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APPENDIX 1: ARTICLES OF INCORPORATION & BYLAWS 
 

ARTICLES OF INCORPORATION 
 

Article I:  Name 
 
The name of the corporation Not for Profit shall be CORNERSTONE CLASSICAL EDUCATION 
FOUNDATION CORP.  (hereinafter referred to as the “Corporation”). 
 

Article II:  Duration 
 
The Corporation shall have perpetual existence. 

 
Article III:  Purposes and Powers 

 
3.1 A. Nonprofit Corporation. The Corporation is not organized for profit; it shall have no 
capital stock and shall not be authorized to issue capital stock.  
 
 B.  Statement of Mission and Purposes. The mission of the Corporation is to create a network 
of academically rigorous, college preparatory schools in the classical tradition. The ultimate goal of 
Cornerstone is to inculcate a strong sense of virtuous character, enabling graduates to become purpose 
driven responsible citizens.  To that end the Corporation is organized and shall be operated exclusively for 
charitable, scientific, literary, cultural, or educational purposes, including but not limited to operating high 
quality charter schools within the State of Florida and including for such purposes the making of 
distributions to organizations that qualify under section 501(c)(3) of the Internal Revenue Code (the 
“Code”) or the corresponding section of any future federal tax code.   
 

C. To carry on such other activities that are in furtherance of and in support of the foregoing 
purposes as are lawful and proper for corporations formed under the Florida Not for Profit Corporation Act 
and Section 501(c)(3) of the Code, or the corresponding section of any future federal tax code  
 
3.2    Subject only to such limitations as now or hereafter are prescribed by law or in the Corporation’s 
Articles of Incorporation, the powers of the Corporation shall be as provided in the bylaws of the 
Corporation in accordance with Chapter 617, Florida Statutes.  The Corporation shall have all powers 
which now or hereafter are conferred by law upon a corporation organized for the purposes previously 
stated in this Article III or are necessary or incidental to the powers so conferred. 
 

Article IV:  Limitations 
 
4.1   No part of the net earnings of the Corporation shall inure to the benefit of, or be distributable to its 
members, officers, or other private persons.  No substantial part of the activities of the corporation shall be 
the carrying on of propaganda, or otherwise attempting to influence legislation, and the corporation shall 
not participate in, or intervene in (including the publishing or distribution of statements) any political 
campaign on behalf of or in opposition to any candidate for public office.  Notwithstanding any other 
provision of these articles of incorporation, the corporation shall not carry on any other activities not 
permitted to be carried on (a) by a corporation exempt from the federal income tax under section 501(c)(3) 
of the Code, or the corresponding section of any future federal tax code, or (b) by a corporation, 
contributions to which are deductible under section 170(c)(2) of the Code. 

 
4.2  Upon the dissolution of the corporation, its assets shall be distributed for one or more exempt purposes 
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within the meaning of section 501(c)(3) of the Code, or shall be distributed to the federal government, or to 
a state or local government, for a public purpose.  Any such assets not so disposed of shall be disposed of 
by a Court of Competent Jurisdiction of the county in which the principal office of the corporation is then 
located, exclusively for such purposes or to such organization or organizations, as said Court shall 
determine, which are organized and operated exclusively for such purposes.   

Article V: Members 
 

5.1 The Corporation shall have no members. 
 

Article VI: Directors 
 

 6.1  The number of directors may be increased or decreased from time to time in accordance with the 
Bylaws of the Corporation, but shall never be less than three (3). 

 
 6.2 The directors of the Corporation shall be elected in accordance with the methods and qualifications 

specified in the Bylaws of the Corporation.  
 
6.3 The powers, duties, qualifications, terms of office, manner of election, and time and criteria for removal 
of directors shall be as set forth in the Bylaws of the Corporation. 
 
6.4 Directors of this Corporation, and any Officers elected by the Directors of this Corporation, shall serve 
in their capacity as such without compensation except for reimbursement for actual expenses.  

 
Article VII: Director Liability Limitations 

 
7.1 If the Florida Not For Profit Corporations Act, or any other law, is hereafter amended to authorize 
corporate action further eliminating or limiting the personal liability of directors or officers, then the 
liability of directors and officers of this Corporation shall be eliminated or limited to the full extent 
permitted by the Florida Not for Profit Corporation Act, or other law, as so amended, without need for 
further amendment of these Articles of Incorporation or any other action by the Board of Directors.  Any 
repeal or modification of this Article shall not adversely affect any right or protection of a director of the 
Corporation existing at the time of such repeal or modification for or with respect to an act or omission of 
such director occurring prior to such repeal or modification. 

 
Article VIII:  Indemnification and Insurance  

 
8.1 Right to Indemnification.  The Corporation shall have the power and authority to provide 
indemnification in accordance with the law and the bylaws of the Corporation. 
 
8.2 Insurance.  The Corporation may maintain insurance at its expense in accordance with the bylaws of the 
Corporation.    

 
Article IX: Bylaws 

 
The Board of Directors shall adopt the Bylaws of the Corporation.  The authority to make, alter, amend or 
repeal the Bylaws of the Corporation is vested in the Board of Directors.  
 

Article X:  Amendments 
 
These Articles of Incorporation may be amended at any regular meeting of the Board of Directors or any 
special meeting of the Board of Directors called for that purpose, in either case upon receiving the vote of a 
majority of the directors then in office. 
 
Signed as being a true copy of the Restated Articles of Incorporation of Cornerstone Classical Education 
Foundation Corp adopted on the 13th day of April, 2015. 
      
              CORNERSTONE CLASSICAL EDUCATION FOUNDATION CORP. 
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  ______________________________________ 
     
  By William Korach, President, Cornerstone Classical Education Foundation Corp. 
  April 13, 2015 

BY LAWS OF 
 

of 
 

Cornerstone Classical Education Foundation Corp. 
(A Florida Not-For-Profit Corporation) 

 
ARTICLE I 

NAME 
 

Section 1.1.        Name. The name of the Corporation shall be Cornerstone Classical Education Foundation 
Corp. (the “Corporation”). 

 
ARTICLE II 

ORGANIZATION 
 

Section 2.1.        Statement of Mission and Purposes. The mission of the Corporation is to create a 
network of academically rigorous, college preparatory schools in the classical tradition. The ultimate goal 
of Cornerstone is to inculcate a strong sense of virtuous character, enabling graduates to become purpose 
driven responsible citizens.  To that end the Corporation is organized and shall be operated exclusively for 
charitable, scientific, literary, cultural, or educational purposes, including but not limited to operating high 
quality charter schools within the State of Florida and including for such purposes the making of 
distributions to organizations that qualify under section 501(c)(3) of the Internal Revenue Code (the 
“Code”) or the corresponding section of any future federal tax code.   

 
Section 2.2        Dissolution. In the event of the dissolution of the Corporation, the Board of Directors 
(“Board”) shall, after paying or making provision for the payment of all of the liabilities of the Corporation, 
dispose of all of the remaining assets of the Corporation, exclusively for the purposes of the Corporation in 
such manner, or to such organization or organizations organized and operated exclusively for charitable, 
educational, religious or scientific purposes, as shall at the time qualify as an exempt organization or 
organizations under Section 501 (c)(3) of the Internal Revenue Code of 1986 (or the corresponding 
provisions of any future United States Internal Revenue Law), as the Board shall determine. Any of such 
assets not so disposed of shall be disposed of by the court having proper jurisdiction in the county where 
the principal office of the Corporation is then located, exclusively for such purposes or to such organization 
or organizations, as said court shall determine, which are organized and operated exclusively for such 
purposes. Pursuant to Section 1002.33(8)(e), Florida Statutes, upon dissolution, all 
unencumbered public funds and property purchased with public funds, will revert to the 
ownership of the School District sponsor. 
 

 
ARTICLE III 

MEMBERSHIP 
 

Section 3.1.        Members. This Corporation shall have no members.  Any action, which would otherwise 
by law require approval of a majority of all members or approval by the members, shall require only 
approval of the Board of Directors. All rights, which would otherwise by law vest in the members, shall 
vest in the Board of Directors. 
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ARTICLE IV 
BOARD OF DIRECTORS 

 
Section 4.1.        Management. All powers of the Corporation shall be exercised by and under the authority 
of the Board, and the property, business and affairs of the Corporation shall be managed under the Board’s 
direction. Except as specifically set forth to the contrary herein, the Board may not take any action, except 
upon the approval thereof by the affirmative vote of a majority of the Board present at a meeting at which a 
quorum of no less than fifty percent (50%) of the Board is present. The affirmative vote of not less than a 
majority of the then current board members at a duly noticed meeting shall be necessary for all actions by 
the Board relating to the following: 
 

 4.1.1. Approval of charitable gifts, transfers, distributions, and grants by the Corporation to other  entities; 
 
 4.1.2. Adoption of an amendment to the Articles of Incorporation or the Bylaws; 
 
 4.1.3. Organization of a subsidiary or affiliate by the Corporation; and 
 
 4.1.4. Approval of any merger, consolidation or sale or other transfer of all or a substantial part   
 of the assets of the Corporation. 
 

Section 4.2.        Number of Directors. The number of directors may be increased or decreased from time 
to time in accordance with the Bylaws of the Corporation, but shall never be less than three (3). Additional 
directorships created shall be filled in a manner prescribed herein for the Election of Directors in 
accordance with Section 4.4. 

 
Section 4.3.        Nomination of Directors. Not less than one month prior to a regular meeting, the Board 
may appoint a nomination committee to consist of no fewer than two (2) Board members. The nomination 
committee will compile and submit to the Board a slate of candidates for the directorships and offices to be 
filled at the upcoming meeting. These submissions shall be deemed to be nominations of each person 
named. 

 
Section 4.4.        Election of Directors. Directors shall be elected by the Board at any meeting when there 
is an open seat on the board from a slate of nominees. 

 
Section 4.5.        Term of Elected Directors. The term of directors shall expire on June 30th of the year in 
which the term expires.  The existing members of the Board of Directors and the expiration of their terms 
are: 

 
   Name    Term Expires 
 
   William Korach, Chairman  June 30, 2016 
   Jerry Merckel, Treasurer  June 30, 2016 
   Denise Maynard, Secretary June 30, 2016 
   Jennifer Carroll   June 30, 2016 
   Tina Meskel    June 30, 2016 
   Ray Sanchez   June 30, 2016  

Jack Capra   June 30, 2016 
   Alan Stevenson   June 30, 2016 
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All correspondence can be sent to: 
 

Cornerstone Classical Education Foundation Corp. 
1093 A1A Beach Blvd. #321 

St. Augustine, FL 32080-6733 
 

All Directors selected as replacements for the above named Directors, and any of the above named 
directors re-elected shall hence forth serve a term of three (3) years.  

 
Section 4.6.        Vacancies. Vacancies occurring in an elected Directorship, however caused, shall be 
filled as soon as practicable by election in accordance with Section 4.4 hereinabove. Except for a Director 
elected due to the natural expiration of his predecessor’s term, a Director so elected to fill a vacancy shall 
hold office of the remainder of his predecessor’s term. 

 
Section 4.7.        Resignation or Removal of Directors.  A Director of the Corporation may resign at any 
time by tendering his resignation in writing to the Corporation, which resignation shall become effective 
upon the date specified therein, or if no date is specified, upon receipt by the Corporation at its principal 
place of business. Any elected Director may be removed at any time, with or without cause, by a majority 
vote of the other Directors, specifically, but not by way of limitation, they may remove any Director for 
failing to attend three (3) consecutive meetings of the Board without the necessity of a meeting or 
otherwise taking a position that is contrary to the philosophy and direction of the Corporation. A Director 
who is an officer that has been removed as set forth in Section 4.7 is automatically removed as a committee 
member. 

 
Section 4.8.        Compensation of Directors. Directors will not receive compensation for services 
rendered in their capacities as Directors. The Corporation will follow Section 112.313(10) and 112.313(3), 
Florida Statutes, which prohibits an employee of a political subdivision in the State from also holding 
office as a member of the governing board, and which prohibits a public officer, acting in a private 
capacity, from selling goods or services to that person’s agency.  

 
Section 4.9.        Annual Meetings of the Board. The annual meeting of the Board shall be held without 
other notice than this Bylaw during the month of July of each year, unless the Board, by resolution, 
provides for a different time and place for the holding of such annual meetings. The annual meeting may be 
held at such other time and place, without other notice than such resolution. 

 
Section 4.10.        Special Meetings. Special meetings of the Board may be called at any time by the 
President of the Corporation. Further, special meetings of the Board must be called by the President within 
fourteen (14) days of receipt of a written request of any two (2) or more Directors. Written notice of special 
meetings shall be given to each Director not less than two (2) days prior to such meeting. The notice shall 
set forth the time, place and purpose of the meeting. The business to be transacted at any special meeting 
shall be limited to those items set forth in the notice or waiver thereof. 

 
Section 4.11.        Regular Meetings. The Board shall meet at least four (4) times each year, including the 
annual meeting, each such meeting being approximately three (3) months from the date of the previous 
regular or annual meeting. The Secretary shall mail notice of all regular and annual meetings to each 
Director at the address on file with the Secretary at least fourteen (14) days prior to a meeting, indicating 
the date, place and time of the meeting. 

 
Section 4.12.        Quorum and Action of the Board. Fifty percent (50%) of the Directors must be present 
in person at a meeting to constitute a quorum for the transaction of business at such meeting. Except as 
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otherwise provided by law, the Articles of Incorporation, or these Bylaws, the affirmative vote of at least 
two (2) Directors present at a meeting at which a quorum is present shall be necessary for an action of the 
Board. A majority of the Directors present, whether or not a quorum exists, may adjourn any meeting of the 
Board to another time and place. Notice of any such adjourned meeting shall be given to the Directors who 
were not present at the time of adjournment. 
 

 
ARTICLE V 
OFFICERS 

 
Section 5.1.        Number. The Corporation may have a President, Vice-President, Secretary, Treasurer and 
Chairman of the Board of Directors (who shall also serve as President), each of whom shall be elected by 
the Board. Such other officers and assistant officers as may be deemed necessary may be elected or 
appointed by the Board. Any two (2) or more offices may be held by the same person. The failure to elect 
an officer shall not affect the existence of the Corporation. 

 
Section 5.2.       Election and Term of Office. All officers of the Corporation shall be elected by a vote of 
the Board as set forth in Section 4.1 hereinabove at the annual meeting of the Board. A duly elected officer 
shall hold office for a term of three (3) years, commencing at the close of the annual meeting, and until 
their earlier death, resignation or removal. 

 
Section 5.3.       Vacancies. A vacancy in any office because of death, resignation, removal, 
disqualification or otherwise (including removal in the event an officer is not reelected during his term in 
office) shall be filled by an election by the Board as set forth in Section 4.1 for the remaining unexpired 
term of such office. 

 
Section 5.4.       Resignation or Removal of officers. An officer of the Corporation may resign at any time 
by tendering his resignation in writing to the President or the Secretary. Resignations shall become 
effective upon the date specified therein or, if no date is specified, upon receipt by the Corporation. An 
officer of the Corporation may be removed at any time, with or without cause, at any meeting of the Board 
by a vote of the Board as set forth in Section 4.1 hereinabove. 

 
Section 5.5.       President. The President shall preside at all meetings of the Board. He or she shall act as a 
duly authorized representative of the Board and the Corporation in all matters in which the Board has not 
formally designated some other person to act. He or she shall report as directed to the Board at each 
meeting. He or she may sign, with the Secretary or any other proper officer of the Corporation authorized 
by the Board, deeds, mortgages, bonds, contracts or other instruments which the Board has authority to 
execute, except in cases where the signing and execution thereof shall be expressly delegated by the Board 
or by these Bylaws to some other officer or agent of the Corporation, or shall be required by law to be 
otherwise signed or executed; and in general, shall perform all duties incident to the office of President and 
such other duties as may be prescribed by the Board from time to time. 

 
Section 5.6.       Vice-President. The Vice-President shall act in the place and stead of the President in the 
event of the President’s absence, inability or refusal to act, and shall exercise and discharge such other duties 
as may be required of him by the Board. 

 
Section 5.7.       Secretary. The Secretary shall keep or cause to be kept all of the records of the 
Corporation, record or cause to be recorded the minutes of the meetings of the Board, send out or cause to 
be sent out all notices of meetings of the Board and all Committees, attest to the seal of the Corporation 
where necessary or required, authenticate records of the Corporation and keep or cause to be kept a register 
of the names and addresses of each Director. The Secretary shall perform such other duties as may be 
prescribed by the Board. 

 
Section 5.8.    Treasurer. The Treasurer shall insure or cause to be insured that a true and accurate 
accounting of the financial transactions of the Corporation is made and that such accounting is presented to 
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and made available to the Board. The Treasurer shall perform such other duties as may be prescribed by the 
Board. 

 
Section 5.9.       Other Officers. Other officers elected by the Board shall have such duties and 
responsibilities as the Board deems advisable. 

 
 

 
 
 

Section 5.10.      Succession of Officers. Unless otherwise directed by a vote of the Board, in the event that 
an officer of the Corporation has not resigned or been removed but is unable to act in such position for a 
period of one (1) month or more, whether due to disability or other reason, then another officer of the 
Corporation shall serve in that office until such officer is either removed or is able to perform his services 
in the following order: 
 
5.10.1 The Vice President shall perform the services of the President. 
 
5.10.2. Any other officer may perform the services of the Secretary in his or her absence. 
 
5.10.3. The Secretary shall perform the services of the Treasurer. 
 
5.10.4. The President shall perform the services of the Vice President. 

 
 

Section 5.11.   Salaries. Officers will not receive compensation for services rendered as officers of the 
Corporation. The Corporation will follow Section 112.313(10) and 112.313(3), Florida Statutes, which 
prohibits an employee of a political subdivision in the State from also holding office as a member of the 
governing board, and which prohibits a public officer, acting in a private capacity, from selling goods or 
services to that person’s agency. 

 
ARTICLE VI 

COMMITTEES OF THE BOARD 
 
 

Section 6.1.       Committees of the Board. The Board may, by resolution, establish standing committees 
and special committees of the Board. Unless otherwise specified by resolution of the Board or these 
Bylaws, the President shall annually appoint the members and the chairmen of the standing committees and 
shall fill vacancies on any standing committee. Appointments by the President shall be made at the annual 
meeting of the Board. In addition, the President may, if so authorized by the Board, appoint the members 
and chairmen of such special committees as the Board may create, which members and chairmen may 
include persons who are not members of the Board. All committee appointments and chairmen 
appointments must be approved by a vote of the Board. 
 
Section 6.2.       Standing Committees. Standing committees shall be created as required by resolution of 
the Board. The purpose, duties, number of members and reporting requirements of each standing committee 
shall be specified in the resolution creating the committee. 
 
Section 6.3.       Special Committees. Special committees shall be created as required by resolution of the 
Board. The purpose, duties, number of members and reporting requirements of each special committee 
shall be specified in the resolution creating the committee. 
 
Section 6.4.     Committee Members’ Term of Office. Unless otherwise specified by resolution of the 
Board, members of each committee shall continue in office until the next annual meeting of the Board and 
until their successors are appointed, unless the committee of which they are members shall be sooner 
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terminated by resolution of the Board or until their earlier death, resignation or removal as committee 
members. 
 
Section 6.5.       Committee Meetings. Meetings of any committee may be called by the chairman of such 
committee or upon the written request of one-third (1/3) of the committee members. The call for any 
meeting shall be by giving notice of such meeting which sets forth its time and place and is delivered to the 
residence or place of business of the committee members as listed in the Secretary’s office at least one (1) 
weeks prior to such meeting. Unless otherwise provided in these Bylaws, a majority of the members of any 
committee shall constitute a quorum for the transaction of business. After a quorum has been established at 
a committee meeting, the subsequent withdrawal of committee members from the meeting so as to reduce 
the number of 
committee members present to fewer than the number required for a quorum shall not affect the validity of 
any action taken at the meeting. Each committee shall keep minutes of its meetings and report to the Board 
as necessary with recommendations. 
 
Section.6.6. Resignation or Removal of Committee Members. A member of any committee may 
resign at any time by tendering his resignation in writing to the President of the Board. The Board, by a 
vote, may remove, with or without cause, any member from a committee and specifically, but not by way 
of limitation, may remove any member from a committee for failing to attend three (3) consecutive 
meetings of the committee. A director who is a member of a committee that has been removed as set forth 
in Section 4.6 above is automatically removed as a committee member. 

 
 

ARTICLE VII 
MANNER OF HOLDING MEETINGS 

 
   

Section 7.1.        General. Whenever, under the provisions of any statute, the Articles of Incorporation or 
these Bylaws, notice is required to be given to any Director or officer, it shall not be construed to require 
personal notice; rather, such notice may be given, unless otherwise required by these Bylaws, either 
personally or by depositing the same in a post office box in a postpaid envelope, transmitting by facsimile 
or by delivering the address through other electronic means provided by the individual to the Corporation, 
the cost thereof being prepaid, in either case addressed to such Director or officer at his address as the same 
appears in the records of the Corporation. The notice shall be effective as set forth in Florida Statutes 
Section 617.0141. 

 
Section 7.2.        Waiver. Whenever by law, the Articles of Incorporation or these Bylaws notice is required 
or permitted to be given to any Director or officer, a waiver thereof in writing signed by the person or 
persons entitled to such notice, whether before or after the time stated therein, shall be equivalent to the 
giving of such notice. Attendance of a person at a meeting shall constitute a waiver of notice of such 
meeting, except when the person attends a meeting for the express purpose of objecting at the beginning of 
the meeting to the transaction of any business because the meeting is not lawfully called or convened. The 
business to be transacted and the purpose of any special meeting of the Board shall be specified in any 
written waiver of notice thereof. 
 
Section 7.3  Meetings by Telephone. Members of the Board or any committee designated by the 
Board may participate in a meeting of such Board or committee by means of a conference telephone or 
similar communications equipment by means of which all persons participating in the meeting can hear 
each other at the same time.  Participation by such means shall constitute presence in person at a meeting. 
   
Section 7.4   Presumption of Assent. A Director present at a Board meeting at which action on any 
corporate matter is taken shall be presumed to have assented to the action taken unless his or her dissent or 
abstention is entered in the minutes of the meeting or unless such Director files a written dissent or 
abstention to such action with the person acting as secretary of the meeting before the adjournment thereof 
or forwards such dissent or abstention by registered mail to the Secretary of the Corporation immediately 
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after the adjournment of the meeting.  Such right to dissent or abstain shall not apply to a Director who 
voted in favor of such action. 
 
Section 7.5 Action by Board Without a Meeting. Any action that could be taken at a meeting of the 
Board may be taken without a meeting if a written consent setting forth the action so taken is signed by 
each of the Directors.  Such written consents may be signed in two or more counterparts, each of which 
shall be deemed as original and all of which, taken together, shall constitute one and the same document.  
Any such written consent shall be inserted in the minute book as if it were the minutes of a Board Meeting.  
 
 

 
Article VIII 

CONTRACTS, LOANS AND DEPOSIT OF FUNDS 
 

Section 8.1 Contracts.  The Board, except as in these Bylaws otherwise provided, may authorize any 
officer or agent to enter into any contract or execute and deliver any instrument in the name of and on 
behalf of the Corporation, and such authority may be general or confined to a specific instance; and, unless 
so authorized by the Board, no officer, agent or employee shall have any power or authority to bind the 
Corporation by any contract or engagement, or to pledge its assets or credit or render it liable for any 
purpose or to any amount.  

 
Section 8.2 Loans and Deposits.  No loan or advance shall be contracted on behalf of the 
Corporation, no negotiable paper or other evidence of its obligation under any loan or advance shall be 
issued in its name, and no property of the Corporation shall be mortgaged, pledged, hypothecated or 
transferred as security for the payment of any loan, advance, indebtedness or liability of the Corporation 
unless and except as authorized in writing by the Board.  Any such authorization may be general or 
confined to specific instances.  All monies of the Corporation not otherwise employed shall be deposited 
from time to time to its credit in such banks or other depositories as the Board may select, or as from time 
to time may be selected by any officer or agent authorized to do so by the Board.  

