructional unit (middle, and high school, as appropriate), for each of the content-specific components listed in 

Sections III-V of this policy. 

Triennial Progress Assessments 

At least once every three years, the District will evaluate compliance with the wellness policy to 

assess the implementation of the policy and include: 

- The extent to which schools under the jurisdiction of the District are in compliance with the wellness policy;  

- The extent to which the District’s wellness policy compares to the Alliance for a Healthier Generation’s model 

wellness policy; and 

- A description of the progress made in attaining the goals of the District’s wellness policy. 

The position/person responsible for managing the triennial assessment and contact information is Tiffany Tung at 

(510) 893-8701, Extension 23. 

The DWC, in collaboration with individual schools, will monitor schools’ compliance with this wellness policy. 

The District will actively notify households/families of the availability of the triennial progress report. 

Revisions and Updating the Policy 

The DWC will update or modify the wellness policy based on the results of the annual progress reports and triennial 

assessments, and/or as District priorities change; community needs change; wellness goals are met; new health science, 

information, and technology emerges; and new Federal or state guidance or standards are issued. The wellness policy 

will be assessed and updated as indicated at least every three years, following the triennial assessment. 

Community Involvement, Outreach, and Communications 

The District is committed to being responsive to community input, which begins with awareness of the wellness 

policy. The District will actively communicate ways in which representatives of DWC and others can participate in 

the development, implementation, and periodic review and update of the wellness policy through a variety of means 

appropriate for that district. The District will also inform parents of the improvements that have been made to school 

meals and compliance with school meal standards, availability of child nutrition programs and how to apply, and a 

description of and compliance with Smart Snacks in School nutrition standards. The District will use electronic 

mechanisms, such as email or displaying notices on the district’s website, as well as non-electronic mechanisms, such 

as newsletters, presentations to parents, or sending information home to parents, to ensure that all families are actively 

notified of the content of, implementation of, and updates to the wellness policy, as well as how to get involved and 

support the policy. The District will ensure that communications are culturally and linguistically appropriate to the 

community, and accomplished through means similar to other ways that the district and individual schools are 

communicating other important school information with parents. 

The District will actively notify the public about the content of or any updates to the wellness policy annually, at a 

minimum. The District will also use these mechanisms to inform the community about the availability of the annual 

and triennial reports.

III. Nutrition  

School Meals 

Our American Indian Model School (AIMS) is committed to serving healthy meals to children, with plenty of fruits, 

vegetables, whole grains, and fat-free and low-fat milk; moderate in sodium, low in saturated fat, and zero grams trans 
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fat per serving (nutrition label or manufacturer’s specification); and to meet the nutrition needs of school children 

within their calorie requirements. The school meal programs aim to improve the diet and health of school children, 

help mitigate childhood obesity, model healthy eating to support the development of lifelong healthy eating patterns, 

and support healthy choices while accommodating cultural food preferences and special dietary needs. 

All schools within the District participate in USDA child nutrition programs, including the National School Lunch 

Program (NSLP), and hopefully in the future, the School Breakfast Program (SBP), and Afterschool Snack Program. 

All schools within the District are committed to offering school meals through the NSLP and SBP programs, and other 

applicable Federal child nutrition programs, that: 

▪ Are accessible to all students; 

▪ Are appealing and attractive to children; 

▪ Are served in clean and pleasant settings; 
▪ Meet or exceed current nutrition requirements established by local, state, and Federal statutes and regulations. 

(The District offers reimbursable school meals that meet USDA nutrition  standards.) 

▪ Promote healthy food and beverage choices using at least ten of the following Smarter Lunchroom techniques: 

− Whole fruit options are displayed in attractive bowls or baskets (instead of chaffing dishes or hotel pans)  

− Sliced or cut fruit is available daily 

− Daily fruit options are displayed in a location in the line of sight and reach of students 

− All available vegetable options have been given creative or descriptive names 

− Daily vegetable options are bundled into all grab and go meals available to students 

− All staff members, especially those serving, have been trained to politely prompt students to select and 

consume the daily vegetable options with their meal 

− White milk is placed in front of other beverages in all coolers 

− Alternative entrée options (e.g., salad bar, yogurt parfaits, etc.) are highlighted on posters or signs within all 

service and dining areas 

− A reimbursable meal can be created in any service area available to students (e.g., salad bars, snack rooms, 

etc.) 

− Student surveys and taste testing opportunities are used to inform menu development, dining space decor, and 

promotional ideas 

− Student artwork is displayed in the service and/or dining areas 

− Daily announcements are used to promote and market menu options 

- Menus will be created/reviewed by a Registered Dietitian or other certified nutrition 

professional. 

- School meals are administered by a team of child nutrition professionals. 

- The District child nutrition program will accommodate students with special dietary needs. - Participation in 

Federal child nutrition programs will be promoted among students and 

families to help ensure that families know what programs are available in their children’s 

school. 

 

Staff Qualifications and Professional Development 
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All school nutrition program directors, managers, and staff will meet or exceed hiring and annual continuing 

education/training requirements in the USDA professional standards for child nutrition  professionals. These school 

nutrition personnel will refer to USDA’s Professional Standards for School Nutrition Standards website to search for 

training that meets their learning needs. 

Water 

To promote hydration, free, safe, unflavored drinking water will be available to all students throughout the school 

day* and throughout every school campus* (“school campus” and “school day” are defined in the glossary). The 

District will make drinking water available where school meals are served during mealtimes. In addition, students will 

be allowed to bring and carry (approved) water bottles filled with only water with them throughout the day. 

Competitive Foods and Beverages 

The District is committed to ensuring that all foods and beverages available to students on the school campus* during 

the school day* support healthy eating. The foods and beverages sold and served outside of the school meal programs 

(i.e., “competitive” foods and beverages) will meet the USDA Smart Snacks in School nutrition standards, at a 

minimum. Smart Snacks aim to improve student health and well-being, increase consumption of healthful foods during 

the school day, and create an environment that reinforces the development of healthy eating habits. A summary of the 

standards and information are available at: http://www.fns.usda.gov/healthierschoolday/tools-schools-smart-snacks. 

The Alliance for a Healthier Generation provides a set of tools to assist with implementation of Smart Snacks available 

at www.healthiergeneration.org/smartsnacks.  

To support healthy food choices and improve student health and well-being, all foods and beverages outside the 

reimbursable school meal programs that are sold to students on the school campus during the extended school day 

will meet or exceed the state nutrition. These standards will apply in all locations and through all services where foods 

and beverages are sold, which may include, but are not limited to, a la carte options in cafeterias, vending machines, 

school stores, and snack or food carts. 

Celebrations and Rewards 

All foods offered  on the school campus will meet or exceed the state nutrition standards, including through: 

1. Celebrations and parties. The district plans to provide a list of healthy party ideas to parents and teachers, 

including non-food celebration ideas. Healthy party ideas from the Alliance for a Healthier Generation and from 

the USDA.  
2. Classroom snacks brought by parents. The District plans to provide to parents a list of foods  

and beverages that meet Smart Snacks nutrition standards; and 
3. Rewards and incentives. The District plans to provide teachers and other relevant school staff a list of alternative 

ways to reward children. Foods and beverages will not be used as a reward, or withheld as punishment for any 

reason, such as for performance or behavior. 
 

Fundraising 
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Foods and beverages that meet or exceed the USDA Smart Snacks in Schools nutrition standards may be sold through 

fundraisers on the school campus* during the school day*. The District will make available to parents and teachers a 

list of healthy fundraising ideas [examples from the Alliance for a Healthier Generation and the USDA].  

Nutrition Promotion 

Nutrition promotion and education positively influence lifelong eating behaviors by using evidence-based techniques 

and nutrition messages, and by creating food environments that encourage healthy nutrition choices and encourage 

participation in school meal programs. Students and staff will receive consistent nutrition messages throughout 

schools, classrooms, gymnasiums, and cafeterias. Nutrition promotion also includes marketing and advertising 

nutritious foods and beverages to students and is most effective when implemented consistently through a 

comprehensive and multi-channel approach by school staff and teachers, parents, students, and the community. 

The District will promote healthy food and beverage choices for all students throughout the school campus, as well as 

encourage participation in school meal programs. This promotion will occur through at least: 

- Implementing evidence-based healthy food promotion techniques through the school meal programs using Smarter 

Lunchroom techniques; and 

- Promoting foods and beverages that meet the USDA Smart Snacks in School nutrition standards. Additional possible 

promotion techniques that the District and individual schools may use are available at 

www.healthiergeneration.org/smartsnacks.  

Nutrition Education 

The District aims to teach, model, encourage, and support healthy eating by students. Schools will provide nutrition 

education and engage in nutrition promotion that: 

- Is designed to provide students with the knowledge and skills necessary to promote and protect their health;  

- Is part of not only health education classes, but also integrated into other classroom instruction through subjects 

such as math, science, language arts, social sciences, and elective subjects; 

- Include enjoyable, developmentally-appropriate, culturally-relevant, and participatory activities, such as cooking 

demonstrations or lessons, promotions, taste-testing, farm visits, and school gardens; 

- Promote fruits, vegetables, whole-grain products, low-fat and fat-free dairy products, and healthy food preparation 

methods; 

- Emphasize caloric balance between food intake and energy expenditure (promotes physical activity/exercise); 

- Link with school meal programs, cafeteria nutrition promotion activities, school gardens, Farm to School 

programs, other school foods, and nutrition-related community services; 

- Teach media literacy with an emphasis on food and beverage marketing; and 

- Include nutrition education training for teachers and other staff. 

Essential Healthy Eating Topics in Health Education

The District will include in the health education curriculum the following essential topics on healthy eating: 

▪ The relationship between healthy eating and personal health and disease prevention 
▪ Food guidance from MyPlate  
▪ Reading and using USDA's food labels 
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▪ Eating a variety of foods every day 
▪ Balancing food intake and physical activity 
▪ Eating more fruits, vegetables, and whole grain products 
▪ Choosing foods that are low in fat, saturated fat, and cholesterol and do not contain trans fat 
▪ Choosing foods and beverages with little added sugars 
▪ Eating more calcium-rich foods 
▪ Preparing healthy meals and snacks 
▪ Risks of unhealthy weight control practices 
▪ Accepting body size differences 
▪ Food safety 
▪ Importance of water consumption 
▪ Importance of eating breakfast 
▪ Making healthy choices when eating at restaurants 
▪ Eating disorders 
▪ The Dietary Guidelines for Americans 
▪ Reducing sodium intake 
▪ Social influences on healthy eating, including media, family, peers, and culture 
▪ How to find valid information or services related to nutrition and dietary behavior 
▪ How to develop a plan and track progress toward achieving a personal goal to eat healthfully 
▪ Resisting peer pressure related to unhealthy dietary behavior 
▪ Influencing, supporting, or advocating for others’ healthy dietary behavior 

USDA’s Team Nutrition provides free nutrition education and promotion materials, including standards-based 

nutrition education curricula and lesson plans, posters, interactive games, menu graphics, and more. 

Food and Beverage Marketing in Schools 

The District is committed to providing a school environment that ensures opportunities for all students to practice 

healthy eating and physical activity behaviors throughout the school day while minimizing commercial distractions. 

The District strives to teach students how to make informed choices about nutrition, health, and physical activity. 

These efforts will be weakened if students are subjected to advertising on District property that contains messages 

inconsistent with the health information the District is imparting through nutrition education and health promotion 

efforts. It is the intent of the District to protect and promote student’s health by permitting advertising and marketing 

for only those foods and beverages that are permitted to be sold on the school campus, consistent with the District’s 

wellness policy. 

Any foods and beverages marketed or promoted to students on the school campus during the extended school day 

will meet or exceed the state nutrition standards. 

Food advertising and marketing is defined15 as an oral, written, or graphic statements made for the purpose of 

promoting the sale of a food or beverage product made by the producer, manufacturer, seller, or any other entity with 

a commercial interest in the product. This term includes, but is not limited to the following:

- Brand names, trademarks, logos or tags, except when placed on a physically present food or beverage product or 

its container. 

- Displays, such as on vending machine exteriors. 
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- Corporate brand, logo, name, or trademark on school equipment, such as marquees, message boards, scoreboards, 

or backboards (Note: immediate replacement of these items are not required; however, districts will consider 

replacing or updating scoreboards or other durable equipment over time so that decisions about the replacement 

include compliance with the marketing policy.) 

- Corporate brand, logo, name, or trademark on cups used for beverage dispensing, menu boards, coolers, trash cans, 

and other food service equipment; as well as on posters, book covers, pupil assignment books, or school supplies 

displayed, distributed, offered, or sold by the District. 

- Advertisements in school publications or school mailings. 

- Free product samples, taste tests, or coupons of a product, or free samples displaying 

advertising of a product. 

IV. Physical Activity 

Children and adolescents should participate in 60 minutes of physical activity every day. A substantial percentage of 

students’ physical activity can be provided through a comprehensive, school-based physical activity program (CSPAP) 

that includes these components: physical education, recess, classroom-based physical activity, walk and bicycle to 

school, and out-of-school time activities and the district is committed to providing these opportunities. Schools will 

ensure that these varied opportunities are in addition to, and not as a substitute for, physical education (addressed in 

“Physical Education” subsection). All schools in the district will be encouraged to participate in Let’s Move! Active 

Schools (www.letsmoveschools.org) in order to successfully address all CSPAP areas. 

Physical activity during the school day (including but not limited to recess, physical activity breaks, or physical 

education) will not be withheld as punishment for any The district will provide teachers and other school staff with 

a list of ideas for alternative ways to discipline students. 

To the extent practicable, the District will ensure that its grounds and facilities are safe and that equipment is available 

to students to be active. The District will conduct necessary inspections and repairs. 

Physical Education 

The District will provide students with physical education, using an age-appropriate, sequential physical education 

curriculum consistent with national and state standards for physical education. The physical education curriculum will 

promote the benefits of a physically active lifestyle and will help students develop skills to engage in lifelong healthy 

habits, as well as incorporate essential health education concepts (discussed in the “Essential Physical Activity Topics 

in Health Education” subsection). 

All students will be provided equal opportunity to participate in physical education classes. The District will make 

appropriate accommodations to allow for equitable participation for all students

All American Indian Model School (AIMS) secondary students (middle and high school) are required to take the 

equivalent of one academic year of physical education. 

The District physical education program will promote student physical fitness through individualized fitness and 

activity assessments (via the Presidential Youth Fitness Program or other appropriate assessment tool) and will use 

criterion-based reporting for each student. 
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Essential Physical Activity Topics in Health Education 

The District will include in the health education curriculum the following essential topics on physical activity: 

- The physical, psychological, or social benefits of physical activity 

- How physical activity can contribute to a healthy weight 

- How physical activity can contribute to the academic learning process 

- How an inactive lifestyle contributes to chronic disease 

- Health-related fitness, that is, cardiovascular endurance, muscular endurance, muscular 

strength, flexibility, and body composition 

- Differences between physical activity, exercise, and fitness 

- Phases of an exercise session, that is, warm up, workout, and cool down 

- Overcoming barriers to physical activity 

- Decreasing sedentary activities, such as TV watching 

- Opportunities for physical activity in the community 

- Preventing injury during physical activity 

- Weather-related safety, for example, avoiding heat stroke, hypothermia, and sunburn while 

being physically active 

- How much physical activity is enough, that is, determining frequency, intensity, time, and type of physical activity 

- Developing an individualized physical activity and fitness plan 

- Monitoring progress toward reaching goals in an individualized physical activity plan 

- Dangers of using performance-enhancing drugs, such as steroids 

- Social influences on physical activity, including media, family, peers, and culture 

- How to find valid information or services related to physical activity and fitness 

- How to influence, support, or advocate for others to engage in physical activity 

- How to resist peer pressure that discourages physical activity 

Physical Activity Breaks (Elementary and Secondary) 

The District recognizes that students are more attentive and ready to learn if provided with periodic breaks when they 

can be physically active or stretch. Thus, students will be offered periodic opportunities to be active or to stretch 

throughout the day on all or most days during a typical school week. The District recommends teachers provide short 

(3-5 minute) physical activity breaks to students during and between classroom time. These physical activity breaks 

will complement, not substitute, for physical education class, recess, and class transition periods. 

The District will provide resources and links to resources, tools, and technology with ideas for physical activity breaks. 

Resources and ideas are available through USDA and the Alliance for a Healthier Generation. 

Active Academics 

Teachers will incorporate movement and kinesthetic learning approaches into “core” subject instruction when possible 

(e.g., science, math, language arts, social studies, and others) and do their part to limit sedentary behavior during the 

school day. 

The District will support classroom teachers incorporating physical activity and employing kinesthetic learning 

approaches into core subjects by providing annual professional development opportunities and resources, including 

information on leading activities, activity options, as well as making available background material on the connections 

between learning and movement. 

Teachers will serve as role models by being physically active alongside the students whenever feasible. 

Before and After School Activities 
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The District offers opportunities for students to participate in physical activity either before and/or after the school 

day (or both) through a variety of methods. The District will encourage students to be physically active before and 

after school by: 

Active Transport 

The District will support active transport to and from school, such as walking or biking. The District will encourage 

this behavior by engaging in six or more of the activities below; including but not limited to: 

- Designation of safe or preferred routes to school 

- Promotional activities such as participation in International Walk to School Week, National Walk and Bike to 

School Week 

- Secure storage facilities for bicycles and helmets (e.g., shed, cage, fenced area) 

- Instruction on walking/bicycling safety provided to students 

- Promotion of safe routes program to students, staff, and parents via newsletters, websites, local newspaper 

- Crossing guards are used 

- Crosswalks exist on streets leading to schools 

- Walking school buses are used 

- Documentation of number of children walking and or biking to and from school 

- Creation and distribution of maps of school environment (e.g., sidewalks, crosswalks, roads, pathways, bike racks, 

etc.) 

V. Other Activities that Promote Student Wellness 

The District will integrate wellness activities across the entire school setting, not just in the cafeteria, other food and 

beverage venues, and physical activity facilities. The District will coordinate and integrate other initiatives related to 

physical activity, physical education, nutrition, and other wellness components so all efforts are complementary, not 

duplicative, and work towards the same set of goals and objectives promoting student well-being, optimal 

development, and strong educational outcomes. Schools in the District are encouraged to coordinate content across 

curricular areas that promote student health, such as teaching nutrition concepts in mathematics, with consultation 

provided by either the school or the District’s curriculum experts. 

All efforts related to obtaining federal, state, or association recognition for efforts, or grants/funding opportunities for 

healthy school environments will be coordinated with and complementary of the wellness policy, including but not 

limited to ensuring the involvement of the DWC/SWC. All school-sponsored events will adhere to the wellness policy. 

All school-sponsored wellness events will include physical activity opportunities. 

Community Partnerships 

The District will attempt to develop relationships with community partners (i.e. hospitals, universities/colleges, local 

businesses, etc.) in support of this wellness policy’s implementation. Existing and new community partnerships and 

sponsorships will be evaluated to ensure that they are consistent with the wellness policy and its goals. 

Community Health Promotion and Engagement 

The District will promote to parents/caregivers, families, and the general community the benefits of and approaches 

for healthy eating and physical activity throughout the school year. Families will be informed and invited to participate 

in school-sponsored activities and will receive information about health promotion efforts. 
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As described in the “Community Involvement, Outreach, and Communications” subsection, the District will use 

electronic mechanisms (such as email or displaying notices on the district’s website), as well as non-electronic 

mechanisms, (such as newsletters, presentations to parents, or sending information home to parents), to ensure that all 

families are actively notified of opportunities to participate in school-sponsored activities and receive information 

about health promotion efforts. 

Staff Wellness and Health Promotion 

The DWC will have a staff wellness subcommittee that focuses on staff wellness issues, identifies and disseminates 

wellness resources, and performs other functions that support staff wellness in coordination with human resources 

staff. The subcommittee leader’s name is Natalia Gomez. 

American Indian Model School (AIMS) will implement strategies to support staff in actively promoting and modeling 

healthy eating and physical activity behaviors. The District promotes staff member participation in health promotion 

programs and will support programs for staff members on healthy eating/weight management that are accessible and 

free or low-cost. 

Professional Learning 

When feasible, the District will offer annual professional learning opportunities and resources for staff to increase 

knowledge and skills about promoting healthy behaviors in the classroom and school (e.g., increasing the use of 

kinesthetic teaching approaches or incorporating nutrition lessons into math class). Professional learning will help 

District staff understand the connections between academics and health and the ways in which health and wellness are 

integrated into ongoing district reform or academic improvement plans/efforts

Glossary: 

Extended School Day - time during before and afterschool activities that includes clubs, intramural 

sports, band and choir practice, drama rehearsals, etc. 

School Campus - areas that are owned or leased by the school and used at any time for school-related activities such 

as the school building or on the school campus, including on the outside of the school building, school buses or other 

vehicles used to transport students, athletic fields, and stadiums (e.g. on scoreboards, coolers, cups, and water bottles), 

or parking lots. 
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School Day - midnight the night before to 30 minutes after the end of the instructional day. Triennial – 

recurring every three years. 

 

School Level Contacts 

School Name Title Email Address Role 

American 

Indian Model 

School 

(AIMS) 

Tiffany Tung Operations 

Manager 

tiffany.tung@aimschools.org  DWC Chair 

American 

Indian Model 

School 

(AIMS) 

Marisol  

Magana 

Operations 

Director 
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15 Change Lab Solutions. (2014). District Policy Restricting the Advertising of Food and Beverages Not Permitted to be Sold on 

School Grounds. Retrieved from http://changelabsolutions.org/publications/district-policy-school-food-ads.  

● The U.S. Department of Agriculture prohibits discrimination against its customers, 

employees, and applicants for employment on the bases of race, color, national origin, age, 

disability, sex, gender identity, religion, reprisal, and where applicable, political beliefs, 

marital status, familial or parental status, sexual orientation, or all or part of an individual’s 

income is derived from any public assistance program, or protected genetic information in 

employment or in any program or activity conducted or funded by the Department. (Not all 

prohibited bases will apply to all programs and/or employment activities.) 

If you wish to file a Civil Rights program complaint of discrimination, complete the USDA  

Program Discrimination Complaint Form, found online at 

http://www.ascr.usda.gov/complaintfilingcust.html, or call (866)632-9992 to request the form. You 

may also write a letter containing all of the information requested in the form. Send your completed 

complaint form or letter to us by mail at U.S. Department of Agriculture, Director, Office of 

Adjudication, 1400 Independence Avenue, S.W., Washington, D.C. 202509410, by fax (202) 690-

7442 or e-mail at program.intake@usda.gov. Individuals who are deaf, hard of hearing or have 

speech disabilities may contact USDA through the Federal Relay Service at (800) 877-8339; or 

(800) 845-6136 (Spanish). USDA is an equal opportunity provider and employer. 
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AIMS Lunch Program 

 

American Indian Model Schools will be participating in the National School Lunch Program by 

offering healthy meals every school day. Your children may qualify for free or reduced-price 

meals by completing the Application for Free and Reduced-Price Meals. Eligible students may 

receive meals at the reduced-price rate of $0.40 for lunch. Full-pay students may 

buy lunch for $3.00.   

