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AGENDA 
Joint Session 

Amistad Academy & Elm City College Preparatory 
Boards of Directors 

Wednesday, September 17, 2014, 5:30 ­ 7:30 p.m. 
403 James Street, New Haven 

 
 
Dinner available immediately prior to the meeting (5:30) 
 
Call to order (5:30 p.m.) 
 
Reports: 

1. Principal Reports (5:30 p.m.) 
2. Joint High School Committee Report (Caroline Williams) 
3. Community Engagement (Candice Dormon) 
4. Report of the Governance Committees (Marnie Halsey) 
5. Visitor Day Schedule (Ken Paul) 

 
Announcements 
 
Adjourn to Individual Board Meetings (6:45) 
 
 

AGENDA 
Amistad Academy 
Board of Directors 

Wednesday, September 17, 2014 
403 James Street, New Haven, Community Room 

 
 
Call to Order (6:55 p.m.) 
 
Public Comment 
 
Board Business 

1. Approve minutes of 5/28/14 and 7/31/14 Meetings  
2. Approve Financial Report  
3. Approve 2014­15 Family Handbook 
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4. Approve 2014­15 School Wellness Policy 
5. Elect representatives to the Board of Directors of Amistad Academy  

 
Board Discussion 
 
Executive Session (Personnel)  
 
Adjourn 
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Amistad Academy 
Proposed Resolutions 

 
1. Approve Previous Meeting Minutes 

○ NOW THEREFORE BE IT RESOLVED THAT, the Board of Directors of Amistad Academy hereby 
approves the 5/28/14 and 7/31/14 Meeting Minutes as drafted. 

○ Moved by: ________________________ Seconded by: __________________________ 
○ In Favor ____________________ Opposed: ________________ Abstain: ___________ 

 

2. Approve Financial Report 

○ NOW THEREFORE BE IT RESOLVED THAT, the Board of Directors of Amistad Academy  hereby 
accepts the  financial report as presented. 

○ Moved by: ________________________ Seconded by: __________________________ 
○ In Favor ____________________ Opposed: ________________ Abstain: ___________ 

 

3. Approve 2014-2015 Family Handbook  
○ NOW THEREFORE BE IT RESOLVED THAT, The Board of Directors of Amistad Academy 

approves a revised Family Handbook as drafted. 
○ Moved by: ________________________ Seconded by: __________________________ 
○ In Favor ____________________ Opposed: ________________ Abstain: ___________ 

 

4. Approve 2014-2015 School Wellness Policy  
○ NOW THEREFORE BE IT RESOLVED THAT, The Board of Directors of Amistad Academy 

approves the 2014-2015 School Wellness Policy as drafted. 
○ Moved by: ________________________ Seconded by: __________________________ 
○ In Favor ____________________ Opposed: ________________ Abstain: ___________ 

 

5. Elect Representatives to the Amistad Academy Board of Directors  
○ NOW THEREFORE BE IT RESOLVED THAT, The Board of Directors of Amistad Academy 

re-elected Jane Levin, Katrin Czinger, Caroline Williams, and Andrew Lachman as Class II 
directors with the term limits ending June 30, 2015, June 30, 2015, June 30, 2017, and June 
30, 2017, respectively.  

○ Moved by: ________________________ Seconded by: __________________________ 
○ In Favor ____________________ Opposed: ________________ Abstain: ___________ 

 

○ NOW THEREFORE BE IT RESOLVED THAT, The Board of Directors of Amistad Academy elected 
Carolyn Greenspan and Patricia Sweet as Class II and Class III directors, respectively, with the 
term limits ending June 30, 2017, June 30, 2015, respectively.  

○ Moved by: ________________________ Seconded by: __________________________ 
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○ In Favor ____________________ Opposed: ________________ Abstain: ___________ 

 

○ NOW THEREFORE BE IT RESOLVED THAT, The Board of Directors of Amistad Academy elected 
Carolyn Greenspan as Chairman of the Board to the Board of Directors of Amistad Academy.  

○ Moved by: ________________________ Seconded by: __________________________ 
○ In Favor ____________________ Opposed: ________________ Abstain: ___________ 

 

○ NOW THEREFORE BE IT RESOLVED THAT, The Board of Directors of Amistad Academy elected 
Caroline Williams as Vice Chairman of the Board to the Board of Directors of Amistad 
Academy.  

○ Moved by: ________________________ Seconded by: __________________________ 
○ In Favor ____________________ Opposed: ________________ Abstain: ___________ 

 

○ NOW THEREFORE BE IT RESOLVED THAT, The Board of Directors of Amistad Academy elected 
Michael Griffin as Treasurer of the Board to the Board of Directors of Amistad Academy.  

○ Moved by: ________________________ Seconded by: __________________________ 
○ In Favor ____________________ Opposed: ________________ Abstain: ___________ 

 

○ NOW THEREFORE BE IT RESOLVED THAT, The Board of Directors of Amistad Academy elected 
Lorraine Gibbons as Secretary of the Board to the Board of Directors of Amistad Academy.  

○ Moved by: ________________________ Seconded by: __________________________ 
○ In Favor ____________________ Opposed: ________________ Abstain: ___________ 
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Attestation of Compliance with Wellness Policy 
Legislation 

 
Section 1 – Background 

 

The Healthy, Hunger-Free Kids Act of 2010 specifies new requirements for school 
wellness policies beyond the original requirements of the Child Nutrition and WIC 
Reauthorization Act of 2004. These new requirements were effective with the 2011-12 
school year and include: 
-developing goals for nutrition promotion; 
-informing and updating the public (including parents, students and the community) 
about the content and implementation of local wellness policies; 
-making efforts to include physical education teachers, school health professionals and 
school administrators in the development, implementation and periodic review and 
update of the policy; 
-periodically assessing local wellness policies and making this information available 
to the public; 
-designating one or more district or school officials to ensure that each school 
complies with the local wellness policy. 
 
Section 2 – Summary of action steps and attestation 
 
Achievement First Charter Schools will be implementing the following protocols to 
remain in compliance with state regulations: 
 

WELLNESS COMMITTEE CORE MEMBERS 
The Achievement First Network will work annually with school boards to ensure core 
members of the wellness committee includes the following: 
1. A teacher representative from a school in the charter 
2. A parent representative from a school in the charter 
The committee will be open from participation from the following: 
1. Students 
2. School board members 
3. School Administrators 
4. Members of the public 

 
COMMUNICATION OF POLICY 
The approved policy will be disseminated to the broader school communities and will be 
an agenda item at the Parent Leadership Committees 
 
At the start if each school year schools will be responsible for advertising the wellness 
policy as well as the safety and wellness committee to solicit participation. The policy will 
live on the external Achievement First website for public access. 
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IMPLEMENTATION PROTOCOL 
 
The approved policy will be brought to the director of school operations at each school 
who will be responsible for ensuring the school meets the local wellness policy. 
 
As a part of the annual student services deep dive audit, Regional Directors of Operations 
will review documentation from Directors of school Operations to ensuring the policy is 
being implemented as outlined. This deep dive will act as an internal report to the board 
on the state of the implementation. At this time any changes that need to be 
implemented will be outlined with deadlines to ensure the school remains in compliance.  
 
 
ANNUAL REVIEW OF POLICY 
 
The spring meeting of the safety and wellness committee will review the policy focusing 
on the following: 
 

1. Implementation at the school level 
2. Potential additions to the policy 

All policy changes will be reviewed by the Regional Director of Operations and sent to the 
school board for approval. 
 
 
Signature:  
  

_______________________             _________________________ 
(Signature of the Authorized Representative)                  (Printed Name of the Authorized Representative) 

 

_____________________________________________                __________ _____________________ 

Title (Superintendent of Schools, Business Manager, etc.)                 (Date of Authorization) 
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-DRAFT- 
 

MINUTES 
Joint Session 

Amistad Academy & Elm City College Preparatory 
Boards of Directors 

Wednesday, May 28, 2014, 5:30 7:30 p.m. 
130 Edgewood Avenue, New Haven 

 
Board Attendance: 
Amistad 
Katrin Czinger, AA Board - Yes 
Lorraine Gibbons, AA Board - Yes 
Michael Griffin, AA Board - Yes 
Melinda Hamilton, AA Board - Yes 
Andrew Lachman, AA Board - Yes 
Jane Levin, AA Board - Yes 
Paul McCraven, AA Board - Yes 
Khadijah Muhammad, AA Board - Yes 
William Powers, AA Board - Yes 
Michael Thomas, AA Board - Yes 
Caroline Williams, AA Board - Yes 
 
ECCP 
Magaly Cajigas, ECCP Board - Yes 
Erik Clemons, ECCP Board - Yes 
Richard Ferguson, ECCP Board - Yes 
Carolyn Greenspan, ECCP Board - Yes 

Marnie Halsey, ECCP Board - Yes 
William Heins, ECCP Board - Yes 
Sharon Oster, ECCP Board - Yes 
Patricia Pierce, ECCP Board - Yes 
Laura Saverin, ECCP Board - Yes 
Kaitlyn Stasik, ECCP Board - Yes 
Pat Sweet, ECCP Board - Yes 
Lystra Richardson, ECCP Board - Yes 
 
Others in Attendance 
Hillary Bridges, AF Network Support - Yes 
Kelonda Maull, AF Network Support - Yes 
Andrew Poole, School Leadership - Yes 
Max  Polaner, Brownsville Board - Yes 
Gaylord Bourne, AF Network Support - Yes 
Brian Cooney, AF Network Support - Yes 
D. Scot Kerr, AF Network Support - Yes 
Sharon Richards, AF Network Support - Yes 
Amanda Alonzy, School Leadership - Yes 

 
 
Call to order (Melinda Hamilton) 
No Public Comment 
Melinda announced that she’s stepping down from the board once a successor is identified 
 
Reports: 
Principal Reports (Amanda Alonzy, Andrew Poole) 
 
Amanda: 
 

1. Most challenging grades are where students are taking the state tests - we are trying to 
make sure we have robust goals for all grade levels 

2. Students in every grade take an end of the year reading test 
3. In Math, we are adding tutoring in all grade levels to boost students who are struggling 
4. Professional development: Focus on practice based PD 
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5. SBAC is the new computer based test which will replace the former CMT. Students in 
grades 3-8 take them. There are 2 reading and 2 math tests. Students have to fully type 
essays on the computer - we need to do more next year to help students with this skill. 
The tests are not timed, so students can take as long as they need. Students seem to 
feel very comfortable with the technology and the test is slightly lower stress than the old 
CMT.  

 
Andrew: 
 

1. End of the Year Goal - 90% proficient and 40% advanced.  
a. Kindergarten and first grade are doing well. Scholars that are on the brink on 

getting “Whatever it takes” Interventions.  
b. Second grade - we will hopefully get there by the end of the year 
c. Third and Fourth grade - we made tremendous growth in IA results, however, 

these 2 grades are typically challenging for us to reach our goal 
 

Report of the Governance Committees (Marnie Halsey) 
 

• Amistad board and ECCP board are meeting together to share practices, but acting 
independently.  

• One agenda items for the next meeting is to discuss leadership changes for Amistad 
Academy and discuss hiring officers for next year.  

• The committee is developing a pipeline of potential candidates and encourages 
everyone to suggest potential members. 

•  Everyone received an individualized board involvement report to let directors know how 
involved they were. We plan to provide these reports in June and November each year. 
Marnie encourage everyone to provide feedback and point out potential inaccuracies.  

 
Updates: 
 
Achievement First updates 
 
Chastity Lord, Chief External Officer, provided an AF update regarding the CXO teams: 
 

● Enabled by internal transitions CXO teams will be restructured to provide greater 
geographic focus around community engagement: 

○ Marketing will become Brand Strategy 
○ Team External will become more focused on community involvement, student 

recruitment, and advocacy-  
○ Authorizer Relations will move to a newly created team and 
○ Board Relations will move under Team Development 
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Board Retreat Planning 
 
Board retreat will happen on July 21st in CT. We will do a deeper dive into the issues around 
our work. We will balance activities between learnings and problem solving. Board members will 
answer the following questions: 

1. I would like to learn more about… 
2. I would like to work with directors to create a solution for… 

 
Board members submitting suggestions of what they would like to discuss on index cards for 
Scot’s review. 
 
Transition to Individual Board Meetings  
 

Amistad Academy 
Board of Directors 

Wednesday, May 28, 2014 
130 Edgewood Avenue, Amistad Room 

Board Attendance: 
Amistad 
Katrin Czinger, AA Board - Yes 
1Lorraine Gibbons, AA Board - Yes 
Michael Griffin, AA Board - Yes 
Melinda Hamilton, AA Board - Yes 
Andrew Lachman, AA Board - Yes 
Jane Levin, AA Board - Yes 
Paul McCraven, AA Board - Yes 
Khadijah Muhammad, AA Board - Yes 
William Powers, AA Board - Yes 
Michael Thomas, AA Board - Yes 
Caroline Williams, AA Board - Yes 
Sharon Richards, AF Network Support – Yes 
D. Scot Kerr, AF Network Support - Yes 
 
Call to Order at 6:49 p.m. 
 
Public Comment 
None 
 
Board Business 
 
a. Approve minutes of March 26, 2014 meeting (Resolution 1) 
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NOW THEREFORE BE IT RESOLVED THAT, the Board of Directors of Amistad Academy 
hereby approves the 3/26/14 Meeting Minutes as drafted. 

 
Moved: Katrin Czinger 
Second: Khadijah Muhammad 
All in Favor 
 
b. Financial Report as of April 30, 2014 (Resolution 2) 
 
All financials are in good shape for this year. At Amistad High, fewer students were enrolled 
than planned so we received less revenue than expected. The deficit has been whittled down to 
about $23,000. Once the budget is set, the principal and DSO have the latitude to manage on 
the daily basis. Both the elementary and middle schools are in good shape - the elementary 
school will have a surplus of $51,000, middle school will have a surplus of $8,000. All payments 
to Amistad from ECCP, Bridgeport and AF are coming in on a timely basis. Amistad requires 
about $2 MM in philanthropy. In order to achieve sustainability, we need the city of New Haven 
to supplement the per-pupil amount that we received from the state. At the elementary school 
and middle school, we will start backfilling students - this will be a financial loss in the next year 
because the state financial reimbursement is on a 2 year cycle. However, this will be made up 
for next year, unless we are able to successfully request for an amendment and receive the 
money this year. The VP of Finance has been hired and will assume this role at some point 
between July and October - he is an internal candidate.  
 

NOW THEREFORE BE IT RESOLVED THAT, the Board of Directors of Amistad 
Academy  hereby accepts the YTD financial report dated 4/30/14 as presented. 

 
Moved: Paul McCraven 
Second: Caroline Williams  
All in Favor 
 
c. Budget approval for 2014-15 (Resolution 3) 
 

NOW THEREFORE BE IT RESOLVED THAT, the Board of Directors of Amistad 
Academy hereby approves the financial budget as recommended by the Finance 
Committee and prepared by Achievement First for the 2014-15 fiscal year. 

 
Moved: Paul McCraven 
Second: Michael Griffin 
All in Favor 
 
d. Approve revised Financial Policies & Procedures regarding Payment of Invoices (Resolutions  
 
AF has been putting in new software to make financial processes work smoother. A new policy 
was created to reduce the paperwork between AF and schools. 
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WHEREAS Achievement First is responsible for accounting services including the timely 
payment of invoices,  
AND WHEREAS Amistad Academy is responsible for the approval to pay invoices 
whether by signed check or approved invoice 
NOW THEREFORE BE IT RESOLVED THAT, The Board of Directors of Amistad 
Academy approves a revised policy for payment of invoices to enable the electronic 
processing of invoices and their approval for payment as drafted. 

