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Parent Rights’ Policies

PARENTS’ BILL OF RIGHTS.

Parents have the right to the following:

1.
2.
3

10.

To direct the education and care of his or her child.
To direct the upbringing and moral or religious training of his or her child.
To enroll his or her child in a public or nonpublic school and in any school choice options available
to the parent for which the child is otherwise eligible by law in order to comply with compulsory
attendance laws.
To access and review all education records relating to his or her child, as authorized by the
Family Educational Rights and Privacy Act (FERPA), 20 U.S.C. § 1232g.
To make health care decisions for his or her child, unless otherwise provided by law.
To access and review all medical records of his or her child, as authorized by the Health
Insurance Portability and Accountability Act of 1996 (HIPAA), P.L. 104-191, as amended, except
as follows:
a. If an authorized investigator requests that information not be released to a parent
because the parent is the subject of an investigation of either: (1) a crime committed
against the child or (2) an abuse and neglect complaint; or
b. When otherwise prohibited by law.
To prohibit the creation, sharing, or storage of a biometric scan of his or her child without the
parent's prior written consent, except as authorized pursuant to a court order or otherwise
required by law.
To prohibit the creation, sharing, or storage of his or her child's blood or deoxyribonucleic acid
(DNA) without the parent's prior written consent, except as authorized pursuant to a court order or
otherwise required by law.
To prohibit the creation by the State of a video or voice recording of his or her child without the
parent's prior written consent, except a recording made in the following circumstances:
a. During or as part of a court proceeding.
b. As part of an investigation into the alleged abuse or neglect of the child.
c. When the recording will be used solely for any of the following purposes:
1. A safety demonstration, including one related to security and discipline on
educational property.
2. An academic or extracurricular activity.
3. Classroom instruction.
4. Photo identification cards.
5. Security or surveillance of buildings, grounds, or school transportation.
To be promptly notified if the school or an employee of the school suspects that a criminal offense
has been committed against his or her child, unless the incident has first been reported to law
enforcement or the county child welfare agency, and notification of the parent would impede the
investigation.

PARENTS’ RIGHTS — CHILD’S EDUCATION. Casa Esperanza Montessori Charter School recognizes

and will allow parents to exercise the following rights which they have regarding their child’s education:

1.

2.

3.
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The right to consent or withhold consent for participation in reproductive health and safety
education programs, consistent with the requirements of G.S. 115C-81.30.

The right to seek a medical or religious exemption from immunization requirements, consistent
with the requirements of G.S. 130A-156 and G.S. 130A-157.

The right to review statewide standardized assessment results as part of the State report card.
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4. The right to request an evaluation of their child for an academically or intellectually gifted
program, or for identification as a child with a disability, pursuant to state and federal law.

5. The right to inspect and purchase public school unit textbooks and other supplementary
instructional materials.

6. The right to access information relating to the school's policies for promotion or retention,
including high school graduation requirements.

7. The right to receive student report cards on a regular basis that clearly depict and grade the
student's academic performance in each class or course, the student's conduct, and the student's
attendance.

8. The right to access information relating to the State public education system, State standards,
report card requirements, attendance requirements, and textbook requirements.

9. The right to participate in parent-teacher organizations.

10. The right to opt in to certain data collection for their child, as provided in Part 5 of Article 7B and
Article 29 of Chapter 115C of the North Carolina General Statutes.

11. The right for students to participate in protected student information surveys only with parental
consent, as provided in G.S. 115C-76.65.

12. The right to review all available records of materials their child has borrowed from a school library.

IMPLEMENTATION

1. For purposes of this policy, “parent” is defined as a person who has legal custody of a child,
including a natural parent, adoptive parent, or legal guardian.

2. Nothing in these policies authorizes a parent to engage in unlawful conduct or to abuse or neglect
a child.

3. The requirements of these policies do not prohibit a State official, employee or court from acting
within the reasonable and prudent scope of their authority or as permitted by law.

4. An employee who encourages, coerces, or attempts to encourage or coerce a child to withhold
information from his or her parent may be subject to disciplinary action.

5. A copy of this policy shall be posted on the school website.

References: N.C.G.S. 114A-10, -15, -20 (Parents’ Bill of Rights)

N.C.G.S. 115C-76.25 (Parent legal rights for their child’s education)

Board Approval Date: December 14, 2023
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Casa Esperanza Montessori Attendance Policy

Casa Esperanza Montessori Attendance Policy

Students who are enrolled at Casa Esperanza Charter School (CEMCS) are expected to be on time and
present at school for a full day during all scheduled school days, as required by the North Carolina
Compulsory School Attendance Law. (G.S. 115C — 378). Casa Esperanza Montessori Charter School will
notify parents or guardians if they are out of compliance with this law. If parents or guardians fail to
comply after notification and intervention, the school will notify the appropriate social service agency in
the county of the child’s residence as required by law. Lawful (excused) absences will be granted only
when documented in writing by a parent or guardian and aligned with the allowable exceptions listed
below. Attendance exceptions may not be granted until a student has attended at least one (1) school day
in the school year. Once a student has attended at least one (1) day in the school year in effect, the
following are the only recognized lawful (excused) absences:

. lliness or injury

. Medical, dental or mental health appointments

. Death in the immediate family

. Court or administrative proceedings where the student is a party or a subpoenaed witness
. Religious observance

. Quarantine or isolation ordered by the State Board of Health

. Participation in an educational opportunity. This request must be approved by administration
prior to student absences (see the REQUEST FOR EXCUSED ABSENCE DUE TO AN
EDUCATIONAL OPPORTUNITY form).

8. Absence related to Deployment Activities

9. Students who need to miss school because their child is ill or requires medical attention

NO O WN -

*If a student is absent for three (3) or more consecutive days and the absences are being requested to be
excused (for one of the nine (9) noted exceptions above), documentation from the relevant authority
(doctor, attorney, etc) must be provided for the days to be excused and considered as lawful absences.

Criminal penalties for falsification of attendance records is applicable to school officials and amounts to a
Class 1 Misdemeanor. The law also provides that “any parent, guardian, or other person violating the
provisions of the Compulsory Attendance Law is guilty of a class 1 misdemeanor.” (G.S. 115C-380)

Procedures

General Procedures
1. Parents or guardians of students who are absent or late to school must provide written
documentation to the school’s data manager within five (5) days of the absence or late arrival for
it to be considered a lawful absence.
2. Parents or guardians of students who accumulate three (3) unlawful absences in a school year
will be notified by email that they are not in compliance with school policy.
3. Parents or guardians of students who accumulate more than six (6) unlawful absences in a
school year will be notified by email and may be asked to meet with a school administrator
concerning the ongoing pattern of unlawful absences.
4. Parents or guardians of students who accumulate ten (10) unlawful absences in a school year
will be notified by mail and email and may be asked to meet with administration. If it is determined
that the parent or guardian has not made a good faith effort to comply with the school attendance
policy, the school will notify the district attorney and the local Department of Social Services in the
county of the child’s residence.
5. In cases where repeated absences have impacted a student’s work to the point where they
have not made adequate yearly progress, the school may consider retention. Administration has
discretion regarding retention of a student.
6. Copies of correspondence with parents or guardians regarding attendance will be placed in the
child’s cumulative folder and will become part of their educational record.
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First Day of School

For a charter school to receive the full funding allowed by the state, a student needs to be present for the
first twenty (20) days of school. For this reason, our admissions policy requires that every student be in
attendance on the first day of school or they may be withdrawn from Casa. Newly enrolled students who
do not attend school on the first day will be withdrawn by close of business on the first day. If a returning
enrolled student does not attend school within the first three (3) days of the school year, the student will
be withdrawn from school at close of business on school day three (3). Students offered admission from
the waitlist after the school year has begun must attend school on the first school day following their
written acceptance.

Withdrawals may be waived only for absences pre-approved by the Executive Director. Only extenuating
circumstances will be considered for approval. Requests should be sent to cemcs@cemcs.org as soon as
the parent or guardian is aware of the extenuating circumstance creating a conflict so that the Executive
Director can review the situation and approve or deny the request. In the event a student must be absent
due to illness or injury on their expected first day of school, the parent or guardian must present
documentation that same day from a North Carolina physician or advanced practice provider stating that
attendance is not allowed for the school date and provide an estimated return-to-school date. All
first-day-of-school exception requests for extenuating circumstances should be submitted in writing to
cemcs@cemcs.org by 1:00 PM EST on the scheduled first day of school.

Late Arrival or Early Release
1. Students must be present in their classroom by the start of the school day to be considered on
time.
2. Students who leave the school prior to the end of the school day will be given an unexcused
early release, unless it is a lawful early release.
3. For every five (5) instances where a child has been unlawfully late to school or unlawfully
removed early, they will be given one unexcused absence.
4. To be considered present for the day, the student must be in attendance for a minimum of four
(4) hours. Students who are present less than four (4)hours will be considered absent.

Chronic lliness
1. Students experiencing a chronic illness that will require absences from school should notify
the school to discuss the educational plan for the student.

10 Day Rule
1. In compliance with the State Board of Education Ten Day Rule, a student that accumulates ten
(10) consecutive unexcused absences will be withdrawn from Casa Esperanza. To re-enroll the
student will need to apply to the lottery system.

Student Chronic Absenteeism
1. Excused and unexcused absences beyond twenty (20) days are considered excessive.
Students who exceed twenty (20) combined excused and unexcused absences during the year
will be referred to a committee comprised of the Multi Tiered System of Support (MTSS) team and
Leadership to review academic and attendance data to determine if the student should be
retained. The Executive Director/designee shall have the authority to waive the committee's
decision.

Educational Opportunities
See the REQUEST FOR EXCUSED ABSENCE DUE TO AN EDUCATIONAL OPPORTUNITY
form for information regarding an Educational Opportunity.
Educational Opportunities will not be granted during the first twenty (20) days of school or the last
ten (10) days of school.
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Missed Work
1. Students who are lawfully absent will have five (5) days after returning to school to make up

missed work.
2. Students who are unlawfully absent will be able to make up missed work only at the discretion

of their teacher(s) and school administration.
3. Teachers will not be required to make duplicate presentations of lessons, work, or activities to

students who are unlawfully absent.

Board Approval Date: January 15, 2026
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Parent and Family Engagement Policy

PART |. GENERAL EXPECTATIONS

Casa Esperanza Montessori will implement the following statutory requirements:

e The school will utilize programs, activities and procedures for the involvement of parents, consistent
with the Every Student Succeeds Act (ESSA). Those programs, activities and procedures will be planned

and operated with meaningful consultation with parents of participating children.

e The school will work to ensure that our required parent and family engagement policies meet the

requirements of ESSA, and each include, as a component, a school-parent compact.
e The school will incorporate our parent and family engagement policy into our school plan.

e The school will, to the extent practicable, provide full opportunities for the participation of parents with
limited English proficiency, parents with disabilities, and parents of migratory children. This will include

providing information and school reports in an understandable and uniform format and including

alternative formats upon request, and, to the extent practicable, in a language parents understand.
e The school will work to ensure that students and parents have the resources necessary for students to

engage in remote instruction during required and optional remote instruction days.
e The school will carry out programs, activities and procedures in accordance with the following
definition of parent and family engagement:

Parent and family engagement means participation of parents in regular, two- way,
and meaningful communication involving student academic learning and other
school activities, including ensuring—

(A) that parents play an integral role in assisting their child’s learning;

(B) that parents are encouraged to be actively involved in their child’s education at
school; (C) that parents are full partners in their child’s education and are included, as
appropriate, in decision-making and on advisory committees to assist in the education
of their child; and (D) that parents participate in other activities, such as those
described ESSA.

PART Il. SCHOOL -WIDE PARENT AND FAMILY ENGAGEMENT POLICY-IMPLEMENTATION

1. Casa Esperanza Montessori will take the following actions to involve parents in the joint development
of its school wide parent and family engagement policy:

a. Hold a Federal Programs planning meeting during the first nine weeks of school for parents
and staff.

b. Require that a standing goal of the Parent Faculty Association be to take part in the
development of and annual review of the parent and family engagement policy.

2. Casa Esperanza Montessori will take the following actions to involve parents in the process of school
review and improvement:

a. Hold a Federal Programs planning meeting during the first nine weeks of school for parents
and staff.

b. Require that a standing goal of the Parent Faculty Association be to take part in the
development of and review of the School Improvement Plan. In addition, a parent
representative will serve as an active member of the School Improvement Team.

c. Encourage parents and family members to join school improvement board committees. d.
Reserve at least one seat on the charter school Board of Directors for a parent representative.
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3. Casa Esperanza Montessori will take the following actions to conduct, with the involvement of
parents, an annual evaluation of the content and effectiveness of this parent and family engagement
policy. The evaluation will include identifying barriers to greater participation by parents in parental
involvement activities (with particular attention to parents who are economically disadvantaged, are
disabled, have limited English proficiency, have limited literacy, or are of any racial or ethnic minority
background). The school will use the findings of the evaluation about its parent and family engagement
policy and activities to design strategies for more effective parental involvement, and to revise, if
necessary (and with the involvement of parents) its parental involvement policies.

4. Casa Esperanza Montessori will build the schools’ and parents’ capacity for strong parental
involvement, in order to ensure effective involvement of parents and to support a partnership among
the school involved, parents, and the community to improve student academic achievement. Casa
Esperanza Montessori will provide assistance to parents in understanding topics such as the following,
by hosting an annual Fall and Spring Family night and monthly Principal & Parents as Partners (P3)
meetings where families have the opportunities to learn more about the following:

e Ways to understand and support Casa Experanza’s unique learning programs: Dual Language
and Montessori

e North Carolina’s academic content standards and how instructional planning and delivery at
Casa Esperanza are aligned

e State and local standardized assessments and how to interpret results from those assessments e

Overall School Performance Data to include the School Performance Grade, Growth, Achievement

and related action steps

e the requirements of Title | Part A, and

e how to monitor their child’s progress

5. Casa Esperanza Montessori will provide materials and training to help parents work with their children
to improve their children’s academic achievement. This will include English language support for the
Spanish Immersion classroom, math and literacy support for all learners, appropriate technology use for
students, and how to foster parental involvement by supporting the Parent-Faculty Association, Family
and Child Together Activities and parent-teacher-student conferences.

6. Casa Esperanza will, with the assistance of its schools and parents, educate its teachers, student

services personnel, principals and other staff, in how to reach out to, communicate with, and work with
parents as equal partners. There will also be a focus on the value and utility of contributions of parents,
and on how to implement and coordinate parent programs and build ties between parents and schools.

7. Casa Esperanza Montessori will, to the extent feasible and appropriate, coordinate and integrate
parental involvement programs and activities with Head Start, NC Pre-K and public preschool and other
programs, and conduct other activities, such as parent resource centers, that encourage and support
parents in more fully participating in the education of their children.

8. If a need is determined beyond Casa Esperanza’s Parent Faculty Association, a Parent Family
Engagement Advisory Council will be established to ensure timely feedback is provided to school
leadership regarding the policy and to ensure compliance with ESSA.

PART Ill. ADOPTION

This Parent and Family Engagement Policy has been developed with, and agreed upon with, parents of
children participating in Title I, Part A programs. This policy was initially adopted on December 14, 2017
and revised in October 2018, September 2019, and June 2020. The policy was approved by the Casa
Esperanza Montessori Board of Directors on June 18, 2020.
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Parent Organization Policy

The Casa Esperanza Montessori Charter School (CEMCS) Board of Directors (Board) encourages the
development and participation of parent organizations that support the goals of the Board and CEMCS.
The Board recognizes that parent organizations are an effective means of involving parents in their

child’s educational experience.

Conditions for Establishing Parent Organizations

Parent organizations, including the PFA, PTOs and Booster Clubs, are not considered a part of CEMCS.
However, because these organizations and their activities reflect upon CEMCS, all parent organizations

must comply with the following conditions in order to operate in conjunction with CEMCS.

1. All parent organizations must provide the Board, with a copy to the CEMCS Head of School,
with a written description of the purpose of the organization and the general rules and
procedures by which it will operate. Any later modifications to the organization’s purpose or
general rules and procedures also must be provided, in writing, to the Board and CEMCS
Head of School. At every regular June Board meeting and at any other time requested by
the Board, an officer of the parent organization shall appear before the Board and present a
detailed written financial report of expenditures and revenue and a summary of operating

activities.

2. Parent organizations must obtain prior approval from the CEMCS Head of School or Board for
(a) any fund-raising event to be held at CEMCS; (b) any purchase for CEMCS; (c) any
function involving the participation of students during school hours; or (d) any event that is

likely to reflect upon CEMCS.

3. Fliers and other literature displayed or distributed by parent organizations must comply with

the mission of CEMCS, all policies and procedures of CEMCS, and all applicable

Parent organizations may not use the school’s name and brand to publicly disparage school

policies and decisions.

4. Parent organizations are responsible for maintaining their own financial records and are
prohibited from commingling their funds with CEMCS funds. Employees of CEMCS are not
permitted to serve as officers or directors of a parent organization or to assume any role or

responsibility for financial transactions or financial activities of a parent organization.

5. Parent organizations shall not use CEMCS' tax exempt status or employer identification
number for any of their activities. Such organizations must obtain their own tax exempt

status and employer identification numbers.

6. Parent organizations are expected to consider the cultural diversity and economic differences

of students and parents in planning CEMCS-related functions. 7. This policy takes effect on
August 1, 2018.

Parent Organizations that do not comply with Board policies or practices and procedures may have
approval to operate within CEMCS revoked by the Board.

Adopted by the CEMCS Board of Directors on February 15, 2018.
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Parent’s Guide to Student Achievement (PGSA)

Based on Parents’ Bill of Rights - SB 49; Session Law 2023-106

The purpose of this document is to provide parents and guardians of students at Casa Esperanza
Montessori Charter School access to information regarding student achievement.

Paper copies of this document and the information included can be obtained upon request at the front

office of the school.
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The requirements on enrollment and eligibility to attend Casa
Esperanza and the link to apply for the lottery can be found at Casa
Admissions

The following are statutory school entry requirements, this includes
required immunizations:

- Admission requirements: GS_115C-364.pdf (ncleg.gov)

- Immunization records: GS_130A-155.pdf (ncleg.gov)

- Immunization requirements: GS_130A-152.pdf (ncleg.gov
(*this law was amended but is not reflected on the current

GA page; see SL2023-134.pdf (ncleg.gov), Section 5.8(e)
on page 64”)

Information on required health assessments and immunizations for
students are available through the North Carolina Department of
Health and Human Services (NCDHHS).

NCDHHS Immunizations Resources:

- Recommended Immunization Schedules
- Kindergarten Entry Vaccine Requirements
- Seventh Grade Entry Vaccine Requirements
- Twelfth Grade Entry Vaccine Requirements

The following are the relevant State and local requirements for a
child to be promoted to the next grade level. Relevant part of this
link is found in Part 1A (pp. 15-28) regarding retention, promotion,
alternatives to show reading proficiency, etc.: Grade Level
Promotion

In North Carolina, all schools use the same Standard Course of
Study, determined by the State Board of Education. These
standards are the knowledge and skills students should understand
by the end of each grade/course.

The standards can be found on the NCDPI Office of Academic
Standards website. There are standards for:

e Arts Education,

e Career Technical Education,

e Computer Science,

e English Language Arts,

e English Language Development,

e Student Success Standards,



https://ncleg.gov/EnactedLegislation/Statutes/PDF/BySection/Chapter_115C/GS_115C-364.pdf
https://ncleg.gov/EnactedLegislation/Statutes/PDF/BySection/Chapter_130A/GS_130A-155.pdf
https://ncleg.gov/EnactedLegislation/Statutes/PDF/BySection/Chapter_130A/GS_130A-152.pdf
https://ncleg.gov/EnactedLegislation/SessionLaws/PDF/2023-2024/SL2023-134.pdf
https://immunize.nc.gov/schools/resourcesforschools.htm
https://immunization.dph.ncdhhs.gov/schools/pdf/k_school_vaccine.pdf
https://immunization.dph.ncdhhs.gov/schools/pdf/7th_grade_school_vaccine.pdf
https://immunization.dph.ncdhhs.gov/schools/pdf/12th_grade_school_vaccine.pdf
https://www.ncleg.gov/EnactedLegislation/Statutes/PDF/ByArticle/Chapter_115C/Article_8.pdf
https://www.ncleg.gov/EnactedLegislation/Statutes/PDF/ByArticle/Chapter_115C/Article_8.pdf
https://www.dpi.nc.gov/districts-schools/classroom-resources/academic-standards
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e Healthful Living,

e Information and Technology,
o Mathematics,

e Science,

e Social Studies, and

e World Language.

Local districts, schools and teachers determine how to teach these
standards, including curriculum, supplementary materials, books,
etc.

Contact school leadership to request to inspect or purchase
textbooks or other instructional materials. For most copyrighted
materials, access for inspection may be limited to in-person viewing.

Casa Esperanza believes that parent-school communication is vital
to student success. Casa shares student progress through a variety
of ways, including quarterly report cards, email, Friday folders, and

parent conferences.

Parents can access attendance, grades, and testing information
through the schools’ data portal using their login credentials. For
assistance with access, parents can contact the school data
manager.

State Assessments:

Individual Student Reports for end-of-grade/course tests and other
state assessments (English language proficiency assessment) are
accessible in the parent portal.

In NC, all students take end-of-grade assessments for reading and
math in grades 3-8. Students take end-of-grade science
assessments in grades 5 and 8. For high school courses, students
take end-of-course assessments in English Il, Biology, NC Math 1,
and NC Math 3.

North Carolina’s Department of Public Instruction (NCDPI) selected
mCLASS DIBELS ® 8th Edition as the state’s K-3 Literacy
Assessment. mCLASS is an integrated literacy system based on the
Science of Reading. mCLASS has been revised and upgraded from
the assessment NC districts have used in the past, based on the
latest research and the Science of Reading. It is a valid and reliable
assessment, supporting universal literacy screening, screening for
risk of dyslexia, and progress monitoring. mCLASS is given three
times a year and individual reports will be sent home following

the completion of the assessment.

Students in the Immersion program will also be given Lectura, the
Spanish version of the K-3 Literacy Assessment three times a year
with reports also sent home following the completion of the
assessment.

Parents may look up your child’s teacher licensure status in the
NCDPI Licensure Website.



https://vo.licensure.ncpublicschools.gov/datamart/loginNCDPI.do;jsessionid=c_e1Q-v-Kd3lkPgsz-6BSlhKoy9C9oKJ-2g48TWs.i-073bdbd83fe0c5e0c
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Engaging with your child about school and what they are learning is
pivotal to their learning
process.
e Ask questions daily about your child’s school day.
e Inquire about topics and assignments they are learning.
e Read with your child and model reading behavior
e Connect with teachers to understand your child’s
progress.
e Ask the teachers how you can help your child learn.
e Attend different events at your child’s school to stay
connected and learn how to support them.
e Have your children work on practical life activities at home
e As a parent, model reading (magazines, books, online
newspaper, etc)
e Create a dedicated space for homework.
e Communicate often with your child’s teacher if only to say
“thank you”.

Local Resources:
iReady

Parent Guides for Academic Standards:

The following grade level guides contain information to support
parents and caregivers with understanding the North Carolina
Standard Course of Study. The purpose of these guides is to inform
parents about the standards, as well as provide useful strategies to
incorporate at home.

ELA Parent Guides

ELD Parent Guide

Math Parent Guides: K-5, 6-8

Social Studies Parent Guides (coming soon)
Science Parent Guide (coming soon)

Reading and Literacy Support:

This following site provides resources for families to practice and
reinforce important literacy skills with their children who are being
assessed with mCLASS reading assessments: Amplify Parent
Resources

Home activities, printables, and games to support reading and
literacy are also available at North Carolina’s Digital Children’s
Reading Initiative (DCRI). These activities include the following
topics,

Pre-K-Grade 5:

(1) Phonemic awareness

(2) Phonics

(3) Vocabulary

(4) Fluency

(5) Comprehension

(6) Oral language

DCRI Printables for Families

Casa Esperanza embeds Portrait of a Graduate skills in the



https://ncdpi.instructure.com/courses/914/pages/family-resources
https://drive.google.com/file/d/1vyvAA6Jw-9RQvkgclUZmrbALiNb5nyKu/view?usp=sharing
https://drive.google.com/drive/folders/1m_I-Cy5cq-22FJamR15WEsVxRKcPV0kp
https://drive.google.com/drive/folders/1zhsgBDudy2wEPxcjX8llkOSBwtpZii3N
https://mclass.amplify.com/homeconnect/?_gl=1*owme1s*_ga*MTc3MjYzNzY1Ny4xNjkyNjY3MjY1*_ga_KB37BKPPF6*MTY5ODA3NTkxMi42LjEuMTY5ODA3NTkyMy40OS4wLjA.
https://mclass.amplify.com/homeconnect/?_gl=1*owme1s*_ga*MTc3MjYzNzY1Ny4xNjkyNjY3MjY1*_ga_KB37BKPPF6*MTY5ODA3NTkxMi42LjEuMTY5ODA3NTkyMy40OS4wLjA.
https://www.dpi.nc.gov/students-families/parents-corner/literacy-home-digital-childrens-reading-initiative
https://www.dpi.nc.gov/students-families/parents-corner/literacy-home-digital-childrens-reading-initiative
https://drive.google.com/file/d/1_XxE21kXqRo5iAJ7CJfdU-3zXx9uhawQ/view
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classroom and school setting. These durable skills were developed
by NCDPI and will support a child’s understanding of citizenship,
social skills and respect for others.

Grade level specific resources, including developmentally
appropriate milestones can be found in the following resource
repository:

NC P it of a Grad _ Durable Skill

Casa Esperanza Montessori uses a campus wide notification
service to send important information to families through email and
text messages. There is a weekly school newsletter shared that you
can sign up for on our school’s website.

Casa uses email for all parent/teacher communication. Every staff
member’s email can be found on our website.

Parents can view students’ grades in the parent portal.

The following are NCDPI developed parent guides that provide
suggestions for building strong relationships with your child’s
teacher and supporting communication between home and school.

Building Strong Relationships with Your Child’s Teacher (NC
Rethink Education Program)

How You Can Use Questions to Support Your Child’s Learning (NC

Rethink Education Program)

Additional general parent guides and parent resource webinar
recordings can be found at the following website.

Family Literacy Services:

Literacy at Home: Digital Children’s Reading Initiative developed by
NCDPI provides literacy activities at each grade level,
pre-kindergarten through fifth grade.

Casa Esperanza Montessori provides many opportunities for
parents to partner with the school and engage in their child’s
education.

Volunteer Policy and Opportunities
Parent and Family Engagement Policy

Casa Esperanza Montessori offers a variety of options for students
to pursue their interests and skills at their academic level.

Accelerated Access

NCVPS:

North Carolina Virtual Public School (NCVPS) is NC’s state
supplemental program and leader in online education, providing
inclusive learning opportunities for students across the state.
Founded in 2007, with a strong commitment to ensuring quality
education for all students, regardless of location, NCVPS has over
16 years of experience serving diverse learners



https://www.dpi.nc.gov/documents/statesuperintendent/portrait-graduate/open
https://www.dpi.nc.gov/rethink-education-building-strong-relationships-your-childs-teacher/download?attachment
https://www.dpi.nc.gov/rethink-education-how-you-can-use-questions-support-your-childs-learning-guide/download?attachment
https://www.dpi.nc.gov/districts-schools/districts-schools-support/office-virtual-instruction-services/rethink-education/rethink-education-resources-parents-and-guardians
https://www.dpi.nc.gov/students-families/parents-corner/literacy-home-digital-childrens-reading-initiative
https://www.cemcs.org/get-involved/volunteer/
https://www.cemcs.org/wp-content/uploads/2022/02/20-21-CEMCS-ESSA-Parent-Family-Engagement-.pdf
https://ncvps.org/
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Casa students have taken Math 1, Math 2, and English 1 courses
through NCVPS.