 
Section 8.3  Checks, Drafts, Etc.  All notes, drafts, acceptances, checks, endorsements and evidences 
of indebtedness of the Corporation shall be signed by such officer(s) or such agent(s) of the Corporation 
and in such manner as the Board from time to time may determine.  Endorsements for deposit to the credit 
of the Corporation in any of its duly authorized depositories shall be made in such manner as the Board 
from time to time may determine. 

 
Section 8.4. Contributions. The Board will adopt a Policy on Contributions and political 
endorsements.  The policy will expressly prohibit the following actions by the organization at any time or 
place, by any party on organizational property or by any party present at or participating in any 
organizational functions: 

 
 8.4.1    Endorsing or opposing either directly or indirectly any candidate for public office 
 
 8.4.2    Donating or contributing to a candidate’s campaign 
 
 8.4.3   Participating or engaging in political fundraising events or otherwise soliciting    
 contributions to a candidate’s campaign 
 
 8.4.4   Distributing statements for or against a particular candidate 
 
 8.4.3   Engaging in any other activity that may favor or oppose a candidate 
 

Contributions/Donations to the School – All donations to the school become property of the school and 
shall be reported to the appropriate office staff.  Employees are prohibited from accepting 
contributions/donations for their personal use. 
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ARTICLE IX 

ONFLICTS OF INTEREST 
 
 Section 9.1. Conflicts of Interest. The Board shall adopt a Policy on Conflicts of Interest.   
 
 
 
 
 
 
 
 

ARTICLE X 
BOOKS, RECORDS AND FINANCIAL STATEMENTS 

 
Section 10.1        Books and Records. The Corporation shall keep correct and complete books and records 
of account and shall keep minutes of the proceedings of its Board and committees of the Board. Any books, 
records and minutes may be in written form or in any other form capable of being converted into written 
form within a reasonable time. 

 
Section 10.2.       Financial Statements. Not later than two (2) months after the close of each fiscal year, 
the Corporation shall prepare a balance sheet showing in reasonable detail the financial condition of the 
Corporation as of the close of its fiscal year, a profit and loss statement showing the results of the 
operations of the Corporation during its fiscal year, and any other financial statements as may be required 
by a resolution of the Board. The balance sheets and profit and loss statements shall be filed in the principal 
office of the Corporation, shall be kept for at least five (5) years, and shall be subject to inspection during 
business hours by any Board member. 

 
ARTICLE XI 

INDEMNIFICATION AND INSURANCE 
 

Section 11.1 Right to Indemnification.  Each person who was, or is threatened to be a party to or 
otherwise involved (including, without limitation, as a witness) in any actual or threatened action, suit or 
proceeding, whether civil, criminal, administrative or investigative, by reason of the fact that he or she is or 
was a director or officer of the Corporation or, while a director or officer, he or she is or was serving at the 
request of the Corporation as a director, trustee, officer, employee or agent of another corporation or of a 
partnership, joint venture, trust or other enterprise, including service with respect to employee benefit 
plans, whether the basis of such proceeding is alleged action in an official capacity as a director, trustee, 
officer, employee or agent or in any other capacity while serving as a director, trustee, officer, employee or 
agent, shall be indemnified and held harmless by the Corporations, to the full extent permitted by 
applicable law as then in effect, against all expense, liability and loss (including attorney’s fees, judgments, 
fines, ERISA excise taxes or penalties and amounts to be paid in settlement) actually and reasonable 
incurred or suffered by such person in connection to herewith, and such indemnification shall continue as to 
a person who has ceased to be a director, trustee, officer, employee or agent and shall inure to the benefit of 
his or her heirs, executors and administrators; provided, however, that except as provided in Section 10.2 of 
this Article with respect to proceedings  seeking solely to enforce rights to indemnification, the Corporation 
shall indemnify any such person seeking indemnification in connection with a proceeding (or part thereof) 
initiated by such person only if such proceedings (or part thereof) was authorized by the Board of Directors 
of the Corporation.  The right to indemnification conferred in this Section 10.1 shall be a contract right and 
shall include the right to be paid by the Corporation the expenses incurred in defending any such 
proceeding in advance of its final disposition; provided, however, that the payment of such expenses in 
advance of the final disposition of a proceeding shall be made only upon delivery to the Corporation of an 
undertaking, by or on behalf of such director or officer, to repay all amounts so advanced if it shall 
ultimately be determined that such director or officer is not  entitled to be indemnified under this Section 
10.1 or otherwise. 
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Section 11.2 Right of Claimant to Bring Suit. If a claim for which indemnification is required under 
Section 10.1 of this Article is not paid in full by the Corporation within sixty (60) days after a written claim 
has been received by the Corporation, except in the case of a claim for expenses incurred in defending a 
proceeding in advance of its final disposition, in which case the applicable period shall be twenty (20) days, 
the claimant may at any time thereafter bring suit against the Corporation to recover the unpaid amount of 
the claim and to the extent successful in whole or in part, the claimant shall also be entitled to be paid the 
expense of prosecuting such claim.  The claimant shall be presumed to be entitled to indemnification under 
the Article upon submission of a written claim (and, in an action brought to enforce a claim for expenses 
incurred in defending any proceeding in advance of its final disposition, where the required undertaking has 
been tendered to the Corporation), and thereafter the Corporation shall have the burden of proof to 
overcome the presumption that the claimant is not so entitled.  Neither the failure of the Corporation 
(including its Board of Directors, independent legal counsel or its members, if any) to have made a 
determination prior to the commencement of such action that indemnification of or reimbursement or 
advancement of expenses of the claimant is proper in the circumstances nor an actual determination by the 
Corporation (including its Board of Directors, independent  legal counsel or its members, if any) that the 
claimant is not entitled to indemnification or to the reimbursement  or advancement of expenses shall be a 
defense to the action or created a presumption that the claimant is not so entitled. 

 
Section 11.3  Nonexclusively of Rights. The right to indemnification and the payment of expenses 
incurred in defending a proceeding in advance of its final disposition conferred in this Article shall not be 
exclusive or any other right which any person may have or hereafter acquire under any statute, provision of 
the Articles of Incorporation, Bylaws, agreement, vote of members, if any, or disinterested directors or 
otherwise. 
 
Section 11.4  Indemnification of Employees and Agents of the Corporation.  The Corporation may, 
by action of its Board of Directors from time to time, provide indemnification and pay expenses in advance 
of the final disposition of a proceeding to employees and agents of the Corporation with the same scope and 
effect as the provisions of this Article with respect to the indemnification and advancement of expenses of 
directors and officers of the Corporation or pursuant to rights granted pursuant to, or provided by, the 
Florida Statutes as applied to nonprofit corporations, or otherwise. 

  
 

ARTICLE XII 
FISCAL YEAR 

 
 Section 12.1.        Fiscal Year. The fiscal year of the Corporation shall end on June 30 of each year. 
 
 

ARTICLE XIII 
CORPORATE SEAL 

 
Section 13.1.        Corporate Seal. The Board shall provide a corporate seal which shall be circular in form 
and shall have inscribed thereon the name of the Corporation and the state of incorporation and the words 
“Corporate Seal.” 

 
ARTICLE XIV 

AMENDMENTS 
 

Section 14.1.        By Directors. These Bylaws may be amended or repealed wholly or in part, consistent 
with any bylaws adopted by the Board, at any meeting at which a quorum is present by an election by the 
entire Board in accordance with Section 4.1 hereinabove. 

 
 

CERTIFICATE OF SECRETARY 
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I certify that I am the duly elected and acting Secretary of Cornerstone Classical Education Foundation Corp., 
a Florida not-for-profit corporation; that these bylaws, consisting of ten (10) pages including this page, are the 
bylaws of this corporation as adopted by the Board of Directors on April 2, 2015; and that these bylaws have 
not been amended or modified since that date. 

 
 Executed on __________________ at ________________, Florida. 
 
 
 
       ____________________________________ 
        
        
       Denise Maynard, Secretary 
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      John R. “Jack” Capra, Board Member - St. Johns 

 
Dr. John R. “Jack” Capra received his undergraduate degree from Florida State University 
(B.S. 1989), his law degree from St. Thomas University College of Law (J.D. 1992), his Master 
of Laws in Taxation from the University of Miami (LL.M. 1998), his Masters of Business 
Administration from City University (M.B.A. 2001), his Master of Arts in Religion from Liberty 
University (M.A.R. 2012), his Masters in Arts in History from the Sam Huston State University 
(M.A. 2013), and his Doctorate in Christian Studies from the Columbia Evangelical Seminary 
(D.C.S. 2014). 
 
Capra was a direct appointment to the U.S. Navy Judge Advocate General’s Corps in September 
1990. Upon graduation from law school and successful completion of the Florida Bar and Naval 
Justice School, Capra reported to Navy Legal Service Office, Pensacola in March 1993 where he 
served as a prosecutor and Special Assistant U.S. Attorney. Capra’s subsequently served as 
Assistant Force Judge Advocate at Fifth Fleet in Bahrain from 04/94 – 11/95 and as Force Judge 
Advocate for Operation Deep Freeze in Antarctica 11/95 – 11/97. Capra left active duty in 1997 
and served with the Navy Reserves in support of the Office of Military Justice, Office of the 
Judge Advocate General. 
 
After completion of his LL.M. in Taxation from the University of Miami in 1998, Capra served 
as the Assistant City Attorney for the City of Vero Beach, Florida.  Subsequently, Capra served 
as a Taxation, Wills, and Trusts & Estates attorney for the law firms Clem, Polackwich & 
Vocelle; Cummings & Lockwood; and Dean, Mead, Minton & Klein in the area of Vero Beach, 
Florida. 
 
In March 2000, Capra was elected to the City Council of Vero Beach. He served on the 
Municipal Planning Organization, Recreation Committee and the Veterans Affairs Council. Capra 
was re-elected in March 2002 but declined his seat due to his return to active military service 
following the September 11th attacks. 
  
In February 2002, Capra was mobilized in support of Operations Noble Eagle and Enduring 
Freedom. From February 2002 until January 2003, Capra served as Staff Judge Advocate for 
Mobile Security Group Two, Norfolk, VA. Upon returning to the active reserves, Capra has 
served as the Staff Judge Advocate for the Fifth Fleet reserve unit at McDill Air Force Base, 
Tampa, Florida, and later as Executive Officer for the Southeast Regional Legal Service Office. 
Capra served in the Navy Reserve VTU unit at NAS Jacksonville until his retirement in October 
2014. 
 
In April 2003 Capra was appointed an Assistant General Counsel with the Florida Department of 
Juvenile Justice. In this capacity Capra deals with a variety of juvenile delinquency and 
Children/Families In Need of Services (CINS/FINS) issues. Capra is currently still serving in that 
capacity. 
 
Re-called to active duty in support of Operation Iraqi Freedom, Capra again served on active duty 
from January to August 2004. Capra served as Assistant Force Judge Advocate, anti-smuggling 
legal officer and international legal liaison for Fifth Fleet to CJTF-7, Baghdad, Iraq. In March 
2004 Capra was wounded in Basra, Iraq by enemy insurgents who detonated a radio controlled 
improvised explosive device under his military convoy. The U.S. Navy awarded Capra the Purple 
Heart and the Combat Action Ribbon. 
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Jennifer S. Carroll, Board Member - Duval 

Jennifer S. Carroll, U.S. Navy Lt. Commander (ret) & 18th FL Lt. Governor,   is the author 
of “WHEN YOU GET THERE”, an Autobiography, Political Analyst WJXT CHANNEL 
News4Jax Jacksonville, Florida, providing unbiased analysis of political issues, ballot initiatives, 
government, local and national races and she is currently the Senior Adviser for Global Digital 
Solutions, Inc. (GDSI) and future President and Chief Operating Officer of GDSI. 

Jennifer was Florida’s 18th Lieutenant Governor. She was the first female elected as Lieutenant 
Governor in Florida and the first African-American and Caribbean elected Statewide. She 
immigrated to the United States at the age of eight and served her adopted land admirably. 

She was a state legislator for over seven years, a small business owner, former Executive Director 
of Florida Department of Veterans’ Affairs and a Navy veteran. In addition to her duties assisting 
the Governor with economic development, Jennifer oversaw the Florida Department of Military 
Affairs, Florida Department of Veterans Affairs, and Chairperson of Space Florida. She was also 
the Governor’s Designee on the Florida Defense Support Task Force, and Chairperson on the 
Governor’s Task Force on Citizen Safety and Protection. 

Jennifer’s work as Chair of Space Florida was instrumental in creating thousands of new private 
sector, space and aerospace related jobs. During her first year in office the State of Florida won a 
10 year contract to manage the International Space Station National Laboratory bringing in $15 
million per-year to the state for life science research and development. Additionally, her efforts to 
capture national contracts landed the operations of Boeing’s CST-100 spacecraft at Kennedy 
Space Center (KSC), Lockheed Martin’s “Marlin” Automated Underwater Vehicle testing and 
manufacturing in West Palm Beach, and the Shuttle Atlantis finding a permanent home at KSC 
and XCOR Aerospace establishing an East Coast U.S. operational base and manufacturing and 
assembly center for XCOR Lynx Mark II suborbital reusable launch vehicles in Florida. Jennifer 
was key in making Cecil Field in Jacksonville a Space Port and bringing additional testing 
capabilities to the Naval Ordinance and Testing Unit at Cape Canaveral. These substantive 
projects created high quality sustainable jobs and increased revenue for the state. In October of 
2011, Jennifer led a Space Florida Trade Mission to Europe where she signed Memorandum of 
Understandings with United Kingdom (U.K.) and the Kingdom of Spain. She met with companies 
from the U.K. which led to at least one U.K. business opening Florida operations on the Space 
Coast and creating new jobs. 

In her role as head of Military Affairs, Jennifer visited nearly all of Florida’s 20 military 
installations. She traveled to Washington, D.C. to meet with Congressional and Pentagon officials 
to advocate for Florida’s $65 billion military economy and defense industry. Jennifer’s efforts 
resulted in increased military positions, military construction funding and increased defense 
contract opportunities for Florida’s businesses. Jennifer was particularly active in protecting 
Florida’s military installations from encroachment and has helped move several projects that not 
only stop development near military activities but protects and conserves Florida’s precious 
natural lands and waterways. 

Jennifer was instrumental to Governor Scott’s increased focus on foreign trade. In November of 
2011 Jennifer led an Enterprise Florida Trade Mission to South Africa. The 39 person 
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delegation’s work on this mission led to $40 million in new trade between Florida and South 
Africa. In August of 2012 Jennifer led an Enterprise Florida Trade Mission to Trinidad and 
Tobago that yielded $30 million in trade between the nations. During this visit to Trinidad and 
Tobago, Jennifer was invited by the United States Department of State’s Bureau of International 
Information Programs to travel the nation and lecture on the U.S. presidential election process. 

As a legislator, Jennifer worked to pass meaningful legislation that enhanced economic 
development, which included procuring $2.9 million to fund the Florida Export Finance 
Corporation to help employers have access to short term loans in order to retain and create jobs. 
She sponsored the Entertainment Economic Development Legislation that created thousands of 
jobs for Floridians who were paid over $485 million in wages. She secured over $183 million for 
many road projects, health, education, social programs, water and environmental projects in 
northeast Florida and was successful in securing much needed funding for library construction in 
northeast Florida, increased funding for education, as well as statewide dollars for the Boy Scouts 
Learning for Life program and the Girl Scouts Character Education program. 

She passed legislation that appropriated an additional $1.9 million to the Office of Tourism, 
Trade and Economic Development for fiscal year 2007–2008. These funds were for the sole 
purpose of implementing and administering the Black Business Loan Program. The legislation 
also helped to establish partnerships between the public and private sector to leverage state funds 
and other resources from the private sector. 

She obtained $10 million to build Florida State College at Jacksonville Aircraft Services 
Educational Facility located at Cecil Field. Obtain $150,000 for Project Reconnects Habitual 
Misdemeanor Offender Program to help reduce the revolving prison door of offenders. 
Additionally, Jennifer sponsored legislation to bring more flexibility to how school districts and 
law enforcement administer the Florida’s Zero Tolerance policy. The bill revised criteria for 
reporting acts to law enforcement and encourages school districts to use alternatives to expulsion 
or referral to law enforcement. It further stated that zero tolerance policies should be applied 
equally regardless of economic status, race, or disability. Jennifer sponsored language in a 
committee bill to remove a provision in Florida Law that fined Florida motorist for affixing any 
device such as a GPS to their interior windshield. And she passed a domestic violence legislation 
that significantly increased penalties for anyone who trespassed at a domestic violence shelter. 
This safe shelter bill is designed to keep abusers away from those they have victimized by making 
the shelters more secure. 

Jennifer sponsored a $203 million jobs package to provide tax credits to encourage companies to 
hire Floridians who were out of work. Some of the incentives included improving the Qualified 
Target Industry Program to provide tax refunds to businesses that committed to create a certain 
number of higher-wage and higher-skilled jobs for Floridians. 

She passed legislation establishing a public private partnership to construct an outer beltway from 
Jacksonville Florida to St. Johns County, Florida. The opening of this roadway artery will 
enhance economic development in three counties, relieve traffic congestion and create another 
access for hurricane evacuation. 

Jennifer also served as Deputy Majority Leader from 2003-2004, Majority Whip from 2004-2006, 
Vice Chair of the Transportation and Economic Development Committee 2003-2004, Chair of the 
Finance Committee from 2006-2008 and Chair of the Economic and Development Council from 
2008-2010. Jennifer was elected Chairperson of the Clay County Legislative Delegation in 2005 
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and 2009 and Chairperson of the Duval County Legislative Delegation in 2010. 

 

Jennifer was the Florida Department of Veterans’ Affairs, Executive Director appointed by 
Governor Jeb Bush. She was responsible for the claims and benefits of over 1.8 million veterans. 
Under her leadership, more than $63 million in retroactive compensation was awarded to 
Florida’s veterans. She lobbied for the retention of state construction funds for the Bay and 
Charlotte County State Veterans’ Nursing Homes, and led the generation of two federal matching 
grant applications that resulted in $15 million of federal funds for these projects. Jennifer also cut 
the department spending by 12% in one year. She was also the Chairperson for Florida’s Council 
on Homelessness. Jennifer sought ways for Florida to provide enhanced services toward solving 
homeless problems in the state, particularly within the veteran’s community. She also worked 
closely with the Department of Veterans’ Affairs to secure Jacksonville as a site to receive a 
national veteran’s cemetery. 

In 2001, President George W. Bush appointed Jennifer to “The White House Presidential 
Scholar’s Commission,” where she served until the spring of 2004. In May of 2004, President 
Bush appointed her to the Veterans’ Disability Benefits Commission where she served until 
October 2007. 

Jennifer enlisted in the United States Navy in 1979 rising from the ranks of an enlisted jet 
mechanic E-1 to retire as a Lieutenant Commander Aviation Maintenance Officer after 20 years. 
During her time in the Navy she was awarded numerous awards that include: Meritorious Service 
Medal, two Navy Commendation Medals, two Navy Achievement Medals, two Joint Meritorious 
Unit Award, three Meritorious Unit Commendation Ribbons, U.S. Coast Guard Operations 
Ribbon, Navy “E”, Good Conduct Ribbon, National Defense Service Medal, two Navy Volunteer 
Service Medal, two Sea Service Ribbons, Overseas Ribbon, Navy Recruiting Service Ribbon, two 
Coast Guard Special Operations Service Ribbons, and an Expert Pistol Medal. 

Jennifer received the following awards: 2014 Virtuous Woman Award by The Community Arts 
and Culture, World Trade Center Miami – International Women’s Day Award – 2013, Boy 
Scouts of America – Twelve Points Award – 2013, The Grio Top 100 People Making History 
Today – Class of 2012, Distinguished African American Woman of Florida Award – The James 
Weldon Johnson Branch Association for the Study of African American Life and History – 2012, 
Key to the City – City of North Miami – 2012, and Honorary Doctorate Degree from St. Leo 
University 2012, Honorary Degree, Doctor of Laws – Saint Leo University – 2012 and Associate 
in Science, Honoris Cusa – Miami Dade College – 2012. 

Jennifer was Chairman of the 2004 Republican National Convention Committee on Permanent 
Organization, Delegate to the 2004 Republican National Convention, 2005 Elector of the Florida 
Electoral College, 2012 Member of the Republican National Convention Credentials Committee 
and Delegate to the 2012 Republican National Convention. 

Jennifer holds a Bachelor of Arts in Political Science from The University of New Mexico and a 
Master of Business Administration from St. Leo University. She is married to Nolan Carroll of 
Miami Florida for 31 years and they have three children, Nolan II, Nyckie and Necho. 
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Denise Maynard, Board Member - Secretary 

Denise Cross currently serves as the Board Secretary.   She has experience in the electric, gas 
and water utilities industry. In various capacities with the utilities industry, Denise was involved 
in developing company policies/procedures in areas such as Customer and Consumer Services, 
Marketing and Sales. Her Management Consulting efforts also involved review of company 
Development and Operations plans, analysis of Business Plan goals and Production 
accomplishments. She has extensive experience as a company liaison with Government and 
Public Officials. In addition, Denise has worked as an educational consultant/teacher with Junior 
Achievement, an energy, water and conservation educational school program consultant/teacher 
and other civic/community organizations. She received a BS degree in Business Administration, 
Cum Laude, from Misericordia University of Pennsylvania.  

Reverend Martin “Marty” McCarthy, Board Member 
 
Rev. Martin (Marty) McCarthy, Educator, is the former President of Regent Schools of the 
Carolinas, Inc.  He transitioned to this calling in education from the leadership of St. John’s 
Episcopal Church.  In 2008, after forming two very successful schools in Charlotte 
(www.tescharlotte.org; www.pescharlotte.org ). He responded to an investor’s request and 
formed more schools through a new entity, the Regent Schools of the Carolinas.  Having 
concluded that the best form of education is classical, he more recently founded Cornerstone 
Education Foundations, Inc. to work in the charter school space.  During his years of parish 
ministry he led his two churches through capital campaigns. Marty is married for 33 years and 
has two grown children living independently in Charlotte.  Marty is a 20 plus year member of 
Rotary and Vice Chairman of the Greater Enrichment Program of Charlotte. Marty is a graduate 
of Virginia Theological Seminary, and Emory and Henry College.  He has served the Church at 
varying times as President of the Statewide Council of Churches, the Standing Committee of the 
Diocese, the Diocesan Clergy Association, and in other capacities. 
 

Gerald Merckel, Board Member - Treasurer 
 

Dr. Gerald Merckel, has over 20 years of electronic product development experience with IBM. 
He was recognized by IBM as one of the “Top Ten Contributors to the IBM PC Company”. He 
has also participated in a number of high-tech start-up companies, including two university 
spinout companies, GeoFocus with the University of Florida and GeoAge with the University of 
North Florida. In addition, he was the Executive Vice President of the Exon Corporation and 
founded a new Multimedia Division where he served as General Manager. He was also Vice-
President of Development for Cylex Systems, an Internet-based Application Solutions Provider. 
Dr. Merckel also formed a joint venture between IBM and General Motors. He served as a 
Professor of Electrical Engineering with the University of North Florida for over fifteen years.  
He was recognized by the Florida Engineering Society as the 2006 “Engineer of the Year”. Dr. 
Merckel holds degrees in Electrical Engineering, Nuclear Engineering, Engineering Physics and 
Engineering Science.   
 