 
Moved: Caroline Williams 
Second: Lorraine Gibbons 
All in Favor 
 
e. Accept report of project completion regarding 130 Edgewood Avenue (Resolution 
 
Michael Kerin reported to the board that they are required to accept that the project is complete 
so that the final package and request for reimbursement can be submitted to the state. The 
state will then do an audit of the project, which is necessary because this project was 80% 
funded by the state. Once the state does the final certification after the audit, we will receive the 
last 5% of the reimbursement from the state.  
 

“BE IT RESOLVED that the Board of Education accepts the Amistad Academy; State 
Project #279-0001 at 130 Edgewood Avenue in New Haven, as complete.” 

 
Moved: Paul McCraven 
Second: Lorraine Gibbons 
All in Favor 
 
f. Authorization to sign the Healthy Food Certificate 
 
Directors received a Healthy Food Certificate in their materials. Certifies that we are serving 
healthy food at our schools.  
 

NOW THEREFORE BE IT RESOLVED THAT, the Board of Directors of Amistad 
Academy hereby authorizes the Board Chairman to certify that we will meet the 
standards specified in Section 10-215e of the Connecticut General Statutes for the 
period July 1, 2014 through June 30, 2015. 

 
Moved: Khadijah Muhammad 
Second: Caroline Williams 
All in Favor 
 
Directors thanked Melinda for her leadership over the past year! 
 
Adjourn at 7:21 by Melinda 
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Minutes Taken by: Sharon Richards, Team Development  
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Achievement First CT Joint Board Retreat 
Amistad Academy 

Elm City College Preparatory 
Achievement First Bridgeport Academy 
Achievement First Hartford Academy 

July 21, 2014, 12 ­ 5 pm 
Amistad Academy Elementary School 
130 Edgewood Avenue, New Haven 

  

The following directors and staff were in attendance: 
 

Bill Bouton, Legal Resources ­ Yes  Barry Jacobson, AFHA Board ­ No 

Susan Shankman, Guest ­ Yes  Jean LaVecchia, AFHA Board ­ No 

Brianne Gilkes, Guests ­ Yes  James Morton, AFHA Board ­ No 

Brittney Graham, Guests ­ Yes  John Motley, AFHA Board ­ No 

Lorraine Gibbons, AA Board ­ Yes  Colleen Palmer, AFHA Board ­ No 

Michael Griffin, AA Board ­ Yes  Nyema Pinkney, AFHA Board ­ No 

Jane Levin, AA Board ­ Yes  Marshall Ruben, AFHA Board ­ No 

Khadijah Muhammad, AA Board ­ Yes  Angela Scott, AFHA Board ­ No 

Katrin Czinger, AA Board ­ No  Magaly Cajigas, ECCP Board ­ Yes 

Sheri Gellman, AA Board ­ No  Erik Clemons, ECCP Board ­ Yes 

Toni Harp, AA Board ­ No  Richard Ferguson, ECCP Board ­ Yes 

Howard Hill, AA Board ­ No  Carolyn Greenspan, ECCP Board ­ Yes 

Dorsey Kendrick, AA Board ­ No  Marnie Halsey, ECCP Board ­ Yes 

Andrew Lachman, AA Board ­ No  William Heins, ECCP Board ­ Yes 

Paul McCraven, AA Board ­ No  Patricia Pierce, ECCP Board ­ Yes 

Michael Van Leesten, AA Board ­ No  Lystra Richardson, ECCP Board ­ Yes 

Caroline Williams, AA Board ­ No  Laura Saverin, ECCP Board ­ Yes 

James Bennett, AFBA Board ­ Yes  Kaitlyn Stasik, ECCP Board ­ Yes 

Andrew Boas, AFBA Board ­ Yes  Pat Sweet, ECCP Board ­ Yes 
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Debra Hertz, AFBA Board ­ Yes  Sharon Oster, ECCP Board ­ No 

Chris Kunhardt, AFBA Board ­ Yes  Deb Quinsee, ECCP Board ­ No 

Marlene Macauda, AFBA Board ­ Yes  Sarah Blanton, AF Network Support ­ Yes 

Ed Raice, AFBA Board ­ Yes  Hillary Bridges, AF Network Support ­ Yes 

Judy Andrews, AFBA Board ­ No  Candice Dormon, AF Network Support ­ Yes 

Dick Kalt, AFBA Board ­ No  Elandria Jackson, AF Network Support ­ Yes 

Harold Kamins, AFBA Board ­ No  D. Scot Kerr, AF Network Support ­ Yes 

Cornelius Medas, AFBA Board ­ No  Jennifer Lindsay, AF Network Support ­ Yes 

Wiley Mullins, AFBA Board ­ No  Bridget Mercier, AF Network Support ­ Yes 

Max Perez, AFBA Board ­ No  Ken Paul, AF Network Support ­ Yes 

Lankford Wade, AFHA Board ­ Yes  Tony Siddall, AF Network Support ­ Yes 

Nancy Zwiener, AFHA Board ­ Yes  Robyn Silverman, AF Network Support ­ Yes 

Laura Estes, AFHA Board ­ No    
 
A meeting of the joint boards of Achievement First Connecticut schools on July 21, 2014 at 
Amistad Academy. 
  
I.  Call to Order & Attendance 
  
The meeting was called to order by Dick Ferguson at 12:26pm. 
  
II.  High School Programs 
  
Chris Bostock, Principal of Amistad Academy High school, provided an overview of the Amistad 
High School program. 
  
Mr. Bostock presented the three main goals of Amistad Academy High; 85% of students graduate 
from college in four years, 100% in six years, and 50% from top colleges. He described the three 
pillars of Amistad’s college graduation strategy which includes exceptionally high standards, 
development in strong teachers and leaders, and support for scholars in the college process. He 
lauded the program as an example of what schools that serve high needs populations must 
accomplish and successfully prepare students for “the next economy.” 
  
Mr. Bostock detailed the four year college process which begins with the college readiness 
seminar for 9th graders and reaches its zenith in 12th grade. Students and families are supported 
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in every aspect of the process including helping them to create their college lists of “best fit” 
schools that meet their academic, social/emotional, and financial needs. Mr. Bostock described 
his hope that all AF graduates are able to pass what he calls, “the dorm room test” whereby AF 
alums “hang out” in their dorm rooms and engage with their peers on topics like literature, art, 
science, pop culture, and more. 
  
III. Board Objectives & Theory of Change 
  
Tony Siddall, Senior Director of Governance & Authorizer Relations, Team External Relations, 
gave a presentation that covered the role that boards can play in relation to Achievement First’s 
“Theory of Change.” Mr. Siddall framed his explanation with two points of reference; 1) Board 
members as public officials who hold AF accountable and 2) Board members as active 
participants in building the future strategy of AF schools. Mr. Siddall presented the following as 
counterparts to the four­part “Theory of Change.” 
  

∙         Become an excellence and equity exemplar 
o   Board members are well positioned to help identify blind spots between 
network strategy and school reality. 

∙         Concentrate our impact geographically 
o   Board members are well positioned to take on community specific roles and 
serve as ambassadors in our communities. 

∙         Open more gap­closing schools 
o   Board members are well positioned to help AF close the structural funding 
gap in Connecticut by advocating for AF and communicating our philanthropic 
need to their networks. 

∙         Sharing with and learning from others 
o   Board members are well positioned to provide areas of expertise and 
experience to schools as AF seeks to become an open source organization. 

  
IV. Workshop Groups 
  
Board members split into three working session groups of their choice; Scholar Support and 
Systems, Board Goals, and Community Engagement to discuss these topics. 
At the end of each working session all board members collectively shared with the group. 

∙         Scholar Support and Systems 
○ Chris Kundhart, AF Bridgeport Board member, shared that his group spoke 

primarily about summer internships for students and looking forward to an active 
strategy to surpass the number of internships from Summer 2014 for the number 
in Summer 2015. 

∙         Board Goals 
○ Marnie Halsey, Elm City College Prep Board member, shared that her group 

spoke about governance needs for the upcoming school year as well as exciting 
opportunities for engagement with students and families. 
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∙         Community Engagement 
○ Magaly Cajigas, Elm City College Preparatory Parent Representative, shared that 

her group spoke about the continued need to deeply engage and build 
relationships within our communities. She explained that work can be done to 
forge new relationships in addition to strengthening our current relationships. In 
addition, the group discussed how parents are our strongest advocates and how 
we can continue to empower families. 

  
V.  Q&A and Greenfield Update 
  
Dacia Toll, Co­CEO  & President, Achievement First, provided updates on student achievement 
data, suspension data, and AF’s two strategies for continuous increases student achievement 
following by a Q&A. Ms. Toll explained the timeframe and nuances for receiving and analyzing the 
test scores for the new Common Core­aligned Smarter Balance test that Achievement First’s 
Connecticut scholars completed during the 2013­14 school year. Ms. Toll announced that 
although AF has more work to do to reduce suspensions, in one year AF schools had a 30% 
reduction in suspensions. Ms. Toll also described the four pillar approach designed to help AF 
take “Big Steps” forward as an organization; setting a College Ready Bar, focusing on Intellectual 
Engagement in Planning & Instruction, solidifying Vibrant School Cultures, and developing “bright 
spots” to Cultivate Excellence. 
 
Ms. Toll provided an update on Achievement First’s second strategy “Greenfield” in order to 
continuously drive innovation into the education sector more broadly. 
  
Ms. Toll explained that Achievement First has partnered with the top design form IDEO to create a 
blueprint for a new school model. Ms. Toll provided an update on Phase I of the AF Greenfield 
project and described the three anchors for the new model; accelerated expectations of 
academic achievement, student ownership and personalization of their hard work, and an 
awesomely powerful community for students, teachers, parents, and families. Ms. Toll explained 
the model will require a huge investment in technology and a longer school day.   
 
  
VI. Connection to the mission 
  
During the Connection to the Mission Board members had the opportunity to hear from three 
Achievement First graduates who shared their personal experiences attending Achievement First 
and college. At the end of the panel Board Members asked questions and shared the insights they 
learned from the guests. 
  
VII.  Adjourn 
  
Mr. Kerr and Elm City College Preparatory Board Chair, Richard Ferguson closed the meeting 
expressing thanks to our Connection to the Mission guests. 
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The meeting was adjourned at 4:57 by Richard Ferguson 
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Financial Materials for Amistad Board Meeting on Sept. 17th, 2014 

Executive Summary 

9/14/2014 

 

Note that enrollment amounts are not finalized until Oct. 1st with the State 

of Connecticut, so current estimates are preliminary.  However, all 

Amistad academies are on track to be fully enrolled as of the end of 

August. 

 

July 2014 to August 2014 actual vs. budget – Amistad Elementary 

 

• Amistad elementary has started the year on track with its budget.  

The only variance is slightly lower salaries and benefits. 

 

July 2014 to August 2014 actual vs. budget – Amistad Middle 

 

• Amistad middle is also on track with its budget.  It’s only variance is 

slightly higher salaries that are being forecast, but the difference is 

not enough to generate concern at this point in the year. 

 

August 31, 2014 consolidated balance sheet 

  

• The cash position was $5.1 million at the end of the period, up from 

$3.9 million at the end of June.  This is due to receiving the July per 

pupil as well as payments for the high school and from AF for 

philanthropy.   

19



 

 
 

 

Financial Materials for AF Amistad HS for Board Meeting on Sept. 17th, 2014 

Executive Summary 

9/14/2014 

 

Note that enrollment amounts are not finalized until Oct. 1st with the State 

of Connecticut, so current estimates are preliminary.  However, all 

Amistad academies are on track to be fully enrolled as of the end of 

August. 

 

July 2014 to August 2014 actual vs. budget – AF Amistad High 

 

• Amistad high school has started the year on track with its budget.  

Variances exist in salaries, which are tracking below budget but 

may be increased later in the year, and are higher than budgeted 

in areas of supplies and transportation. 
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Amistad Academy -- Consolidated (note:  includes Amistad portion of HS, not entire HS)

Actuals as of:

8/31/2014 Comments to Board

Budget Actual
Variance 

(Actuals-Budget) Budget Forecast
Variance 

(Actuals-Budget)

Income

Total General Operating Revenue 1,806,567     1,810,739      4,172             10,839,400      10,839,400         -                 
Final enrollment is not set until Oct. 1st, but at the moment appears to be on track.

Total Other Public Revenues 92,103           1,191             (90,912)          1,270,795        1,270,802           7                     

Total Special Education Funding 39,155           -                  (39,155)          234,931            234,931               -                 

Total Public Revenue 1,937,825     1,811,929     (125,895)       12,345,125      12,345,132         7                    

Total Private Revenue 388,167        68,450           (319,717)       2,329,000        2,329,000           -                 

Total Other Revenue 1,632             1,198             (434)               9,792                9,792                   -                 

Total Income 2,327,623     1,881,577     (446,047)       14,683,917      14,683,924         7                    

Expenses

Personnel Expenses

School Salaries and Wages

Total School Salaries and Wages 1,263,717     1,247,096      (16,621)          7,582,304        7,510,599           (71,705)         Lower forecast due to high school.

Total Other Personnel Costs 1,640             23,522           21,882           302,050            302,173               123                

Total Salaries and Wages 1,265,357     1,270,618      5,261             7,884,354        7,812,772           (71,582)         

Total Bonuses -                 19,286           19,286           296,151            297,731               1,580             

Total Taxes & Benefits 219,045         184,504         (34,541)          1,338,787        1,328,224           (10,563)         

Total Temporary Staff 11,625           4,046             (7,579)            69,750              69,750                 -                 

Total Personnel Expenses 1,496,027     1,478,453     (17,574)          9,589,042        9,508,477           (80,565)         

Non - Personnel Expenses (OTPS)

Total Program Support Activities 5,770             14,055           8,285             421,683            423,733               2,050             

Total Program Materials & Supplies 115,727         75,418           (40,308)          524,270            530,651               6,380             

Total Operations 2,603             20,627           18,025           713,444            725,744               12,300           

Total Technology 200,490         52,524           (147,965)        447,413            448,477               1,063             

Total General & Administrative 39,695           68,534           28,839           330,818            330,818               -                 

 Total Physical Plant 181,312         149,816         (31,496)          1,040,517        1,040,517           -                 

Total Supplemental Program 16,167           18,768           2,601             113,414            111,118               (2,296)            

Direct to School Services 29,322           -                  (29,322)          175,930            175,930               -                 

AF Charter Management Fee 193,782         -                  (193,782)        1,162,695        1,162,695           1                     

Total Non Personnel Expenses 784,866        399,743         (385,123)       4,930,184        4,949,682           19,498          

Total Operating Expenses 2,280,893     1,878,196     (402,697)       14,519,226      14,458,159         (61,067)         

Contingencies 24,342           -                  (24,342)          146,051            146,051               -                 

Total Expenses 2,305,235     1,878,196     (427,039)       14,665,277      14,604,210         (61,067)         

Surplus / (Deficit) 22,388           3,380             (19,008)          18,640              79,714                 61,074          

(Plus) Esimated capitalizable expenses 43,463           

Estimated Capitalizable Expenses include those assets acquired this year and currently 

charged against Expenses, which will be transferred to Fixed Assets at the current year end.  

Given how early it is in the year, very little has been spent to date.

(Less) Esimated depreciation expense 

for expenses incurred in the current 

and previous years (1,579,556)    

Depreciation for current and past years includes an estimate of  the current year 

depreciation attributable to assets acquired during the year and in prior years.  It is based 

on a 3 year depreciation for technology, 5 years for furniture and 10 years for site 

improvements.

(Plus) Estimated philanthropy received 

at Achievement First due school but 

not yet designated 15,270           

This is philanthropy received by AF which is not designated to a specific school, so sits at AF 

until the proper distribution is determined.  The amount due a specific schools is an 

estimate until the final accounting is done for the year.  At this point in the year, very little 

has been received.