 

 We are proud to be able provide students with access to a variety of affordable and appealing 

foods that meet the health and nutrition needs of students.           

All meals, foods and beverages sold or served at schools meet state and federal requirements 

based on the USDA Dietary Guidelines.  

All meals, foods and beverages are prepared and served by qualified child nutrition professionals 

to ensure all students are provided access to healthy meals. 
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American Indian Model Schools Local Meal Charge Policy 2018-19 

 

Dear Parent or Guardian:  

 

American Indian Model Schools participates in the National School Lunch Program by offering 

nutritious meals every school day. Students may buy lunch for $3.00. Eligible students may 

receive meals free of charge or at the reduced-price. You or your children do not have to be U.S. 

citizens to qualify for free or reduced-price meals. You must fill out a new Free/Reduced Lunch 

Application at the beginning of each school year to see if you qualify. Applications are available 

at our front desk any time throughout the school year. If you have any questions about applying, 

please call Operations Department at 510-893-8701. 

 

Payments 

We ask that families pay up front for student meal purchases. This helps lunch lines move 

quickly, giving students more time to enjoy their meal. There are multiple options to make 

payments to your student’s lunch account: 

In-Person Payments 

• Payments can be made on school days at the American Indian Model Schools front desk 

between the hours of 9:30 a.m. to 1:00 p.m.  

o Address: 171 12th St. Oakland, CA 94607 

 

• We accept cash in exact amounts. 

o A receipt will be given at time of payment.  

 

• Students can make payments at the front desk register between the hours of 9:30 a.m. to 

12:30 p.m.  

o A receipt will be given at time of payment. 

Electronic Payments through MealTime 

• Payments can be made online at www.mymealtime.com 

• There is a 4.9% transaction fee for online payments. 

 

Charges/Balances 

If a student takes a meal they will be charged for it. We encourage families to have a 

conversation with students so they know whether they can participate in the school meal 

program. 

American Indian Model Schools will allow students to charge a negative balance to their lunch 

account. The negative balance limit is $20.00. Outstanding balances must be paid within 2 

weeks. 

American Indian Model Schools prohibits the charging of à la carte or extra items by any student 

with a negative balance regardless of the student’s eligibility status. 

Once a month balance notifications will be sent to families. The balance statement will notify 

you of the current status of your student’s lunch account. The balance statement will also include 

instructions for making payments (same as above). 

 

 

Delinquent Meal Charge Debt 

143 of 253Powered by BoardOnTrack

AIMS K-12 College Prep Charter District - Governance Committee Meeting - Agenda - Tuesday October 2, 2018 at 6:00 PM



 

Page 70 of 145 

 

Failure to repay meal debt will result in the following consequences: 

•  Report cards withheld 

• Will not accept payment for extras such as field trips, school swag items, etc. 

• Loss of afterschool activities 

If your family is experiencing a financial setback, please contact us so we can help. We are 

willing to work with you to develop a payment plan for your lunch account.  

Also, families may submit a free/reduced lunch application at any point during the school 

year. We can assist you in applying for free or reduced lunch if your income situation has 

changed mid-year.  

Please contact Ms. Tung at 510-893-8701 for assistance. 

 

These policies are also outlined Meal Charge Policy can be found on our school website: 

www.aimschools.org 
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SECTION 3: A CULTURE OF HIGH EXPECTATIONS 

THE BASICS 

1. At AIMS we maximize learning in the classroom. This is accomplished through a no-

nonsense approach to education that allows teachers to focus their energy on their job-

teaching.   

2. Teachers at AIMS provide students in grades 5-12 with a minimum of 90 instructional 

minutes in language arts and 90 instructional minutes in mathematics each day.  

3. To capitalize on our institutional knowledge, we implement professional development 

in which administrators and teachers train their colleagues and students train incoming 

students on the culture and expectations of AIMS. 

4. At AIMS we set forth a rigorous academic program aligned with standards-based 

textbooks and a uniform grading scale that all administrators and teachers must follow.  

5. After-school detention and Saturday School serve as consequences for students who 

violate AIMS’ rules.  

6. We follow an extended school year with 190 instructional school days. Summer 

programs include: AIMS Extended School, Johns Hopkins Center for Talented Youth 

(CTY), and University of California at Berkeley’s Academic Talent Development 

Program (ATDP).  

7. Teachers finish instruction in core academic curriculum textbooks before spring break 

each year. After state testing and AP testing, teachers work with their students on the 

next grade level’s core curriculum of mathematics and language arts. 

 

STUDENT FILES 

1. Teachers must maintain their own student files in the classrooms that include: 

a. Detention slips and any other discipline related document 

b. Progress reports and report cards 

c. Any other document related to the student for the school year 

2. Doctor’s and parent’s notes go to the office. 
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HOMEWORK POLICY 

1. Teachers should assign homework on a daily basis. The following is the average amount 

of time that students should spend for daily homework completion at each grade level: 

 

a. 30 minutes for K – 2nd  

b. 45 minutes for 3rd 

c. 1 hour for 4th and 5th 

d. 1 hour and 15 minutes for 6th 

e. 1 hour and 30 minutes for 7th 

f. 1 hour and 45 minutes for 8th 

g. 2 hours for 9th 

h. 2 hours and 30 minutes for 10th, 11th, and 12th grades. 

 

 

2. Students need to be held accountable for completing daily assignments, and assessment 

is necessary to measure student progress. 

3. Instructional time should not be used to have students call out numbers for teachers to 

record in grade books. 

4. Students in grades K-6 should not take home more than two large textbooks a night.  

5. Homework shall not be done during the regular class day or during detention. 
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STUDENT BEHAVIOR MANAGEMENT 

Acceptable Forms of Behavior Management 

1. Warning 

2. Behavior Contract 

3. Parent Conference 

4. Counseling 

5. Loss of privileges (extracurricular activities, etc.) 

6. Sending a student to another classroom for a limited period of time. 

7. Additional required hours at school: detention or Saturday School. 

8. Additional school work: extra homework, writing lines or copying materials, additional 

study/review.  

9. Community Service: Clean, organize; take out trash, sweep, etc. AIMS will provide 

gloves and necessary cleaning supplies as appropriate. 

10. Communication tools: Students write letters of apology or to their families to discuss 

poor behavior/performance. 

11. Confiscation of prohibited items 

12. Suspension or Expulsion in extreme cases and with leadership approval 

13. Any other form of discipline must be approved by the Head of Schools or designee. 
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CONFISCATED ITEMS 

1. Obtain a Confiscated Items Form from the office and fill it out (signed by you and 

the student).  Give the form and item to an administrator. 

2. The administrator will also sign the form and file it in a binder. 

3. The item will be placed in a bag with the student’s name inside the bag. The bag 

will be placed in a locked box. 

4. Items will be returned to students at the end of the week, or in the case of repeated 

violations or dangerous items, the student’s parent will be required to come to 

school to pick up the item. Illegal items may be turned over to law enforcement. 

 

 

 

 

 

Confiscated Items Form 

Student’s name:  ____________________________________  Grade: _________ 

Student’s teacher: ____________________________________ 

Name of faculty or staff who confiscated the item:  _____________________________ 

Date confiscated:  _______________ 

Item confiscated:   _______________ 

Faculty or staff signature:  ____________________________ Date:  _________ 

Student signature:   ____________________________ Date:  _________ 

Administrator signature:   ____________________________ Date:  _________ 

*Place a copy of this form in the Ziploc bag with the confiscated item. 

  

148 of 253Powered by BoardOnTrack

AIMS K-12 College Prep Charter District - Governance Committee Meeting - Agenda - Tuesday October 2, 2018 at 6:00 PM



 

Page 75 of 145 

 

DETENTION  

1. Detention is held for one hour after school Monday through Friday. 

2. Obtain a Detention Slip from office. Fill in the student’s first and last name, check 

the reason for the detention (if necessary, include notes and details), and schedule 

the detention for the next available day. The student must have the slip signed and 

return it to you. A student should receive an additional detention if s/he does not 

return the signed detention slip the next day. 

3. Students must report on time to the area where detention is being held. Any student 

who reports late will attend for the remainder of the detention that day and also 

serve an additional detention.   

4. Students must sit quietly and remain quiet for the duration of the detention period. 

They are not permitted to talk. If students talk or misbehave, they should be 

assigned another detention.  

5. Obtain a sign-in sheet from the office. Make sure students complete the form neatly 

and accurately (first and last name, grade level, etc.). Make one copy of the sign-in 

sheet for your records, and place the original in the detention binder located in the 

office. Do not remove the binder from the office. Do not misplace the sign-in sheets 

or the binder. (Alternatively, a standard electronic sign-in form is also acceptable.) 

6. Teachers alternate detention duty. (Please see the Progress Report, Report Card, 

and Detention Duty schedule.) 

7. During detention duty, teachers must be in the room and monitoring the students.  

8. If a student receives two detentions on Monday, they would serve detention on both 

Tuesday and Wednesday. If they receive another detention on Tuesday, they would 

serve it on Thursday.  

9. Students must attend detention on the assigned date. No excuses will be accepted. 
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SATURDAY SCHOOL  

1. Saturday School is issued in the following circumstances: 

a. Two detentions in one week= Restorative Justice Saturday School 

b. Absence= Academic Saturday School 

c. Absence from Saturday School=Two Saturday Schools (or a combination 

of one Saturday School and four [60 Minute] Detentions.) 

2. Saturday School is held twice a month from 8:00 a.m. to 12:00 p.m. 

3. Saturday School is run by administrators, but teachers are encouraged to attend to help 

their own students. 

4. Teachers may hold their own Academic Saturday School with supervisor approval. 

5. Teachers must submit to the office a list of students attending Saturday school along 

with packet of 4 hours of work for attending students by the Friday before Saturday 

School. 

6. Packets should be student-specific, organized, have clear directions, and keep students 

occupied from 8:00 a.m. to 12:00 p.m.   

7. Students may only work on homework after they have completed their assigned 

Saturday School work. 

8. Teachers will receive a memo to distribute to students on the Wednesday before 

Saturday School. 
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SUSPENSION & EXPULSION POLICY 

All schools within the AIMS family (AIPCS, AIPCS II, and AIPHS) adhere to the following 

procedures with regard to student suspension and expulsion. Though the AIMS administration is 

permitted a certain level of discretion in determining the appropriate disciplinary actions on a case-

by-case basis, all schools operate within certain parameters. Those parameters are outlined in this 

policy and are aligned with Section 48900 and 48915 of the California Education Code.   

A pupil may be suspended or expelled for acts that are enumerated herein and related to a school 

activity or school attendance that occur at any time, including, but not limited to, any of the 

following: 

1. While on school grounds. 

2. While going to or coming from school. 

3. During the lunch period whether on or off the campus. 

4. During, or while going to or coming from, a school-sponsored activity. 

Suspension/Discretionary Expulsion Conduct 

I. The Head of School or designee  may suspend from school or recommend for expulsion a pupil if 

he or she determines that the pupil has committed one of the following acts: 

(A) Physical Injury or Violence: Caused, attempted to cause, or threatened to cause physical 

injury to another person; or willfully used force or violence upon another person, except in 

self-defense. A pupil who aids or abets in infliction of physical injury to another may be 

suspended but not expelled. 

(B) Dangerous Object: Possessed, sold, or otherwise furnished a firearm, knife, explosive, or 

other dangerous object, unless, in the case of possession of an object of this type, the pupil 

had obtained written permission to possess the item from the principal or the designee of 

the principal. 

(C) Drugs or Alcohol:  Unlawfully possessed, used, sold, or otherwise furnished, or been under 

the influence of a controlled substance, an alcoholic beverage, or an intoxicant of any kind. 

(D) Look-Alike Substance: Unlawfully offered, arranged, or negotiated to sell a controlled 

substance, an alcoholic beverage, or an intoxicant of any kind, and either sold, delivered, 

or otherwise furnished to a person a replica substance. 

(E) Robbery/Extortion: Committed or attempted to commit robbery or extortion. 

(F) Property Damage/Vandalism: Caused or attempted to cause damage to school property or 

private property, including electronic files and databases. 

(G) Theft: Stolen or attempted to steal school property or private property. 
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(H) Tobacco: Possessed or used tobacco, or products containing tobacco or nicotine products, 

including, but not limited to, cigarettes, cigars, miniature cigars, clove cigarettes, 

smokeless tobacco, snuff, chew packets.   

(I) Obscenity/Profanity/Vulgarity: Committed an obscene act or engaged in habitual profanity 

or vulgarity. 

(J) Drug Paraphernalia: Unlawfully possessed or unlawfully offered, arranged, or negotiated 

to sell drug paraphernalia. 

(K) Disruption: Disrupted school activities or otherwise willfully defied the valid authority of 

supervisors, teachers, administrators, school officials, or other school personnel engaged 

in the performance of their duties. 

(L) Receipt of Stolen Property: Knowingly received stolen school property or private property. 

(M) Imitation Firearm: Possessed an imitation firearm. As used in this section, “imitation 

firearm” means a replica of a firearm that is so substantially similar in physical properties 

to an existing firearm as to lead a reasonable person to conclude that the replica is a firearm. 

(N) Sexual Assault/Battery: Committed or attempted to commit a sexual assault as defined in 

Section 261, 266c, 286, 288, 288a, or 289 of the Penal Code or committed a sexual battery 

as defined in Section 243.4 of the Penal Code. 

(O) Witness Harassment or Intimidation: Harassed, threatened, or intimidated a pupil who is a 

complaining witness or a witness in a school disciplinary proceeding for the purpose of 

either preventing that pupil from being a witness or retaliating against that pupil for being 

a witness, or both. 

(P) Prescription Drug Soma: Unlawfully offered, arranged to sell, negotiated to sell, or sold 

the prescription drug Soma. 

(Q) Hazing: Engaged in, or attempted to engage in, hazing. For purposes of this subdivision, 

“hazing” means a method of initiation or pre-initiation into a pupil organization or body, 

whether or not the organization or body is officially recognized by an educational 

institution, which is likely to cause serious bodily injury or personal degradation or 

disgrace resulting in physical or mental harm to a former, current, or prospective pupil. For 

purposes of this subdivision, “hazing” does not include athletic events or school-sanctioned 

events. 

(R) Bullying/Electronic: Engaged in an act of bullying, including, but not limited to, bullying 

committed by means of an electronic act, as defined herein, directed specifically toward a 

pupil or school personnel. 

1) “Bullying” means any severe or pervasive physical or verbal act or conduct, 

including communications made in writing or by means of an electronic act, and 

including one or more acts committed by a pupil or group of pupils directed toward 
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one or more pupils or school personnel that has or can be reasonably predicted to 

have the effect of one or more of the following: 

a. Placing a reasonable pupil or school personnel in fear of harm to that pupil’s 

or school personnel’s person or property. 

b. Causing a reasonable pupil or school personnel to experience a substantially 

detrimental effect on his or her physical or mental health. 

c. Causing a reasonable pupil to experience substantial interference with his 

or her academic performance, or school personnel with his or her job 

performance. 

d. Causing a reasonable pupil to experience substantial interference with his 

or her ability to participate in or benefit from the services, activities, or 

privileges provided by a school. 

2) “Electronic act” means the creation and transmission originated on or off the school 

site, by means of an electronic device, including, but not limited to, a telephone, 

wireless telephone, or other wireless communication device, computer, or pager, of 

a communication, including, but not limited to, any of the following: 

a. A message, text, sound, or image. 

b. A post on a social network Internet Web site, including, but not limited to: 

i. Posting to or creating a burn page. “Burn page” means an Internet 

Web site created for the purpose of bullying. 

ii. Creating a credible impersonation of another actual pupil for the 

purpose of having one or more of the effects listed in paragraph (1). 

“Credible impersonation” means to knowingly and without consent 

impersonate a pupil for the purpose of bullying the pupil and such 

that another pupil would reasonably believe, or has reasonably 

believed, that the pupil was or is the pupil who was impersonated. 

iii. Creating a false profile for the purpose of having one or more of the 

effects listed in paragraph (1). “False profile” means a profile of a 

fictitious pupil or a profile using the likeness or attributes of an 

actual pupil other than the pupil who created the false profile. 

3) “Reasonable pupil” means a pupil, including, but not limited to, an exceptional 

needs pupil, who exercises average care, skill, and judgment in conduct for a person 

of his or her age, or for a person of his or her age with his or her exceptional needs. 

(S.) Sexual Harassment. The pupil has committed sexual harassment. The harassing conduct 

must be considered by a reasonable person of the same gender as the victim to be 
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sufficiently severe or pervasive to have a negative impact upon the individual’s academic 

performance or to create an intimidating, hostile, or offensive educational environment.   

(T.) Hate Violence. The pupil has caused, attempted to cause, threatened to cause, or 

participated in a “hate crime.” “Hate crime” means a criminal act committed, in whole or 

in part, because of one or more of the following actual or perceived characteristics of the 

victim: disability, gender, nationality, race or ethnicity, religion, sexual orientation, or 

association with a person or group with one or more of these actual or perceived 

characteristics. 

(U.) Harassment, Threats, or Intimidation. The pupil has intentionally engaged in harassment, 

threats, or intimidation, directed against a pupil or group of pupils, that is sufficiently 

severe or pervasive to have the actual and reasonably expected effect of materially 

disrupting classwork, creating substantial disorder, and invading the rights of that pupil or 

group of pupils by creating an intimidating or hostile educational environment. 

(V.) Terroristic Threats: The pupil has made terroristic threats against school officials or school 

property, or both. For the purposes of this section, “terroristic threat” shall include any 

statement, whether written or oral, by a person who willfully threatens to commit a crime 

which will result in death, great bodily injury to another person, or property damage in 

excess of one thousand dollars ($1,000), with the specific intent that the statement is to be 

taken as a threat, even if there is no intent of actually carrying it out, which, on its face and 

under the circumstances in which it is made, is so unequivocal, unconditional, immediate, 

and specific as to convey to the person threatened, a gravity of purpose and an immediate 

prospect of execution of the threat, and thereby causes that person reasonably to be in 

sustained fear for his or her own safety or for his or her immediate family’s safety, or for 

the protection of school district property, or the personal property of the person threatened 

or his or her immediate family. 

II. Parent/Guardian will be notified in all cases of violations. 

 

III. Administration will determine punishment based upon the following criteria: 

A. Seriousness of offense 

B. Circumstances of situation 

C. Student’s prior disciplinary records 

D. Any other extenuating circumstances 
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Suspension Procedures 

 

1. The site leaders are afforded a great deal of discretion by the AIMS Governance 

Board and the Superintendent in determining appropriate punishments, unless a 

mandatory expulsion offense is identified. Even if suspension is deemed 

appropriate, the site administrator may opt for supervised in-school suspension. 

2. If the Head of School or Division Heads or designee determines that suspension is 

appropriate, a school employee shall make a reasonable effort to contact the pupil’s 

parent or guardian in person or by telephone. Whenever a pupil is suspended from 

school, the parent or guardian shall be notified in writing of the suspension. 

3. The Head of School or Division Heads or designee shall report the suspension of 

the pupil, including the cause therefore, to the Superintendent and AIMS governing 

board. 

4. A parent conference will be scheduled to discuss the matter with the Head of 

Schools or designee. Whenever practical, the teacher or staff member who 

witnessed the offense will also be present. At this conference, the administration 

and the parent or guardian will discuss the causes, duration, school policy involved, 

and any other matters pertinent to the suspension. 

 

Any pupil who is suspended for five days or fewer must complete all assignments and tests missed 

during the suspension within three school days of their return. Any pupil who is suspended for 

more than five days will have five school days after their return to complete all assignments and 

tests missed during suspension. Administration has the authority to lengthen the amount of 

time a pupil has to make-up his or her work, as appropriate in a given situation.  Assignments 

submitted late will receive no credit. 

Recommended Expulsion  

The Head will recommend the expulsion of any pupil who commits any of the following acts at 

school or at a school activity off school grounds, unless he or she determines that expulsion should 

not be recommended under the circumstances or that an alternative means of correction would 

address the conduct: 
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1. Causing serious physical injury to another person, except in self-defense. 

2. Possession of any knife or other dangerous object of no reasonable use to the pupil. 

3. Unlawful possession of any controlled substance, except for either of the following: 

a. The first offense for the possession of not more than one ounce of 

marijuana. 

b. The possession of over-the-counter medication for use by the pupil for 

medical purposes or medication prescribed for the pupil by a physician. 

4. Robbery or extortion. 

5. Assault or battery, as defined in Sections 240 and 242 of the Penal Code, upon any 

school employee. 

 

Mandatory Expulsion  

The Head or designee must immediately suspend and recommend expulsion of a pupil that he or 

she determines has committed any of the following acts at school or at a school activity off school 

grounds: 

1. Possessing, selling, or otherwise furnishing a firearm. This subdivision applies to 

an act of possessing a firearm only if the possession is verified by an employee of 

the school. The act of possessing an imitation firearm is not an offense for which 

suspension or expulsion is mandatory but it is an offense for which suspension, or 

expulsion may be imposed. 

2. Brandishing a knife at another person. 

3. Unlawfully selling a controlled substance. 

4. Committing or attempting to commit a sexual assault as defined in subdivision (n) 

of Section 48900 or committing a sexual battery as defined in subdivision (n) of 

Section 48900. 

5. Possession of an explosive. 

The governing board shall order a pupil expelled upon finding that the pupil committed an act 

requiring mandatory expulsion. 

 

 

Recommended vs. Mandatory Expulsion  
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Recommendation for expulsion Mandatory Expulsion 

Causing serious physical injury to another  

person, except in self-defense . 

Possessing, selling, or otherwise furnishing a  

firearm. 

Possession of any knife or other dangerous  

object of no reasonable use to the pupil. 

Brandishing a knife at another person. 

Unlawful possession of a controlled substance. Unlawfully selling a controlled substance. 

Robbery or extortion. Committing or attempting to commit a sexual  

Assault. 

Assault or battery upon any school employee. Possession of an explosive. 

 

Administrative Procedures and Investigation of Pupil Offenses 

 

1. Students who commit offenses that result in a recommendation for expulsion or 

mandatory expulsion, or whose conduct falls under “Suspension/Discretionary 

Expulsion” (excluding disruption or defiance) will be referred to the Head of Schools or 

designee. If a teacher observes disruptive or defiant conduct, the teacher will make a 

determination as to whether or not administrative intervention is required. Otherwise, 

they may follow the school’s discipline policies to ensure proper student conduct. 