Charter Schools

Charter schools are public schools of choice that are authorized by
the State Board of Education and operated by independent
non-profit boards of directors. State and local tax dollars are the
primary funding sources for charter schools, which have open
enrollment and cannot discriminate in admissions, associate with
any religion or religious group, or charge-tuition. Charter schools
operate with freedom from many of the regulations that govern
district schools, but charter schools are held accountable through
the State assessment and accountability system.

If you are interested in NC charter schools, visit NC charter school
for information, resources, and contacts.

Traditional Public Schools

Local Education Agency units (LEA) serve students who live in
residential districts of the LEA. The traditional school districts each
have websites information related to admissions and program
offerings. NCDPI also has resources about public schools in the
state.

Nonpublic Education and Scholarship Grants

Nonpublic education is overseen by the NC Department of
Administration.

For a list of private schools, visit this NC Private Schools.

For information on how to start a homeschool visit:
Homeschool Information

Scholarship grant programs/voucher information is available via the
NC State Education Assistance Authority.

For students suspected of or identified with a disability by the
Individuals with Disabilities Education Act (IDEA), the following links
provide important information regarding the procedural safeguards
available to ensure a free, appropriate, public education.

Parent Rights Handbook
IDEA Dispute Resolution

Project Child Find

Casa Esperanza Montessori Charter School
10510 Star Rd

Wake Forest, NC 27587

919-855-9811



https://www.dpi.nc.gov/students-families/alternative-choices/charter-schools
https://www.dpi.nc.gov/
https://www.doa.nc.gov/divisions/non-public-education
https://www.doa.nc.gov/divisions/non-public-education
https://www.doa.nc.gov/divisions/non-public-education/private-school-directory-statistics
https://www.doa.nc.gov/divisions/non-public-education/home-schools
https://www.ncseaa.edu/k12/
https://www.dpi.nc.gov/parent-rights-handbook/download?attachment
https://www.dpi.nc.gov/parent-rights-handbook-spanish/download?attachment
https://www.dpi.nc.gov/districts-schools/classroom-resources/exceptional-children/dispute-resolution
https://www.dpi.nc.gov/districts-schools/classroom-resources/exceptional-children/policies-procedures#SpecialEducationSurrogateParents-6084
https://www.dpi.nc.gov/districts-schools/classroom-resources/exceptional-children/resources-for-families-students

Casa Esperanza Montessori has a full time nurse who is a
registered nurse as well as a full time school counselor. Information
and resources are communicated through direct notifications,
handbooks, and web links.

Nurse Health/Wellness
Parent Student Handbook

Information on required health assessments and immunizations for
students are available through the NC Department of Health and
Human Services (NCDHHS)
ol o
e Recommended Immunization Schedules
o Pro.Ki : . i
older (in child care only)
)

Kindergarten Entry Vaccine Requirements
o Seventh Grade Entry Vaccine Requirements
e Health Assessment
e Health Assessment and Immunization Compliance Reporting
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https://www.cemcs.org/parent-resources/nurse-health-wellness/
https://www.cemcs.org/wp-content/uploads/2023/08/FINAL-PARENT-STUDENT-HANDBOOK-BOARD-APPROVED-7.31.23rev92723.pdf
https://immunize.nc.gov/schools/resourcesforschools.htm
https://immunization.dph.ncdhhs.gov/schools/ccf_requirements.htm
https://immunization.dph.ncdhhs.gov/schools/ccf_requirements.htm
https://immunization.dph.ncdhhs.gov/schools/pdf/k_school_vaccine.pdf
https://immunization.dph.ncdhhs.gov/schools/pdf/7th_grade_school_vaccine.pdf
https://www.ncdhhs.gov/divisions/child-and-family-well-being/whole-child-health-section/school-adolescent-and-child-health/public-school-health-assessment
https://immunization.dph.ncdhhs.gov/schools/index.htm

The Family Educational Rights and Privacy Act Compliance
Policy

Rationale: All schools that receive funds under an applicable program of the U.S. Department
of Education Family Educational Rights and Privacy Act (FERPA) are required to comply with
this federal act.

Policy: School employees shall comply with the guidelines of the Family Educational Rights and
Privacy Act (FERPA) (20 U.S.C. § 1232g; 34 CFR Part 99

The Family Educational Rights and Privacy Act (FERPA) (20 U.S.C. § 1232g; 34 CFR Part
99) is a Federal law that protects the privacy of student education records. The law applies to
all schools that receive funds under an applicable program of the U.S. Department of
Education.

FERPA gives parents certain rights with respect to their children's education records. These
rights transfer to the student when he or she reaches the age of 18 or attends a school beyond
the high school level. Students to whom the rights have transferred are "eligible students."

« Parents or eligible students have the right to inspect and review the student's education
records maintained by the school. Schools are not required to provide copies of records
unless, for reasons such as great distance, it is impossible for parents or eligible
students to review the records. Schools may charge a fee for copies.

* Parents or eligible students have the right to request that a school correct records which
they believe to be inaccurate or misleading. If the school decides not to amend the
record, the parent or eligible student then has the right to a formal hearing. After the
hearing, if the school still decides not to amend the record, the parent or eligible student
has the right to place a statement with the record setting forth his or her view about the
contested information.

* Generally, schools must have written permission from the parent or eligible student in
order to release any information from a student's education record. However, FERPA
allows schools to disclose those records, without consent, to the following parties or
under the following conditions (34 CFR § 99.31):

o School officials with legitimate educational interest;

o Other schools to which a student is transferring;

o Specified officials for audit or evaluation purposes;

o Appropriate parties in connection with financial aid to a student;

o Organizations conducting certain studies for or on behalf of the school;

o Accrediting organizations;

o To comply with a judicial order or lawfully issued subpoena;

o Appropriate officials in cases of health and safety emergencies; and

o State and local authorities, within a juvenile justice system, pursuant to specific
State law.

Schools may disclose, without consent, "directory” information such as a student's name,
address, telephone number, date and place of birth, honors and awards, and dates of
attendance. However, schools must tell parents and eligible students about directory
information and allow parents and eligible students a reasonable amount of time to request that
the school not disclose directory information about them. Schools must notify parents and
eligible students annually of their rights under FERPA. The actual means of notification

(special letter, inclusion in a PFA bulletin, student handbook, or newspaper article) is left to the
discretion of each school.
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Individuals with Disabilities Education Act (IDEA) Time and Effort
Policy

Rationale: Federal regulation requires that any salaries and benefits charged to a federal IDEA funds
must be documented to ensure requirements are met.

Policy:

1. Time and Effort. Charges to payroll for employees working on any Federal Programs or Cost
Objectives must be based on one of the following criteria:

1a. Semi-annual certification:

These employees are not required to maintain a Time and Effort records.

Employees working 100% of their time on a single program or cost objective.

Employees administering 100% of their time that are part of consolidated administrative funds.
Charges for their salaries and wages will be supported by a semi-annual certification that the employee
work only on the designated federal program for the period covered by the certification.

The Head of School is responsible for determining the type of certification required for each

employee.

The certification must be signed by the employee and the employee’s supervisor.

The semi-annual certification dates are July 1 to June 30, and January 1 to December 31.

1b. Personnel Activity Report:

Employees working on more than one federal program and/or more than one cost objective.
Employee working on a Federal program and a non-federal program

Employee works on an indirect cost activity and a direct cost activity.

The employee must reflect the actual time spent on activities of the federal program being charged.
The period covered by the documentation may not exceed one month.

Casa Esperanza will use time sheets to reflect time and effort allocations.

The Human Resources Director creates the time sheets. The percentage allocated for the federal
program is based on the annual allotment provided by the Department of Public Instruction. The Time
Sheets are available to the employee on a semi-monthly basis and are signed by the employee and the
employee’s supervisor. Time Sheets are filed annually.

Daily class schedules for classrooms teachers and instructional aides may be used in lieu of time
sheets. Daily class schedules may qualify as suitable because they provide a “quantifiable measure of
employee effort”. Daily class schedules should include number of students, number of minutes, and
Calendar.

Vendors and/or contractors are not required to submit Time and Effort requirements.
2. Equipment.

2a. All equipment, including computing devices, acquired with federal funds are purchased in accordance
to the school’s procurement procedures and that adequate control are maintained to track and safeguard
such equipment.

2b. The Exceptional Children’s Director is responsible to conduct an annual physical inventory, maintain
records of such inventory, and report any loss, damage of theft of equipment acquired with federal
Funds.

2c. Inventory of each asset should include the following information:
Acquisition date

Name

Description

Quantity
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Unit cost
Manufacturer
Serial Number
Model Number
Funding source
Location

2d. Any differences between quantities determined by the physical inspection and those shown on the
inventory records shall be investigated.

2e. All disposition of equipment is initiated by the Exceptional Children’s Director. Any disposition of
equipment must be approved by the Head of School. Equipment Disposition Instructions are reflected
on Form 0.2.13.1 Equipment Disposition Request.

3. School responsibility.

3a. Provide training to employees on Time and Effort reporting

3b. Ensuring timely completion of Time and Effort reports

3c. At least quarterly, reconciling time and effort reports with budget and make any needed adjustment. If
there is a difference of 10 percent or more between actual payroll charges and time and effort based
charges, then the following actions should be taken:

o Payroll records must be adjusted to match actual work activities as determined by time and effort
reports

o Estimated/budgeted payroll amounts should be adjusted for subsequent months to reflect actual
work activities to date.

3d. At least annually making all the adjustment necessary to align payroll expenditures with reported time
and effort. Payroll expenditures must be adjusted to match Time and Effort 100 percent. No variance is
allowed.

4. Definitions.

Cost Objective.

A single cost objective is a single work activity that maybe funded by one or more fund sources.

Single cost objective includes:

A single federal program / grant award

Activities that are allowable under and founded by more than one fund source

Programs/fund sources that maybe combined under a Title 1, Part A school wide model.

A multiple cost objective is more than one set of work activities, each of which is allowable under
and chargeable to particular federal programs and state or local programs or fund sources.
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Bylaws of Casa Esperanza Montessori Charter

ARTICLE 1 - NAME

The name of the corporation shall be Casa Esperanza Montessori Incorporated (the “Corporation”).
ARTICLE 2 — PURPOSES
The purposes for which the Corporation is organized are:

(A) To operate a public charter school in the State of North Carolina pursuant to N.C. Gen. Stat. §
115C-218 et seq.;

(B) To provide a K-8 education that places each student on the path to academic proficiency and college
readiness; and

(C) To operate exclusively for religious, charitable, scientific, literary, or educational purposes within the
meaning of Sections 501(c)(3) and 170(c)(2) of the Internal Revenue Code of 1986 or the corresponding
provisions of any future U.S. Internal Revenue laws (the “Code"), provided the Corporation shall not carry
on any activities not permitted to be carried on by an organization exempt from Federal income tax under
Section 501(c)(3) of the Code.

ARTICLE 3 - OFFICES

1. Principal Office. The principal office of the Corporation shall be located at 10510 Star Road, Wake
Forest, NC 27587.

2. Registered Office. The registered office of the Corporation may be the same as the principal office of
the Corporation; provided, however, the Corporation's registered office shall be located in the State of
North Carolina, and shall be the business office of the registered agent.

3. Other Offices. Upon approval by the State Board of Education, the Corporation may have offices at
such other places within the State of North Carolina as the Corporation's Board of Directors (the “Board”)
may determine from time to time.

ARTICLE 4 — BOARD OF DIRECTORS

1. General Powers. The business, property, and affairs of the Corporation shall be managed under the
direction of the Board in accordance with the provisions of the Corporation's Articles of Incorporation (the
“Articles”), these Sixth Amended and Restated Bylaws (the "Bylaws”), and applicable law.

2. Number and Election. The number of Directors on the Board (the “Directors”) shall not be less than five
(5) or more than nine (9). To the extent practicable, the Board will maintain an odd number of Directors. At
any annual meeting, the Directors may fix the number of Directors to be elected at the meeting by
resolution. In the absence of such a resolution, the number of Directors elected at the meeting, plus the
number of Directors continuing in office, shall constitute the number of Directors of the Corporation until
the next annual meeting, unless the number is changed by action of the Board. Directors may be elected
at any annual or special meeting of the Board by a vote of a majority of the Directors then in office. The
election of Directors shall be a part of the order of business of each annual meeting of the Board.

3. Terms. A full term on the Board of Directors is three (3) years. To the extent practicable, terms shall be
staggered equally among Directors. The Board may reduce the term of one or more Directors if deemed
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necessary to provide for adequate staggering. Any change in term must be set by vote of a majority of the
Directors then in office. Directors may be reelected as provided in section 2 of this Article. No Director
may serve more than nine (9) years consecutively and must thereafter wait at least one (1) year before
again serving as a Director.

4. Qualifications. A Director shall be willing and able to make decisions as a member of the Board in the
best interests of the Corporation and shall submit on an annual basis a conflict of interest disclosure as
prescribed by the Board. A Director shall also be at least 21 years of age, be a resident of the State of
North Carolina, and hold at least a high school diploma or its equivalent. When working to replace a BOD
member, it is the responsibility of the existing BOD members to consider skills and experience such as,
but not limited to, experience as an educator or education administrator, financial acumen, community
involvement, parent/non-parent status and other dimensions as are relevant to the School.

5. Excluded Persons. The following persons shall not be eligible to serve on the Board: (i) employees of
the charter school operated by the Corporation; or employee of a service provider or management
company who contracts with the Corporation; or (iii) immediate family (as defined in N.C. Gen. Stat.
115C-12.2) of an employee of the charter school.

6. Removal. A Director may be removed by the Board with or without cause by a resolution duly adopted
by a majority of the Directors then in office.

7. Resignation. A Director may resign at any time by providing written notice to the Chairperson of the
Corporation, or if the Chairperson is resigning or the officer of Chairperson is vacant, then to the next
highest-ranking officer of the Corporation. The resignation shall be effective when communicated, unless
the notice specifies a later effective date or subsequent event upon which it will become effective.

8. Vacancies. A vacancy on the Board shall be filled as provided in Section 2 of this
Article.

9. Compensation. All Directors shall serve as volunteers without compensation. By approval of the Board,
Directors may be reimbursed for their reasonable expenses incident to their duties in accordance with
applicable law.

ARTICLE 5 — MEETINGS OF DIRECTORS

1. Annual Meeting. The annual meeting of the Board shall be held in the month of June, July, or August of
each year for the purpose of electing Directors and Officers and transacting such other business as may
be properly brought before the Board. If the annual meeting is not held as designated by these Bylaws, a
substitute annual meeting may be called by or at the request of any two Directors and such meeting shall
be designated and treated for all purposes as the annual meeting.

2. Reqular Meeting. The Board shall set a schedule of the time and place for the holding of regular
meetings, which shall occur at least once each month.

3. Special Meeting. Special meetings of the Board may be called by or at the request of any two
Directors.

4. Open Meetings. All meetings of the Board shall comply with Article 33C of Chapter 143 of the North
Carolina General Statutes. Consistent with that Article, the Board shall, among other things: (i) cause a
current copy of the schedule of its regular meetings to be kept on file with the Secretary of the
Corporation and (ii) give public notice of regular, special, and emergency meetings pursuant to N.C. Gen.
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Stat. § 143-318.12.

5. Place of Meetings. Meetings of the Board may be held at the principal office of the Corporation or at
such other place as shall be designated in the notice of the meeting or agreed upon at or before the
meeting by a majority of the Directors then in office. However, unless conducted electronically, all
meetings of the Board shall take place within the State of North Carolina and within reasonably close
proximity to the charter school operated by the Corporation, such that parents, students, and interested
parties may attend.

6. Quorum and Manner of Acting. Quorum for any Board meeting (including special or annual meetings)
is a majority of the Directors then in office. The act of the majority of the Directors in attendance at a
properly noticed and conducted meeting shall be the act of the Board, except as otherwise provided by
law.

7. Meeting by Conference Telephone. Any one or more Directors may participate in a meeting of the
Board by conference telephone or other electronic means which allows all Directors to simultaneously
hear one another during the meeting, and such participation shall be deemed presence in person at such
meeting. If the Board holds a meeting by conference telephone or other electronic means, it shall provide
a location and means whereby members of the public may listen to the meeting, and notice of the
meeting shall be provided as required by N.C. Gen. Stat. $ 143-318.13.

ARTICLE 6 - COMMITTEES

1. Committee Authority. The Board may designate one or more committees by resolution. Each
committee shall have at least one ideally two directors. The committee members may include any other
individuals elected by the Board. No excluded person, as defined in Article 4, Paragraph 5, may serve as
a voting member on a committee. Each committee shall have such powers as may be delegated by the
Board, except that no committee may: (i) authorize distributions to or for the benefit of Directors or
Officers; (ii) approve dissolution, merger or the sale, pledge or transfer of all or substantially all of the
Corporation's assets; (iii) elect, appoint or remove Directors, or fill vacancies on the Board or on any of its
committees, (iv) elect Officers, (v) adopt, amend, or repeal the Articles or Bylaws, or (vi) take any action
the Board cannot lawfully delegate under the Articles, Bylaws, or applicable law.

2. Committee Conduct. Each committee shall fix its own rules governing the conduct of its activities and
shall make such reports to the Board of its activities as the Board may request. The provisions in Article 5
applicable to meetings of the Board shall apply to meetings of committees.

ARTICLE 7 — OFFICERS OF THE CORPORATION

1. Number and Titles. The Officers of the Corporation shall be a Chairperson, Vice Chairperson,
Secretary, and Treasurer. Except as otherwise provided in these Bylaws, the Officers shall have the
authority and perform the duties as from time to time may be prescribed by the Board. Any two or more
offices may be held by the same individual, but no Officer may act in more than one capacity where action
of two or more Officers is required.

2. Election and Term of Office. The Officers shall be elected by the Board at the annual meeting. If the
election of Officers is not held at the annual meeting, the election shall be held as soon thereafter as may
be convenient. Each Officer shall hold office until the next annual meeting and until a successor is elected
and qualifies.

3. Removal. Any Officer elected or appointed by the Board may be removed with or without cause by a
maijority of Directors then in office. Such removal must occur at a properly noticed and conducted Board
meeting.
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4. Resignation. An Officer may resign at any time by providing written notice to the Chairperson of the
Corporation, or if the Chairperson is resigning or the Chair is vacant, then to the Officer holding the next
highest office. The resignation shall be effective when communicated, unless the notice specifies a later
effective date or subsequent event upon which it will become effective.

5. Vacancies. A vacancy in any office shall be filled by the Board for the unexpired portion of the term.
The vacancy shall be filled at the next properly noticed meeting of the Board.

6. Chairperson. The Chairperson shall be a member of the Board and shall preside at all meetings of the
Board. The Chairperson shall sign, with any other proper Officer, instruments which may be lawfully
executed on behalf of the Corporation, except where required or permitted by law to be otherwise signed
and executed, and except where the signing and execution shall be delegated by the Board. The
Chairperson shall, in general, perform all duties incident to the office of Chairperson as may be prescribed
by the Board from time to time.

ARTICLE 10 — FISCAL YEAR

The fiscal year of the Corporation shall begin on the first day of July in each year and end on the following
June 30; provided that the first fiscal year shall begin on the date of incorporation.

ARTICLE 11 — DISPOSITION OF ASSETS

If the Corporation is dissolved or the Corporation's charter to operate a public charter is terminated or not
renewed by the Board of Education, then all net assets of the Corporation purchased for the school with
public funds shall be deemed the property of and distributed to the local school administrative unit in
which the school is located in accordance with N.C. Gen. Stat. $ 115C-218.100 or the corresponding
provision of any future North Carolina charter school law. To the extent the Corporation possesses assets
other than those subject to distribution pursuant to N.C. Gen. Stat. § 115C-218.100, upon termination,
dissolution, or winding up of the affairs of the Corporation, the Directors shall, after paying or making
provision for payment of all liabilities of the Corporation, distribute all such remaining assets among one
or more organizations, which are organized and operated for exempt purposes and qualified as exempt
organizations under Section 501(c)(3) of the Code and to which contributions are deductible under
Section 170(c)(2) of the Code, or to federal, state, and local governments to be used exclusively for public
purposes.

ARTICLE 12 — NON-DISCRIMINATION

The public charter school operated by the Corporation shall permit students of any race, religion, color,
ethnicity, gender, disability status, socio-economic status, and national origin to all the rights, privileges,
programs, and activities generally accorded or made available to students at the charter school. The
Board and public charter school operated by the Corporation shall make employment decisions without
regard to race, religion, color, ethnicity, gender, disability status, socio-economic status, and national
origin.

ARTICLE 13 — AMENDMENTS

These Bylaws may be amended or repealed and new Bylaws may be adopted by the affirmative vote of a
maijority of the Directors then in office at any regular or special meeting of the Board, provided that notice
of the meeting shall have been given which states that the purpose or one of the purposes of the meeting
is to consider a proposed amendment to the Bylaws and includes a copy or summary of the proposed
amendment or states the general nature of the amendment. Such amendment or repeal may take effect
only if approved by the State Board of Education.
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SECRETARY'S CERTIFICATE

This document is to certify that the foregoing Sixth Amended and Restated Bylaws of Casa
Esperanza Montessori Incorporated were duly adopted by resolution of the Board, effective as of the

11th__ day of May_ , 2023.

IN WITNESS WHEREOF, the undersigned, being the duly elected and acting Secretary of the
Corporation, has signed this Secretary's Certificate this the __11th  day of May _ , 2023.

Monica Perry

Secretary, Casa Esperanza Montessori Incorporated

Monica Perry

Signature
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General Grievance Policy

The grievance procedure is a process by which a student or parent of a student of Casa
Esperanza can bring appropriate School concerns to upper levels of management. This is a
formal process and requires rules to be strictly followed. Failure to follow procedures may forfeit
your right to this process.

Title: General Grievance Policy
Definitions:

Grievance - A grievance is defined as a formal written complaint by a student or a parent of a
student that a final administrative decision violates, misapplies, or misinterprets a specified
federal law, State law, State Board of Education policy, State rule, local Board policy, or that an
employee has been subject to an unsafe working condition.

Grievant - Any individual aggrieved by a decision or condition falling under policy, accepted
practices, or state or federal law.

Leadership Team - A group of named administrators, directors or leaders in a position of
authority.

e Informal complaints are to be resolved at the most direct administrative level that is
appropriate. The Grievant and other person(s) involved shall resolve issues of concern
via personal meeting or other appropriate communication.

e Formal complaints are to be made in writing within 14 days after the event giving rise to
the Grievance. The written Grievance must include: 1) a description of the specific
decision at issue including the date it occurred; 2) the law, policy or charter provision
the Grievant believes has been violated; and 3) the desired outcome.

e The person receiving the Grievance will arrange a meeting with the Grievant to resolve
the issue. The setting of the meeting shall be appropriate based on the nature of the
Grievance. For example, complaints related to named employees or students shall not
be heard in any public setting.

e If the Grievance is related to the classroom (i.e. student grades, lessons, behavior,
teacher interaction, etc.), the person involved first should seek to resolve the issue with
the classroom teacher or teacher assistant, as appropriate. Classroom faculty should
make every effort to acknowledge receipt within one (1) working day, to respond to the
concern within five (5) working days and to notify the person if additional time is
needed.

e If resolution with the classroom faculty is not possible, or if the Grievance is related to
school wide policy, procedure, or administration, the person involved should seek to
resolve the issue with the appropriate Administrator for the grade level. The
Administrator should make every effort to acknowledge receipt within one (1) working
day, to respond to the concern within five (5) working days and to notify the person if
additional time is needed.

e If resolution is not possible with any of the aforementioned parties, the person involved
may address his or her Grievance to the Executive Director. The Executive Director
should make every effort to acknowledge receipt within one (1) working day, to respond
to the concern within ten (10) working days and to notify the person if additional time is
needed.

e If the Grievant rejects the response of the Executive Director, the Grievant shall have
the right to appeal in writing within ten (10) working days to the Board of Directors. The
appeal must include reasons why the prior responses have been in error or in violation
of existing rule, policy, or law and the resolution that the Grievant requests.
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e The Board of Directors will investigate and may assign an external resource, a
committee or specific members of the Board of Directors to conduct the investigation.
The Board of Directors will render a decision and issue a written response to the
Grievant within 21 calendar days of receiving the appeal. The decision of the Board of
Directors shall be final.

Miscellaneous Provisions

1.

The Grievant will be informed that the time limits set forth in this policy may be modified or
extended if mutually agreed by the Grievant and Casa Esperanza. If either party wishes to
change the timeline set forth in this policy, the party will request modification(s) from the other
party and both parties will be required to agree to the modification(s). The School representative
Executive Director or Board of Directors will confirm in writing outlining the modified timeline.

No person shall suffer recrimination or discrimination because of their participation in the
grievance procedure.

A person may skip steps in the process only if their grievance is with the party named in that
step. In such case, the Grievant may proceed to the next step.

Except disclosures as required by law, Confidentiality will be observed by the Supervisors and
Leadership Team, Executive Director and Board of Directors.

The Grievant may be accompanied by a representative of Grievant’'s choice in all stages of
these proceedings.

This Grievance Policy (CEM 5.5.1) is not designed to supersede or supplant federal law and
parent rights under Section 504 of the Rehabilitation Act, the Individuals with Disabilities
Education Improvement Act of 2004, and the Family Educational Rights and Privacy Act
(FERPA) as amended, 1996.

Revised June 2023
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Harassment and Bullying Policy

It is the priority of Casa Esperanza Montessori Charter School (“CEMCS”) to provide each and every
student at CEMCS with a safe, orderly and caring learning environment. To this end, CEMCS specifically
prohibits bullying and harassment under any circumstances. This policy is in addition to CEMCS’s
Sexual Harassment policy. Harassment means any offensive verbal, nonverbal or physical conduct that is
sufficiently severe, persistent or pervasive to interfere with a student's ability to participate in or benefit
from an educational program or activity. Prohibited conduct may include, but is not limited to, abusive
jokes, insults, slurs, name-calling, threats, bullying, sexual harassment or intimidation. Harassment of
students is prohibited at all levels: between students, between employees and students, or between
non-employees and students. Any student who believes that he or she has been harassed or bullied in
violation of this policy should report such behavior immediately to a teacher, counselor or administrator at
CEMCS. A school employee who is notified of or otherwise becomes aware of conduct which may
violate this policy shall report the matter to the Head of School. All complaints of harassment shall be
promptly and thoroughly investigated by the Head of School and appropriate action shall be taken. The
actions taken should be reasonably calculated to end any harassment or bullying, eliminate a hostile
environment if one has been created, and prevent harassment from occurring again. Violations shall be
deemed to be serious disciplinary infractions and may include long-term suspension or expulsion.
CEMCS specifically prohibits retaliation against any individual who makes a complaint or reports an
incident of harassment or bullying or who participates in an investigation or grievance proceeding initiated
under this policy. Such retaliation is against the law and is prohibited by this policy. If at any time during
the investigation the principal receives information alleging the harassment or bullying was based on sex
or gender, the Head of School shall notify the Title IX Coordinator and any other appropriate person as
required by law or by CEMCS policy. Nothing in this policy precludes CEMCS or the school system from
taking disciplinary action against a student, teacher, employee or non-employee where the evidence does
not establish harassment but the conduct otherwise fails to satisfy CEMCS’s high expectations for
appropriate conduct.

ADOPTED: October 25, 2005
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Internet Safety Policy For Casa Esperanza Montessori
Charter School

Introduction

It is the policy of Casa Esperanza Montessori Charter School (CEMCS) to: (a) prevent user access over
its computer network to, or transmission of, inappropriate material via Internet, electronic mail, or other
forms of direct electronic communications; (b) prevent unauthorized access and other unlawful online
activity; (c) prevent unauthorized online disclosure, use, or dissemination of personal identification
information of minors; and (d) comply with the Children’s Internet Protection Act [Pub. L. No. 106-554 and
47 USC 254(h)].