 

http://www.tescharlotte.org/
http://www.pescharlotte.org/
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Antoinette “Tina” D. Meskel, Board Member – Duval 
  

Antoinette (Tina) D. Meskel, P.E. is the Founder / President and a Principal Engineer at Meskel 
& Associates Engineering.  She holds a BS degree in Civil Engineering from the University of 
Pittsburgh and a MBA from the University of North Florida.  She is a licensed Professional 
Engineer (P.E.) in Florida and Georgia with over 25 years of experience in Geotechnical 
Engineering consulting and subsurface investigation services.  Since founding the company in 
2008, Tina has worked on over 60 projects for the City of Jacksonville, the Florida Department of 
Transportation and other using agencies and authorities.  Meskel is the Past President of the 
Florida Engineering Society (FES) Northeast Florida Chapter, and a member of the National 
Society of Professional Engineers (NSPE).  She is an active member of the Florida Engineers 
Political Action Committee (FEPAC) and Consulting Engineers Legislative Council (CELC), and 
is an alumni of the Florida Institute of Consulting Engineers (FICE) Leadership Institute. 

 
Ray Sanchez, Board Member - Volusia 

 
Ray Sanchez is the founder and President of Volusia 912 Patriots, Inc., a non-profit, social 
welfare organization dedicated to the education and promotion of American principles and 
values. He is also the host of Volusia Watchdogs radio show every Wednesday morning on 
WELE 1380 AM in Ormond Beach, FL and writes for the Sunshine Examiner. He is an active 
board member of TAG (Taxpayers Action Group), PEER (Parents and Educators for Educational 
Reform) and Constitutional Patriot Camp for children. Besides experience in building businesses 
from the ground up, he has also taught religious education at Prince of Peace Catholic Church in 
Ormond Beach and coached youth soccer.  He was the local coordinator for Americans for 
Prosperity in 2012 with experience in public relations. He currently resides in Ormond Beach, 
FL, has raised five children with his wife, Bettie, and is a sales representative for FXI Ceramics in 
Miami, FL. 

 
Alan Martin Stevenson, Board Member - Clay 

 
Alan Martin Stevenson earned a Bachelor of Science degree from Columbus State University 
with a major in chemistry in 1971. He reported to Naval Aviation Officer Candidate School in 
Pensacola shortly thereafter to begin a 23 year career in Naval Aviation. He flew aboard the 
Carriers Saratoga and Nimitz and retired in 1994 as a Commander and the “Officer in Charge” of 
VR-58 at NAS Jacksonville.  
 
Alan then began a 14 year career as an airline Captain and staff pilot for AirTran Airways. 
Throughout his aviation career both in the Navy and at AirTran, he was always formally involved 
in training and evaluating pilots including flight training, engineering and aerodynamics 
instruction. He was the Navy’s Model Manager for the C-9B aircraft with cognizance over 11 
squadrons throughout the country. He also served as VIP pilot for the Secretary of the Navy. Alan 
was named AirTran Pilot of the Year in 2004. In addition, he has attended many schools and 
seminars on leadership, operational logistics and aviation and industrial safety.  
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Alan has been active in various community activities including church administrator for three 
years at the Pinewood Presbyterian Church in Middleburg. He also worked diligently on the 
proposed “Yes on 2” amendment to the Florida Constitution in ‘08 and served as a regional 
director for Florida Family Policy Council’s “get out the vote” initiative in 2012. Alan has also 
served on the Green Cove Springs planning and zoning board.   
  
 
Alan has been married to Mary Lib since 1968 and is Grandfather to 7. Alan’s daughter, Ginger 
Stevenson Leinecker is a UNF graduate and lives in Fleming Island. Ginger is a Clay County 
award winning teacher and “plank owner” at Fleming Island Elementary. His son, Fletcher is a 
graduate of Orange Park High School, UNF and Case Western University and now resides in 
West Virginia where he is an anesthesia provider.   

William Korach, Executive Director 

William Korach, Marketing Consultant, is an advocate for a return to educational excellence 
and the history of America’s Heritage in our public schools. Korach was a Senior VP of new 
product development with Citibank; Korach was an early developer of on-line banking and has 
taught and written about marketing technology throughout his career in financial services. Korach 
is a former Commander in the United States Naval Reserve. In 2010 Korach was President of the 
Navy League of St. Augustine that was selected for the Outstanding Council award worldwide. 
He continues to serve on the board of the Navy League, and is a member of The Naval Order and 
the Military Officers Association. Korach is Chairman of the Republican Executive Committee in 
St. Johns County and formerly Chairman of Veterans for Romney in St. Johns County.  Korach is 
a member of the National Association of Scholars. He wrote Rock of the Republic, Teaching 
Point, 2011, a history textbook of the influence of Judeo Christian thought on American law and 
ethics. He was awarded Education News’ 2013 Upton Sinclair Award for his reporting on 
education. Korach founded the Francesca Stencil Korach Battle of Midway Essay Scholarship in 
2012 in honor of his late wife. Korach graduated from the University of Chicago Laboratory 
School and received his BA in History from the University of Wisconsin. 
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Dress Code 
 
Student Pledge 

FOREWARD 
The School is a member of the County Public School (CPS) system. As such, the school 
adheres to the CPS Code of Student Conduct. This Code has been adopted by the School 
to help your son/daughter gain the greatest possible benefit from his/her education. 
Please read and discuss the Code of Student Conduct with your son/daughter. Failure to 
do so does not relieve a student or the parent/guardian of the responsibility for 
compliance with the Code of Student Conduct or accountability for loss or damage to 
School property. 
  
The Code of Student Conduct for the Clay County Public school system is found on the 
CPS web site. http://oneclay.net/wp-content/uploads/2014/09/14-15-Code-of-Conduct.pdf  . 
The Student Handbook on Code of Student Conduct is designed to establish standards 
and policies necessary to protect and maintain an environment conducive to learning in a 
classical charter school. An orderly environment is conducive to learning and preserves 
the integrity of academic standards that uphold the rights, safety, and respect of all 
individuals and students. 

 
CLASSICAL EDUCATION PHILOSOPHY 
Classical Charters are founded upon the principle that the advancement of knowledge is 
through classical learning.  Classical learning evolves through the development of the 
whole student as a human being with a mind to acquire the intellectual humility that will 
develop and nurture character, moral values and standards, understanding, thought, and 
wisdom.  Classical education has endured the test of time in proving academic superiority 
and creating a passion for life-long learning. A classical education is language focused. It 
is learning accomplished through words both written and spoken.  A classical mind is 
active in thinking rather than passive. Learning is systematic. All knowledge is 
interrelated.  The intellectual environment fostered through a classical education is the 
foundation that prepares students for the future in assuming their places as responsible 
citizens, statesmen, community and world leaders, entrepreneurs, parents, teachers, and 
the list goes on. America’s destiny depends upon the education of our youth.  Students 
are the essence of our future and our legacy of life. 
 
SCHOOL ENVIRONMENTAL GOALS   
Maintain a highly effective learning environment where students focus on gaining 
knowledge with as minimal distraction as possible.  
Utilize the need for discipline as a rich opportunity for students to learn about themselves 
and others, and to provide students with actual character education and lessons.  
Commitment to reinforce Classical Charters’ treating all students with fairness, respect, 
and equality. 
 

http://oneclay.net/wp-content/uploads/2014/09/14-15-Code-of-Conduct.pdf
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Students possess the right of privacy as well as freedom from unreasonable search and 
seizure as guaranteed by the Fourth Amendment of the U.S. Constitution. The individual 
right, however, is balanced by the school’s responsibility to protect the health, safety, and 
welfare of all its students, and to ensure compliance with school rules. School 
administrators may conduct searches of property or persons when they have reason to 
suspect that the health, safety, or welfare of students or staff may be endangered.   

 
The Classical Charter is not responsible for loss, theft, or breakage of items brought to 
school. Fines will be levied on parents for vandalism or theft committed by their students. 
Fines will also be levied for lost or damaged school property.  Students may also be 
required to be involved in the maintenance or repair of damaged property. 

 
STUDENT PLEDGE 

 
A Classical Charter maintains the highest expectations that students will at all times be 
well behaved in their actions including respect for other students, all individuals, and 
private and school property. Each Classical Charter student is asked to sign the Student 
Pledge that provides guidance and instruction in understanding their role in acceptable 
behavior and non-acceptable behavior and developing self-discipline.  The student Pledge 
is found at the end of the Student Handbook. 

  
TEACHERS 

 

Teachers will have the authority to implement discipline in their classrooms that is 
consistent with the Classical Charters’ discipline goals. Teachers will utilize the Principal 
to implement discipline whenever appropriate and most especially when disciplinary 
action is required in maintaining an effective learning environment in the classroom. 
Disciplinary procedures may also involve the other designated Classical Charters’ staff 
besides those mentioned. 

 
PRINCIPAL’S ROLE 

   

The Principal is responsible to preserve the integrity of the disciplinary process at the 
Classical Charters.  By modeling the Eight Pillars of Character Development and 
consistently treating students and their families with respect and professionalism, the 
Principal is an extremely valuable and accessible part of a student’s character 
development and education at the Classical Charter.  The Classical Charters’ overall goal 
is to create a safe, respectful, and responsible environment where learning takes place 
 
The goal of any meeting between a student and the Principal is a learning opportunity for 
the student in order to implement a positive change in behavior. The process will involve 
a discussion of the Student Pledge on the Pillars of Character. In most instances parents 
will be notified of the student’s visit to the Principal’s office. The primary goal of the 
choice of consequences by the Principal is to require the student to take responsibility for 
the infraction.  
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Principal/Parent Conference Goals  
 To exchange accurate information about the student.  
 To determine how the parent-school partnership can best work together to lead the 

student to reform his behavior. 

 

STUDENT SCHOOL BEHAVIOR GUIDELINES 
 

 Be polite and attentive.  
 Attend school consistently, be on time, and take responsibility for making up any 

work promptly when absent. Each student will bear the responsibility for his own 
conduct. Each student will respect the school’s atmosphere of learning by attending 
class and being prepared and punctual.  

 Follow directions when they are given.  
 Follow all reasonable requests made by adults on the premises with a positive 

attitude, and show respect for self, others and property. Each student is expected to 
cooperate with and respect the faculty and staff, including administrators, teachers, 
secretaries, custodians, and any other people working in the school.  

 Students are expected to communicate in an acceptable tone of voice using an 
acceptable choice of words.  

 Follow lunchroom, playground, field-trip, lab, and individual classroom rules. Each 
student is expected to follow school rules when participating in school-related events.  

 Adhere to the dress code. Students in violation of the dress code will be sent to the 
office and must call a parent or guardian. Parents will either bring acceptable attire, or 
students will be sent home. These absences are NOT excused. 

 Not use threats or intimidation against any other person.  
 Respect the health and safety of others, safety rules, and not use tobacco, alcohol, or 

other illegal substances.  
 Be dismissed by the teacher, not the bell or the clock.  
 Not leave school or the playground without signing out in the main office.  
 Electronic devices (CD players, radios, pagers, cell phones, games, IPod, etc.) may 

not be brought to school. Such items will be confiscated and disciplinary action will 
be taken.  

 Students will not bring anything to school that could be used to harm another or that 
is illegal. 

 
Students possess the right of privacy as well as freedom from unreasonable search and 
seizure as guaranteed by the Fourth Amendment of the U.S. Constitution. The individual 
right, however, is balanced by the school’s responsibility to protect the health, safety, and 
welfare of all its students, and to ensure compliance with school rules. School 
administrators may conduct searches of property or persons when they have reason to 
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suspect that the health, safety, or welfare of students or staff may be endangered.   
 
The Classical Charter is not responsible for loss, theft, or breakage of items brought to 
school. Fines will be levied on parents for vandalism or theft committed by their students. 
Fines will also be levied for lost or damaged school property.  Students may also be 
required to be involved in the maintenance or repair of damaged property. 

HOMEWORK 
 

Homework is an essential part of education. As such, students at all grade levels will 
have assignments to work on and complete on a daily basis. Parents are expected to be 
supportive of this policy by providing a suitable, quiet place to work, free from intrusion 
by other family members and the various media.  
Homework should be an opportunity for practice or for acquisition of background 
material. Parents are not expected to “teach” material to students. 
 
The exercises, reading assignments and test preparation required of students is not busy 
work. Meaningful homework assignments are an important part of the classical 
curriculum. Teachers assign quality homework for each school night, within the 
following guidelines: 

 
 Kindergarten: 15 to 25 minutes. 
 Grades 1 and 2: 20-35 minutes. 
 Grades 3 and 4: 30-45 minutes. 
 Grades 5 and 6: 40-60 minutes. 
 Grades 7 and 8: 60-90 minutes. 
 Grades 9 through 12: 90-120 minutes. 

 
Friday to Monday is considered one school night for homework purposes. Homework 
may be assigned during long weekends. Homework is not assigned the day of a vacation 
period to be due the day classes resume. 
 
All assignments must be turned in on time. Half credit will be given for assignments that 
are one day late. No credit will be given for work turned in more than one day late. 
Medical conditions are the only routinely excused absences. Students have one school 
day for each day missed to turn in assignments and make up missed work. Absences for 
any other reasons must be excused by the Principal.  
 
Homework will not be sent home nor will credit be awarded for any work done during 
periods of unexcused absence. 

ATTENDANCE 
 

Florida statutes 1003.21 (1) (a) 1 states, in part, that “All children who have attained the 
age of 6 years or who will have attained the age of 6 years by February 1 of any school 
year or who are older than 6 years of age but who have not attained the age of 16 years, 
except as otherwise provided, are required to attend school regularly during the entire 
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school term.”  
 
Regular attendance is important to ensure achievement in school. Vacations and trips are 
discouraged during the school year. Doctors’ and other appointments are also 
discouraged when avoidable. When those appointments are unavoidable, students are 
responsible for any make-up work during their absence. Assignments that are not made 
up, according to the time restrictions set by the teacher and school, will be reflected in 
their grades. It is helpful to both student and teacher to make prior arrangements to meet 
that requirement.  

 
School starts promptly at:  
Elementary: 8:30 a.m.  
Intermediate: 8:30 a.m.  

Parental Reporting  
The parent must call the school explaining the absence before the end of the school day at 
4:00 PM. If that contact does not occur, the absence will be recorded as unexcused. In the 
case that an unexcused absence is recorded, the school will attempt to contact the 
student’s parent or legal guardian regarding the absence to prevent a pattern of 
nonattendance. Under some circumstances, more than parental notification may be 
required by the Principal. 

Excused Absences  
The following absences will be considered excused:  
 Student is ill. (If illness persists for three or more consecutive days, or requires 

numerous nonconsecutive absences, a doctor’s note may be required, as requested by 
the Principal).  

 Major illness in the family. (If illness persists for three or more consecutive days, or 
requires numerous nonconsecutive absences, a doctor’s note may be required, as 
requested by the Principal).  

 Death in the immediate family of the student. A student’s immediate family includes 
biological parents, grandparents, siblings, or adults and siblings from an immediate 
extended family unit, at the Principal’s discretion.  

 Religious holiday of the student’s faith. This requires a parent’s note seventy-two 
(72) hours prior to the absence.  

 Religious institutes, conferences, or workshops (only two days allowed if the request 
is signed by a parent and given to the school at least forty-eight (48) hours before the 
absence).  

 Subpoena or forced absence by any law enforcement agency. A copy of the subpoena 
or summons will be given to the school’s Principal (or designee). This includes 
detention at a juvenile center in which the student continues his/her education.  

 Mental health counseling for the student. A note on business stationery from the 
mental health facility or personnel may be required by the Principal.  
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 A major disaster, as decided by the administration.  
 Any absence, including those for field trips or other parental requests as judged 

appropriate by the school’s Principal, provided that the request is submitted to the 
Principal forty-eight (48) hours in advance of the absence. The Principal may waive 
the requirement for advance notice if extenuating circumstances exist.  

 

Tardiness  
It is extremely important that students arrive at school on time and ready to learn. 
Students are allowed to enter the building 15 minutes prior to the start of school. Students 
should arrive a minimum of 5 minutes prior to the start of school to ensure ample time to 
reach their classroom before the start of class. There are guidelines in regards to students 
who are tardy to school in the morning:  
 Students who are not in class at the time class beings will be considered tardy.  
 For the legal purposes of numerous truancies can be equated to absences. If a student 

is excessively tardy (defined as an hour or more late to school), three (3) such events 
will equate a single absence. Six (6) occurrences of tardiness less than one hour will 
equate to a single absence. The Principal can disallow individual instances of being 
tardy from this rule if a written explanation is provided to the school upon the return 
of the student.  

Early Removal / Dismissal  
Students are expected to attend the entire day of school. The early release of students 
causes disruption to academic performance of all students and may create safety and 
security concerns. Students who are removed early from school are missing valuable 
instruction time, and this will be treated in the same manner as tardiness. A student who 
is removed an hour or more early from school three (3) times will be equated to one (1) 
absence. Six (6) occurrences of being removed from school less than an hour will equate 
to a single absence. 

Make Up Work  
Students who miss school for any reason (excused or not) will be expected to make up all 
work missed during their absence, tardiness, early removal from school or suspensions. 
Parents may contact the school to request work, but should provide at least a 24-hour turn 
around to prepare such materials. Students whose absences are excused will not receive 
an academic penalty for made up work unless the work is not made up within the time 
limits explained within the Homework Policy. 

Truancy Consequences   
If a student has at least five (5) unexcused absences within a calendar month, or ten (10) 
days out of ninety (90), the student’s homeroom teacher shall report to the Principal that 
there may be a pattern of absence existing. After this referral, the Principal will consider 
referring the student to the School Based Leadership Team (SBLT). The SBLT is a 
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“child study team” for the purposes of satisfying the requirements of § 1003.26, Florida 
Statutes. If the SBLT finds a pattern of nonattendance, the team will meet with the parent 
to identify potential remedies. The Principal must notify the School District’s charter 
school office of the identified pattern of nonattendance. If the initial meeting with the 
parent does not resolve the problem, the SBLT shall implement the following pursuant to 
Florida Statutes: 
 Frequent attempts at communication between the teacher and the family.  
 Evaluation for alternative education programs.  
 Attendance contracts.  

The SBLT may also, but is not required to, implement other interventions that include 
referral to other agencies for family services or changes to the learning environment. 
Additionally, legal authorities will be notified if the problem is not corrected.  
If the parent refuses to participate in the remedial strategies because he or she believes 
those strategies are unnecessary or inappropriate, the parent may appeal to the Principal. 

DISCIPLINE 
 
The activity of learning requires students to be attentive and polite. Students are expected 
to adhere to the Code of Conduct and the Student Pledge on Character Pillars as they 
have agreed to. If a student does misbehave, the consequences for the infraction will be 
immediate, relevant and effectual. In evaluating consequences, teachers and Principals 
will determine if the act is a “first time,” a “repeated,” or a “habitual” offense.  
 
In accordance with this policy the Classical Charter has adopted the following procedure 
for disruptive behavior that requires an office referral. The teacher issues the student a 
Discipline Referral form, and the student is required to visit the Principal or Assistant 
Principal. The following actions will be taken according to the number of referrals. 
Referrals are cumulative throughout the school year.  
 Student removed from class, sees administrator.  
 Student removed from class, sees administrator, calls home.  
 Student removed from class, sees administrator, calls home, leaves that day, and may 

not return without parent attending school as a volunteer with the student for the 
entire day.  

 Student removed from class, sees administrator, calls home, must attend 10 hours of 
detention –   5 consecutive days, 2 hours each day. 

 One-day suspension. Student will not be allowed to attend the school picnic.  
 Automatic suspension from attending field trips (7-12). Elementary students may 

attend if accompanied by a parent.  
 Automatic two-day suspension for each referral. Student removed from class, sees 

administrator, calls home, leaves that day, and may not return without parent 
attending school as a volunteer with the student for the entire day. Possible request 
for expulsion from Duval County School District*. Student is ineligible for any 
Classical Charter awards/scholarships for the current school year.  
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Suspended students will not be on the honor roll for that quarter. Students may be 
suspended for reasons other than receiving the fourth pink slip. Such suspensions may 
render a student ineligible for field trips and other activities.  
 
Students' misbehavior will not be used to “teach” the class a lesson. At no time will a 
student's disciplinary record be discussed with another student or parent. However, other 
students or parents may be consulted regarding an incident in attempt to discern truth.  

 
 

The Classical Charter desires to educate all students who enter school, expecting nothing 
less than the best from each one. 
  
Note that ESE students Out of School Suspensions are limited to 10 days.  
 
*The County School District is the sole arbiter of expulsions. The Charter School may 
only recommend expulsion of a student.  The expulsion process and proceedings will 
follow all County school District policies that apply. When students are expelled, they are 
expelled from the County School District, which includes the School.  
 
What Happens After 3 & 4 Pink Slips?  
The Classical Charter cannot and does not tolerate students who disrupt class. The 
Classical Charter requires all students to be “polite and attentive.” All other behavior is 
disruptive.  
Students who disrupt class are sent to the office with a disciplinary referral, or “pink 
slip.” The levels of discipline are indicated on this form. The following action will be 
taken when students go beyond their fourth disciplinary referral.  
 
All School of Grammar (K-5) and School of Logic (6-8) students who receive four or 
more disciplinary referrals will not be allowed to attend any field trips or attend 
curriculum parties without a parent accompanying them for the day as a volunteer. They 
will also be suspended from the all-school picnic on the last day of school.  
 
Any School of Rhetoric (9-12) student who receives four or more disciplinary referrals 
will be suspended from the picnic and the end-of-the-year field trip. 
  
A two-day suspension will be given for every disciplinary referral over four. When a 
student is issued over four referrals he or she will be considered a habitually disruptive 
student. If a student is issued four or more disciplinary referrals, the Classical Charters 
may request the County School District Board of Education to expel that student from 
school. Any student expelled from the Classical Charter would also be expelled from the 
County School District. Florida State Law clearly states that a student can be expelled for 
“continued willful disobedience or open and persistent defiance of proper authority.” 

SUSPENSION 
 

A Principal or designee has the authority to suspend students as appropriate. Suspensions 



34 
 

last from one to five days depending on the severity of the infraction. All suspensions 
will require a parent-principal conference. A remedial student discipline plan will be 
created during this conference. The conference will occur before the student is readmitted 
to class. The Principal may require the parent to attend (as a volunteer) a full day of class 
with the student upon return. 
  
According to Florida statute 1003.53 (1) (c) 3, a student that has a history of disruptive 
behavior in school or has committed an offense that warrants out-of-school suspension or 
expulsion from school according to the district school board’s code of student conduct. 
For the purposes of this program, “disruptive behavior” is behavior that:  
“Interferes with the student’s own learning or the educational process of others and 
requires attention and assistance beyond that which the traditional program can provide 
or results in frequent conflicts of a disruptive nature while the student is under the 
jurisdiction of the school either in or out of the classroom.  Severely threatens the general 
welfare of students or others with whom the student comes into contact.”  

 
The Classical Charter may declare a student habitually disruptive after being suspended 
three times in one year for causing a material and substantial disruption in the class, on 
school grounds, on school vehicles, or at school activities or events because of behavior 
that was initiated, willful and overt on the part of the student, and the suspensions were 
made for:  
 Continual, willful disobedience or open and persistent defiance of proper authority.  
 Willful destruction or defacing of school property.  
 Behavior on or off school property, which is detrimental to the welfare or safety of 

other students or of school personnel.  
 Serious violations in a school building or on school property.  
 Repeated interference with a school’s ability to provide educational opportunities to 

other students.  

A request to for Expulsion from the Classical Charter, will be mandatory for the 
following violations*: 
 Carrying, bringing, using or possessing a dangerous weapon, as determined by the 

Classical Charter.  
 Sale or distribution of a drug or controlled substance.  
 The commission of an act which, if committed by an adult, would be robbery, assault 

or battery.  
 

*The County School District (CSD) is the sole arbiter of expulsions. The Classical 
Charter may only recommend expulsion of a student. The expulsion process and 
proceedings will follow all County School District policies that apply. When students are 
expelled, they are expelled from the County School district, which includes the Classical 
Charter.  