 

2. To determine whether or not an offense meets the guidelines for suspension or expulsion, 

the Superintendent and the Head of School or designee will meet with the pupil and 

school employee who referred the pupil for discipline. At the conference, the pupil shall 

be informed of the reason for the disciplinary action and the evidence against him or her 

and shall be given the opportunity to respond. If an “emergency situation” exists, the 

pupil may be excluded from this meeting. “Emergency situation” means a situation 

determined by the Head of School or designee to constitute a clear and present danger to 

the life, safety, or health of pupils or school personnel. If a pupil is suspended without a 

conference before suspension, both the parent and the pupil shall be notified of the 

pupil’s right to a conference. 

 

3. Unless an offense results in a recommendation for expulsion or mandatory expulsion, as a 

matter of policy, American Indian Model Schools consider suspension and discretionary 

expulsion a punishment of last resort.  Suspension and discretionary expulsion shall be 

imposed only when other means of correction fail to bring about proper conduct. 

Therefore, our schools will first consider the appropriateness of other disciplinary 

avenues before suspending or expelling a student. 

 

4. If a pupil has committed a suspension-eligible offense, then the Head s has the authority 

to recommend expulsion. Expulsion will be used as a tool of last resort for students 

whose conduct is so egregious that it is unlikely to be changed by any other means and 

whose behavior poses a threat to the safety of a member of the school community or 

significantly limits the ability of other students to effectively learn.  

 

5. In addition to any school action, suspected criminal activity will be reported to the police 

and appropriate legal consequences may result.  
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6. For purposes of notification to parents, and for the reporting of expulsion or suspension 

offenses to the CDE, American Indian Model Schools will identify, by offense 

committed, in all appropriate records of a pupil each suspension or expulsion of that 

pupil. 

 

7. AIMS will notify the District of Residence within 30 days of all transfers, disciplinary or 

not. For all students who are expelled, the school will contact the District of Residence to 

notify them of the terms of the expulsion.  

 

 

Expulsion Hearings and Process 

1. The Superintendent decides whether or not to recommend expulsion to the Board. 

 

2. Within 30 school days of a recommendation for expulsion, the Board will hold a hearing 

to determine if it is appropriate to expel the pupil.  The pupil may request, in writing, a 

postponement of no more than 30 calendar days. Any additional postponement may only 

be granted at the discretion of the Board. 

 

3. Within 10 school days after the conclusion of the hearing, the Board shall decide whether 

to expel the pupil. 

 

4. If compliance by the Board with the time requirements for the conducting of an expulsion 

hearing under this subdivision is impracticable, the Superintendent may, for good cause, 

extend the time period for the holding of the expulsion hearing for an additional 5 school 

days. 

 

5. Written notice of the hearing shall be forwarded to the pupil at least 10 calendar days 

prior to the date of the hearing and shall include: 

 

a. The date and place of the hearing. 

b. A statement of the specific facts and charges upon which the proposed expulsion is 

based. 

c. A copy of the disciplinary rules of the school district that relate to the alleged 

violation. 

d. A notice of the parent, guardian, or pupil’s obligation upon enrollment in another 

school district to inform the receiving school district of his or her status with the 

previous school. 

e. Notice of the opportunity for the pupil or the pupil’s parent or guardian to appear in 

person or to be represented by legal counsel or by a non-attorney adviser, to inspect 

and obtain copies of all documents to be used at the hearing, to confront and 

question all witnesses who testify at the hearing, to question all other evidence 

presented, and to present oral and documentary evidence on the pupil’s behalf, 

including witnesses.  

 

6. The Board shall conduct a hearing to consider the expulsion of a pupil in a session closed 

to the public, unless the pupil requests, in writing, at least five days before the date of the 
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hearing, that the hearing be conducted at a public meeting.  Regardless of whether the 

expulsion hearing is conducted in a closed or public session, the Board may meet in 

closed session for the purpose of deliberating and determining whether the pupil should 

be expelled. 

 

7. A record of the hearing shall be made. The record may be maintained by any means, 

including electronic recording, so long as a reasonably accurate and complete written 

transcription of the proceedings can be made. 

 

8. Technical rules of evidence shall not apply to the hearing, but relevant evidence may be 

admitted and given probative effect if it is the kind of evidence upon which reasonable 

persons are accustomed to rely in the conduct of serious affairs.  A decision of the Board 

to expel must be supported by substantial evidence showing that the pupil committed the 

act(s) of which he or she is accused. 

 

9. The final action to expel a pupil shall be taken only by the Board in a public session. 

Written notice of any decision to expel or to suspend the enforcement of an expulsion 

order during a period of probation must be sent by the superintendent or his or her 

designee to the pupil or the pupil’s parent or guardian.  

 

10. The Board shall maintain a record of each expulsion, including the cause therefore. 

Records of expulsions shall be a non-privileged, disclosable public record. The expulsion 

order and the causes therefore shall be recorded in the pupil’s mandatory interim record 

and shall be forwarded to any school in which the pupil subsequently enrolls upon receipt 

of a request from the admitting school for the pupil’s school records. 

 

Suspending an Expulsion Order 

 

● The Board, upon voting to expel a pupil, may suspend the enforcement of the expulsion 

order for a period of not more than one calendar year and may, as a condition of the 

suspension of enforcement, assign the pupil to a school, class, or program that is deemed 

appropriate for the rehabilitation of the pupil.  The rehabilitation program to which the 

pupil is assigned may provide for the involvement of the pupil’s parent or guardian in his 

or her child’s education in ways that are specified in the rehabilitation program.  A parent 

or guardian’s refusal to participate in the rehabilitation program shall not be considered in 

the Board’s determination as to whether the pupil has satisfactorily completed the 

rehabilitation program. 

● During the period of the suspension of the expulsion order, the pupil is deemed to be on 

probationary status. The Board may revoke the suspension of an expulsion order under this 

section if the pupil commits any of the acts designated as Suspension/Discretionary 

Expulsion Conduct or violates any of the school’s rules and regulations governing pupil 

conduct. When the Board revokes the suspension of an expulsion order, a pupil may be 

expelled under the terms of the original expulsion order. 
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● Upon satisfactory completion of the rehabilitation assignment of a pupil, the Board shall 

reinstate the pupil and may also order the expungement of any or all records of the 

expulsion proceedings. 

Readmission to the Charter 

 

● An expulsion order shall remain in effect until the Board orders the readmission of a pupil. 

At the time an expulsion of a pupil is ordered for an act other than Mandatory Expulsion 

Conduct, the Board shall set a date, not later than the last day of the semester following the 

semester in which the expulsion occurred, when the pupil shall be reviewed for 

readmission. For a pupil who has been expelled for an act of Mandatory Expulsion 

Conduct, the Board shall set a date of one year from the date the expulsion occurred, when 

the pupil shall be reviewed for readmission, except that the Board may set an earlier date 

for readmission on a case-by-case basis. 

● The Board shall recommend a plan of rehabilitation for the pupil at the time of the 

expulsion order, which may include, but not be limited to, periodic review as well as 

assessment at the time of review for readmission. The plan may also include 

recommendations for improved academic performance, tutoring, special education 

assessments, job training, counseling, employment, community service, or other 

rehabilitative programs. 

● Any pupil who has been expelled and who seeks readmission, must submit a request to the 

Superintendent in writing no more than 21 (but no less than 7) calendar days before the 

end of the term of the expulsion. In addition, the pupil must provide documentation that all 

conditions for rehabilitation set by the Board have been met.  

● Upon completion of the readmission process, the Board shall readmit the pupil, unless the 

Board makes a finding that the pupil has not met the conditions of the rehabilitation plan 

or continues to pose a danger to campus safety or to other pupils or employees of the school. 

A description of the procedure shall be made available to the pupil and the pupil’s parent 

or guardian at the time the expulsion order is entered. 

 

● If the Board denies the pupil’s request for readmission, the Board shall provide written 

notice to the expelled pupil and the pupil’s parent or guardian describing the reasons for 

denying the pupil re-admittance into the school. 
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SECTION 4: A CULTURE OF FREE-MARKET CAPITALISM 

 

FREEDOM OF CHOICE IN A COMPETITIVE MARKET 

1. Families choose to enroll their children in an American Indian Model Schools. State and 

federal funding follow the student to the family’s school of choice. This is the same funding 

model of vocational schools, community colleges, and public universities in the United 

States. 

2. There are clear, consistent, and high expectations in the student contract that are enforced 

by all employees. Student consequences (detention, Saturday School, community service, 

etc.) are given for not following school rules.  

3. We focus on excellent student attendance (98.5%).  Students and staff are given rewards 

for hard work, academic performance, and reinforcing the AIMS mission statement and 

credo. 

4. Job descriptions are posted that reflect our mission and encourage applicants to self-select 

out or in when applying for a job with AIMS. 

5. Financial incentives are provided to employees and students for increased student 

achievement on standardized tests combined with high levels of student enrollment from 

the beginning of the year until the end. 

6. All classes and AIMS School sites are encouraged to compete with each other to improve 

performance and instill in students the values of a free-market capitalistic society.  

7. The administrative leadership focuses on fiscal responsibility and a superior business 

model. The school pays for student trips, the SAT, the ACT, the PSAT, and other costs 

related to students. 
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AIMS COVERED HIGH SCHOOL EXAMS AND PREPARATION 

AIPHS wants students to succeed. We will pay costs for exams, reviews, books, college 

application workshops, college tours, and summer programs for our hardworking students.  

Exams 

PSAT 

SAT 

AP Exams 

ACT Exam  

 

Books / Materials 

PSAT Study Guide 

SAT Study Guide 

SAT Subject Test Study Guide 

AP Exam Study Guides 

TI-83 Plus Graphing Calculator 

College Application 

College Applications: (3 per student) = approximately $175.00 
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STUDENT RECOGNITION 

 

Student of the Month 

 

● Student of the Month is awarded to one student each month. 

● Teachers will submit their nominations to the administrative assistant by the last day of 

each month. 

● Teachers are responsible for displaying these winners inside or outside the classroom. 

Honor Roll 

● Students who earn a GPA of 3.33 or higher will be placed on the Honor Roll. Honor Roll 

students may not have a grade of C- or below.  

● This includes all subjects (including PE, Mandarin, writing, etc.). 

● Teachers will submit a list of Honor Roll students to the office with each quarter report 

card. 

Supervisor’s List 

● Students who earn a GPA of 4.00 will be placed on the supervisor’s List. 

 

 

Superintendent’s List 

● Students who earn a GPA of 4.00 and have perfect attendance for an academic semester 

will be placed on the Superintendent’s List.  

 

Honorable Mention 

● Students who earn a GPA of 3.00 or higher will be placed on Honorable Mention. 

Honorable mention students may not have a grade of C- or below.  

● Teachers will submit this list with the list of Honor Roll students. 

Physical Education 

● The PE Teachers will recognize excellent physical performance (i.e. top mile times) with 

a display at the front of the school.  

● This needs to be updated at least each quarter. 
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Perfect Attendance Competition Counts 

● AIMS will use the District standard for tracking perfect attendance, with the exception of 

the District’s standard that students who are absent for the entire day but who come to 

school to drop off their completed homework and pick up their homework assignments will 

be considered present.   

● Only students who show up to school on a given day will be considered present.   

● Students who are absent, and whose family members or friends pick up homework 

assignments, will be considered absent and the class’s perfect attendance count will return 

to zero. 

● The site administrators may make exceptions to this policy on a case-by-case basis as 

circumstances dictate. 

American Mathematics Contest (AMC) 8, 10, and 12 Awards 

● Students who excel in the AMC are recognized by the makers of the contest with 

certificates. 

● Students will be recognized on a display. 

PERFECT STATE SCORE 

● Students who received a perfect score on any of the State exams will be recognized by a 

display at the front of the school. 

● The office will compile this list of students. 

Smarter Balance Assessment 

● Students who received the highest scores on the state exams will be recognized by a display 

at the front of the school. 

● The office will compile this list of students. 

 

John’s Hopkins Center of Talented Youth (CTY) Awards: 

● Students who excel in the SCAT or SAT exams given during the Talent Search are awarded 

certificates by CTY. 

● Students will be recognized on a display. 
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Spelling Bee 

● An annual spelling bee is hosted by the Oakland Unified School District for middle school. 

● Each campus will send two students, winners of the school-wide spelling bee. 

AAMA 

● The African American Honor roll is hosted by the Oakland Unified School District for 

students of African descent that score a cumulative GPA of 3.0 or higher each year. 

● Each campus will send all students who qualify. 

INCENTIVIZING SUCCESS 

1. Students will have high self-esteem when they are academically successful. It feels good 

to excel in academics, physical fitness and life. 

2. We believe in an “all-is-earned” culture and provide incentives for students and staff who 

produce results. 

a. AP incentive (students): Students who score a 3 or higher on AP exams will be 

paid for their performance upon graduation. (Students who do not finish their high 

school education at AIPHS will not be compensated.) Each AP exam score carries 

the following financial reward: a score of 3 earns $50; a score of 4 earns $100; a 

score of 5 earns $150. 

b. AP incentive (teachers): When 50% or more of the students in an AP teacher’s 

class pass the AP exam with a score of 3 or higher, the teacher will be awarded $500.  

c. Increased Test Score incentive (staff): When a teacher reaches a state test score 

improvement goal and maintains at least 90% of his/her original students from the 

beginning of the year until the end, the teacher will receive a bonus. Since each class 

is different, a test score improvement goal will be set for each teacher before the 

school year begins. In order to qualify for this bonus, the teacher can have no more 

than a 10% drop in enrollment of his/her students throughout the course of the year. 

For example, if a teacher started the school year with 30 students, he/she would have 

to maintain at least 27 of those original students to qualify for the reward. 

Administrators will also be given bonuses based on academic performance and 

student enrollment/retention. Those goals will be set before the beginning of the 

school year.  

d. AIPHS enrollment incentive (teachers): When 85% or more of an 8th grade AIMS 

teacher’s students enroll in AIPHS, the teacher will receive a financial reward. 

e. Other performance bonuses may be rewarded as determined by site administrators. 
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SUMMER PROGRAMS 

AIMS’ students participate in various academic programs during the summer. 

I. Johns Hopkins Center for Talented Youth (CTY). We believe strongly that the focus of 

the summer program at Johns Hopkins University’s Center for Talented Youth (CTY) 

meshes perfectly with AIMS’ own emphasis:  rigorous academics. In order to gain 

admission to the program, students must take the SAT beginning in the 7th grade and score 

high enough to meet CTY’s challenging standards.  

II. UC Berkeley’s Academic Talent Development Program (ATDP).  Students in this 

rigorous program are able to experience the challenges of college academia while gaining 

access to a diverse group of professors, mentors, and other students. In order to earn 

admission to the program, students must demonstrate high academic achievement and meet 

ATDP’s high standards.   

 

SOCIAL MEDIA POLICY 

In light of the explosive growth and popularity of social media technology in today’s society, 

AIMS has developed the following policy to establish rules and guidelines regarding the 

appropriate use of social media by employees. This policy applies to situations when you: (1) make 

a post to a social media platform that is related to the Charter; (2) engage in social media activities 

during working hours; (3) use AIMS equipment or resources while engaging in social media 

activities; (4) use your AIMS e-mail address to make a post to a social media platform; (5) post in 

a manner that reveals your affiliation with AIMS. 

For the purposes of this policy, the phrase “social media” refers to the use of a website or other 

electronic application to connect with other people, including, but not limited to, Facebook, 

Twitter, Instagram, SnapChat, Pinterest, LinkedIn, and YouTube, as well as related web-based 

media, such as blogs, wikis, and any other form of user-generated media or web-based discussion 

forums. Social media may be accessed through a variety of electronic devices, including 

computers, cell phones, smart phones, PDAs, tablets, and other similar devices. 

This policy is intended to supplement, not replace, the Charter’s other policies, rules, and standards 

of conduct. For example, AIMS policies on confidentiality, use of AIMS equipment, 

professionalism, employee references and background checks, workplace violence, unlawful 

harassment, and other rules of conduct are not affected by this policy. 

You are required to comply with all AIMS policies whenever your social media activities may 

involve or implicate AIMS in any way, including, but not limited to, the policies contained in this 

Handbook. 
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STANDARDS OF CONDUCT  

You are required to comply with the following rules and guidelines when participating in social 

media activities that are governed by this policy: 

● Comply with the law at all times. Do not post any information or engage in any social 

media activity that may violate applicable local, state, or federal laws or regulations. 

● Do not engage in any discriminatory, harassing, or retaliatory behavior in violation of 

AIMS policy. 

● Respect copyright, fair use, and financial disclosure rules and regulations.  Identify all 

copyrighted or borrowed material with proper citations and/or links. 

● Students may not engage in social media activities during school hours. Do not use your 

AIMS e-mail address to register on social media websites, blogs, or other online tools 

utilized for personal use. 

● Always be fair and courteous to employees, students, parents, or other people who work 

on behalf of AIMS. Avoid posting statements, photographs, video, or audio that could be 

reasonably viewed as malicious, obscene, threatening, or intimidating, that disparage 

employees, students, parents, or other people who work on behalf of AIMS, or that might 

constitute harassment or bullying. Violation of this may lead to expulsion or dismissal. 

Parents could be held civilly liable to the person that was maligned. 

● Make sure you are always honest and accurate when posting information or news, and if 

you make a mistake, correct it quickly. Never post any information or rumors that you 

know to be false about AIMS, employees, students, parents, people working on behalf of 

AIMS, or other schools.Violation of this may lead to expulsion or dismissal. Parents could 

be held civilly liable to the person that was maligned. 

● Express only your personal opinions. Never represent yourself as a spokesperson for AIMS 

unless authorized to do so. If you publish social media content that may be related to your 

school or subjects associated with AIMS, make it clear that you are not speaking on behalf 

of AIMS and that your views do not represent those of AIMS, employees, students, parents, 

or other people working on behalf of AIMS. It is best to use a disclaimer such as, “The 

postings on this site are my own and do not necessarily reflect the views of AIMS.” 

Violation of this may lead to expulsion or dismissal. Parents could be held civilly liable to 

the person that was maligned. 

In the event you have any questions about whether a particular social media activity may involve 

or implicate AIMS, or may violate this policy, please contact your site administrator. 

Social media is in a state of constant evolution, and AIMS recognizes that there will likely be 

events or issues that are not addressed in these guidelines. Thus, each AIMS employee is 
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responsible for using good judgment and seeking guidance, clarification, or authorization before 

engaging in social media activities that may implicate this policy. 

SUPPLIES 

Students 

● On the first day of school, students may be given a list of supplies that can be donated to 

your class. Donations are not required. 

● AIMS will provide students with the supplies they need to engage in their learning. 

● No permanent markers are allowed 
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AIMS MEDIA OPT-OUT FORM 

 

Please sign and return the attached form only if you DO NOT want your child to be 

photographed or filmed by the media outlets or other organizations for use in print, 

television, film or Internet publications.  

 

Dear Parent or Guardian,  

 

There are times when our school may be featured in various media. News reporters, 

photographers and/or film crews from TV, radio stations, newspapers or magazines may wish to 

photograph and/or film your child in relation to a story about our schools or students. Your 

child’s name, grade may be included in the report. Classrooms might also participate in video-

conferencing on the Internet. Our schools are also visited by community organizations or 

partners who are providing services to students. These organizations or partners may wish to 

photograph your child and may want to use the photograph and/or your child’s name and the 

name of the school in their publications and informational materials. We will make every effort 

to honor your request, however, please be aware that there may be circumstances when your 

child may be photographed or filmed beyond our control. Please discuss your wishes with your 

child so that he/she knows if you do not want your child to be photographed or filmed. 

 

PLEASE SIGN AND RETURN TO YOUR CHILD’S SCHOOL SITE only if you do not 

want your child to be photographed or filmed.  

 

◻  I DO NOT want my child to be photographed or filmed by members of the media, 

organizations or agencies at school, for use in print or Internet publications, 

documentaries, films or video, to the extent that the school can prevent such contact.  

 

Student’s Name ________________________________________ Grade ____________ 

 

Parent/Guardian Name (Please print):___________________________________  

 

Parent/Guardian Signature: _________________________________Date ____________ 
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Acknowledgement of Reading 2018-2019 Student and Family Handbook 

 

 

I, _____________________________________________have read and understood the 

requirements of AIMS 2018-2019 Student-Family Handbook.  