Adjusted Surplus/(Deficit) (1,517,442)    

YEAR TO DATE Full Year
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Amistad Academy Elementary School

Actuals as of:

8/31/2014 Comments to Board

Budget Actual
Variance (Actuals-

Budget) Budget Forecast
Variance 

(Actuals-Budget)

Income

Total General Operating Revenue 815,833         830,684         14,851            4,895,000   4,895,000    -                  
Final enrollment is not set until Oct. 1st, but at the moment appears to be on track.

Total Other Public Revenues 47,036           -                  (47,036)          597,536       597,536       -                  

Total Special Education Funding 17,040           -                  (17,040)          102,240       102,240       -                  

Total Public Revenue 879,910         830,684         (49,226)          5,594,777   5,594,777    -                  

Total Private Revenue 57,500           10,500           (47,000)          345,000       345,000       -                  

Total Other Revenue 333                 497                 164                 2,000            2,000            -                  

Total Income 937,743         841,681         (96,062)          5,941,777   5,941,777    -                  

Expenses

Personnel Expenses

School Salaries and Wages

Total School Salaries and Wages 501,795         493,890         (7,905)            3,010,772   2,988,976    (21,796)          Salaries tracking slightly below budget

Total Other Personnel Costs -                  4,175              4,175              123,513       123,513       -                  

Total Salaries and Wages 501,795         498,065         (3,730)            3,134,285   3,112,489    (21,796)          

Total Bonuses -                  -                  -                  121,144       121,144       -                  

Total Taxes & Benefits 88,435           88,706           271                 538,785       525,139       (13,646)          Forecast for benefits slightly below budget.

Total Temporary Staff 7,618              947                 (6,670)            45,705         45,705          -                  

Total Personnel Expenses 597,848         587,718         (10,130)          3,839,919   3,804,477    (35,442)          

Non - Personnel Expenses (OTPS)

Total Program Support Activities 3,833              7,275              3,442              149,213       149,213       -                  

Total Program Materials & Supplies 49,205           39,919           (9,286)            275,955       275,955       -                  

Total Operations 1,000              17,780           16,780            278,100       278,100       -                  

Total Technology 65,516           20,177           (45,339)          163,045       163,045       -                  

Total General & Administrative 16,664           28,274           11,610            138,909       138,909       -                  

 Total Physical Plant 72,790           73,388           598                 420,431       420,431       -                  

Total Supplemental Program -                  -                  -                  -                -                -                  

Direct to School Services 12,167           -                  (12,167)          73,000         73,000          -                  

AF Charter Management Fee 87,991           -                  (87,991)          527,946       527,946       -                  

Total Non Personnel Expenses 309,166         186,814         (122,353)        2,026,598   2,026,598    -                  

Total Operating Expenses 907,014         774,532         (132,482)        5,866,517   5,831,075    (35,442)          

Contingencies 12,222           -                  (12,222)          73,331         73,331          -                  

Total Expenses 919,236         774,532         (144,704)        5,939,848   5,904,407    (35,442)          

Surplus / (Deficit) 18,507           67,149           48,642            1,928            37,370          35,442           

YEAR TO DATE Full Year
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Amistad Academy Middle School

Actuals as of:

8/31/2014 Comments to Board

Budget Actual
Variance (Actuals-

Budget) Budget Forecast
Variance 

(Actuals-Budget)

Income

Total General Operating Revenue 660,000         668,158         8,158              3,960,000   3,960,000    -                  
Final enrollment is not set until Oct. 1st, but at the moment appears to be on track.

Total Other Public Revenues 41,221           -                  (41,221)          520,503       520,503       -                  

Total Special Education Funding 13,785           -                  (13,785)          82,711         82,711          -                  

Total Public Revenue 715,006         668,158         (46,848)          4,563,214   4,563,214    -                  

Total Private Revenue 166,667         32,550           (134,117)        1,000,000   1,000,000    -                  

Total Other Revenue 1,128              497                 (631)                6,767            6,767            -                  

Total Income 882,800         701,205         (181,595)        5,569,981   5,569,981    -                  

Expenses

Personnel Expenses

School Salaries and Wages

Total School Salaries and Wages 504,189         496,872         (7,316)            3,025,131   3,044,725    19,594           

Despite current salaries being slightly below budget, forecast is that  they will be slightly 

above.

Total Other Personnel Costs -                  7,802              7,802              101,000       101,000       -                  

Total Salaries and Wages 504,189         504,674         486                 3,126,131   3,145,725    19,594           

Total Bonuses -                  32,688           32,688            113,428       113,428       -                  

Total Taxes & Benefits 87,340           53,454           (33,886)          535,290       536,776       1,487             

Total Temporary Staff 3,017              2,050              (967)                18,100         18,100          -                  

Total Personnel Expenses 594,545         592,866         (1,679)            3,792,949   3,814,029    21,081           

Non - Personnel Expenses (OTPS)

Total Program Support Activities 1,800              561                 (1,239)            129,400       129,400       -                  

Total Program Materials & Supplies 46,750           12,408           (34,342)          165,500       165,500       -                  

Total Operations 1,500              (20)                  (1,520)            229,200       229,200       -                  

Total Technology 85,600           14,896           (70,704)          192,095       192,095       -                  

Total General & Administrative 13,980           22,682           8,702              122,680       122,680       -                  

 Total Physical Plant 56,249           54,335           (1,914)            332,896       332,896       -                  

Total Supplemental Program -                  -                  -                  65,000         65,000          -                  

Direct to School Services 12,167           -                  (12,167)          73,000         73,000          -                  

AF Charter Management Fee 71,501           -                  (71,501)          429,004       429,004       -                  

Total Non Personnel Expenses 289,546         104,862         (184,684)        1,738,774   1,738,774    -                  

Total Operating Expenses 884,091         697,728         (186,363)        5,531,723   5,552,804    21,081           

Contingencies 5,833              -                  (5,833)            35,000         35,000          -                  

Total Expenses 889,925         697,728         (192,197)        5,566,723   5,587,804    21,081           

Surplus / (Deficit) (7,124)            3,477              10,601            3,258            (17,823)        (21,081)          

YEAR TO DATE Full Year
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Amistad Academy High School Amistad share Elm City share Bridgeport share

Actuals as of: 41% 25% 34%

8/31/2014 Comments to Board Full Year Full Year Full Year

Budget Actual
Variance 

(Actuals-Budget) Budget Forecast
(Actuals-

Budget) Forecast Forecast Forecast

Income

Total General Operating Revenue 806,667         760,724         (45,943)          4,840,000    4,840,000    -                  
Final enrollment is not set until Oct. 1st, but at the moment appears to be on track.

1,984,400         1,210,000         1,645,600         

Total Other Public Revenues 9,380              2,904              (6,476)            372,574       372,591       17                   152,762            93,148              126,681            

Total Special Education Funding 20,317           -                  (20,317)          121,901       121,901       -                  49,979              30,475              41,446              

Total Public Revenue 836,364         763,628         (72,736)          5,334,475   5,334,492    17                   2,187,142        1,333,623        1,813,727        

Total Private Revenue 400,000         61,950           (338,050)        2,400,000   2,400,000    -                  984,000            600,000            816,000            

Total Other Revenue 417                 497                 80                    2,500           2,500            -                  1,025                625                    850                    

Total Income 1,236,780     826,075         (410,706)        7,736,975   7,736,992    17                   3,172,167        1,934,248        2,630,577        

Expenses 0 0 0

Personnel Expenses 0 0 0

School Salaries and Wages 0 0 0

Total School Salaries and Wages 628,618         625,203         (3,415)            3,771,710    3,602,190    (169,520)       

Salaires are currently forecast to be somewhat below budget, but may catch up during the 

year. 1,476,898         900,548            1,224,745         

Total Other Personnel Costs 4,000              28,160           24,160            189,115       189,415       300                 77,660              47,354              64,401              

Total Salaries and Wages 632,618         653,363         20,745            3,960,825    3,791,605    (169,220)       1,554,558         947,901            1,289,146         

Total Bonuses -                  (32,688)          (32,688)          150,192       154,045       3,853             63,158              38,511              52,375              

Total Taxes & Benefits 105,536         103,278         (2,259)            645,641       649,534       3,894             266,309            162,384            220,842            

Total Temporary Staff 2,417              2,557              140                 14,500         14,500          -                  5,945                 3,625                 4,930                 

Total Personnel Expenses 740,571         726,510         (14,062)          4,771,157   4,609,685    (161,473)       1,889,971        1,152,421        1,567,293        

Non - Personnel Expenses (OTPS) 0 0 0

Total Program Support Activities 333                 15,169           14,835            348,950       353,950       5,000             145,120            88,488              120,343            

Total Program Materials & Supplies 48,223           56,319           8,096              201,988       217,550       15,562           Slightly higher supplies costs. 89,196              54,388              73,967              

Total Operations 250                 6,994              6,744              502,791       532,791       30,000           Higher anticipated spending on busing. 218,444            133,198            181,149            

Total Technology 120,424         42,563           (77,861)          225,057       227,650       2,593             93,337              56,913              77,401              

Total General & Administrative 22,075           42,875           20,800            168,850       168,850       -                  69,229              42,213              57,409              

 Total Physical Plant 127,494         53,884           (73,610)          700,465       700,465       -                  287,191            175,116            238,158            

Total Supplemental Program 39,431           45,775           6,344              118,083       112,483       (5,600)            46,118              28,121              38,244              

Direct to School Services 12,167           -                  (12,167)          73,000         73,000          -                  29,930              18,250              24,820              

AF Charter Management Fee 83,636           -                  (83,636)          501,818       501,820       2                     205,746            125,455            170,619            

Total Non Personnel Expenses 454,033         263,579         (190,454)        2,841,003   2,888,559    47,557           1,184,309        722,140            982,110            

Total Operating Expenses 1,194,604     990,088         (204,516)        7,612,160   7,498,244    (113,916)       3,074,280        1,874,561        2,549,403        

Contingencies 15,333           -                  (15,333)          92,000         92,000          -                  37,720              23,000              31,280              

Total Expenses 1,209,938     990,088         (219,850)        7,704,160   7,590,244    (113,916)       3,112,000        1,897,561        2,580,683        

Surplus / (Deficit) 26,843           (164,013)       (190,856)        32,815         146,748       113,933         60,167              36,687              49,894              

YEAR TO DATE Full Year
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AMISTAD

Balance Sheet as of August 31, 2014

                                    Assets AMISTAD BALANCE 

SHEET @ 6/30/14

AMISTAD BALANCE 

SHEET @ 8/31/14 Changes Comments

                                       Current Assets

                                                Total Cash & Cash Equivalents 3,926,651 5,065,799 1,139,148 Increase due to receipt of per pupil, payment of high school invoices, and 

passing on of philanthropy from AF
                                                Total Accounts Receivable 2,992,925 2,569,328 (423,597) Received some philanthropy that was already pledged.   Includes a $1.6 million 

in pledges from the Seedlings Foundation due in FY15.  This will appear as 

restricted revenue in 2013-14 on the audit.
                                          Other Current Assets

Prepaid Expenses 40,609 22,239 (18,370)

Due From/(To) Elm City 23,145 (842) (23,987)

Due From/(To) Bridgeport 106,388 106,428 40

Due From/(To) Hartford 10,992 (1,056) (12,048)

Due From/(To) AMST/ELM/BRIDG HS (323,087) (42,749) 280,338 Payments for the HS were received from Bridgeport and Elm City.  Final 

reconiliation still needed for amounts billed in 2013-14 to eliminate negative.

Due From/(To) Crown Heights 10,000 (10,000)

Due From/(To) East New York 1,033 (1,617) (2,650)

Due From/(To) Network Support 681,365 969,293 287,928 Additional grants were made in June to AF that were due Amistad.  In addition, 

we estimate that there will be $547,235 that will be allocated to Amistad out of 

currently unrestricted revenue due CT schools.
                                                Total Other Current Assets 550,445 1,051,695 501,250

                                             Total Current Assets 6,568,021 8,686,822 2,118,801

                                       Long-term Assets

                                             Total Long-term Assets 37,940,447 37,983,629 43,182 Property and equipment.

                                          Total Assets 45,410,468 46,670,451 1,259,983

                                    Liabilities

                                       Short-term Liabilities

                                                Total Accounts Payable (6)

                                                Total Deferred Revenue 1,850 904,766 902,916 Revenue was recognized that was received in July for and used in Sept.

                                                Total Other Short-term Liabilities 116,837 211,167 94,330 End of year accruals for bonuses and retirement

                                             Total Short-term Liabilities 118,687 1,115,927 997,240

                                             Total Long-term Liabilities 8,134,038 8,134,038 0 Primarily loan associated with New Markets Tax Credit transaction

                                          Total Liabilities 8,252,725 9,249,965 997,240

                                          Total Net Assets 37,157,742 37,420,485 262,743

                                    Total Liabilities and Net Assets 45,410,468 46,670,451 1,259,983
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TO: Sponsors of the National School Lunch and Breakfast Programs that have 

Certified for Six Cents Certification in School Years 2012-13 and 2013-14 

 

FROM: John Frassinelli, Chief  

 Bureau of Health/Nutrition, Family Services and Adult Education 

 

DATE: September 9, 2014 

 

SUBJECT: Operational Memorandum #54-14 

 Addendum to Agreement for Child Nutrition Programs (ED-099): 

 Attestation of Compliance with Meal Pattern Requirements for School Year 

2014-15 

 

As of October 1, 2012, the Healthy, Hunger-Free Kids Act of 2010 (Public Law 111-296) 

required that an additional six cents per lunch reimbursement be provided to school food 

authorities (SFAs) certified by the State Agency to be in compliance with the new meal pattern 

requirements of the final meal pattern rule published in the Federal Register on January 26, 

2012.   

 

All SFAs that became Six Cents Certified during the 2012-13 and 2013-14 school years, must 

attest that all schools under its jurisdiction operating the National School Lunch Program 

authorized under the Richard B. Russell National School Lunch Act (42 U.S.C. §1751 et seq.), 

and/or the School Breakfast Program authorized under the Child Nutrition Act of 1966 (42 

U.S.C. §1773), are in compliance with the meal pattern requirements in effect for school 

year 2014-15, as set forth in 7 C.F.R. Parts 210.10 and 220.23, as applicable. 

 

The Addendum to Agreement for Child Nutrition Programs (ED-099): Attestation of Compliance 

with Meal Pattern Requirements is attached and posted on our website.  Please note that this 

form must be submitted prior to October 1, 2014, to attest full compliance with meal pattern 

requirements.  Failure to respond by this date will result in Claims for Reimbursements being 

withheld.  This addendum covers the period from the start of the 2014-15 school year through 

the start of the next school year.   
 

Please mail a signed original to Maria Santini, Child Nutrition Programs, 25 Industrial Park 

Road, Middletown, CT  06457.   