Definitions

Key terms are as defined in the Children’s Internet Protection Act. Access to Inappropriate Material To the
extent practical, technology protection measures (or “Internet filters”) shall be used to block or filter
Internet, or other forms of electronic communications, access to inappropriate information. Specifically, as
required by the Children’s Internet Protection Act, blocking shall be applied to visual depictions of
material deemed obscene or child pornography, or to any material deemed harmful to minors. Subject to
staff supervision, technology protection measures may be disabled for adults or, in the case of minors,
minimized only for bona fide research or other lawful purposes. Inappropriate Network Usage To the
extent practical, steps shall be taken to promote the safety and security of users of the CEMCS online
computer network when using electronic mail, chat rooms, instant messaging, and other forms of direct
electronic communications. Specifically, as required by the Children’s Internet Protection Act, prevention
of inappropriate network usage includes: (a) unauthorized access, including so-called ‘hacking,” and other
unlawful activities; and (b) unauthorized disclosure, use, and dissemination of personal identification
information regarding minors.

Education, Supervision and Monitoring

It shall be the responsibility of all members of the School staff to educate, supervise and monitor
appropriate usage of the online computer network and access to the Internet in accordance with this
policy, the Children’s Internet Protection Act, the Neighborhood Children’s Internet Protection Act, and the
Protecting Children in the 21st Century Act. Procedures for the disabling or otherwise modifying any
technology protection measures shall be the responsibility of the Director of Finance and Operations or
designated representatives.The Director of Finance and Operations or designated representatives will
provide age-appropriate training for students who use the School’s Internet facilities. The training
provided will be designed to promote the School’'s commitment to: a) The standards and acceptable use
of Internet services as set forth in the CEMCS Internet Safety Policy; b) Student safety with regard to: a.
safety on the Internet; b. appropriate behavior while on online, on social networking Web sites, and in
chat rooms; and c. cyberbullying awareness and response. ¢c) Compliance with the E-rate requirements
of the Children’s Internet Protection Act (“CIPA”). Following receipt of this training, the student will
acknowledge that he/she received the training, understood it, and will follow the provisions of the District's
acceptable use policies.

Adoption

This Internet Safety Policy was adopted by the Board of Casa Esperanza Montessori Charter School at a
public meeting, following normal public notice, on March 16, 2023 at 6 pm.
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CEMCS Responsible Use Policy
FACULTY/STUDENT/PARENT

The Casa Esperanza Board of Directors provides its students and staff access to a variety of
technological resources. These resources provide opportunities to enhance learning and improve
communication within the school community and with the larger global community. Through the school’s
technological resources, users can observe events as they occur around the world, interact with others
on a variety of subjects, and acquire access to current and in-depth information. The board intends that
students and employees benefit from these resources while remaining within the bounds of safe, legal,
and responsible use. Accordingly, the board establishes this policy to govern student and employee use
of school technological resources. This policy applies regardless of whether such use occurs on or off
school property, and it applies to all school technological resources, including but not limited to computer
networks and connections, tech and digital resources/tools, and learning programs made available by or
on the networks, and all devices that connect to those networks.

A. EXPECTATIONS FOR USE OF SCHOOL TECHNOLOGICAL RESOURCES

The use of school technological resources, including access to the Internet, is a privilege for students and
faculty. Individual users of the school’s technological resources are responsible for their behavior and
communications when using those resources. Responsible use of school technological resources is use
that is ethical, respectful, academically honest, and supportive of student learning. Each user has the
responsibility to respect others in the school community and on the Internet. Users are expected to abide
by the generally accepted rules of network etiquette. General student and employee behavior standards,
including those prescribed in applicable board policies and other regulations and school rules, apply to
the use of the Internet and other school technological resources. In addition, anyone who uses school
computers or electronic devices or who accesses the school network or the Internet using school
resources must comply with the additional expectations for responsible use listed in Section B, below.
These expectations are intended to clarify guidelines for conduct but should not be construed as all
inclusive. Before using the Internet, all students are trained about appropriate online engagement. All
students and employees must be informed annually of the requirements of this policy and the methods by
which they may obtain a copy of this policy. Before using school technological resources, students and
employees must sign a statement indicating that they understand and will strictly comply with these
requirements. Failure to adhere to these requirements will result in disciplinary action, including
revocation of user privileges. Willful misuse may result in disciplinary action and/or criminal prosecution
under applicable state and federal law.

B. RULES FOR USE OF SCHOOL TECHNOLOGICAL RESOURCES

1. School technological resources are provided for appropriate and legal use. Acceptable uses of such
technological resources are focused on the responsible, efficient, and legal activities that support learning
and teaching. Students’ and faculty inappropriate use of school technological resources for amusement
or entertainment is also prohibited.

2. Under no circumstance may software purchased by the school be copied for personal use.

3. Students and faculty must comply with all applicable laws, including those relating to copyrights and
trademarks, confidential information, and public records. Any use that violates state or federal law is
strictly prohibited. Plagiarism of Internet resources will be treated in the same manner as any other
incidents of plagiarism.

4. No user of technological resources, including a person sending or receiving electronic
communications, may engage in creating, intentionally viewing, accessing, downloading, storing, printing,
or transmitting images, graphics (including still or moving pictures), sound files, text files, documents,
messages, or other material that is obscene, defamatory, profane, harassing, abusive, or considered to
be harmful to minors.

5. The use of anonymous proxies to circumvent content filtering is prohibited.

6. Users may not install or use any Internet-based file- sharing program designed to facilitate the sharing
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of copyrighted material.

7. Users of technological resources may not send electronic communications fraudulently (i.e., by
misrepresenting the identity of the sender).

8. Users must respect the privacy of others. When using email, chat, blogs, or other forms of electronic
communication, students must not reveal personal identifying information or information that is private or
confidential, such as the home address or telephone number, credit or checking account information, or
social security number of them or fellow students. In addition, school employees must not disclose on
school websites or web pages or elsewhere on the Internet any personally identifiable, private, or
confidential information concerning students (including names, addresses, or pictures) without the written
permission of a parent or guardian or an eligible student, except as otherwise permitted by the Family
Educational Rights and Privacy Act (FERPA, Student Records. Users also may not forward or post
personal communications without the author’s prior consent.

9. Users may not intentionally or negligently damage computers, computer systems, electronic devices,
software, computer networks, or data of any user connected to school technological resources. Users
may not knowingly or negligently transmit computer viruses or self-replicating messages or deliberately
try to degrade or disrupt system performance.

10. Users may not create or introduce network communications programs, or any foreign program or
software onto any school computer, electronic device, or network without the express permission of the
technology support team or designee.

11. Users are prohibited from engaging in unauthorized or unlawful activities, such as “hacking” or using
the computer network to gain or attempt to gain unauthorized or unlawful access to other computers,
computer systems, or accounts.

12. Users are prohibited from using another individual’s ID or password for any technological resource.
13. Users may not read, alter, change, block, execute, or delete files or communications belonging to
another user without the owner’s express prior permission.

14. Faculty shall not use passwords or user IDs for any data system (e.g., the state student information
and instructional improvement system applications, time-keeping software, etc.) for an unauthorized or
improper purpose.

15. If a user identifies a security problem on a technological resource, he or she must immediately notify
a faculty member or school administration. Users must not demonstrate the problem to other users. Any
user identified as a security risk will be denied access.

16. Faculty shall make every effort to supervise and closely monitor students’ use of the Internet during
instructional time.

C. RESTRICTED MATERIAL ON THE INTERNET

The Internet and electronic communications offer fluid environments in which students may access or be
exposed to materials and information from diverse and rapidly changing sources, including some that
may be harmful to students. The Casa Esperanza Board of Directors recognizes that it is impossible to
predict with certainty what information on the Internet students may access or obtain. Nevertheless
school personnel shall take reasonable precautions to prevent students from accessing material and
information that is obscene, pornographic, or otherwise harmful to minors, including violence, nudity, or
graphic language that does not serve a legitimate pedagogical purpose. The Head of School shall ensure
that technology protection measures are used, Internet Safety, and are disabled or minimized only when
permitted by law and board policy. The board is not responsible for the content accessed by faculty who
connect to the Internet via their personal mobile telephone technology (e.g., 4G, 5G service). Students
are not permitted to use personal mobile technology during the school day.

D. PARENTAL CONSENT

The Casa Esperanza Board of Directors recognizes that parents of minors are responsible for setting and
conveying the standards their children should follow when using media and information sources.
Accordingly, before a student may independently access the Internet, the student’s parent must be made
aware of the possibility that the student could obtain access to inappropriate material while engaged in
independent use of the Internet. The parent and student must consent to the student’s independent
access to the Internet and to monitoring of the student’s e-mail communication by school personnel. In
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addition, in accordance with the board’s goals and visions for technology, students may require accounts
in third party systems for school related projects designed to assist students in mastering effective and
proper online communications or to meet other educational goals. Parental permission will be obtained
when necessary to create and manage such third party accounts. E. PRIVACY No right of privacy exists
in the use of technological resources. Users should not assume that files or communications created or
transmitted using school technological resources or stored on services or hard drives of individual
computers will be private. School administration or individuals designated by the Board of Directors or
Head of School may review files, monitor all communication, and intercept email messages to maintain
integrity and to ensure compliance with board policy and applicable laws and regulations. School
personnel shall monitor online activities of individuals who access the Internet via a school-owned
computer.

Legal References: U.S. Const. amend. I; Children's Internet Protection Act, 47 U.S.C. 254(h)(5);
Electronic Communications Privacy Act, 18 U.S.C. 2510-2522; Family Educational Rights and Privacy
Act, 20 U.S.C. 1232g; 17 U.S.C. 101 et seq.; 20 U.S.C. 6777; G.S. 115C-325(e) (applicable to career
status teachers), -325.4 (applicable to non-career status teachers)

By signing, | acknowledge that | have read, understand and will abide by the tenants of the Responsible
Use Policy. | agree to always act in a manner that is respectful to myself and others, and to act
appropriately in a moral and ethical manner.

Student Name Student Signature and Date
Parent/Guardian Name/Signature and Date
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Admissions Policy

Policy Definitions:

- Admissions is the process that begins with applying to the lottery and includes completing
Enrollment.

- Enrollment refers to the process of enrolling students once the student has been offered a seat
through the Lottery.

- Lottery is a defined period for receiving applications for Admission, resulting in a manual or
automated random drawing of applicants to select incoming students for available seats.

- Wait List is a numbered list of those who were not offered a seat during the Lottery or those who
applied after the Lottery. It is used to select incoming students for available seats once the Lottery
is complete.

- Spanish Immersion program is a program in which the core content curriculum is taught primarily
in Spanish and supplemental English instruction gradually increases by grade band. The goal is
for students to speak, read and write in both languages 50% of the time by eighth grade.

- Dual Language (50/50 model) program is a program in which students receive 50% of
instruction in Spanish and 50% in English daily. The goal is for students to develop
strong skills in both languages simultaneously, supporting long-term bilingualism and
biliteracy

- Enrichment program is a program in which the core content curriculum is taught in English, and
Spanish is offered once a week as a Specials class. The goal is to familiarize students with
Spanish vocabulary, basic conversation and culture.

Policy Verbiage:

Casa Esperanza Montessori Charter School is a tuition-free public school. Any child who is qualified
under the laws of North Carolina for admission to a public school is qualified for admission to a charter
school. To qualify to attend a North Carolina public school, a student must be a resident of North
Carolina. County boundaries or school attendance areas do not affect charter school enrollment. Casa
Esperanza Montessori Charter School does not limit admission to students on the basis of intellectual
ability, measures of achievement or aptitude, athletic ability, disability, race, creed, gender, national
origin, religion, or ancestry.

This policy only applies to newly admitted students. For information related to attendance for returning
students, please refer to the Attendance Policy.

1.0 Lottery application
Casa Esperanza utilizes an automated system for the application and lottery process. Families without
access to a computer will have the opportunity to enter their child into the lottery by submitting a lottery

application at the school. The school will provide access to a computer.

The lottery application process will begin each year during the first ten days of January and end
during the last ten days of February. Specific dates will be published prior to each lottery opening.

2.0 Priority
The School may give enrollment priority in certain instances as stated in G.S. 115C-218-45(f). The
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school has decided to offer the following enrollment priorities and will implement them in the manner
described below:
1. Siblings of currently enrolled students who were admitted to the charter school in the previous
year.
2. Children of a full-time employee. Limited to no more than 15% of the school’s total enrollment.
3. Siblings of students who completed the highest grade offered by Casa Esperanza and were
enrolled at least four years at the school.
4. A student who was enrolled in the charter school within the two previous school years but left the
school (i) to participate in an academic study abroad program or a competitive admission
residential program or (ii) because of the vocational opportunities of the student’s parent.

These priorities are not applicable after the lottery has run except for the full-time employee priority.

Definition of sibling: One of two or more individuals having one or both parents or guardians in
common including any of the following who reside in the same household: “half-sibling, step-sibling,
and children residing in a family foster home”.

Multiple birth siblings: Parents/Guardians of twins and multiples may enter one surname for all the
siblings applying at the same time; and if that name is drawn, all the children are admitted
simultaneously. If the multiple birth siblings are in different grade levels, the parent should enter the
name of their children individually to make sure they are entering into the correct grade level.

3.0 Lottery Process

Lottery procedures will comply with the NC Open Meeting Laws provided in G.S. 143-218.10(a). The
charter school will publicize the date, time, and location of the meeting and allow anyone to attend. The
lottery is conducted by an Administrator, a Board Member, and the Admissions Coordinator.

Available number of spaces is determined each year in each program and grade level and it is
preset in the automated system. The offering of a seat in the dual language and immersion
programs after second grade will be limited due to the rigor of the program; applicants must have
prior knowledge of Spanish (reading, writing and speaking) at the grade level they are applying for
and must still go through the lottery process.

Parents/Guardians will be notified via email from an automated system with the results of the
lottery. Selected applicants will receive an email with enrollment instructions and allotted times to
confirm the seat and to submit the required paperwork. The timeline and required response times
for each step in the Admissions process is outlined in the table below. The provision of days are
calendar days or dates unless otherwise defined.

Calendar Period Accept or Decline | Submit Student Attends Withdrawn / Seat
Paperwork forfeited if no
attendance after

Date Lottery Runs - | 5 days 5 days 1st day of school 2 days

May 31

June 1 - July 15 2 days 2 days 1st day of school 2days
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July 16 - 20th day 1 day (by 12 pm)* | By 5pm of day of 1st day of school or | 1 day
of school acceptance next day after

acceptance
21st day of school - | No seat offered' No seat offered' No seat offered’ N/A
Last day of school

"No additional students will be accepted after the 20th day of school except for those defined as an
enrollment priority, subject to available space. If eligible, the timetable after the 1st day of school
applies to any admission after the 20th day of school.

*Offers are sent through the automated Lottery System. All offers must be accepted by 12pm the
following day after an offer has been received.

An enrollment offer that is declined or that is not accepted and completed within the required

period will be immediately offered to the next child on the waitlist.

If the applicant is waitlisted, automatic email notifications will be sent as the list moves.

If a child enters both the Enrichment and Dual Language/Immersion Lottery, upon accepting a seat in

either lottery, the child will immediately be removed from the other list or waitlist. Current year
waiting lists dissolve when the next Admissions period begins.

Casa Esperanza may refuse admission to any student who has been expelled or suspended from a public
school under G.S. 115C-390.5 through G.S. 115C-390.11 until the period of suspension or expulsion

has expired.

Once enrolled, students are not required to enroll in subsequent enrollment periods. In order to properly
plan, the school will routinely inquire of Parents/Guardians in early spring through letters of intent to

ascertain if students will return to Casa Esperanza Montessori the following year.
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Parent Student Handbook

ACADEMICS
BENCHMARK ASSESSMENTS

Casa utilizes data from various benchmark assessments in order to determine student achievement in
comparison to grade level standards. Currently, we use iReady, NC Check-ins, and DIBELS 8.

CURRICULUM

Casa provides instruction in Reading/Language Arts, Mathematics, Social Studies, and Science, using a
variety of curricular materials, including Montessori materials.

STATE TESTING

As a public charter school, Casa participates in the following required state tests:
e End of Grade (EOG) tests for Reading and Math (grades 3-8)

e End of Grade (EOG) test for Science (grades 5 & 8)

e End of Course (EOC) test for Math 1 (students enrolled in Math 1)
e DIBELS 8 (grades K-3)

o WIDA evaluations (including ACCESS) for English Learners

e Beginning of Grade testing (grade 3)

e Read to Achieve (RTA)

ATTENDANCE

Daily attendance is required by law (see Attendance Policy).

BEFORE and AFTER SCHOOL CARE

We offer before school care, after school care, early release days & intersession camps care for students
in PreK- 8th grade.

ADMISSION

Admissions to all programs are on a ‘first come-first served’ basis. Applications for all programs are

available at the front office and on our school website. Completed applications and fees or deposits must
be returned to the Childcare program Director by the deadline to guarantee a child's spot in the program.

Pre-K-Gr: Befor hool 7: m-7: m
Doors open at 7:00 am; please sign your child in when they are dropped off. This is a quiet, mixed-age

environment designed to gently ease students into their school day. No food is provided, but children
may bring a healthy breakfast from home to eat and finish before 7:35 am.

Pre-K-Grade 8, After School 3:05-6:00 pm

This program has planned lessons and activities to both entertain and enrich the children attending.
Limited homework support is offered during this program as well for students in Grades K-8. We also
offer children suggested center based activities. Students may bring a healthy afternoon snack.
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*Some Early Release Days 12:00-6:00 pm
Intersessions One week Camp (Spring & Fall) 8:00 - 3:00pm

These programs are available on a first come - first served basis. Registration forms will be
available at the front office and our school website in advance.

*Please contact the school to access the BASC enrollment form.

WITHDRAWALS

Parent-initiated withdrawals require a 30-day notice in writing. Casa Esperanza reserves the right to
dismiss any child for the remainder of the day or for the remainder of the session who poses a
disciplinary problem that cannot be resolved through redirection or reminders. The Casa administrator
on duty’s decision is final.

HOW TO REACH US IN CASE OF EMERGENCY

If you need to reach someone in the childcare program during childcare hours, please call the direct
BASC phone line at 919-749-6343. In the event an emergency prevents you from picking up your child by
the 6:00 pm deadline, please call. An additional fee will be due immediately when a parent picks a child
up late. Three (3) late after school pick ups can be cause for the child’s termination from the program.
Additional details about the late pick up policy are located in the BASC application and contract.

BEHAVIOR MANAGEMENT, EXPECTATIONS, AND DISCIPLINE

The school-wide Behavior Management Program includes school-wide expectations and
acknowledgment of appropriate behaviors. Staff are expected to teach, practice, model, and reinforce
the school-wide expectations. When a student is “caught” following an expectation, staff may recognize
the student. We have an acknowledgment system as well as a tracking system. Individual, classroom,
and school-wide goals may be set throughout the school year with:

CASA SCHOOL-WIDE EXPECTATIONS (THE CASA WAY)

All Casa staff will be responsible for teaching and reinforcing school-wide expectations. The behavior
matrix with specifics can be found through this link: Casa School-Wide Expectations

The expectations are:

Care for yourself and others

Always be respectful

Safely move around the school
Accept responsibility for your actions

MTSS BEHAVIOR TIERS

Casa implements a tiered system of behavior interventions that begins with classroom management
and continues through intervention in social emotional learning.

CLASSROOM MANAGEMENT
Each classroom is expected to be effectively managed in order to maximize instructional
time. Staff follow the management guidelines of:

e Maximizing structure and predictability
e Establishing expectations, rules, and procedures
e Actively engaging students
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e Actively supervising the classroom
e Encouraging and acknowledging appropriate behaviors
e Responding to inappropriate behaviors

CLASS DOJO

Class Dojo will be used in all grade levels, Pre-Kindergarten through 8th grade for the purpose of
tracking positive behaviors. Teachers will have a class dojo page with each student being assigned to an
avatar and the 4 positive behavioral expectations identified (Care for yourself and others, Always be
respectful, Safely move around the school, Accept responsibility for your actions). This site will be used
for staff to keep track of how many times students are recognized for demonstrating the school
expectations. It will not be used for parent communication.

Example Behaviors* Example Consequences®
Level 1 e Dishonesty e Reteach behavior expectation e
(Minor) e Noncompliance Conference with student
e Out of area e Peace table
e Inappropriate language e Student reflection
o Misuse of property e Proactive Strategy
e Technology violation e Parent Contact
e Minor disruption e Parent Conference
e Non-aggressive physical
contact
Level 2 e Physical aggression (hitting, e Restitution
(Major) kicking, punching, etc) e Behavior Intervention
e Bullying/harassment e Parent Conference
e Racist behavior (including e |n school suspension
jokes, slurs, etc) e Out of school suspension 1-10 days
e Destruction of property
e Theft
e Abusive language
e Significant technology
violation
e Repeated minor behaviors e
Threats
e Elopement
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Level 3 e Weapons e Long term suspension (11-365 days)
e Serious bodily injury e Recommendation for expulsion
e lllegal substance
e Gang related behavior

*Note: this chart is intended to be used as general recommendations to support administrators in
decision making. It provides a few examples and is not intended to be comprehensive or exclusive.
Administrators will exercise their professional judgment when administering consequences and can
escalate or deescalate to a different level, giving consideration to the student’s intent, disciplinary and
academic history, the potential benefits to the student of alternatives to suspension, and other mitigating
or aggravating factors.

CLASS CELEBRATIONS

Parents can collaborate with their child’s homeroom teacher to send in a birthday treat for the class. We
encourage healthy snacks that are respectful of various dietary needs and allergens. Classroom
celebrations should be limited to one small treat per child. Additional food, balloons, decor, goodie bags,
etc will not be permitted. In addition, students’ birthdays (grades Children’s House through 2nd grade
only) may be celebrated following the Montessori “Walk Around the Sun”. This activity is a collaborative
effort that allows the student’s parents to submit photos and/or information about the student.

INVITATION DISTRIBUTION AT SCHOOL

Classroom teachers may distribute invitations for a student’s birthday only if there is an invitation for
each student in the class. Invitations for an individual class or grade band event planned by parents need
to be brought to Leadership prior to distribution.

BOARD OF DIRECTORS

The Board's mission is to implement Casa Esperanza Montessori's educational vision over time for
future generations. The Board plans for the future and approves policies that correspond to Casa's
mission statement. The Board sets policies, directs the management of school assets, does long-range
planning, and supports the administration, activities, and programs of the school.

Service on the Board is entirely voluntary; board members receive no financial compensation for their
services to the school. Board meetings are open to the public. A calendar of board meetings for the year
is posted on the school's website https://www.cemcs.org/student-life/calendar/

Board members are valued members of both the Casa parent and local communities who have specific
knowledge and experience they can contribute to standing board committees. The work of the board is
accomplished through these committees. Board committees are composed of board members, Casa
parents, and faculty members. If you would like to offer your talents or service to help build Casa
Esperanza Montessori, please consider volunteering on one of the Board’s committees.

CALENDAR
The school calendar can be accessed using the following link:

https://www.cemcs.org/student-life/calendar/

The testing calendar can be accessed using the following link:

Page 37
Revision September 9, 2026



https://www.cemcs.org/state-testing-and-forms/

CAMPUS EXPECTATIONS

Parents, guardians, and visitors are expected to respect the caring spirit of our school and understand
that parents and teachers need to work together. All members of the school community need to be
treated with respect and set a good example for our children through our words and actions.
Communication with school staff, leadership, and board members should be respectful and productive
with an emphasis on solutions. The following behaviors are unacceptable and will not be tolerated on
the Casa campus, virtually while representing Casa or at any school-sponsored event:

e Using loud or offensive language (yelling, cursing, name calling, etc)

e Defamatory or libelous comments about members of the Casa School Community (including staff,
parents, students, board members, leadership) on social media or other sites

e Damaging or destroying school property
e Behaviors that are disruptive, threatening, or challenging toward staff

e Abusive or threatening communication (including emails, texts, voice messages, phone
conversations)

e The use of physical aggression toward another person while on campus or at a
school-sponsored event

CARPOOL

Carpool procedures will be provided on the Casa website. Parents are asked to follow staff member
directions while driving through carpool. Parents are asked to drop off and pick up their students within
the scheduled time frame.If parents are late to pick up their child from school during the scheduled
dismissal time, the student will be placed in our Before/After School Care program, and the family will be
charged $20.

Each family is provided with 2 carpool tags with their assigned carpool number. This tag should be
displayed when picking up your student(s). If you are picking up other students, please display their
carpool tag as well. If additional carpool tags are needed, contact the main office to request a
replacement tag for a $5.00 fee.

CARPOOL TIMES

e Kindergarten - 2nd Grade

e 7:35-8:05 AM and 3:05-3:30 PM
e 3rd - 8th Grade

e 7:55-8:25 AM and 3:25-3:50 PM

If your family has multiple students that fall into both carpool times, please use the carpool time
connected to your oldest student.

CELL PHONES, DIGITAL AND ELECTRONIC DEVICES for STUDENTS

Students are not to bring cell phones or any other electronic devices with recording or filming capabilities
inside the classrooms (except for those that are medically necessary). If a student does bring any such
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device to the classroom, it will be kept within the classroom for the entirety of the day. If a student brings
a device and does not turn it in to their teacher and is found to have it on their person or in use, the
device will be confiscated and given to Leadership and returned only to the parent.

CHANGE IN ADDRESS OR CONTACT INFORMATION

It is very important -especially when a student becomes ill or is injured that the school have current
addresses and phone numbers so that parents can be contacted. Please be sure to notify the school of
changes of home address, phone number, and place of employment, day care, or emergency numbers.
It is the parent’s responsibility to keep the school updated on any changes.

CHILD ABUSE/REPORTING PROCESS

It is the responsibility of each Casa Esperanza employee to report suspected abuse and/or neglect
to the proper authorities. The investigation will be conducted by the appropriate authorities - not
Casa faculty.

CHROMEBOOKS

All students will be issued a Chromebook. These devices are the property of Casa Esperanza and are
to be handled responsibly. All content saved on and searched for on any school-issued device is the
responsibility of the student to whom it was assigned. In the event that a Chromebook is damaged or
destroyed by a student’s actions, that student will be expected to pay the repair or replacement costs.

CLASSROOM CLEANING

Cleaning up and caring for the classroom environment is an important part of the Montessori
philosophy. Students will help maintain a clean and orderly environment.

CLASSROOM INTERRUPTIONS

Classroom interruptions (anything that would interrupt instruction) should be limited to emergencies
only.

CLASSROOM TASKS

As part of our alignment with Montessori principles, students are taught personal and group
responsibility. Each classroom will support this by assigning tasks within the classroom that will rotate
periodically.

CLASSROOM PLACEMENT

Various factors are considered for student class placement, including overall class make-up, previous
school experiences, and individual student needs. Final determination for class assignment rests with the
Leadership Team. The Leadership Team and teachers work closely to ensure class placements are
appropriate for students. In general, we do not honor parental requests with student class placement. The
Spanish Immersion and the Enrichment programs are separate and students cannot switch between
programs. A student would have to withdraw from one program and enroll in the lottery for the other
program if the parent wants to switch programs.
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COMMUNICATION WITH PRIVATE TUTORS, COUNSELORS AND/OR THERAPISTS

If a parent wishes for Casa to collaborate with their child’s tutor, counselor, therapist or other outside
professional, they must complete a_release form.

COMMUNICATION WITH SCHOOL

Communication may take place in person, via school email, virtual meetings (Google Meet), school
phones, or in-person meetings. Our school website www.cemcs.org contains updated information
including contact information for staff, school closures, and an event calendar. Friday Folders will be
sent home at the end of each week with student work, work plans, and flyers/information for upcoming
events. In addition, teachers will email a newsletter with details about classroom activities and school
leadership will send a weekly school newsletter.

EARLY RELEASE DAYS

There are several school days throughout the academic year designated as Early Release Days.
Please note - Lunch is not served on Early Release Days. Early release is at 12:00pm.

ENGLISH LEARNERS (ENGLISH AS A SECOND LANGUAGE; MULTIPLE LANGUAGE
LEARNERS)

Students who speak a language other than English at home may be screened based on data from the
Home Language Survey. If additional support is needed for English language acquisition, services will
be provided at Casa. Testing will occur annually to determine when extra support is no longer needed.