 

PLAGIARISM 
 

Plagiarism will not be tolerated by any teacher in any subject. Students’ progress 
academically only by receiving comments and corrections on work they turn in and by 
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taking these comments and corrections to heart in order to improve their performance. 
The entire system of assessment rests on the assumption that the work a student turns in 
is his own. Plagiarism compromises this system, is unfair to other students in the class 
who do their own work, and constitutes a form of theft of others’ ideas and labor. 
Plagiarism is defined as the appropriation of another’s ideas or words in order to present 
them as one’s own. An instance of plagiarism can be as long as a term paper or as short 
as a sentence. Simply rephrasing an author’s words can also constitute plagiarism. The 
words of authors can only be used when properly quoted and cited. Teachers will provide 
the guidelines of acceptable citation. When in doubt, the student has the responsibility to 
ask how an author should be used in an assignment. Whenever a student has been caught 
plagiarizing, the following process will be followed. 
The teacher will keep a copy of the student’s assignment and, whenever possible, a copy 
of the plagiarized work. The teacher will also write a brief description of the instance of 
the plagiarism. These materials will be placed in the student’s permanent record.  
 The teacher will inform the Principal of the plagiarism.  
 Either the teacher or the Principal will inform the student’s parent of the plagiarism.  
 The student will receive an F on the assignment if it is the first offense.  
 For a second offense, the student will fail the entire course, and further disciplinary 

action, to include suspension or expulsion, may be instituted.  

A disciplinary referral will be issued if plagiarism has occurred.  
 

CHEATING 
 

Like plagiarism, cheating will not be tolerated by any teacher in any subject. Cheating 
occurs when a student uses someone else’s work or a prohibited source of information in 
order to gain an unfair advantage on a test or an assignment and to avoid doing his own 
work. Cheating comes in many forms. One student copying off another, a student using a 
“cheat sheet” to answer questions on a test, and a student trying to pass off another 
student’s work as his own are examples of cheating. Whenever a teacher suspects two 
students of cheating, the teacher will confront the students individually before speaking 
to them together. The same process outlined for plagiarism will be followed for instances 
of cheating. A student who allows others to copy his work will also be held accountable 
in the same fashion. A disciplinary referral will be issued if cheating has occurred.  
 

WEAPONS 
 

Weapons of any type are not permitted on the school property including parking areas, at 
a school sponsored event or any related school activity. Weapons include any firearm, 
sword, electric weapon, destructive device, razor blade, box cutter, pocket knife or other 
such paraphernalia. F.S. 790.115.  
 
Violations of a weapon free school environment may result in suspension or expulsion 
for not less than one year from the school. Depending on circumstances, the student could 
also be charged with a felony of the third degree.  
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DRUGS 
 

The Classical Charter is a drug free school environment. Any suspected unlawful use, 
possession, or sale by a student of any controlled substance, any counterfeit controlled 
substance, any alcoholic beverage, model glue or over the counter drugs are required to 
be reported in good faith to the Principal.  F.S. 1006.09. Random drug testing ids 
conducted for 7-12 students involved in extracurricular activities or driving a motor 
vehicle on campus.  
 
 
 
Violations may include: 
 Use, possession, under the influence of, or sale of alcohol or other controlled 

substance or alleged substance including over the counter drugs.  
 Endangering the health and safety of students by distribution or preparation of 

information, written or oral, while on school property for the purpose of soliciting, 
participation or attendance in parties or gatherings where it is known, represented or 
likely that a prohibited chemical substance will be distributed or consumed.  

 Criminal use of wireless communication device on campus. 
 

Violation of the drug school policy may result in notification of parents, police, 
suspension or expulsion. A family education program for student and parents may also be 
recommended. 

  
BULLYING & HARASSMENT 

 

The Classical Charter seeks an environment where all its students, employees, and 
volunteers learn and work in an environment that is safe, secure, and free from bullying 
and harassment of any type. 
 
Students are expected to conduct themselves as appropriate for their level of 
development, maturity and demonstrated capabilities. Students will have a proper regard 
for the welfare and rights of other students and school staff, the educational purpose 
underlying all school activities and the care of school facilities and equipment. 
 
Student standards for behavior are set cooperatively among students, parents/legal 
guardians, and staff and community members. Since students learn by example, school 
administration, faculty, staff and volunteers will demonstrate appropriate behavior, treat 
others with civility and respect, and will not tolerate bullying or harassment: 
 During any school educational program or activity. 
 School related or sponsored program or activity. 
 On a school provided transportation, bus or authorized vehicle.  
 Through the use of data or computer software that is accessed by a school computer, 

computer system or network.  
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Bullying means intentionally and repetitively inflicting physical hurt or psychological 
distress on one or more students or employees and may involve but not limited to: 
 Teasing.  
 Social exclusion.   
 Threat.  
 Intimidation.  
 Stalking, including cyber stalking as defined herein.  
 Physical violence. 
 Theft.  
 Sexual, religious, racial or gender orientation harassment.  
 Public humiliation.  
 Destruction of property.  

 
Harassment means any threatening, insulting, or dehumanizing gesture, use of data or 
computer software, or written, verbal or physical conduct directed against a student or 
employee:  
 Places a student or employee in reasonable fear of harm to his or her person or 

damage to his or her property. 
 Has the effect of substantially interfering with a student’s educational performance, 

opportunities or benefits.  
 Has the effect of substantially disrupting the orderly operation of the school.  

 
Bullying and harassment also encompasses: 
 Retaliation against a student or employee by another student or employee for 

asserting or alleging an act of bullying or harassment that is not made in good faith. 
 Cyber stalking to communicate words, images or language through the use of 

electronic mail or electronic communication directed at a specific person causing 
emotional distress and serving no legitimate purpose.    

 Perpetuation of bullying or harassment conduct by an individual or group with the 
intent to demean, dehumanize, embarrass or cause emotional or physical harm.   

Reporting 
All school employees are required to report alleged violations of bullying or harassment 
to the Principal. All other members of the school community, including students, 
parents/legal guardians, volunteers and visitors are encouraged to report any act that may 
be a violation anonymously or in-person to the Principal.   
 
Misreporting 
Consequences and appropriate remedial action to have wrongfully and intentionally 
accused another as a means of bullying or harassment range from discipline, suspension 
to a report to law enforcement.  
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Consequences  
Consequences for student act of bullying or harassment may range from behavioral 
intervention up to suspension or reassignment. An employee found to have committed an 
act of bullying or harassment may be disciplined in accordance with school policies. A 
certified educator may also receive a sanction against their state issued teaching 
certificate. A visitor or volunteer found to have committed an act of bullying or 
harassment may have a report issued to law enforcement.  Accusations made in good 
faith, even though subsequently found to be false, shall not be subject to discipline 
consequences or remedial action.  

  
 

DRESS CODE 
  

Note: The Classical Charter School Founding Board will define the specific dress 
code for the students. 
 
Uniforms are a means to help all members of the school attend to the mission and vision 
of the school. The purpose of the uniform policy is twofold. First, it is to minimize 
distraction and focus students’ attention on their work at school rather than their attire, 
and to project a unified school image, which is proper and neat in appearance, reflecting 
the important nature of our enterprise. Second, it serves as a tool of character 
development (i.e., developing a sense of simplicity, dignity, modesty; understanding 
principles and how rules are connected to principles; making prudent decisions, etc.).  
 
Classical Charter School students dress their best, look their best and do their best. All 
clothing is to be neat, clean and properly fitting. If a student is wearing inappropriate 
attire, the parent will be notified and a change of clothing may be required for attendance 
that day. Students are to be in uniform whenever they are on campus. They are to arrive 
and depart fully in uniform.  Also, there is a non-uniform dress code for special events 
such as athletic events or special events.  
 
General guidelines for dress include: 
 Shirts must be fully buttoned (only collar button may remain unbuttoned), and 

always remain tucked in so that dress belt may be seen. Undershirts must be solid 
white and otherwise unseen. 

 Skirt hems may be no higher than just above the knee both in front and back. Skirts 
must be worn at the waist and hem should be within two inches of the ground when 
kneeling on a level surface. 

 Properly fitting khaki dress slacks are worn at the waist with a solid dark colored 
dress belt. Khaki walking shorts may be permitted during hot weather months. 

 All students wear dark, solid colored, polished dress shoes. White socks may only be 
worn with shorts or skirts. Girls should wear solid color black or white nylons, tights, 
or socks. Socks must be crew length or knee high length with no decorations and 
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logos on socks.  
 Boys’ hair must be trimmed and combed so that is neat, off the collar, off the ears, 

and not hanging below the eyebrows. Girls’ hair should be neatly combed or styled, 
neat bows, barrettes, headbands, and “scrunchies” are permissible but must match 
skirt colors. Hair must be natural looking in color. 

 All jewelry should be subtle and tastefully matched to the uniform. Girls may wear 
one pair of short earrings only on the ear lobes. “Short” means that the earrings 
should not hang more than ½ inch below the ear lobe. Loops are not to be larger than 
the size of a nickel. For each student, one simple ring on each hand is permitted. One 
wrist bracelet, one watch, and one small necklace are permissible. 

 Girls’ makeup is permitted and should be applied tastefully and in moderation. 
Fingernails should not be excessively long and may only be painted in shades of red 
or pink and colors matching one’s skin tone, French manicures are acceptable. 

 Students will bear no tattoos, temporary or permanent, including pen and ink writing 
and drawings on the skin. 

DRESS GUIDELINES 
DRESS MALE STUDENT FEMALE STUDENT 

Polo Shirt Short or long sleeve. 
Black or white. 

Short or long sleeve. 
Black or white. 

Skirt - Red plaid. 

Slacks/Shorts Khaki. Khaki. 

Dress Belt Brown or black.  Brown or black. 

Sweater Black. Black. 

 

STUDENT PLEDGE 
 

Citizenship 
I honor rules and laws and act with obedience towards authority. I give of my time and 
abilities to serve others. I uphold liberty and equality through respect for individual 
differences and knowledge of our democratic system.  
 
Courage 
I will do what I know is right despite fear, hardship and opposition. I resist negative peer 
pressure and defend the rights of myself and others and encourage others to do the same.  
 
Honesty 
I will not knowingly induce others to believe what is false. I am always truthful with my 
words and actions regardless of circumstances or consequences. 
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Humility  
I use my gifts, talents, and intellect to serve others humbly.  I am teachable, not 
aggressive or arrogant. I have a realistic self-esteem, yet I act consciously to take a place 
lower than others.  
 
Integrity 
I am a person of strong ethical values who makes consistently good choices in keeping 
with my knowledge of right and wrong. I ask for help if I am unsure of what to do or say.  
 
Perseverance 
I shun despair and strive to complete a task or project to the best of my ability even when 
it is difficult. I respond creatively to overcome obstacles and ask for help when necessary.  
 
Respect 
I regard myself and others as deserving of kind and just treatment. My conduct is 
considerate and polite. I look for the good in others and demonstrate compassion. My 
attitude towards others and their property reflects the way I wish to be treated.  
 
Responsibility 
I accept obligations related to my own good and the good of others and I act on those 
obligations in a manner suitable to their timely and satisfactory fulfillment. I am willingly 
accountable for what I do and say, and I seek to learn from my mistakes. 
 
Student Signature   _______________________ Date _____________________ 
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APPENDIX 
Certification of Receipt of Employee Handbook 
 

 
 
 
 
I. OVERVIEW OF THE CLAY CLASSICAL ACADEMY 

 
A. Vision & Mission 

 
The vision of the School is to prepare its graduates for success in the most highly selective 
colleges and universities in the nation, and to be leaders in creating a more philosophical, 
humane and just society. The graduated students will have a moral compass, can reason and 
think and make a contribution to their community and America and provide opportunities 
for themselves and for future generations. 
 
The mission of Clay Classical Academy (CCA) is to create an academically rigorous, college 
preparatory school in the classical tradition. The ultimate goal of CCA is to inculcate a strong 
sense of virtuous character, enabling graduates to become purpose driven responsible 
citizens. 
 

B. Working Environment 
 
The School endeavors to create a friendly working environment for all employees. In pursuit 
of this goal, the School has adopted the following employee relations objectives: 
 Provide an exciting, challenging, and rewarding workplace and experience. 
 Select employees on the basis of skill, training, ability, attitude, and character without 
discriminating. 
 Review wages, employee benefits, and working conditions periodically with the 
objective of being competitive in these areas, consistent with sound business practices. 
 Assure employees, after talking with their supervisor, an opportunity to discuss any 
issue or problem with the appropriate administrator. 
 Take prompt and appropriate action to resolve complaints which may arise in the 
everyday conduct of our business. 
 Respect individual rights and treat all employees with courtesy and consideration. 
 Maintain open communications and mutual respect in our working relationships. 
 Promote an atmosphere consistent with the School’s vision, mission, and goals. 
 
 
 

THE POLICIES IN THIS HANDBOOK ARE GUIDELINES; ARE NOT EXPRESSED OR IMPLIED 
CONTRACTS WITH EMPLOYEES; AND DO NOT CREATE CONTRACTUAL OBLIGATIONS OF 
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ANY KIND BETWEEN THE SCHOOL AND ANY OF ITS EMPLOYEES. ADDITIONALLY, THIS 
HANDBOOK IS NOT TO BE CONSTRUED BY AN EMPLOYEE AS CONTAINING BINDING 
TERMS AND CONDITIONS OF EMPLOYMENT. THE SCHOOL RETAINS THE RIGHT TO 
TERMINATE ANY EMPLOYEE, AT ANY TIME, CONSISTENT WITH STATE AND FEDERAL 
LAW. 

 
The provisions of this Handbook have been developed at the discretion of the Governing Board, 
and the policies in this Handbook may be amended, revised, supplemented, or rescinded at any 
time, in the sole discretion of the school’s Governing Board. 

 
 
 

C. What The School Expects From You 
 
 As a member of the School’s team, your help is sought to make each working day enjoyable and 
rewarding. Your first responsibility is to perform the duties assigned to you promptly, correctly 
and pleasantly. You are also expected to cooperate with management and your fellow 
employees. How you interact with fellow employees and those whom the School serves, and 
how you accept direction can affect the success of your department. In turn, the performance of 
one department can impact the entire service offered by the School. Whatever your position, 
you have an important assignment: perform every task to the very best of your ability. The 
school is dedicated to making an organization in which you can approach administration to 
discuss any problem or question. We expect you to voice your opinions and contribute your 
suggestions to improve the quality of the School. We are all working for the success of the 
School and to support student success, so please communicate with each other and with 
management. 
 
The school encourages you to discuss any issue you may have with a co-worker directly with 
that person. If a resolution is not reached, please arrange a meeting with the Principal to discuss 
any concern, problem, or issue that arises during the course of your employment. Retaliation 
against any employee for the appropriate use of communication channels is unacceptable. 
Please remember it is counterproductive for employees to create or repeat rumors or office 
gossip. 
 
The School encourage all employees to bring forward their suggestions and good ideas about 
how the School can be made a better place to work and our service to customers enhanced. 
When you see an opportunity for improvement, please talk it over with the Principal. She/he 
can help you bring your idea to the attention of the people of the School who may be 
responsible for implementing it. All suggestions are valued. 
 
D. Purpose of the Employee Handbook 
 
The purpose of this handbook is to provide guidance and information in regard to the various, in 
some instances complex, employment issues, terms, and policies. This handbook covers a broad 
range of topics, and is meant to apply generally to all employees. If you have questions, please 
see the Principal.  
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II. EMPLOYMENT POLICIES 
 
A. Equal Employment Opportunity 
 
The school is an equal opportunity employer committed to maintaining a non-discriminatory, 
diverse work environment. The School does not unlawfully discriminate against any person on 
the basis of race, color, religious creed, age, sex, national origin or ancestry, mental or physical 
disability, medical condition, status as a Vietnam-Era or disabled veteran status, military service, 
sexual orientation, spousal affiliation, marital status, gender identity or any other basis 
protected by federal, state or local law. This policy covers all the School’s programs, services, 
policies, and procedures. 
 
 
 
 
B. Employees with Disabilities 
 
In accordance with the Americans with Disabilities Act (ADA), the School does not discriminate 
against any "qualified individuals with a disability." Individuals qualify for employment if they 
meet the educational, skills, and experience requirements of a position and can perform the 
essential functions of the job with or without a reasonable accommodation. Individuals have a 
disability if they have an impairment that impacts a major life function such as caring for one's 
self, performing manual tasks, walking, hearing, seeing, speaking, breathing, learning, or if the 
impairment otherwise impacts an individual's ability to perform a class of jobs or broad range of 
jobs. Psychological impairments, learning disabilities, and some chronic health impairments, 
such as epilepsy, diabetes, arthritis, cancer, cardiac problems, and AIDS may also be considered 
disabilities. 
 
The School is committed to diversity and nondiscrimination and supports the full employment of 
qualified individuals with disabilities in its workforce. Therefore, a process has been established 
to assist employees with disabilities in reasonably modifying the work environment to allow the 
employee to perform the essential functions of his or her job. It is the responsibility of the 
employee to request an accommodation of his or her physical or mental disability by contacting 
the Principal. In accordance with the ADA, the School will take such requests seriously and will 
promptly determine whether the employee is a qualified individual with a disability and whether 
a reasonable accommodation exists which would allow the employee to perform the essential 
functions of the job without imposing an undue hardship on the School or other employees. 
 
EMPLOYEES WITH SERIOUS DISEASES. The School will not discriminate in employment decisions 
against individuals with infectious, long-term, life-threatening or other serious diseases as long 
as they are physically and mentally able to perform the duties of their job without undue risk to 
their own health or that of other employees or students. 
 
 “Serious disease” definition. Serious diseases for the purposes of this policy include, but are 

not limited to, cancer, heart disease, multiple sclerosis, hepatitis, tuberculosis, human 
immunodeficiency virus (HIV) and acquired immune deficiency syndrome (AIDS).  
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 Non-discrimination policy. Employees afflicted with a serious disease are to be treated no 
differently than any other employee. If the serious disease affects their ability to perform 
assigned duties, such employees are to be treated like other employees who have 
disabilities that limit their job performance. Reasonable accommodations will be considered 
as described above in paragraph D. 2. To the extent required by law, the School will 
maintain the confidentiality of the diagnosis and medical records of employees with serious 
diseases.  

 
C. Anti-Harassment/Discrimination Policy 
 

The School is committed to providing a work place that is free of unlawful discrimination or 
harassment. Every employee is expected to treat his or her co-workers, visitors, students 
and guests professionally and respectfully. Each employee is required to familiarize 
him/herself with this Anti-Harassment/Discrimination Policy, reporting obligations and 
procedures. If you have any questions about the School’s policy, please contact the Principal 
or his/her designee for clarification.  

 
1. No Tolerance Harassment/Discrimination Policy. The School is committed to creating a 

workplace free of discrimination and harassment. Both the law and the School prohibit any 
form of discrimination and/or harassment based on race, color, religious creed, age, sex, 
national origin or ancestry, mental or physical disability, medical condition, status as a 
Vietnam-Era or disabled veteran status, military service, sexual orientation, spousal 
affiliation, marital status, gender identity or any other basis protected by federal, state or 
local law. All of these groups are referred to in this policy as ―protected classes. The policy 
applies to all employees, contract workers, consultants, vendors, students, parents and 
guardians, visitors and guests, or any other people doing business with or for the School. It is 
in effect not only at the School primary site but during all school-sponsored functions. 

 
 2.   Discrimination/Harassment Described. Discrimination and harassment include conduct that 

could reasonably be construed generally as any unwelcome behavior towards another, 
whether verbal, physical or visual, that is based on a person‘s belonging to a protected class. 
This conduct will most likely interfere with others in their ability to work and most certainly 
will be intolerable as an example to our students and our community. All such harassment 
can be unlawful when it is severe or pervasive enough to affect a reasonable employee‘s 
job. 

 
 a. SEXUAL HARASSMENT: Because sexual harassment raises issues about human interaction 
that are to some extent unique, the subject of sexual harassment is described separately 
here, however, it is no more or less tolerable than harassment based on some other 
protected status. Sexual harassment is a form of sex discrimination that may include: 
 
 requests for sexual favors;  
 sexual advances;  
 persistent or unwelcome flirtation or requests for dates, especially if the behavior 

continues after a clear objection has been made;  
 sexually motivated inappropriate conduct such as facial expressions or body language, 

leering, making sexual gestures or actual touching, kissing, impeding or blocking 
another‘s movements;  
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 displaying sexually suggestive objects, pictures or cartoons; demands to submit to 
sexual requests in order to maintain employment or avoid some employment-related 
loss (e.g. salary), and offers of job benefits or favors in return for sexual favors;  

 intimidation and hostility directed to an individual because of sex; or explicit or 
degrading verbal, written or electronic comments of a sexual nature, such as comments 
about an individual‘s body or dress.  
 

This list is not exhaustive and applies to conduct by co-workers, supervisors, volunteers and 
others invited to the School premises. Sexual harassment can apply to conduct in any work-
related sexual harassment can apply to conduct in any work-related setting outside the work 
place as well. 

 
Consensual sexual behavior between adults, outside the workplace and welcome by both 
parties is not considered sexual harassment; however, those who engage in such relationships 
should be aware that questions regarding the actual freedom of choice of one of the parties 
may be raised later, especially when a superior/subordinate relationship exists between them. If 
you believe that you have experienced or witnessed sexual harassment, following the process 
described in paragraphs 3 through 6 below. 
b. HARASSMENT/DISCRIMINATION OTHER BASIS. Other prohibited harassment includes verbal 
or physical conduct which degrades or shows hostility or aversion toward an individual even 
partly because of a person‘s belonging to a protected class. Conduct similar to that described 
above as sexual harassment and discrimination, if based on one of these protected 
classifications is illegal. For example, verbal conduct such as epithets, jokes based on ethnicity, 
age-related derogatory comments, foul or obscene language or racial slurs will likely be 
unwanted and offensive to others resulting in unwelcome behavior that could be interpreted as 
harassing or discriminatory. 

 
 3. Employee Responsibilities. All employees of the school are responsible for taking appropriate 
action to prevent and eliminate harassment and discrimination at the School. If you experience 
discrimination or harassment, the School encourages you to firmly and promptly notify the 
offender that his or her conduct is offensive, even if it is not directed at you. If you choose not to 
address the issue directly with the person, or if the conduct continues you should report the 
conduct immediately. If you observe discrimination or harassment of another employee, 
student, visitor or guest, by a fellow employee, report the concern immediately. At no time 
should you assume that inappropriate conduct between a student and an adult is acceptable, 
―consensual‖ or that it should not be reported because you are concerned that you 
misinterpreted the conduct. 

 
 4. Reporting Complaints. If you experience or observe harassment or discrimination you should 
bring your concerns directly to the School’s. Your complaint will be promptly investigated by the 
individual to whom you reported or a third-party investigator, if appropriate. The complainant 
and the alleged offender will be instructed to limit their work contact with each other 
immediately, pending the outcome of the investigation. 

 
5. NO RETALIATION. THE SCHOOL WILL NOT TOLERATE RETALIATION OR REPRISALS OF ANY 
TYPE AGAINST ANY EMPLOYEE WHO COMPLAINS OF HARASSMENT OR PROVIDES 
INFORMATION IN CONNECTION WITH ANY SUCH COMPLAINT. RETALIATION IS CONSIDERED 
TO BE MISCONDUCT AND GROUNDS FOR DISCIPLINARY ACTION, UP TO AND INCLUDING 
DISCHARGE.  
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6. Complaint Procedure, Investigation and Response. Complaints may initially be made verbally, 
however, the complainant must complete a Harassment Complaint Form‖ to assist with the 
investigation process.  

 
a) Normally, an investigation will include interviews with the complainant, and the alleged 
offender (who will be told of all of the allegations against him or her) and all witnesses or other 
relevant persons as necessary to establish the facts. All employee-witnesses, the complainant 
and the alleged offender are expected to cooperate in the investigation. Failure to cooperate or 
deliberately providing false information during an investigation, including in complaint itself, will 
be grounds for disciplinary action, up to termination or discharge. Other individuals, such as a 
third party investigator, may be involved to resolve the complaint. The investigator will collect 
and review all relevant documents.  
 
b) The school will investigate every report of harassment or discrimination. In conducting an 
investigation, the School will respect the privacy of all concerned; however, complete 
confidentiality may not always be possible because of the need to conduct a complete and 
thorough investigation and to ensure that all parties’ interests are fairly protected. 
  
c) As soon as the investigation is finished, the investigator will meet with the individual‘s 
supervisor or if appropriate the supervisor‘s supervisor(s), and report whether he or she 
believes that discrimination or harassment has occurred. If the investigation results in a finding 
of discrimination and/or harassment, then the supervisor will determine the appropriate 
disciplinary action up to and including a recommendation to terminate or discharge the 
employee. The supervisor will inform the complainant and the alleged offender of the outcome 
of the investigation and his/her proposed disciplinary action. The date of the discussion with the 
respective party shall constitute the determination date.‖  
 
d) Appeal. If the complainant or alleged offender is not satisfied with the outcome of a 
discrimination complaint, either employee may appeal that decision to the School Governing 
Board or to a neutral third party, whichever is deemed appropriate by the Principal. The 
employee appealing the supervisor‘s decision must submit a written appeal to the Principal with 
copies to the other party within five (5) working days of the determination date. The non-
appealing party and supervisor of the appealing party has the option of submitting written 
materials in support of their respective positions within three (3) working days from the date 
they receive the appealing parties‘ appeal.  

 
e) Final Decision. The Governing Board or neutral third-party will inform the 
complainant/respondent of the appeal decision in writing within five (5) working days from the 
date the appeal was submitted. This is the final level of review in the internal complaint process. 
The time lines set forth in this policy may be waived or extended by the Governing Board.  