 

Questions may be directed to: 

 

COUNTY ASSIGNMENTS CONSULTANT E-MAIL AND PHONE 

Fairfield County Fionnuala Brown 
fionnuala.brown@ct.gov 

860-807-2129 

Hartford County (towns/cities beginning with A-R) Teri Dandeneau 
teri.dandeneau@ct.gov 

860-807-2079 
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Hartford County (towns/cities beginning with S-W) 

Windham County 
Susan Alston 

susan.alston@ct.gov 

860-807-2081 

Litchfield County 
Allison Calhoun-

White 

allison.calhoun-white@ct.gov 

860-807-2008 

Middlesex County 

Tolland County 
Andy Paul 

andrew.paul@ct.gov 

860-807-2048 

New Haven County  Jackie Schipke 
jackie.schipke@ct.gov 

860-807-2123 

New London County Monica Pacheco 
monica.pacheco@ct.gov 

860-807-2073 

 

JF:saa 

 

Attachment 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Important:  This is a numbered Operational Memorandum that contains important program information.  Please read carefully 

and retain in a binder for your future reference.  Operational Memoranda are also posted on the Child Nutrition Web site at 

http://www.sde.ct.gov/sde/cwp/view.asp?a=2626&q=320676. 
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ED-099 
Addendum for Meal Pattern Requirements 
Attestation of Compliance with Meal Pattern Requirements 
July 2014 
 

Connecticut State Department of Education  
Addendum to Agreement for Child Nutrition Programs (ED-099) 
Attestation of Compliance with Meal Pattern Requirements 

 
Section 1 – Background 
 
 
As of October 1, 2012, the Healthy, Hunger-Free Kids Act of 2010 (Public Law 111-296) requires an 
additional 6 cents per lunch reimbursement be provided to school food authorities (SFAs) certified by the 
State Agency to be in compliance with the new meal pattern requirements of the final meal pattern rule 
published in the Federal Register on January 26, 2012.   
 
 
Section 2 – Attestation Statement 
 

I,      , as the duly authorized representative of the  
            (Authorized Representative) 

Amistad Academy Board of Directors  , do hereby attest that the 
                     (Name of Board of Education of Governing Authority) 
aforementioned SFA and all schools under its jurisdiction operating the National School Lunch Program 
authorized under the Richard B. Russell National School Lunch Act (42 U.S.C. §1751 et seq.), and/or the 
School Breakfast Program authorized under the Child Nutrition Act of 1966 (42 U.S.C. §1773), are in 
compliance with the meal pattern requirements in effect for school year 2014-15, as set forth in 7 C.F.R. 
Parts 210.10 and 220.23, as applicable.  In addition, for school year 2014-15,                                                   

Amistad Academy Board of Directors , attests that:                                  
                      (Name of Board of Education of Governing Authority)  
 

• documentation submitted for certification is representative of the ongoing meal service within 
the SFA; 

• the minimum required food quantities for all meal components are available to students in 
every serving line; 

• all labels and/or manufacturer specifications for food products and ingredients used to 
prepare school meals indicate zero grams of trans fat per serving; 

• the minimum calories required for breakfast served under the Food Based Menu Planning 
option are offered and available to every student, as applicable; and 

• all pre-K meals are compliant with the current meal patterns for the age/grade group being 
served, as applicable. 

 
I certify that this attestation is true and correct, and therefore, I believe the 

Amistad Academy Board of Directors , is eligible for the performance-based  
                  (Name of Board of Education of Governing Authority) 
reimbursement. 
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I understand that if the Connecticut State Department of Education (CSDE) determines the SFA to be 
noncompliant with one or more of the requirements set forth in this attestation statement, fiscal action will 
include: deactivating the performance-based reimbursement; disallowance of meals; and/or withholding 
of payment.  In addition, I understand that an attestation of compliance must be submitted annually to the 
CSDE prior to October 1, to attest full compliance with meal pattern requirements.  This addendum 
covers the period from the start of the 2014-15 school year through the start of the next school year. 

 
  

Signature:           
                                     (Signature of the Authorized Representative)          (Printed Name of the Authorized Representative) 
 

                                 
                  Title (Superintendent of Schools, Business Manager, etc.)                    (Date of Authorization)  
 
 

FOR STATE USE ONLY • DO NOT SIGN BELOW THIS LINE 

 
Connecticut State Department of Education 

 

 
Signature:           
                                     (Signature of the Authorized Representative)                         (Printed Name of the Authorized Representative) 
 
 

                        
                    (Title)          (Date of Authorization)  
 

 
 
 
 
 

The U.S. Department of Agriculture (USDA) prohibits discrimination against its customers, employees, and applicants for employment on the 
bases of race, color, national origin, age, disability, sex, gender identity, religion, reprisal and, where applicable, political beliefs, marital status, 
familial or parental status, sexual orientation, or all or part of an individual's income is derived from any public assistance program, or protected 
genetic information in employment or in any program or activity conducted or funded by the Department. (Not all prohibited bases will apply to 
all programs and/or employment activities.) 
If you wish to file a Civil Rights program complaint of discrimination, complete the USDA Program Discrimination Complaint Form, found 
online at http://www.ascr.usda.gov/complaint_filing_cust.html, or at any USDA office, or call (866) 632-9992 to request the form.  You may also 
write a letter containing all of the information requested in the form.  Send your completed complaint form or letter to us by mail at U.S. 
Department of Agriculture, Director, Office of Adjudication, 1400 Independence Avenue, S.W., Washington, D.C. 20250-9410, by fax (202) 
690-7442 or email at program.intake@usda.gov. 
Individuals who are deaf, hard of hearing or have speech disabilities may contact USDA through the federal Relay Service at (800) 877-8339; or 
(800) 845-6136 (Spanish).   
USDA is an equal opportunity provider and employer. 

The State of Connecticut Department of Education is committed to a policy of equal opportunity/affirmative action for all qualified persons. The 
Department of Education does not discriminate in any employment practice, education program, or educational activity on the basis of race, 
color, religious creed, sex, age, national origin, ancestry, marital status, sexual orientation, gender identity or expression, disability 
(including, but not limited to, intellectual disability, past or present history of mental disorder, physical disability or learning disability), 
genetic information, or any other basis prohibited by Connecticut State and/or federal nondiscrimination laws. The Department of 
Education does not unlawfully discriminate in employment and licensing against qualified persons with a prior criminal conviction. 
Inquiries regarding the Department of Education’s nondiscrimination policies should be directed to: Levy Gillespie, Equal Employment 
Opportunity Director/American with Disabilities Act Coordinator, State of Connecticut Department of Education, 25 Industrial Park Road, 
Middletown, CT 06457, 860-807-2101, Levy.Gillespie@ct.gov. 
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1Achievement First School Wellness Manual 2014-2015
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Coordinated School Health:
The Connecticut Achievement First Schools follow the Center for Disease Control’s (CDC) Coordinated School Health (CSH) 
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WELLNESS COMMITTEE CORE MEMBERS
The Achievement First  Network  will work annually with school boards to ensure core 
members of the wellness committee includes the following groups:
1. A Teacher Representative from a school in the charter
2. A parent Representative from a school in the charter
3. A member of the Achievement First Network
The Committee will be open to participation from the following:
1. Students
2. School Board Members
3. School Administrators
4. Members of the Public

AF IMPLEMENTATION PROTOCOL
Approved Wellness Policy will be brought to Director of School Operations at each 
Achievement First School Site

Each School Director of Operations are responsible for ensuring that the school meets 
local wellness policy.

As a part of the student services deep dive audit Regional Directors of Operations will 
review documentation from Directors of School Operations ensuring the policy is being 
implemented as outlined. This deep dive will act as an annual report to the Achievement 
First Network on the state of the implementation. At this time any neccesary changes to 
implementation will be noted with expected deadlines to ensure school is in alignment 
with the policy as stated.

AF COMMUNICATION OF POLICY
Approved Wellness Policy will be dissiminated to the broader school communities and 
will be an agenda item at the school based Parent Leadership Commitees.

At the start of each school year Achievement First schools will be responsible for 
advertising the Wellness Policy along with the Safety and Wellness Committee to solicit 
participation in the commitee. The Wellness Policy will live on the external 
Achievement First Website.

ANNUAL REVIEW OF POLICY
The Spring meeting of the Safety and Wellness Commitee will incorporate a review of 
the policy focusing on the following:

1. Implementation at the school level
2. Potential additions to the policy
3. Creating a plan on communicating the policy and the desire for community

involvement for the coming school year.
All policy changes will be reviewed and approved by the Regional Director of 
Operations and sent to the Charter School Board  for review and approval.
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3Achievement First  

HIGHLIGHTS from the DISTRICT WELLNESS PLAN: 2014-2015 
ACHIEVEMENT FIRST – DISTRICT WELLNESS COMMITTEE

AchievementFirst Schools 

 distributed to all schools, and will be available to students, 
parents, teachers and the community at www.achievementfirst.org.

HEALTHY FOOD
Meal Times
School meals will be healthy and tasty, and will 

Students will have at least 10 minutes to eat 
breakfast and 20 minutes for lunch. The only 

 

recommended that it be healthy food.  

• Create a class birthday card, book or poster

Rewards
Achivement First schools  

 

  
 

reward student academic achievement or good behavior.

BEHAVIORIAL HEALTH
Each school will: 

 

PHYSICAL ACTIVITY

• Recess

Achievement First does not allow 
 
 

as punishment or for any other reason. 
 

not be used as a punishment.  

 
Schools will provide students with 

 
 they eat meals or 

snacks and hand  

FAMILY SUPPORTS 
 

 
Schools will have an active Parent 
Leadership Team which meets 
regularly and has a school staff 
member on its team.
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4Achievement First  

OVERVIEW of the ACHIEVEMENT FIRST WELLNESS PLAN:  
POLICIES AND RECOMMENDATIONS FOR ALL SCHOOLS BASED ON THE 
COORDINATED SCHOOL HEALTH COMPONENTS

Physical Education & Physical Activity Overview 
 

 mandates.

 

  

as punishment per State Statute.

Coaches will appropriately assess students for possible concussions and restrict them from play when needed 

 

Physical Health Services Overview 
 

 
 

 
 

  school nurses offices  
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5Achievement First  

 

 Achievement First Schools 
place to promote safety and respond to health issues that may arise

 

 Director of Operations 

 

 
needs.

 
visits.

Nutrition & Food Services Overview �ĐŚŝĞǀĞŵĞŶƚ &ŝƌƐƚ
Achievement First  

AF  

Students will have at least 10 minutes for breakfast and 20 minutes for lunch, and students must be 

accordance with AF policy.

AF policy.

Achievement First schools
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6Achievement First  

Healthy, Safe & Positive School Environment Overview

Statute.

       
will be developed.

         

      
professionals who are appropriately trained per State Statute.

      
 

      schools
 

     
        

      
before they eat meals or snacks. 

Youth, Family & Community Involvement Overview 
at AF  

Achievement First  
 

AF 

AF

Staff Health Promotion Overview 
AF  

AF

Teachers are role models for their students and are asked to support the work of the 
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7Achievement First  

Physical Education & Physical Activity

State and Federal Standards:
•
•
•

 
 
 

Daily Physical Activity
State and Federal standards:

•

• Recess will be provided
•
•

Physical Activity and Punishment

•
•

Safety and Sports
•
•

Broad Impact on Student Physical Activity Goal

•
•
•
•
•
• AF
•  
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8Achievement First  

School Nursing Program
A  Ó  

    

 services.

The services provided by the school nurse include but are not limited to: 
• (CT State Mandate)
•
•
• (District Policy)
•
• (CT State Mandate)
•
•

Extramural Sports
AÓ  

to promote safety and respond to health issues that may arise. 
•
•
•

•

Health Services in Absence of School Nurse
DSO

•

•

Health Services
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9Achievement First  

Health Services continued

Services for Priority Health Needs
•

•

• Concussions

• Tuberculosis (TB)

not completed.
• : Children 

Children with Special Health Care Needs

•
needs.

Oral Health Services

•
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10Achievement First  

Timing of Meals
•

•

School Food Service Program
• Vendor

 

• Food Vendor

•

•

•

•

•

•
•
• Be styrofoam free

Food available on school grounds

•

School Health Counter-Marketing
•
•

Nutrition & Food Services
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1Achievement First  

Integrated Pest Management
•
•
•

School Security and Emergency Preparedness

•
•
•

Indoor Air Quality (IAQ) Program
•
•

OSHA Compliance
•
•

Mandatory Inspections
•

Healthy, Safe & Positive School 
Environment
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2Achievement First  

Staff Health Promotion

Support of District Wellness Committee

• Establish an onsite coordinator at each school

•

•
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13Achievement First  

Resource Section

     Table of Contents
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14Achievement First  

NUTRITION EDUCATION and PROMOTION  Resource #1

1.

• www6.indep.k12.mo.us/programs-services/wellness/nutrition-detectives-2/

2.
• http://www.choosemyplate.gov/food-groups/downloads/TenTips/DGTipsheet1ChooseMyPlate.pdf

3.
• http://www.choosemyplate.gov/food-groups/downloads/TenTips/DGTipsheet2AddMoreVegetables.pdf

• http://www.choosemyplate.gov/food-groups/downloads/TenTips/DGTipsheet3FocusOnFruits.pdf

5.
chronic diseases, check this site out
• http://www.choosemyplate.gov/food-groups/downloads/TenTips/DGTipsheet4MakeHalfYourGrainsWhole.pdf

• http://www.choosemyplate.gov/food-groups/downloads/TenTips/DGTipsheet5GotYourDairyToday.pdf

7.
• http://www.choosemyplate.gov/food-groups/downloads/TenTips/DGTipsheet10LivenUpYourMeals.pdf

• http://www.iuhpe.org/uploaded/Publications/Books_Reports/HPS_GuidelinesII_2009_English.pdf

9.

• http://www.sde.ct.gov/sde/cwp/view.asp?a=2626&q=322422

10.
• www.sde.ct.gov/sde/cwp/view.asp?a=2626&q=322418

11.
family farms, etc.
• http://www.eatwellguide.org/i.php?pd=Home

12.
• http://www.sde.ct.gov/sde/cwp/view.asp?a=2626&q=322418

13.
• http://www.sde.ct.gov/sde/cwp/view.asp?a=2626&q=322434

• http://www.nhlbi.nih.gov/health/public/heart/obesity/lose_wt/index.htm

15.
• http://hp2010.nhlbihin.net/menuplanner/menu.cgi
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15Achievement First  

PHYSICAL ACTIVITY OPPORTUNITIES  Resource #2

1.

• www6.indep.k12.mo.us/programs-services/wellness/abc-for-fitness/

2.

• http://www.take10.net/programmain

3.

• http://www.teachhub.com/top-12-classroom-fitness-activities

•

5.
•

•

7.
•

•

9.
•

10.
•
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16Achievement First  

PHYSICAL ACTIVITY IDEAS Resource #3

1.
school coordinator  
• http://www.nhps.net/node/416

2.

• www.afterschool.gov

3.

• www.ymca.net

• http://www.yale.edu/hronline/worklife/2004_afterschool.pdf

5.

• http://www.take10.net/programmain

• www6.indep.k12.mo.us/programs-services/wellness/abc-for-fitness/

7.

• http://www.musichavenct.org/afterschool.html

• https://www.leapforkids.org/Content/Summer_Program.asp

9.
direct contact and telephone number 
• http://www.cityofnewhaven.com/Parks/recreation/index.asp
•

10.
• http://www.cga.ct.gov/coc/

11.
• http://www.kidsource.com/kidsource/content4/choose.after.school.html

12.
• http://www.cccymca.org/locations/new-haven/membership/

13.

• http://www.nhps.net/node/362

46



17Achievement First  

SNACKS  Resource #4

1.

• http://cspinet.org/new/pdf/school_snacks.pdf

2.
• http://pinterest.com/volunteerspot/healthy-snack-ideas-for-kids/
• http://www.superhealthykids.com/healthy-kids-recipes/category/snacks.php

3.
• http://healthfinder.gov/HealthTopics/Category/nutrition-and-physical-activity/nutrition/healthy-snacks-quick-tips-for-parents
• http://www.nourishinteractive.com/healthy-living/free-nutrition-articles/146-snack-foods-list-food-groups
• http://www.eatright.org/Public/content.aspx?id=6442452012#.UPnE7WfmIuc

• http://www.nhlbi.nih.gov/health/public/heart/obesity/wecan/downloads/hundredcalories.pdf

5.
• http://www.healthiergeneration.org/parents.aspx?id=1850

• http://www.choosemyplate.gov/food-groups/downloads/TenTips/DGTipsheet7BuildAHealthyMeal.pdf

7.