ENROLLMENT

Under our state charter, enrollment is open to all residents of the state of North Carolina attending
kindergarten through grade eight. We accept applications throughout the enroliment period. Families
interested in the school are encouraged to attend a tour and an information session before submitting
an application. Each year we run our lottery. In this lottery, each application we have received for the
following school year is randomly assigned a three-digit number by computer. Available spaces in each
grade level are then assigned in numerical order. Preference for admission is offered to siblings of
children already enrolled at Casa Esperanza and for children of Casa Esperanza faculty. Anyone who
does not immediately gain placement will be offered the opportunity to be placed on the waiting list.
Applications received after the lottery has been run are placed on the waiting list in order of receipt.
Charter spaces are then offered as they become available. ALL prospective students must have a
current application on file in order to be placed on the waiting list for admission. Please note, there are
separate applications for our Enrichment and Immersion programs.

See our manual for the current admissions policy.

EXCEPTIONAL CHILDREN’S (STUDENTS WITH DISABILITIES) SERVICES

Casa provides special education and related services according to the federal mandates of the
Individuals with Disabilities Education Act and the regulations of the North Carolina Public School
Law, Article 9. Casa provides all services deemed necessary by an Individualized Education Program
team for students in kindergarten through 8th grade. Per state policy, students in pre-school who
require special education services must work with the district where they reside.
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EXTENDED PRACTICE (FORMERLY KNOWN AS HOMEWORK)

Extended practice may be provided to offer students an opportunity to apply previously learned skills.
Daily reading at home (with the aid of parents for younger students) is part of extended practice.
Guidelines by grade band:

Children’s House (PreK-K) - no more than 20-30 minutes
Lower Elementary (1/2) - 30-40 minutes

Lower Elementary Upper Elementary (3/4) - 40-50 minutes
Upper Elementary (5/6) - 45-60 minutes

Middle Grades (7/8) - 60+ minutes

FERPA (THE FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT)

A federal law known as “FERPA” provides parents and eligible students with rights to inspect and
review the student’s education records, to request amendments to such records, and to file a
complaint with the U.S. Department of Education regarding an alleged FERPA violation. FERPA also
provides that student records and personally identifiable information contained in those records
generally may be released to third parties only if the parents or eligible students provide written
consent. One of those exceptions to this requirement is that “directory information” about a student
may be released to anyone upon request unless the parent or eligible student has opted out of the
disclosure of such information. “Directory information” includes the student’s name, grade, school
most recently attended, dates of attendance, date of graduation, awards received and participation in
officially recognized sports and activities. Any parent, guardian or eligible student who does not want
directory information released must notify the school in writing each year within 20 days of the receipt
of this notice.

FIELD TRIPS

Classroom field trips might occur on-campus or off-campus. All off-campus field trips require chartered
transportation. Field trip permission forms describing the trip, its purpose, and logistics will be provided
in advance to families. Permission slips are required to be returned prior to the trip in order for a
student to participate in the field trip.

FRIDAY FOLDERS

Students’ work plans, completed and/or graded work, and school communication or flyers are sent
home in the Friday folder on the last day of each week. Parents of students in CH through 4th grade
are asked to sign and return both the work plan and the folder on Monday.

Parents of students in 5th through 8th grade are asked to sign and return both the student agenda
and the Friday Folder on Monday.

GO GUARDIAN

Casa uses the Go Guardian software program to allow staff to closely monitor student use of
technology and digital platforms in the school environment. If there are issues or concerns with student
technology usage, this will be addressed according to the appropriate policy.
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GOOGLE CLASSROOM - STUDENTS

Google Classroom use will vary depending on grade level. The following are general guidelines:

CH through 4th grade

e May be used to post additional resources and videos

5th through 8th

e May be used to post and submit assignments (Not for grading) e May be
used to post additional resources and videos

GRADE BANDS

Casa has multi-age/grade classrooms that offer opportunities for individualized learning as well as small
and large group experiences. Grade bands are grouped in the following way:

Children’s House - 3-6 year-olds, including Kindergarteners and Casaprivate preschool students

Lower Elementary (LE) - first and second graders

Lower Elementary/Upper Elementary (LEUE) - third and fourth graders Upper
Elementary (UE) - fifth and sixth graders

Middle Grades (MG) - seventh and eighth graders

GRADES AND GRADING
Kindergarten- 2nd Grade

All Content Areas 60% Work Cycle Assignments
30% Assessments
10% Projects

PLEASE NOTE: Students who score below 70% on an assessment may retest for a
maximum score of 70% within 1 week after the score has been provided to the student and
parent. The re-test should not be the same initial test. Test corrections may only be used as a
reteach opportunity. Grades may not be assigned to test corrections.

Page 42
Revision September 9, 2026



Grade Scale

4 = Exemplary (Student consistently demonstrates an in-depth
understanding of the standards, content, and skills taught during
the quarter)

3 = Proficient (Student consistently demonstrates understanding of
the standards, content, and skills taught during the quarter)

2 = Approaching Proficiency (Student is approaching understanding
of the standards, content, and skills taught during the quarter)

1 = Not Yet Proficient (Student has not yet demonstrated an
understanding of the standards, content, and skills taught during the
quarter)

3rd-8th Grade

All Content Areas 45% Work Cycle Work
25% Assessments
10% Exit Tickets/Quizzes
20% Projects

Grade Scale 10-point scale

It is important to balance the number and types of mastery checks provided to students.

Example: Per Quarter (minimum)
e 2 Assessments
e 2 Quizzes (per unit assessment)

e 1 Project (progress check 'z way with project grade)

Missed Work Policy: If a student has an excused absence, they should be provided missed work
upon their return and given an additional day to turn the work in for full credit.

If a student has an unexcused absence, they should be provided missed work upon their return and
the late work policy applies.

Late Work Policy: Students should not be given classwork to take home if it is for a classwork grade.
In order for students to get credit for late assignments submitted late, they must complete the work
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IN CLASS but with an extension on the deadline.

Students will only be given the opportunity to earn a total of 90% of the total original credit for the
assignment.

The student’s grade will be reduced by 5% (starting at 90%) for each week it is late with a maximum
of 2 weeks to turn it in late.

Educational Leave: Educational Leave is designed to allow students who will engage in out-of-school
activities that are aligned with academics and state standards an opportunity to learn outside of the
classroom. Educational Leave must be requested 4 weeks in advance of the travel date using this
form to the core teacher. The teacher will then review the request for academic and standards
alignment and make a recommendation to leadership. Leadership will make a final review and
decision. No more than 5 school days per year will be approved per student.

HANDWRITING

Students at Casa learn to write in cursive beginning in Children’s House and continue to write in
cursive through 8th grade.

HEALTH

Every student entering public school for the first time must submit proof of a health assessment
completed no more than 12 months prior to the date of school entrance, including required
immunizations. The standard health assessment form (available at the school office) is completed by
the student’s medical provider and must be presented to the school prior to enrollment. If the record of
health assessment is not received by the school within the first 30 days of enroliment, the student will
not be permitted to attend school until the health assessment has been received.

ABSENCE DUE TO ILLNESS

We ask that parents keep their child home on days that the child has:

e Undiagnosed rash; may return to school after being assessed by child’s healthcare provider and
cleared to return to school

e A temperature over 100.4; may return to school when fever-free for 24 hours without the use
of fever-reducing medication

e An upset stomach, vomiting or diarrhea; may return to school when 24 hours have passed since last
episode without the use of medication

e Any contagious disease, e.g. chicken pox
e A contagious bacterial infection, e.g. strep

e Antibiotics are prescribed; may return to school after taking antibiotics for 24 hours e Cough that is

persistent and interferes with normal activities

e Red eye(s) with yellow discharge; may return to school after being accessed by child’s healthcare
provider and given a noncontagious diagnosis or after being on antibiotic treatment for 24 hours

MEDICATION ADMINISTRATION

School employees will administer over-the-counter and/or prescription medication to students if the
“Parent Request and Physician Order for Medication” form is completed and on file in the school office.
The pharmacist’s label on prescription medications serves as the physician’s order. All prescription
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medications must have a pharmacy label that clearly indicates the student’s name, name of medication,
date the prescription was filled and directions clearly marked.

FIRST AID EMERGENCIES

Simple first aid (soap and water, ice, and band-aids) for minor injuries will be given at school. In case of
more serious accidents or sudden illness, the parent is notified. It is essential that the emergency call
number be in the office and that it be up-to-date. As soon as reasonably possible, we will notify parents
of any of the following:

e Any head injury
e Any bite
e An indication of anything communicable such as vomiting, diarrhea, rash e A fever

e Significant injury on the playground

HEAD LICE

Head lice are a common occurrence amongst school-age children and are not an indication of personal
hygiene, nor do they present a health concern. Should live bugs be detected, the school will send out
notification to parents in the affected classroom.

Children should not share articles such as hats, combs, brushes, barrettes, etc.

HEALTH INFORMATION

In compliance with state healthcare regulations, we offer this information about meningitis and
influenza from the Center for Disease Control to assist you.

Meningitis http://www.cdc.gov/ncidod/dvrd/revb/enterovirus/viral_meningitis.htm Viral (Aseptic)
meningitis
Influenza_www.cdc.gov/flu/keyfacts.htm

HOMEWORK

See Extended Practice.

IEP (INDIVIDUALIZED EDUCATION PROGRAM)

Students who qualify for special education services will have an IEP written by their IEP team. School
staff are required to follow the guidelines set forth by a student’s IEP, which is a legal document.

If you suspect your child has a disability, you may make a written request for your child to be evaluated
for special education. You can also ask someone to write the request for you, and you sign the
document. You may choose to provide supporting documentation (such as evaluations or medical
information) if you want to, though this is not necessary. You will be a valued team member throughout
the process.

IMMERSION PROGRAM

Students in the immersion classrooms receive instruction mostly in Spanish using the following
guidelines:

Children’s House through 2nd Grade - 90% instruction in Spanish
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3rd and 4th Grade - 75%-80 % instruction in Spanish, Social Studies instruction is in English

5th and 6th Grade - 70% instruction in Spanish, Social Studies and some Science instruction is in
English

7th and 8th Grade - 60 - 65% instruction in Spanish, Social Studies and Science instruction in
English

INTERNET ACCESS

Casa Esperanza Montessori Charter offers internet access which may include the use of individual
class web pages (wikis), teacher-previewed video clips to support/enrich the class curriculum, private
class blogs and other tools available and appropriate for elementary students. Casa Esperanza
Montessori Charter School uses advanced

software for Internet content filtering and has procedures in place to further block accessibility to
material, as necessary. Parents and guardians of a minor are responsible for setting and conveying the
standards their children should follow when using media and information sources. (Please see the
acceptable use policy forms required for each student at Casa). Casa Esperanza Montessori faculty
and staff model and discuss the appropriate use of web tools. To that end, the Casa Esperanza
Montessori Charter School supports and respects each family’s right to decide whether to deny their
child’s access.

LATE PICK-UPS

Students are expected to be picked up by the end of the school day. If a parent has not picked up their
child within 15 minutes of the end of carpool, the student will be placed in the Afterschool Program at a
drop-in rate of $20 per day.

LITERACY NIGHT

One night each year, Casa comes together for Literacy Night. A committee of staff and parents volunteer
their time to create an unforgettable evening for students, families, and staff where we celebrate Casa’s
love for reading.

LUNCH FOR STUDENTS

Lunch is eaten in the classrooms. Most students bring their lunch from home, but some students
receive lunch from the My Hot Lunchbox program. Students are not permitted to have access to
microwaves, toaster ovens, etc. Since the school does not have food services, students who forget
their lunch will call a parent. If a parent cannot bring lunch, the student will be offered food from the
food pantry.

Parents have the option to order their student’s lunch through the “My Hot Lunchbox” program. Staff
will receive natification of students in their rooms who will receive hot lunch each day.

Myhotlunchbox.com

MEDIA CENTER

Casa has a library where students can check books out. Two books are allowed to be checked out at a
time. Lost or damaged books are the responsibility of the student and a monetary charge will be given to
the student.
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MEDICATION - STUDENTS

Students who require the administration of medication at school must have a medical form completed
(Medication Form Link). Medication can only be administered by the school nurse or designee.

MEET THE TEACHER

Prior to the first day of school Casa hosts a Meet the Teacher event. Parents and students are
invited to visit their child’s classroom and meet the teacher.

MONTESSORI

Montessori is a child-centered educational method developed by Italian pediatrician Maria Montessori at
the beginning of the twentieth century. This method is based on self-directed activity, hands-on learning
and collaborative play. Children direct their own work by touching, manipulating and experimenting with
age-appropriate materials that are self-teaching and self-correcting. Teachers prepare the environment
and serve as a guide in the learning process. Classrooms are multi-age and children are encouraged to
work independently and in groups to discover, explore and reach their maximum potential.

MTSS (MULTI-TIERED SYSTEM OF SUPPORT)

Casa has an MTSS framework for both academics and behavior. All students will receive Tier 1
instruction for Reading, Math, and Behavior. Tier 1 includes core instruction and benchmark
assessments for Reading and Math. When a student does not meet the success criteria for Tier 1,
teachers will recommend him/her for Tier 2 interventions. If the grade level team determines that the
student will receive Tier 2 interventions, they will be provided by the classroom staff and will be
progress monitored every 2 weeks. After 6 weeks, progress will be analyzed and the grade level team
will decide if the student will go back to Tier 1 only, continue with Tier 2, or additionally receive Tier 3
interventions. Parents will receive communication for Tier Ill intervention when the team determines the
student needs support beyond what is provided at Tier Il. Tier 3 interventions will be provided by
Interventionists. Tier 2 or Tier 3 interventions for behavior will be determined based on behavior
documentation forms and input from teachers.

NURSE/HEALTH ROOM

Our school nurse website is located at the below link
https://www.cemcs.or rent-r r nurse-health-welln

PARENT FACULTY ASSOCIATION (PFA)

Casa has an active PFA that supports different entities on the school campus. To learn more about this
organization additional information can be found on our school website at
https://sites.google.com/cemcs.org/casapfa

PARENT-TEACHER CONFERENCES

Conferences will be offered at least twice per school year. Parents or teachers can request
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additional conferences as needed.

PARENTAL RIGHTS POLICY

In December 2023 the Casa Board approved the Parental Right Policies per North Carolina House
Bill 49. These policies can be located on the Casa Website at: Parental Rights

PERSONAL BELONGINGS

Personal items are discouraged from being brought to school. Lost items are not the responsibility of
the teacher or school.

PHOTOGRAPH/VIDEO/NAME RELEASE

Families will make the decision if they approve their child to participate in media releases and
yearbooks through photos or video. This document should be updated yearly.

POLICIES

All Board of Directors-approved Casa Esperanza Montessori Charter School policies can be found on
the school’s website. School Policies

SCHOOL WIDE COMMUNICATION SYSTEM

Casa will use the communication reporting system provided by the State of NC and it will be used for
daily school attendance, grades, and quarterly report cards. Parents will be provided with directions
and log in information to create an account.

PRESCHOOL ADMISSIONS

Admissions are based on availability. To apply, return the application form and nonrefundable application
fee to the school office. Upon admission, sign an enroliment contract and return it with the Advance
Tuition Deposit. (Please see preschool information addendum.) Because of state law regarding charter
schools, attendance in Children’s House as a preschooler confers no preference for admission to the
Charter funded kindergarten or elementary programs. In accordance with Charter School law, all
children of kindergarten age must receive an enrollment spot through the lottery process in order to
continue attendance.

REPORT CARDS

Report cards will be issued at the end of each quarter. If you need assistance logging into your
account on our online platform used for educational data management (including grades and
assessment scores)please email our Data manager at cemcs@cemcs.org.

RESTITUTION (MATERIALS REPLACEMENT)

If school materials are damaged intentionally by a student, the student will be responsible for
the restitution of replacing the items intentionally damaged.
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SAFETY DRILLS

Casa has established procedures for various situations and conducts drills throughout the year to stay
prepared for any of these scenarios. If a safety concern causes a procedure to be implemented, students
will not be released until the situation has been cleared. These procedures include the following:

e Shelter in Place - used for a weather related or environmental situation where it is deemed
necessary to keep all students and staff within the school building to protect them from an
external situation. Examples include blackouts, chemical spills, explosions, or extreme weather.

e Hold and Secure - used when there is a threat that exists outside the school building and is not
related to the school but it is best to keep everyone inside the school building. Examples include
police activity near the school.

e Lockdown - used when there is a major incident or threat of violence within the school. Examples
include a school intruder or someone with a weapon.

e Evacuation - used when students and staff need to exit the school building due to a concern within the
school. Examples include a fire or a gas leak.

SCHOOL CLOSURE DUE TO INCLEMENT WEATHER

The decision to close school due to inclement weather is made solely by school leadership. Faculty,
staff, and families will receive communication from the school and it will also be posted on WRAL under
Casa Esperanza Montessori Charter School.

SCHOOL FUNDING

Casa’s K-8 programs are tuition-free, public charter school programs; however, state funding does not
provide all of the resources necessary to implement our demanding program. We appreciate family
support in fundraising activities that allow us to provide more opportunities for all students.

Each family is asked to provide basic school supplies and field trip costs. If a family has a hardship,
please reach out to leadership for support.

PARENT RESPONSIBILITIES TO SCHOOL FINANCIAL SUPPORT Your child’s K-8 education funding
for the entire school year is directly tied to the number of days your child is in attendance for the first
twenty days of the school year.

If your child is absent during that time for two days, (10%) of the education funding for your child is not
received for the entire school year. Attendance is important academically all year round; during these
twenty days, it is also financially critical that students attend. Thank you for supporting your child’s
education both academically and financially.

SCHOOL PICTURES

Individual school pictures will be taken. School uniforms are mandatory for individual pictures and
class pictures as they are used in the yearbook, unless communication specifies otherwise.

SMOKE/DRUG/ALCOHOL/WEAPON-FREE CAMPUS

Casa is a smoke-free, vape-free, drug-free, alcohol-free, weapon-free campus. Vaping and/or smoking
is not permitted anywhere on the school grounds. Violators will be prosecuted to the fullest extent of the
law. Authorized police are authorized to carry their weapon per state policy.
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SNACKS

Students are encouraged to bring healthy snacks from home daily.

STUDENT RETENTION PROCEDURES

Students who have not achieved adequate academic progress could be considered for retention and
would be required to repeat the year of instruction. Final decisions regarding retention will be made by
Leadership after considering all data. Parents have the right to appeal the decision and can reach out to
the Executive Director.

TEACHER WORKDAYS

Casa will have multiple Teacher Work Days during which students will not attend school. These
days will be identified on the school calendar.

TECHNOLOGY DAMAGES

If Casa Technology becomes damaged due to intentional damage or neglect, the student will be
responsible for the following replacement/repair costs:

Chromebook replacement cost: $230
Damaged screen replacement: $60
Damaged keyboard: $50

Damaged/missing charger: $50

TIME ON DEVICES

Due to the Montessori approach to instruction at Casa, students’ time on school-issued devices is
limited, actively supervised, and academically meaningful. Casa recognizes the value of certain online
supplemental programs and invests in purchasing licenses as needed. The use of these programs may
be required at different levels of instructional support.

Classroom use during the school day and/or for extended practice of any other online programs for
instruction requires leadership approval.

The guidelines below reflect the MAXIMUM number of minutes of student engagement on devices
(screen time):

CH 30 minutes a day

1st/2nd 45 minutes a day
3rd/4th 60 minutes a day
5th/6th 60 minutes a day
7th/8th 90 minutes a day

TRANSPORTATION

Casa Esperanza does not provide transportation for students. Families should refer to the Carpool
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section to describe that process. Casa administers a different carpool process for certain third-party
daycare providers that offer transportation. For additional information about third-party transportation,
please contact the school.

UNIFORM GUIDELINES

Students at Casa are expected to abide by the Casa uniform guidelines. Uniform items can be
purchased anywhere and do not need to have the school logo on them. The following are the current
Casa uniform guidelines:

Grades PreK to 8
e Navy blue pants, shorts, skort, or skirt

e White or kelly green shirt with collar (Polo shirt, button-down shirt, turtleneck, long or short sleeves)

e Navy blue or kelly green dresses or jumpers

e Navy blue, kelly green, or white sweater, jacket, sweatshirt, or hoodie that will be worn inside the
school, either plain or with the Casa logo

e Navy blue, kelly green, or white leggings or tights may only be worn under dresses and skirts

e Outerwear, not to be worn inside the school, does not need to follow the uniform guidelines

e Please label all uniform items with your student’'s name
e “Jeggings” and denim material bottoms are not acceptable.
e Hats (including, caps, beanies, etc) should not be worn in the building

Grades 5 - 8 ONLY - additional options
e Khaki or navy blue pants, shorts, skort, or skirt

e Navy blue, white, or kelly green shirt with collar (Polo shirt, button-down shirt, turtleneck, long
or short sleeves)

e Navy blue, kelly green, or khaki dresses or jumpers
e Hats (including, caps, beanies, etc) should not be worn in the building

For $1 each Friday (excluding holidays and early release days), all students will be offered the
opportunity to have a non-uniform day. On early release days, students may have a non-uniform day
for free.

T-shirts, including those with Casa logos, are not considered uniform-compliant. Dress code for
non-uniform days is as follows:

e Tops/dresses/etc: no spaghetti straps, tank tops, crop tops, or shirts with offensive
language or images (as determined by the leadership team)

e Bottoms/dresses/skirts/shorts/etc: skin should not be exposed above fingertip length (from
shoulder to fingertip when arms are held straight down at sides). The length of all
bottoms/dresses/skirts/shorts/etc should come minimally to the bottom of fingertips when
arms are held straight down.

e Any undergarment should not be visible.

e Leadership can apply discretion within this guidance.

e Students will be given uniform clothing from the uniform bank to change into if their
clothing does not meet these parameters.
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VOLUNTEERS/VISITORS

Prior to volunteering at Casa, all volunteers complete a background check and participate in the
Volunteer Safety Training. After the first 30 days of school, volunteers with cleared background checks
who have completed the safety training are invited to help within the school.

WORK PLAN/AGENDAS/PLANNERS

All Casa students are provided with a weekly work plan on the first day of each week that incorporates
individual work options to practice skills that have been taught or to do projects that allow students to
deepen their understanding of concepts. Students in grades CH through 4th grade use weekly paper
work plans. Students in grades 5 through 8 will have all works written in individual student agendas. Work
plans/agendas are sent home weekly to be signed by parent/guardian.
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Staff Handbook

Purpose of Employee Policy Manual

Casa Esperanza Montessori Charter School (“CEMCS”) is a public charter school and private
preschool using NC State Standards and Montessori philosophy in an English-Spanish
dual-language environment. The Casa Esperanza community of families, educators and
dedicated volunteers actively foster enthusiasm for learning, independence, individual
academic progress, cultural awareness, and social and emotional well-being. Our school is not
part of the Wake County Public School System. Casa Esperanza Montessori Charter School
receives their primary funding from the State of North Carolina and receives some benefits
from the State of NC; however, Casa employees are not considered State of NC employees.
As such, the Casa Esperanza Employee Handbook is considered by the State of NC as the
final authority for employment policies.

This handbook is designed to provide a general overview of school policies, programs, and
benefits. For procedural and operational guidance within the classroom and in work
performance, additional information will be supplied. The practices set forth are designed to
create an environment in which employees are encouraged to grow, advance, prosper, and
enjoy their positions, their disciplines, and the school. This Employee Handbook details the
policies and procedures that have been established. It also allows for a fair and consistent
administration of guidelines set forth herein. This handbook pertains to all regular full-time and
part-time employees only. Consultants, contractors, or temporary agents of the school are not
subject to the guidelines within the Employee Handbook.

The best interests of the school and our employees necessitate that there be flexibility in
management. The school reserves the right to revise, supplement, or rescind any policy or
provision in any manuals, guidelines or handbooks it deems appropriate, with sole and
absolute discretion. The school will make every effort to keep the handbook current, but there
may be times when policies or programs change before this material can be revised. An
updated version of the handbook will always be available on the shared drive.

OUR MISSION
Casa Esperanza Montessori’s mission is to foster a culture of independence, inclusivity, critical

thinking and a sense of global responsibility by using elements of Montessori philosophy and
Spanish language acquisition.

OUR VISION

Following today's child; cultivating tomorrow's global leader. We envision a time when
CASA will be recognized as one of the top schools in NC.
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EMPLOYMENT

Equal Employment Opportunity

The school prides itself on providing its employees with a work environment in which all
individuals are treated with respect and dignity. The school is an equal opportunity employer,
which means we are committed to providing equal employment opportunity to all employees
and applicants without regard to race, color, religion, gender, gender identity, sexual
orientation, marital status, national origin, veteran status, age or disability. This policy applies to
all terms and conditions of employment including, hiring, placement, promotion, separation,
transfer, leave of absence, compensation, and training.

Americans with Disabilities Act (ADA)

The school is committed to compliance with the Americans with Disabilities Act (ADA) which
prohibits discrimination against qualified individuals with disabilities who can perform the
essential functions of the job with or without reasonable accommodation. If you require a
reasonable accommodation of a disability to perform the essential functions of your job or to
access any aspects/benefits of employment, you should notify your supervisor or the Director
of Finance and Operations.

Business Conduct

Employee shall maintain a positive and constructive working relationship with the School and
shall not engage in any conduct which interferes with the School's accomplishment of its
educational mission, or which the Board of Directors determines to be detrimental to the
School's function or operations.

Disciplinary action may include a verbal warning, written warning, suspension with or without
pay and discharge. The appropriate disciplinary action imposed will be determined by the
school.

The following are examples of infractions that may result in disciplinary action, up to and
including discharge:

e Violation of the school’s policies or safety rules.

e Inappropriate conduct or actions that are deemed detrimental to the school or to any
student, staff or board member.

e Insubordination.

Poor attendance.

e Unauthorized possession, use or sale of alcohol or controlled substances on work
premises or during work hours.

e Unauthorized possession, use or sale of weapons, firearms or explosives on work
premises or job sites.

e Theft or dishonesty.

e Harassment within the workplace or involving any student, staff or board member.

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

Prior to an official offer of employment all new hires must complete the following:
e Completion of application in the Hiring System
e 2 interviews with separate staff
e According to NC General Statute §115C-332, all public school employees must
undergo a criminal records check prior to beginning their new jobs. At Casa, the
criminal records check is conducted after the recommendation for employment
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and before the recommendation goes to the Board of Directors for approval. While
state law permits school systems to require fingerprinting of new employees, Casa
does not require fingerprinting. An extensive criminal background check is
conducted on each individual recommended for employment. If criminal violations
are found in an applicant’s history, the applicant is disqualified from employment.

In addition, the Board of Directors must approve all employment contracts prior to hire.
The Executive Director is authorized to place a classroom teacher prior to and pending
Board review based on time-sensitive needs of the School.

School Faculty is required to report any criminal arrest or charges within 24 hours to your
immediate supervisor and the Director of Finance and Operations. Teachers and
Administrators are required to report any such arrest to the Department of Public Instruction.

The definition of workplace will include the school building, social functions sponsored by
the school both on and off the premises of the school, business meetings, school-related
travel, or at any work location used while representing the school.

Workplace Violence

The school strongly believes that all employees should be treated with dignity and respect. Acts
of violence will not be tolerated. Any instances of violence must be reported to the employee's
supervisor and/or the Director of Finance and Operations. All complaints will be fully
investigated.

The school will promptly respond to any incident or suggestion of violence. Violation of this
policy will result in disciplinary action, up to and including immediate discharge.

This policy applies at all times when employees are on School premises including before, during
and after normal working hours, on weekends or holidays. It also applies when employees are
engaged in school business away from school premises.

Drug-Free Workplace

The use of illegal drugs and the misuse of drugs or controlled substances are prohibited by all
employees. The unlawful manufacturing, distribution, dispensing, possession, sale or use of
drugs and controlled substances in the school or while engaged in school business off-site is
strictly prohibited. Such conduct is also prohibited during non-working time to the extent that,
in the opinion of the school, it impairs an employee’s ability to perform on the job or threatens
the reputation or integrity of the school.