 
D. Religious Accommodation: Sometimes individuals hold religious beliefs or conduct religious 
practices that conflict with their work schedules or assigned responsibilities. The School will 
attempt to provide a reasonable accommodation for religious beliefs and practices of such 
individuals if to do so does not impose an undue hardship for the employee's department, or 
interfere with the employee's ability to perform the essential functions of the position. If you 
would like to request reasonable accommodation based on your religious beliefs, you should 
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contact the Principal. You may be asked to provide appropriate documentation to support your 
request. 

 
E. Employee Background Check: Prior to becoming an employee of the School, a comprehensive 
background check consisting of prior employment verification, professional reference checks, 
education licensure and certification confirmation, and a criminal background check is 
conducted in accordance with applicable laws. 

 
 G. Personnel Records: The responsibility of handling personnel records and related personnel 
administrative functions at the School has been assigned to the Assistant Principal or Business 
Manager. Questions regarding insurance, wages, and interpretation of personnel policies may 
be directed to him or her. The School strives to balance its need to obtain, use, and retain 
employment information with each individual‘s right to privacy. To this end, it attempts to 
restrict the personnel information maintained to that which is necessary for the conduct of its 
business or which is required by federal, state, or local law. The Principal (or designee) is 
responsible for overseeing the record keeping for all personnel information. Employees have a 
responsibility to ensure their personnel records are up to date and should notify the Business 
Manager in writing of any changes in name; address; contact phone numbers; marital status (for 
benefits and tax withholding purposes only); number of dependents (for benefits and tax 
withholding purposes only); addresses and telephone numbers of dependents and spouse or 
former spouse (for insurance purposes only); beneficiary designations if applicable; and 
emergency contact information. If you have a change in any of these items, please complete an 
“employee change” form and return to the Business Manager as soon as possible. 

 
1. Contents of File. In addition, an employee‘s personnel file may contain the following 
information:  
Complete application for employment along with verification of qualifications for the position as 
outlined in job description;  
 Professional license;  
 Official transcript;  
 Employee‘s contract;  
 Signed Job description;  
 Pre-employment references; 
 Signed acknowledgment that the employee has received the employee policies handbook, 

which includes separate acknowledgements that employee has received and understands 
policies on child abuse and neglect, confidentiality, equal employment opportunity; drug 
free workplace, conflicts of interest, employee complaints and problem solving, termination 
and discharge, employee discipline, email and computer usage, the employee code of 
conduct and confidentiality;  

 Performance appraisals;  
 Documented attendance at educational and training programs, including in-service courses 

and orientation;  
 Any complaints, allegations, inquiries or findings of student abuse or neglect; warnings or 

disciplinary actions;  
 Documentation of equipment issued to employee: keys, pagers, cell phones, etc.  

 
2. Separate File. The following records will be maintained in a separate file, apart from the 
personnel file, for each employee:  
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 Employment medical records;  
 INS (Immigration and Naturalization) I-9 Form;  
 Workers‘ compensation records;  
 Health records;  
 Drug testing records;  
 Fingerprint results/background check results  

 
2. Inspection of Personnel File. Employees may inspect their own personnel records in the 

presence of the Principal (or designee). Such an inspection must be requested in writing to 
the Principal (or designee) and will be scheduled at a mutually convenient time. Employees 
who feel that any file material is incomplete, inaccurate, or irrelevant may submit a written 
request to the Principal (or designee) that documentation to correct such materials be 
added to personnel files. Only supervisors and others in management who have an 
employment related need-to-know about another employee may inspect the personnel files 
of a particular employee.  

 
H. Work Schedule:  

1. Business Hours. The School generally operates from 7:30 am until 4:30 pm. Work 
schedules are determined by the Principal. Please consult with the Principal if you have any 
questions concerning your work schedule.  

2. Classroom Coverage. Students must be supervised at all times and are never left unattended. 
If you need to leave your classroom or work station, you must contact the Principal so adequate 
coverage can be arranged. If you need to leave the campus for any  

 
3. Absence or Lateness. If you are unable to report to work, or if you will arrive late, you are 
required to contact the office before 7:30 am. If you know in advance that you will need to be 
absent, you must request this time off directly from the Principal. If you are absent because of 
an illness, the Principal may require that you submit a written statement from your health care 
provider stating that you are able to resume your employment responsibilities. Unauthorized 
absences, lateness, or leaving campus may lead to disciplinary action, including possible 
dismissal.  

 
4. Severe Weather and Emergency Conditions. In the event of severe weather conditions or 
other emergencies, the School will follow the School District schedule.  

 
I. Recruitment: The School selects applicants for employment on the basis of such factors as 
experience, character, conformity with the School’s mission and philosophy, necessary 
credentials, and ability to perform their required duties. The School is committed to evaluating 
each applicant and employee of the basis of personal skill and merit. The School will make every 
effort to ensure that both the letter and spirit of the laws prohibiting discrimination are fully 
implemented in all of its working relationships. 

The School actively seeks diversity in its student/parent body, faculty, staff and administration. 
The School is committed to equal employment opportunity. As previously stated, the School 
does not discriminate on an individual‘s race, religion, color, creed, national origin, citizenship, 
disability, marital status, veteran status, sexual orientation or affection preference, age, sex, or 
any other classification protected by law. This policy governs all aspects of employment at the 
School, including hiring, assignments, training, promotion, upgrading, demotion, downgrading, 
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transfer, lay-off and termination, compensation, employee benefits, discipline and all others 
terms and conditions of employment. 

 
The School will take all appropriate steps to verify the information provided on an employment 
application. These steps may take place before or after commencement of employment. Any 
misrepresentation, falsifications or omissions of any information or date on employment 
applications may result in your exclusion from further consideration for employment and/for 
termination of employment. 

 
The School as all charter schools are required to finger print prospective employees for purposes 
of determining whether or not the prospective employee has a criminal history. 

 
The School uses several sources to generate a pool of qualified applicants once a determination 
has been made that a vacancy exists. These sources may include job postings, mailings, informal 
networking, outside job fairs, on-campus recruiting, on-line internet services, etc. 

 
J. Employee References. All written or telephone requests for business references, whether 
addressed to an individual or the School, will be referred to the Principal (or designee) for reply. 
All information released on employees must be in writing, with a copy retained in the 
employee's personnel record. Without an employee's prior written authorization or release, the 
Principal (or designee) will only confirm that the employee works or has worked at the School. 
K. Employee Requested Credit Checks. All requests for business credit checks (salary 
confirmation) will be referred to the Principal (or designee) for reply when written authorization 
from the employee has been obtained. Replies to telephone requests for salary confirmation 
will be limited to confirming title, salary, dates of employment and employment status. 

 
L. Compliance with Laws Affecting Child Welfare - Florida Statute Section 39.201 (1) (a) 
“Any person who knows, or has reasonable cause to suspect, that a child is abused, abandoned, 
or neglected by a parent, legal custodian, caregiver, or other person responsible for the child's 
welfare, as defined in this chapter, shall report such knowledge or suspicion to the department 
in the manner prescribed in subsection (2). 

 
A. Reporting responsibility. As noted, child abuse should be reported immediately by telephone 
to a child protective agency. The telephone call is to be followed by a written report within 
thirty-six (36) hours. There is no duty for the reporter to contact the child‘s parents. In fact, if a 
child is released to a peace officer or a child protective agency agent, the reporter will not notify 
the parent as required in other instances of removal. Child protective agencies responding to 
incident reports are prohibited from disclosing a reporter‘s identity to a reporter‘s employer. 

 
B. “Abuse” defined. Child abuse is broadly defined as ―a physical injury which is inflicted by 
other than accidental means on a child by another person.‖ Child abuse can take the following 
forms:  
 Sexual abuse: Sexual abuse means, in general, sexual assault or sexual exploitation. Sexual 

abuse does not include children who voluntarily engage in sexual activity with children of a 
similar age. However, such situations raise the issue of possible neglectful adult supervision. 
Pregnancy of a minor does not, in and of itself, constitute suspicion of child abuse;  
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 Neglect: Neglect occurs when a child‘s custodian has failed to provide adequate ―food, 
clothing, shelter, medical care, or supervision‖ that may or may not have resulted in any 
physical injury;  

 Unlawful corporal punishment: Unlawful corporal punishment occurs when any person 
willfully harms or injures a child to such a degree that a traumatic condition results; and  

 Willful cruelty or unjustifiable punishment: Child abuse also includes the situation where any 
person willfully causes or permits any child to suffer… unjustifiable pain or mental suffering, 
or when any person endangers a child‘s health.  

 
III. WAGE AND SALARY POLICIES 

 
A. An Equal Opportunity Employer: Employee compensation will be structured to attract, 
motivate, retain, and reward high quality personnel to effectively carry out the objectives of the 
School without regard to race, color, ancestry, religion, age, sex, national origin, disability, 
medical condition, status as a veteran, sexual orientation, spousal affiliation, gender identity or 
any other basis protected by federal, state or local law. The School will prioritize its expenditure 
of resources to achieve a competitive compensation position in public education in the local 
area market. 

 
B. Pay Periods: The payroll period is a two week period from Mondays 12:00 AM until Sundays 
11:59 PM and you will be paid each subsequent Friday following the completion of that pay 
period. Your check will reflect your compensation for that pay period, less required payroll 
deductions. If you were hired after a payroll deadline (check with your supervisor), your first 
paycheck will be delayed until the second payday after you started work. You will be issued pay 
checks every two weeks or 26 times per year. Your deductions will be itemized on your payroll 
stub. You should review your paycheck stub carefully each payday. If, at any time, you have any 
questions about the amounts shown on your paycheck or how they are calculated, you should 
contact the Business Manager. If you have been overpaid, and it is later discovered, you will be 
required to return the overpayment in full to the School. 

 
C. Basis for Determining Pay: The School Governing Board adopts a salary schedule each year 
based upon education, experience, and legislative mandates. 

 
D. Salary Increases: Each job class or licensing level presently has a salary range. Increases 
beyond the initial or minimum salary for your class or license level may be granted annually until 
the employee reaches the top step of their salary range. If you receive a new job at a higher or 
lower level of pay, your salary will be adjusted according to the salary schedule rules that are 
adopted by the Governing Board. 

 
E. Direct Payroll Deposit: Direct payroll deposit is the automatic deposit of your pay directly into 
a financial institution account. Contact the Business Manager for details and the necessary 
authorization forms. This is a benefit we provide for your convenience. All employees are 
encouraged to take advantage of this service. 

 
F. Mandatory Deductions from Paycheck:  Federal income tax, Social Security and Medicare 
taxes will be deducted from your pay check as required by law. These deductions will be 
itemized on your check stub. The amount of the deductions will depend on your earnings and on 
the information you furnish on your W-4 form regarding the number of exemptions you claim. If 
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you wish to modify the number of deductions, please request a new W-4 form from the 
Business Manager. Only you may modify your W-4 form. Verbal or written instructions are not 
sufficient to modify withholding allowances. We advise you to check your pay stub to ensure 
that it reflects the proper number of withholdings. Other mandatory deductions from your 
paycheck in court-ordered garnishments or support deductions. If the School receives a court 
order mandating that your pay be garnished you will be notified and provided a copy of the 
order. The School will comply with the court order until such time as you provide a subsequently 
dated and signed court order directing the School to cease making the deduction from your pay 
check. 
 
G. Employment Classifications: Your position at the School is classified as either regular full-
time, part-time or short-term. In addition, you are classified as either non-exempt or exempt. 
Certain policies and procedures outlined in the Employee Handbook may apply differently to 
you depending on how your job position is classified. If you have a question concerning 
applicability of any particular provision, contact the Principal or the Business Manager prior to 
signing the receipt for this Handbook. 

 
 Non-Exempt and Exempt Employees. At the time you are hired or you transfer to a new 

position, you will be classified as either "exempt" or "nonexempt." This is necessary 
because, by law, employees in certain types of jobs are entitled to overtime pay for hours 
worked in excess of forty (40) hours per workweek. These employees are referred to as 
"non-exempt" in this Employee Handbook. This means that they are not exempt from (and 
therefore should receive) overtime pay. Exempt employees are Principals, business 
managers, teachers, counselors, social workers, and others whose duties and 
responsibilities allow them to be "exempt" from overtime pay provisions as provided by the 
Federal Fair Labor Standards Act (FLSA) and any applicable state laws. 

 Full-Time Employees. An employee, who works 40 hours per week, is considered a fulltime 
employee.  

 Part-Time Employees. An employee who is regularly scheduled to work less than 40 hours 
per week is considered a part-time employee. If you are a part-time employee working less 
than 25 hours per week, you are not eligible for the employee benefits described in this 
Employee Handbook. Benefits will be prorated for employees working between 25 and 39 
hours per week.  

 Overtime Pay. If you are a non-exempt employee you will be paid overtime in accordance 
with state and federal laws. Any overtime must be approved in advance by your supervisor; 
failure to obtain authorization prior to working overtime may result in disciplinary action. 
For purposes of determining overtime pay, The School’s work week shall be from 12:00 a.m. 
Monday until 11:59 p.m. Sunday.  
  

IV. PERFORMANCE 
 

A. Performance Reviews: The Principal will follow governing board policies and Florida 
Department of education requirements when conducting performance reviews for all licensed 
and certified personnel. The performance reviews will be conducted collaboratively between 
the Principal and the School employees. Nonexempt employees will be evaluated annually; 
licensed personnel will be evaluated in a manner consistent with FDOE regulations. The Principal 
will be evaluated no less frequently than once per year by the Governing Board. During a formal 
performance review the Principal may cover the following areas: 
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 The quality and quantity of your work. 
 Strengths and areas for improvement. 
 Initiative and teamwork. 
 Attendance. 
 Customer service orientation. 
 Problem solving skills. 
 Ongoing professional growth and development. 
 All other competencies for your position, level of licensure or certification. 

 
Additional areas will also be reviewed as they relate to your specific job. Your review provides 
an opportunity for collaborative, two-way communication between you and the Principal. This is 
a good time to discuss your interests and future goals. The Principal is interested in helping you 
to progress and grow in order to achieve personal as well as work-related goals. 

 
The Principal can answer any questions you may have about the performance review process. 
The Principal uses your annual performance evaluation as a factor in recommending your 
rate/salary increase, promotions, or award of subsequent contracts, if any. Your performance 
evaluation may also be impacted by your willingness to follow and cooperate with the School’s 
employee conduct policies as described in this Handbook or other directives or instruction given 
to you by the Principal or your supervisor. 

 
 

V. STANDARD OF CONDUCT 
 

A. Smoking: The use of tobacco, or tobacco products at the School or any School sponsored 
functions, events or activities is prohibited for students, faculty, and staff. 

 
B. Staff Meetings: On occasion, you may be required to attend a meeting or school function 
outside your duty day. If you are a non-exempt employee, you will be paid for time spent. Prior 
approval by the Principal will be required for any overtime. 

 
C. Computer Software (Unauthorized Copying): The School licenses the use of computer 
software from a variety of outside companies. The School does not have the right to reproduce 
the software or to grant licenses for other users. Employees shall use the software only in 
accordance with the software publisher's license agreement. As a rule do not download school-
purchased software on any other computer without verifying the right to do so. Illegal 
reproduction of software can subject an employee to civil damages and criminal penalties, 
including fines and imprisonment. In addition, violation of this policy will result in disciplinary 
action up to and including discharge or termination from your employment. 
 
D. Employee Technology Acceptable Use Policy: The School provides technology resources and 
business equipment to its staff for educational and administrative purposes. This policy governs 
the use of business equipment, computers and telephonic communication systems, including 
email, Internet and Internet systems (collectively referred to as (technology resources). The use 
of School technology resources is a privilege granted to employees for the enhancement of job-
related functions. Violation of which may result in disciplinary actions. The School does not 
attempt to articulate all possible violations of this policy. In general, users are expected to use 
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the School computers and computer networks in a responsible, polite, and professional manner. 
Users are not allowed to: 

 
 Knowingly send, receive, or display sexually oriented images, messages, or cartoons. 
 Knowingly or recklessly send, receive, or display communications that ridicule, disparage, or 

criticize a person, a group of people, or an organization based upon race, national origin, 
sex, sexual orientation, age, disability, religion, or political beliefs or for any other reason. 

 Knowingly send, receive, or display communications that demean, threaten, insult, harass, 
or defame others. 

 Knowingly send, receive, or display communications that disparage or berate the School, 
Board Members, or employees, or diminish employee productivity and/or professionalism. 

 Violate any local, State, or Federal statute or regulation including, but not limited to 
copyright laws. 

 Solicit, endorse, or proselytize others for commercial ventures, outside organizations, or 
religious, social, or political causes. 

 Disrupt, disable, damage, or interfere with services, equipment, or other users. 
 Access, assist, or allow others to access equipment, files, passwords, user codes, or 

information without authorization. 
 Use the School computers for personal business. 

 
The School reserves the right to review, audit, intercept, access, and disclose to review, audit, 
intercept, access, and disclose all matters placed on the School technology resources, as 
business conditions and/or security considerations warrant, without employee notice, during or 
after employee working hours. The use of a School provided password by an employee does not 
restrict the School’s right to access electronic communications. While the School does not 
regularly monitor electronic communications it reserves the right to do so without notice. 

 
Because the School reserves the right to access and monitor the use of the School’s 
technology resources, no employee should have any expectation of privacy in connection with 
the use of this equipment or the transmission, receipt, or storage of information in such 
equipment, whether the information is personal or school-related. 

 
E. Dress Code and Personal Appearance: Please understand that you are expected to dress and 
groom yourself in accordance with accepted social and business standards. You are expected to 
be suitably attired and groomed during working hours or when representing the School. If the 
Principal decides that your attire and/or grooming are inappropriate for the School you may be 
asked to leave your workplace until you are properly attired and/or groomed. Employees who 
violate dress code standards may be subject to disciplinary action. 

 
F. Drug-Free Workplace Policy: Employees who work while under the influence of alcohol or 
drugs present a safety hazard to themselves, their co-workers and students. In addition, 
employees who work under the influence of alcohol or drugs threaten the School’s reputation 
and integrity. School policy is to create a drug-free workplace in accordance with the Drug Free 
Workplace Act of 1988. The unlawful manufacture, distribution, dispensation, possession, sale 
or use of a controlled substance in the workplace or while engaged in business off premises, 
such as at a parent‘s home, are strictly prohibited. 
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G. Acceptance of Gifts: Advance approval from the Principal is required before an employee 
may solicit a gift on behalf of the School. School staff members are not to receive payment for 
tutoring, counseling, advising or providing services related to special programs from any student 
assigned to their classroom or other school functions. 
 
H. Employment of Relatives: If you and members of your family are employed by the School, 
one may not supervise the other nor work in the same department. If the employees are unable 
to develop a workable solution, the Principal will decide which employee may be transferred in 
such situations. Family members include the employee's spouse, child, parent, parent-in-law, 
grandparent, grandparent-in-law, granddaughter, grandson, daughter-in-law, son-in-law, 
stepparent, domestic partner (a person with whom the employee's life is interdependent and 
with whom the employee shares a mutual residence), brother, sister, brother-in-law, sister-in-
law, daughter or son of the employee's spouse or domestic partner, and any relative living in the 
household of the employee or domestic partner. Should two employees who work together or 
supervise each other enter into a personal, non-work related relationship, one or both 
employees may have to be transferred. 
 
No person who is the spouse, father, father-in-law, mother, mother-in-law, son, son-in-law, 
daughter, daughter-in-law, sister, sister-in-law, brother, or brother-in-law, of the head 
administrator may be employed by the School unless approved by the Governing Board. The 
Governing Board may not hire a head administrator who is the spouse, father, father-in-law, 
mother, mother-in-law, son, son-in-law, daughter, daughter-in-law, sister, sister-in-law, brother, 
or brother-in-law of any member of the Governing Board. 
 
I. Solicitations and Distributions: Solicitation for any cause during working time and in working 
areas is not permitted. You are not permitted to distribute non-School literature in work areas 
at any time during working time. Employees are not permitted to sell raffle chances, 
merchandise or otherwise solicit or distribute literature without management approval. Persons 
not employed  
by the School are prohibited from soliciting or distributing literature on School property. 
J. Confidentiality: As an employee of the School, you may learn confidential information about 
students, other employees or school business (together referred to as ― confidential school 
information). During and after employment with the School, confidential School information 
may not be shared with non-employees of the School and may only be shared with other School 
employees on a need-to-know basis. If you violate this policy, disciplinary action will be taken up 
to and including termination or discharge. 
 
The School will provide employee information to outside agencies only upon written 
authorization of the employee or as provided by law. Only the Principal is or her designee can 
make decisions about releasing confidential personnel information. Most banks, credit agencies, 
or other parties requiring employment information will provide you with an appropriate form. 
You must provide a written and signed authorization form to the school, before the School will 
release your personal information. School’s standard reference letters are limited to confirming 
dates of employment, job title, and current rate of pay. All requests for employment verification 
must be received by the Principal or Business Manager in writing. School’s response will be in 
writing. The School does not provide letters of recommendation. 
 
The School protects employees' confidentiality and expects the employees to protect 
confidential school information as well. No one should provide any information about an 
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employee and must refer any phone calls seeking such information to Principal or Business 
Manager. Under no circumstances will the School verify employment by telephone. In addition, 
the School also expects that you respect the privacy of your fellow employees, both with 
employees and non-employees. Personal information about any employee may not be discussed 
with other employees or non-employees without written authorization. Breaching confidences 
may be grounds for disciplinary action up to and including termination or discharge. 
 
K. Employee Privacy: The School reserves the right to search any person entering on its property 
or offsite while performing services for the School and to search property, equipment, and 
storage areas including but not limited to, clothing, personal effects, vehicles, buildings, rooms, 
facilities, offices, parking lots, desks, cabinets, lunch and equipment boxes or bags, and 
equipment. Any items that you do not want to have inspected should not be brought to work. 
 
L. Basis for Conduct-related Discipline: In addition to the foregoing described standards of 
conduct, the following is a list of unacceptable activities that can result in disciplinary action, up 
to and including termination. This list should NOT be considered comprehensive and nothing in 
this list alters the at-will nature of employment for some employees. 
  
 Violation of any School policy.  
 Violation of security or safety rules or failure to observe safety rules or School safety 

practices.  
 Negligence or any careless action which endangers the life or safety of another person.  
 Being intoxicated or under the influence of a controlled substance, including alcohol, while 

at work; use, possession or sale of a controlled substance in any quantity while on School 
premises, except medications prescribed by a physician to the employee in possession and 
which do not impair work performance.  

 Unauthorized possession of dangerous or illegal firearms, weapons or explosives on School 
property at any school sponsored event.  