Parent Signature______________________________________ Date ____________________  

Student Signature______________________________________ Date ____________________  

 

A signed copy of this form must be placed in the Student’s file 

In addition to what is included in this handbook, the following is the AIMS Model 
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STAFF APPENDIX  

 

SECTION 1: HISTORY / BACKGROUND 

● Classroom Displays                                                                                                            p. 99    

● Mailboxes/Emails                                                                                                              p. 99 

● Copy Machines                                                                                                             p. 99 

● Computers                                                                                                                         p. 100 

● Break Rooms                                                                                                                           p. 100  

● Class Novel List and Procedures                                                                                   p. 101 

                                                                  

SECTION 2: A CULTURE OF ACCOUNTABILITY 

● Teacher Pacing Guides and Lesson Plans                                                                       p. 103 

● Staff Attendance Policy                                                                                                             p. 105  

● Notification of Staff Absences                                                                                               p. 105 

 

SECTION 3: A CULTURE OF HIGH EXPECTATIONS                                   

● Classroom Jobs                          p. 107 

● Instructional Practices                          p. 108  

 

SECTION 4: A CULTURE OF FREE-MARKET CAPITALISM  

• School Year                                                                                                                               p. 109 

  

SECTION 5: EMPLOYMENT POLICIES AND PRACTICES        

● Equal Employment Opportunity                       p. 110 

● At-Will Employment                                                                                                   p. 110                                                  

● Unlawful Harassment and Discrimination                                                                      p. 111                                                    

● Unlawful Retaliation                                                                                                         p. 113                                                                                                

● Complaint Procedure – Discrimination, Harassment, Retaliation                                      p. 113              

● Anti-Violence Policy                                                                                                         p. 114 

● Drug and Alcohol Abuse Policy                                                                                       p. 115   

● Immigration Compliance                                                                                                          p. 117                                                           

● Employee Classifications                                                                                                          p. 117                                                                                   

● Job Duties                                                                                                                             p. 118                                                         

● Payment of Wages        p. 119                                                                                                

● Expense Reimbursements                                                                                                    p. 119 

● Overtime                                                                                                                               p. 119                                              

● Workday and Workweek                                                                                                          p. 119                                                  

● Meal and Rest Periods                                                                                                              p. 119                               

● Timekeeping                                                                                                                       p. 120                                       

● Personnel Files and Record Keeping Protocols                                                                        p. 121               

● Performance Appraisals                                                                                                            p. 121 

● Employee Disciplinary Action: Causes for Suspension, Detention, and Dismissal                 p. 122                                            

● Use of AIMS Telephones, Internet, and E-mail System                                                           p. 124                            

● Change of Contact Information                                                                                                p. 124          

● Personal Property                                                                                                                 p. 124      

● Solicitation & Distribution                                                                                                   p. 125     
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● Healthy and Safety Policy                                                                                                    p. 125 

● Fingerprint Policy                                                                                                      p. 126 

● Information Protection Policy                                                                                               p. 126 

● New Hires                                                                                                                             p. 127 

● Employee Dispute Resolution Process                                                                                     p. 128 

● Staff Dress Code Policy                                                                                                            p. 128 

  

SECTION 6: LEAVES AND VACATION                                                        

● Vacation/ Personal Leave                                                                                                         p. 130                                                                          

● Paid Sick Leave (PSL)                                                                                                              p. 130                                                            

● Family and Medical Leave                                                                                                   p. 131                                                             

● Pregnancy Disability Leave                                                                                                  p. 133                                                      

● Unpaid Leave of Absence (Medical)                                                                                        p. 134 

● Discretionary Unpaid Leave of Absence (Non-Medical)                                                         p. 135                           

● Military Leave                                                                                                                           p. 135             

● Jury Duty/Witness Duty                                                                                                       p. 135             

● Time Off For Voting                                                                                                                 p. 136       

● Emergency Duty Training Leave                                                                                              p. 136 

● Suspended Pupil/Child Leave                                                                                                   p. 136 

● Leave for Victims and Their Family Members                                                                         p. 137 

● Military Spouse Leave                                                                                                     p. 137                                       

● School and Daycare Leave                                                                                                   p. 137                                    

● Leave for Domestic Violence, Sexual Assault, and Stalking Victims                                    p. 138  

● Adult Literacy Leave                                                                                                                p. 139 

● Alcohol and Drug Rehabilitation Leave                                                                            p. 139 

● Civil Air Patrol Leave                                                                                                               p. 139 

● Leave for Bone Marrow and Organ Donors                                                                             p. 140      

  

SECTION 7: BENEFITS 

● State Disability Insurance                                                                                                         p. 141                                                                          

● Paid Family Leave                                                                                                                p. 141                                                          

● Unemployment Compensation                                                                                                  p. 141                                                    

● Social Security and California Public Employees Retirement System                                     p. 141       

● Workers’ Compensation Insurance and Leave                                                                         p. 142 

● Health Benefits                                                                                                                          p. 143 

 

SECTION 8: ACKNOWLEDGEMENT 

• Statement Acknowledging Requirement to Report Suspected Child Abuse               p. 144 

• Handbook Acknowledgement                                                                                                   p. 145 
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SECTION 1: HISTORY / BACKGROUND 

 

Classroom Display 

  

1.   Display student work both inside and outside the classroom. 

2.   Student of the Month must be displayed either inside or outside the classroom. 

3.   The office will display the honor roll students each quarter. 

4.   Post a banner or some kind of display about the university you graduated from. 

5.   The Mission Statement, class name, Credo, and schedule must be posted on the 

inside and outside of the door. 

6.   A countdown of the following items must be displayed somewhere within the 

classroom: perfect attendance, days until state testing and/or any other 

standardized testing, and days until the last day of school. 

7.   The clock should be positioned where it is not in the constant view of students. 

8.   Backpacks should not be left on floors. 

9.   Keep bulletin boards neat, thoughtfully designed according to divisional 

requirements, and relevant to instructional stimuli. 

10. White board postings should  be in student friendly language and meet your 

divisional configuration requirements 

  

Mailboxes/ Emails 

  

1.   Check your physical mailbox before school, during your prep time, during lunch, 

and after school. 

2.  Emails should be checked on a daily basis, but not during instructional time.  

Emails from parents and students should be replied to within 24 hours of receipt.  

You are required to “reply” as confirmation that you received and have read emails 

from the Admin office and/or Superintendent’s office. 

3.  Please only “cc” those who must be made aware of the content in the email. Mass 

reply all emails must have the prior approval of site leaders. 

4.  Please use your AIMS email for official school business only. 

   

Copy Machines 

  

1.   Training for copier use will take place during orientation. Be sure you know how to 

“build jobs.” 

2.   Make copies before school, after school, or during your class planning period, not 

during instructional time. Never leave the class unattended to make copies. 

3.   Students may not make copies for you. 
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4.   When building large jobs, always make a practice copy, to ensure that your copies 

will print correctly.  Always make double-sided copies when appropriate. Be mindful of 

wasting paper.  

5.   Place any discarded copies into the recycle box. These papers should be utilized as 

scratch paper for your classroom.  

6.   If the copy machine needs maintenance, please inform your administrative assistant. 

7.   Copiers are only for AIMS use. 

8.   Copyright laws must be followed. 

  

Computers 

  

1.  All teachers will be issued a desktop or laptop computer. AIMS issued computers 

are solely for AIMS use. 

2.  If you do not have a working computer, please let your immediate supervisor 

know. 

  

Break Rooms 

  

1.  Please keep the break room clean. Wipe down counters, clean your own dishes, 

and wipe down the inside of the microwave after use. 

2.   Label the food you put into the refrigerator with your name. 

3.   The refrigerator will be emptied out every Friday, and items will be discarded 

4.   Turn off the coffee pot if it is almost empty, rinse out the pot, and dump the coffee 

filter into the trash. Refill the water container in the Keurig and throw away your K 

cup. 

5.   Clean up after yourself! 

    

 

 

 

 

 

 

 

 

 

 

 

 

 

 

174 of 253Powered by BoardOnTrack

AIMS K-12 College Prep Charter District - Governance Committee Meeting - Agenda - Tuesday October 2, 2018 at 6:00 PM



 

Page 101 of 145 

 

CLASS NOVELS LIST AND PROCEDURES (These books must be used in the 

appropriate grades) 

  

1.  To use the Charter’s class sets of novels, fill out a “Novel Request Form.”  It must be 

submitted at least one week prior to the first day you need the class set. 

  

2.  All class sets of novels will be distributed through the office and you must indicate 

when you will be finished with the novel. 

  

3.  The campuses will exchange novels within the first week of each semester. 

  

Engage New York books will also be used. 

  

AIPCS/AIPCS II Novel List 2016-2017 

6th 

Grade 

Maniac Magee Where the Red Fern Grows 

The Outsiders Esperanza Rising 

Call of the Wild The Shakespeare Stealer 

Where the Red Fern Grows Call of the Wild 

A Wrinkle in Time Red Scarf Girl 

7th 

Grade 

The Giver Anne Frank: Diary of a Young Girl 

Shabanu: Daughter of the Wind Animal Farm 

Bad Boy A Midsummer Night's Dream 

The Crying Rocks Fahrenheit 451 

Animal Farm The Giver 

Persepolis* I, Juan de Pareja 

8th 

Grade 

Bean Trees To Kill a Mockingbird 

Narrative of the Life of Frederick Douglas Night 

Across Five Aprils Things Fall Apart 

Autobiography of Miss Jane Pittman Maus* 

Night  

 

* To be used by the Instructional Aide. 

 

 

AIPHS Novel List 2016-2017 

 

9th 

Grade 

I Know Why the Caged Bird Sings Brave New World 

Reflections on a Gift of Watermelon Pickle 

and Other Modern Verse 
The Old Man and the Sea 

To Kill a Mockingbird The Theban Plays 

The Adventures of Tom Sawyer and 

Huckleberry Finn 
Lord of the Flies 
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Black Boy 
The Curious Incident of the Dog in the 

Night-Time 

Of Mice and Men  

10th 

Grade 

Waiting for Godot Lost Horizon 

Jane Eyre The Metamorphosis 

Great Expectations A Separate Peace 

Crime and Punishment Cyrano De Bergerac 

The Autobiography of Miss Jane Pittman 
The Catcher in the Rye 

The Great Gatsby 

The Stranger   

11th 

Grade 

The Kite Runner Invisible Man 

Their Eyes Were Watching God One Flew Over the Cuckoo's Nest 

East of Eden Slaughterhouse 5 

Stranger in a Strange Land Snow Falling on Cedars 

Crime and Punishment The Scarlet Letter 

Maus Rain of Gold 

God is Red  

12th 

Grade 

The House of the Spirits A Portrait of the Artist as a Young Man 

The Awakening 1984 

Heart of Darkness Cry, the Beloved Country 

The Secret Sharer Sound and Sense 

The Sound and the Fury Macbeth 

A Room with a View Hamlet 

The House of Dies Drear Frankenstein 

Brave New World A Room of One's Own 
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SECTION 2: A CULTURE OF ACCOUNTABILITY 

 

TEACHER PACING GUIDES AND LESSON PLANS 

  

1.      Type your lesson plans, and make multiple copies: one to submit to the site administrator, 

one to the Instructional Aide (s) and one for personal use. Email your lesson plans to your site 

administrator and submit a hard copy. 

  

2.      Lesson plans must follow the order of the pacing guide and curriculum map. 

  

3.      Do not forget to put a copy in each Instructional Aides’ inbox. They are working to help 

your students improve and need lesson plans to prepare. 

  

4.      Your lesson plans must be submitted by the end of the day on Friday for approval from 

your site administrator. This will allow all changes to be made prior to the week the lessons are 

to be taught. 

  

5.      The site administrator will review the plans, write brief comments, and file them in a 

binder. If not approved, the lesson plans will be returned to your inbox with comments for 

revisions. You must re-submit your lesson plans on Friday. 

  

6.      Please put your lesson plans in this order (from top to bottom): Language Arts, Math, 

Science, and History (k-8) 

  

7.      You must include chapter, section, page, and problem numbers and names. 

  

8.      For Language Arts, include subheadings for spelling, vocabulary, grammar, reading, and 

writing for each day of the week. (See the sample lesson plans in our office.) 

  

9.      Your lesson plans must be neatly stapled and hole punched. 

  

10.    Please make sure that you are including nightly homework assignments. The assignments 

should be clearly labeled. 

  

11.    Class assignments should include the title of the text or resource that you are using and 

page numbers. Remember: if a substitute were filling in for you, would they be able to follow 

your lesson plans? 
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12.    If you know you will be absent please submit a substitute teacher lesson plan to the site 

administrator before the day(s) you are absent (see sample substitute lesson plan). This may be e-

mailed if you are ill or out of town. 

  

13.    Please initial your lesson plans once they have been approved. 

  

14.    Pacing guides will be given to you, and you must follow them when planning your 

lessons 
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STAFF ATTENDANCE POLICY 

  

The contribution of each AIMS employee is critical and the efforts of each and every one are 

needed to help AIMS to reach its goals. Unnecessary absenteeism results in reduced 

productivity, loss of service, and significant costs to AIMS. It is AIMS’ responsibility to ensure 

that employees clearly understand the expectations for performing their job duties and how their 

attendance impacts their performance, and that they are given a fair opportunity to succeed. 

Specifically: 

  

●     Employees are expected to work the number of hours they are assigned. 

●     Employees are expected to be at work on time. 

●     Employees are expected to comply with state law and AIMS’ rules regarding 

reporting of absences and providing appropriate documentation. 

●     Supervisors are expected to provide feedback, monitor attendance, and maintain 

attendance records. 

  

Illness leave benefits are provided to ease the financial burden on employees who are required to 

be absent from duty due to legitimate illness, injury, or personal necessity. Employees who use 

illness and personal necessity leave for unauthorized reasons are in violation of policy. Failure to 

comply with this policy can result in appropriate disciplinary action, up to and including 

termination. This policy ensures that our fellow employees do not unfairly bear the burden of the 

workload of those who inappropriately use illness or personal necessity leave. 

  

NOTIFICATION OF STAFF ABSENCES 

  

An absent employee must report his/her absence to their Head of School or designee as far in 

advance as possible before the start of the employee’s workday or as soon as practical given the 

nature of the absence. It is not sufficient for an employee to notify a co-worker, secretary, or 

receptionist, unless the supervisor as the appropriate contact has designated such person for this 

purpose. You should also call your supervisor by noon of the day before you expect to return to 

work so that your substitute, if any, can be released.  If both you and your substitute report for 

work on the same day, the substitute will have to be retained and you may not be permitted to 

work that day. When an employee is absent for medical reasons for more than three (3) working 

days, the employee must, upon return, provide the Head of School or designee with a physician’s 

statement certifying the medical basis for the absence and stating that the employee is able to 

return to work. 

  

It is extremely important that you notify your supervisor as soon as possible of any anticipated 

long-term absences so that, if necessary, alternate arrangements can be made. You can obtain a 

Certification/Request of Absence from your time reporter. 
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In Case You Are Absent 

  

In the rare case that you are absent, please ensure the following: 

  

1.  If you know you will be absent well ahead of time, tell your supervisor. The site 

administrator will make the necessary arrangements.  (See the Employee Policy for 

acceptable absences.) 

  

2.  If you become ill or some other emergency comes up, please notify an administrator 

as soon as possible (even if it is late at night) via e-mail AND cell phone. Please 

contact each administrator at your campus until you finally reach one and get a 

confirmation that you will be covered. 

  

3.  If you are running late, please contact the administration as soon as possible. This 

means speaking with an administrator, not just leaving a message on the school’s 

voicemail. 

  

4.  Please provide the office with a substitute teacher lesson plan. 

  

5. Ultimately, you are responsible for your students, so please be very thorough with 

your lesson plans and be sure to contact administration. 
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SECTION 3: A CULTURE OF HIGH EXPECTATIONS 

 

CLASSROOM JOBS 

  

Save time and strategically promote classroom efficiency through use of classroom jobs for 

students and/or volunteers. Below are sample classroom jobs with brief descriptions. Have the 

duties displayed in your classroom or prepare a handout for adult volunteers. 

  

1.  Homework organizer for absent students: A volunteer or present student collects handouts for 

the absent student, notes everything that is covered during the day and makes an extra copy of 

that night’s homework assignment list. S/he submits the assignment to the teacher at the end of 

the day for the teacher to modify (if needed) and submit to administration. 

  

2.  Classroom Cleaners: Students/volunteers clean white boards, sweep, dust, organize, etc. 

  

3.  Stapler/Packet Organizers: Students/volunteers staple handouts. Be cautious of having your 

own students stapling a future test. Some teachers avoid this by using students from a different 

grade level in detention. 

  

4.  Student tutors: Academically unprepared students are paired with academically prepared 

students for tutoring. 

  

5.  Graders: Students/volunteers grade non-subjective student work, such as multiple choice 

assessments. 

  

6.  Lunch Duty: Students/volunteers are assigned to clean tables after lunch. 

  

7.  Filers: Volunteers only may collect and files memos, doctor’s notes, and/or detentions. 

  

8.  Boards: Students/volunteers clean boards and displays every day. 

  

9.  Countdowns: Students keep track of the classroom countdowns. 

  

10.   Handouts: Students/volunteers pass out homework and other documents to the class. 

  

11.   Office Runner: Students/volunteers run notes to and from the office, including attendance in the 

morning. 
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INSTRUCTIONAL PRACTICES 

  

1.   Notify your supervisor as soon as possible when you anticipate needing a substitute. 

Call him/her in person. Do not rely on email. 

2.   By 8:00 a.m. and students are expected to be in their seats at that time. The dismissal 

bell rings at 4:30 p.m. 

3.   Teachers are expected to be at school thirty (30) minutes before school starts. All full-

time teachers have approximately a nine-hour work day Monday-Thursday (including 

a 30-min. unpaid lunch), and a six hour work day on Friday, unless additional 

professional development is scheduled or you have made arrangements with your 

supervisor to leave early. 

4.   Start class on time. Students should learn to be ready to start class at the scheduled 

time. Encourage students to anticipate daily directions; when class starts, homework 

should be out on their desks, and students should be silent without teacher directive. 

A self-sufficient student with minimal teacher direction is the ultimate goal.  

5.   Encourage students to use the restroom before and after class, before and after PE, 

and during lunch. 

6.   Over-planning instruction is always better than not planning enough.  

7.   Teach students good note-taking skills and study habits. Take time to answer relevant 

student questions. 

8.   Stay on task. Avoid letting unrelated class questions eat up valuable instructional 

minutes. 

9.   When visitors enter your classroom, continue teaching, and your students should 

continue working. Students should not turn around every time the door opens. 

10. When a student is misbehaving and you want to remove him or her from your 

classroom for a brief period of time, please initially send the child to a different 

classroom-not to the office. Please consult your supervisor of School regarding site 

specific disciplinary procedures and office referrals.  

11. Do not assume students understand content. Monitor understanding by using a variety 

of checks for understanding, such as calling on students for answers, having students 

hold up whiteboards with responses, using exit tickets, etc. 

12. A variety of instructional methods are encouraged; however, plan for a limited 

amount of group work in class. Individual work is emphasized at AIMS. 
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SECTION 4: A CULTURE OF FREE-MARKET CAPITALISM 

 

 

SCHOOL YEAR 

 

AIMS budgets for additional instruction this is the official start of the school 

year. All teachers and students are expected to attend the official start of the 

school year. 
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SECTION 5: EMPLOYMENT POLICIES AND PRACTICES 

  

EQUAL EMPLOYMENT OPPORTUNITY 

  

American Indian Model School District is an equal employment opportunity employer and 

makes employment decisions, including, but not limited to, hiring, firing, promotion, demotion, 

training, and/or compensation, on the basis of merit.  Employment decisions are based on an 

individual’s qualifications as they relate to the job under consideration. The AIMS’ policy 

prohibits unlawful discrimination based on race, religious creed (which includes religious dress 

and grooming practices), color, national origin, ancestry, physical disability, mental disability, 

medical condition, genetic information, marital status, sex (which includes pregnancy, childbirth, 

breastfeeding, and related conditions), gender, gender identity, gender expression, age, sexual 

orientation, military or veteran status, or any other consideration made unlawful by federal, state 

or local laws, ordinances, or regulations. All such discrimination is unlawful. 

  

AIMS is committed to complying with all applicable laws providing equal employment 

opportunities. This commitment applies to all persons involved in the operations of AIMS and 

prohibits unlawful discrimination by any employee of AIMS, including supervisors and co-

workers. 

  

To comply with applicable laws ensuring equal employment opportunities to qualified 

individuals with a disability, AIMS will make a good faith effort to provide reasonable 

accommodations for the known physical or mental limitations of an otherwise qualified applicant 

or employee with a disability, unless undue hardship would result to AIMS. An applicant or 

employee who believes he or she requires an accommodation in order to perform the essential 

functions of the job should contact Human Resources and request such an accommodation, 

specifying what accommodation he or she needs to perform the job. AIMS will analyze the 

situation, engage in an interactive process with the individual, and respond to the individual’s 

request. 

  

AT-WILL EMPLOYMENT 

  

Unless an Employee enters into a Fixed Term Employment Agreement that provides for 

“Termination for Cause” (as defined therein), all employment at AIMS is “at will.” This means 

that both the Employee and AIMS have the right to terminate the Employee’s employment at any 
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time, with or without advanced notice, and with or without cause. The Employee also may be 

demoted or disciplined and the terms of his or her employment may be altered at any time, with 

or without cause, and with or without advance notice, at the discretion of AIMS.  

  

Subject to this Employment At-Will provision, Employee shall be employed during the school 

year beginning no earlier than July 1, 2017 and concluding no later than June 30, 2018 (“School 

Year”). Pursuant to the Employee At-Will provision of this Handbook, either party has the right 

to terminate the Employee’s employment at any time, with or without advance notice, and with 

or without cause whether effective before or after the expiration of the stated School Year.  By 

signing the Handbook Acknowledgement, the Employee acknowledges and understands that he 

or she has entered into this employment relationship with AIMS voluntarily and acknowledges 

and understands that there is no specific length or agreed upon period of employment. 

  

UNLAWFUL HARASSMENT AND DISCRIMINATION 

  

AIMS is committed to providing a work environment free of unlawful harassment and 

discrimination. AIMS’ policy prohibits harassment and discrimination based on race, religious 

creed (which includes religious dress and grooming practices), color, national origin, ancestry, 

physical disability, mental disability, medical condition, genetic information, marital status, sex 

(which includes pregnancy, childbirth, breastfeeding, and related conditions), gender, gender 

identity, gender expression, age, sexual orientation, military or veteran status, or any other 

consideration made unlawful by federal, state or local laws, ordinances, or regulations.  All such 

harassment is unlawful. 

  

AIMS’ unlawful harassment and discrimination policy applies to all persons involved in the 

operation of AIMS and prohibits unlawful harassment and discrimination by any employee of 

AIMS, including supervisors and co-workers. AIMS will take all reasonable steps to prevent or 

eliminate harassment and discrimination by non-employees, including customers, clients, and 

suppliers, who have workplace contact with our employees. 

  

Prohibited unlawful discrimination includes, but is not limited to, the following behaviors: 

  

●  Verbal conduct such as epithets, derogatory jokes or comments, slurs or unwanted 

comments. 

  

●  Visual conduct such as derogatory posters, photography, cartoons, drawings, or 

gestures. 

  

●  Physical conduct such as assault, unwanted touching, blocking normal movement, 

or interfering with work because of sex, race, or any other protected basis. 
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●  Retaliation for having reported or threatened to report harassment or discrimination. 

California Education Code Section 212.5 defines sexual harassment as any unwelcome 

sexual advances, requests for sexual favors, or other verbal, visual, or physical conduct 

of a sexual nature made by someone from or in the work or educational setting, under 

the following conditions: 

  

●  Submission to the conduct is explicitly or implicitly made a term or a condition of 

an individual’s employment, academic status, or progress. 

  

●  Submission to, or rejection of, the conduct by the individual is used as the basis of 

employment or academic decisions affecting the individual. 

●  The conduct has the purpose or effect of having a negative impact upon the 

individual’s work or academic performance, or of creating an intimidating, hostile, 

or offensive work or educational environment. 

●  Submission to, or rejection of, the conduct by the individual is used as the basis for 

any decision affecting the individual regarding benefits and services, honors, 

programs, or activities available at or through the educational institution. 

  

Sexual harassment may include, but is not limited to: 

  

●  Unwelcome verbal conduct such as suggestive or derogatory comments, sexual 

innuendos, slurs; unwanted sexual advances, invitations, or comments; pestering for 

dates; making threats; or spreading rumors about or rating others as to sexual 

activity or performance. 

●  Unwelcome visual conduct such as displays of sexually suggestive objects, pictures, 

posters, written material, cartoons, or drawings; graffiti of a sexual nature; or use of 

obscene gestures. 