Harassment-Free Workplace

The school’s policy is to provide a work environment that is free from harassment. Therefore the
school will not tolerate harassment based on age, race, gender, color, religion, national origin,
disability, marital status, covered veteran status, sexual orientation, status with respect to public
assistance, and other characteristics protected under state, federal, or local law. Such conduct
is prohibited in any form at the school, at school-related functions, or outside of school if it
affects the school. This policy applies to all Casa Esperanza employees, clients, customers,
guests, vendors, students, and persons doing business with the School.

Sexual harassment, one type of prohibited harassment, warrants special mention. Sexual
harassment has been defined as unwelcome sexual advances, requests for sexual favors,
and other verbal or physical conduct of a sexual nature when:
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- Submission to such conduct is made a term or condition, either explicitly or implicitly,
of an individual's employment;

- Submission to or rejection of such conduct by an individual is used as a factor in
decisions affecting that individual’'s employment;

- Such conduct has the purpose or effect of unreasonably interfering with an individual’s
work performance or creates an intimidating, hostile, or offensive working
environment.

Such conduct involves inappropriate interactions with students. See the school’s
student disciplinary action plan for additional information.

Examples of conduct prohibited by this policy include, but are not limited to:

- Unwelcome sexual flirtation, advances, or propositions.

- Verbal comments related to an individual’s age, race, gender, color, religion, national
origin,

disability, or sexual orientation.

- Explicit or degrading verbal comments about another individual or his/her

appearance. - The display of sexually suggestive pictures or objects in any

workplace location including transmission or display via an electronic device.

- Any sexually offensive or abusive physical conduct.

- The taking of or the refusal to take any personnel action based on an employee’s
submission to

or rejection of sexual overtures.

- Displaying cartoons or telling jokes which relate to an individual’s age, race, gender,
color,

religion, national origin, disability, or sexual orientation.

If you believe that you are being subjected to workplace harassment, you should:

- Tell the harasser that his or her actions are not welcome and they must stop, if
you feel
comfortable to do so.
- Report the incident immediately to a Leadership team member. Report any additional
incidents or retaliation that may occur to one of the above resources.

Any reported incident will be investigated immediately. The reported incident will be thoroughly
and properly documented.. Complaints and actions taken to resolve the reported incident will
be handled as confidentially as possible. Appropriate actions will be taken by the school to
stop and remedy all such conduct, including interim measures during a period of investigation.

Retaliation of any kind or discriminating against an employee who reports a suspected incident
of harassment or who cooperates in an investigation is prohibited. An employee who violates
this policy or retaliates against an employee in any way will be subject to disciplinary action up
to and including immediate termination.

The school recognizes that some harassment incidents are difficult to verify. However,
employees who knowingly file a false claim of harassment may be dealt with by appropriate
disciplinary action, up to and including termination of employment.

Verification of Eligibility to Work in the United States

The school complies with the Immigration Reform and Control Act, employing only those
persons who are legally eligible to work in the United States.

All employees are asked on their first day of employment to provide original documents
verifying their right to work in the United States and to sign a verification form required by
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federal law (INS Form 1-9). If an individual cannot verify his/her right to work within the first
day of hire, the school must terminate his/her employment.

HOW WE DO BUSINESS
Workweek

Because of the nature of our business, your work schedule may vary depending on your job.
Our normal business days are Monday through Friday. A normal workweek is scheduled
between the hours of 7 AM and 6 PM and is based on each employee’s schedule. Additional
hours may be required. It is each employee’s responsibility to be in attendance at school or at
an off site job, as required to meet professional responsibilities. Employees who have a
contract with the school will have the amount of required work hours per week in their
respective contracts.

Attendance and Punctuality

Attendance and punctuality are important factors for your success within our School. We work
as a team, and this requires that each person be in the right place at the right time. If you are
going to be late or absent, you must notify your Supervisor as soon as possible. Personal
issues requiring time away from your work, such as doctor’s appointments or other matters,
should be scheduled during your non-work hours if possible.

Teaching Faculty Members are required to arrange for a substitute when absence is necessary.
Please refer to your grade band administrator for guidance regarding time and attendance, and
securing a substitute.

Employee Classification

Based on the conditions of employment, employees of the school fall into the following categories:
¢ Exempt
¢ Non-Exempt
¢ Full-Time
+ Part-Time
¢ Temporary Employees

Exempt employees are classified as such if their job duties are exempt from the overtime
provisions of the federal and state wage and hour laws. Exempt employees are not eligible for
overtime pay.

Non-Exempt employees receive overtime pay in accordance with federal and state wage and
hour laws.

Full-Time employees can be classified as exempt or non-exempt and work a regular schedule
of 40 - 42.5 hours per week.

Part-Time employees are classified as either exempt or non-exempt based on their job duties
and work a regular schedule of less than 40 hours per week. Their salaries are calculated on an
hourly basis. Part time employees that work less than 30 hours per week are not eligible for
medical or retirement benefits.

Temporary employees are hired for a specified project or time frame and work an irregular
schedule of less than 40 hours per week. A temporary employee in a non-exempt position is
paid by the hour.

Temporary employees are not eligible to receive any additional compensation or benefits
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provided by the School.

CONFLICT OF INTEREST

Conflict of Interest Policy

1. Disclosure. Full disclosure, by notice in writing, shall be made by the interested parties to
the full Board of Directors in all conflicts of interest, including but not limited to the
following:

a. A director is related to another director.

b. A director is related to a staff member.

c. A staff member in a supervisory capacity is related to another staff member
whom s/he supervises.

d. A director or staff member receives payment from the school for any subcontract,
goods, or service other than as part of his or her regular job responsibilities or as
reimbursement for reasonable expenses incurred as provided in the bylaws and
board policy.

e. A director or staff member is a member of the governing body of a contributor to the
school or nonprofit running the school.

f. A director or staff member may have personal, financial, professional, or political gain
at the expense of the school or its members.

2. Determination. Following full disclosure of a possible conflict of interest or any condition
listed above, the Board of Directors shall determine whether a conflict of interest exists
and, if so, the Board shall vote to authorize or reject the transaction and/or condition. Both
votes shall be passed by a majority without counting the vote of any interested director,
even if the disinterested directors constitute less than a quorum, provided that at least one
consenting director is disinterested.

3. Non-Participation. An interested director, officer, associate board member or staff member
shall not participate in any discussion or debate of the Board of Directors, or any
committee thereof, in which the subject of discussion is a contract, transaction or
situation in which there may be a conflict of interest.

4. Procurement. No director, officer, or staff member shall participate in the selection, award
or administration of a procurement transaction in which federal, state or local public
funds are used, where to his or her knowledge, any of the following has a financial
interest in that transaction:

a. The staff member, officer or director;

b. Any member of his or her immediate family;

c. His or her partner;

d. An organization in which any of the above is an officer, director or employee; e.
A person or organization with whom any of the above is negotiating or is actively
being considered for prospective employment.

5. Voidable Transactions. A contract or transaction can be rendered voidable by the Board of
Directors if entered without full disclosure of the personal interests of a director, officer or
staff members. The existence of any of the above-listed conditions shall likewise render a
contract or a transaction voidable unless full disclosure of personal interests is made in
writing to the Board of Directors and such transaction was approved by the Board in full
knowledge of such interest.
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6. Sanctions. The disinterested directors are authorized to impose by majority vote or other
reasonable sanctions as necessary to recover associated costs against a director, officer,
or staff member for failure to disclose a conflict of interest as described in Section 1
above or for any appearance of confiict.

7. Appeal. Appeal from sanctions imposed pursuant to Sections 5 and 6 above shall be
prescribed by law in those courts of the State of North Carolina with jurisdiction over
both parties and the subject matter of the appeal.

8. Recovery of Expenses. In the event that the Board of Directors has incurred costs or attorney
fees as a result of legal action, litigation, or appeal brought by or on behalf of an interested
director or staff member due to a confilict of interest or consequent sanctions and in the
event that the Board of Directors prevails in such legal action, litigation, or appeal, the
Board shall be entitled to recover all of its costs and attorney fees from the unsuccessful

party.

9. Distribution and Acceptance. A copy of this policy shall be given to all directors, officers, and
staff

members upon commencement of such person's relationship with the School. Each Board

member, officer, and staff member shall sign and date the policy at the beginning of his or
her term

of service of employment and each year thereafter. Failure to sign does not nullify the policy.

Duty to Disclose

Any member of the Board of Directors, any Committee, or Staff who is an officer, board
member, a committee member, staff member, consultant or an employee of a client
organization or vendor of Casa Esperanza shall identify his or her affiliation with such agency or
agencies. Further, in connection with any committee or board action specifically directed to that
agency, s’he shall not participate in the decision affecting that agency and the decision

must be made and/or ratified by the remaining members of the board.

Each individual shall disclose to the organization any personal interest which he or she may
have

in any matter pending before the organization and shall refrain from participation in any
decision on such matters. A person shall not be disqualified from serving as a member of a
charter school’s board of directors because of the existence of a conflict of interest, so long as
the person’s actions comply with the school’s conflict of interest policy as provided in G.S.
115C-218.15(b)(3) and applicable law. Reference § 115C-218.15.

Compensation

Any member of the Board, any Committee, Staff, and certain Consultants shall refrain from
obtaining any list of clients for personal or private solicitation purposes at any time during the
term of their affiliation. No member of the Board of Directors, or any of its Committees, shall
derive any personal profit or gain, directly or indirectly, by reason of his or her participation with
the Casa Esperanza Board of Directors. No voting member of the governing board shall be an
employee of a for-profit company that provides substantial services to the charter school for a
Fee.

At this time, | am a board member, committee member, or an employee of the following
organizations:
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Now this is to certify that |, except as described below, am not now nor at any time during the
past year have been:

1) A participant, directly or indirectly, in any arrangement, agreement, investment, or other
activity with any vendor, supplier, or other party doing business with Casa Esperanza which has
resulted or could result in personal benefit to me.

2) A recipient, directly or indirectly, of any salary payments or loans or gifts of any kind or any
free service or discounts or other fees from or on behalf of any person or organization engaged
in any transaction with Casa Esperanza.

Any exceptions to 1 or 2 above are stated below with a full description of the transactions and
of the interest, whether direct or indirect, which | have (or have had during the past year) in the
persons or organizations having transactions with Casa Esperanza

EMPLOYEE ACCEPTABLE USE OF ELECTRONIC DEVICES POLICY

It is a Casa Esperanza Montessori School objective to make appropriate electronic information
resources available to employees to assist in furthering educational goals, to support valid
business uses and to provide for efficient work-related communication. This policy governs the
use of Casa Esperanza Montessori School electronic information resources and defines
employees’ proper conduct and responsibilities while using any Casa Esperanza Montessori
School electronic information resource. Employees are defined as all teachers, administration
and staff.

This policy also applies to any non-students who are expressly authorized by the Casa
Esperanza Montessori School to use electronic information resources, including, but not limited
to, members of the board of directors, contractors, consultants, and temporary workers.
Electronic information resources include all Casa Esperanza Montessori School computer
equipment, including any desktop or laptop computers or other hardware owned or leased by
the school system; CEMCS computer network; email accounts; any computer software licensed
to Casa Esperanza; and stored data.

Administrators and supervisors are responsible for enforcing this policy for all
employees they supervise.

School administrators and staff are responsible for enforcing the student acceptable use policy
for any and all students in the school in which they work. Technology Services personnel are
responsible for operating and monitoring Internet content filtering software.

Administrators and staff must supervise student use of electronic information resources in a
manner that is appropriate to the student’s age and the circumstances of use.

In accordance with federal law, CEMCS will take appropriate measures including the use of
filtering or blocking software or services (“filters”) in an effort to block access to language and
visual depictions that are obscene, lewd, pornographic or harmful to minors.

Appropriate Use: As a public entity, Casa Esperanza Montessori School employees hold
positions of trust. All employees are expected to exercise good judgment, use the electronic
information resources in a professional manner and adhere to this policy and all applicable
laws and regulations.

Use of the equipment is expected to be related to Casa Esperanza's goals of educating
students and/or conducting Casa business. The Board recognizes, however, that some
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personal use is inevitable, and that incidental and occasional personal use that is infrequent or
brief in duration is permitted so long as it occurs on personal time, does not interfere with Casa
Esperanza Montessori School business, and is not otherwise prohibited by school policy or
procedures.

Use of Casa Esperanza Montessori School Software: Casa Esperanza Montessori School
software is licensed to the Casa Esperanza Montessori School by a large number of vendors
and may have specific license restrictions regarding copying or using a particular program.
Users must obtain permission from the Casa Esperanza Montessori School prior to copying
or loading Casa Esperanza Montessori School software onto any computer, whether the
computer is privately owned or is a Casa Esperanza Montessori School computer.

The use of non-Casa Esperanza Montessori School software on any CEMCS computers
(including laptops, desktops, and the network) is discouraged. Prior to loading non-Casa
Esperanza Montessori School software onto Casa Esperanza Montessori School computers
(including laptops, desktops, and network), a user must receive express permission from the
Leadership Team or designee. The use of such software will be subject to any restrictions
imposed by the Leadership Team-or designee. All software must be legally licensed by the
user or CEMCS prior to loading onto Casa Esperanza Montessori School equipment. The
unauthorized use of and/or copying of software is illegal.

The Casa Esperanza Montessori School network may not be used for downloading
entertainment software or other files not related to the mission and objectives of Casa
Esperanza Montessori School for use on Casa's network or computers or transfer to a user’s
home computer or other personal electronic device. This prohibition pertains to freeware,
shareware, copyrighted commercial and non commercial software, and all other forms of
software and files not directly related to the instructional and administrative purposes of Casa
Esperanza Montessori.

Prohibited Uses: Casa Esperanza Montessori School electronic information resources may not
be used for the following purposes:

a. Commercial Use: Using Casa Esperanza Montessori School computers for personal or
private gain, personal business, or commercial advantage is prohibited.

b. Political Use: Using Casa Esperanza Montessori School computers to advocate,
directly or indirectly, for or against legislation, a school bond referendum and/or the
selection of a school board member is prohibited.

c. lllegal or Inappropriate Use: Using Casa Esperanza Montessori School computers for
illegal, harassing, vandalizing, or inappropriate purposes, or in support of such
activities, is prohibited.
lllegal activities are any violations of federal, state, or local laws, and include, but are
not limited to, copyright infringement and/or illegal file sharing; posting or publishing
false or defamatory information about a person or organization; committing fraud;
cyberstalking; cyberharassment; threatening another person; or intentionally engaging
in communications for the purpose of abusing, annoying, threatening, terrifying,
harassing, or embarrassing another person.

Harassment includes, but is not limited to: slurs, comments, jokes, innuendoes,
unwelcome compliments, cartoons, visual depictions, pranks, or verbal conduct
relating to an individual that (1) have the purpose or effect of creating an intimidating,
hostile or offensive environment; (2) have the purpose or effect of unreasonably
interfering with an individual's work or school performance; or (3) interfere with school
operations.

Vandalism is any attempt to harm or destroy the operating system, hardware,
application software, or data.
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Inappropriate use is any violation of this policy and includes, but is not limited to: using
another person’s ID or password; giving out one’s user ID or password; plagiarizing;
accessing, producing, storing, posting, sending, displaying, or viewing inappropriate or
offensive material, including pornographic, obscene, discriminatory, profane, lewd,
vulgar, rude, inflammatory, threatening, disrespectful, or sexually suggestive language
or images, or images of exposed private body parts; and accessing material
advocating illegal acts or violence, including hate literature.

d. Unauthorized Use: Casa Esperanza Montessori School computers may only be used by
Casa Esperanza Montessori School staff and students, and others expressly
authorized by the Casa Esperanza Montessori School to use the equipment.

e. Disruptive Use: Casa Esperanza Montessori School computers may not be used to
interfere with or disrupt other users, services, or equipment. For example, disruptions
include, but are not limited to, distribution of unsolicited advertising (“spam”),
propagation of computer viruses, distribution of large quantities of information that may
overwhelm the system (i.e. chain letters, network games, or broadcasting messages),
and any unauthorized access to or destruction of Casa Esperanza Montessori School
computers or other resources accessible through the Casa computer network
(“cracking” or “hacking”). Disruptive use may also be considered inappropriate and/or
illegal. The following are considered disruptions and are also prohibited: posting
personal or private information about the user or other people on the Internet;
arranging or agreeing to meet with someone the user has met on-line for purposes
other than official school business; attempting to gain unauthorized access to CEMCS
network computers or systems; installing, downloading, storing, or running software
used for hacking; attempting to bypass any CEMCS security control; posting
information that could be disruptive, cause damage, or endanger students or staff; and
accessing chat-rooms unless for a valid educational purpose or official school and/or
Casa Esperanza Montessori School business.

This policy is applicable to all non-student users of Casa Esperanza Montessori School
computers and refers to all information resources whether individually controlled, shared,
stand alone, or networked. Disciplinary action, if any, for staff or other non-student users shall
be consistent with Casa Esperanza Montessori's standard policies and practices. Violations
may constitute cause for revocation of access privileges, suspension of access to Casa
Esperanza Montessori School computers, other disciplinary action, suspension, dismissal
and/or appropriate legal action.

Casa Esperanza Montessori School electronic information resources, the Internet, and use of
e-mail are not inherently secure or private. Employees shall have no expectation of privacy
while using Casa Esperanza Montessori School electronic information resources. The Casa
Esperanza Montessori School reserves the right to search data or e-mail stored on all
school-owned or —leased computers or other electronic information resources at any time for
any reason. The Casa Esperanza Montessori School reserves the right to monitor employees’
use of Casa Esperanza Montessori School electronic information resources and to take
appropriate disciplinary action based on use that is in violation of this policy. The Casa
Esperanza Montessori School reserves the right to disclose any electronic message or data to
law enforcement officials, and under some circumstances, may be required to disclose
information to law enforcement officials, the public, or other third parties, for example, in
response to a document production request made in a lawsuit involving the Casa Esperanza
Montessori School or by a third party against the user or pursuant to a public records
disclosure request.

Security on any computer system is a high priority, especially when the system involves many
users. Employees are responsible for reporting information security violations to appropriate
personnel. Employees should not demonstrate suspected security violations to other users.
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Attempts to log onto any system with escalated privileges may result in cancellation of user
privileges and may result in additional disciplinary action. Any user identified as a security risk
or having a history of problems with other computer systems may be denied access.

Users of Casa Esperanza Montessori School computers are expected to respect the school's
property and be responsible in using the equipment. Users are to follow any Casa Esperanza
Montessori School instructions regarding maintenance or care of the equipment. Users may be
held responsible for any damage caused by intentional or negligent acts in caring for Casa
Esperanza Montessori School computers while under their control. The Casa Esperanza
Montessori School is responsible for any routine maintenance or standard repairs to Casa
Esperanza Montessori School computers. Users are expected to timely notify the Casa
Esperanza Montessori School of any need for service.

If a Casa Esperanza Montessori School computer or other electronic device is lost, damaged,
or stolen while under the control of a user, the user is expected to file a claim under his/her
insurance coverage, where coverage is available and shall report the incident to his/her
supervisor and to the Director of Finance and Operations. Except in cases of negligent or
intentional loss or damage, the Casa Esperanza Montessori School will cover out-of-pocket
expenses. If it is determined that damage to Casa Technology was due to negligence or
intentional damage by the employee, the employee will be responsible for the replacement
expense.

The Casa Esperanza Montessori School makes no warranties of any kind, whether express or
implied, for the service it is providing. The Casa Esperanza Montessori School will not be
responsible for any damages suffered by users, including loss of data resulting from delays,
non-delivery, service interruptions, or any other cause. The Casa Esperanza Montessori
School will not be responsible for any claims, losses, damages, costs, or other obligations
arising from the unauthorized use of Casa's electronic information resources. Use of any
information obtained via the Internet is at the user's risk. The Casa Esperanza Montessori
School specifically denies any responsibility for the accuracy or quality of information obtained
through its service. Users are responsible for any losses sustained by the Casa Esperanza
Montessori School resulting from the user’s intentional misuse of the school's electronic
information resources.

The Employee Acceptable Use Agreement Form, developed by the school, must be signed by
the employee before access is permitted and e-mail accounts are assigned. An employee’s
acceptance of the Form is considered a condition of employment and refusal to sign could
result in dismissal.

Legal Reference: 15 U.S.C. § 6501 et seq.; 16 C.F.R. Part 312; 47 U.S.C. § 254; 42 U.S.C.
2000e et seq.; 18 U.S.C. § 2510 et seq.; 20 U.S.C. § 1681 et seq.; 20 U.S.C. § 6777; G.S.
14-196.3; G.S. 15A 286 to -287

SOCIAL MEDIA AND ELECTRONIC COMMUNICATIONS POLICY

Casa Esperanza recognizes the importance of technology in the educational setting and

the value of new methods of electronic communication. Social media can be a positive and
appropriate tool to enhance instruction, engagement and communication within the school
community. Casa Esperanza supports the use of social media and electronic communication so
long as such use is consistent with the school’s mission, policies and procedures and with any
applicable state and federal laws.

Casa Esperanza may provide access to various technology resources including social

media tools for use during instructional time and for school-sponsored activities in accordance
with Casa Esperanza policies. While sensitive to First Amendment rights, the intent of this policy
is to set a framework for if/when issues occur. The Board acknowledges that Casa Esperanza

Page 63
Revision September 9, 2026



employees may also use social media during their personal time and for personal purposes. At
the same time,Casa Esperanza employees must always recognize their responsibilities as
professional educators and role models to students and must therefore exercise reasonable
care and discretion even in their personal use of social media. As described in the North
Carolina Code of Ethics for Teachers: Educators shall serve as a positive role model for
students, parents, and the community. Because the educator is entrusted with the care and
education of small children and adolescents, the educator shall demonstrate a high standard of
personal character and conduct and protect students from conditions within the educator’s
control that circumvent learning or are detrimental to the health and safety of students. All Casa
Esperanza employees shall comply with this policy when using social media and electronic
communication.

Definitions

Social Media - the use of internet-based technology such as websites and applications that
allow users to create and share content. This includes, but is not limited to personal websites,
blogs, wikis, podcasts, text messaging, email, hangouts, social networking sites, online forums,
virtual worlds, video or photo-sharing websites, and other internet-based applications which
allow the

exchange of user-generated content.

Electronic Communication — the transfer of information through electronic means. This
includes, but is not limited to email, text messages, and instant messaging.

Personal Use

Casa Esperanza recognizes that employees may choose to access social media for

personal use. Casa Esperanza employees are prohibited from accessing social media for
personal use during instructional time. As with other technologies, it is expected that some
incidental and occasional personal use of social media may occur at work. Casa Esperanza
permits such infrequent and brief personal use so long as it occurs on personal time, does not
interfere with work responsibilities, and is not otherwise prohibited by school policy or applicable
law. Employees are responsible for the content on their personal social media sites, including
content added by the employee, the employee’s “friends,” or members of the public who can
access the employee’s site, and for web links on the site.

Employees are responsible for familiarizing themselves with the appropriate security settings for
any social media tools they use, ensuring that personal content may be viewed only by the
intended audience. In particular, employees shall take reasonable precautions to manage
students’ access to the employee’s personal information on social media platforms and to
prevent students from accessing materials that are not age-appropriate.

Material that employees post on social media that is or may become publicly available to those
in the Casa Esperanza community must reflect the professional standards applicable to the
employee’s position and must not impair the employee’s capacity to maintain the respect of
students and parents/guardians; or impair the employee’s ability to serve as a role model for
students. When communicating through social media, employees shall abide by the following
Rules:

1. Employees shall not post confidential information about students, employees, or Casa
Esperanza business.

2. Employees shall not accept students or parents as “friends” or “followers” or otherwise
communicate directly with students or parents on personal social media sites unless the
employee and student or parent have a family relationship or other appropriate
relationship which originated outside the school setting.
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3. Employees shall not post or share photos, videos or other information of students,
classroom settings or activities, etc on their personal social media sites.

4. Employees shall not use profane, pornographic, obscene, indecent, lewd, vulgar, or sexually
offensive language, pictures or graphics, or other communication that could

reasonably be anticipated to cause a substantial disruption to the Casa Esperanza
Environment.

5. Employees should never use their Casa Esperanza email account, address or password in
conjunction with personal social media activity.

6. Employees are prohibited from using the Casa Esperanza logo or any Casa Esperanza
images without written permission from the Executive Director.

7. Employees shall not use social media postings to libel or defame students, parents, other
employees, the Board of Directors, the school, or individual Board members.

8. Employees shall not use social media postings to engage in any other conduct that violates
board policy or procedure or state and federal laws.

Professional Use

Employees considering the use of any social media platform for Casa Esperanza purposes
must ensure that the platform and its use aligns with the school’s mission and Board policies. All
Casa Esperanza- sponsored social media sites must be approved by the Leadership Team
before Implementation.

Employees must adhere to the same standards of conduct on Casa Esperanza-sponsored
social

media sites as they do elsewhere in the school setting. Professional social media
communication should be in compliance with Board policies and applicable laws, including but
not limited to prohibitions on disclosure of confidential information and prohibitions on the use of
harassing, obscene, discriminatory, defamatory or threatening language. No personally
identifiable student information may be posted on school-sponsored social media sites,
including student photographs, without the consent of the student’s parents.

Casa Esperanza-sponsored social media sites will be developed and utilized in compliance with
all applicable federal, state and local laws including the Children’s Online Privacy Protection Act
(COPPA), the Family Educational Rights and Privacy Act (FERPA), the North Carolina Public
Records Law, and intellectual property laws.

Employees should consult with Casa Esperanza administration if there are any questions or
need for clarification related to professional use of social media platforms.

Staff-Student Relations

Employees must maintain professional relationships with students at all times in accordance
with Board policies. All electronic communications with students must be school-related and
within the scope of the employee’s professional responsibilities. Employees may only use
school-controlled social media to communicate directly with current students about Casa
Esperanza-related matters unless otherwise provided in Board policy.

Employees are prohibited from using any web presence, social media, or electronic
communication to establish personal relationships with students that are unprofessional or
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otherwise inappropriate. Examples of unprofessional relationships include, but are not limited to:
employees fraternizing or communicating with students as if employees and students were
peers such as writing personal emails; texting students; calling students on cell phones or
allowing students to make personal calls to the employee unrelated to Casa Esperanza work or
activities; sending inappropriate pictures to students such as those containing nudity, alcohol or
drug use; discussing or revealing to students personal matters about their private lives or
inviting students to do the same; and engaging in sexualized dialogue.

Appropriate discussions include a student’s homework, class activity, school sport or club, or
any

other Casa Esperanza sponsored activity. Electronic communications with students are to be
sent simultaneously to multiple recipients, not to just one student, except where the
communication is clearly school related and inappropriate for persons other than the individual
student to receive (e.g. emailing a message about a student’s grades).

Staff-Community Relations
Consequences

Casa Esperanza will monitor employee use of social media and electronic communications on
any school technology resources. Casa Esperanza may also conduct public internet searches to
determine if an employee has engaged in conduct that violates this Policy. Any employee found
to be in violation of this Policy will be subject to disciplinary action, up to and including
termination of employment.

Employee Disciplinary Action

In cases where you are not contributing to the team at the expected level or are in violation of
any policies, your supervisor will use the following process to address the problem as well as
possible solutions:

Counseling - During this discussion, you and your supervisor identify the problem and jointly
identify solutions. The information resulting from the discussion is documented in the form of an
action plan which includes the problem, suggested solutions and time frames for improvement.

If you fail to improve from the counseling discussion, your supervisor will take additional
disciplinary actions. This process normally progresses as follows:

¢ Initial (or verbal) warning or documented discussion

¢ First written warning

¢ Second written warning which may result in probation and/or suspension
¢ Termination

Depending on the severity of the performance problem or inappropriate behavior, your
supervisor may skip steps to take whatever action is necessary to correct the problem and/or to
protect the best interests of the school.