 Engaging in criminal conduct or acts of violence, or making threats of violence toward 
anyone on School premises or when representing the School; fighting, or provoking a fight 
on School property.  

 Insubordination or refusing to obey reasonable instructions or directives issued by your 
supervisor while at work; unreasonably refusing to help out on a special assignment.  

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

 Intentional or negligent destruction of or damage to school property, or the property of 
fellow employees, customers, suppliers, or visitors in any manner.  

 Theft or unauthorized possession of school property or the property of fellow employees; 
unauthorized possession or removal of any school property, including documents, from the 
premises without prior permission from administration; unauthorized use of school 
equipment or property for personal reasons; using school equipment for personal profit or 
business.  

 Dishonesty; falsification or misrepresentation on your application for employment or other 
work records; untruthfulness about sick or personal leave; falsifying reason for a leave of 
absence or other data requested by the School; unauthorized alteration of School or student 
records or other documents.  
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 Spreading malicious gossip and/or rumors; engaging in behavior which creates discord and 
lack of harmony; interfering with another employee‘s ability to perform his/her job; 
restricting work output or encouraging others to do the same.  

 Immoral conduct or indecency on School property.  
 Conducting a lottery or gambling on School premises or when using School property and/or 

equipment.  
 Unsatisfactory or careless work, failure to meet work productivity or work quality standards.  
 Any act of harassment as described above.  
 Leaving work before the end of a workday or not being ready to work at the start of a 

workday without approval of your supervisor; stopping work before time specified for such 
purposes.  

 Sleeping or loitering during working hours.  
 Excessive use of the School’s telephones for personal calls.  
 Smoking on School property or in School vehicles.  
 Creating or contributing to unsanitary conditions.  
 Failure to report an absence or late arrival; excessive absence or lateness.  
 Obscene or abusive language toward any supervisor, employee, parent, or student; 

indifference or rudeness; any disorderly/antagonistic conduct on School premises.  
 Speeding or careless driving of vehicles.  
 Failure to immediately report damage to, or an accident involving, School equipment or 

property.  
 Unauthorized soliciting during working hours and/or in working areas; selling merchandise 

or collecting funds of any kind for charities or others without authorization during business 
hours, or at a time or place that interferes with the work of another employee on School 
premises.  

 Failure to use required timesheets, alteration of your own timesheet or records or 
attendance documents, punching or altering another employee‘s timesheet or records, or 
causing someone to alter your timesheet or records.  

 Any other act or omission which impairs or restricts the ability of the School to provide a 
safe and healthy environment for employees and students.  

M. Discipline Process: A number of tools are utilized to motivate, correct, and/or discipline 
employees, including, but not limited to verbal and written warnings, suspensions, and 
discharge or termination as determined to be appropriate in each individual circumstance. If 
your work performance is unsatisfactory or if your conduct on the job becomes a problem, your 
supervisor may counsel you and work with you to help resolve the issues. You may initiate this 
counseling as well. Your supervisor may but is not required to a progressive, corrective process. 
This disciplinary process may involve, but is not limited to, oral or written warnings, probation 
for poor work performance/habits, disciplinary suspension, and termination. If progressive 
discipline is not considered appropriate, however, the sequence described above will not be 
followed. 
 
THE PRINCIPAL RESERVES THE RIGHT TO DISCIPLINE AN EMPLOYEE BY TAKING WHATEVER 
ACTIONS, AT HIS/HER SOLE DISCRETION, DEEMS TO BE APPROPRIATE AND IN THE BEST 
INTERESTS OF THE SCHOOL, UP TO AND INCLUDING TERMINATION OR DISCHARGE. 
 
In the case of serious misconduct, it may be necessary to protect the safety and security of the 
workplace by suspending or placing the involved employees on administrative leave in order to 
remove them from the workplace. In addition, in some instances, while your supervisor is 
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investigating and considering appropriate action, you may be relieved from duty pending a full 
investigation of the circumstances. The investigation may have one of the following results: (a) if 
the circumstances do not justify suspension, you will be allowed to return to work, although 
other disciplinary action may be taken; (b) if the circumstances do justify suspension you will be 
notified of the suspension and dates and conditions for returning to work. You will not be paid 
or accrue sick leave (if applicable to you) for the period suspension occurs; or (c) if the 
circumstances justify termination, and you are not a ―tenured‖ employee, you will be dismissed 
and a final paycheck will be issued excluding time of unpaid suspension. If you are a ―tenured‖ 
employee and the circumstances justify termination or discharge, the process outlined in this 
handbook will be followed. 
 
N. Grievance Procedures for on the Job Problems: As an employee of the School and an 
important member of our team, we are concerned that on-the-job problems are brought to the 
attention of the School. Many problems tend to arise out of misunderstanding or lack of 
complete information. If problems are kept hidden, they tend to fester and to grow out of 
proportion to their seriousness. If you feel that anything has occurred that is in any way unfair 
to you, or if you have any complaints, requests, or constructive criticism, the best way to 
eliminate the problem is to talk it over. If the problem involves harassment of any kind, please 
Article II, C.4. 

 
1) Applicability. This grievance procedure policy does not apply for complaints about the 
following situations:  
 The contents of an evaluation or the discretionary act(s) of professional judgment relating to 

the evaluation of the work performance of any employee by his/her immediate supervisor;  
 Discharge or termination decisions (See below);  
 Situations in which the remedy for the alleged violation resides exclusively in some person, 

agency, or authority other than the School, its Principal or Governing Board;  
 A former employee cannot file a grievance after the effective date of separation from 

employment.  
 
 

 
2) Grievance process.  
a) Step 1. All problems should be taken to your immediate supervisor first for discussion. Your 
supervisor is always ready and willing to answer your questions about your work or your 
progress. If you have ideas for doing things a better way or encounter a problem about practices 
discussed herein or if any problems arise in the course of your work, talk to your supervisor. In 
most instances, the problem can be immediately solved after this first step is taken.  
 
b) Step 2. If, after talking to your supervisor, you have not received a satisfactory explanation or 
decision, you should notify your supervisor that you wish to present the problem to the 
Principal. To do this, write a statement to the Principal that includes:  
 Your name and position;  
 What the problem is;  
 When you discussed it with your supervisor;  
 What was your supervisor's response;  
 Why you disagree; and  
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 What you suggest as the proper response to the problem you raised.  
 

The Principal will investigate and will discuss the outcome of his/her review of the supervisor‘s 
proposed resolution of the problem with you. 

 
c) Step 3. If you feel you did not receive a satisfactory resolution from the Principal or decision, 
you should notify the Principal that you wish to present the problem to a neutral third party. To 
do this, write a statement to the Principal that includes:  
 Your name and position;  
 What the problem is;  
 When you discussed it with your supervisor;  
 What was your supervisor's response;  
 Why you disagree; and  
 What you suggest as the proper response to the problem you raised. 

 
The person designated by the Principal will make recommendations for a proposed resolution to 
the Principal and will discuss the recommendation with you. The Principal may, but is not 
required to accept the third party neutral‘s recommendation, or meet with you and the third 
party to reach a compromise solution, or the Principal may reject recommendation and reach a 
decision about the grievance that will be final. 
 
In all cases, if an immediate decision is possible, it will be given to you; if not, you will be 
informed of a time when an answer will be available. 
 
We urge that you bring all problems or complaints out into the open since only in this manner 
can any action be taken by the company. All complaints should be brought no later than ten (10) 
school days from the complained of incident. This is to insure that a proper investigation and fair 
evaluation can take place. 
 
 
 
 
VI. TERMINATION AND DISCHARGE 
 
A. Definitions.  
 
1) Termination. In the case of a licensed employee, termination‖ means non-renewal of a 

contract at the end of its term. For all other employees, termination means severing or 
ending the employment relationship. 

 
2) Discharge. Discharge means to sever the employment relationship of licensed personnel or 

employees under contract before the end of the existing contract.  
 
3) Just cause. Just cause refers to a reason for termination or discharge that is rationally 

related to an employee‘s competence or moral turpitude or the proper performance of 
his/her duties and that is not in violation of the employee‘s civil or constitutional rights.  
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B. Termination/Discharge Policy for Employees with Less than Three (3) Consecutive Years of 
Service: 

  
1)   General. The School may terminate an employee (licensed or non-licensed) with fewer than 

three (3) years of consecutive service for any reason it deems sufficient.  
 

a) Non-contract employees. Employees with three (3) years or less of consecutive service 
and who are not employed pursuant to a contract are considered at-will employees. A 
written notice of termination will be provided to the employee.  
 
b) Contract employees. Contract employees with three (3) years or less of consecutive 
service; i.e., who have not been reemployed under a third consecutive contract, may be 
terminated by non-renewal of their contracts without cause.  

 
Protest Procedure for Employees with Less than Three (3) Consecutive Years of Service. 
For an employee of less than three (3) consecutive years who was terminated or whose contract 
was not renewed, there is no protest procedure because such an employee may be terminated 
or not renewed without just cause. However, an employee of less than three (3) years may 
request a written explanation from the Principal that details the rationale for his/her 
termination or non-renewal. Requests for an explanation will be made in writing and delivered 
to the Principal no later than five (5) working days after receipt of the notice of termination or 
notice of non-renewal. Reasons for the determination will be provided to the employee within 
ten (10) days of receiving his/her request. The decision of the Principal to terminate is final and 
not subject to appeal. 
 
C. Termination/Discharge Policy for Employees with Three (3) Years or More Years of 
Consecutive Service. 

 
Non-Contract and Contract: No employee who has been employed by the School for three (3) 
years or more of consecutive service may be discharged except for just cause.  
 
2) Protest Procedure. The School provides the following procedures for challenges to 
termination or discharge decisions for employees with three (3) or more years of consecutive 
service:  
a) Request for Statement of Rationale. An employee who has been employed by the School for 

three (3) consecutive years and who receives a notice of termination or (for licensed 
personnel a notice of non-renewal) may request a written statement of the reasons for non-
renewal. The Principal will provide a written statement of the rationale within five (5) 
working days from the date she receives the request.  

 
b)   Hearing before the Governing Board. If after receiving the Principal‘s written reasons for 

termination, the employee contends that the reasons do not constitute just cause, the 
employee will be granted permission to address his/her objections to termination to the 
Governing Board by following these steps:  

 
 The employee must submit a written request for a hearing before the Governing Board 

within ten (10) days after receiving the written rationale for termination from the 
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Principal. The request for hearing must include a statement explaining why the 
employee believes that he/she was terminated for reasons that do not constitute just 
cause. In addition, the statement must include facts, supporting documentation and 
potential witnesses who will support the employee‘s position. 

 If the employee provides a statement explaining why he/she believes there was not 
just cause for his/her termination, the Governing Board will meet to hear the employee 
present the his/her statement in no less than five (5) and no more than fifteen (15) 
working days after receipt of the employee‘s written statement of contentions.  

 At the hearing, both the employee and the Governing Board may have representation 
of their choice, but at their own expense. Both parties will notify the other no later 
than 10 calendar days prior to the scheduled hearing date whether either will have an 
attorney present. Failure to notify the other of having an attorney representative will 
be good cause to postpone the hearing.  

 
Rules for Hearing:  

 
 The hearing will be conducted in accordance with the provisions of the Florida Open 

Meetings Law; i.e. the meeting will be held in closed session unless the employee may 
requests that the hearing be held in a public session. The  Governing Board, however, 
reserves the right to deny an open meeting if the grounds for termination are based on 
issues that will include identifiable student information and the employee has not secured a 
full release from the named student‘s legal guardian at least three days prior to the 
proceedings. The employee must provide the original release to the school.  

 The Principal will first state the reasons for termination and present the factual support for 
those reasons. The reasons will be limited to those first provided to the employee after 
his/her request for an opportunity to address the Governing Board.  

 The employee will next state his/her reasons and factual support for contending that the 
termination was not for just cause. Those reasons and factual support must be the same as 
those provided in the employee‘s written response to the statement provided by the 
Principal.  

 The Principal may offer such rebuttal testimony that she deems appropriate. 
 Each party, including the Governing Board may question all witnesses.  
 Only evidence presented at the hearing will be considered and the Governing Board is only 

required to consider that testimony it considers reliable.  
 No record will be kept of the hearing.  
 The Governing Board will notify the employee and the Principal of its decision in writing 

within five (5) working days from the conclusion of the meeting.  
 

D. Appeals from Determinations by Governing Council: Arbitration. Either the terminated 
employee or other representatives of the School may appeal the decision of the Governing 
Board. The matter will be appealed to an independent arbitrator who will hear all evidence as if 
presented for the first time. 

 
E. Report to Florida Department of Education: The School will file a record with the Florida 
Department of Education of all terminations and all actions arising from terminations 
annually. 

 
F. Termination/Discharge Policy for Other Personnel Exempt From Protest Procedures: 
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In addition to employees who have less than three (3) consecutive years of employment, the 
rights to due process protests upon termination do not apply to the following School personnel:  
 Certified school instructors employed to fill the position of certified school instructor 

entering military service;  
 Persons employed as licensed school administrators;  
 Non-certified school employees employed to perform primarily school-wide management 

functions.  
 

G. Termination/Discharge Policy for Contract Employees Discharged Prior to Contract Term: 
A contract employee may be discharged prior to the end of his/her contract term for just cause 
according to the following procedures: 

 
1.  Notification and Immediate Removal.  
 Notice of discharge. The Principal will serve written notice (certified mail return receipt 

requested) or will arrange personal delivery retaining a receipt signed and dated by the 
employee, of intent to recommend to the Governing Board that the employee be 
discharged. Service otherwise consistent with the rule of civil procedure will be sufficient to 
complete service as meant by these provisions.  

 Stated reasons. The notice will include the reasons for the Principal‘s decision to discharge 
the employee along with a written description of the employee‘s right to a hearing before 
the Governing Board.  

 Immediate Removal. In the event that the Principal determines that it is necessary to 
immediately remove the employee from the school premises, the employee will be placed 
on paid administrative leave pending the outcome of a hearing on the Principal‘s decision to 
discharge.  

 
3. Protest Procedure/Hearing. A contract employee who receives a notice of discharge may 

request a hearing before the Governing Board by giving the Principal a written notice of 
his/her decision to request a hearing within five (5) working days of receipt of the notice to 
discharge.  

 
a) Date of hearing. If the employee timely notifies the Principal that he/she is requesting 
a hearing on the notice of discharge, a hearing will be scheduled by for no less than 
twenty (20) and no more than forty (40) working days after the Principal receives the 
written election from the employee. The employee will have at least ten (10) working 
days prior notice of the hearing date.  
 
b) Hearing Procedures.  

 
 The School and the employee may have representation of their choosing and at their 

own expense. Both parties will notify the other no later than 10 calendar days prior to 
the scheduled hearing date whether either will have an attorney present. Failure to 
notify the other of having an attorney representative will be good cause to postpone the 
hearing  

 Discovery will be limited to depositions and request for production of documents, which 
will be completed prior to the hearing.  
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 The Governing Board will have the authority to issue subpoenas for the attendance of 
witnesses and to produce documents and other evidence at the request of either party 
and will have the power to administer oaths.  

 The School will have the burden of proving the just cause for discharge by a 
preponderance of the evidence. The evidence at hearing will be limited to the reasons 
as stated in the notice of discharge.  

 The School will present its evidence first; the employee will present second; either party 
may present witnesses and introduce documents to prove their respective case.  

 An official record must be kept of the preceding and the employee is entitled to one 
copy at the expense of the School.  

 The Governing Board will render its written decision within twenty (20) calendar days of 
the conclusion of the hearing and deliver its decision to the employee by certified mail 
return receipt requested or by personal delivery.  

 
3.    Appeal from Decision on Discharge: Arbitration. Either the discharged contract 

employee or a representative(s) of the School may appeal the decision of the Governing 
Board. The matter will be appealed to an independent arbitrator who will hear all 
evidence as if presented for the first time.  

 
H. Phasing Out and Elimination of Positions/Reduction-in-Force: From time-to-time, it may be 
necessary to phase-out or eliminate certain job classifications or reduce the number of positions 
in a particular employment category. An orderly process will be established by the School 
Reduction in Force Policy to guide such phase-out or reduction in force. A reduction in force   
carried out pursuant to the school’s policy is just cause for termination or discharge. 
 
I. Administrative Leave Pending Possible Disciplinary Action: If you are suspected of 
violating School policies, procedures, or work rules, you may be placed on administrative leave 
with pay pending an investigation of the situation. However, this should not be interpreted to 
mean that the Principal cannot suspend an employee immediately, if the situation so warrants. 
 
J. Resignation: Non-exempt employees should give a minimum of two weeks written notice of 
resignation to the Principal. The School will consider you to have voluntarily terminated your 
employment if you do any of the following:  
 Resign from the school,  
 Fail to return from an approved leave of absence on the date specified by the School, or  
 Fail to report to work or call in for two (2) or more consecutive work days  
All certified or licensed employees are required to provide written notice of their intent to 
terminate employment with the School to the Principal at least thirty (30) calendar days in 
advance. 
 
K. Retirement: Eligible employees who meet the criteria established by the State of Florida and 
wish to retire and should contact the Principal or Business Manager in advance of the 
anticipated retirement date to initiate retirement proceedings. 
 
L. Return of School Property: Any School property issued to you, such as keys, computer 
equipment, etc. must be returned to the School at the time of your resignation, termination, or 
discharge. You will be responsible for any lost or damaged items. In most instances, when you 
are issued School property, you will be required to sign a wage deduction authorization 
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permitting the School to withhold from your last paycheck an amount equal to the value of any 
property issued to you that is lost, stolen or damaged. 
 
M. Safety:  
1. General Employee Safety; The School is committed to the safety and health of all employees 
and recognizes the need to comply with regulations governing injury and accident prevention 
and employee safety. Maintaining a safe work environment, however, requires the continuous 
cooperation of all employees. The School will maintain safety and health practices consistent 
with the needs of our profession. If you are ever in doubt about how to safely perform a job, it is 
your responsibility to ask the Principal or his/her designee for assistance. Any suspected unsafe 
conditions and all injuries that occur on the job must be reported immediately. Compliance with 
these safety rules is considered a condition of employment. Employees are strongly encouraged 
to participate and value input on health and safety matters. 
 
Safety common sense includes: 
 Lifting: Ask for assistance when lifting heavy objects or moving heavy furniture. Bend your 

knees, get a firm grip on the object, hold it close to your body and space your feet for good 
balance. Lift using your stronger leg muscles, not your weaker back muscles.  

 Materials Handling: Do not throw objects. Always carry or pass them. Use flammable items, 
such as cleaning fluids, with caution. Also, stack materials only to safe heights.  

 Trash Disposal: Keep sharp objects and dangerous substances out of the trash can. Items 
that require special handling should be disposed of in approved containers.  

 Cleaning Up: To prevent slips and tripping, clean up spills and pick up debris immediately.  
 Preventing Falls: Keep aisles, work places and stairways clean, clear and well lighted. Walk, 

don't run. Watch your step.  
 Handling Tools: Exercise caution when handling objects and tools. Do not use broken, 

defective or greasy tools. Use tools for their intended purpose only. Wear safety glasses or 
goggles whenever using a power tool.  

 Falling Objects: Store objects and tools where they won't fall. Do not store heavy objects or 
glass on high shelves.  

 Work Areas: Keep cabinet doors and file and desk drawers closed when not in use. Remove 
or pad torn, sharp corners and edges. Keep drawers closed. Open only one drawer at a time.  

 Using Ladders: Place ladders securely. Do not stand on boxes, chairs or other devices not 
intended to be used as ladders.  

 Machines: Do not clean machinery while it is running. Lock all disconnect switches while 
making repairs or cleaning.  

 Electrical Hazards: Do not stand on a wet floor while using any electrical apparatus. Keep 
extension cords in good repair. Don't make unauthorized connections or repairs. Do not 
overload outlets.  

 Fire Prevention: Know the location of the fire extinguisher(s) in your area and make sure 
they are kept clear at all times. Notify your supervisor if an extinguisher is used or if the seal 
is broken. Make sure all flammable liquids, such as alcohol, are stored in approved and 
appropriately labeled safety cans and are not exposed to any ignition source. Evacuation 
exits should be posted. Be familiar with fire drill procedures and plans for evacuating 
students.  

 
2. Reporting Safety Issues. All accidents, injuries, potential safety hazards, safety suggestions 
and health and safety related issues must be reported immediately to the Principal or her 
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designee. If you or another employee is injured, you should contact outside emergency 
response agencies, if needed. The Employee's Claim for Worker's Compensation Benefits Form 
must be completed for any instance of employee injury, even if no medical attention is sought at 
the time of injury. If you fail to report your injury timely, you may jeopardize your right to collect 
workers' compensation benefits.  
 
N. Weapons: The School prohibits all persons who enter School property from carrying a 
handgun, firearm, knives of any length, or other weapons regardless of whether the person is 
licensed to carry the weapon or not. The only exception to this policy will be police officers, 
security guards or other persons who have been given written consent by the School to carry a 
weapon on the property. Any employee violating this policy will be subject to disciplinary action. 
All staff must review and be familiar with of safety policies and procedures listed in the School 
Safety Plan that was provided to you during staff orientation. 
 
O. Violence in the Workplace Policy: The School has adopted a policy prohibiting workplace 
violence. Consistent with this policy, acts or threats of physical violence, including intimidation, 
harassment, and/or coercion, which involve or affect the School or which occur on School 
property will not be tolerated. Every employee is required to report incidents of threats or acts 
of physical violence of which he/she is aware to the Principal. Acts or threats of violence include 
conduct which is sufficiently severe, offensive, or intimidating to alter the employment 
conditions at the School, or to create a hostile, abusive, or intimidating work environment for 
one or several employees. Examples of workplace violence include, but are not limited to, the 
following: 
 Hitting or shoving an individual.  
 Threatening an individual or his/her family, friends, associates, or property with harm.  
 Intentional destruction of or threatening to destroy the School‘s property.  
 Making harassing or threatening phone calls.  
 Harassing surveillance or stalking (following or watching someone).  
 Unauthorized possession or inappropriate use of firearms or weapons.  
 
P. Security: Maintaining the security of School buildings and vehicles is every employee's 
responsibility. Develop habits that insure security as a matter of course. For example: When you 
leave the School premises make sure that all entrances are properly locked and secured. 
Q. Parking Areas: You are encouraged to use the parking areas designated for employees. 
Remember to lock your car every day and park within the specified areas. Courtesy and common 
sense in parking will help eliminate accidents, personal injuries, and damage to your vehicle and 
to the vehicles of other employees. If you should damage another car while parking or leaving, 
immediately report the incident, along with the license numbers of both vehicles and any other 
pertinent information you may have, to your supervisor. The School is not responsible for any 
loss, theft or damage to your private vehicle or any personal property in your vehicle or kept on 
School premises. 
 
R. Prohibited Disclosure of Confidential Information. No person shall sell or use student, faculty 
or staff lists with personal identifying information obtained from a public school or a local school 
district for the purpose of marketing goods or services directly to students, faculty or staff or 
their families by any means of communication. The provisions of this section shall apply until the 
students and his/her parent(s) or legal guardians have consented in writing. 
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S. Prohibited Sales by School Personnel. Employees of the school shall not directly or indirectly, 
sell or be a party to any transaction to sell or receiving any commission or profit from any 
contract for sale any instructional material, furniture, equipment, ,insurance, school supplies to 
the School. This provision shall not apply in cases in which school employee contracts to 
perform special services with the school with which they are associated or employed during 
time periods wherein service is not required under a contract for instruction, administration or 
other employment. No employee of the school shall solicit or sell or be the party to a 
transaction to solicit or sell insurance or investment securities to any employee of the school. 
 
VII. BENEFITS 
 
The school is committed to sponsoring a comprehensive benefits program for all eligible 
employees. Literature is available from our insurance companies for details on your 
health/dental coverage. Please see the Business Manager for information on your benefits and 
coverage. If you are a full-time employee, or a part-time employee who works more than 
twenty-five (25) hours per week, you will be eligible to receive all of the benefits described in 
this Employee Handbook. For part-time employees, benefits are pro-rated. Coverage is available 
to you and your dependents as defined in the benefit summary plan descriptions. Please see the 
Business Manager for details. 
 