• http://www.choosemyplate.gov/food-groups/downloads/TenTips/DGTipsheet22ChoosingWholeGrainFoods.pdf

• http://www.choosemyplate.gov/food-groups/downloads/MyPlate/DG2010Brochure.pdf

9.

• http://www.choosemyplate.gov/print-materials-ordering/graphic-resources.html
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18Achievement First  

OUTREACH to PARENTS  Resource #5

1.

• www.kidshealth.org

2.
meals
• http://cookingmatters.org/

3.

• www.emercencyfoodcouncil.com
(203)469-5000

• www.ct.gov/dss
 (203)974-8000

5.

• http://www.mealsmatter.org/Articles-And-Resources/Meal-Planning-Articles/How-to-plan-meals.aspx

help you and your children cut back on salt and sodium
• http://www.choosemyplate.gov/food-groups/downloads/TenTips/DGTipsheet14SaltAndSodium.pdf

7.

ideas with others
• https://www.facebook.com/ParentUniversityNewHaven

Below is a link for parents to learn how to build healthy meals 
• http://www.choosemyplate.gov/food-groups/downloads/TenTips/DGTipsheet7BuildAHealthyMeal.pdf

9.
• http://www.choosemyplate.gov/food-groups/downloads/TenTips/DGTipsheet6ProteinFoods.pdf

10.

• http://www.choosemyplate.gov/food-groups/downloads/TenTips/DGTipsheet8HealthyEatingForVegetarians.pdf

11.
• http://www.choosemyplate.gov/food-groups/downloads/TenTips/DGTipsheet9SmartShopping.pdf

12.

• http://www.choosemyplate.gov/food-groups/downloads/TenTips/DGTipsheet16EatingBetterOnABudget.pdf

13.

• http://www.choosemyplate.gov/food-groups/downloads/TenTips/DGTipsheet17SuperTracker.pdf
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19Achievement First  

OUTREACH to PARENTS continued  Resource #5

• http://www.choosemyplate.gov/food-groups/downloads/TenTips/DGTipsheet18EnjoyYourFood.pdf

15.

• http://www.choosemyplate.gov/foodgroups/downloads/TenTips/DGTipsheet19MakeBetterBeverageChoices.pdf

prepare food safely
• http://www.choosemyplate.gov/food-groups/downloads/TenTips/DGTipsheet23BeFoodSafe.pdf
• http://www.nfsmi.org/documentlibraryfiles/PDF/20080212011404.pdf

17.

• http://www.carpentercharter.org/ptadocs/lunch%20and%20snack%20ideas.pdf

• SNAP Outreach Contact: Sharon Taylor (203)737-5832

19.

20.

• http://www.choosemyplate.gov/foodgroups/downloads/TenTips/DGTipsheet12BeAHealthyRoleModel.pdf

21.
child care and child care resources in their community
• www.childcareaware.org
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.

     Table of Contents

 ............................................................... 21

.................................. 22

 .................................. 23

50



21Achievement First  

	
��
������
�
�
�����

���������������

�

�
��������������
�
��������
����������


�

�

��

�

�

�

�
�

�

��

��������������	
�������

���	����
�������������

���	������������
���
���������
����������
������������������
���
��
�

����
����
���
�

������������������
�������'�
�
������
��
���	
������������
���
����	
����
�����������	�� 	
����
���� 	�������
��
�

�������������
��	
������������
��������������������������������
�����
��������
��
��������������

���������������	
�����	
�����������
�
��0���!��������������
���	�
	
�������������������
�������������
��������������!�������
������

�����������
�����������	
������������
�����
�������������������
�������
������������������������������
�
�������������������
����������������
�����
��
�

������
��
�����
������������������

��

����������������	
����
���������� � �����������"
����	
�����������
������������
� � �����������#�����
������������

���������
�������

� ���������	
�������	�
�������������������$�����	
�����
�	�
���
���
���
� ������
��������������%���
��������

�����������
��
�
�	
�����

���������
���!��
��
��������
	�������
��
����������	��


���������
���������������������

������������!���
���
������
�
���������2������
�����	�������	
�������
���������������
����������
���
�������

�	
���
���
�

����������

���������������
���������
�����������&���	
����	
�����������������������������
������

����������
������

������������������
����!�
����
�����������&���	
�����������
���
�����	
�'��������
�������������������(�������
��
����'������)�����������
�	
��������������������������!�������������������

������������
������������$����������	����
����������������
���� ���	
����
������������
����
�������������	�
�����

� 
���������
���������
� *������������������	�
������
���
���������	
����
� �!�
������������������
�������������
����

	��������	
����
������������������	��
�������
�	���

+����������������
��!�����
��������	
����������
���	�����!�
����
��������������
��������������!����
�������
�����	��������
���������������,
������
�!�������
������!�����	�
��������������

-������!����������
��������	
�����
����'�	
������������������������
���	�����,
����.
�����,
���������
��	
�������������
	
�'�����
��
�������������
������������ �����
���
����

��������������������
�������
����������
���
�����

�������

���
����

���������	

���
����	������

�
��������		
�����


��

�����
���������	
���
	��������

����

���������	
�����������

51



22Achievement First  

�

�

�

�

�

�

��

�

�

�

� ������������<����������	
����
�
���
����
��

� ������

	��
�
����

���������
�<����

����
���������
��
����������
�=
������
��	
��
��
����<������
��������=
�������
����
�
�
����

������
�����	���������
����������

��	
���	
<���
�
���
��
��
���
��	
<���
�����	�����
��

������������
���
������
���
�����

������������������
���
������
��	
����

���
������������
���	
��
��������
��
����
����������������������	
��
������
�����<����
����
�<�
���
�	�
����
��
�
	���������
�����������
�
�����
�

�����
�
�
� �

�����
����

�  �<��
�
����

����������
����
� �	
���
����

��������!�
"�����
��
"��
	
����
��<"��"
������������



������
���
�����
��
����
�������
����
�����	����
��	����	
������	�

������	
���
��
�������
�

� ������<��������
� #�����������
�>����	
�<�������
�������������������	
��
��>������

	��

$
��
��������
�
���
��
�
�����������

�
��
������������
������
����
�
�� ���

�
�	����	���������������<���������
��������
�
���������������
��������������
��

� ��������������
����
� !�
���
�������

=
��
�
����
�
���
��
�
�
������
� ��	
����
	

����������
��%	�
�
��

����
�����
���
<��&����
����
���
�
����

������


���

������
����	
��
������
�
�������
����
��������
���
�������
����	�

�����������

� �
�
����
��	
�

�
��
� '

���

	��
�
����

����������
��	�����
����

�
������
� %	
<���
�
�
<�����
���	��
����


���������������
�?
�����
���
�����
���

����
����

�
�����������
�
�
�����������	<���<����������
(
�����������	
����	
��������
�
���
��������
����������	
�
���
��
��������������
��

��������
������
�
����
��	�����������������
��
�
�����
���<��������
�����
������


��<���
����������
��
����
�<�
���

�)��
����������
�
������������
*��
�

� 
��������<������
�
� !��������<�����
��
��	
���������
��������
���
� ����
�<���
������������
��
����
<��<���<�������<��	���
<����

���+��?��
	����	
��<��?�
�	����<��#	����������
��

��������������
����
�
�
�������

�����	
��
�������
�����
����
�����?���	��
����
����<�������������
�������
�
����

�
���������
�

� ��<�����
��������=
�
� ������
��	
�����
������	
�����
���
� ���

�����
��������

	������
������� �
���=
������
�����	
�
��
��
���
��������������=
� ��
����
���������=
����
�
���<��
��


�

,�
�
��
��	�����

	����������
����
�
���	��

�������
����
�����-..'�������/���
������
�
����

����	�@����
�����B�
���@���
�������
�B�����	
����
��

� ��<�
�����������
���
��
���<
� #��
���

	��
�
����

����������
����?����
�������� �<��
� 
�����������
����
����
�����
�
��
�<�������
����	
�
����
����	�����	���������<����<�

���
����

���������	

���
����	������

����������������	
��
����������������������
�����

�
�����
	������������
�
���

����������


������������
�����
���������
�����
���������
0���������������
��	���

���

�����	��
����

	����<��������
���1
������
����	�����	


�����
�������

�	
���	����������
���
�<������
������
��������

�


��%	
�
�
��
����<����"��
����<
�����

��<���������������
�
����
��

�
�

��������		
������

���������	
���
	��������

����
���������	
�����������

52



23Achievement First  

	
��
������
�
�
�����

���������������
�
�

�
��������������
�
��������
����������


������������������������
� 	
��������������������
�������������������������������
� �
������������
������
�������������
������
<�����������
�������
�����������
��������
����������
������������������
��
������������������
��������
����

�����������������������<�����
����
<
����������
<��
���������
��������
����������
�������>�
�<����?�������
�����������
���������������������������������������������������
��������
>�
<�������������
���
��
�����������
������������
�
������
<���
��
����������
����

��������
� �������
����
<��������

� 	
�������
��<��
������������������
� ������
����������
�������������

��
��������
�������<����������������
�
���
�����
����������
����������
��
��

�����������������>������
���������������
��������<�

���������
�����������
���������������
��������������
������

������
��
��
���������
���
��
��
���@������B���=���������

� �
�����
��������
� 	
�����
�����
������ �����������������������������
� ��������������������<�������������>����������
��������������������<��
�������������>���
����
����
�������������
�������>�
��
��
������������������
��
�

���������
�����

�

��������������
�
�

� �

�� �
	
�

� �

��
	
�

��������������
�����������

�
<
�

� � �

���
	
�

����� �

�

�

�
�� ��
<�<��
��
������������
������ � �
� !�������
���<�����������
����
��"
������ �����#
�������������
� ���
�������!���
���������
���������
�����������
���������
�������
���������������<��������������

� �
�������������������������
�����������!�����������������������������
������
<�
� �������������������������
���<����
�������>��������������
����
��
��
�
����
������������������
��
<�����
������������
�
���������
�

�����

� �������������������
<�������
��������
� 	
�����������
����$����������������������
������
�� �
������������
����������
�����������
���������������%&'��������
�
����
��
���������
������������
�����������
<������

� 
����������
� '�����������<��������
����������?�����
�����
������
�'
� 
��
��������������������������
�����<��
������<� 

�
�������
����� '��<��
������<��������������
������
�������
����
�������������
����������<������
��������<��������

� �����������
��������������
�������
� �
<����������������(�����<�����������������
��
������
� �����)�����������)��
�������)�
�����*����<��
�������
(�����������
�����������
��
�*��������
������������
�<��
������
���<��������

��+
��������������������������
�����������,�-��������������������
� �����
<���
��������)�-����)��D�������������������
�����)�
� G�������������
������)��
�-������������������������
�

����
��
�������������
��
���<������<

�������������������	�
������
��	�
����		
�������

��	������������
�����	��������
��		
����
�
�������
���������
������
����
�	����	
��������������
��


����	���
���+������������
�����>������������
���������������
�����������
������
���
����
�<�������.������
���������
,�������������������%���������
���
���������/����0�������1�����
������
���������
���<��

���
����

���������	

���
����	������

������


���������������	������������������������

�������	

���
���
��

�����

���������	
���
	��������

����
���������	
�����������

53



1 
 

 
 
 
 
 

 
 
 
 
 
 

Family Handbook 
2014-2015 

 
 
 

www.achievementfirst.org 
 
 
 
 

 
 
 

http://www.achievementfirst.org/


2 
 

           

Contents 
Welcome! ........................................................................................................................................ 4 

The Mission of Achievement First .................................................................................................. 4 

Attendance ...................................................................................................................................... 5 

Tardies & Attendance .................................................................................................................. 7 

Make-Up Work After Absence .................................................................................................... 7 

Homework ....................................................................................................................................... 7 

After-School Times .......................................................................................................................... 8 

Discipline ......................................................................................................................................... 9 

Code of Conduct ........................................................................................................................... 10 

Behavior Beyond the School Building ....................................................................................... 16 

Cheating, Plagiarism and Copying Other’s Work ...................................................................... 17 

Scholar Searches ....................................................................................................................... 17 

Transportation, Arrival, and Dismissal .......................................................................................... 18 

School Bus Transportation ........................................................................................................ 18 

Notifying the School of Transportation Changes ...................................................................... 18 

Late Pickup From School ........................................................................................................... 19 

Parent/Guardian Late to Pick Up from Bus Stop....................................................................... 19 

Arrival ........................................................................................................................................ 20 

Scholars Who Walk.................................................................................................................... 20 

After-School or Saturday Transportation .................................................................................. 20 

School Uniforms ............................................................................................................................ 20 

General Uniform Requirements ................................................................................................ 21 

Promotion to the Next Grade ....................................................................................................... 23 

About Promotion at Achievement First .................................................................................... 23 

Promotion Criteria ..................................................................................................................... 24 

Closed Campus .............................................................................................................................. 29 

Civility Code................................................................................................................................... 29 

School Visitor Policy ...................................................................................................................... 30 

Emergencies .................................................................................................................................. 30 

Addressing Family Concerns ......................................................................................................... 31 



3 
 

Grievances Related to Discrimination Issues ............................................................................ 33 

School Calendar and Closings ....................................................................................................... 33 

School Closure Policy................................................................................................................. 33 

Student Computer and Internet Use Policy .................................................................................. 34 

Cyber Bullying ............................................................................................................................ 36 

Nursing Services & Medication ..................................................................................................... 37 

School Lunch Program .................................................................................................................. 37 

Healthy Foods Policy ..................................................................................................................... 38 

Statement of Understanding ........................................................................................................ 40 

Appendices .................................................................................................................................... 41 

Appendix A: Reporting, Investigation, Intervention, and Prevention of cyberbullying ............ 41 

Appendix B: Disciplinary Procedures and Due Process Rights .................................................. 42 

Appendix C: Discipline of Scholars with Special Needs ............................................................. 48 

Appendix D: How to File a Grievance about Discrimination ..................................................... 50 

Appendix E: Parent Concern Form ............................................................................................ 54 

Appendix F: Additional Information .......................................................................................... 55 

 
Important Attachments 
Attachment 1: School-Parent-Scholar Commitment Agreement 
Attachment 2: School Calendar 
Attachment 3: Scholar Behavior System Information 
  



4 
 

Welcome! 
Welcome to AF X. We are thrilled to be working in partnership with you to support your 
children’s academic, social and emotional growth this year.  We take the commitment we have 
made to you and your children very seriously; we promise to provide all scholars with the 
foundational K-12 education necessary to graduate from college and succeed in the world 
beyond. Fulfilling this promise requires a meaningful collaboration between our school and 
you. This handbook outlines the key policies that will enable us all to best support your 
children. These policies have been carefully researched and implemented over the years to 
ensure the academic well-being and overall safety of all our scholars.  We thank you in advance 
for believing in our school and working together with us to best support your child’s growth this 
year. 

The Mission of Achievement First 
The mission of Achievement First is to deliver on the promise of equal educational opportunity 
for all of America’s children. We believe that all children, regardless of race or economic status, 
can succeed if they have access to a great education.   
 
Achievement First schools will provide all of our scholars with the academic and character skills 
they need to graduate from top colleges, to succeed in a competitive world, and to serve as the 
next generation of leaders for our communities. 
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Attendance  
Attendance at school is the most basic requirement for learning.  In order for scholars to reach 
for their personal best, they must show up and make their strongest effort at school each and 
every day.  At Achievement First, our curriculum is very rigorous and demanding, and every day 
is essential for scholars to keep pace.  We need parents to ensure that their child is in school, 
and we ask that you do not allow your child to miss a day of school except for serious illness.  
 