Student Disciplinary Action

In order to maintain an environment that is conducive to teaching and learning, the school
requires the maintenance of good order in the school. Any physical or verbal disturbance which
occurs within the learning environment and which interrupts or interferes with teaching or
orderly conduct of school activities is prohibited. See the school’s student disciplinary action
plan for additional information.
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Whistleblower Policy

Casa Esperanza Montessori is committed to maintaining a workplace where employees are free
to raise good faith concerns regarding the business practices,specifically: (1) reporting
suspected violations of law, including but not limited to federal laws and regulations; (2)
providing truthful information in connection with an inquiry or investigation by a court, agency,
law enforcement, or other governmental body; and (3) identifying potential violations of Casa
Esperanza’s policy, specifically the policies contained in Casa Esperanza’s Employee
Handbook.

An employee who wishes to report a suspected violation of law or Casa Esperanza policy may
do so confidentially by contacting their immediate Supervisor or School Administrator.

Casa Esperanza expressly prohibits any form of retaliation, including harassment, intimidation,
adverse employment actions, or any other form of retaliation, against employees who raise
suspected violations of law, cooperate in inquiries or investigations, or identify potential
violations of Casa Esperanza policy. Any employee who engages in retaliation will be subject to
discipline, up to and including termination.

Mandatory Reporting Law

As adult residents of North Carolina, employees of Casa Esperanza are all universal mandated
reporters. This means that any person who has cause to suspect that a juvenile who is under
the age of 18 and is not married, emancipated, or a member of the U.S. Armed Forces, is
abused, neglected, or dependent must make a report to the county department of social
services (DSS).

A report may be made orally, in person or by telephone, or in writing. A reporter must give the
following information (to the extent that he or she has or knows the information):

* Name, address, and age of the child;

* Name and address of the child’s parent, guardian, or caretaker;

* Names and ages of other children under age 18 in the same home;

» Present whereabouts of the child if not at the home address; Nature and extent of any injury or
condition resulting from the abuse, neglect, or dependency; and

* Any other information the reporter believes may be useful in establishing the need for
protective services or court intervention.

Additionally, an immediate report must be made to law enforcement when a juvenile has been
or is the victim of a violent offense, a sexual offense, or misdemeanor child abuse, as those
terms are defined in the law. For purposes of this law, a “juvenile” is a person under age 18 who
is not married, emancipated, or a member of the U.S. armed forces.

An adult who willfully or knowingly fails to make a report required by universal mandated
reporting is guilty of a class 1 misdemeanor. An adult who willingly or knowingly prevents
another person from making a report required by this law is guilty of a class 1 misdemeanor.

Casa Esperanza Montessori Charter School
GRIEVANCE POLICY

The grievance procedure is a process by which an employee of Casa Esperanza can bring
workplace concerns to upper levels of management. This is a formal process and requires rules
to be strictly followed. Failure to follow procedures will forfeit your right to this process. In the
event of a dispute involving employment practices or the enforcement of the personnel policies
contained in this Employee Handbook, and after a good faith effort with the supervisor to
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thoroughly resolve the dispute, all employees may submit their grievance following the
procedures outlined in the below policy.

Title: Employee Grievance Policy
Definitions:

Grievance - A grievance is defined as a formal written complaint by an employee that a final
administrative decision violates, misapplies, or misinterprets a specified federal law, State law,
State Board of Education policy, State rule, local Board policy, or an employee has been subject
to an unsafe working condition.

Grievant - Any individual aggrieved by a decision or condition falling under policy, accepted
practices, or state or federal law.

e Informal complaints are to be resolved at the lowest administrative level. The grievant
and other person(s) involved shall resolve issues of concern via personal meeting or
other communication, where appropriate. The Grievant should attempt to address the
issue with their immediate supervisor, unless the grievance concerns an immediate
supervisor.

e Formal complaints are to be made in writing within 30 days after the event
giving rise to the grievance using “Grievance Report- Form A’-(located in the
Staff Google Classroom) when the Grievant is not satisfied with the disposition
of the issue through the informal complaint process. This should be provided to
the employee's direct supervisor.

e The employee's supervisor will arrange a meeting with the Grievant to resolve
the issue.

e The employee's supervisor shall render a decision and issue a written response
to the Grievant within 10 working days of receiving the complaint.

e If the Grievant rejects the response of the Supervisor, the grievant shall have
the right to appeal in writing within ten (10) working days to the Executive
Director.

e The Executive Director will notify the Board of all formal grievances.

Miscellaneous Provisions

1.

The employee will be informed that the time limits set forth in this policy may be modified or
extended if mutually agreed by the Grievant and Casa Esperanza. If either party wishes to
change the timeline set forth in this policy, the party will request modification(s) from the other
party and both parties will be required to agree to the modification(s). The Executive Director or
Board of Directors will issue a letter of understanding to the parties outlining the modified
timeline.

No person shall suffer recrimination or discrimination because of their participation in the
grievance procedure.

Employees may skip steps in the process only if their grievance is with their immediate
supervisor, or the Executive Director. In the case of the immediate supervisor, the grievant may
go directly to the Executive Director. In the case of the Executive Director, the grievant may
proceed directly to the Board of Directors.

Employees shall be free to provide relevant information regarding any grievance filed hereunder.
Confidentiality will be observed by the Supervisors, Executive Director and Board of Directors
pending resolution of the grievance.

The Grievant may be accompanied by a representative of Grievant’'s choice in all stages of
these proceedings.
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Nepotism Policy

Casa Esperanza will use sound judgment in the placement of related employees in accordance
with the Nepotism policy 0.3.2 shown below.

Title: Nepotism Policy

Purpose:

The purpose of this nepotism policy is to protect the interests of Casa Esperanza Montessori
Charter School (CEMCS) when it is contemplating entering into an arrangement with an
immediate family member of a member of the Board of Directions (the “Board”) or an employee
of CEMCS. This policy is intended to supplement but not replace any applicable state law as
governing nepotism applicable to nonprofit and charitable corporations.

Policy
The Policy shall be as follows:

1. Before any immediate family, as defined in G.S 115C-12.2, of any member of the Board
or a charter school employee with supervisory authority shall be employed or engaged
as an employee, independent contractor, or otherwise by the Board in capacity, such
proposed employment or engagement shall be:

(i) disclosed to the Board and

(ii) approved by the Board in a duly called open-session meeting,

The burden of disclosure of such a conflict of interest shall be on the applicable Board
member or employee with supervisory authority.

2. No teacher or staff member that is immediate family of the chief administrator shall be
hired without the Board evaluating their credentials, establishing a structure to prevent
conflicts of interest, and notifying the Department, with evidence, that the process has
occurred.

The term, “immediate family member” means a spouse, parent, child, brother, sister,
grandparent, or grandchild. The term includes the step, half and in-law relationships.

Reference
North Carolina G.S. 115C-12.2, G.S 115C-218.15; Section 4.3 Charter Agreement

Soliciting and Distribution of Literature

In order to maintain a professional business environment, avoid litter, minimize disruption and
maintain security, the following policies exist regarding solicitation and distribution of literature
on school property.

Solicitation by employees on school property is prohibited when the person soliciting or the
person being solicited is on work time. Work time is the time when employees are expected to
be working and does not include meal times or authorized breaks.

Distribution of literature by employees during work time or in work areas is
prohibited.

Unauthorized solicitation and distribution of literature by non-employees on school
property is prohibited.

Solicitation and distribution by electronic methods, such as e-mail, faxes, or voice mail is also
prohibited during work time.
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TIME OFF AND EMPLOYEE LEAVE

Personal Time Off (PTO)

The School offers Personal Time Off (PTO) to eligible, regular, full-time employees who work an
average of 30 hours per week or more. PTO is a bank of vacation leave, sick leave, and
personal leave. Eligible full-time employees will accrue PTO days based on the following

schedule:
Length of Service Yearly Accrual

10 month employee 4 hours per pay
period

11 month employee 6 hours per pay
period

12 month employee 8 hours per pay
period

Rollover of accrued PTO to the subsequent calendar year is limited to 36 days for 10 month
employees, 54 days for the 11 month employees and 72 days for 12 month employees.
Employees may be reimbursed $50 per day at the end of the school year for any unused PTO
days. Reimbursement will be reflected on the last paycheck of the school year.

If any employee separates from the School due to resignation or termination at the end of the
school year, any earned, but unused PTO will be paid to them. If an employee separates from
Casa Esperanza prior to the end of the contract term, any PTO hours will NOT be paid
out.

When Casa’s paid holidays fall within an individual’s PTO, that day will be paid as a holiday and
the employee will retain that day as unused PTO.

Black Out Periods for PTO-Each year the leadership team will provide a list of dates that are
considered time in which time off requests will not be approved. Based on the school needs this
list of dates will be updated yearly at the beginning of the year and provided in the Casa Way
Playbook.

Personal Time Off (PTO) donation

The PTO donation program has been established to allow employees who have a family or
medical emergency to continue to receive income by receiving PTO donations from fellow
employees.

A “family or medical emergency” is defined as any event that is currently covered by the
school’s Family and Medical Leave Act policy. Please refer to the FMLA policy for further
information.

The employee must use all of their accrued PTO hours prior to being eligible for donated PTO.
Individual employees can donate up to 40-hours of PTO in any given school fiscal year to an
employee who has to take the leave.
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An employee requesting donated PTO will submit an email to the Director of Finance and
Operations stating their need. Upon receipt of the email, the Director of Finance and Operations
will inform the Executive Director to review the request. At the discretion of the Executive
Director, additional information may be requested to verify information. The employee will be
notified of the Executive Director’s decision.

Any PTO hours donated to an employee will be provided for usage only during the time the
employee is on Family and Medical Leave. The employee requesting PTO will not be allowed
to hold/bank donated PTO hours for future usage.

Religious Observations

Employees who need time off for religious observance should request leave from their
supervisors in advance. Paid time off is granted only with prior approval, but will not be
unreasonably withheld.

Time off without pay may be granted to employees who desire to observe a religious holiday
which is not recognized by the school, provided undue hardship is not introduced to the school.

Federal and state equal opportunity laws generally require employers to accommodate the
religious beliefs of employees, but do not require them to provide paid leave. The school
respects your religious beliefs and will reconcile employees’ religious obligations with the
requirements of running a school and serving students. Supervisors will authorize schedule
changes and/or additional use of vacation leave or unpaid leave, only where the requested
arrangement, in the supervisor’'s judgment, neither prevents the requesting employee from
meeting the requirements of the job nor unfairly burdens other employees.

Holidays

The School holiday schedule is updated annually and posted on the school calendar. All 12
month employees (including those in the initial employment period) are eligible for 20 paid
holidays per year as follows:

¢ New Year’s Day

¢ Martin Luther King Jr. Day
¢ President’s Day

¢ Good Friday

¢ Memorial Day

¢ Independence Day (5 days)
¢ Labor Day

¢ Veterans Day

¢ Thanksgiving (3 days)

¢ Christmas (5 days)

10 and 11 month employees are eligible for the following 9 holidays:

¢ Martin Luther King Jr. Day
¢ President’s Day

¢ Good Friday

¢ Memorial Day

¢ Labor Day

¢ Veterans Day
+Thanksgiving (3 days)
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Fall and Spring Intersession Breaks:
10-month employees do not work.
11 and 12 month employees work during the first week and are off during the second week.

Winter Intersession Breaks:
10, 11 and 12 month employees do not work.

Summer Months:

10 month employees do not work.

11 month employees work August 1-June 30.
12 month employees work July 1-June 30.

In the event that a holiday cannot be honored due to the school calendar the Executive Director
will substitute an alternative date.

Where a holiday falls on a weekend, it will be observed on either the preceding Friday or
following Monday.

Bereavement Leave

In the event of a death in the employee’s immediate family, any employee eligible for PTO may
be granted up to three (3) workdays off with pay. An immediate family member is identified as:
spouse, child, parent, grandparent, or sibling. This includes step family members and in-laws of
the same relationship.

Jury Duty

The school recognizes jury duty as a civic responsibility and will allow employees paid time off
for jury duty. If you are summoned for jury or witness duty you will receive paid time off for a
maximum of five (5) days. Additional paid time off beyond the five (5) day maximum will be
considered on a case-by case basis. Proof of jury duty may be requested.

Parental Leave Policy

Employees are eligible beginning the first of the month following hire. In addition, employees
must meet one of the following criteria:

Have given birth to a child.

Be a spouse or committed partner of the person who has given birth to a child.

Have legally adopted a child aged 17 years or younger. The adoption of a child by a new
spouse is excluded from this policy.

Have legally fostered a child aged 17 years or younger.

CEMCS provides 8 weeks of paid parental leave. Eligible employees will receive a maximum of
8 weeks of paid parental leave per birth or adoption. The fact that a multiple birth or adoption
occurs (e.g., the birth of twins or adoption of siblings) does not increase the 8-week total amount
of paid parental leave granted for that event. In addition, in no case will an employee receive
more than 8 weeks of paid

parental leave in a rolling 12-month period, regardless of whether more than one birth or
adoption occurs within that 12-month time frame. Each week of paid parental leave is
compensated at 100 percent of the employee’s regular, straight-time salary pay. Paid parental
leave will be paid on regularly scheduled pay dates.
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Parental leave must be taken within 12 months of the birth, adoption or fostering of a child.
Employees must take paid parental leave in one continuous period of leave. Any unused paid
parental leave will be forfeited if not used. Upon termination of the individual’'s employment at
the company, he or

she will not be paid for any unused paid parental leave for which he or she was eligible.

In no case will the total amount of leave—whether paid or unpaid—granted to the employee
exceed 12 weeks. Available paid time off (PTO) cannot be used to extend leave. Employees are
not required

to exhaust PTO before taking paid leave. CEMCS will maintain all benefits for employees during
the paid parental leave period just as if they were taking any other paid leave such as paid
holidays or PTO. PTO will not accrue during paid leave. If an organizational holiday occurs while
the employee is on paid

parental leave, such day will be charged to holiday pay; however, such holiday pay will not
extend the total paid parental leave entitiement period.

The employee will provide his or her supervisor with written notice of the request for leave at
least 60 days prior to the proposed date of the leave (or if the leave was not foreseeable, as
soon as possible). The employee must complete the necessary forms and provide all
documentation as required by CEMCS to substantiate the request. The decision on the request
for leave will be provided in writing by the employee’s supervisor within 15 days of the request.

Employees are expected to arrange a return date to work with their direct supervisor prior to
beginning parental leave. In the event an employee chooses not to return to work after
completing the parental

leave, the employee will be responsible for employer paid benefits paid on behalf of the
employee during the parental leave duration.

As is the case with all company policies, the organization has the exclusive right to interpret this
policy.

Military Leave

Military Leave is granted in accordance with current federal laws and regulations. When you
receive your military duty notice, you should inform your supervisor or Director of Finance and
Operations as soon as possible.

Leave Under the Family and Medical Leave Act (FMLA)

The Family and Medical Leave Act (FMLA) provides eligible employees with up to 12
workweeks of unpaid leave for certain family and medical reasons during a 12 month period
(calendar of rolling 12 months). During this leave, an eligible employee is entitled to continued
group health plan coverage as if the employee had continued to work. At the conclusion of the
leave, subject to some exceptions, an employee generally has a right to return to the same or
to an equivalent position.

Family Medical Leave Act (FMLA) Policy

The Family Medical Leave Act of 1993 (FMLA) allows eligible employees to take 12 workweeks
of unpaid, job protected leave for their own serious medical condition or that of an immediate
family member. In addition, the FMLA allows eligible employees to take the same job-protected
leave for the birth of a child or the placement of a child with the employee through adoption or
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foster care. Employers must maintain any employer-paid health benefits while the employee is
on FMLA leave.
*FMLA requires at least fifty percent of employees to live within a 75 mile radius of the school.

The Family and Medical Leave Act is federally mandated and is found in the Code of Federal
Regulations (C.F.R.), Title 29, Part 825. The following guidelines, applicable to public schools,
are taken from the Code of Federal Regulations. Copies of the entire FMLA code are available
at no charge from your local Wage and Hour Office of the U.S. Department of Labor. More
information is available on the internet at http://www.dol.gov/esa/whd/fmla/.

An eligible employee is guaranteed, in accordance with the Family and Medical Leave Act of
1993 (FMLA), twelve (12) weeks of unpaid leave in a twelve-month period for reasons
related to his own serious illness or the serious iliness of his child, spouse or parent. FMLA
leave is available to employees who have worked for Casa Esperanza for a total of 12
months and who have worked at least 1,250 hours in the previous 12 months. In
accordance with Casa policy, an employee will be required to exhaust his paid leave
balances prior to taking leave without pay. All paid leave used for reasons related to FMLA
will be applied against the total twelve (12) weeks mandated by law. In no case will FMLA
leave (whether paid, unpaid, or a combination of both paid and unpaid) exceed 12 weeks in
a "rolling" 12-month period measured backwards from the date an employee uses FMLA.
During the twelve (12) weeks of FMLA leave, the employee will be credited with time as if he
were in pay status for purposes of continuing paid medical benefits.

If an employee is returning from FMLA leave, he must be returned to his original position or to
an equivalent position with the same employment benefits, pay, and other terms and conditions
of employment. If an employee is returning from extended paid medical leave beyond the
12-week period provided by FMLA, Casa will attempt to restore the employee to the position he
occupied before taking medical leave. However, if an employee is in a supervisory position or a
position requiring specialized skill and knowledge, which cannot reasonably be filled on a
temporary basis, Casa may fill the employee's position and offer the returning employee any
other position for which the employee is qualified. In reinstating employees after such an
extended paid medical leave, Casa will attempt to offer the employee as close to an equivalent
position as is available.

Documentation of lliness or Disability

Employees claiming sick leave may be required to furnish a certificate from a physician stating
the kind and nature of the sickness or injury and that the employee or his child, spouse, or
parent has been incapacitated for the period of absence. In the case of an employee who is
returning from sick leave, the supervisor may ask for confirmation from a physician certifying a
cure or stating that the employee is again physically able to perform assigned duties. An
employee may advise the Executive Director and Director of Finance and Operations regarding
necessary restrictions on his work or duties and any necessary accommodations.

Circumstances in which a certificate would typically be required are:

= absence from work for a period of three days or more;

= patterns of leave use which may indicate abuse of leave privileges;

= conditions which cause reasonable doubts about the employee's capacity to perform
his work; absence from work because of a contagious disease.

Where the Leadership Team or designated supervisor has reason to believe an employee may
be abusing sick leave privileges, the employee shall first be advised in person that a medical
certificate may be required for each subsequent absence for which sick leave is requested. If
the employee's leave pattern does not improve, the employee shall be advised in writing by the
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supervisor that all subsequent requests for sick leave must be supported by a medical
certificate.

In those instances where a medical certificate is required, the employee generally will have
two days after returning to work to supply the certificate.

Parental Leave and FMLA

Parental leave shall be granted upon proper written application by employees for reasons
related to childbirth or adoption. Such leave may be a combination of personal leave (PTO),
parental leave, or leave without pay in accordance with Casa Board policy. The maximum
amount of leave allowed for employees shall be determined by the Executive Director in
accordance with Casa Board policy.

Parental leave shall be granted to a regular, probationary, or trainee employee. Absences for
maternity reasons shall be treated as any other medically certified temporary disability. Sick
leave shall be granted only to cover the period of medically certified temporary disability or for
medical visits . The limitation of employment prior to childbirth is prohibited. Based on the type
and nature of work performed, each department shall be responsible for determining, after
consultation with the employee and with the advice of her doctor, how far into pregnancy she
may work. An employee who intends to return to work following the period of disability
associated with childbirth may be granted additional leave.

NOTE: FMLA leave is available to employees who have worked for Casa Esperanza for a
total of 12 months and who have worked at least 1,250 hours in the previous 12 months.

All paid leave used for reasons related to FMLA will be applied against the total twelve (12)
weeks mandated by law. The maximum length of time off for parental leave is to be determined
by the Executive Director; however, in no case will leave without pay exceed six (6) months. In
addition, in no case will FMLA leave (whether paid, unpaid, or a combination of both paid and
unpaid) exceed 12 weeks in a "rolling" 12-month period measured backward from the date an
employee uses FMLA.

When the employee returns to work, the employee must be reinstated in the same position or to
a position at the same pay band, provided the employee meets the minimum education and
experience requirements of the position. If an employee is returning from leave without pay for
reasons related to FMLA, the employee must return to a position that has substantially similar
responsibilities and duties and entails substantially equivalent skill, effort, responsibility,
authority, and working conditions.

Use of FMLA Leave

Eligible leave may be a combination of paid leave, or leave without pay. Prior to taking leave
without pay, all leave balances (sick leave to the extent allowed by policy) must be exhausted.
The period of disability or medical visits must be certified in writing by the attending physician
by completing the required FMLA documentation.

Employee's Responsibility

A written request for parental leave or extended medical leave must be made to the
Executive Director. The employee is obliged to return to work at the end of the designated
period. If the employee cannot return as originally planned, he/she must notify the Executive
Director immediately. Failure to notify will be considered a resignation.

Page 75
Revision September 9, 2026



Maintaining Benefits During FMLA Leave

During the period of parental leave without pay, the employee shall retain all accumulated
leave, retirement status and benefits toward the next pay increment. The employee will
continue to earn leave only during the period of paid leave.

While on FMLA leave, the employee will be credited with time as if he were in pay status for
purposes of continuing Casa Esperanza’s paid medical benefits. The employee may arrange
to continue medical insurance coverage for periods not covered by the FMLA when he/she is
on leave without pay status for more than half the normally scheduled working hours in the
FLSA cycles in the pay period by arranging to pay the premiums during the remaining period
of unpaid leave.

Return to Work Authorization

A return to work certification is required from a physician for five (5) or more consecutive Days
off from work due to illness or a work-related accident.

Failure to Return from Leave

If a leave extension has not been requested and approved, failure to return to work from a leave
of absence on the scheduled date of return will result in immediate termination of employment.
If an employee fails to return to work at the conclusion of the FMLA leave they will be
responsible for reimbursing any benefit expenses paid by the school during the FMLA leave.

Workers Compensation

Workers Compensation insurance covers all employees for job-related sickness and injury,
providing three basic types of benefits: necessary medical/hospital care, disability benefits and
death benefits. If you are injured on the job, no matter how slightly, report the incident
immediately to your supervisor or the Director of Finance and Operations. An accident report
should be completed by the injured employee and those that withessed the incident.

The school will abide with all requirements set forth by the Workers Compensation Act and any
other applicable law. We will not take adverse action against an employee in retaliation for filing
a workers compensation claim.

The amount of benefits payable to you and the duration of payment depend on the nature of
your illness or injury. You will be taken to a nearby urgent care center or hospital if you cannot
be treated adequately on the school’s premises. Employees that have experienced an accident
while working could be subject to completing a drug and/or alcohol screening per insurance
protocols.

COMPENSATION AND BENEFITS OVERVIEW

Compensation Pay Bands

Pay is based upon years of experience in the profession you are offered plus your degree work.
An employee working as a Paraprofessional will receive years of experience towards prior work
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experience working with children in a classroom setting. Teachers will receive years of experience

towards prior work experience in which they were the lead teacher of the classroom.

Paraprofessional Pay Scale

Para Salary Scale

0-4 Years
Experience

General $31,546 -
Classroom $33,280
Exceptional
Children $32,240 -
Classroom $33,973
Teacher Pay Scale
Teacher Salary
Scale

0-4 Years

Experience

General
Classroom $46,057 -
Bachelor's Degree  $50,527
General
Classroom $50,882 -
Master's Degree $55,813
Exceptional
Children
Classroom $46,356 -
Bachelor's Degree $50,844
Exceptional
Children
Classroom $51,210 -
Master's Degree $56,163
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5-9 Years
Experience

$33,713 -
$35,446

$34,406 -
$36,140

5-9 Years
Experience

$51,552 -
$55,704

$56,940 -
$61,517

$51,870 -
$56,039

$57,289 -
$61,886

10-14 Years
Experience

$35,880 -
$37,613

$36,573 -
$38,306

10-14 Years
Experience

$56,862 -
$61,357

$62,800 -
$67,771

$57,207 -
$61,728

$63,180 -
$68,179

15-19 Years
Experience

$38,046 -
$39,780

$38,740 -
$40,473

15-19 Years
Experience

$62,373 -
$63,419

$68,887 -
$70,060

$62,774 -
$63,822

$69,295 -
$70,504

20-24 Years
Experience

$40,213 -
$41,946

$40,906 -
$42,640

20-24 Years
Experience

$63,632 -
$64,420

$70,301 -
$71,179

$64,043 -
$64,846

$70,754 -
$71,647

25-29 Years
Experience

$42,380 -
$44,113

$43,073 -
$44,806

25-29 Years
Experience

$66,471 -
$68,362

$73,431 -
$75,519

$66,897 -
68,799

$73,900 -
$76,000



Benefit Offerings

The school endeavors to offer a competitive employee benefits program. Our benefits represent
an added value of additional compensation to our employees. The school offers the following
benefits for eligible Full-time employees:

- North Carolina State Health Insurance
- Dental Insurance

- Vision Insurance

- Life Insurance

- Flexible Spending Accounts

- Prudential Retirement

- Short Term Disability Insurance

- Long Term Disability Insurance

For a more extensive review of the benefits available please refer to the Annual Benefit
Enrollment Guide, provided to employees at the open enroliment period. The school reserves
the right to modify its benefits at any time and will keep employees informed of any changes.

Certain IRS enrollment rules apply to the benefits you pay for with pre-tax dollars (for example:
medical, dental, and spending account contributions). If you do not elect coverage within 30
days of your initial eligibility date, you will not be able to elect coverage until the next “open
enroliment” period or if you have a Qualifying Event (QE). This open enrollment period applies
to medical, dental, vision, life insurance and flexible spending plans. Changes in coverage are
not allowed (i.e., add or drop coverage, or family members) except during open enrollment
unless you have a qualified event (QE). For a list of eligible QE please see your Director of
Finance and Operations.

Retirement

The School participates in the 457 North Carolina Retirement Plan. All employees are eligible to
participate. For more information go to www.nctreasurer.com.

The school provides for each full time employee a 3% contribution to the employee 457 plan. In
addition, the school will match up to 4% of the employees contribution.

Short and Long Term Disability

The school’s short and long term Disability Plans are provided at no cost to the employee. This
benefit could be used while an employee is on FMLA or due to a disability. All approvals or
payments for the short term and long term benefits are processed by the insurance carrier. The
Director of Finance and Operations will assist the employee in submitting the proper
documentation to the carrier for payment.

Benefits Continuation (COBRA)

The Consolidated Omnibus Budget Reconciliation Act (COBRA) enables you and/or enrolled
family members to continue medical, dental and/ or vision coverage in the event of a qualifying
event that causes a loss of coverage. Some common qualifying events are:

+ Resignation, termination of employment, or death of an employee.
+ Reduction in employee’s hours or a leave of absence.
+ Employee’s divorce or legal separation.
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¢ Dependent child no longer meeting eligibility requirements.

Under COBRA, the employee or beneficiary pays the full cost of coverage at the school’s group
rates plus an administration fee. The COBRA administrator provides each eligible employee
with a written notice describing rights granted under COBRA when the employee becomes
eligible for coverage under the school’s benefit plan. The notice contains important information
about the employee’s rights and obligations.

EVALUATIONS

Teacher Evaluations

The school uses the North Carolina Educator Evaluation System, (NCEES).

The intended purpose of the teacher evaluation process is to assess the teacher’s
performance in relation to the NC Professional Teaching Standards and to design a plan for
professional growth. The Executive Director or a designee will conduct the evaluation

process in which the teacher will actively participate through the use of self-assessment,
reflection, presentation of artifacts, and classroom demonstrations.

Beginning Teacher Program

Beginning teachers are required to participate in a three-year induction program. During the
induction period beginning teachers are to have a formal orientation, mentor support, and both
formative and summative evaluations.

Casa Esperanza Board of Directors has adopted the Beginning Teacher Support Program Plan
in accordance with the NC State Board of Education Policy TCED-016 .