●  Unwelcome physical conduct such as unwanted touching, pinching, kissing, patting, 

hugging, blocking of normal movement, or assault; or interference with work or 

study directed at an individual because of the individual’s sex, sexual orientation, or 

gender. 

●  Threats, demands, or pressure to submit to sexual requests in order to keep a job or 

academic standing or to avoid other losses, and offers of benefits in return for 

sexual favors. 

  

This policy applies to all phases of employment, including, but not limited to, recruiting, testing, 

hiring, upgrading, promotion, demotion, transfer, layoff, termination, rates of pay, benefits, and 

selection for training. 
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If you believe you have been subjected to unlawful harassment or discrimination, please follow 

the complaint procedure outlined below. Employees must report conduct prohibited by this 

policy whether or not they are personally involved. 

  

UNLAWFUL RETALIATION 

  

AIMS prohibits retaliation against any employee because of the employee’s opposition to a 

practice or conduct the employee reasonably believes to be unlawful or because of the 

employee’s lawfully protected participation in an investigation or proceeding. Any retaliatory 

adverse action because of such opposition or participation may be unlawful and will not be 

tolerated. All such retaliation is unlawful. 

  

If you believe you have been subjected to unlawful retaliation, please follow the complaint 

procedure outlined below. 

  

COMPLAINT PROCEDURE—DISCRIMINATION, HARASSMENT, RETALIATION 

  

Employees must report all incidents believed to be unlawful discrimination, harassment, or 

retaliation. If you believe you have been subjected to any form of such unlawful conduct, submit 

a complaint, preferably in writing, to your supervisor or Human Resources. If these individuals 

are not available, or in the event that you believe that one of these individuals has engaged in 

inappropriate behavior in violation of these policies, submit a complaint to any other supervisor 

as soon as possible. Supervisors must report any and all conduct of which they are made aware, 

which violates, or may violate, policies regarding unlawful discrimination, harassment, or 

retaliation to the Superintendent of AIMS or other upper-level managers, as appropriate. Your 

complaint should be specific and should include the names of the individuals involved and the 

names of any witnesses. 

  

AIMS encourages all employees to immediately report any incidents of unlawful discrimination, 

harassment, and/or retaliation so that complaints can be quickly and fairly resolved. If you 

receive such a complaint from a fellow employee, report it immediately to your supervisor or the 

Superintendent of AIMS. If these individuals are not available, report it to any other supervisor.  

All complaints will be handled as confidentially as possible and information will be disclosed 

only as it is necessary to complete the investigation and resolve the matter. 

  

Upon notice of such a complaint, AIMS will promptly undertake an effective, thorough, and 

objective investigation and attempt to resolve the situation. If AIMS determines that unlawful 

conduct or a violation of applicable policies has occurred, effective remedial action will be taken 

in accordance with the circumstances involved. Any employee determined by AIMS to be 

responsible for unlawful discrimination, harassment, and/or retaliation will be subject to 
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appropriate disciplinary action, up to and including termination. Appropriate action will also be 

taken to deter future conduct. 

  

There will be no retaliation against any employee who brings a complaint in good faith or who 

honestly assists in investigating such a complaint, even if the investigation produces insufficient 

evidence that there has been a violation, or if the charges cannot be proven. 

  

ANTI-VIOLENCE POLICY 

  

AIMS is committed to providing a workplace that is free from acts of violence or threats of 

violence. In keeping with this commitment, AIMS has established a strict policy that prohibits 

any employee from threatening or committing any act of violence in the workplace, while on 

duty, while on school-related business, or while operating any vehicle or equipment owned or 

leased by AIMS. This policy applies to all employees. 

In order to achieve our goal of providing a workplace that is secure and free from violence, 

AIMS must enlist the support of all employees. Compliance with this policy and our 

commitment to a zero-tolerance policy with respect to workplace violence is every employee’s 

responsibility. 

Compliance with this anti-violence policy is a condition of employment. Due to the importance 

of this policy, employees who violate any of its terms, who engage in or contribute to violent 

behavior, or who threaten others with violence may be subject to disciplinary action, up to and 

including immediate termination. 

  

Employees are required to report any incident involving a threat of violence or act of violence 

immediately to their supervisor, Head of Schools, or Superintendent. If these individuals are not 

available, report the incident to any other supervisor and report the incident to the Superintendent 

as soon as he or she is available. All reports will be investigated by AIMS and appropriate 

corrective action will be taken. 

  

If an employee becomes aware of an imminent act of violence, a threat of imminent violence, or 

actual violence, emergency assistance must be sought immediately. In such situations, the 

employee should contact the law enforcement authorities by dialing 911. Immediately after 

contacting the law enforcement authorities, the employee must report the incident to the 

Superintendent. 

  

Employees should immediately inform their supervisor or the Head of School about any 

workplace security hazards. If these individuals are not available, the employee should 

immediately inform any other supervisor so that appropriate action can be taken. 

  

188 of 253Powered by BoardOnTrack

AIMS K-12 College Prep Charter District - Governance Committee Meeting - Agenda - Tuesday October 2, 2018 at 6:00 PM



 

Page 115 of 145 

 

There will be no retaliation against any employee who brings a complaint in good faith under the 

Workplace Anti-Violence Policy or who honestly assists in investigating such a complaint, even 

if the investigation produces insufficient evidence that there has been a violation, or if the 

charges cannot be proven. However, disciplinary action may be taken against employees who, in 

bad faith, make false or frivolous accusations. 

  

DRUG AND ALCOHOL ABUSE POLICY 

  

Our employees are our most valuable resource, and their own health and safety are therefore 

serious concerns. We will not tolerate any drug or alcohol related conduct that imperils the health 

and well-being of our employees. Further, the use of illegal drugs and abuse of controlled 

substances is inconsistent with law abiding behavior expected of all citizens. Employees who use 

illegal drugs or abuse other controlled substances or alcohol tend to be less productive, less 

reliable, and prone to greater absenteeism resulting in the potential for increased cost and risk. 

   

We believe our employees have the right to work in an alcohol and drug-free environment and to 

work with persons free from the effects of alcohol and drugs. Employees who abuse alcohol or 

drugs are a danger to themselves, students, and to other employees. We are therefore committed 

to maintaining a safe and healthy workplace free from the influence of alcohol and drugs.  We 

hope all employees will join with us in achieving our goal of a safe and productive drug-free 

workplace. 

  

For purposes of this policy, “illegal drugs” includes, but is not limited to, substances that are 

prohibited by law (such as cocaine, heroin, etc.), controlled substances, marijuana (including 

medicinal marijuana), and prescription drugs (if they are not prescribed for the person using 

them and/or not being used as prescribed). “Drug paraphernalia” means any accessory for the 

use, possession, manufacture, distribution, dispensation, purchase, or sale of illegal drugs.  

“Under the influence” means that the employee is affected by alcohol and/or illegal drugs in any 

detectable manner. 

  

Prohibited Use 

  

AIMS prohibits the following: 

  

●    Use, possession, manufacture, distribution, dispensation, purchase, or sale of 

alcohol (if unauthorized), illegal drugs, or drug paraphernalia on AIMS premises 

or AIMS business or during working hours. 

●    Storing alcohol (if unauthorized), illegal drugs, or drug paraphernalia in a locker, 

desk, automobile, or other repository on AIMS premises. 
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●    Being under the influence of alcohol (if unauthorized) or illegal drugs on AIMS 

premises or AIMS business or during working hours. 

●    Refusing to submit to an inspection when requested by management. 

●    Failure to keep all prescribed medicine in its original container, which identifies 

the drug, date of prescription, and the prescribing doctor. 

●    Smoking and the use of any tobacco products on AIMS property including AIMS-

owned, leased, or contracted buildings, and in AIMS vehicles at all times, by all 

persons, including employees, students, and visitors at any school or AIMS site or 

attending any school-sponsored events. 

Employees are required to notify administration of any criminal drug and alcohol statute 

conviction for a violation occurring in the workplace no later than five (5) days after such 

conviction. Within thirty (30) days of receiving the notice, AIMS shall take appropriate 

administrative or disciplinary action. 

  

In addition, if you are required to take any kind of prescription or nonprescription medication 

that will affect your job performance, you are required to report this to your supervisor.  Your 

supervisor will determine if it is necessary to temporarily place you on another assignment or 

take other action as appropriate to protect the safety of you, other employees, and students. 

  

Searches 

  

AIMS may at times conduct unannounced searches of AIMS property for alcohol, illegal drugs, 

drug paraphernalia, and/or unauthorized controlled substances or to ensure compliance with this 

or any other policy. This includes desks, storage areas, and rooms normally used to store 

employees’ personal property. As a result, employees do not have an expectation of privacy in 

this regard. 

  

Additionally, whenever AIMS suspects that an employee has sold, purchased, used, or possessed 

alcohol, illegal drugs, drug paraphernalia, and/or unauthorized controlled substances on AIMS 

premises, AIMS may inspect the employee’s personal effects (including parcels, purses, bags, 

and briefcases) or automobile on AIMS property. As a result, employees do not have an 

expectation of privacy in this regard. 

  

Violations 

  

Compliance with this policy is a condition of employment at AIMS. Failure or refusal of an 

employee to cooperate fully, sign any required document, or submit to any inspection will result 

in discipline, up to and including termination. Furthermore, any violations of this policy may 

result in disciplinary action, up to and including termination, at AIMS’ sole discretion. 
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Employees should be aware that participation in a rehabilitation program will not necessarily 

prevent the imposition of disciplinary action, including termination, for violation of this policy.  

Employees who undergo voluntary counseling or treatment and who continue to work, if any, 

must meet all established standards of conduct and job performance. 

  

Because the use, sale, purchase, possession, or furnishing of an illegally obtained substance is a 

violation of the law, AIMS may report such illegal drug activities to an appropriate law 

enforcement agency. 

  

IMMIGRATION COMPLIANCE 

  

AIMS is committed to full compliance with federal and state immigration laws. These laws 

require that all individuals pass an employment verification procedure before they are permitted 

to work. This procedure has been established by law and requires that every individual provide 

satisfactory evidence of his or her identity and legal authority to work in the United States no 

later than three business days after he begins work. Accordingly, all new hires must go through 

this procedure. 

  

EMPLOYEE CLASSIFICATIONS 

  

Upon hiring, all employees are classified as exempt or nonexempt, full-time or part-time, and 

regular or temporary. All employees are either exempt or nonexempt according to provisions of 

applicable wage and hour laws. These classifications do not guarantee employment for any 

specific length of time. Employment is at the mutual consent of the employee and AIMS.  

  

Exempt Employees 

  

Pursuant to the federal Fair Labor Standards Act and applicable state laws, exempt employees 

are those who exercise the requisite degree of discretion and independent judgment and perform 

certain administrative, professional, and/or executive duties, or those who are considered 

outside/inside sales personnel under the law.  Exempt employees are not entitled to overtime pay.  

  

Non-Exempt Employees 

  

Pursuant to the Fair Labor Standards Act and applicable state laws, non-exempt employees are 

entitled to overtime pay. Non-exempt employees may have to work hours beyond their normal 

schedules as work demands require. If this results in working more than 8 hours in one day or 40 

hours in one week, non-exempt employees will receive overtime compensation in accordance 

with state and federal law. Non-exempt employees are required to take meal and rest periods in 

the manner described in this Handbook. 
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Regular Employees 

  

Regular employees are those who are hired to work on a regular schedule. Regular employees 

may be classified as full-time or part-time. 

  

Full-Time Employees 

  

An employee who is regularly scheduled to work and regularly works at least 40 hours per week 

is considered a regular full-time employee. 

  

Part-Time Employees 

  

An employee who is regularly scheduled to work and regularly works fewer than 40 hours but 

more than 30 hours per week is considered a regular part-time employee with benefits. An 

employee who is regularly scheduled to work and regularly works fewer than 30 hours per week 

is considered a regular part-time employee WITHOUT benefits. A regular part-time employee 

WITHOUT benefits is not eligible to earn, accrue, or participate in any AIMS benefits program, 

except as otherwise required by law, such as Paid Sick Leave. 

  

Temporary Employees 

  

An employee who is hired for a particular project or job of limited or definite duration (short-

term) is considered a temporary employee. A temporary employee is not eligible to earn, accrue, 

or participate in any AIMS benefits program, except as otherwise required by law. 

An employee will not change from one status to any other status or classification simply because 

of the number of hours that the employee is scheduled to work or the length of time spent as an 

employee. The status of a temporary employee may change only if the employee is notified of 

the change in status, in writing, by the Head of School or Superintendent. 

  

JOB DUTIES 

  

You will receive a job description and your supervisor will explain your job responsibilities and 

the performance standards expected of you. Be aware that your job responsibilities may change 

at any time during your employment. From time to time, you may be asked to work on special 

projects or to assist with other work necessary or important to the operation of AIMS. Your 

cooperation and assistance in performing such additional work is expected. 
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AIMS reserves the right, at any time, with or without notice, to transfer, demote, suspend, 

administer discipline, change job responsibilities, and change the terms and conditions of 

employment at its sole discretion. 

  

PAYMENT OF WAGES 

  

Employees are paid semi-monthly (twice per month). If a payday falls on a weekend or holiday, 

employees will be paid on the preceding workday. Employees are required to report any 

overpayment of wages to the Office. Any discrepancies or shortages in the calculation of wages 

should be reported as soon as possible after payday. 

  

EXPENSE REIMBURSEMENTS 

  

Employees shall be reimbursed for approved out-of-pocket expenditures for materials and 

supplies. All expenses claimed must be recorded on a reimbursement form and submitted with 

the original receipts for pre-approval of the Head of Schools or designee. If permission for the 

expenditure is not requested and approved before the purchase, reimbursement is not guaranteed. 

  

OVERTIME 

  

All non-exempt employees are required to obtain approval from their supervisor prior to working 

overtime. Failure to obtain such approval may subject an employee to discipline, up to and 

including termination. Overtime compensation will be paid in accordance with all state and 

federal laws. 

  

WORKDAY AND WORKWEEK 

  

The work schedule for employees shall be in accordance with the 2017-2018 school year 

calendar, and each employee’s employment agreement, should one exist. 

For purposes of calculating overtime, AIMS’ standard workweek begins on Sunday at 12:01 a.m. 

and ends on Saturday at 12:00 a.m. (midnight).  The standard workday is 12:01 a.m. to 12:00 

a.m. (midnight) each day. 

  

MEAL AND REST PERIODS 

  

Meal Periods: All non-exempt employees must take an uninterrupted meal period of at least 30 

minutes each day they work more than 5 hours. You must commence the meal period before you 

complete your fifth hour of work. Thus, if you begin working at 8:30 a.m., for example, you 

must take your meal period prior to 1:30 p.m.  In addition, you must record the actual times that 

you stop and start work to take a meal period. All non-exempt employees must take an 
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uninterrupted meal period of at least 30 minutes each day they work more than 10 hours.  You 

must commence the meal period before you complete your tenth hour of work.  Meal periods are 

unpaid. 

  

Rest Periods: All non-exempt employees are authorized, permitted, and strongly encouraged to 

take a 10-minute rest period every 4 hours worked or major fraction thereof.  Ordinarily, this 

amounts to two 10-minute rest periods per 8-hour workday.  The first rest period should be taken 

roughly in the middle of the 4-hour work period prior to lunch, and the second rest period should 

be taken roughly in the middle of the 4-hour work period following lunch.  You do not need to 

record the times of these rest periods.  You will be paid for the time spent on your rest periods. 

  

During your meal periods and rest periods, you may not work at all. You are excused from all 

duties. In addition, please understand that you may not join together required meal or rest periods 

in order to take a longer break. Also, you may not miss a required meal or rest period in order to 

start work later or leave work earlier. 

  

In the rare event that you believe you cannot take a meal or rest period, or you are unable to take 

a full meal or rest period pursuant to AIMS policy, you must notify your supervisor in advance 

whenever possible (and, in any event, as soon as possible) so that the proper measures may be 

taken. 

  

Failure to comply with the AIMS’ policy regarding meal and/or rest periods can lead to 

discipline, up to and including termination. 

  

TIMEKEEPING 

  

To ensure compliance with all applicable laws, non-exempt employees must accurately record all 

hours worked. This means they must clock in and out whenever they begin, cease, or resume 

working during the course of a workday. While you need not clock out and in during your rest 

periods, you must clock out and in during your meal periods. Under no circumstances may one 

employee clock in or out for another employee.  

Exempt employees may also be expected to record their time worked and report absences from 

work due to personal needs or illness. 

  

Recording inaccurate time on your timesheet or recording time on another employee’s timecard 

is a violation of AIMS policy and may result in discipline, including immediate termination.  

Employees are strictly prohibited from working “off the clock” or failing to record all time 

worked. Falsification of any timecard may result in disciplinary action, up to and including 

termination. 
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PERSONNEL FILES AND RECORD KEEPING PROTOCOLS 

  

The Head of School or his or her designee shall maintain a confidential personnel file for each 

employee. All information in personnel files is strictly confidential, as is all payroll information.  

Any employee who violates this confidentiality is subject to discipline including discharge. 

  

To keep our personnel records accurate and to comply with state and federal laws, you must 

notify your supervisor immediately of any change(s) in the following personnel information: 

  

●    Your name (whether by marriage or otherwise). 

  

●    Your home address and telephone number. 

  

●    Who to inform in case of an emergency, including names and home and work 

telephone numbers and addresses. 

  

●    Withholding tax information (your marital status and correct number of 

dependents). 

  

●    Completion of education. 

  

●    Change of beneficiary on group life insurance. 

  

PERFORMANCE APPRAISALS 

  

At regular intervals, your immediate supervisor will provide you with a written evaluation of 

your work performance. The purpose of these reviews is to identify strengths, recognize areas for 

improvement and skill development, encourage growth, and develop strategies within a 

supportive team. This evaluation typically includes ratings in the following areas: quantity and 

quality of work, work habits and attitudes, interpersonal skills, dependability, and attendance. 

For new employees, there will be an interim performance review after the first ninety (90) days 

of employment, which will include an employee self-evaluation. For returning employees, 

performance evaluations will be completed annually. Your supervisor will discuss the evaluation 

with you and a copy of the completed form will be given to you. If you do not receive your 

evaluation, ask your supervisor about it. The performance appraisal form also offers you an 

opportunity to indicate if you believe you are working out of class, i.e. whether you are 
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performing duties different from the ones listed in your class description. It is important for you 

to provide this information so that your position is classified and compensated appropriately. 

  

All employees shall have the right to make their own written comments in response to the 

observations or review findings. This response will be attached to the observation and/or 

evaluation and kept in the employee’s confidential personnel file. 

  

EMPLOYEE DISCIPLINARY ACTION: CAUSES FOR SUSPENSION, DEMOTION, 

AND DISMISSAL 

  

The following conduct is prohibited and will not be tolerated by AIMS. This list of prohibited 

conduct is illustrative only; other types of conduct injurious to security, personal safety, 

employee welfare, and AIMS’ operations also may be prohibited. Violation of the following 

standards may result in disciplinary action, up to and including immediate termination. 

  

●    Falsification of employment records, employment information, or other AIMS 

records. This includes making false statements or omitting material information in 

the application procedure for employment. 

  

●    Falsifying any time record. 

  

●    Theft, damage, or destruction of any AIMS property or the property of any 

employee or client. 

  

●    Removing or borrowing AIMS property without prior authorization. 

  

●    Unauthorized use of AIMS equipment, time, materials, or facilities. 

  

●    Provoking a fight or fighting during working hours or on AIMS property. 

  

●    Participating in horseplay on work time or on AIMS premises. 

  

●    Carrying firearms or any other dangerous weapons on AIMS premises at any time. 

  

●    Causing, creating, or participating in a disruption of any kind during working 

hours. 

  

●    Insubordination, including, but not limited to, failure or refusal to obey the 

legitimate orders or instructions of a supervisor or member of administration, or 
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the use of abusive or threatening language toward a supervisor or member of 

administration. 

●    Using abusive, profane, threatening, indecent, or foul language and/or having 

inappropriate physical contact with students or other employees at any time on 

AIMS premises. 

●    Unreported absences. 

●    Failure to observe working schedules, including meal and rest periods. 

●    Sleeping or malingering on the job. 

●    Working overtime without authorization or refusing to work assigned overtime. 

●    Working “off the clock” or failing to record or report all hours worked. 

●    Failing to keep confidential information pertaining to students. 

●    Violation of any safety, health, security, or other AIMS policies, rules, or 

procedures. 

●    Committing a fraudulent act or a breach of trust under any circumstances. 

●    Engaging in unlawful harassment, discrimination, or retaliation. 

●    Making false or malicious statements about any employee or AIMS. 

●    Gambling of any type on AIMS premises. 

●    Intentionally supplying false information in order to obtain a leave of absence or 

other benefits from AIMS. 

●    Poor attendance, including, but not limited to, habitual tardiness and/or 

absenteeism, leaving early without permission, absence from work without 

permission, and abuse of time during work hours, to the extent permitted by law. 

●    Unsatisfactory work performance. 

●    Performing unauthorized work on AIMS work time. 

●    Failure to report incidents of child abuse. 

●    Willful and persistent violation of provisions of the Education Code or the Board 

of Education or school charter. 

  

For employees with a written contract of employment that provides for termination “For Cause,” 

“Cause” shall include, but is not limited to: breach of the employment agreement or the 

employee’s failure to perform his/her duties as set forth in the employment agreement, as defined 

by law, or as specified in the employee’s job specification; the employee’s failure or refusal to 

comply with the lawful and reasonable direction of his/her supervisor, or the policies, standards 

and/or rules of AIMS; if it is determined that employee has conducted him/herself in an 

unprofessional, unethical, illegal or fraudulent manner, or has acted in a manner detrimental to 

the reputation, character or standing of AIMS.  
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USE OF AIMS TELEPHONES, INTERNET, AND E-MAIL SYSTEM 

  

Telephones in AIMS schools and offices are to be used only for official business with the 

exception of a personal emergency in which conversations must be kept as brief as possible. 

Outgoing personal calls should be made on your personal cell phone only during lunch and break 

periods so that they will not interfere with work. Personal business, including the handling of 

personal mail, e-mail, text messages, and telephone calls should be completed outside of your 

working hours. Remember that your AIMS’ email account is reserved for AIMS’ business 

purposes only.  

  

Employees are reminded that AIMS various electronic communications systems, including, but 

not limited to, its electronic devices, computers, telephones, e-mail accounts, video conferencing, 

voice mail, facsimiles, internal and external networks, computers, PDAs, tablets, and AIMS-

issued cell phones, are the property of AIMS. All communications and information transmitted 

by, received from, or stored in these systems are AIMS records. 