Achievement First considers more than three absences in a trimester or more than seven 
absences in a year to be excessive.  Scholars should make it through the school year with fewer 
than four absences.  
 
Our school day runs from 7:30-4:00 Monday-Thursday and 7:30-1:00 on Friday, and all scholars 
are expected to be in school during these times. Parents should not bring scholars late or pick 
them up before 4:00 P.M. unless it is an emergency. Tardies and early dismissals, like absences, 
compromise your child’s full educational experience. The dean of students will regularly 
monitor scholar attendance in order to ensure that all scholars come to school to get the 
education they need and deserve. 
 
Please note the following important attendance policies: 

 
• We do not differentiate between “excused” and “unexcused” absences for reporting, 

awards, promotion decisions, etc: We commit to structuring every minute of the school 
day in a way that will benefit your child academically and socially. This means that any 
time a student misses a day of school, it has a significant impact on his or her 
educational experience. For this reason, any day your child does not attend school will 
be marked an absence. Regardless of the reason, when a child misses school, the impact 
on his/her education is the same: a full day of instruction was missed. We understand 
that there will be rare circumstances when scholars will need to miss school due to a 
serious illness (with a doctor’s note), a death in the family, or a religious observance, but 
the child will still be marked absent for the day. By maintaining a clear policy for how we 
account for lost instructional time due to absence, this will enable us to most accurately 
make promotion decisions with your child’s best interest in mind. We will take 
extenuating circumstances into account when considering attendance as a factor in our 
decision-making.  
 

• Never miss school for appointments: We ask that parents/guardians schedule medical 
appointments outside of school time. The best times are Friday afternoons (after 2:30 
P.M.) or on another day when school is not in session (for example, professional 
development days). In the rare case that a scholar has a medical appointment at a time 
when school is in session, he or she should return to school after the appointment.  
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• Early Dismissal: Scholars are expected to stay in school until the end of the day (4:00 
P.M. for regular dismissal and 1:00 P.M. on Fridays). In order to maximize time spent 
learning and avoid unnecessary disruptions, we ask that parents do not pick up scholars 
early, except in an emergency situation. Since we are intently focused on climbing the 
mountain to college, our policy is not to release scholars prior to the end of the school 
day without prior notification (a note or call before 9:00 AM). Five early dismissals in a 
year will be counted as one absence. Parents should wait in the designated area until 
the 4:00 P.M. dismissal. 
 

• Transportation and Attendance – Missing the bus is not an acceptable reason to miss 
an entire school day. Every scholar should have a back-up plan for getting to school if he 
or she misses the bus. Parents should call the school immediately after the scholar 
misses the bus so that the school knows the situation and can help problem-solve. 
 

• Ten absences to start the school year or during the school year – If a scholar is absent 
for the first ten days of school, and there has been no successful contact between the 
family and the school to explain his or her absences, that seat will be filled with another 
scholar from the waitlist. If a child is absent for ten consecutive days during the school 
year, and there has been no successful contact between the family and the school to 
explain the absence, that seat will be filled by another scholar from the waitlist. 
 

• Attendance at after-school events – Scholars who are absent from school cannot attend 
school events, dances, or other school-sponsored activities on the day of the absence, 
unless the school has given advance permission. Scholars must be in school for at least 
seven hours of the regular school day (7:30 A.M. to 4:00 P.M.) to be able to attend 
school events. For weekend events, scholars must be present at the school on the Friday 
before in order to attend the weekend event. 
 

• The school will track and follow up on scholar absences – The school will take 
attendance daily and will maintain records of all scholar absences.  If a scholar misses 
school, Achievement First staff will make reasonable efforts to contact the scholar’s 
parent/guardian by telephone, writing, or in person.  The dean of students will follow up 
with parents/guardians about recurring attendance issues.   
 

• Exams and Quizzes – If a scholar is absent, he or she must make up any exams, quizzes, 
interim assessments, or other tests the day he or she returns. 
 

• Vacations – We expect that families will schedule vacations when school is not in 
session. Parents should not take a child on a vacation during the school year. 
 

• Fifteen Absences in a Year: If a scholar is absent 15 times in a year, the scholar may be 
considered truant and is at risk of not being promoted to the next grade. The 
parent/guardian will be called to the school to meet with the dean of students and/or 
principal. The principal reserves the right to retain any scholar who is academically 
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unprepared for the next grade as a result of missing 15 or more days of instruction. In 
addition, a report may be filed with the appropriate child services agency.  

Tardies & Attendance 
Getting to school on time is a key to each child’s success – at school and in life. At Achievement 
First, the learning begins from the moment scholars walk in the door.  
 
Late scholars miss academics, and tardiness can develop into a bad habit that will be 
challenging to your children in their professional careers.  In life beyond school, one of the most 
common reasons that people lose their jobs is persistent tardiness.  
 
Definition of Tardiness  
Our doors open at 7:15 A.M. each morning. Scholars must arrive between 7:15 A.M. and 7:30 
A.M. Scholars arriving after 7:30 A.M. are considered tardy. In cases when a school bus arrives 
late, those scholars arriving on that bus will not be considered tardy.  
 
Consequences for Tardiness 
Since every five tardies will be recorded as an absence, excessive tardiness becomes an 
attendance problem. If a scholar is absent fifteen times (and some or all of these absences may 
actually be due to excessive tardiness), the scholar is at risk of not being promoted to the next 
grade (see attendance policy above).   

Make-Up Work After Absence 
After returning from an absence, scholars are expected to complete any missed assignments. 
The parent must help the scholar check on missed assignments, and any missed work must be 
completed. The time generally allowed to complete this work will be the number of days the 
scholar was absent, except in the case of an extended illness. For example, if a scholar was 
absent for one day, then he or she will have one day to make up any missed work.  
 
In the event of a planned absence (one that you know about in advance), parents/guardians 
should notify teachers several days in advance so that they can prepare a packet of work for 
scholars to complete during the absence. Again, absences from school really compromise a 
child’s academic progress. A child should only be absent in the case of serious illness or real 
family emergency.  

Homework 
Homework is an essential part of the Achievement First educational program: it is designed to 
reinforce skills taught in the classroom, to help scholars develop a deeper understanding of 

Comment [TS1]: Please feel free to add more 
details on where scholars need to be in order to be 
on-time, e.g. “must be seated in their advisory” or 
“must be present in the cafeteria” 
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concepts, and to promote good study habits. Homework will be assigned every night at 
Achievement First. Homework will include at least 20 minutes of required reading every night 
(including weekends and holidays), for which a parent signature is required on the reading 
log. Homework must be completed in full an in accordance with Achievement First’s high 
standards for quality work and professional presentation.  
 
All scholars are provided with Homework Folders that include a nightly Reading Log. Homework 
folders are designed to teach scholars essential organizational skills. The Reading Logs must be 
filled out properly with a parent/guardian signature, and all assigned homework must be 
completed and in the folder. There are high standards for homework. All homework must be 
neat, clean, and thorough.  
 
If a scholar’s homework is late, missing, incomplete, or of poor quality, or if the Reading Log is 
not completed properly, then the scholar may earn consequences. For example, the scholar 
may be required to make up the work during enrichment classes, breaks, meal times (the 
scholar will still be allowed to eat), or after school, or the scholar may be required to complete 
additional assignments. Moreover, since bringing all necessary books and supplies is part of 
homework, scholar may also face consequences if they do not bring all necessary books and 
supplies to school. Parents/guardians may receive a phone call if their child has missed several 
assignments. Making sure that your scholar completes his or her homework every night is one 
of the most important ways you can support college readiness! 

After-School Times 
It can sometimes be beneficial to a scholar to remain after school, whether for disciplinary 
purposes, extra help with schoolwork, assistance with a school program, or other reasons. 
Teachers may request that a scholar stay after school whenever they believe that it will benefit 
the scholar.  
 
Required After School Times 
Scholars may be required to go to extension, homework support, or academic intervention 
services from Monday through Thursday from 4:00 to 5:30pm, and XXX on Fridays or half days, 
and scholars may also be required to attend our Saturday academic intervention or behavior 
extension from 9:00 A.M. to 1:00 P.M.   
 
Additional after-school or Saturday enrichment programs are privileges, and scholars who do 
not consistently follow school rules during the regular school day or during the 4:00-5:30 P.M. 
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Monday through Thursday/ XXX on Fridays or Saturday times may not be allowed to attend the 
4:00-5:30 P.M. or Saturday times.  
 

Discipline 
At Achievement First, our mission is to provide our scholars with both the academic and 
character skills needed to succeed in college and beyond. As such, school culture and discipline 
are an important part of what we do every day. We have exceptionally high expectations for 
scholar behavior, and we “sweat the small stuff” because we believe these high standards 
create a safe, positive, and productive environment for our scholars.   
 
Our teachers use a large array of strategies to create and maintain joyful, rigorous classrooms. 
We use positive reinforcement and teach the school’s values, give “shout outs” for exceptional 
conduct, write “posi-notes” (positive notes) to scholars, and more.   
                                                                         
At Achievement First, much of the power of our culture is rooted in the clarity, consistency and 
rationale guiding our high expectations. Behavior expectations are the same from classroom to 
classroom. All Achievement First scholars learn and practice common courtesies (e.g. please, 
thank you, and proper greetings). They sit at their desks and SLANT (Sit up straight, Listen, 
Ask/Answer questions, Nod, Track the speaker). They raise tall “vertical hands” when they have 
ideas to share with the group and speak in “loud and proud” voices so that their thoughts are 
heard. We enforce these expectations because they create an environment where teachers and 
scholars can focus on rigorous academic learning that is necessary for success in college and 
beyond. 
 
From the moment our scholars board their buses and all through the day, they are expected to 
act in a way that befits Achievement First scholars – respectful of themselves and others. 
Additionally, our discipline policies hold all scholars to high standards. We will make thoughtful 
modifications and provide additional supports so that our scholars receiving special services 
have the support (consistent with their IEPs and 504 plans) they need to be successful. See 
Appendix C for more information on Achievement First’s behavioral support of scholars with 
IEPs. 
 
Through the use of proactive, preventative strategies, we aim to keep all of our students in 
class all day, every day. While we believe deeply in the power of positive reinforcement, we 
also believe consequences can play an important part in encouraging scholars to make more 
positive choices. Moreover, consequences also help us ensure the safety of each individual 
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child as well as the entire school community. Parents and scholars should understand that 
making up work or serving consequences after 4:00 P.M. on weekdays or on Saturdays is part of 
the regular program of the school, and the school requests cooperation from all parents to 
ensure that each scholar gets the help they need to succeed. 
 
If scholars make poor choices, we employ developmentally appropriate consequences such as 
loss of privileges (e.g. attendance on a field lesson) or attendance at afterschool or Saturday 
Extension. During Extension, scholars may receive additional academic help, and they may also 
have to write apology letters, talk to a teacher or administrator, or research and/or plan a 
solution to remedy the impact their behavior had on the school community. Scholars/families 
are responsible for transportation to/from home.  
 
In the rare instance in which a scholar’s behavior requires a suspension, Achievement First staff 
will work with the scholar, family and teachers to support this scholar’s re-entry into school. 
Scholars who are suspended are asked to make appropriate amends for their actions before 
being welcomed back into our community. Suspended scholars will also be responsible for 
making up all missed work within an agreed upon timetable.   
 
In case of severe or repeated violations that endanger the physical welfare of scholars and/or 
staff, the principal may recommend that a scholar be expelled. Expulsion only takes place after 
a hearing with a hearing officer or panel designated by the Board of Directors. 

Code of Conduct  
Achievement First provides a safe and structured environment that promotes scholars’ 
academic and social development. The school’s disciplined environment is a key element of our 
academic success. Scholars who fail to meet our clearly defined standards for appropriate and 
acceptable conduct are not allowed to disrupt the education of others. Scholars are held 
accountable through clear consequences for violating the school’s rules. 
   
We care about our scholars’ safety and conduct not simply when they are in school – but at all 
times, including when they are traveling to and from school or school activities. Therefore, a 
disciplinary offense is a violation of the school’s Code of Conduct if it occurs while the scholar is 
at school and/or on school grounds; is participating in a school-sponsored activity; is walking to 
or from school or a school-sponsored event; is walking to or from, waiting for, or riding on 
school-provided transportation; or is walking to or from, waiting for, or riding on public 
transportation to and from school or a school-sponsored activity. School-related disciplinary 
offenses may also include serious misconduct outside the school where evidence exists that the 
scholar’s conduct had a significant impact on the educational environment and/or continued 
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presence as a result of such conduct would have a substantial detrimental effect on the school, 
including the safety of the scholar, other scholars, or staff members. 
 
Disciplinary offenses result in consequences subject to the discretion of the principal or his/her 
designee(s) and may include demerits, Scholar Dollar deductions, extension, school 
service/cleaning (if the offense is related to defacing or damaging school property), loss of 
school privileges, Homework Extension, Saturday Extension, in-school suspension, out-of-school 
suspension, and/or expulsion. The list of punishable offenses below is not meant to be 
exhaustive, but rather provides examples of prohibited conduct. The school’s rules and 
regulations may be supplemented by teachers’ rules for their classes and other school events. A 
pattern of behavior resulting in demerits and/or extension may lead to suspension. Suspended 
scholars are not allowed to participate in school activities. Any breaches of state or federal law 
may be handled in cooperation with the police department or other authorities.   
 
Scholars may be removed from class and/or school immediately if the scholar’s presence in 
school or class poses a continuing danger to persons or property, an ongoing threat of danger, 
or a serious disruption to the academic process. 
 
In determining the appropriate disciplinary action, school personnel who are authorized to 
impose disciplinary penalties may consider, among other things, the scholar’s prior disciplinary 
record. 
 
The following list illustrates potential disciplinary offenses and corresponding consequences.  
This list is meant to be more illustrative than comprehensive. Additional violations of school 
rules and behaviors that compromise the school community and the learning of others will also 
merit consequences. 
 