Paraprofessional Evaluations

Paraprofessionals are evaluated twice per school year using factors reasonably related to a
paraprofessional performance. Paraprofessionals are evaluated by the leadership team.

Administration Evaluations

Administrators are evaluated once a year using factors reasonably related to an administrator’s
performance. Administrators are evaluated by their supervisor.

Staff Development

The school encourages and supports employees in their professional growth and may provide

funds and/or time off from work to permit an employee to attend an educational program or take
advantage of a professional development opportunity.
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PAYROLL

Pay Policies

The school strives to pay employees a fair and competitive wage that is in compliance with all
Federal and State policies and any applicable laws.

The law requires that the school make certain deductions from every employees’ compensation.
Among these are applicable federal, state, and local income taxes. The school also must deduct
Social Security taxes on each employee's earnings up to a specified limit that is called the
Social Security "wage base." The school matches the amount of Social Security taxes paid by
each employee.

The school may offer programs and benefits to employees beyond those required by law.
Eligible employees may voluntarily authorize deductions from their paychecks to cover the
costs of participation in these programs.

If you have questions concerning why deductions were made from your paycheck or how they
were calculated, please contact your Director of Finance and Operations.

Employees are paid on the 15th of the month and the last business day of the month. A payroll
calendar is generated yearly with exact payroll dates. In the event that the pay date falls on the
weekend or a holiday the pay will be paid the date before.

Direct Deposit

Payroll is processed via direct deposit. Payroll is paid on a semi-monthly cycle and is available
through direct deposit into an employee’s bank account.

Overtime

Depending on school work needs, employees may be required to work overtime when
requested to do so. Prior approval from the Executive Director is required before any
non-exempt employee works overtime. Employees working overtime without approval will be
subject to disciplinary action.

Non-exempt full-time employees are eligible for additional pay for work performed beyond their
regularly scheduled 40 weekly hours.

Employees are responsible for tracking their own hours on a daily basis.

GENERAL GUIDELINES

Safety in the Workplace

Safety can only be achieved through teamwork. Each employee must practice safety
awareness by thinking defensively, anticipating unsafe situations and reporting unsafe
conditions immediately.

Please observe the following precautions:

+ Notify management of any emergency situation. If you are injured on the job or become
sick at work, no matter how slightly, you must inform your supervisor or the Director of
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Finance and Operations immediately.
+ Employees must exercise responsibility to prevent injury to themselves or
others.
¢ Use, adjust and repair equipment only if you are trained and qualified.
¢ Get help when lifting or pushing heavy objects.
+ Know locations, contents and use of first aid and firefighting equipment.

Hazardous Materials

In the normal course of business, we use materials that may contain chemicals that can affect
your physical health. In each location that contains chemicals there is a Material Safety data
Sheet (MSDS) book containing documentation for each potentially hazardous material. You
should acquaint yourself with the location of the documentation and learn the hazards of any
materials you might come in contact with.

You must ensure that any potentially hazardous material is placed in a properly labeled
container and is stored or disposed of properly. Teachers need to ensure all chemical based
products are kept under lock and key.

Good Housekeeping

Good work habits and a neat place to work are essential for job safety and efficiency. You are
expected to keep your place or work organized and materials in good order at all times. Report
anything that needs repair or replacement to your supervisor and/or Director of Finance and
Operations.

Use of School Equipment

The school provides any supplies, equipment, and materials necessary for you to perform your
job. These items are to be used solely for the school’s purposes. Employees are expected to
exercise care in the use of the school’s equipment and property and use such property only for
authorized purposes. Loss, damages or theft of school property should be reported at once to
the supervisor. Negligence in the care and use of school property may be considered grounds
for discipline, up to and including termination.

The school’s equipment, such as telephone, postage, facsimile and copier machine, is intended
to be used for business purposes. An employee may only use this equipment for non-business
purposes in an emergency and only with the permission of his or her supervisor. Personal
usage, in an emergency, that we follow of these or other equipment that results in a charge to
the school should be reported immediately to the business office so that reimbursement can be
made.

Upon completion of employment, the employee must return all school property, student data,
Montessori materials, work product and documents in his or her possession or control.
Student Disciplinary Action

Student discipline procedures and processes can be found in the Student handbook for guidance.
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Procurement and Disposal Policy

Rationale:

In accordance with general state statutes, Casa Esperanza Montessori Charter School will follow a
procurement and disposal of assets policy using best practices and standard accounting rules.
Policy:

School employees shall comply with the guidelines of the GS § 115¢c- 98-518 Hardware and Software
Procurement Policy Casa Esperanza Montessori Charter School will follow accounting policies and
procedures that comply with generally accepted accounting principles (GAAP). Any procurement of
goods and services shall be made by the appropriate staff member (after approval from the head of
school or a direct supervisor), in the best interest of the school, upon considering the totality of the
circumstances surrounding the procurement, which may include but not be limited to, price, quality,
availability, timelines, reputation and prior dealings. The guidelines for purchases are addressed in the
media and technology selection policy. Casa Esperanza Charter School understands that the policy cited
above applies to purchases made using non-federal funds. As a condition of the receipt of certain federal
funds, federal procurement requirements still apply.

Disposal of Equipment / Replacement of Obsolete Equipment Policy

With the limited funding afforded charter schools, disposal of equipment is not a common occurrence.
However, in the event that equipment is obsolete, unusable or otherwise not effective for school use, the
following policy will be followed.

Approval of Disposals:
Estimated Disposal Value in Excess of $1,000

The head of school and facility manager have the authority to dispose of equipment with an estimated
disposal value of greater then $1,000 by way of the following methods of disposal:

« offer the item to another charter school

« trade-in on another asset acquisition

* sale by tender

* any other such method approved by the School Board

Estimated Disposal Value of Less than $1,000

« offer to other staff on site for school use

« offer to another charter school

* sale by tender

+ any other such method approved by the Head or School or Facility Manager

* Where equipment is considered worthless and their disposal will produce no offsetting revenue, they
should be considered for recycling, destroyed or dumped at approved refuse sites and written off
accordingly.
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Fiscal Policies and Procedures

POLICIES OVERVIEW

The Board of Directors of Casa Esperanza Montessori Charter School (hereinafter BOD) has reviewed
and adopted the following policies and procedures to ensure that funds are budgeted, accounted for,
expended, and maintained appropriately.

1. The BOD formulates financial policies and delegates administration of the policies and related
procedures to the Executive Director. The BOD reviews operations and activities on a regular
basis. The Executive Director can delegate administration of these policies, but ultimate
responsibility rests with the Executive Director.

2. Accounting, budgeting and reporting services will be provided by third-party Accounting Service
Providers(currently BearmanCPA PLLC).

3. Financial duties and responsibilities must be separated so that no single entity or individual
has sole control over cash receipts, disbursements, payrolls, and reconciliation of bank
accounts.

4. All documentation related to financial matters will be completed leveraging automated
systems word processor, typewriter, or ink.

5. The BOD will commission an annual financial audit by an independent third-party auditor who
will report directly to them. The BOD will approve the final audit report, and a copy will be
provided to the charter-granting agency. Any audit exceptions and/or deficiencies will be
resolved to the satisfaction of the BOD and the charter-granting agency.

6. The BOD can appoint someone else to perform the Executive Director’s responsibilities in the
case of absence. The Executive Director can appoint someone else to perform the Director of
Finance and Operations responsibilities.

7. The BOD or Finance Committee can propose modifications to these policies at their discretion.
Modifications would require approval of the full BOD.

Annual Financial Audit

1. The School will have a financial statement audit performed annually. The Finance Committee of
the BOD will recommend an audit firm by March 1 prior to year-end (June 30) and will seek BOD
approval.

2. Any person with expenditure authorization or recording responsibilities within the school may
serve on the committee, but will have no vote in the selection of an auditor.

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

3.1. An audit of the accuracy of the financial statements

3.2. An audit of the attendance accounting and revenue accuracy practices
3.3. Areview of the internal controls

3.4. Single audit procedures required by government bodies

PURCHASING
Purchasing and Payment Approval Matrix
Item Director of Finance Executive Director Board of Directors
and Operations
Purchase Requests & <=$10,000 <=$25,000 > $25,000
Contracts
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Checks, Credit, Wire <=$15,000 <=$50,000 > $50,000 if it is not a
Transfers or Other pre-approved recurring
Disbursements payment

1. The Purchasing and Payment Approval Matrix itemizes the contracting and spending authority

8.

for the staff. They may authorize expenditures and may sign related contracts that are within
their spending authority (see Matrix). When approving purchases, the Executive Director
and/or Director of Finance and Operations must:

1.1. Determine if the expenditure is budgeted
1.2. Determine if funds are currently available for expenditures (i.e. cash flow)
1.3. Determine if the expenditure is allowable under the appropriate revenue source

1.4. Determine if the expenditure is appropriate and consistent with the mission, vision,
approved charter, school policies and procedures, and any related laws or applicable
regulations

1.5. Determine if the price is competitive and prudent.

Purchase Orders(POs) should be issued by the Director of Finance and Operations after a
completed Purchase Request has been properly approved. POs should contain a minimum
of the following: Vendor name, billing address, contact email, Description of purchasing
items, total cost and signature of Director of Finance and Operations. When possible it
should include an attachment of the quote or summary of goods requested.

If a purchaser needs to make a purchase that exceeds their spending authority, they must
receive permission from the next approval tier with an adequate spending limit prior to
making the purchase. Authorized employees making purchases on behalf of the school are
only authorized to make purchases with prior approval. When possible, purchasers should
utilize Purchase Orders or charge accounts set up for the school instead of cash or credit
card payments.

All purchases over $5,000 must include documentation of a good faith effort to secure the best

possible cost for comparable goods or services.

Any individual making an authorized purchase on behalf of the school must provide the

Accounting Service Provider with appropriate documentation of the purchase and confirm

the delivery of the goods or services.

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

Purchases that exceed the assigned authority limits without prior approval should occur only
when necessary to prevent or mitigate imminent threats to health, safety, or welfare of
students, staff or property. Emergency spending includes repairs involving danger to life or
property, or purchases immediately necessary for the preservation and safety of persons
within the School building or School property or required to avoid the suspension of necessary
services to the School. . The Executive Director will immediately inform the BOD of the
decision to authorize such an expense. This can be accomplished via text or
email.Individuals who use personal funds to make unauthorized purchases will not be
reimbursed. Authorized purchases will be reimbursed by a bank check as soon as possible
after receipt of appropriate documentation of the purchase.

The Executive Director or Director of Finance and Operations may authorize an individual to use a
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school credit card to make an authorized purchase on behalf of the school.

8.1. The school card will be assigned to the employee that has purchasing authority. Their
personal name will be imprinted on the credit card. Non-Leadership Team employees with
school credit cards have card limits set at $5000. The Director of Finance & Operations has
a card with $10,000 spend limit and the Executive Director has a card with a $25,000 limit.

8.2. Individuals making credit card purchases are required to submit receipts for all
purchases to the Data Manager. If receipts are not available or are “missing”, the
individual making the charge will be held responsible for payment unless he/she
provides a signed statement certifying the business purpose of the expense and
confirming the receipt is missing.

CONTRACTS

1. Consideration will be made of in-house capabilities and capacity to accomplish services before
contracting for them.

2. Competitive bids will be obtained where required by law or for purchases over $10,000 in single
or recurring expenses. Office staff will keep and maintain a contract file evidencing the
competitive bids obtained (if any) and the justification of need for any contracts over $10,000.
Every attempt should be made to have at least 2 bidders for every bid.

3. The Executive Director can determine that competitive bids are not necessary or practical for
any spend. The reasoning for that determination should be documented and retained in the
contract files. However, for contracts above $10,000 the determination not to bid should be
reviewed and approved by the BOD.

3.1. The Executive Director role can be filled by a contractor as well. In this case, the BOD
should specifically assess the need for bids and document the decision and justification.

4. Written contracts clearly defining work to be performed will be maintained for all contract service
providers (i.e. consultants, independent contractors, subcontractors).

4.1. Contract service providers must show proof of being licensed and bonded, if applicable, and
of having adequate liability insurance and worker’s compensation insurance currently in
effect. The Executive Director or Director of Finance and Operations may also require that
contract service providers list the school as an additional insured.

4.2. All contracts will include the following indebtedness clause: “No indebtedness of any kind
incurred or created by the charter school shall constitute an indebtedness of the State or its
political subdivisions, and no indebtedness of the charter school shall involve or be secured
by the faith, credit or taxing power of the state or its political subdivisions.”

4.3. All contractors working directly with students are required to have a clean background
check.

5. If the contract service provider is a sole proprietor or a partnership (including LP, and LLP), the
designated staff member will obtain a W-9 from the contract service provider prior to submitting
any requests for payments The required approver per the Purchasing and Payment Approval
Matrix will approve proposed contracts and modifications in writing.

6. Contract service providers will be paid in accordance with approved contracts as work is performed.
The Executive Director or assigned representative will be responsible for ensuring the terms of the
contracts are fulfilled. Invoices will be reviewed by the appropriate school leadership team member
to confirm that billed hours are reasonable.

7. Potential conflicts of interest will be disclosed upfront, and the Executive Director and/or
Member(s) of the BOD or School Leadership with the conflict will excuse themselves from
discussions and from voting on the contract.

ACCOUNTS PAYABLE

1. All original invoices will immediately be forwarded to the Director of Finance and Operations for
approval.

2. The Director of Finance and Operations and Data Manager will carefully review each invoice,
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attach all supporting documentation, compare the purchase order or contract against the invoice
and verify that the specified services and/or goods were received. The designated staff member
will adjust the invoice for any missing items noted on the packing list before sending to Accounting
Service Provider for payment. Once approved by the Director of Finance and Operations, he/she
will indicate check authorization on the invoice and complete the required information, including
noting the specific budget line item that is to be charged for the specified expenditures. The
invoice and supporting documentation will be sent to Accounting Service Provider on at least a
weekly basis (Director of Finance and Operations should be aware of invoice due dates to avoid
late payments). Accounting Service Provider will then process the invoices with sufficient
supporting documentation.
The approval process for invoices is as follows:
4.1 Annually, a list of monthly recurring payments over $50,000 will be reviewed and approved by
the BOD. Payments of these items will not require BOD check approval.
If a vendor does both recurring work and specific project work for the school, this process
applies only to payments for recurring work. All payments for projects over $50,000 should be
approved by a BOD member.
4.2 All invoices are submitted to the Bill.com system or via ACH transfer. The Data manager will
confirm all invoices forwarded to Accounting Service Provider have been uploaded to the Bill.com
system and complete the first layer of approval.
4.2 The Director of Finance and Operations will approve all invoices in the Bill.com portal ensuring
that the correct budget codes have been assigned to each invoice. If an invoice is $15000 to
$50,000, Executive Director approval is required. Checks over $50,000 not on the annual
recurring payments list will be approved by the Treasurer of the BOD.
4.3 5. Once all required layers of the approval process have been completed the Bill.com system
will release the payment to the vendors either by ACH or check.

Credit Card Reconciliation

1.

2.

All credit card receipts should be turned in to the Data Manager as soon as they are incurred with
the designated budget expense line the items should be charged to.
Each month, the credit card statement should be compared to the receipts received by the Data
Manager and confirmed before submitting the credit card statement for payment.

a. For credit card receipts from the Data Manager’s credit card, the Director, Finance &

Operations will confirm that the statement charge matches the receipt.

In the event of a lost receipt, a Missing Receipt Form must be completed by the employee and
submitted to the Data Manager. Repetitive missing receipts will result in termination of purchasing
privileges.

Bank Checks

1. The BOD will approve, in advance, the list of authorized signers on the school account.

2. The BOD will authorize the Executive Director to open and close bank accounts.

3. Director of Finance and Operations will be responsible for all blank checks and will keep them
under lock and key. Regular accounts payable will be processed through Bill.com’s portal.
When there is a need to generate a bank check, the Director of Finance will send appropriate
approved documentation to the Accounting Service Provider..

4. Once approved by the Director of Finance and Operations, the Accounting Service Provider
processes the check based on the check authorization prior to obtaining the appropriate
signature(s).

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

6. The Accounting Service Provider will record the check transaction(s) into the appropriate
checkbook and in the general ledger.

7. Accounting Service Provider will distribute the checks and vouchers as follows:

7.1. Original — mailed or delivered to Casa Esperanza Montessori Charter School for signature
7.2. Duplicate or voucher — attached to the invoice and filed by vendor name by an Accounting
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Service Provider Account Executive.

Wire Transfers
1. Wire Transfers should be used for non-recurring movement of money between

financial institutions.

2. Wire transfer approvals should follow the approval levels shown in the Purchasing

and Payment Approval Matrix

3. The Director of Finance and Operations will request wire transfers and assure that they are

properly executed by the financial institutions as well as notifying the Accounting Service
Provider of the transaction.

Bank Reconciliation

1.

2.

Bank statements will be accessed by the designated member of the finance and accounting
team assigned to the school at Accounting Service Provider.

Accounting Service Provider will examine all paid checks for date, name, cancellation, and
endorsement. Any discrepancies regarding the paid checks or any checks over 90 days will be
researched and if applicable adjusted accordingly.

An Accounting Service Provider Account Executive will prepare the bank reconciliation,
verifying the bank statements and researching needed reconciling items.

The Accounting Service Provider Account Executive will compare the reconciled bank

balance to the cash in the bank account and to the general ledger, immediately reporting

any material discrepancies to the designated member of the finance and accounting team
assigned to the school and the Director of Finance and Operations.

The Accounting Service Provider Account Executive will prepare a monthly summary report to be
approved by the designated member of the finance and accounting team assigned to the school.
Material discrepancies that recur or are not resolved within a month will be reported to the
Treasurer of the BOD. The Treasurer will research and determine appropriate notifications and
resolutions.

CASH RECEIPTS (CASH AND CHECKS)

1.

For each fundraising or other event directly sponsored by the school in which cash or checks will
be collected, an assigned staff member(s) will be designated, who will be responsible for
collecting and holding all cash and checks for the purpose of the fundraising activity.
1.1. The assigned staff will record each transaction on a receipt page at the time the
transaction is made.
1.2. The cash, checks and receipt page must be given to the school-designated staff member
by the end of the school day, who will immediately put the funds in a secure, locked
location.

1.3. The designated staff member will count the deposit and verify the amount of the funds in
writing; confirming the receipt page and returning the document to the staff member. The
finance staff member will record all funds received on a shared Google Spreadsheet
designated for the collection.

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

Business Mail received at the school must be opened in the presence of at least two office

staff members (who may be an office staff member or an aide).

2.1. For any cash or checks received in the mail, the designated staff member will prepare a
deposit packet itemizing the amount, source, and purpose of each payment, with another staff
member counting the funds and verifying this in writing.

The duplicate deposit slip and deposit receipt will be attached to the deposit documentation

and forwarded to Accounting Service Provider to be filed and recorded weekly.
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Deposits

1. Monies received should be deposited within one week of receipt. When completing the bank
deposit slip, each deposit should be identified as to which revenue/expense line in the budget
that the deposit correlates to.

2. The deposit slip with the bank slip showing the funds have been deposited should be scanned
and uploaded to the shared Google drive with Accounting Service Provider for reconciliation
purposes.

3. Hard copies of the deposit information should be kept in the finance office filing cabinets and
retained for a minimum of three years.

Volunteer Expenses

1. All volunteers will submit a purchase request in writing to the Director of Finance and
Operations for all potential expenses.

1.1. Only items with prior written authorization from the Director of Finance and
Operations will be paid/reimbursed.

Returned Check Policy

1. A returned-check processing fee will be charged for checks returned as non-sufficient funds
(NSF). Unless otherwise pre-approved by the Director of Finance and Operations, payment of
the NSF check and processing fee must be made by money order or certified check.

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

3. Inthe case of NSF checks written by parents of students, failure to pay may result in the
withholding of report cards/transcripts at the end of the semester and/or school year until payment
is received, unless other mutually agreeable arrangements are approved by the Executive Director
and/or BOD.

4. If unsuccessful in collecting funds owed, the school may initiate appropriate collection and/or
legal action at the discretion of the Executive Director or BOD.

Capitalization Policy

On a monthly basis, the school’s books are maintained and reported on a cash basis. As part of the

annual audit, cash expenditures for items purchased that have a multi-year life are reclassified to assets

on the balance sheet.

1. For these purposes a threshold of $5000 will be utilized. No expense under $5000 will be
considered for reclassification to an asset.

PERSONNEL

1. All new and continuing employee contracts must be approved by the BOD, including that of
the Executive Director.

2. The Director of Finance and Operations will be accountable for all new employees completing or
providing all of the items on the attached Personnel File Checklist.

3. The Director of Finance and Operations will be accountable for maintaining this information in
the format as shown on the Personnel File Checklist.

4. An employee’s hiring is not effective until the employment application, background check, form
W- 4, form 1-9, and state tax forms have been completed.

PAYROLL

Timesheets
1. All classified employees will be responsible for using the Proliant time clock, including submitting
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personal time off (if applicable). The timesheet will be reviewed by the employee and the Director
of Finance and Operations every pay period. Employees with multiple jobs at Casa Esperanza
will complete a hard copy timesheet for their secondary position.

The completed timesheets will be submitted on the last working day of the designated payroll
period. A payroll log including adjustments based on collected time sheets will be submitted to
the Director of Finance and Operations for review prior to submission to Accounting Service
Provider for payroll.

If an employee is absent and therefore prevented from working the last day of the pay period or
turning in the timesheet (such as an employee calling in sick), the employee is responsible for
notifying the signatory supervisor or for making other arrangements for the timesheet to be
submitted. However, the employee must still complete and submit the timesheet upon return.

Overtime

1.

2.

Advanced approval in writing by the authorized supervisor is required for compensatory time

and overtime.

Overtime only applies to classified employees and is defined as hours worked in excess of forty
(40) hours within a work week. Any hours worked in excess of forty (40) hours must be
pre-approved by the supervisor, unless it is prompted by an emergency. No overtime will be paid
without the approval of the employee’s supervisor. Overtime will not be granted on a routine basis
and is only reserved for extraordinary or unforeseen circumstances. If a supervisor identifies a
recurring need for overtime in any given position, the supervisor should immediately consult with
the Director of Finance and Operations for further guidance.

Payroll Processing

1.

For hourly employees, employees must complete their timesheets to verify appropriate hours
worked, resolve absences and compensations, and monitor number of hours worked versus
budgeted. The Director of Finance and Operations will approve these timesheets. No overtime
hours should be listed on timesheets without the supervisor’s prior knowledge.

For salaried employees, employees must follow established Proliant time clock, procedures to be
reviewed annually for efficacy. The Proliant system will provide the designated school employee
with any payroll-related information such as personal time off and/or any other unpaid time.

The Director of Finance and Operations will notify the Accounting Service Provider of all
authorizations for approved additional duties.

Accounting Service Provider will prepare the payroll based on the payroll log from the

Director of Finance and Operations. The payroll draft will be submitted to the Director of

Finance and Operations for review prior to the final submission of payroll.

Payroll will be paid through automatic deposit; all employees must submit an authorization for
automatic deposit prior to receiving their first payroll check. In the event a payroll check must be
issued, it will be delivered to the school. The Director of Finance and Operations will distribute the
live payroll check to the employee.

Payroll Taxes and Filings

1.

2.

Accounting Service Provider will prepare payroll check summaries, tax and withholding
summaries, and other payroll tracking summaries using Proliant Payroll Services.

Proliant will prepare the state and federal quarterly and annual payroll tax forms. The forms will
be reviewed by the Director of Finance and Operations andAccounting Service Provider, and
Proliant will submit the forms to the respective agencies.

Record Keeping

1. The Director of Finance and Operations will maintain written records of all full time
employees’ personnel time off and any other unpaid time.
2. The Director of Finance and Operations will immediately notify the Executive Director if an
employee exceeds the accrued personal time off, or has any other unpaid absences.
3. Records will be reconciled when requested by the employee. Each employee must
maintain personal contemporaneous records.
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EXPENSES

Expense Reports

1. Employees will be reimbursed for approved expenditures within fourteen (14) business days
of presentation of appropriate documentation.

2. Employees will complete expense reports monthly, as necessary, to be submitted to the Director
of Finance and Operations for review and, upon approval, will be submitted to Accounting
Service Provider for processing.

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

The employee and the Director of Finance and Operations must sign expense reports.

5. Any group meal, travel, event or other expense submitted through an expense report should be paid
for by the highest ranking school employee in attendance.

6. All Executive Director expense reports should be approved by a member of the BOD before
submission to the Accounting Service Provider for processing and payment.

B

Travel

1. Employees will be reimbursed for mileage when pre-approved by an administrator. Mileage will
be reimbursed at the current standard IRS mileage rate for the distance traveled, using the
starting address as the school address to the final destination address.

2. The Executive Director must pre-approve all out of town travel.

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

» The school’s per diem rates for meals are:
» Breakfast $10
* Lunch $20
*  Dinner $30
4. After the trip, the employee must enter all of the appropriate information on an expense report and

submit it to the Director of Finance and Operations for approval and then on to Accounting Service
Provider for processing.

Board of Directors Expenses

1. The individual incurring authorized expenses while carrying out the duties of the school
will complete and sign an expense report.

2. The Director of Finance and Operations will approve and sign the expense report, and submit it
to the Accounting Service Provider for payment.

FINANCE

Budgeting and Financial Reporting

1. In consultation with the Accounting Service Provider, the Director of Finance and
Operations, will prepare the annual financial budget for approval by the Executive Director
and then the BOD.

2. Accounting Service Provider will submit a monthly budget report and monthly revenue and
expense summaries to the Director of Finance and Operations including a review of the
discretionary accounts and any line items that are substantially over or under budget ($5,000 or +/-
10% of established budget, whichever is greater). The report will be reviewed at the scheduled
board meeting and action will be taken, if appropriate.

3. Accounting Service Provider will provide the Director of Finance and Operations and/or BOD
with additional financial reports, as needed.
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Loans

1. The Board shall review all loan provisions and approve. Prior to initiating the loan process the
Director of Finance and Operations should determine if the loan is allowable per bond covenants.

2. Once approved, a promissory note will be prepared and signed by the Board Chair or
Designated Officer before funds are borrowed.

Bond Expenses and DAC Reporting
1. The Board shall review all requests for expenditures of bond expenses.

2. Once approved, a request for processing of payment will be prepared and provided to the
Board Chair or Designated Officer before funds are submitted to DAC for payment or
reimbursement.

3. DAC reporting prepared by school employees on behalf of the school should always include a
member of the BOD for submittal purposes. A BOD member should sign all submittals on behalf of
the school.

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

2. Sufficient funds should always be maintained in short-term investments to meet bond covenants.
Long-term investments may only be made if the BOD creates an investment committee and hires a
portfolio manager to advise on the appropriate duration investments.

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

4. The Finance Committee should regularly assess bank balances in relation to the FDIC insurance
limits and recommend changes as needed.

Retention of Records

1. Financial records, such as transaction ledgers, canceled/duplicate checks, attendance and
entitlement records, payroll records, and any other necessary fiscal documentation will be
retained

for a minimum of seven (7) years. At the discretion of the BOD or Executive Director, certain
documentation may be maintained for a longer period of time.

2. Accounting Service Provider will retain records at their site for a minimum of two (2) years;
after which, the remaining five years will be the responsibility of the School.

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

Security of Offices

4. Due to the sensitivity of records kept and maintained by the finance office, as well as access to
deposits, credit cards and blank check stock, these offices should be keyed differently than the
remainder of the school. Only employees working in these offices will have keys to these spaces.

Reserves/Insurance/Other

Funds Balance Reserve

1. A funds balance reserve of the total unrestricted General Funds revenues will be maintained in
accordance with general statutes and/or requirements/recommendations set forth by NCDPI
and/or the NC Office of Charter Schools.

2. Accounting Service Provider will provide the Director of Finance and Operations with budget
reports on a monthly basis. It is the responsibility of the Director of Finance and Operations and
the BOD to understand the school’s cash situation. It is the responsibility of the Director of
Finance and Operations to prioritize payments as needed. The Director of Finance and Operations
has responsibility for all operations and activities related to financial management and will work
closely with the Finance Committee to ensure fiscal responsibility is maintained.
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Insurance

1. The Finance Committee will work with the Director of Finance and Operations to ensure that
appropriate insurance is maintained at all times with a high quality insurance agency.