A. Group Insurance: A comprehensive, quality insurance program is available to employees and 
their families. You become eligible for coverage on the first day of the month following your 
date of hire. The following benefits are provided, as defined and limited in the literature 
provided by the School’s insurance company: 
 Medical Care Coverage. 
 Dental Care Coverage.  
 Vision Care Coverage. 
 Retirement Savings. 

 
LIFE INSURANCE COVERAGE:  
 The Charter School shall provide the following Basic Life/Accidental Death and 

Dismemberment coverage to all employees: $25,000 Life/AD&D ($4.00 per month).  
 Charter School employees have the option to select Voluntary Life through Prudential for 

themselves, spouse or children, which is a 100% employee deduction.  
 The School shall provide employees, on a matching basis, long-term disability coverage. The 

waiting period for coverage shall be Thirty (30) days.  
 

B. Florida Retirement System (FRS): The Florida Retirement System (FRS) is provided to eligible 
employees (those who have completed sufficient service). See Business Manager for details. 
C. Social Security: In accordance with the applicable federal law, all employees are required to 
participate in and contribute to Social Security. The School also makes a mandatory matching 
contribution on behalf of employees. Contribution levels are established by law, and are subject 
to change. To obtain information about Social Security and related programs, you may contact 
the local Social Security office. 

 
D. Workers’ Compensation: The School maintains Workers' Compensation Insurance coverage 
for employees who sustain an injury or illness compensable under Florida workers’ 
compensation laws. The School pays the full cost of the workers' compensation insurance. All 
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workers' compensation claims are subject to evaluation and investigation by the School and its 
insurance carrier. If you are injured while performing duties related to your job at the School, 
you must report the injury promptly to your immediate supervisor. More information is 
available from the Principal or Business Manager. 
 
E. Unemployment Compensation: School employees are covered in accordance with applicable 
unemployment compensation laws and regulations that also govern eligibility for 
unemployment benefits. All forms or contacts related to unemployment compensation claims 
should be delivered or referred to the Principal or Business Manager. 
 
F. Leave Benefits: As a part of the Benefits package provided to School employees, the Board 
may allow approved leaves of absence. Leaves may be granted with or without pay. Requests 
for Leave forms must be completed and submitted to the Principal for approval. Explanations of 
the reason for leave request need not be entered on a Request for Leave form for personal 
leave. However, explanations are necessary for all other types of leave. 
 
G. Sick Leave: Regular full-time employees are entitled for 10 paid sick days per school year; 
contract personnel are entitled to the number of sick leave days stated in their contract. Unless 
otherwise provided for or as approved by the Principal, sick leave is to be used by employees in 
accordance with the following provisions: 

 
 Sick leave is to be used only in the event of illness of the employee, or of the employee‘s 

immediate family, and for no other purpose. Misuse of sick leave is cause for disciplinary 
reasons, up to and including termination or discharge. For the purposes of this section, 
immediate family‖ is defined as a spouse, child, sibling, parent, grandparent, any other 
relative permanently residing with the employee, or any other person as defined by the 
Principal.  

 Notice of absence from work due to illness should be provided to the Principal or his or her 
designee by 7:30 a.m. on the day of illness, if possible, or as soon thereafter as is 
reasonable, allowing reasonably enough time for the Principal to find a substitute teacher, 
in the instance of instructional employees, or temporary help, in the instance of 
administrative staff. When possible, such as in the event of foreseeable extended illnesses 
and planned medical procedures, advance notice of the use of Sick Leave should be given to 
the Principal or his or her designee.  

 An employee will not be paid for unused sick leave days upon severance of his/her 
employment from the School, however, unused sick leave may be carried over into 
succeeding school years up to a maximum of 200 hours. Accumulated unused sick leave may 
be used for personal or family illnesses as described in the Family Medical Leave provisions 
below.  

 If an employee misses three (3) consecutive workdays due to illness, the Principal may 
request that you bring a release to return to work notice from your physician or licensed 
health practitioner. The Principal may, at any time, request that an employee bring a 
doctor‘s note verifying that your leave was necessitated by illness.  

 
H. Personal Leave Personal Leave of up to two (2) days per year may be granted, upon request, 
to all eligible employees. This leave is granted to employees for personal matters that require 
absence during working hours. Requests for personal leave should be made at least two school 
days in advance and the Principal has the discretion to deny personal leave as she/he deems it 



71 
 

appropriate. A request must be in writing and approved prior to taking the leave. Personal leave 
not taken shall be accumulated the next year as unused with sick leave up to the maximum set 
forth. Employees will not be paid for unused leave when employment with the School is 
voluntarily or involuntarily served. 
 
I. Family and Medical Leave Policy (FMLA) MCA acknowledges that from time to time situations 
occur in employees’ lives that require time away from work. The School will provide eligible 
employees unpaid leaves of absence to attend to family and medical needs in accordance with 
the federal Family and Medical Leave Act of 1993 and as amended in 2008. 

 
An employee is eligible for FMLA leave if he/she:  
 Has worked for the School for at least 12 months in the last 7 years; and  
 Has worked at least 1,250 hours for the School during the 12 calendar months immediately 

preceding the request for leave.  
 

Employees with any questions about their eligibility for FMLA leave should contact the Principal 
or his/her designee. 

 
FMLA Leave. Employees who meet the eligibility requirements described above are eligible to 
take up to 12 weeks of unpaid leave during any 12-month period for one of the following 
reasons:  
 To care for the employee‘s son or daughter during the first 12 months Following birth;  
 To care for a child during the first 12 months following placement with the employee for 

adoption or foster care;  
 To care for a spouse, son, daughter, or parent (―covered relation‖) with a serious health 

condition;  
 For incapacity due to the employee‘s pregnancy, prenatal medical or child birth;   
 Because of the employee‘s own serious health condition that renders the employee unable 

to perform an essential function of her or her position.  
 
Married couples. In cases where a married couple is employed by the School, the two spouses 
together may take a combined total of 12 weeks leave during any 12-month period for reasons 
noted above.  

 
Covered Service member Leave. Eligible employees who are family members of covered service 
members are entitled to take up to 26 workweeks of leave in a ―single 12-month period‖ to 
care for a covered service member with a serious illness or injury incurred in the line of duty on 
active duty. The definition of family members‖ includes family members covered in 3 (b) (iii) and 
next of kin, which means the nearest bold relative (including siblings, grandparents, aunts, 
uncles, and first cousins). The 26 weeks include leave for qualifying exigencies described below. 
All other provisions of the FMLA apply, such as employee eligibility, appropriate notice, medical 
certifications, definitions, etc. As with other types of leave, the School has the right to require 
the employee to support a request for leave with an appropriate medical certification. When 
two eligible employees are married and work for the School, and when the reason triggering the 
FMLA event is to care for a service member under this section, a combined total of 26 weeks 
applies.  

 
Qualifying Exigency. The 12 weeks available to all FMLA-eligible employees is available to eligible 
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employees with a covered military member serving in the National Guard or Reserves to use for 
any qualifying exigency‖ arising out of the fact that a covered military member is on active duty 
or call to active duty status in support of a contingency operation. Qualifying exigency‖ means:  
 Military member‘s short-notice deployment (leave to address any issue that arises from an 

impending call or order to active duty in support of a contingency operation seven days or 
less prior to the date of deployment);  

 Military events and related activities (leave to attend any military ceremony, program or 
event related to the active duty call or to attend family support or assistance programs and 
informational briefings);  

 Arranging for alternate childcare and related activities;  
 Addressing certain financial and legal arrangements;  
 Periods of rest and recuperation for the service member (up to 5 days of leave);  
 Attending certain counseling sessions;  
 Attending post-deployment activities (available for up to 90 days after the termination of 

the covered service member‘s active duty status); or  
 Other activities arising out of the service member‘s active duty or call to active duty and 

agreed upon by the School and the employee  
 

Intermittent Leave. Intermittent leave and reduced work schedules are allowed when such are 
medically necessary. Employees must make reasonable efforts to schedule leave for planned 
medical treatment so as not to unduly disrupt the School’s operations. Covered Service member 
Leave due to qualifying exigencies may also be taken on an intermittent basis. Leave may not be 
taken on an intermittent basis when used to care for the employee‘s own child during the first 
year following birth, or to care for a child placed with the employee for foster care or adoption, 
unless both the School and employee agree to such intermittent leave. If an employee requests 
intermittent leave, it may be necessary for the School to transfer him/her to another position 
that will better accommodate an intermittent or reduced schedule.  

 
Pay, Benefits, and Protections During FMLA Leave. Employees taking FMLA leave must use all of 
their available accrued and unused paid sick and personal days and vacation (if applicable) as 
part of the leave. Once the employee‘s paid leave benefits are exhausted, the employee will 
continue for the duration of the family and medical leave without pay.  
 
Medical and other benefits. The School will continue to maintain group health insurance 
coverage for the employee and, where applicable, for his/her dependents during the FMLA 
leave, up to a maximum of twelve weeks in a twelve-month period. After an employee‘s paid 
leave is exhausted, an employees must arrange to pay the premium contributions they 
previously had deducted in order to continue group health or other insurance for themselves 
and, where applicable, their dependents during the family and medical leave. The employee will 
be required to arrange for and pay for other benefits while on leave without pay. Failure to 
make arrangements and to pay the premiums for benefits other than health. 
If an employee fails to return to work at the end of the family and medical leave, the School may 
require the employee to reimburse it for the amount the School paid for the employee's health 
insurance premiums during the leave. Employee Responsibilities When Requesting FMLA Leave: 
 If the need to use FMLA leave is foreseeable, the employee must give the School at least 30 

days prior notice of the need to take leave. When 30 days’ notice is not possible, the 
employee must give notice as soon as practicable (within 1 or 2 business days of learning of 



73 
 

the need for leave except in extraordinary circumstances). Failure to provide such notice 
may be grounds for delaying the start of the FMLA leave.  

 Requests for FMLA leave should be submitted to the Principal or his/her designee by using 
the Request for Family/Medical Leave form.  

 When submitting a request for leave, the employee must provide sufficient information for 
the School to determine if the leave might qualify as FMLA leave, and also provide 
information on the anticipated date when the leave would start as well as the duration of 
the leave. Sufficient information may include that the employee is unable to perform job 
functions; that a family member is unable to perform daily activities; that the employee or 
family member needs hospitalization or continuing treatment by a healthcare provider; or 
the circumstances supporting the need for leave.  

 An employee undergoing planned medical treatment will be required to make a reasonable 
effort to schedule the treatment to minimize disruptions to the School’s operation.  

 
Employer responsibilities: 
 When an employee requests leave, the School will inform the employee whether he or she 

is eligible under the FMLA. If the employee is, the employee will be given a written notice 
that includes details on any additional information he or she will be required to provide. If 
the employee is not eligible under the FMLA, the School will provide the employee with a 
written notice indicating the reason for ineligibility.  

 If leave will be designated as FMLA-protected, the School will inform the employee in 
writing and provide information on the amount of leave that will be counted against your 12 
or 26 week entitlement.  

 
Medical Certification: 
 If the employee is requesting leave because of the employee‘s own or a covered relation‘s 

serious health condition, the employee must supply appropriate medical certification. 
Employees may obtain Medical Certification forms from the Principal or his/her designee. 
When the employee requests leave, the School will notify the employee of the requirement 
for medical certification and when it is due (no more than 15 days after you request leave). 
If the employee provides at least 30 days ‘notice of medical leave, he or she should also 
provide the medical certification before leave begins.  

 Failure to provide requested medical certification in a timely manner may result in denial of 
leave until it is provided. The School, at its expense, may require an examination by a 
second healthcare provider designated by the School, if it reasonably doubts the medical 
certification initially provided. If the second health care providers’ opinion conflicts with the 
original medical certification, the School, at its expense, may require a third, mutually 
agreeable, healthcare provider to conduct an examination and provide a final and binding 
opinion.  

 The School may require subsequent medical recertification. Failure to provide requested 
certification within 15 days, except in extraordinary circumstances, may result in the delay 
of further leave until it is provided.  
 

Reporting While on Leave. If an employee takes leave because of the employee‘s own serious 
health condition or to care for a covered relation, the employee must contact the School on the 
first and third Tuesday of each month regarding the status of the condition and his or her 
intention to return to work. In addition, the employee must give notice as soon as practicable 
(within 2 business days, if feasible) if the dates of the leave change, are extended, or were 
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unknown initially.  
 

Exemption for Highly Compensated Employees. Highly compensated employees (i.e., highest-
paid 10 percent of employees at the School) may not be returned to their former or equivalent 
position following a leave if restoration of employment will cause substantial economic injury to 
the School. (This fact-specific determination will be made by the School on a case-by-case basis.)  

  
Special Rules for Instructional Employees. Instructional employees are subject to certain 
limitations on FMLA leave coverage. An instructional employee‖ includes teachers, instructional 
assistants, coaches and other employees whose duties principally involve the direct provision of 
instruction services to students. The following limitations on FMLA for instructional employees 
arise when leave is requested near the end of the semester or when intermittent leave is 
involved. 
 
Leave near the end of a semester:  
 If an instructional employee begins leave more than five weeks before the end of a 

semester, the School may require the employee to continue taking leave until the end of the 
semester if (i) the leave will last at least three weeks, and (ii) the employee would return to 
work during the three-week period before the end of the term.  

 If the instructional employee begins leave during the five-week period before the end of 
a semester for an eligible reason other than his/her own serious illness, the School may 
require the employee to continue taking leave until the end of the semester if (i) the 
leave will last more than two weeks, AND (2) the employee would return to work during 
the two-week period before the end of the term.  

 If the instructional employee begins leave during the three-week period before the end of a 
semester for an eligible reason other than his/her own serious illness, the School may 
require the employee to continue taking leave until the end of the semester if the leave will 
last more than five working days.  

 
Intermittent Leave. If an instructional employee needs intermittent or reduced leave and the 
employee would be on leave for more than 20 percent of the total number of working days over 
the leave period, (e.g. five days in a four week period) the employer may require the employee 
to choose between the following:  
 Taking a certain period of consecutive (full) days on leave, not greater than the duration of 

the employee‘s planned medical treatment, or  
 Transferring temporarily to an available alternative position for which the employee is 

qualified, which has equivalent pay and benefits, and which better accommodates recurring 
periods of leave than does the employee‘s regular position.  

 
Counting FMLA days: If the employee is required to remain on leave until the end of a semester 
academic term, the employer may only designate as FMLA leave for the period of time the 
employee is actually unable to work, not the period of time after which he or she was ready and 
able to return to work but was asked by the employer to remain on leave.  
 
 
J. Leave for Jury Duty and Court Subpoena Leave: 
Leave is available to employees as follows: 
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 If you are a regular employee, full-time or part-time, and are required by an order of court 
to serve as a juror, the School will pay you the difference between your jury duty pay and 
your regular straight-time pay for any schedule work time that you miss during the first two 
weeks of your jury duty. To be reimbursed, you must present a court voucher and proof of 
actual jury duty service.  

 To receive jury duty pay, employees must provide the Business Manager with a copy of the 
court order as soon as it has been received. An employee required to be available for jury 
duty, but not required to be in court, must report to work. Utilization of the court calling 
system, if available, is required in order to receive jury duty pay.  

 If you are served with a Subpoena for witness duty and the matter in which you are to 
testify is directly related to the School, e.g. school student or employee matter, the School 
will pay you the difference between your witness fees, plus any mileage reimbursement, 
and your regular straight-time pay for any schedule work time that you miss. To be 
reimbursed, you must present the subpoena and a copy of the witness fee payment 
voucher.  

 
K. Professional Leave: may be granted at the discretion of the Principal, upon request, for 
professional development, professional organizational activities, school-related professional 
activities, or other activities related to the employee's assignments. 
 
L. Religious Leave: may be granted, upon request, to all employees for observance of 
recognized religious events. Personal leave may be used or leave without pay will be granted. 
This leave may be granted for up to two (2) days per year. 
 
M. Military Leave of Absence: If you are a full-time employee and are inducted into the U.S. 
Armed Forces, you will be eligible for reemployment after completing military service, provided:  
 You show your orders to the Principal as soon as you receive them.  
 You satisfactorily complete active duty service of five years or less.  
 You enter the military service directly from your employment with the School.  
 You apply for and are available for re-employment within ninety (90) days after discharge 

from active duty. If you are returning from up to six (6) months of active duty for training, 
you must apply within thirty (30) days after discharge.  
 

N. Military Reserves or National Guard Leave of Absence: Employees who serve in the U. S. 
military organizations or state militia groups may take the necessary time off during the school 
year, with pay up to 15 days, to fulfill this obligation, and will retain all of their legal rights for 
continued employment under existing laws. These employees may apply accrued personal leave 
and unused earned vacation time to the leave if they wish; however, they are not obliged to do 
so. You are expected to notify your supervisor as soon as you are aware of the dates you will 
be on duty so that arrangements can be made for replacement during this absence. 
 
O. Voting Leave: will be granted to employees who are eligible voters and whose work day 
begins less than two hours after the polls open and ends less than three hours before the polls 
close. If you qualify you will be granted for a maximum of two (2) hours with pay in order to vote 
in an election recognized under the law. Written requests for this leave must be submitted prior 
to the day of the election. Employees utilizing this benefit must vote in the election for which 
they are granted leave. The Principal will schedule voting leave to ensure department work is 
covered. 
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                   CERTIFICATION OF RECEIPT OF EMPLOYEE HANDBOOK 2016-2017 
 
 I, _________________________, (print name) have received a copy of the School’s Employee 
Handbook 2016-2017 and understand that I am responsible for becoming familiar with the 
policies described in it. I understand that the information contained in it represents 
administration guidelines only, which may be modified from time to time. I understand that 
neither the Handbook‘s policies nor any representations made by the administration 
representative, at the time of hire or subsequently, are to be interpreted as a contract between 
the school and any of its employees. Unless I have a written contract with the School or am 
otherwise covered by the long term employment provisions of the Florida School Personnel Act, 
I understand that I am employed as an at will‖ employee and that the employment relationship 
can be terminated at any time by either the employee or the School. The only contract that I 
should rely upon regarding my specific terms of employment is the written contract signed 
between me and the School‘s head administrator. I further understand that my employment is 
voluntarily entered into, that I am free to resign at any time and that the School may terminate 
the employment relationship whenever it determines that it is in its best interest to do so in 
compliance with state and federal statute. 
 
                                ACKNOWLEDGEMENT OF POLICIES AND PROCEDURES 
 
I have been informed about Handbook and I understand that I have the responsibility to become 
familiar with all policies and procedures included in them. Further, I have read and understand 
the provisions of the following school policies, procedures and guidelines contained in the 
Handbook and agree that adherence to them and all others is a condition of my continued 
employment.  
 
Initial each: 
 
                  Equal Employment Opportunity 
                  Anti-Harassment/Discrimination Policy 
                  Standards of Conduct 
                  Grievance Procedure 
                  Employee Technology Acceptable Use Policy 
                  Safety School Plan 
 
 
Employee Signature____________________________________ Date __________ 
 
Witness _____________________________________________ Date __________           
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                                    APPENDIX 5: SCHOOL FINANCES 
 

 
                       FINANCIAL PROJECTIONS SUMMARY 
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GENERAL FIVE YEAR BUDGET PROJECTIONS SUMMARY  
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       FIVE YEAR BUDGET PROJECTS - ACCOUNTING CODES 
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l School 
State Revenue Estimator Results 
Historical Reference 
Custom Income Assumptions 
Title I Funds 
Financing 
Other Income Accounts 
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ol is not a virtual school. Thus, there are no funds from this source. 
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ation Finance Program (FEFP) calculator for 2014/15 was used as the basis for the 
School’s preliminary financial projections. The FEFP 2014/15 is the last FEFP calculator 
posted by the Florida Department of Education. The 2014/15 calculator results follow. 
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ducation (FLDOE) has posted charter school revenue calculators for years 2012/13, 
2013/14 and 2014.15. A FLDOE calculator is not available for the current 2015/16 
academic year. The charter revenue for a given school enrollment has increased 7.88% 
over the 2012/13 – 2014/15 time frame or 3.9% per year average. As shown above, the 
charter revenue can vary significantly overtime depending on the Florida economy. 
Hence, for the purpose of the School’s financial projections, 3% increase is assumed for 
the first year, 2016/17. Thereafter, a conservative value of 1.5% annual increase is used 
for the following four years.   
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 not eligible for Title I funds. No funds from Title I were projected in the School’s 
financial projections.  
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seeking a low interest loan commitment totaling $325,000. The Founding Board is 
currently meeting with donors seeking the $325,000 startup funding. At this time there is 
not a commitment. Thus, the loan commitment is used in the preliminary financial 
projections.   
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he Founding Board is seeking donor commitments. Likewise, the School will seek grants 
from Federal, State and various non-profit funds that support charter schools. It is 
assumed that there will be a $30,000 donation to aid in the School startup phase.  
  
Additional funds are available to public schools from the Federal Government if there are 
children from federal employees attending the school. The school plans to take advantage 
of this Federal funding program after the School opens. For the purpose of the 
preliminary financial projections, no funds were projected from this source.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
ENROLLMENT & STAFFING 
Enrollment Estimate 
Special Populations 
Staffing Assumption 
Employer/payroll Costs 
Financing 



88 
 

Supplemental Payments 
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l
s typically have an enrollment list that exceeds the School’s seating capacity. The 
preliminary financial projections assume that the School is 98% enrollment capacity. 
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s
 of the preliminary financial projections the recommended percentages for Clay in the 
calculator were utilized. The calculator provides a projection on the number of students 
by category sush as ESE in the School. No additional funds are projected for any students 
that may have significant additional needs.   
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ilize the recommended calculator assumptions such the time in the classroom for a 
teacher, the time a teacher has available for the classroom and ESE case load. 
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School assumptions such as average teacher salary, annual salary increases and pay 
teachers for unused paid time off are shown below.  
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ly positions are shown. Note the principal begins employment in the Planning Year. The 
assistant principal begins in Year 2. 
 
Note that the School is its own emplyer and is a 501c3. Thus, the School is emempt from 
the Federal Unemployment tax. Also, in the preliminary financial projections, the school 
is not projecting any supplemental payments.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
FACILITIY DECISIONS 
Building Size Needs 
Building Costs 
Other Facilities Costs 
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equires a minimum of ~40,000 square feet. Different options are presently being pursued 
by the Founding Board to meet this space criteria. The cost of space is estimated at ~$800 
- $1000 average per student.  
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o
jected costs to operate the School facility are shown. These costs cover expense item such 
as electricity, sewer and water, maintneance and building supplies.   
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VICES EXPENSE 
Professional Services 
Professional Development for Staff 
Corporate Insurance Policies 
Board of Directors Expense 
Transportation 
School Lunch Calculator 
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chool does not provide transportation services in general. The School will assist parents 
of ESE students who require special assistance in transportation. 
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contract the school lunch program to an external service provider. The school calculator 
revenue and expense are shown here for information purposes. Note that the revenue and 
expense are essentially the same resulting in almost no impact on the school financial 
projections. 
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OTHER EXPENSES 
Textbooks/Curriculum Materials/Assessments 
Technology/Equipment 
Furniture and Classrooms/Office Expense 
Other General Expenses 
Reserve Fund/Undesignated Expenses 
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  APPENDIX 6: CURRICULUM ALIGNED WITH FLORIDA STANDARDS    
 

Curriculum Plan Aligned With Florida Standards 
 English Language Arts, Mathematics, Science, Social Studies  
http://www.flstandards.org/about/a_look_inside_the_new_florida_standards.aspx 

 
Forward 
The School curriculum is aligned with the Florida Standards English Language Arts, 
Mathematics, Science and Social Studies. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
It is helpful to understand the structure of the FL Standards. Each FL Standard has the 
following hierarchical structure... 
 