INFRACTIONS  
Violation of School Rule 

• Being out of uniform 
• Chewing gum 
• Arriving late to school or class 
• Mistreatment or inappropriate use of technology or school property 
• Possession of inappropriate property or technology 
• Unauthorized use of the building elevator 

Disrespect  
• Minor disrespect of a fellow scholar(s) 
• Minor disrespect of a faculty, staff, visitors, volunteers, school transportation providers, or other 

members of the school community 
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Disruptive, distracting behavior 
• Disrupting class for any reason at any time 
• Horse-playing 
• Running in hallways 
• Making unreasonable or distracting noise 
• Being off-task 
• Failing or refusing to follow directions 
• Obstructing vehicular or pedestrian traffic 
• Misbehaving on school-provided transportation, on school grounds, or while walking to/from 

school or a school event 

Being unprepared for class 
• Being unprepared for class 
• Failing to have school document, homework, or exam signed 
• Failing to complete homework or other assignment 

Other 
• Any other behavior deemed by school staff to be inappropriate or disruptive 

INFRACTIONS: Range of School Responses, Interventions, and 
Consequences 

o Non-verbal warning 
o Verbal warning or reprimand 
o Time out within the classroom 
o Confiscation of property 
o Scholar-teacher conference 
o Scholar-administrator conference 
o Call home to parents 
o Note home to parents to be signed and brought back to school 
o Meeting with parents before the scholar can return to class 
o Time out outside the classroom 
o Sent to dean’s office, principal’s office or other designated area 
o Loss of classroom or other school privileges  
o Modified classroom participation (e.g. limited partner work, etc.) to best support the scholar 
o Seating arrangement changed 
o Exclusion and/or removal from a particular class or event 
o Extension 
o Suspension of Transportation 
o Friday Extension 
o Saturday Extension 
o Paying for or replacing any damaged or missing property 
o Verbal or written apology 
o Parent asked to attend class with child 
o Sitting in their seat during breaks 
o Eating lunch alone and/or lunch extension 
o Missing school events, trips, or activities 
o Remaining in school for the entire day during ½ days 
o Reflecting on their behavior orally and/or in writing 
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o Performing extra service for the school 
o In-school suspension 
o Other consequence deemed appropriate by school staff 

SERIOUS INFRACTIONS 
Disrespect  

• Serious disrespect of a fellow scholar or scholars 
• Serious disrespect of a faculty, staff, visitors, volunteers, school transportation providers, or 

other members of the school community 
• Using an abusive, vulgar, or profane word or phrase 

Not being where the scholar is supposed to be 
• Cutting school, class, or required in-school or after-school activity (including extension, 

homework make-up, required tutoring, etc.) 
• Departing, without permission, from class, floor, building, or school-sponsored activity 
• Refusing to leave an area where the scholar is not supposed to be – or refusing to leave an area 

where the scholar is distracting others 

Not following consequences 
• Failing to comply with school-imposed consequences 
• Disrupting Friday Extension, In-school suspension, or another significant consequence through 

misbehavior 

Pattern of misbehavior 
• Being removed from class/asked to report to the dean of students’ office, principal’s office, or 

other designated area during class more than one time in a given day 
• Being removed from class/asked to report to the dean of students’ office, principals’ office, or 

other designated area during class more than three times in a given week 
• Excessive and/or repeated afterschool extensions 
• Repeated offenses for which the scholar has already earned in-class or in-school suspension or 

other consequences. 

Other serious offenses 
• Other breaches of the school's rules or values judged to be serious by the principal or dean of 

students. 
• This includes but is not limited to serious versions of issues listed under the offenses category. 

SERIOUS INFRACTIONS: Range of School Responses, Interventions and 
Consequences  

o Any consequence listed above for infractions 
o In-school suspension 
o Out-of-school suspension 
o Other consequence deemed appropriate by school staff and board of directors, including, but 

not limited to, consequences outlined for offenses.  

MAJOR OFFENSES 
Medication or Tobacco 

• Using or possessing over-the-counter medication inappropriately 
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• Using or possessing tobacco products 

Fleeing or blocking access 
• Fleeing an area, which includes but is not limited to running around the classroom for more than 

five seconds, running in the hallways away from adults, running out of the building, running 
between floors 

• Blocking access to any part of the school building 

Action that impairs the school’s ability to function 
• Action that seriously impairs the ability of the school to function, including, but not limited to, 

extreme language, refusal to move, intentionally sustained distracting behavior, or demeaning 
or intimidating speech. 

Damaging Property 
• Damaging or destroying personal or school property – or attempting to do so 
• Throwing, pushing, or moving furniture/classroom objects in an aggressive or upset manner 
• Gross disrespect or destruction of school property, including graffiti 

Abuse or Harassment 
• Committing sexual, racial, or any form of harassment or intimidation 
• Bullying, intimidation, hazing, threats, and/or harassment of another scholar 

Physical Aggression 
• Making verbal or physical threats, empty or otherwise 
• Fighting, pushing, scratching, shoving, biting, punching, grabbing, slapping, kicking or any other 

unwanted physical contact – or any contact with the intent to hurt 
• Any action that presents imminent threat to physical safety of self or others (see below for 

specifics) 
• Throwing an object at another person or in the classroom 
• Altering records 
• Gross disrespect of faculty, staff, visitors, volunteers, school transportation providers, or other 

members of the school community  

Sexual Activity 
• Engaging in sexual activity or inappropriate touching 
• Indecent exposure  

Endangering Others 
• Creating a hazardous or offensive condition 
• Setting off false alarms or calling in groundless threats 

Gambling, Stealing, Lying, Forgery, Plagiarism 
• Gambling 
• Lying 
• Stealing  
• Forgery, plagiarism, or cheating, including forging of parental signatures 

Other Major Offenses 
• Other breaches of the school rules and values judged to be major offenses by the principal or 

dean of students. 
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MAJOR OFFENSES: Range of School Responses, Interventions and 
Consequences 

o Other consequence deemed appropriate by school staff and board of directors, including, but 
not limited to, consequences outlined for serious infractions or infractions 

o In-school suspension 
o O-of-school suspension 
o Expulsion 

EGREGIOUS OFFENSES 
• Strong versions of major or serious offenses or other offenses judged by the regional 

superintendent to create an unsafe condition for other members the school community; strong 
individual acts of any offense listed under major offense will be considered an egregious 
offense; for example, strong acts of bullying, harassment, and/or intimidation of other scholars 
will be considered egregious offenses 

• Repeated major offenses and/or repeated and fundamental disregard for school policies and 
procedures 

• Sale or distribution of drugs, alcohol, or controlled substances, including, but not limited to, 
illegal drugs (e.g. marijuana), drug paraphernalia, prescription medication, tobacco or alcohol, 
on school grounds or at a school sponsored event 

• Possession, use, or transfer of a firearm or weapon or mock weapon, including, but not limited 
to, the following: firearm, air gun, BB gun, knife, bludgeon (e.g. metal knuckles), sling shot, 
explosives, dangerous chemicals, lighter, any sharp pointed instrument or other dangerous 
instrument intended as a weapon (e.g. broken glass, baseball bat, etc.) 

• Possession, use, or transfer of drugs, alcohol, or controlled substances, including, but not limited 
to, illegal drugs (e.g. marijuana), drug paraphernalia, prescription medication, tobacco or 
alcohol, on school grounds or at a school-sponsored event 

• Assault and/or use of extreme force against or an attempt to inflict serious injury upon another 
scholar or scholars, school personnel, or other member(s) of the school community.  

• Sexual assault  
• Physically assaulting a staff member or other adult members of the school community; this 

includes, but is not limited to hitting, kicking, punching, slapping, or pushing 
• Significant destruction or attempted significant destruction of school property, including arson 
• Scholar charged with or convicted of a felony 
• Making bomb threats or violent verbal or physical threats, empty or otherwise 
• Scholars with a protective order against them that is based on or involves violence, severe 

harassment, or threat of violence against another scholar of staff  

EGREGIOUS OFFENSES: Range of School Responses, Interventions and 
Consequences  

o Other consequence deemed appropriate by school staff and board of directors, out-of-school 
suspension 

o Expulsion 
o Other consequence deemed appropriate by school staff and board of directors, including, but 

not limited to, consequences outlined for major offenses, serious offenses, or infractions 
o When an egregious offense occurs, both the principal and regional superintendent should be 

notified immediately. 
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In keeping with the Gun Free Schools Act, it shall be the policy of the Board to suspend a student for one 
full calendar year whenever the student is in the possession of a firearm as defined in 18 U.S.C. § 921(a). 
The Board shall modify the term of the expulsion on a case-by-case basis.  

Behavior Beyond the School Building 
Field Lessons  
As part of our rigorous academic program, we require outside learning experiences, such as 
trips to museums and college campuses.  During these activities, scholars are responsible for 
adhering to the same behavioral expectations as within the school building.  Permission slips 
will be sent home for each field lesson and must be signed in order for a scholar to attend.  A 
scholar may be considered ineligible for a trip/event for reasons including, but not limited to: 
not returning the school-sponsored trip permission form, involvement in a disciplinary incident 
on a prior trip, poor school attendance, misbehavior or severe lack of academic effort in the day 
of or days prior to the trip, low Scholar Dollar paychecks, etc. Scholars who are considered 
ineligible for attending a trip will be required to attend school that day. 
 
Bus Behavior 
Busing for Achievement First schools is provided by the local school district. Unsafe behavior on 
the bus endangers our scholars, and it will not be tolerated. A pattern of unsafe behavior may 
result in loss of bus privileges. 
 
Bus drivers must focus on the road to make sure all scholars arrive to school and home safely. 
At dismissal, scholars should go directly to their bus, greet the bus driver, and have a seat. On 
the bus, scholars must remain in their seats, talk quietly, and follow all directions given by the 
bus driver. Scholars should not communicate with scholars on other buses or any people 
outside the bus. Scholars who behave poorly on the bus compromise the safety of themselves 
and others. Poor bus behavior may result in suspension or termination of transportation 
services. If your child is suspended from the bus, it will be your responsibility to arrange for 
alternative transportation. 
 
The Achievement First Code of Conduct applies on school bus transportation. Scholars who take 
the school bus are expected to act responsibly and respectfully at all times. All school rules 
apply on the bus. Certain additional rules will apply to the bus. Scholars may be given assigned 
seats. An administrator will meet the bus every day. No child will exit the bus before the 
administrator checks with the driver as to behavior. Failing to be in the assigned seat, putting 
hands out of the bus, throwing things, using bad language, not obeying the bus driver, are all 
infractions, as well as those listed throughout the Code of Conduct. More serious behavior (e.g. 
fighting) will be investigated and assigned consequences as well just as if it happened on school 
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grounds. 
 

Number of Infractions Consequence 

1 Infraction Loss of bus privileges for a week 

2 Infractions Loss of bus privileges for two weeks 

3 Infractions Loss of bus privileges for a month 

More than 3 infractions Loss of bus privilege for an additional month, up to a full year 

 
Infractions, if serious enough, can warrant immediate loss of bus privileges for the year. A 
scholar is entitled to a hearing for any loss of bus privileges over 10 days. Other consequences 
(e.g., demerits, extensions, suspensions) may apply as well. Families are strongly encouraged to 
reinforce the importance of proper bus behavior and the potential consequences for bad 
behavior. Consequences for misconduct by Special Education scholars riding on transportation 
provided by their Individual Education Plan will be dealt with on a case by case basis. 

Cheating, Plagiarism and Copying Other’s Work 
Cheating on homework or exams, using resources inappropriately, and copying other people’s 
work is not only unfair, it also means that a scholar is not actually learning the material.  If 
scholars are unsure about an assignment, a test question, or a testing procedure, they should 
go to their teacher and ask for direction. Specific guidelines regarding cheating and plagiarism 
will be reviewed with scholars during Scholar Orientation and continued throughout the year. 
The school will determine appropriate consequences, but cheating, plagiarism, and copying 
other’s work may result in in-school suspension, out-of-school suspension, loss of academic 
credit, and/or other consequences. 

Scholar Searches   
In order to maintain the security of all its scholars, Achievement First staff reserve the right to 
conduct searches of scholars and their property when there is reasonable suspicion that the 
scholar has violated the law or a school rule. If searches are conducted, the school will make 
every effort to ensure that the privacy of the scholars is respected and that scholars and their 
families are informed of the circumstances surrounding and results of the search. 
The school authorizes the principal and the principal’s designee(s) to conduct searches of 
scholars and their belongings if the authorized school official has reasonable suspicion to 
believe that the search will result in the evidence that the scholar violated the law or the 
school’s Code of Conduct or otherwise constituted a threat to the health, safety, welfare, or 

Comment [TS2]: Schools: Please note the 
requirement of a hearing for loss of bus privileges 
over 10 days. 
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morals of the school, other scholars, school personnel, or any other person lawfully on school 
property or attending a school function. In authorizing searches, the school acknowledges both 
state and federal constitutional rights which are applicable to personal searches of scholars and 
searches of their possessions. 
 
Scholars may be subject to personal searches and searches of their possessions where 
reasonable individualized suspicion exists to conduct such search. Reasonable individualized 
suspicion to conduct a search of a scholar or a scholar’s possessions and the scope of the 
particular search shall be based upon, among other things, the scholar’s age, the prevalence 
and seriousness of the problem to which the search is directed, the urgency necessitating an 
immediate search, and the probative value and reliability of information used as justification for 
the search. 
 
Scholars have no reasonable expectation of privacy rights in school lockers, cubbies, desks, or 
other school storage places. The school exercises overriding control over such school property, 
which may be opened and subjected to inspection at any time by school officials. 

Transportation, Arrival, and Dismissal  
School Bus Transportation 
As noted above, busing for Achievement First schools is provided by the local school districts. 
While they determine the eligibility of a scholar for yellow school busing, Achievement First 
reserves the right to suspend an eligible scholar from the bus if he or she in any way threatens 
the safety and well-being of his or her peers.  

Notifying the School of Transportation Changes 
Please arrange transportation home before your child leaves for school in the morning. 
Scholars will not be allowed to call home to check if they are being picked up. If you need to 
pick up your child from school and your child usually rides the bus, or if you must otherwise 
change your child’s transportation for that day, please do one of the following: 
 

• Be at the school at dismissal time – All bus riders are walked to the buses daily. If 
you need to pick up your child instead of them getting on the bus, you should be at 
the school at dismissal to be able to pick up your child as he/she is in the bus line. If 
you are not here by the time the buses leave, your child will be sent on the bus.  

• Send in a note – Send a note to school with your child detailing the change in plans 
and providing a clear description of who will pick up your child.   
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• In an emergency, call the school – If you or your family is having a medical 
emergency that requires a change in your child’s transportation plans, please call the 
school immediately to make arrangements. The school does not accept 
transportation change requests by telephone except in the case of an emergency. 
If your child normally rides the bus and you wish to pick him or her up from school 
and you have not notified the school in writing that morning, you must meet your 
child at the school at dismissal time. 

Late Pickup From School 
Scholars who are picked up by their parents or another adult after school are expected to be 
picked up promptly at the end of the school day (4:00 P.M. for regular dismissal and 1:00 P.M. 
on Fridays). Elementary scholars who ride the bus must have an approved adult meet the child 
at the bus stop daily. When a parent comes late to pick up their children (or is not at the bus 
stop at the specified time), it makes the job of our already very hard-working school staff even 
harder. The school will log late pick-ups daily. Parents of scholars who have three or more late 
pick-ups in a trimester or six or more in a year may be required to have an in-person meeting 
with the principal or dean. If a parent is more than an hour late picking up his or her child, the 
school reserves the right to take the child to the local police precinct for safe supervision. 

Parent/Guardian Late to Pick Up from Bus Stop 
Parents/guardians have the responsibility to pick up their elementary school child when the bus 
is at their designated school bus stop. Parents/guardians who are late to pick their children up 
make the bus run late and inconvenience other families. When parents/guardians of 
elementary schools are not present, scholars will be returned to the school.  It will be the 
responsibility of the parents/guardians to retrieve scholars from the school once they are 
returned by the bus driver. 
 
Repeated failure to pick up a child from the bus stop at the scheduled time may result in the 
following consequences, to be determined by the dean of students/principal: 1) for the first 
violation, the scholar’s parent(s) and/or guardian(s) will be contacted to pick up their child from 
the school and will be issued a warning in writing; 2) for a second violation, the scholar’s 
parent(s) and/or guardian(s) will be contacted to pick up their child from the school and the 
scholar will be suspended from the afternoon bus for a period of up to one week;  3) for a  third 
violation, the scholar’s parent(s) and/or guardian(s) will be contacted to pick up their child from 
the school and the scholar will be suspended from the afternoon bus for a period of up to one 
month;  and 4) for a fourth violation, the scholar’s parent(s) and/or guardian(s) will be 
contacted to pick up their child from the school and the scholar may be suspended from the 
afternoon bus for the remainder of the academic year.   
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Arrival 
Scholars should not arrive at school earlier than 7:30 A.M. At dismissal, scholars should either 
leave the school building or attend afterschool tutoring. Scholars are never allowed to wait in 
any other portion of the building. They must wait in a designated afterschool location, under 
the supervision of a staff member. Scholars may not wait outside without staff supervision.  
 