  

As a result, AIMS may, and does, monitor its employees’ use of these electronic communication 

systems, including for social media activities, from time to time, AIMS may monitor such 

activities randomly, periodically, and/or in situations when there is reason to believe that 

someone associated with the school has engaged in a violation of this, or any other, AIMS 

policy. As a result, employees do not have a reasonable expectation of privacy in their use of or 

access to AIMS’ various electronic communications systems. 

  

Your use of the AIMS’ e-mail, internet, and computer systems has no guarantee of privacy 

  

CHANGE OF CONTACT INFORMATION 

  

Promptly report any change of home address or telephone number by completing a name and 

address card with the current information and submitting it to your time reporter. 

  

PERSONAL PROPERTY 

  

It is your responsibility to ensure that your handbag, wallet, and other personal property are kept 

locked in a safe place while at work. The school is not responsible for damage to, or theft of, 

private property, unless the school has been negligent. We recommend that employees not bring 

expensive items to school which may be stolen, such as iPads, mobile phones, and jewelry. The 

school does not accept responsibility for these items and is therefore not obliged to pay 

compensation for lost or stolen items. 
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SOLICITATION & DISTRIBUTION 

  

AIMS feels very strongly that work time is for work. Therefore, in the interests of our students, 

there will be no solicitation of any kind by any employee during the working time of the 

employee soliciting or the employee being solicited. Solicitation is permitted only during non-

working time, such as break times, meal periods, and before checking in for work or after 

checking out of work. In addition, distribution of literature is prohibited during working time and 

in working areas. Exceptions to this rule for charitable organizations or charitable purposes 

require the advance approval of the Head of School. 

  

Non-employees are prohibited from solicitation and distribution for any purpose on AIMS 

premises at any time. 

  

Employees are not to utilize AIMS facilities or return to the work site outside of regular working 

hours unless prior approval from the Head of School has been granted. Employees may be on 

AIMS premises only when they are on duty, scheduled to work, or have received advance 

approval from the Head of School.  

  

HEALTH AND SAFETY POLICY 

  

The safety of students and staff is among the highest of priorities for AIMS. Injuries and 

illnesses create personal loss to employees, students, and their families, and reduce the AIMS’ 

ability to provide quality education. It is AIMS’ position that all accidents are preventable. Each 

employee is expected to obey safety rules and to exercise caution in work activities. Site 

administrators have primary responsibility for providing a safe working and learning 

environment and are accountable for ensuring strict compliance with applicable health and safety 

requirements. All supervisory employees, from executives to first line supervisors, share 

responsibility for ensuring the safety of students and staff. Employees should immediately 

inform their supervisor about any workplace accidents or security hazards. If this individual is 

not available, the employee should immediately inform any other supervisor so that appropriate 

action can be taken. 

  

Employees should not transport students unless it relates to a school function and has been 

approved by AIM Schools. 

  

When an accident or injury occurs on school property, it should be reported immediately to the 

Site Administrator. An Incident Report form should be completed as soon as possible. This form 

is available at the front office. 
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FINGERPRINT POLICY 

  

All employees of the AIMS are fingerprinted and the prints are transmitted to the California 

Department of Justice and the Federal Bureau of Investigation for a criminal conviction records 

check. Employee will bear the cost of DOJ background checks.  No employee will be permitted 

to perform any of the duties of his/her position until this processing has been completed and it is 

determined that there is no criminal conviction that would prohibit the employee from working 

with students and staff. 

 

INFORMATION PROTECTION POLICY 

  

It is the policy of AIMS to protect sensitive and confidential information. Every employee of the 

school district must ensure the proper protection of information, either in paper or electronic 

form. Employees are not to take sensitive records home nor leave them lying unprotected in the 

open, such as on a desk, where they can be accessed. Employees are not to convert sensitive 

information into an electronic format and send it unprotected through email or over the internet. 

Whenever requests for access to information are made, employees should check with the data 

owner (specified individuals who collect or use the information on behalf of AIMS). It is best to 

err on the side of protecting information. 

  

All information relating to students including names, addresses, contact numbers, and progress 

information is confidential information and may not be shared with unauthorized parties. All 

records concerning pupils shall be kept strictly confidential and be maintained in separate files. 

  

Please note: The release of unauthorized confidential information may result in immediate 

dismissal and the filing of criminal charges. When in doubt, check with the supervisor and Head 

of School. 
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NEW HIRES 

  

Classroom and instructional aides must submit all required paperwork listed below to the Human 

Resources Generalist.  

  

Please review the checklist below and check with the Human Resources Office if you need any 

forms: 

 

  Requirements 

1. A cover letter, resume, and official transcripts (from all colleges and universities you 

attended). 

2. TB Test Result (must be administered within the last 4 years). 

4. A receipt for your Livescan background check for FBI and DOJ. (Note: if we do not get a 

result within 2 weeks, it is your responsibility to follow-up). 

5. W-4 forms and health insurance enrollment forms.  It is the employee’s responsibility to 

report any changes in filing status to HR and to fill out a new W-4 form. 

6. Proof of registration for any tests you need: CBEST, CSET, Teaching Foundations, etc. 

7. Credential Clearance or proof of enrollment in a credentialing program. 

8. Pick up keys and complete supply order list. 

  

  

AIM schools will work with universities to complete the credential program. 

  

Keep the administrator informed of your progress toward completing your credential program. 
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AIMS teachers are required to hold a current California Commission on Teacher 

Credentialing certificate, permit, or other document equivalent to that which a teacher in 

other public schools would be required to hold. 

 

EMPLOYEE DISPUTE RESOLUTION PROCESS 

  

AIMS offers dispute resolution procedures to provide employees who have a complaint 

concerning conditions of employment with an internal avenue for resolution. The concern or 

complaint will heard by the Site Administrator. He or she, or any designee, will be accessible 

and ready to hear suggestions and complaints. The school cannot act on any problem unless it is 

aware of it, so complaints must be put in writing as soon as possible. The Site Administrator will 

provide a written response within five (5) business days. If the response is not satisfactory to the 

complainant, then the complaint may be submitted in writing to the Board and will be placed on 

the agenda for the next regular Board meeting. The Complainant may address the Board and 

make a suggestion for resolution. The Board will issue a written response within five (5) 

business days. The Board’s decision shall be final. 

  

   

STAFF DRESS CODE POLICY 

  

AIMS employees are here to serve as role models for our students. We are to set the standard for 

professionalism and proper dress and should always project a professional image when on 

campus. The Staff Dress Code applies to all AIMS employees on all campuses with the 

exception of the P.E. aides and athletic coaches. 

  

Appropriate dress for staff: 

  

1.   Dresses and skirts no shorter than three inches above the knee. The slit of a dress 

or skirt must come no higher than three inches above the knee. 

  

2.   Jeans are only permitted on Fridays with a professional top (blazer, dress-shirt, 

blouse). 

  

3.   Low-cut blouses, see-through clothing, off the shoulder, halter style, or clothing 

which reveals the midriff are not permitted. 

  

4.   Shoes and sandals without a back strap are not permitted. Flip-flops are not 

allowed. 
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5.   Athletic garments such as shorts, shoes/sneakers are only permitted for physical 

education teachers or coaches. 

  

6.   Tattoos that are considered offensive, racist, vulgar, show scenes of violence, 

drug-related, contain strong sexual imagery, gang related or contain obscene 

phrases may not be visible. 

  

7.   Collared shirts are preferred. 

  

The following clothing items are not permitted: 

  

1.      Jeans (except on Fridays) 

2.      Carpenter or cargo pants 

3.      Shorts 

4.      T-shirts 

5.      Hooded sweatshirts 

6.      Tank tops/ halter tops 

7.      Flip-flops 

  

There may be occasions when an employee may need to wear certain clothing for medical or 

religious reasons.  In this case, the employee must request an exception from the Head of School 

and may be asked to provide medical documentation that clearly describes the deviation from 

this dress code policy. 

  

If you have any questions, please ask your Supervisor. 
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SECTION 6: LEAVES AND VACATION 

  

VACATION/PERSONAL LEAVE 

  

Vacation time is granted to employees as defined in the current year school calendar (holidays 

and school breaks) and in each employee’s employment agreement, if one exists. 

  

In addition to the paid school holidays listed on the school calendar, classified employees (not 

Teachers) will accrue paid personal/vacation time per month beginning immediately upon hire, 

  

as defined in their employment agreement. There is a cap on personal/vacation day accrual.  

Once the classified employee’s personal/vacation time reaches the maximum stated in his or her 

employment agreement, further accrual is suspended until the employee has reduced the balance 

below this limit.  In such a case, no personal/vacation time will be earned for the period in which 

the classified employee’s personal/vacation time was at the maximum. Accrued but unused 

personal/vacation will carry over from year to year, subject to this maximum accrual. Accrued 

but unused personal/vacation time will be paid out upon termination. Classified employees may 

use personal/vacation time beginning on the 30th day of employment. Personal/vacation time 

may be taken in minimum increments of two hours. Employee must provide his/her supervisor 

with reasonable advance notification, in writing, of the need to use personal/vacation days, if 

foreseeable. Requests for personal/vacation time may be denied based on the needs of the 

Charter School, or if adequate notice is not provided by the Employee.  

  

PAID SICK LEAVE (PSL) 

  

In satisfaction of the California Healthy Workplaces, Healthy Families Act, employees will be 

allotted PSL beginning immediately upon the effective date of employment as specifically 

provided in each employee’s employment agreement. For employees with no employment 

agreement, PSL will be granted according to law. Employees with no employment contract 

should contact Human Resources for a statement of your PSL allotment. 

  

PSL days are not accrued on an as-worked basis but rather are allotted to eligible employees on 

the first day of work each contract year for use in the current year. Employees may use PSL 

beginning on the 30th day after the effective date of employment. Employees may use their 

accrued PSL to take paid time off for the diagnosis, care, or treatment of an existing health 

condition of (or preventative care for) the employee or the employee’s family member.  

Employee may also use PSL to take time off from work for reasons related to domestic violence, 
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stalking, or sexual assault. For purposes of this policy, “family member” means a child, parent, 

spouse, registered domestic partner, grandparent, grandchild, or sibling of the employee. “Child” 

means a biological child, a foster child, an adopted child, a step-child, a child of a registered 

domestic partner, a legal ward, or a child of a person standing in loco parentis. “Parent” means a 

biological, foster, or adoptive parent, a step-parent, or a legal guardian of the employee or the 

employee’s spouse or registered domestic partner. “Spouse” means a legal spouse, as defined by 

California law. 

  

Up to 72 hours of accrued PSL may be carried over from year to year.  Accrued but unused PSL 

in excess of 72 hours may not be carried over from year to year and will not be paid out upon 

termination. 

  

PSL may be taken in minimum increments of two hours. Employee must provide reasonable 

advance notification, orally or in writing, of the need to use PSL, if foreseeable. If the need to 

use PSL is not foreseeable, Employee must provide notice as soon as practicable. 

  

FAMILY AND MEDICAL LEAVE 

  

Eligible employees may request a family and medical leave of absence under the circumstances 

described below. Eligible employees are those who have been employed by the AIMS for at least 

12 months (not necessarily consecutive), have worked at least 1250 hours during the 12 months 

immediately prior to the family and medical leave of absence, and are employed at a worksite 

where there are 50 or more employees of the AIMS within 75 miles. 

  

Ordinarily, you must request a planned family and medical leave at least 30 days before the leave 

begins. If the need for the leave is not foreseeable, you must request the leave as soon as 

practicable. You should use the AIMS’ request form, which is available upon request from 

Human Resources. Failure to comply with this requirement may result in a delay of the start of 

the leave. 

  

A family and medical leave may be taken for the following reasons: 

  

1.  The birth of an employee’s child or the placement of a child with the employee for 

foster care or adoption, so long as the leave is completed within 12 months of the birth 

or placement of the child; 

  

2.  The care of the employee’s spouse, child, parent, or registered domestic partner with a 

“serious health condition”; 

  

3.  The “serious health condition” of the employee; 
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4.  The care of the employee’s spouse, child, parent, or next of kin who is a member of the 

Armed Forces, including a member of the National Guard or Reserves, and who is 

undergoing medical treatment, recuperation, or therapy, is otherwise in outpatient 

status, or is otherwise on the temporary disability retired list, for a serious injury or 

illness; or 

  

5.  Any qualifying exigency as defined by the applicable regulations arising out of the fact 

that the employee’s spouse, child, or parent is on active duty (or has been notified of an 

impending call or order to active duty) in the Armed Forces in support of a contingency 

operation. 

  

A “serious health condition” is one that requires inpatient care in a hospital or other medical care 

facility or continuing treatment or supervision by a health care provider. You may take a leave 

under paragraph (2) above only if due to a serious health condition, your spouse, child, parent, or 

registered domestic partner requires your care or assistance as certified in writing by the family 

member’s health care provider. If you are seeking a leave under paragraph (3) above, you must 

provide the AIMS with a medical certification from your healthcare provider establishing 

eligibility for the leave, and you must provide the AIMS with a release to return to work from the 

health care provider before returning to work. You must provide the required medical 

certification to the AIMS in a timely manner to avoid a delay or denial of leave.  You may obtain 

the appropriate forms from Human Resources. 

  

Family and medical leave may be taken for up to 12 work-weeks during the designated 12-month 

period (with the exception of qualifying leaves to care for a member of the Armed Services who 

has a serious illness or injury, which may be taken for up to a total of 26 workweeks of leave 

during a single 12-month period). The 12 month period will be defined as a “rolling twelve 

months” looking backward over the preceding 12 months to calculate how much family and 

medical leave time has been taken and therefore determine the amount of leave that is available.  

All time off that qualifies as family and medical leave will be counted against your state and 

federal family and medical leave entitlements to the fullest extent permitted by law. 

  

You will be required to use any vacation/personal leave during unpaid family and medical leave.  

You will also be required to use any accrued paid sick leave during unpaid family and medical 

leave that is due to your own or a family member’s serious health condition. However, if an 

employee is receiving benefit payments pursuant to a disability insurance plan (such as 

California’s State Disability Insurance plan or Paid Family Leave program) or workers’ 

compensation insurance plan, the employee and AIMS may mutually agree to supplement such 

benefit payments with available vacation and/or paid sick leave. 
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During a family and medical leave, group health benefits will be maintained as if you were 

continuously employed. However, you must continue to pay your share of applicable premiums 

(for yourself and any dependents) during the leave. 

  

If you do not return to work on the first workday following the expiration of an approved family 

and medical leave, you will be deemed to have resigned from your employment. Upon returning 

from such a leave, you will normally be reinstated to your original or an equivalent position and 

will receive pay and benefits equivalent to those you received prior to the leave, as required by 

law. In certain circumstances, “key” employees may not be eligible for reinstatement following a 

family and medical leave. AIMS will provide written notice to any “key” employee who is not 

eligible for reinstatement. 

  

If you have any questions concerning, or would like to submit a request for a family and medical 

leave of absence, please contact Human Resources. 

  

PREGNANCY DISABILITY LEAVE 

  

AIMS provides pregnancy disability leaves of absence without pay to eligible employees who 

are temporarily unable to work due to a disability related to pregnancy, childbirth, or related 

medical conditions. Employees should make requests for pregnancy disability leave to their 

supervisor at least 30 days in advance of foreseeable events and as soon as possible for 

unforeseeable events. A health care provider’s statement must be submitted, verifying the need 

for such leave and its beginning and expected ending dates. Any changes in this information 

should be promptly reported to the AIMS.  Employees returning from pregnancy disability leave 

must submit a health care provider’s verification of their fitness to return to work. 

  

AIMS will make a good faith effort to provide reasonable accommodations and/or transfer 

requests when such a request is medically advisable based on the certification of a health care 

provider. When an employee’s health care provider finds it is medically advisable for an 

employee to take intermittent leave or leave on a reduced work schedule and such leave is 

foreseeable based on planned medical treatment because of pregnancy, AIMS may require the 

employee to transfer temporarily to an available alternative position. This alternative position 

will have equivalent rate of pay and benefits and must better accommodate recurring periods of 

leave than the employee’s regular job. 

  

Eligible employees are normally granted unpaid leave for the period of disability, up to a 

maximum of four months (or 17 1/3 weeks or 693 hours) per pregnancy.  Employees will be 

required to use any accrued paid sick time during any unpaid portion of pregnancy disability 

leave. Employees may also elect to use any accrued vacation time during any unpaid portion of 

pregnancy disability leave. If an employee is receiving benefit payments pursuant to a disability 

207 of 253Powered by BoardOnTrack

AIMS K-12 College Prep Charter District - Governance Committee Meeting - Agenda - Tuesday October 2, 2018 at 6:00 PM



 

Page 134 of 145 

 

insurance plan (such as California’s State Disability Insurance plan or Paid Family Leave 

program), the employee and AIMS may mutually agree to supplement such benefit payments 

with available vacation and/or paid sick leave. 

  

Benefit accrual, such as vacation, paid sick leave, and holiday benefits, will be suspended during 

the approved pregnancy disability leave period and will resume upon return to active 

employment. Group health benefits will be maintained during the approved pregnancy disability 

leave as if you were continuously employed. However, you must continue to pay your share of 

applicable premiums (for yourself and any dependents) during the leave. 

  

So that an employee’s return to work can be properly scheduled, an employee on pregnancy 

disability leave is requested to provide the AIMS with at least one week’s advance notice of the 

date she intends to return to work. 

  

When an approved pregnancy disability leave ends, the employee will be reinstated to the same 

position, unless the job ceased to exist because of legitimate business reasons. An employee has 

no greater right to reinstatement to the same position or to other benefits and conditions of 

employment than if she had been continuously employed in this position during the pregnancy 

disability leave or transfer. If the same position is not available, the employee will be offered a 

comparable position in terms of such issues as pay, location, job content, and promotional 

opportunities, if one exists. An employee has no greater right to reinstatement to a comparable 

position or to other benefits or conditions of employment than an employee who has been 

continuously employed in another position that is being eliminated. 

  

If you have any questions regarding pregnancy disability leave, please contact the Human 

Resources Department. 

 

UNPAID LEAVE OF ABSENCE (MEDICAL) 

  

In an effort to comply with its duty to accommodate employees with qualifying disabilities, 

AIMS will provide leaves of absence without pay when an employee is temporarily unable to 

work due to a mental or physical disability, certified in writing by his or her health care provider, 

unless such leave would cause an undue hardship to AIMS. Approved absences of less than two 

weeks are not treated as medical leaves of absences but rather as excused absences without pay.  

Employees granted unpaid medical leave have no right to guaranteed reinstatement. 

  

Benefit accrual, such as vacation, paid sick leave, and holiday benefits, will be suspended during 

an unpaid medical leave period and will resume upon return to active employment.  Unless 

otherwise required by law, AIMS does not continue to pay premiums for health insurance 
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coverage for employees on unpaid medical leave. However, if eligible, you may self-pay the 

premiums under the provisions of COBRA. 

  

 

DISCRETIONARY UNPAID LEAVE OF ABSENCE (NON-MEDICAL) 

  

AIMS may grant a discretionary leave of absence to employees in certain unusual circumstances.  

It is important to request any leave in writing as far in advance as possible, to keep in touch with 

your supervisor during your leave, and to give prompt notice if there is any change in your return 

date. If your leave expires and you have not contacted your supervisor or AIMS, AIMS will 

assume that you do not plan to return and that you have voluntarily terminated your employment.  

Employees do not continue to accrue vacation, paid sick leave, or holiday benefits while they are 

on unpaid discretionary leaves of absence. 

  

Unless otherwise required by law, AIMS does not continue to pay premiums for health insurance 

coverage for employees on discretionary unpaid leaves of absence. However, if eligible, you may 

self-pay the premiums under the provisions of COBRA. 

  

MILITARY LEAVE 

  

All employees who leave AIMS for active military service or military reserve duty will be placed 

on an unpaid military leave of absence. Employees are entitled to reinstatement upon completion 

of such military service or duty, provided an application for reinstatement is made within 90 days 

of discharge, or as otherwise provided by law. 

  

You may use accrued vacation time during military leave. Time spent on military leave counts 

for purposes of determining “length of service.” However, you will not accrue vacation or paid 

sick leave or receive holiday pay during military leave. 

  

JURY DUTY/WITNESS DUTY 

  

All employees who receive a notice of jury/witness duty must notify their supervisor as soon as 

possible so that arrangements may be made to cover the absence. In addition, employees must 

provide a copy of the official jury/witness duty notice to their manager. Employees must report 

for work whenever the court schedule permits. Either AIMS or the employee may request an 

excuse from jury/witness duty if, in AIMS’ judgment, the employee’s absence would create 

serious operational difficulties. 

  

Non-exempt employees who are called for jury/witness duty will be provided time off without 

pay. Exempt employees will receive their regular salary unless they do not work any hours 
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during the course of a workweek. Employees may elect to use any accrued vacation during 

jury/witness duty leave. 

 

In the event that the employee must serve as a witness within the course and scope of his or her 

employment with AIMS, AIMS will provide time off with pay. 

  

TIME OFF FOR VOTING 

  

AIMS encourages its employees to fulfill their civic responsibilities by participating in elections.  

Because polls are open from 7:00 a.m. until 8:00 p.m., employees generally are able to find time 

to vote either before or after their regular work schedule. If employees are unable to vote in an 

election during their non-working hours and have not requested an absentee ballot, then AIMS 

will grant up to two hours of paid time off to vote. 

  

Employees must request time off to vote from their supervisor at least two working days prior to 

the election day. Advance notice is required so that the necessary time off can be scheduled at 

the beginning or end of the work shift, whichever provides the least disruption to the normal 

work schedule. 

  

Employees must submit a voter’s receipt on the first working day following the election to 

qualify for paid time off. 

  

EMERGENCY DUTY/TRAINING LEAVE 

  

In California, no employee shall receive discipline for taking time off to perform emergency 

duty/training as a volunteer firefighter, reserve peace officer, or emergency rescue personnel.  If 

you are participating in this kind of emergency duty/training, please alert your supervisor so that 

he or she may be aware of the fact that you may have to take unpaid time off for emergency 

duty/training. In the event that you need to take time off for emergency duty/training, please alert 

your supervisor before doing so whenever possible. Time off for emergency training may not 

exceed 14 days per calendar year. 

Emergency Duty/Training Leave is unpaid. You may choose to use your accrued vacation if you 

wish to receive compensation for this time off, but you are not required to do so. 

  

If you feel you have been treated unfairly as a result of taking or requesting Emergency 

Duty/Training Leave, you should contact your supervisor or any other manager, as appropriate. 