FL Standard – Select a subject area of interest. 
 
Grade Level – Select grade level of interest. 
 
Domain/Strand – Select a curriculum area of concentration. 
 
Topic/Cluster/Standard – Select topic within concentration area. 
 
Standards – Select the specific standard of interest within the Topic/Cluster/Standard. 
 
Note that depending on release date of a particular standard subject area, the descriptive 
terms such as domain/standard or topic/cluster/standard will vary between the various 
standards. It is important to keep this in mind when studying the various standards.  

http://www.flstandards.org/about/a_look_inside_the_new_florida_standards.aspx
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Curriculum Alignment 
The following sections demonstrate the alignment of the School’s curriculum with the 
four required FL Standards, English Language Arts, Mathematics, Science and Social 
Studies. For each FL Standard there are School specific vendor curriculum providers 
such as Core Knowledge History & Geography and TCI History Alive for Social Studies. 
Samples of the vendor curriculum content are shown which demonstrate when and where 
each specific standard appears during the course of the academic year by grade level.    
 
 
 

 
 

 
S
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chool’s Curriculum Providers Are in Alignment with FL Standards    
 
English Language Arts 
 
The School’s English Language Arts curriculum sequence consists of Spalding phonics 
based Reading, Spelling and Vocabulary, along with Harvey’s Grammar and Classical 
Writing, supplemented with Touchtone Great Books, Leveled Readers and Core 
Knowledge Writing. Grades K-5 focus is on the fundamentals and Grades 6-8 focus is on 
Literature composition.  

Spalding’s The Writing Road to Reading 
         http://www.spalding.org/index.php?tname=program&p=commoncore  

 
Arizona State University (ASU) conducted a research study on the effectiveness of 
Spalding’s The Writing Road to Reading in learning gains in reading skills in K-3 during 
2006 - 2010. This was a four year study involving five experimental schools and six 
control schools with an average of 1,000 students and 47 teachers each year. 
   
The results of the ASU research study concluded that students who used The Writing 
Road to Reading program “demonstrated higher and statistically significant learning”. 
The Writing Road to Reading is an effective method for enhancing performance on 
critical early literacy skills. For example, the following table shows the results for 
Spalding (experimental) versus the control schools for the K year. Note that Spalding was 
statistically significant on 10/12 measures taken that year. The measures included Initial 
Sound Fluency, Letter Name Fluency, Word Use Fluency, Phoneme Segmentation 
Fluency and Nonsense Word Fluency. Similar results were found for K-3 grade levels. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

                   
 

                “Final Summary Report: Evaluation Study of The Writing Road to Reading”, G. Bitter and M. White, ASU. 
 

http://www.spalding.org/index.php?tname=program&p=commoncore
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Spaulding International Education provides content that is compliant with the Florida 
Standards. The following shows Spaulding’s compliance with Florida Standards 
(Common Core) and samples of the Spaulding “The Writing Road to Reading” content 
as it relates to the Florida Standards for K-6. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

GRADE K 
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ADE 6 
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r & Classical Writing 
http://classicalwriting.com/Harveys.htm  

http://classicalwriting.com/Harveys.htm
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The method of writing instruction taught by Harvey’s Grammar Classical Writing echoes 
that of the classical world, and originates with Aristotle. It is comprised of Theory, 
Analysis and Imitation and Practice.  

Great works of literature provide the best material for the student to learn and practice 
each of these components. Therefore, the models chosen are among the best of the 
Western tradition. 

As the Classical Writing student progresses through the sequential exercises of follows a 
routine of Theory, Analysis and Imitation, and Practice at each level. 

Theory 
In each of the books, the student is first taught grammatical, logical, or rhetorical skills. 
Those skills are then practiced in analysis and imitation exercises. Finally the student 
applies those skills to his writing projects. Skills from earlier books are honed and added 
to in subsequent Classical Writing books. 

 
Analysis and Imitation 
Next, the student applies learned theory to the model in the analysis and imitation steps. 
Every sentence is studied word by word. Spelling, vocabulary, figures of speech, rhythm 
and arrangement of words is studied. Whole sentences and paragraphs are analyzed in 
logical progression of thought, literary content and the general style of the passage.  
 
Once the student has completed analysis of a model, the next step is imitation. At the 
most basic level, imitation consists of copy work or dictation. As the student matures, 
imitation becomes more complex and involves following the content, organization, 
and/or style of literature. To imitate content, the student would borrow an author’s 
subject matter, for example, by retelling the same fable, story or historical event in his 
own words. To imitate the organization or arrangement of a model, the student would 
study its outline and approach to the subject and then write a similar composition on a 
related topic. 

 
Practice (Writing Projects) 
Finally, the student must also learn how to create his own original and independent 
compositions. This requires practice. For a beginning student, much imitation is practice, 
and much practice is imitation -- the two meld into one another. But as the student 
gradually matures in his writing skills, his compositions become increasingly 
independent. Theory, analysis, and imitation arm the student with a battery of tools from 
which to choose. Practice trains him to use them. Guidelines and examples can be given, 
but personal experience in writing—lots of it—is the last and best teacher. 
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               http://www.touchstones.org/  

 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

http://www.touchstones.org/
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ouchstones provides a detail accounting demonstrating how their content corresponds to 
the Florida Standards for each Volume. Each Volume accounting is 50 pages are more. 
Only the first page of each correspondence between the Florida Standards and 
Touchstones’ content is shown for each Volume. 
 

     Touchpebbles Volume A 
 

http://www.touchstones.org/images/standards/Touchstones_Touchpebbles%20A_Alignment_FL_ELA_final.pdf 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.touchstones.org/images/standards/Touchstones_Touchpebbles%20A_Alignment_FL_ELA_final.pdf
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    Touchstones Volume A 
 

http://www.touchstones.org/images/standards/Touchstones_VolumeA_Align 
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     Touchstones Volume B 
 

 http://www.touchstones.org/images/standards/Touchstones_VolumeB_Alignment_FL_ELA_final.pdf 
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        Touchstones Volume 1 
 

http://www.touchstones.org/images/standards/Touchstones_Vol1_Alignment_FL_%20ELA_final.pd 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.touchstones.org/images/standards/Touchstones_Vol1_Alignment_FL_%20ELA_final.pd
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Touchstones also provides a detail on how their content aligns with the Florida Standards 
for each Volume. Each Volume showing alignment is 100 to 300 pages plus. Only the 
first page is shown. All detail is found at the specified web site.  
 

 Touchpebbels Volume A FL Standards Alignment 
 

http://www.touchstones.org/images/standards/Touchpebbles_VolumeA_CCAlignments.pdf 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.touchstones.org/images/standards/Touchpebbles_VolumeA_CCAlignments.pdf
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Touchstones Volume A FL Standards Alignment 
 

 http://www.touchstones.org/images/standards/Touchstones_VolumeA_CCAlignments.pdf  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.touchstones.org/images/standards/Touchstones_VolumeA_CCAlignments.pdf
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     Touchstones Volume 1 FL Standards Alignment 
 

       http://www.touchstones.org/images/standards/Touchstones_Volume1_CCAlignments_ELA.pdf  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.touchstones.org/images/standards/Touchstones_Volume1_CCAlignments_ELA.pdf
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Leveled Readers 
 

http://www.learninga-z.com/about-learninga-z-mission-vision.html 
 

http://www.readinga-z.com/curriculum-correlations/commoncore/ 
 

Reading A-Z provides a wide array of leveled readers consistent with Florida Standards. 
Shown as an example below is the selection available for grade K versus each FL 
Standard. For example, selecting Key Ideas and Details LAFS K.RL.1.1 gives the teacher 
a list of 59 reading selections that may be used to satisfy this category content 
requirement.  
 
 
F
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a
 
S
t
andards 

Language Arts 

     
   Grade K  
 

        
LAFS.K.RL.1.1: With prompting and support, ask and answer questions about 
key details in a text.  materials correlated to this standard → 
 

 

 

  

 
 
 
 

http://www.learninga-z.com/about-learninga-z-mission-vision.html
http://www.readinga-z.com/curriculum-correlations/commoncore/
http://correlation.edgate.com/services/cui/?function=listCorrelatedUnits&iStandardId=676503526&iGradeIds=38&iStateIds=441082&iSubjectIds=Language+Arts&PHPSESSID=9ad1vtlfit04rns8un8ctkqf93
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Selecting this standard offers 59 text selections for the teacher. Shown below are the first 
7 choices from the list of 50 texts that are associated with the FL Standard 
LAFS.K.RL.1.1.  
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 FL Standard in English Language Arts. There is a recommended reading list associated 
with each specific standard, “materials correlated to this standard”, as shown below.    
 
 
 
 
 
 

 
 
 
 
 
 

Core Knowledge Writing 
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http://www.coreknowledge.org/mimik/mimik_live_data/view.php?id=1833&record_id=311 

 
The Core Knowledge Writing method is based on techniques originally developed by 
the Greeks. Students are taught to organize their thoughts and arrange them in a rhetorical 
order. There are four steps to this teaching method for writing: 
• Theory - Learn grammatical and rhetorical (logical) skills. 
• Analysis – Study each sentence, word by word, look at spelling, vocabulary, rhythm 

and word arrangement. This is followed by the study of the logical properties of 
thought, literacy content and general style. 

• Imitation – Learn to write in the same manner as found in the Analysis phase. 
• Practice – Learn how to create original and independent compositions.  

http://www.coreknowledge.org/mimik/mimik_uploads/documents/629/AstronomyMap012013.pdf 
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Grade 7 

http://www.coreknowledge.org/mimik/mimik_live_data/view.php?id=1833&record_id=311
http://www.coreknowledge.org/mimik/mimik_uploads/documents/629/AstronomyMap012013.pdf
http://www.coreknowledge.org/mimik/mimik_uploads/documents/629/AstronomyMap012013.pdf
http://www.coreknowledge.org/mimik/mimik_uploads/documents/629/AstronomyMap012013.pdf
http://www.coreknowledge.org/mimik/mimik_uploads/documents/629/AstronomyMap012013.pdf
http://www.coreknowledge.org/mimik/mimik_uploads/documents/629/AstronomyMap012013.pdf
http://www.coreknowledge.org/mimik/mimik_uploads/documents/629/AstronomyMap012013.pdf
http://www.coreknowledge.org/mimik/mimik_uploads/documents/629/AstronomyMap012013.pdf
http://www.coreknowledge.org/mimik/mimik_uploads/documents/629/AstronomyMap012013.pdf
http://www.coreknowledge.org/mimik/mimik_uploads/documents/629/AstronomyMap012013.pdf
http://www.coreknowledge.org/mimik/mimik_uploads/documents/629/AstronomyMap012013.pdf
http://www.coreknowledge.org/mimik/mimik_uploads/documents/629/AstronomyMap012013.pdf
http://www.coreknowledge.org/mimik/mimik_uploads/documents/629/AstronomyMap012013.pdf
http://www.coreknowledge.org/mimik/mimik_uploads/documents/629/AstronomyMap012013.pdf
http://www.coreknowledge.org/mimik/mimik_uploads/documents/629/AstronomyMap012013.pdf
http://www.coreknowledge.org/mimik/mimik_uploads/documents/629/AstronomyMap012013.pdf
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http://www.coreknowledge.org/mimik/mimik_uploads/documents/630/DomainMAP_7_WorldWarII.pdf 

 

 
 

 
 
 

 
 

http://www.coreknowledge.org/mimik/mimik_uploads/documents/630/DomainMAP_7_WorldWarII.pdf
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http://www.coreknowledge.org/mimik/mimik_uploads/lesson_plans/654/Using%20A%20Writing%20Workshop 

 
 
 
 
 
 
 
 

 
 
 

School’s Curriculum Providers Are in Alignment with FL Standards  
 

                                                                   
               

 
Singapore Math 

 
                                             http://www.singaporemath.com 

 
The School utilizes Singapore Math, a program that presents mathematical skill building 
and problem solving from a conceptual viewpoint. The math program focuses on a 
mastery of essential math skills that build on one another through the grades. Students 
advance in the program only by mastering the mathematical skills. The program’s 
detailed instruction, questions, problem solving, and visual and hands-on aids ensure that 
students master the material. Ideally, students do not move on until they have thoroughly 
learned a topic. Singapore textbooks are designed to build a deeper understanding of 
mathematical concepts as opposed to just memorizing definitions and formulas. The 
focus on number sense, geometry, spatial relationships and measurement in the early 
grades matches the Florida Mathematics State Standards. Additionally, the coherence of 
the strategies used build from one idea to the next and is carried throughout all grade 
levels, giving students the tools needed for confidence in mathematical concepts from K 
through 12. 
Singapore Math offers curriculum content that is compatible with the Florida 
Mathematics State Standards and the academic objectives of the School’s Classical 
Curriculum. The following depicts how the Singapore Math content meets the objectives 
of Florida’s Mathematics Standards as shown on the Singapore Math web site. 
 

Scope and Sequence Copyright © 2008 
Earlybird Kindergarten, Standards Edition 
Primary Mathematics, Standards Edition 

 
 

The following Singapore Math web sites show the detail on the mathematics curriculum 
in the content materials versus the grades and schedule within a given academic year.  

http://www.coreknowledge.org/mimik/mimik_uploads/lesson_plans/654/Using%20A%20Writing%20Workshop
http://www.singaporemath.com/
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Earlybird Kindergarten Correlation with Common Core State Standards 
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http://www.singaporemath.com/v/vspfiles/assets/images/ccs-kindergarten.pdf
http://www.singaporemath.com/v/vspfiles/assets/images/ccs-pmstded.pdf
http://www.singaporemath.com/v/vspfiles/assets/images/ccs-pmstded.pdf
http://www.singaporemath.com/v/vspfiles/assets/images/ccs-pmstded.pdf
http://www.singaporemath.com/v/vspfiles/assets/images/ccs-pmstded.pdf
http://www.singaporemath.com/v/vspfiles/assets/images/ccs-pmstded.pdf
http://www.singaporemath.com/v/vspfiles/assets/images/ccs-pmstded.pdf
http://www.singaporemath.com/v/vspfiles/assets/images/ccs-pmstded.pdf
http://www.singaporemath.com/v/vspfiles/assets/images/ccs-pmstded.pdf
http://www.singaporemath.com/v/vspfiles/assets/images/ccs-pmstded.pdf
http://www.singaporemath.com/v/vspfiles/assets/images/ccs-pmstded.pdf
http://www.singaporemath.com/v/vspfiles/assets/images/ccs-pmstded.pdf
http://www.singaporemath.com/v/vspfiles/assets/images/ccs-pmstded.pdf
http://www.singaporemath.com/v/vspfiles/assets/images/ccs-pmstded.pdf
http://www.singaporemath.com/v/vspfiles/assets/images/ccs-pmstded.pdf
http://www.singaporemath.com/v/vspfiles/assets/images/ccs-pmstded.pdf
http://www.singaporemath.com/v/vspfiles/assets/images/ccs-pmstded.pdf
http://www.singaporemath.com/v/vspfiles/assets/images/ccs-pmstded.pdf
http://www.singaporemath.com/v/vspfiles/assets/images/ccs-pmstded.pdf
http://www.singaporemath.com/v/vspfiles/assets/images/ccs-pmstded.pdf
http://www.singaporemath.com/v/vspfiles/assets/images/ccs-pmstded.pdf
http://www.singaporemath.com/v/sssecmath2012.pdf
http://www.singaporemath.com/v/sssecmath2012.pdf
http://www.singaporemath.com/v/sssecmath2012.pdf
http://www.singaporemath.com/v/sssecmath2012.pdf
http://www.singaporemath.com/v/sssecmath2012.pdf
http://www.singaporemath.com/v/sssecmath2012.pdf
http://www.singaporemath.com/v/sssecmath2012.pdf
http://www.singaporemath.com/v/sssecmath2012.pdf
http://www.singaporemath.com/v/sssecmath2012.pdf
http://www.singaporemath.com/v/sssecmath2012.pdf
http://www.singaporemath.com/v/sssecmath2012.pdf
http://www.singaporemath.com/v/sssecmath2012.pdf
http://www.singaporemath.com/v/sssecmath2012.pdf
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Saxon Math 
 

The School also utilizes Saxon Math as a supplement to Singapore Math. Saxon Math is 
also compliant with the Florida Standards. The following web site lists all grades K-8 
where detail is shown on the curriculum and its relationship to the Florida Standards. 
   
              http://www.hmhco.com/shop/education-curriculum/math/saxon-math/why-saxon-math/correlations 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
    
 
 
 
 
 
 
 
 
 
 
 
 
 
For example, selecting a particular grade such as grade K shows the curriculum details in 
the context of the Florida Standards (Common Core). 
 
 
http://www.hmhco.com/~/media/sites/home/education/global/pdf/correlations/math/elementary/saxon-k-8/ccss-saxon-grade-k-
140110.pdf?la=en 
 
 

 
 
 

http://www.hmhco.com/shop/education-curriculum/math/saxon-math/why-saxon-math/correlations
http://www.hmhco.com/~/media/sites/home/education/global/pdf/correlations/math/elementary/saxon-k-8/ccss-saxon-grade-k-140110.pdf?la=en
http://www.hmhco.com/~/media/sites/home/education/global/pdf/correlations/math/elementary/saxon-k-8/ccss-saxon-grade-k-140110.pdf?la=en
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There are five Mathematics Study Strands specified for grade K… 
 

K.CC: Counting & Cardinality 
K.G: Geometry 
K.MD: Measurement & Data 
K.NBT: Numbers & Operations in Base 10 
K.OA: Operations & Algebraic Thinking  
                    

As an example, the following shows the Saxon Math three standards for grade K, Strand 
KCC, Cluster 1 Know number names & count sequence. 
 
   Grade K 
 
      Strand: KCC: COUNTING & CARDINALITY 
 
 Cluster 1: Know number names & count sequence. 
 
    Standard: K.CC.1.1 Count to 100 by 1s and 10s. 
 
    Standard: K.CC.1.2 From a given number count forward. 
  
    Standard: K.CC.1.3 Read & write numerals from 0-20. 
  
 Cluster 2: Count to tell the number of objects. 
 
    Standard: K.CC.2.4 …………… 
    …………………………………. 
 
      Strand: KOA: OPERATIONS & ALGEBRAIC THINKING 
 …………………………………… 
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S
c

hool’s Curriculum Providers Are in Alignment with FL Standards  
 

Full Option Science Program (FOSS) is compliant with the Florida Standards 
https://www.fossweb.com/delegate/ssi-foss-ucm/ucm?dDocName=D2691958 

            
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.fossweb.com/delegate/ssi-foss-ucm/ucm?dDocName=D2691958
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EXAMPLE – FOSS FL Standards content for Life Science per specific 
content item. Physical Science and Earth Science are similar.  
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  FL 
Sta
nda
rds 

com
pari
son 
to 

FOS
S 

Gra
des 
K-8 
by 

Delt
a 

Edu
cati
on. 

 
http:
//ww
w.del

ta-
educ
ation
.com
/scie
nce/f
oss/c
orrel
ation
s/Flo
rida.
pdf 

 

http://www.delta-education.com/science/foss/correlations/Florida.pdf
http://www.delta-education.com/science/foss/correlations/Florida.pdf
http://www.delta-education.com/science/foss/correlations/Florida.pdf
http://www.delta-education.com/science/foss/correlations/Florida.pdf
http://www.delta-education.com/science/foss/correlations/Florida.pdf
http://www.delta-education.com/science/foss/correlations/Florida.pdf
http://www.delta-education.com/science/foss/correlations/Florida.pdf
http://www.delta-education.com/science/foss/correlations/Florida.pdf
http://www.delta-education.com/science/foss/correlations/Florida.pdf
http://www.delta-education.com/science/foss/correlations/Florida.pdf
http://www.delta-education.com/science/foss/correlations/Florida.pdf
http://www.delta-education.com/science/foss/correlations/Florida.pdf
http://www.delta-education.com/science/foss/correlations/Florida.pdf
http://www.delta-education.com/science/foss/correlations/Florida.pdf
http://www.delta-education.com/science/foss/correlations/Florida.pdf
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Example page of Delta Education’s FOSS comparative analysis to FL Standards 
showing compatibility with the Life Science Strand SC.K.L.14: Organization and 
Development of Living Organisms three standards in the one Cluster and where 
these standards are addressed in the FOSS curriculum. 
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SC.K.L.14.1: Recognize the five senses and related body parts. 
SC.K.L.14.2: Recognize that some books and other media portray animals and plants 
with characteristics and behaviors they do not have in real life. 
SC.K.L. 14.3: Observe plants and animals, describe how they are alike and how they are 
different in the way they look and in the things they do. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Core Knowledge Science is FL Standards compliant. 
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                  http://www.coreknowledge.org/mimik/mimik_uploads/documents/23/SequenceataGlance.pdf 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.coreknowledge.org/mimik/mimik_uploads/documents/23/SequenceataGlance.pdf
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Core Knowledge Science content is also available for grades 5-8. Example of Core 
Knowledge Science content versus FL Standards for Grade 5 is shown below in 
detail. Grades 6-8 are similar.   
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Core Knowledge Science content available for grades 5-8. Grade 5 has 
been shown in detail. Samples for grades 6-8 follow.  
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School’s Curriculum Providers Are in Alignment with FL Standards  
 
Core Knowledge 
The Core Knowledge History & Geography Program provides academic content in 
compliance with Florida Standards Social Studies. FL Standards Social studies are 
addressed within the Core Knowledge curriculum content.  
 

                  http://www.coreknowledge.org/mimik/mimik_uploads/documents/950/History%20and%20Geography%20Resources%20K-6.pdf  
 
 

 

 

 

 
 
 

http://www.coreknowledge.org/mimik/mimik_uploads/documents/950/History%20and%20Geography%20Resources%20K-6.pdf
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http://www.coreknowledge.org/mimik/mimik_uploads/documents/480/CKFSequence_Rev.pdf 
 
 

http://www.coreknowledge.org/mimik/mimik_uploads/documents/480/CKFSequence_Rev.pdf
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http://www.coreknowledge.org/CCSS  
 

 
 
 
 

Sample curriculum content in Core Knowledge History & Geography for grades K, 3 & 
8 are shown in the following. The entire Core Knowledge History & Geography content 
by grade may be found at … 
  

                http://www.coreknowledge.org/mimik/mimik_uploads/documents/950/History%20and%20Geography%20Resources%20K-6.pdf 
 

http://www.coreknowledge.org/CCSS
http://www.coreknowledge.org/mimik/mimik_uploads/documents/950/History%20and%20Geography%20Resources%20K-6.pdf
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TCI History Alive 
History Alive serves as a supplement to the Core Knowledge History & Geography 
Program.  Reading content amplifies the study of social studies. History Alive is in 
compliance with Florida Standards Social Studies. 
  

 
 
 
 
 
                                        
 
 
 
 

 
 
 
 
 

http://www.teachtci.com/programs/middle-school/history-alive-textbook/ancient-world/ 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

http://www.teachtci.com/programs/middle-school/history-alive-textbook/ancient-world/
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New York State Selects TCI Social Studies Alive 
 
A search of the literature on common core standards and TCI Social Studies Alive finds 
compliance with the standards and leads to education excellence. 
  

 

 
                                                          

http://www.ssmatters.com/k-3-academic-program.html 
 
 
Michigan Department of Education 
 
The Michigan Department of Education conducted a study on the curriculum materials on 
the top ~30 performing MI charter schools. In the area of social studies, more than half of 
the charter schools were employing TCI Social Studies Alive. 
 
 

                                 
http://
www.m
ichigan.
gov/do
cuments/mde/Curriculum_at_High_Performing_PSAs_449218_7.pdf 
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http://www.ssmatters.com/k-3-academic-program.html
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http://www.michigan.gov/documents/mde/Curriculum_at_High_Performing_PSAs_449218_7.pdf
http://www.michigan.gov/documents/mde/Curriculum_at_High_Performing_PSAs_449218_7.pdf
http://www.michigan.gov/documents/mde/Curriculum_at_High_Performing_PSAs_449218_7.pdf
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