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

3. The Director of Finance and Operations, in conjunction with the Finance Committee, will
carefully review insurance policies on an annual basis, prior to renewal.

4. Insurance will include property, general liability, worker’s compensation, student accident,
professional liability, and directors’ and officers’ coverage. Additional coverage may be required
from time-to-time to provide insurance protection for future risks that may arise, like after-hours
and weekend activities.

Technology Inventory

1. Media/Technology Coordinator will maintain an inventory or log of all technology devices. The log
will include the original purchase price and date, a brief description, serial numbers, and other
information appropriate for documenting the items.Media/Technology Coordinator will take a
physical inventory of all assets at least 90 days before the end of each fiscal year, indicating the
condition and location of the asset.

2. The Media/Technology Coordinator, working with the Director of Finance & Operations, will
annually create an investment plan for the next 3 years to ensure that funds are set aside to
maintain a fleet of reliable devices.

3. The Executive Director will immediately be notified of all cases of theft, loss, damage or
destruction of assets.

FEDERAL FUNDING

Cash Management

1. Prior to each draw down request, the Accounting Service Provider account executive reviews
the general ledger to determine the exact amount of cumulative expenditures to date and
reviews and calculates the exact amount of payroll and/or other payables that will be paid out
within three business days once the payment is received. The Accounting Service Provider
account executive verifies with a designated staff member from the school’s Business Office
that legible, satisfactory source documentation is on file to support each cost included in the
request for payment. Prior to the draw-down request, the Accounting Service Provider
account executive reviews and verifies the accuracy of the amount to be requested with a
designated staff member from the school’s Business Office. The Accounting Service Provider
account executive requests draw down and certifies that the expenditures are true and correct
and that the deposit received will be paid out within three business days of receipt in the Casa
Esperanza Montessori Charter School depository account.

2. No later than four days after draw down was requested, the Accounting Service Provider
account executive will verify that the deposit was received in the Casa Esperanza Montessori
Charter School depository account and prepare any checks or direct deposit payroll. The
Accounting Service Provider account executive will notify the designated staff member in the
school’s Business Office that payment has been received and the account executive will
immediately process said payroll or other payables. The Accounting Service Provider account
executive will verify all payments to ensure that no funds are being paid out for goods and
services not actually received and to verify that all funds received for a particular payment are
paid out and do not remain on deposit in the Casa Esperanza Montessori Charter School
depository account.

Page 92
Revision September 9, 2026



Time and Effort Reporting — Federal Funds
All charges to payroll for personnel who work on one or more federal programs or cost objectives must
be based on the following.

All charges to payroll for personnel who work on one or more federal programs or cost objectives

must be based on one of the following, depending on the circumstances:

1. Semi-annual certification — for employees who work 100% of the time on a single program and/or
cost objective in which case a signed and dated job description must be in the employee’s
personnel file

To ensure timely and accurate record keeping for the Semi-annual certification, reporting

procedures will follow the fiscal year such that:

1. Reporting cycles for Time and Effort Reporting will be defined as January 1 through June 30, and
July 1 through December 31 each year.

2. Time and Effort Reporting forms will be completed within three months of the end of each
reporting cycle.
2.1. Forms shall be completed by the EC Director or appropriate member of the school leadership

team. Forms shall be kept on file in the Business Office.

1. Contemporaneous certification — for employees charged in part or in whole to a federal
program, an employee-signed and supervisor-certified time sheet classifying time spent on each
federal program and distinguished from time spent on other activities must be maintained on file by
pay period.

2. A signed and dated job description must be in the employee’s personnel file
2.1. Each employee must have a current job description on file. The immediate supervisor or

manager is responsible for developing a complete and accurate job description for each
employee under his or her supervision.

2.2. Job descriptions must be updated as new assignments are made. The supervisor must
review the job description with the employee upon hiring and as the job description is
updated. The employee must sign and date that he or she has read and understands the job
description and the programs under which he or she is working.

Reconciliation and Closeout Procedures
1. If using budget estimates, Casa Esperanza Montessori Charter School will periodically, at least
quarterly, reconcile payroll charges to the actual time and effort reflected in the employees’
time-and-effort records. If the quarterly (or more frequent) reconciled difference between the
actual and budgeted amounts is 10% or greater, two things will occur:
1.1. Casa Esperanza Montessori Charter School will adjust its accounting records to reflect the
costs based on the actual time and effort reported.
1.2. To minimize future differences, Casa Esperanza Montessori Charter School will revise the
budget estimates for the following quarter to reflect the actual distribution, if necessary.
2. If the reconciled difference is less than 10%, Casa Esperanza Montessori Charter School will
adjust the accounting records annually. But in all cases, the accounting records will be adjusted to
reflect actual time-and-effort records.

3. Atthe end of each fiscal year, the Accounting Service Provider account executive and the
designated staff member in the Casa Esperanza Montessori Charter School Business Office will
review all time and effort reports for accuracy, verifying appropriate signatures and dates are
included. All records will be filed in the Casa Esperanza Montessori Charter School Business
Office.

4. In the event an employee terminates employment prior to the end of a fiscal year, all
outstanding time and effort reporting documentation will be collected during their exit interview.
All records will be filed in the school Business Office.
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CEMCS Board Code of Ethics

The Casa Esperanza Montessori Charter School Board of Directors (the board) desires to operate in the
most ethical and conscientious manner possible and to that end the board adopts this Code of Ethics and
each member or Director of the board agrees that he or she will:

Domain I: Governance Structure

1. Recognize that the authority of the board rests only with the board as a whole and not with individual
members and act accordingly.

2. Support the delegation of authority for the day-to-day administration of the charter school to school
leadership and act accordingly.

3. Honor the chain of command and refer problems or complaints consistent with the chain of command.

4. Recognize that the school leader should be present at all meetings of the board except when his or her
contract, salary or performance is under consideration.

5. Not undermine the authority of the school leader or school administration.

6. Use reasonable and frequent efforts to keep the school leader informed of concerns or specific
recommendations that any member of the board may bring to the board.

Domain II: Strategic Planning

1. Reflect through actions that his or her first and foremost concern is for educational welfare of children
attending the charter school.

2. Participate in all planning activities to develop the vision and goals of the board.

3. Work with the board and the school leader to ensure prudent and accountable uses of the resources of
the charter school.

4. Render all decisions based on available facts and his or her independent judgment and refuse to
surrender his or her judgment to individuals or special interest groups.

5. Uphold and enforce all applicable laws, all rules and guidelines of the State Board of Education and
the board.

Domain lll: Board and Community Relations

1. Promote regular and systemic communications among the board and students, staff, and the
community through appropriate channels.

2. Communicate to the board and the school leader expressions of public reaction to board policies and
charter school programs.

Domain IV: Policy Development
1. Work with other board members to establish effective policies for the charter school.
2. Make decisions on policy matters only after full discussion at publicly held board meetings.

3. Periodically review and evaluate the effectiveness of policies on charter school programs and
performance.

Domain V: Board Meetings

1. Attend and participate in regularly scheduled and called board meetings.
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2. Beinformed and prepared to discuss issues to be considered on the board agenda.

3. Work with other board members in a spirit of harmony and cooperation in spite of differences of
opinion that may arise during discussion and resolution of issues at board meetings.

4. Vote for a closed session of the board only when permitted by applicable law or board policy.

5. Maintain the confidentiality of all discussions and other matters pertaining to the board and the
charter school in accordance with law or closed session of the board.

6. Make decisions in accordance with the interests of the charter school as a whole and not any
particular agreement thereof.

7. Express opinions before votes are cast, but after the board vote, abide by and support all majority
decisions of the board.

Domain VI: Personnel

1. Consider the employment of personnel only after receiving and considering the recommendation of the
school leader.

2. Support the employment of persons best qualified to serve as employees of the charter school and
insist on regular and impartial evaluations of charter school staff.

3. Comply with all applicable laws, rules, regulation, and all board policies regarding employment of
family members.

Domain VII: Financial Governance

1. Refrain from using the position of board member for personal or partisan gain or to benefit any
person or entity over the interest of the charter school.

Conduct as a Board Member

1. Devote sufficient time, thought and study to the performance of the duties and responsibilities
of a member of the board.

2. Become informed about current educational issues by individual study and through
participation in programs providing needed education and training.

3. Communicate in a respectful professional manner with and about fellow board members.
4. Take no private action that will compromise the board or charter school administration.

5. Participate in all required training programs developed for board members by the board or the
State Board of Education.

Conflicts of Interest

1. Announce potential conflicts of interest before board action is taken.
2. Comply with the conflicts of interest policy of the board, all applicable laws and State Board of
Education Standard, rules and guidelines.

Violation of the Code of Ethics by a Member of the Board

Pursuant to the Bylaws, a Director may be removed by the Board with or without cause by a resolution
duly adopted by a majority of the Directors then in office.

Policy Adopted by the Board on November 18, 2021.
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Board Member Recruitment Policy

Bylaw S Regarding Recrui P

Qualifications: A Director shall be willing and able to make decisions as a member of the Board in the
best interests of the Corporation and shall submit on an annual basis a conflict of interest disclosure as
prescribed by the Board. A Director shall also be at least 21 years of age, be a resident of the State of
North Carolina, and hold at least a high school diploma or its equivalent.

School Mission

Casa Esperanza Montessori educates students using the Montessori philosophy and Spanish language
acquisition in a way that develops independent, self-motivated individuals who possess the critical
thinking skills necessary to become responsible global citizens.

Vision for a Robust Board of Directors

In light of the school’s mission, the Board of Directors of Casa Esperanza Montessori will be comprised of
members of the business community, outside community leaders and parents of Casa students who
share in sound decision making practices that are best for all students, teachers and staff members of the
school. The Board will work diligently to focus on student achievement, acting strategically, recruiting and
supporting an exceptional school leader, raising and using resources wisely, and fulfilling all compliance
expectations.

m ncies and Demographi f the Boar

It is important for the Board of Directors to be well-balanced with a diverse membership representing
many of the skills and competencies mentioned below:

Fundraising, Finance, Facilities Management, Academic/Education, Human Resources, Public Relations,
Marketing, Legal, Planning, Project Management, Community Development, Business Owners, Real
Estate, Architecture/Building, Accounting, Charter School Law, Governance, Policy Development

c ity C .
Business Leaders

Political Leaders

Other

Constituency

Parent

Community
Civic/Business

Educator

Board Member Ex ion

Board Members are expected to maintain adherence to the Board Conflict of Interest and the
Confidentiality policies as acknowledged upon the start of the Board Members’ new term.
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Board Member Commitment

Board Members should be committed to maintaining regular and active participation at regular, special
and committee meetings.

Recruitment Process

The Board will post a recruitment announcement on the Casa school website at least twice per school
year. Candidates will be required to submit application materials by the posted deadline.

Board Member applications will be reviewed as needed to fill vacant positions on the Board.

Board Member Term Ending

At least 30 days prior to end of term, the Board will publish to the school community and other avenues
that a Board position is coming available. The notice will request that resumes be sent to the Chair of the
Board Affairs Committee. Board Affairs Committee Members will review resumes and present potential
candidates to the full Board.

Board Member Resignation/Removal from Board

Following a Board Member resignation or removal of a member from the Board of Directors, the current
Board members will assess the need for adding another member based on current membership numbers
and Bylaw requirements.
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Board Conflict of Interest Disclosure Policy and Form

1.0 Duty to Disclose

Any member of the Board of Directors, any Committee, or Staff who is an officer, board member, a
committee member, staff member, consultant or an employee of a client organization or vendor of Casa
Esperanza shall identify his or her affiliation with such agency or agencies. Further, in connection with
any committee or board action specifically directed to that agency, s/he shall not participate in the
decision affecting that agency and the decision must be made and/or ratified by the remaining members
of the board.

Each individual shall disclose to the organization any personal interest which he or she may have in any
matter pending before the organization and shall refrain from participation in any decision on such matter.
A person shall not be disqualified from serving as a member of a charter school’s board of directors
because of the existence of a conflict of interest, so long as the person’s actions comply with the school’s
conflict of interest policy as provided in G.S. 115C-218.15(b)(3) and applicable law. Reference §
115C-218.15.

2.0 Compensation

No member of the Board of Directors, or any of its Committees, shall derive any personal profit or gain,
directly or indirectly, by reason of his or her participation with the Casa Esperanza Board of Directors. Any
member of the Board, any Committee, Staff, and certain Consultants shall refrain from obtaining any list
of clients for personal or private solicitation purposes at any time during the term of their affiliation. No
voting member of the governing board shall be an employee of a for-profit company that provides
substantial services to the charter school for a fee.

At this time, | am a board member, committee member, or an employee of the following
organizations:

Now this is to certify that |, except as described below, am not now nor at any time during the past year
have been:

1) A participant, directly or indirectly, in any arrangement, agreement, investment, or other activity with
any vendor, supplier, or other party doing business with Casa Esperanza which has resulted or could
result in personal benefit to me.

2) A recipient, directly or indirectly, of any salary payments or loans or gifts of any kind or any free
service or discounts or other fees from or on behalf of any person or organization engaged in any
transaction with Casa Esperanza.

Any exceptions to 1 or 2 above are stated below with a full description of the transactions and of the
interest, whether direct or indirect, which | have (or have had during the past year) in the persons or
organizations having transactions with Casa Esperanza
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Nepotism Policy

Purpose

The purpose of this nepotism policy is to protect the interests of Casa Esperanza Montessori
Charter School (CEMCS) when it is contemplating entering into an arrangement with an
immediate family member of a member of the Board of Directors (the "Board") or an employee
of CEMCS. This policy is intended to supplement but not replace any applicable state laws
governing nepotism applicable to nonprofit and charitable corporations.

Policy
The Policy shall be as follows:

1. Before any immediate family, as defined in G.S. §115C-12.2, of any member of the Board or a
charter school

employee with supervisory authority shall be employed or engaged as an employee,
independent contractor, or otherwise by the Board in any capacity, such proposed employment
or engagement shall be:

(i) disclosed to the Board and

(ii) approved by the Board in a duly called open-session meeting.

The burden of disclosure of such a conflict of interest shall be on the applicable Board member
or employee with supervisory authority. If the requirements of this subsection are complied with,
CEMCS may employ the immediate family of any member of the Board or a CEMCS employee
with supervisory authority.

2. No teacher or staff member that is immediate family of the chief administrator shall be hired
without the Board

evaluating their credentials, establishing a structure to prevent conflicts of interest, and notifying
the Department, with evidence, that this process has occurred.

The term "immediate family member" means a spouse, parent, child, brother, sister,
grandparent, or grandchild. The term includes the step, half, and in-law relationships.

References
North Carolina G.S. 115C-12.2, G.S. 115C-218.15; Section 4.3 Charter Agreement
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Brand Guidelines

CASA: CLASSY, BUT COMFORTABLE!
We typically describe our beloved school using phrases like “home away from home” and
“nurturing environment”. That's definitely who we are on the inside. In this document we are
going to describe our school, and all the wonderful things it has to offer, using words like “brand”
and “font” and “standards”, instead.
On the inside we are still the same, but on the outside it’s like we just got a new haircut and put
on our classy but comfortable clothes! That's what people see when they meet us. We like to be
true to ourselves and make a good first impression!
It may seem unusual to think of our school like a product with a brand that we are marketing.

We put love and respect into educating children using the Montessori method and education
isn’t the kind of thing that people want to think of like an industry. But consider this...

Each family makes a deliberate choice to come to our school.
It is important to:

» Make a good first impression when prospective families
visit our website or school to learn what we have to offer

» Continue to make a good impression as we help new

families to get oriented to our school

*» Maintain a good long-lasting impression by routinely
showing that we are organized, professional, and we
cherish each student

So, it is beneficial for our school to set guidelines for our brand because following the guidelines
will help us project a positive image, consistently.

WHAT’S INSIDE?

In this guide you will find all the pieces that go into creating and maintaining our brand.
Guidelines like these are a work in progress and should be reviewed as we grow.

Page 100
Revision September 9, 2026



DEFINING OUR BRAND
WHAT IS OUR BRAND IDENTITY?
OUR BRAND COMMITMENT

SHOWING OUR BEST SIDE
LOGOS
FONTS
COLORS
IMAGES
SHOWCASING STUDENT WORK
TERMS AND ABBREVIATIONS

INFORMING AND ENGAGING OUR COMMUNITY
PRINTED MATERIALS STANDARDS
WISE DECISIONS
TRANSLATIONS
8.5 X 11”
LARGE SIGNS
ADMINISTRATIVE SIGNS ON ENTRY DOORS
ALL SIGNS IN CARPOOL

DIGITAL MATERIALS STANDARDS
TEMPORARY/DISPOSABLE INFORMATION
EMAIL CORRESPONDENCE

WEBSITE

FACEBOOK

DEFINING OUR BRAND

We are a culturally diverse, multi-lingual, educational community that delivers a unique charter
school model of Montessori instruction and Spanish language acquisition to preschool through
8th graders in an effort to build self-directed global thinkers and leaders. Our community
consists of our Board, administration, Parent Faculty Association, teachers, parents, students,
all volunteers, and local supportive businesses.

WHAT IS OUR BRAND IDENTITY?

The Casa Esperanza Montessori Charter School, also referred to as “CEMCS” or “Casa
Esperanza®, or “Casa”, projects our enthusiasm for quality education and our passion for our
community: we are one school, one community.
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We convey our brand identity through all forms of communication and experiences from wearing
uniforms, to encouraging student peace ambassadors, to publishing a bilingual newsletter -
expressing how we look, how we act, and what we say. Everything we do directly impacts the
way we are perceived.

It's crucial that our current and future students’ families and local business partners have the
best possible experience with our brand. This includes everything from our efforts to provide
consistent, quality, timely information about our events and policies to the quality of our
educational programs and the reach of our community-building initiatives.

OUR BRAND COMMITMENT

All our print and online materials will reflect the same consistent level of quality because graphic
and institutional identity is key in representing the school internally and externally.

We’ll measure how well we are building our brand through the connection it communicates and
the experiences shared through those connections.

SHOWING OUR BEST SIDE
LOGOS
The school’s logo and the PFA’s logo were designed to be in color on a white background.
+ Always use full color in email or online.

* Black and white is okay for photocopies.
* Always display the logo at full opacity.
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FONTS

The modern look of our logo should be emphasized by consistently pairing it with modern-
looking text. This requires choosing a sans serif font.

This is a sans serif font - it does not have embellishments like little “feet” at the base of the letters.
This is a serif font - it has embellishments like little “feet” at the base of the letters.

e Use Helvetica for printed materials
e Use Open Sans on the website
e Use Sans Serif in Gmail communication
(there is no option for Helvetica or Open Sans in Gmail, but they are very similar)
e Use Futura, our logo font, for titles and emphasized text.

An exception would be Board-approved events like the Mariposa Fund Kickoff and Viva Casa
that have design elements that are unique and established.

COLORS

We have chosen a cheerful color palette for our logo and website to represent the feeling of

joyful learning at our school.

* When conveying large amounts/multiple paragraphs of information use black text.

* If colored text is needed for titles or emphasis choose either:

Blue (Hex color 213973) or Green (Hex color 69B444).

« If an accent color is needed use:

Orange (Hex color FD5E12).

* When conveying small amounts of important information a block of Blue (Hex color
213973) may be used in combination with white text.

IMAGES

Images include photos, graphic art, clip art, student artwork, etc. found on on our website,
Facebook page, Twitter account, email, fliers, brochures, administrative notices, yearbooks,
newsletters, and any other media.

* Images should reflect enthusiasm for learning and diversity as a community.
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* Images should display our Montessori hands-on approach to learning, and Montessori and
Spanish educational materials when possible.

* Photos must be approved according to the Board Photo Review Process.
* Photos may be cropped. Backgrounds may be blurred, but faces may not be blurred.
* Photos may be posed or candid.

* Photos should show a good balance of male/female students/teachers/parents at different
ages/grades when possible.

* Photos should not portray students making hand gestures.

(A gesture may have positive symbolism in one culture and negative symbolism in another.)

* Photos should show a good balance of our community in general; photographers should try
to photograph people and things that we may not often see.

SHOWCASING STUDENT WORK

We are proud of our diversity. When selecting student work to display publicly, show a good
balance of male/female student work at different ages/grades in Spanish/English when possible.

TERMS AND ABBREVIATIONS

We use these unique abbreviations in our general communication and must take care to use
them consistently. It is important to introduce these terms and abbreviations at the beginning of
each school year so that everyone is properly informed and feels included.

CH - Children’s House = Pre-K/K, Preschool/Kindergarten, no special pronunciation
CHLE - Children’s House/Lower Elementary = K/1st grade, pronounced “Ch Lay”

LE - Lower Elementary = any combination of 1st/2nd/3rd grades, pronounced “El E&”
LEUE - Lower/Upper Elementary = 3rd/4th grade, pronounced “El E€ YG E&”

UE - Upper Elementary = any combination of 4th/5th/6th grades, pronounced “Yi E&”
MG - Middle Grades - 7th/8th grade, pronounced “Em J&”

HOS - Head of School - the principal

AHOS - Assistant Head of School - the assistant principal

PFA - Parent Faculty Association - a non-profit 501¢3 organization, run by elected officers, that
supports our school specifically as a fundraising and community-building group

Board - The Casa Esperanza Montessori Charter School Board, run by appointed Board
members, that oversees the administration and makes sure the school is in compliance with the
charter

Charter - a document outlining Casa Esperanza Montessori Charter School’s educational model
and financial plan, approved by the state Department of Public Instruction (DPI)
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INFORMING AND ENGAGING OUR COMMUNITY
PRINTED MATERIALS STANDARDS

WISE DECISIONS

Think about how the information that you’re communicating will be used, and how it will be
interpreted by new families, established families, or business partners. Will it hang on the
refrigerator for months, be recycled within minutes of reading, or be re-used many times?
Is it easy to read up close, far away, or in a language that reaches your intended readers?

« All printed materials should contain a “last updated date” or “version date” if applicable.
» Materials that are intended to be read once and recycled should be printed on a half page
of paper if possible. Make sure the text is still readable at a reduced size.
« Signs can be laminated so that it's easy to replace the date, time, and place information.
» Some printed materials should contain information that will be accurate for a long time and
will not need to be updated or re-printed. In this case, pay attention to terms that will allow
your work to be re-usable and flexible! For example:
* List an employee’s position, not their name: “Head of School” instead of “Sra. Nunez”.
» Use vague dates if appropriate: “Annually” instead of “every December”.
» Use general email if appropriate: "info@cemcs.org" instead of “csaldana@cemcs.org".

TRANSLATIONS

* It is important to offer as many materials as possible in both English and Spanish.

* This work should be done by certified translators when possible and reviewed by a
Spanish-speaking member of the Administration.

* Information about safety and new parent/student orientation should be the priorities for
translation into Spanish.

8.5” X11”

* Letters should be printed on letterhead, and other printed materials should contain a logo.
* Letters should use an appropriate font. (See the section on fonts.)

« Other printed materials that this applies to are: admissions forms, tax-deductible donation
letters, field trip permission slips, carpool forms, cross country forms, medical forms, etc.

LARGE SIGNS
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If you’re going to take the time to make a sign, follow these guidelines to make sure you get
your message out loud and clear!

» Should be easy to read from 20 feet away.
» Should be designed with dark colored text and both capital and lowercase (not all caps) letters.
* Allow 30-40% white (unused) space around the message for maximum readability.

+ Identify who is conveying the information if it is not the administration.
For example:
* “Middle Grades request your presence”
* “The PFA invites you to...”
* “Mr. Lynch suggests...”
* For events, use the same design or sign border each year for recognizability and continuity.

ADMINISTRATIVE SIGNS ON ENTRY DOORS
* Must contain the Casa logo.

* Must be easy to read from 10 feet away. Test it!
* Must be posted at eye-level.

* Must be removed as soon as they expire.
* Must be replaced if they start to look worn.

ALL SIGNS IN CARPOOL

* Must be easy to read from 30 feet away. Test it!
» Should be posted at eye-level or have something eye-catching like a helium balloon on top.

» Should be repeated in case the driver misses it

ELECTRONIC MATERIALS STANDARDS

TEMPORARY/DISPOSABLE INFORMATION

Some information is meant to be gotten rid of after reading once, but some digital content can’t
be deleted even though it has expired. Help your readers determine what'’s current!

Use precise dates for clarity when posting temporary information in our Home Page
Announcements, in email, and on Facebook. For example:
» Use “Casa will operate on a regular schedule Monday, September 17, 2018” instead of
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“Casa will operate on a regular schedule tomorrow.”
* Use “Please come show your support on Thursday night, August 30th, 2018”
instead of “We hope to see everyone this Thursday!”

EMAIL CORRESPONDENCE

Readers appreciate writers that get to the point! And you'll get a better response to your email if
you follow these guidelines:

All email:
* Must have a clear subject line letting the reader know if they need to take action.
For example:
* “For your review”
* “Approval needed”
* “Due date approaching”...
« “Official policy change: Uniforms”
* Must tell the reader 3 important things in the first few lines:
1. Why the reader is receiving the email.
2. What it’s about.
3. What the reader is expected to do.
* Must always have a signature with the school logo, employee’s name, position, contact
information, and legal statement.
» Should always offer the option of having a conversation face-to-face when addressing
problems or complaints.

* Must contain links to our website, if referring to policies. Do not attach policies.
* Must contain links to our website, if referring to forms. Do not attach forms.

WEBSITE

These guidelines must be used on the website to provide a fluid user-experience through
consistently-formatted information.

» Underlined text is reserved for links only.

* Email addresses should be hyperlinks, not typed out addresses.

* Bold text is used to emphasize dates, times, rules, reminders.

* ltalicized text is used to improve readability and emphasize conversational information
such as a friendly reminder.

« Invitational text should be centered (Examples: Viva Casa, Intersession Camps, date, time,
location, etc.).

* ALL CAPS is reserved for H2 titles only.
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* H2 bold is used for Intro Titles (H2 = green, all caps, bold).
» H2 regular is used for section titles throughout a page (green, all caps, not bold).

* Break up large paragraphs of text with headings, bulleted points, and read more/less tags.
* Bullets should be used for lists whenever possible to improve readability.
* Tables with invisible borders should be used when possible to improve alignment/readability.

» Attachments should be in PDF format.
* PDFs should open in a new window instead of overwriting the current page to make it easier
for the user to navigate to the next page.

” ” i

* Use “Learn about...” “Find out more about ...” “Read more about...” instead of “Click Here”.

* Publicize and link to new content via email and social media.

Example, “Our new Strategic Plan is online!” or “Our Newsletter is online!”

* Electronic forms should be used when possible to collect information and should be integrated
into the website.

» Manage all content within website when possible for uniformity, compliance, and ease of
maintenance.

FACEBOOK

Our Facebook page is a combination tool. We rely on it to advertise current events and we use it
like a digital book to tell the story of our school. Prospective parents and local business owners
may scroll through historical posts to get a feel for who we are as a school community before
deciding to apply to our preschool or sponsor an event. We must consistently provide keywords
for users to search for what interests them.

Our Facebook page:

» Must display our logo at all times.

» Must use our color palette in graphics.

* Must contain content that relates to our brand.

» Should post at least 2 times/ week, but ideally no more than 2 times/day unless there’s
severe weather or an emergency.

» Should contain content that effectively showcases unique features of our school.

» Should have a balance between content that informs and content that drives an action.

Facebook posts, comments, and replies:

* Must always use “We” when speaking on behalf of the school.

» Must always reply from the account of the school, not the admin’s personal account.
» Should maintain the same tone across all posts.

Facebook pictures:
* Must be approved for Social Media by our Board Photo Review Process.
» Must have a caption so they can be found in a keyword search.
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» Should be included frequently because posts with images interest more readers; however,
the quality of the image is more important than the quantity.
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