  

SUSPENDED PUPIL/CHILD LEAVE 
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California law requires employers to provide time off for parents required to visit a child’s 

school when the child has served a period of suspension from school. To be eligible for time off 

to attend a child’s school, the employee must be the parent of a child in kindergarten or in grades 

1-12 and must present the school’s letter, which requests the employee’s appearance at the 

school, to his or her supervisor at least two days before the requested time off.  Employees may 

use accrued vacation while attending a child’s school under these circumstances. If not, 

suspended pupil/child leave will be unpaid. 

  

LEAVE FOR CRIME VICTIMS AND THEIR FAMILY MEMBERS 

  

If you are the victim-or an immediate family member (i.e., spouse, registered domestic partner, 

child, step-child, sibling, step-sibling, parent, stepparent, or the child of a registered domestic 

partner) of the victim-of a violent felony, serious felony (as defined by the California Penal 

Code), or felonies related to theft or embezzlement, you are permitted to be absent from work to 

attend judicial proceedings related to the crime. 

  

You must provide your supervisor with written notification for each scheduled proceeding, 

unless advance notice is not possible. This time off is unpaid. You may choose to use your 

accrued vacation, but this is not required. 

  

MILITARY SPOUSE LEAVE 

  

Qualified employees are eligible for up to 10 days of unpaid leave when their spouse or 

registered domestic partner is on leave from military deployment. A qualified employee is one 

who regularly works more than 20 hours per week and whose spouse or registered domestic 

partner is a member of the Armed Forces, National Guard, or Reserves and is on leave from 

deployment during a period of military conflict. 

  

If you are eligible for such leave, please submit a written request for leave to the Human 

Resources Department within two business days of receiving official notice that your spouse or 

registered domestic partner will be on leave from deployment. You will also be required to 

provide written documentation certifying that your spouse or registered domestic partner will be 

on leave from deployment. 

  

Non-exempt employees must use accrued vacation time in order to receive compensation for this 

time off. If no vacation time is available, the employee may take this time off without pay. An 

exempt employee is required to charge any absence of four or more hours under this policy to his 

or her vacation bank, if any. Otherwise, exempt employees will be compensated to the extent 

required by applicable law. 
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SCHOOL AND DAYCARE LEAVE 

  

If you are the parent or guardian of a child who is in school up to grade 12, or who attends a 

licensed day care facility, you may take up to 40 hours of unpaid leave per year to participate in 

the activities of the school or daycare facility. You may take no more than eight hours off for this 

purpose in any one calendar month. You should schedule this time off with your supervisor in 

advance. You may be asked to provide documentation from the school or daycare facility that 

you participated in the activity on the specific date and at the specific time that you took the 

leave. This time off is unpaid. You may choose to use your accrued vacation, but this is not 

required. 

  

LEAVE FOR DOMESTIC VIOLENCE, SEXUAL ASSAULT, AND STALKING 

VICTIMS 

  

If you are a victim of domestic violence, sexual assault, or stalking, you may take unpaid time 

off to help ensure the health, safety, or welfare of you and/or that of your child. Specifically, you 

may take such leave for the following reasons: 

  

1.   To obtain a temporary or permanent restraining order or other court assistance; 

  

2.   To seek medical attention for injuries caused by domestic violence, sexual assault, or 

stalking; 

  

3.   To obtain services from a shelter, program, or rape crisis center as a result of 

domestic violence, sexual assault, or stalking; 

  

4.   To obtain psychological counseling related to an experience of domestic violence, 

sexual assault, or stalking; or 

  

5.   To participate in safety planning and take other actions to increase safety from future 

domestic violence, sexual assault, or stalking, including temporary or permanent 

relocation. 

  

If you need to take time off for any of the above reasons, you should notify your supervisor in 

advance, if possible. If your absence is unscheduled, you may be asked to provide 

documentation, such as a police report, court order, or other evidence that you appeared in court, 

or documentation from a counselor or domestic violence advocate. Although this leave is unpaid, 

you may use your accrued vacation or paid sick leave, as appropriate, if you wish to receive 

compensation for this time off. 
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You may also take unpaid time off to recover from domestic violence, sexual assault, or stalking 

pursuant to AIMS’ family and medical leave policy. 

  

AIMS does not tolerate any acts of discrimination, harassment, or retaliation against employees 

who are victims of domestic violence, sexual assault, or stalking. If you believe you have been 

the victim of any such act, please contact your supervisor, Human Resources, or any manager, as 

appropriate. AIMS will maintain the confidentiality of requests for time off due to domestic 

violence, sexual assault, or stalking to the extent possible and as allowed by law. 

  

ADULT LITERACY LEAVE 

  

Pursuant to California law, AIMS will reasonably accommodate any eligible employee who 

seeks to enroll in an adult literacy education program, provided that the accommodation does not 

impose an undue hardship on AIMS. AIMS does not provide paid time off for participation in an 

adult literacy education. However, you may utilize accrued vacation if you want compensation 

for this time off. If you do not have accrued vacation available, you will be permitted to take the 

time off without pay. 

  

ALCOHOL AND DRUG REHABILITATION LEAVE 

  

Pursuant to California law, AIMS will reasonably accommodate any eligible employee who 

wishes to voluntarily enter and participate in an alcohol or drug rehabilitation program, provided 

that the accommodation does not impose an undue hardship on AIMS.  AIMS does not provide 

paid time off for participation in an alcohol or drug rehabilitation program. However, you may 

utilize accrued vacation if you want compensation for this time off. If you do not have accrued 

vacation available, you will be permitted to take the time off without pay. 

  

This policy in no way restricts AIMS’ right to discipline an employee, up to and including 

termination of employment, for violation of AIMS’ Drug and Alcohol Abuse Policy. 

  

CIVIL AIR PATROL LEAVE 

  

Pursuant to California law, AIMS will provide unpaid leave to employees who are volunteer 

members of the California Wing of the Civil Air Patrol and who have been duly directed and 

authorized to respond to an emergency operational mission of the California Wing of the Civil 

Air Patrol. Employees must be employed for at least 90 days immediately preceding the 

commencement of leave in order to be eligible. 

  

Employees are required to give AIMS as much notice as possible of the intended dates upon 

which the leave would begin and end. AIMS will restore the employee to the position he or she 
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held when the leave began or to a position with equivalent seniority status, employee benefits, 

pay, and other terms and conditions of employment, unless the employee is not restored because 

of conditions unrelated to the exercise of the leave rights by the employee. The time off is 

unpaid. However, an employee may utilize accrued vacation. 

  

LEAVE FOR BONE MARROW AND ORGAN DONORS 

  

Pursuant to California law, AIMS will provide up to five business days of paid leave within a 

one-year period to an employee who donates bone marrow to another person; the AIMS will also 

provide up to 30 business days of paid leave within a one-year period to an employee who 

donates an organ to another person. The AIMS requires that bone marrow donors use up to five 

days of available accrued sick or vacation time during the course of the leave. Organ donors 

must use up to ten days of available accrued paid sick leave or vacation time during the course of 

the leave. 

  

To qualify for this leave, an employee must have been employed for at least 90 days prior to the 

commencement of the leave and must provide the AIMS with written verification of his or her 

status as an organ or bone marrow donor and the medical necessity for the donation. During such 

leave, the AIMS will continue coverage under its group medical insurance plan, if applicable. 

However, employees must continue to pay their portion of the applicable premiums. Employees 

should give the AIMS as much notice as possible of the intended dates upon which the leave 

would begin and end. 
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SECTION 7: BENEFITS 

  

STATE DISABILITY INSURANCE 

  

AIMS contributes to the State of California to provide you with State Disability Insurance 

(“SDI”) pursuant to the California Unemployment Insurance Code. Contributions are made 

through a payroll deduction. SDI is payable when you cannot work because of illness or injury 

not caused by employment with AIMS or when you are entitled to temporary workers’ 

compensation at a rate less than the daily disability benefit amount. Specific rules and 

regulations governing disability are available from Human Resources. 

  

PAID FAMILY LEAVE 

  

Under California law, eligible employees may participate in the Paid Family Leave (“PFL”) 

program, which is part of the state’s unemployment compensation disability insurance program.  

The PFL program provides up to six weeks of partial wage replacement benefits to employees 

who take time off to care for a seriously ill child, spouse, parent, registered domestic partner, 

siblings, grandparents, grandchildren, or parents-in-law or to bond with a new child. The PFL 

program does not provide job protection or reinstatement rights. 

  

AIMS will require you to take up to two weeks of accrued but unused vacation prior to your 

receipt of benefits under the PFL program. 

  

The program will be administered in a manner consistent with California law. For more 

information regarding this program, you may contact the California Employment Development 

Department. 

  

UNEMPLOYMENT COMPENSATION 

  

AIMS contributes a significant amount of money each year to the California Unemployment 

Insurance Fund on behalf of its employees. Under certain circumstances, you may be eligible for 

unemployment insurance benefits. 

  

  

SOCIAL SECURITY AND CALIFORNIA PUBLIC EMPLOYEES RETIREMENT 

SYSTEM 
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Social Security is an important part of every credentialed employee’s retirement benefit. AIMS 

pays a matching contribution to each employee’s Social Security taxes. (Employees who have 

participated in STRS elsewhere do not lose credits previously earned, but will not earn added 

service credit while at AIMS.)  In addition, non-credentialed employees are enrolled in CalPERS 

in lieu of social security. AIMS makes matching contributions to each eligible employee’s 

account with PERS. 

  

WORKERS’ COMPENSATION INSURANCE AND LEAVE 

  

At no cost to you, you are protected by the AIMS workers’ compensation insurance policy while 

employed by AIMS. This policy covers you in case of occupational injury or illness. 

  

The workers’ compensation benefits provided to injured employees may include: (1) medical 

care, (2) cash benefits tax free to replace lost wages, (3) vocational rehabilitation to help 

qualified injured employees return to suitable employment. 

  

To ensure that the employee receives all workers’ compensation benefits to which he or she may 

be entitled, you will need to: (1) immediately report any work-related injury to the Site 

Administrator, (2) seek medical treatment and follow-up care if required, (3) complete a written 

Employee’s Claim form and return it to the Site Administrator, and (4) provide the school with 

medical certification from your health care provider regarding the need for workers’ 

compensation disability leave and your ability to return to work from the leave. 

  

Under most circumstances, upon submission of a medical certification that an employee is able 

to return to work from workers’ compensation leave; the employee will be reinstated to his or her 

same position held at the time the leave began or to an equivalent position if available. An 

employee returning from a workers’ compensation leave has no greater right to reinstatement 

than if the employee had been continuously employed rather than on leave. If the employee’s 

same position is not available upon the employee’s return to work, an employee’s returning to 

work will depend on job openings existing at the time of his or her scheduled return. 

  

Any person who makes or causes to be made any knowingly false or fraudulent material 

statement or material misrepresentation for the purpose of obtaining or denying workers’ 

compensation benefits or payments is guilty of a felony. The law requires that AIM Schools 

notify its workers’ compensation carrier of any concerns of false or fraudulent claims. 
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HEALTH BENEFITS 

  

AIM Schools will provide access to health,life insurance, dental, and vision benefits for full-time 

employees. The employee benefits cost will be deducted from their payroll if applicable. 

  

The health insurance anniversary date is set by the insurance carrier; please contact the office for 

the enrollment and anniversary dates. Current employees will only be able to receive benefits on 

this anniversary date if they do not have them already. For employees who decide not to receive 

health benefits, the next time the employee will be able to apply for health benefits will be on the 

anniversary date. 

  

Spouses or dependents of the employee may be eligible to enroll in the health insurance plan 

pursuant to the specific terms and conditions of the plan, which ultimately govern all aspects of 

the employee’s eligibility for and participation in the plan. 
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SECTION 8: ACKNOWLEDGEMENTS 

 

Statement Acknowledging Requirement to Report Suspected Child Abuse 

  

The California Penal Code prohibits sexual abuse, sexual assault, sexual exploitation, child 

neglect, the infliction of cruel or inhuman corporal punishment, and unjustifiable physical pain 

or mental suffering on a child. In addition, the Penal Code prohibits allowing or causing a child 

to be placed in a situation that endangers a child’s health or person. 

  

Section 11166 of the Penal Code requires any child care custodian, health practitioner, or 

employee of a child protective agency who has knowledge of or observes a child in his or her 

professional capacity or within the scope of his or her employment whom he or she knows or 

reasonably suspects has been the victim of child abuse report the known or suspected instance of 

child abuse to a child protective agency. The report must be sent to the child protective agency 

within 36 hours of receiving the information concerning the incident. 

  

“Child Care Custodian” includes all persons who interact directly on a regular basis with pupils, 

including teachers, administrators, pupil service employees, paraprofessionals and volunteers. 

“Health practitioner” includes nurses, physicians, psychologists, and family and child counselors. 

  

As an employee of AIM Schools, your employment position falls within the definition of Section 

11166 of the California Penal Code. Therefore, you are mandated to comply with the child abuse 

reporting requirement as stated above. 

  

I, _____________________________________________have read and understood the 

requirements of the Section 11166 of the California Penal Code as outlined above and will 

comply with those provisions. 

Signature______________________________________ Date ____________________ 

A signed copy of this form must be placed in the employee’s file 

  

  

 

 

 

 

 

 

218 of 253Powered by BoardOnTrack

AIMS K-12 College Prep Charter District - Governance Committee Meeting - Agenda - Tuesday October 2, 2018 at 6:00 PM



 

Page 145 of 145 

 

 

 

 

 

STAFF HANDBOOK ACKNOWLEDGMENT 

  

ALL EMPLOYEES MUST READ THIS EMPLOYEE HANDBOOK AND FILL OUT AND 

RETURN THIS PORTION TO HUMAN RESOURCES WITHIN ONE WEEK OF RECEIPT. 

  

I have received a copy of the AIMS Staff Handbook.  I will carefully read and understand its 

contents and I agree to follow the policies stated therein.  I understand that my continued 

employment is contingent upon adherence to the policies and procedures outlined herein.  I 

understand that transfers, demotions, suspensions, employee discipline, and changes in the terms 

and conditions of employment may be administered at the sole and absolute discretion of the 

Charter School.  I understand that the conditions governing my employment status (at-will or 

fixed term) may not be modified orally and may only be modified in a writing signed by the 

Head of School and me. 

  

I understand that the Charter School reserves the right to depart from and modify the policies 

stated in the Handbook at its sole discretion, with the exception of my employment status (at-will 

or fixed term).  

  

Date: ______________________   Signed: __________________________________________ 

                                                                    Employee              
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AIMS Model 

Pedagogy and Practices 

In order for AIMS to meet our mission of successful acceptance to a four year college or 

university, we have designed K-12 instruction toward the goal of mastery of the spiraled 

progression of learning standards. 

• Ninety minutes of ELA and Math instruction each day.

• Adherence to pacing guides.

• Daily checking for understandings.

• Saturday School.

• Weekly formative assessments.

• Benchmark assessments adhering to division calendars.

• Learning goals and objectives in kid friendly language.

• There should be more student talk (work) than teacher talk (work).

• Students must articulate their thinking when giving an answer in either verbal or written

format.

• All lessons must include (a) pre-assessment (b) direct instruction (c) student

engagement activity (d) check for understanding (assessment) (d) reteach or expansion.

• Homework daily in accordance with the guidelines in the handbook.

• Lessons should be designed to thoroughly demonstrate student competencies in critical

thinking, as opposed to a teacher-centric approach to material.

• Weekly objective focused lesson plans.

Diversity and Inclusion 

At AIMS, we believe that each child has a unique talent and purpose. We see and 

celebrate differences, and we do not tolerate bullying or prejudices. 

• Every student has opportunities to learn individually and in groups.

• Teachers are expected to regularly examine their own biases with respect to student

behavior and aptitude.

• AIMS functions as a school designed to serve traditionally underserved communities.

The programming design of AIMS will prioritize the needs of these communities.

• Teachers are expected to support students in accessing the general education

classroom whenever possible.

• Parent communications when possible will happen with the support of translators.

• Students are encouraged to share their cultural traditions at school functions.

• AIMS staff is committed to supporting students in practicing dialogue and critical thinking

when both inspirations and conflicts arise.
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• At AIMS, we accept and respect each other regardless of race, religion, or
orientation.

Learning Environment 

The AIMS Model classroom is one that is orderly and clean. We believe that an orderly 

classroom increases time on task for instruction. Some of the common practices that are 

expected include the following: 

• We value cleanliness! Make sure your classrooms are kept neat and in order.

• Assign students jobs to perform and manage them. Students take pride in contributing to

the upkeep of the school.

• Classrooms should be swept or vacuumed by students at the end of each day, and

whenever necessary throughout the day.

• There should never be anything left on the floor or on the desks after school. The floors

are mopped/vacuumed at night and anything left on the floor will be thrown away.

• Textbooks should not be left on the floor.

• The trash and recycling must be placed in the waste baskets by students. The waste

baskets must be placed by the inside of the door at the end of each day.

• The teacher's desk should also be neat and clean at the end of each day. Be a model for 

the students.

• Do not keep unsealed food in your desk for pests to eat.

• Personal items should never be left at the school overnight. The school is not

responsible for lost or stolen items.

• Boards should be cleaned with board cleaner (not antibacterial wipes) at least once a

week.

• When applicable, student chairs must be placed on desk at the end of the day.

• All students must follow directions the first time they are given.

• Conversations in the classroom should relate to the work that is currently happening.

• Publishable student work is posted inside and outside of the classroom.

• The Mission Statement, class name, Credo, and schedule must be posted on the inside

and outside of the door.

• A countdown of the following items must be displayed somewhere within the classroom:

perfect attendance, days until state testing and/or any other standardized testing, and

days until the last day of school.

• The clock should be positioned where it is not in the constant view of students.

• Student of the Month must be displayed either inside or outside the classroom.

• Post a banner or some kind of display about the university you graduated from.

• Backpacks should not be left on floors.

• Keep bulletin boards neat, thoughtfully designed according to divisional requirements,

and relevant to instructional stimuli.
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• White board postings should be in student friendly language and meet your divisional

configuration requirements.

Leadership 

Our leaders are people who have demonstrated that they successfully taught students and 

moved them toward mastery. Our leaders are resources for teachers and families, they are 
present and seen, they give feedback on performance and expectations. Our leaders ensure the 

success of our schools. 

• Monitors implementation of the AIMS Model.

• Visits classrooms daily and gives written feedback.
• Holds students accountable for their behavior.

• Completes evaluations on time.

• Provides a way for teachers to have access to needed supplies and materials.
• Good stewards of budgets.

• Serves as an instructional leader and innovator.

Observation. Feedback I and Evaluation 

Teachers should be given the opportunity to know how they are performing in a formative way. 

AIMS goal is to help our teachers become masters of their craft. 

• Goal setting meetings will be held with teachers at the beginning of each school year.

• Teachers will do self evaluations.

• Student and parent feedback is invited via the use of bi-annual surveys.

• Teachers will be observed and given feedback regularly.

• Teachers receive at least 2 Formal and 2 Informal classroom observations per year.
• Teachers will be given a summative evaluation at the end of the year.

• Senior leadership teams will do bi-monthly instructional rounds.

Use of Data 

The use of data to inform instruction is paramount to ensuring high levels of student 

achievement. Data allows us to know which students are performing well and which students 

need more support. 

• Formative assessments
• Checking for understandings
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• Benchmark assessments
• Data conferences with students.
• Tutoring, intervention and additional instruction groups are formed based on student

performance data.
• Data walls tracking students' progress are posted in classrooms.
• Classes are rewarded for progress on their benchmark scores.

Professional Development 

At AIMS, we believe that professionals deserve the opportunity to improve in their practice. 

Professional development (PD) plans are created and used to track the growth of our 
educational professionals. 

• PD for leaders as well as teachers.
• P:- minimum of two professional development sessions a

month.
• Board approved PD plans
• PD directly tied to performance goals.
• Feedback forms, agendas, and sign in sheets at every PD.

Uniforms 

At AIMS, our students wear uniforms. Uniforms allow students the freedom to not worry about 
what to wear to go to school. Uniforms help our students see and experience themselves as 
being part of their school group. Teachers and leaders are expected to hold students to the 
uniform code, and give detentions or other forms of consequences when it is broken. 

Top: 

1. Students must wear a WHITE shirt with a COLLAR. The white collared shirts may be
short-sleeved or long-sleeved.

2. The shirts must be completely PLAIN with no logos (other than the official AIMS gear

with logo), emblems, or designs of any kind.

3. Students may not wear colored shirts underneath their white shirts.

4. All shirts must be tucked in.

5. No halter tops, tank tops, midriff, or see-through shirts are permitted.
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5. Scarves worn for religious purposes must be Black, Khaki, White, or Navy Blue in color,
or follow the school uniform color scheme in a pattern that is not distracting.

6. Socks should be plain Black, White, or Navy Blue.

7. On cold days students may wear a plain White or Navy Blue scarf. Scarves must be
removed during class.

Shoes: 

1. Students may not wear flip-flops, flats, sandals, high heels, or shoes that may be
distracting to the educational environment.

2. Student footwear needs to be appropriate for athletic activities.

Homework 

Homework is appropriate for the grade level and is useful in practicing or raising anticipation of 
skills and information used in the classroom.Teachers should assign homework on a daily basis. 
The following is the average amount of time that students should spend for daily homework 
completion at each grade level: 

a. 30 minutes for K - 2nd

b. 60 minutes for 3rd 

c. 90 minutes for 4th and 5th 

d. 120 minutes for 6th 
, 7th and 8th 

e. 210-240 minutes for 9th,101
h, 11 1h, and 12th grades.

• Homework must be given Monday through Friday.
• Homework packets must be given over school breaks.
• Students in grades K-6 should not take home more than two large textbooks a night.

Plan your homework accordingly.
• Survey your students periodically to determine how much time they are spending on 

their homework. Make adjustments as needed.
• Always fall back on the AIMS Model and common sense when making classroom

decisions about homework.
• Homework shall not be done during the regular class day.

228 of 253Powered by BoardOnTrack

AIMS K-12 College Prep Charter District - Governance Committee Meeting - Agenda - Tuesday October 2, 2018 at 6:00 PM



Communication 

Communication is key to AIMS being a healthy environment for students and adults. Protocols 

must be followed to ensure that we have common expectations. 

• Students will not use foul language, or participate in bullying, name-calling, or fighting.

• Students will use proper communication protocols to be heard and will not interrupt

others.

• Students will follow adults' directions.

• Teachers will open parent conferences by first mentioning positive student attributes.

• Each parent should receive a personal phone call or email from their child's teacher at

least once a quarter and meet with them at least once a semester.

Except in extreme cases, memos and flyers are sent home on Thursdays. 

• Teachers are prohibited from distributing materials other than homework without written

approval from their direct supervisor.

• Prior to contacting the school parents and community members should go to the

website, read the AIMS Model, or the handbook.

• FAC is the vehicle for parents to learn on a monthly basis about school activities and

meet to support those activities.

• SSC and ELAC is where stakeholders learn about the budget.

• Board meetings are a time for the board to meet and discuss governance.

• Visitors are welcomed and protocols for behavior and structure must be followed by

attendees.

• An AIMS Newsletter will be mailed once a month.

• Report cards and progress reports are given in a timely manner.

• Teachers are present at back to school night and open house.

Behavior 

At AIMS, Students are held accountable for their behavior. No one student has the right 

to disrupt the learning environment of their fellow class members. Students are expected to 

be respectful in the halls of learning and the common areas. T hey should speak in a quiet tone 

that is respectful of the learning taking place in class. Students are interested in their education 

and helping keep the focus on that main goal. Students are aware that they impact other 

students as they transition, participate in lunch and study hall, and stand in line. With the 

instructions of their teacher, they choose to behave appropriately in those situations and 

others. The following is a list of consequences for poor behavior: 

• Warning
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• Behavior Contract

• Parent Conference

• Counseling

• Loss of privileges (extracurricular activities, etc.).

• Sending a student to another classroom for a limited period of time.

• Additional required hours at school: detention or Saturday School.

• Additional school work: extra homework, writing lines or copying materials, additional

study/review.

• Community Service: Clean, organize; take out trash, sweep, etc. AIMS will provide

gloves and necessary cleaning supplies as appropriate.

• Communication tools: Students will write letters of apology to their families/staff to discuss

poor behavior/performance

• Confiscation of prohibited items.

• Suspension or Expulsion in extreme cases with leadership approval.

• Any other form of discipline must be approved by the Site Administrator or designee.

Retention 

AIMS has a strict policy about retention. If a student is receiving a C- or below, he or she is 

considered to be failing and will be retained. At AIMS, we do not believe in the process of  

social promotion. 

• This includes the core subjects - Math, ELA, Science, and Social Science (History).

Other grades may indicate if the student is lacking in one area only, or if there is a

pattern suggesting that specific support is necessary.

• All students currently performing at levels C- or below are required to be part of tutoring

until their grade improves.

• Families of students who receive a C- or below are informed through regular progress

reports and conferences with the teacher(s).

Enrichment 

AIMS values academic excellence in student exploration beyond or more broadly than every 

single AIMS student may be interested in going. Enrichment happens when students on their 

own, or with teacher help, explore what is beyond the current grade level subject. 

• Teachers serve as club facilitators.

• Teachers instruct enrichment classes.

• Enrichment happens either on Fridays, after school, or at the end of the day.

• Clubs and enrichment activities must be pre-approved by the site
administrator.

230 of 253Powered by BoardOnTrack

AIMS K-12 College Prep Charter District - Governance Committee Meeting - Agenda - Tuesday October 2, 2018 at 6:00 PM



Extended Year 

AIMS budgets for additional instruction. This is the official start of the school year. All

teachers and students are expected to attend extended year. 
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Behavior 

Behavior Contract Requirements 

Students who have repeated behavioral problems need to have a behavior contract that 

describes the behaviors the student is supposed to engage in as well as the consequences.

Parent and student must sign the agreement, and there must be a two week follow up meeting.

Behavioral Form Requirements 

Behavioral referral forms must be completed by the teacher before sending a student out to a 

buddy classroom or to an administrator.

The form must state why the student was sent, and what was done in the classroom to first stop 

the concern.

A file of the forms must be kept in the office.

Buddy Teacher Requirements 

Administrators must partner teachers in a "buddy teacher" arrangement.

Less experienced teachers must be partnered with stronger teachers. 

Buddy teachers will provide each other with academic and classroom management support. 

Cell Phone Requirements 

Students must have their cell phones labeled. 

Teachers must collect cell phones at the beginning of the day or period as appropriate. 

Students are not to use their phones on campus. If an adult see a student using their cell phone, 

it must be taken away and returned only to the student's parent. In addition to having the phone 

taken away, the student will earn a detention. 

Consequences Requirements 

Consequences include the following: 

Detentions 

Doubled detentions 

Saturday School 

Writing lines or repetitive text 

Confiscation of items 
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Banning from extra curricular activities like sports,dances, recess, etc ... 

Parent shadowing.

Removal from classroom.

Apology to class for misbehavior. 

Apology to parents and teacher for misbehavior.

Counseling Requirements 

Students showing that they may be having a social or emotional issue must be referred to the 

district counselor using the appropriate form.

Students are not to be in session without parent's written approval. 

The district counselor must be informed ASAP when there is a crisis situation. 

Detention Requirements 

Detentions must be given until behavior improves. 

Triplicate forms must be used to ensure that the student, office, and teacher each have a copy. 

Detention sessions must be quiet and focused. 

Detentions are not optional at any level. 

Expulsion Requirements 

All 48900 offenses as spelled out in the California Education Code automatically warrant an 

expulsion hearing. 

Students may also be expelled for repeated excessive behavioral concerns. 

AIMS expulsion forms must be used in the process. 

Legal Timelines must be adhered to without exceptions. 

All relevant witnesses, teachers and administrators must be present at the hearing. 

Parents must be informed in writing of the expulsion. 

Confiscated Items Policy 

Any and All Items that are not allowed according to AIMS rules and policies will be 

confiscated. The administrators will keep the item until the parent comes to retrieve it.

On the first confiscation, the student will receive one detention. 

On the second, they will receive an additional two. 

On the third, the student will receive an additional three detentions and in-house suspension. 
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Rewards and Recognition Requirements 

All divisions must have a written rewards and recognition plan.

Once a semester, divisions must have an academic and behavior awards 

ceremony.

Suspension Requirement 

Out of school suspension is a last resort action. 
Buddy classroom placement should be utilized. 
Students should first have detentions and Saturday School prior to most suspensions. 
Parent shadowing should be used prior to most suspensions. 
In-house suspension should be used prior to most suspensions. 
In the case of fights or other acts of violence, suspension is automatic.
Actions leading up to expulsion, warrant suspension. 
With the exception of extreme concerns, suspensions shall not be more than two 

days.
 Students who are suspended must attend Saturday School. 
SpEd students must have a manifest determination plan along with suspension. 

234 of 253Powered by BoardOnTrack

AIMS K-12 College Prep Charter District - Governance Committee Meeting - Agenda - Tuesday October 2, 2018 at 6:00 PM



Pedagogy and Practices 

Checking For Understanding Requirements 

All divisions will identify at least three checking for understanding (CFU) and engagement 

strategies (ES) that will be present in all classrooms.
CFU and ES observations and feedback will be tracked and documented in a quantitative and 

qualitative way.
One of your foci for PD will be the mastery of the CFU and ES that are common practice in 

your division.

Cum and IEP Requirements 

Teachers must review all cum folders for their 

students.
All accommodations and modifications will be 

followed.
Grading Requirements 

The grade formula will not be heavily weighted on assessment data.
Students must be allowed to retake tests and redo work for a grade increase less than 100% of 

credit.
Sites have their own respective grading formula, and all teachers will be required to use this 

formula.

Report Card Requirements 

Report cards must have the signature of the Head, and Heads must place comments on the 

report cards and progress reports of students who are failing.
Teacher comments must be specific to students.
Comments with errors or not meeting the requirements will be returned to teachers to be 

redone. Extensions on deadlines must only be given in extreme cases.
Teachers must be written up for not meeting deadlines, unless they are excused for an extreme 

reason.

Student Note Taking Requirement 

Each division must have a written standard for note taking across subjects.
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Writing Standards Requirements 

K-1

Students must be able to encode using up to the second grade level of sight words.

First grade students must be able to write at least one paragraph.

Kindergarteners must write up to one paragraph using a cloze sentence structure.

Criteria for success must be used.

2-5

Criteria for success must be present and used.

Students must be able to go through the full writing cycle successfully. 

Students must use writing rubrics. 

Students must have mastered the encoding of site words equivalent to one level above their 

grade level. 
At the end of fifth grade, students must be able to accurately write two page reports. 

Grammar and spelling must be emphasized. 

6-8

By the end of 8th grade, students must have mastered the state of California high school writing 

standards.

9-12
By the end of 12th grade, students must have mastered Cambridge writing standards and APA

or MLA requirements.
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Learning Environment 

The AIMS Model classroom is one that is orderly and clean. We believe that an orderly 

classroom increases time on task for instruction. Some of the common practices that are 

expected include the following: 

• We value cleanliness! Make sure your classrooms are kept neat and in order.

• Assign students jobs to perform and manage them. Students take pride in contributing to

the upkeep of the school.

• Classrooms should be swept or vacuumed by students at the end of each day, and

whenever necessary throughout the day.

• There should never be anything left on the floor or on the desks after school. The floors

are mopped/vacuumed at night and anything left on the floor will be thrown away.

• Textbooks should not be left on the floor.

• The trash and recycling must be placed in the waste baskets by students. The waste

baskets must be placed by the inside of the door at the end of each day.

• The teacher's desk should also be neat and clean at the end of each day. Be a model for

the students.

• Do not keep unsealed food in your desk for pests to eat.

• Personal items should never be left at the school overnight. The school is not

responsible for lost or stolen items.

• Boards should be cleaned with board cleaner (not antibacterial wipes) at least once a

week.

• When applicable, student chairs must be placed on top of desk at the end of the day.

• All students must follow directions the first time they are given.

• Conversations in the classroom should relate to the work that is currently happening.

• Publishable student work is posted inside and outside of the classroom.

• The Mission Statement, class name, Credo, and schedule must be posted on the inside

and outside of the door.

• A countdown of the following items must be displayed somewhere within the classroom:

perfect attendance, days until state testing and/or any other standardized testing, and

days until the last day of school.

• The clock should be positioned where it is not in the constant view of students.

• Student of the Month must be displayed either inside or outside the classroom.

• Post a banner or some kind of display about the university you graduated from.

• Backpacks should not be left on floors.

• Keep bulletin boards neat, thoughtfully designed according to divisional requirements,

and relevant to instructional stimuli.

• White board postings should be in student-friendly language and meet your divisional

configuration requirements.
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Uniforms 

Uniform Consequences Requirement 

Students that are not in uniform must be given one detention the first time and two the second. 

Students are to be sent home on the third occurrence and return with the correct uniform. 

Students must attend Saturday School to make up the time missed. 

Students that cannot financially afford uniforms should be given uniforms. 

Please document how this will be done and tracked. 

Dress Code Requirements 

Uniforms 

At AIMS, our students wear uniforms. Uniforms allow students the freedom to not worry about 

what to wear to go to school. Uniforms help our students see and experience themselves as 

being part of their school group. Teachers and leaders are expected to hold students to the 

uniform code, and give detentions or other forms of consequences when it is broken. 

Top: 

1. Students must wear a White or Navy Blue shirt with a COLLAR.

The White or Navy Blue collared shirts may be short-sleeved or long-sleeved.

2. The shirts must be completely PLAIN with no logos (other than the official AIMS gear

with logo), emblems, or designs of any kind.

3. Students may not wear colored shirts underneath their white shirts.

4. All shirts must be tucked in.

5. No halter tops, tank tops, midriff, or see-through shirts are permitted.

Bottom: 

1. Students must wear NAVY BLUE or KHAKI pants that are completely PLAIN with no

colorful designs or details (including stripes, patches, flashy stitching, etc.).

2. No jeans, denim, capri pants, leggings, jeggings, yoga pants, skinny jeans, athletic pants

(sweatpants, nylon jogging pants, etc.), or tight fitting pants are permitted.

3. Skirts and shorts that are completely PLAIN with no colorful designs or details (including

stripes, patches, flashy stitching, etc.) are permitted as long as they are below the knee.
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4. Pants can have a maximum of four pockets: two in the front and two in the back.

The pockets need to be near the waistline-not down the leg of the pants (i.e. cargo

pants).

5. NO SAGGING PANTS will be permitted.

6. Students cannot rubber band the bottom of their pants.

7. Students wearing pants must wear a belt.

Only black and brown leather belts are permitted.

8. Students may wear flesh-toned, white, or navy footed stockings or tights underneath

skirts.

Sweaters/Sweatshirts: 

1. All sweaters, sweatshirts and jackets must be plain White or plain Navy Blue, without

any additional colors (official AIMS gear is allowed).

2. All White and Navy Blue hoods are allowed, but must be removed or the hood tucked in

upon entering the classroom.

A collared white shirt must be visible underneath the student's sweater or sweatshirt.

Accessories/Make-up: 

1. Coloration of hair and artificial nails are not permitted.

Students must return the next day with their natural color and/or natural nails the next

day.

2. No make-up may be worn, including lip-gloss and nail polish.

3. Jewelry is not permitted and will be confiscated until the end of the school day if worn

This includes watches.

4. Students may not wear sunglasses, hats, headbands, bandanas, beanies, colorful hair

ties, ribbons, or anything with bright color in their hair.

Simple barrettes, clips, and elastic hair ties that are Navy Blue, Black, Brown, or White

are permitted.

5. Scarves worn for religious purposes must be Black, Khaki, White, or Navy Blue in color,

or follow the school uniform color scheme in a pattern that is not distracting.
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6. Socks should be plain Black, White, or Navy Blue.

7. On cold days students may wear a plain White or Navy Blue scarf.

Scarves must be removed during class.

Shoes: 

1. Students may not wear flip-flops, flats, sandals, high heels, or shoes that may be

distracting to the educational environment.

2. Student footwear needs to be appropriate for athletic activities.

Uniform Ordering Requirements 

We order uniforms that parents purchase from the school that match our dress code, and brand 

We have an online ordering system that keeps inventory and ordering.
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Communication 

Brand Requirements 

The AIMS brand and official logos cannot be used or modified without getting written permission 
from marketing and communication.
AIMS branded items must be present in classrooms and around the school. 

ELAC Requirements 

Site leaders must serve as co-chairman/chairwoman of the ELAC committee. 
ELAC is solely advisory. 
ELAC can not be combined with SSC or FAC. 
All proper paperwork including sign in sheets, agendas, and rosters must be used monthly. 
ELAC must be held monthly. 

FAC Requirements 

Site leaders must serve as co-chairs of the FAC. 
There is one FAC for AIMS K-12. 
FAC's sole purpose is to support the school and inform parents. 
FAC cannot be combined with SSC or ELAC. 
All proper paperwork including sign in sheets, agendas, and rosters must be used monthly. 
FAC must be held monthly.

Fundraising Requirements 

Fundraising can only happen with the approval of the site leader. 
No site shall have more that three fundraisers happening at one time. 
No GoFundMe or other social media fundraiser can be posted without prior approval of the site 
leader.
All funds without exception must be turned into the business office and placed in the NPF 
Funds will be earmarked for the purposes raised. 
All Donors Choose items must be logged in with the site leader. 
A copy of the log must be given to the finance department.
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Marketing Requirement 

All marketing must receive a stamp of approval from the marketing and communication 

department prior to being used. 

Memos and Flyers Requirement 

All memos must follow the official AIMS template. 
All memos must be signed and returned.
Unsigned or unreturned memos will warrant a detention. 
No memo is to go out on behalf of the division without the signature of approval from the Head. 
No memo is to got out on behalf of AIMS without the signature of approval of the Superintendent. 
No flyer is to go out or be posted without the approval of the Head, or Marketing and 

Communications. 

Parent log Requirements 

Teachers and leaders are required to keep a log of parent contacts. 
Log must include the name of the student, the name of the parent, subject discussed, date and 

time. 
Logs must be given to the division office to file at the end of each week. 

SSC Requirements 

Site leaders must serve as co-chair of the SSC. 
SSC informs and helps track and lead the LCAP. 
The budget will be reviewed when they are accepted by the Board and OUSD. 
SSC cannot be combined with ELAC or FAC. 
All proper paperwork including sign in sheets, agendas, and rosters must be used monthly. 
SSC must be held monthly. 
SSC agendas must be posted 72 hours in advance of the meeting at the meeting locations. 
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Homework Guidelines 

Homework Requirements 

All homework must follow the requirements set forth by the Heads. 

Duration of time and level of engagement must be rigorous. 

Homework must reflect what the students are learning. 

Independent Study Requirements 

Independent study can be granted only in extreme cases. 

Independent study shall not be for more than two weeks. 

Students on independent study must still attend Saturday School. 

Work must be given, and credit will only be given if all work is returned 

completed. 

Parent Teacher Requirement 

Parents are to be called as soon as a student does not turn in homework. 

Repeated lack of not returning homework must result in a parent conference. 

School Break Homework Requirements 

Homework must be given during all school breaks. 

Homework must be a review of the work the students learned prior to the break. 

Students who do not return their packets will get detention and Saturday School. 
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Lesson Plans 

Lesson Plan Requirements 

Lesson plans must be collected weekly and be recorded in the lesson plan tracker. 
Teachers not turning in lesson plans on time must be written up. 
Lesson plans must contain the into, through, and beyond components. 
Assessments, objectives, standards addressed, and homework must be indicated. 
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Professional Development 

Professional Development Requirements 

Professional development for teachers must occur at a minimum of three Fridays a month.
Sites must identify no more than four target areas to use as aims and themes for the year.

PD should equip teachers to plan based on what they learned, apply what they learned to their 

teaching, reflect on their success in teaching, and apply their reflections to their additional 

Instruction.

PD days should also reflect the defined aims and themes.

PD agendas must be submitted to the Superintendent's office 48 hours prior to the PD being 

held.

Sign in sheets from PDs must be submitted to the Superintendent's office 24 hours after the 

PD is held.
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Use of Data 

Academic Performance Data Requirements 

Data performance is displayed in every classroom and updated every benchmark period 
(Students names not listed) .
Data informs where students are placed in classes.
All parent conferences contain data as evidence. 
Students who are not passing know their data and set learning goals. 
Saturday School attendance is based on either on academic data, behavior, or absence. 
School wide data is published on the web based on benchmark cycle. 
Monthly Board presentations have quantitative data and explanations of why the data looks 
the way it does. 
Central office services are measured by a data based feedback loop. 
Student performance data is the main determiner in deciding to renew a teacher's contract. 
Upload items you have used or will use to meet these requirements. 

Attendance Supt. Requirements 

Teachers call home daily when students are absent. 
Students who are absent for any reason attend Saturday School. 
Students who are absent for more than 12 absences in the year are automatically retained. 
After the third absence, parent needs to meet with Head and teacher. 
Students are rewarded for perfect attendance during a quarter. 
Parents with students who have perfect attendance in a quarter get positive public recognition. 
Make up work is given by the teacher when students are absent. 
Home visits happen for chronically absent students. 
Monthly presentation of divisions attendance presented to board and community with 
explanations of why the num�ers look the way they do. 
Please submit documents in the folder that you have used or will use to support these 
requirements. 

Behavior Data Requirements 

Student detention data is tracked by students and teacher. 
Data is used during parent conferences. 
Students are rewarded based on data. 
Data is used to determine if student behavior warrants attendance at sports or extracurricular 
functions, as well as participate in socials and sports teams and clubs. 
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Class discipline data contributes to the evaluation of a teacher's performance and supports or 

rejects the idea of continuous employment.
Please submit documents in the folder that you have used or will use to support these 

requirements.
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Retention 

Credit Recovery Requirements 

Credit or grade recovery programs must take place on breaks, evenings, mornings, or 

weekends.

All students showing a shortfall in credits must attend credit recovery. 

Each division needs a coordinator that tracks and ensures student success in these programs. 

Documentation of participation and progress must be placed in the students' records. 

Home Visits Requirements 

Leaders and teachers are strongly encouraged to do home visits when students are not showing 

up to schools or when parents are not showing up to meetings. 

Home visits are to be documented in the schools office. 

Parent Teacher Conference Requirements 

Parent-Teacher Conferences must be held every benchmark period for students performing at 

C-or below.

Parent-Teacher Conferences must be data based and have documented goals.

Teachers must keep track of parent conferences and reference these dates when moving

towards retention.

Memos of Parent-Teacher Conference dates must be sent to the school community.

SST Requirements 

All schools must have a SST coordinator for the school. 

AIMS approved forms must be used. 

SSTs must occur for all under-performing students. 

At least one SST must be held prior to referral for SpEd services. 

SST goals must be tracked for improvement. 

Teachers must attend SSTs. 
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Student Recovery Plan 

Student receiving a C- or below or are performing at a percentage equivalent to a C- or below 

will be retained.
Students not meeting the attendance mark will be retained.
Data will be used to prove that retention is justified.
The Heads have final determination _on retentions, and must follow the AIMS requirements.
Parents do have the right to appeal to the Superintendent, however she will only meet with the 

parents with the Head present.
Preliminary list of retentions must be sent to operations no later than March 1st.
Final list of retentions must be sent to operations no later than June 7th.
Students may be retained more than once if they do not meet performance marks.
Students facing a second retention must go through SpEd assessments.
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Diversity and Inclusion 

Clubs and Organization Requirement 

All clubs and organizations need to be approved by the Head, and have an adult sponsor.
All activities must be approved by the Head.
Behavior or academic performance shall be the only things that will prohibit a student from 

participating in a club or organization.

Restorative Justice Requirements 

Restorative Justice Saturday School must happen at a minimum of one Saturday a 

month.
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Enrichment 

Class Weekend Excursions Requirement 

Class weekend excursions are encouraged as a way to build community. 
More than one adult must be present on excursions. 
Parents must give written approval for their child to attend. 
Approval must be given by the Head for excursions to occur. 

Field Trip Requirements 

All classes must participate in at least one field trip a year. 
Field trips must be related to a specific learning objective. 
AIMS field trip forms must be used and the Heads must give approval prior to the trip 

occurring.

 Field trips must receive approval and be paid for in no less than 30 days prior to the trip. 
Teachers and site clerical are responsible for placing Purchase Orders, sending permission 

slips, and booking all travel and admission. 
Teachers may not prepay for field trips. 

Sports Requirements 

Leaders, teachers and staff are strongly encouraged to attend sporting events. 
Attendance shows that you are truly invested in AIMS. 
There must be one Head present at home games. 
AIMS gear or colors should be worn to games. 
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Extended Year 

Extended Year Requirement 

Extended Year is not an option for students, teachers, or 

administrators. It is the official start of the school year.
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Observation, Feedback, and Evaluation Requirements 

Teachers must be given the opportunity to know how they are performing in a formative way. 
AIMS goal is to help our teachers become masters of their craft. 

• Goal setting meetings will be held with teachers at the beginning of each school year.
• Teachers will do self evaluations.
• Student and parent feedback is invited via the use of bi-annual surveys.
• Teachers will be observed and given feedback regularly.
• Teachers receive at least 2 Formal and 1 Informal classroom observations per year.
• Teachers will be given a summative evaluation at the end of the year.
• Heads are expected to be in classroom doing walk-through observations daily.
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