Buses will pick up and drop off scholars next to the building. As a result, we ask that parents 
who are dropping off and/or picking up scholars be mindful of the tight traffic situation, arrive 
on time, and plan accordingly.  

Scholars Who Walk 
Parents of middle or high school scholars may give permission to have their child walk home or 
take the city bus. Under rare circumstances and with parental permission, parents of 
elementary School scholars may walk home or take the city bus.    
 
For scholars who walk to and from school, and for scholars who may be walking from the public 
transportation stops, a number of streets must be crossed. Families should instruct scholars to 
use all of the appropriate crossing lights at each intersection, and to cross each intersection 
only when it is safe to do so within the designated crosswalks. Parents are urged to call the 
local police department for questions or concerns.   
 
Scholars who walk to and from school act as representatives of the school. The same standards 
of behavior outlined in this document apply while scholars are traveling to and from school.   

After-School or Saturday Transportation 
When a scholar remains after school, the school administration will see that the scholar’s 
parents/guardians are given notice, and arrangements are made for the scholar’s safe return 
home. The school does not provide transportation for most after-school or Saturday activities. 
 
Staff Rides 
Under exceptional (and rare) circumstances, with parental permission, a scholar may be driven 
home by a member of the Achievement First staff. 

School Uniforms 
Note: Schools should change this section a bit more if necessary to align to their exact policies. 
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All scholars must come to school in the Achievement First uniform every day. If a scholar arrives 
to school out of uniform, parents will be called and asked to bring in a uniform before the 
scholar is sent to class. We have a required school uniform for several very important reasons: 
 

1. Uniforms unite us as a community. When you look at the Achievement First shirts, it is 
a powerful visual statement of our community. Scholars make a commitment that when 
they put on the Achievement First uniform, they are agreeing to live up to the school’s 
REACH values.  

2. Uniforms reduce distractions and clothing competition. Often scholars spend more 
time discussing and evaluating what others are wearing or not wearing than they spend 
focusing on learning. Wearing uniforms eliminates this distraction. 

3. Uniforms make us all equal. Whether families have high incomes or low incomes, the 
scholars come to school looking the same way. No one is made to feel bad about the 
clothes they have or don’t have. 

4. Uniforms look professional. Scholars look neat when they arrive to school with shirts 
tucked into their khaki pants. The scholars come mentally prepared for school and 
“dressed for work.” 

 

General Uniform Requirements 
Shirts (Kindergarten – 8th Grade): Uniform shirts must be purchased through our uniform 
vendor, Flynn & O’Hara.  On top, scholars must wear an Achievement First collared shirt.  Shirts 
must be in the school colors and have the Achievement First logo stitched into the fabric.  The 
middle school shirts are dark blue, and the lower school shirts are light blue.  Shirts are 
available in both long-sleeve and short-sleeve. If a scholar chooses to wear an undershirt, it 
must be white or match the uniform shirt color. Shirts should be the appropriate size, fitting the 
scholar without being tight.  In addition, scholars must wear Achievement First shirts in the 
proper way – with the shirt tail tucked in. 
 
Sweaters (Kindergarten – 8th Grade): Uniform sweaters must be purchased through our 
uniform vendor, Flynn & O’Hara. Scholars may wear either the AF long-sleeve sweaters or the 
AF sweater vests with the uniform shirt underneath.   
 
How to Purchase Uniform Shirts & Sweaters: 

1. Mail in the order form with a money order or check. Order forms and envelopes are 
available at your child’s school. Your school also has a list of places nearby that issue 
money orders. 

2. Call and order with a credit card. Call 800-441-4122. 
3. Order online at www.flynnohara.com 

http://www.flynnohara.com/
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4. Go to the Flynn and O’Hara store. The store maintains a list of nearby Flynn and O’Hara 
stores. 
 

• Dress Pants: All scholars must wear plain, khaki-colored pants (with belt loops for boys). No 
baggy or multi-pocketed pants. The pants should fit on the hips. Scholars should wear the 
size of pants that would be appropriate to wear in a professional workplace. This means 
that very loose pants, baggy pants, or very tight pants are not acceptable. The school has 
the authority to determine what pants are acceptable. Pants should fit snugly on the waist 
without a belt, but a plain black belt should be worn in order to ensure the pants stay snug 
and to look sharp. No underwear should show.   

OR 

• Plain Shorts: During warm-weather months, the principal or dean of students will let 
scholars know when they can wear plain, khaki-colored shorts (with belt loops for boys) that 
are no shorter than one inch from the knee. This means that very loose shorts, baggy 
shorts, or very tight shorts are not acceptable. The school has the authority to determine 
what shorts are acceptable. If the shorts have belt loops, scholars must wear a belt. Belts 
are an essential part of the dress code. No underwear should show. 

OR 

• Long Skirt (Girls Only): Instead of pants, girls may choose to wear a long, plain, khaki-
colored skirt.  All skirts should go at least four inches below the knee.  

• Shoes and Socks: Scholars must also wear closed-toed sneakers daily.  Because scholars 
walk a lot during each day and have exercise time each day, we ask that scholars wear 
sneakers instead of dress shoes. All sneakers should be plain black without any distinctive 
logos or markings. Scholars should wear plain white or black socks. 

• Jackets:  Scholars may not wear jackets inside the school building. If a scholar is worried 
about being cold inside the building, he or she should wear a uniform sweater or a long 
sleeve shirt (of the color of the uniform shirt or white) under their uniform shirt.  

• Jewelry: Scholars should not wear jewelry that distracts from the uniform, like large 
earrings, multiple chains or rings, or lots of bracelets. If a scholar chooses to wear jewelry, it 
must be modest. Scholars may wear only one chain or necklace, and it must be tucked 
neatly under their uniform shirt.  Scholars may only wear very small earrings. Scholars 
may not wear “name chains” or name earrings, large belt buckles, large or heavy chains, or 
any piece of jewelry that is large or distracting. If a scholar wears jewelry that the dean of 
students or principal considers excessive, then the scholar will be asked to remove it.   

Comment [TS3]: Please feel free to add 
additional specifics, e.g. “no larger than a quarter” 
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• Hats: Scholars are not allowed to wear baseball hats, scarves, head bands, or bandanas in 
the building. Small clips or bands for the hair are permitted. Head-coverings for religious 
reasons are permitted. Hats worn inside the building will be taken from scholars and stored 
at the front desk for parents to pick up. 

• Make-up: Make-up (lipstick, glitter, blush, eyeshadow, etc.) is strictly not allowed.  Lip gloss 
is not permitted.  Scholars may use Chapstick or other similar non-glossy lip moisturizers, 
but if the application of it becomes distracting to the learning process, the scholar will not 
be allowed to use it. 

• Physical Education (P.E.) Shirts: There is no gym uniform and scholars may not change 
clothes for P.E.  If you are concerned about wear and tear on your child’s uniform, we 
suggest you purchase multiple sets. Middle school scholars may wear an Achievement First 
P.E. shirt under their uniform shirt. Before P.E., the scholar may then take off their uniform 
shirt and use the t-shirt for P.E.  After P.E. class, the scholar may then change back into the 
uniform shirt. 

• Hair, Nails, and Tattoos: Hair colors or shades of hair other than black, brown, blond, and 
red are not permitted. Dyed hair or a hairstyle that serves as a distraction – at the 
determination of the school – will not be permitted. Any tattoos – small or large – must be 
covered at all times. Fingernails should not be or potentially be a distraction to others. 
Simple polish only is acceptable.  

• No Changing at School: While on school property or on school transportation to and from 
school, scholars must wear their uniform only; while at the school, scholars may not change 
for events or activities later on in the day.   

• Uniforms on Field Lessons: Because field lessons are an opportunity for AF scholars to 
represent their school outside of the building, all uniform standards apply for field lessons. 
For longer, overnight field lessons, the school may specify the dress code. 

Scholars who do not abide by all the above uniform guidelines will not be allowed to attend 
class.  

Promotion to the Next Grade 

About Promotion at Achievement First  
Achievement First provides a rigorous, college-preparatory educational program, and the 
faculty, staff, and administration are committed to helping all students satisfy all requirements 
for promotion and graduation. Our ultimate goal is college readiness. We believe that in some 
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instances it will be better for a scholar to repeat a grade in order to fully develop the skills, 
habits and knowledge required for the next grade and for rigorous colleges and careers. 
 
We recognize that retention is a major decision that has important ramifications for a scholar 
and family. We take seriously the responsibility to make good decisions regarding retention. In 
fact, our consideration of the long-term ramifications is what often underlies our decision to 
retain a scholar. When a student’s performance indicates that they are not ready to move on, 
we would much rather have scholars repeat a grade while with Achievement First so that we 
can provide intensive support and work in close partnership with families – as opposed to 
sending a scholar off to the next grade where he/she may not be set up for success. Because 
Achievement First’s academic and behavioral standards are more rigorous than many 
traditional schools, we often have different and more rigorous promotional criteria. 
 
• The school sees it as its job to help all scholars meet promotion criteria and ultimately to be 

prepared for success in the next grade. There are times when a scholar simply needs 
another year to be able to fully tackle the work, and the school is committed to ensuring 
that a scholar’s second year in a grade involves a clear plan to provide the scholar additional 
supports. 

• The school will share promotion-in-doubt status with parents at multiple points in the years 
(e.g. Report Card Nights in December and March/April). 

• The school’s administrative team (and ultimately the principal) has full authority to make all 
promotion decisions.  

• The school does not “socially promote.” That is, scholars will not be promoted to the next 
grade simply because they are “old enough” to be in that grade. The school may also 
choose to non-promote a scholar even if he or she has been retained before. Readiness for 
the next grade is demonstrated by mastering rigorous academic standards, and behaving in 
a way that reflects the school’s values.  

• Achievement First often will retain early elementary scholars (K-2) who are not meeting our 
rigorous standards.  It has been our experience that early elementary scholars who are 
retained are often able to get the extra time and support they need to meet our rigorous 
standards, thus setting them up for long-term academic success. 

Promotion Criteria 
The school will consider a student who fails to meet ANY of the following criteria to be at risk of 
non-promotion. The principal has final authority to make promotion decisions based on a 
scholar’s readiness for the next grade. 
 
State and Other Test Scores  
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For Kindergarten – Grade 2 students:  
• Below grade level on nationally normed reading assessment as determined by Achievement 

First  

In Grades 3 – 8:  
• Score of 1 on any state test 

Attendance 
15 or more absences in a year (5 tardies and/or early dismissals count as one absence); there is 
no differentiation between excused and unexcused absences.  
 
Course Grades (5 – 8) 
• Failing two or more of the following classes:  math, reading, writing, history, and science  

Course Grades (9 – 12) 
• Failing two or more core/required class (math, reading, writing, history, science, college 

readiness, required elective) after the summer academy  session is over OR  
• Being deficient two credits from any year of high school upon entering the grade.  Some 

examples:  
 

Situation  Retention Decision Reason 
Scholar fails two classes in 
9th grade, successfully 
completes summer 
academy, fails one class 
in  10th grade. 
 

Will this scholar move 
to 11th grade?   
 
If he/she successfully 
completes summer 
academy, YES.   

After 9th grade, he/she was behind two 
credits, one was made up in summer 
academy, he/she then failed another in 
10th grade, but if that credit is made up in 
summer academy, he/she will only be 
one credit behind.   

11th grade scholar has 
never failed a class 
before, but fails three 
courses in grade 11.  

Will this scholar move 
to 12th grade?   
 
NO.  

Even if this scholar attends summer 
academy, he/she will be behind two 
credits and scholars cannot enter a year 
of school more than one credit 
deficient.  This scholar will repeat grade 
11.  

 
Summer Program Completion (9 – 12) 
• Successful completion of an AF-approved summer program 

• Pre-College  
• Internship  
• Growth program 
• Summer Academy and/or SAT Boot Camp 

Additional Non-Promotion Criteria:   
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The following criteria indicate promotion in doubt. Promotion in doubt means that a student may 
not yet have the skills and knowledge necessary in order to be prepared for the next grade. 
 
Kindergarten to Grade 2: 

• The student scores below the 50th percentile or above on the TerraNova math exam 
• The student scores below the 50th percentile or above on the DRP reading assessment 

Grades 3 – 8: 
• CT: Score of a “low 2” (defined by AF’s scaled score chart) on two of the three (math, 

reading, writing) state tests 
• A student scored a 2 on the state test for two straight years on any of the reading, 

writing, or math tests. 
• The student scores in the bottom 10% of the AF Network on Achievement First end of 

year reading or math exam.  

 
Final Grades  
Grades 3 – 8 
• The student’s final grade in MATH class is lower than a 70 
• The student’s final grade in READING class is lower than a 70 
• The student’s final grade in WRITING class is lower than a 70 
• The student’s final grade in HISTORY class is lower than a 70 
• The student’s final grade in SCIENCE class is lower than a 70 

Note: The minimum grade for a trimester is 55. This gives students the chance to pass for the 
year after one bad trimester. In order to pass for the year with one trimester at 55, the other 
two have to average at least 77. 
 
Promotion for English Language Learners (ELLs):   
State law require that we evaluate the promotion of English Language Learners differently.  
 
If the ELL student has enrolled for the first time in a U.S. school and has attended for fewer than 
12 calendar months, the student MAY be exempted from the reading and writing portions of 
the Connecticut Mastery Test (CMT) or the Connecticut Academic  Performance Test (CAPT).   
 
Promotion for Students with IEPs:   
The purpose of an IEP is to outline the support a student needs to reach an ambitious and 
achievable academic bar.  When a student does not meet the bar, burden of proof falls on the 
school to demonstrate that we provided the services the student needed and the student was 
still not able to reach the academic bar.  We do not have the same autonomy that we do in 
general education - our local districts oversee our special education programs.  We must 
accomplish the following for students with IEPs: 
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• Ensure that all IEPs document the services the school provides and that the school has a 
signed copy of the IEP 

• Send home IEP progress reports as often we send home report cards (signed and returned); 
IEP progress reports should indicate whether or not a student is on track to meeting her/his 
IEP goals and should align to the student’s general performance 

For students with IEPs who are held to the standard promotional criteria (NOT modified 
criteria): 

• These students must meet the standard criteria set out for all students.  In cases where a 
student received a 1 on a state test, the school may consider a student portfolio of work to 
determine if the student does meet grade level standards (including writing assignments, 
classwork, projects, unit tests, etc.).  The school may promote this student if the portfolio 
indicates >Level 2 proficiency and demonstrates that the student is prepared for the rigors 
of the next grade.   

• At the first sign a student with an IEP is at risk of retention, the school must ensure  that 
robust and appropriate supports are in place in order for the student to make appropriate 
academic progress.   

• In the rare case where a student with an IEP is at risk of a double retention, the school must 
consider using a portfolio of work to indicate demonstrate grade level proficiency.   

 
For students with IEPs who have modified promotional criteria and take state assessments: 
• In the rare case where a student has a modified promotional criteria on the IEP, the school 

should clarify the exact modified criteria and the content they apply to (ELA and/or Math) at 
the beginning of the year, write a non-official IEP amendment, and communicate the 
promotional criteria to the parents.  The modified criteria should explicitly outline the 
growth that the student will demonstrate and the way that growth will be measured (i.e. 
“Grow 1.5 grade levels as measured by STEP”).   

For students with IEPs who have modified promotional criteria and take alternative 
assessments:  
• These students reflect <1% of our student population and are exempt from all standard 

promotional criteria; in these cases, promotion is based on meeting IEP Goals.  

Supporting Non-Promoted Students 
When a scholar is not promoted, we will create a clear action plan for the scholar.  This plan is 
designed to ensure that the scholar’s second time in a grade is not just a repeat of the previous 
year.  The plan will detail additional academic and social/behavioral supports, incentive 
systems, consequences, and other relevant information. 
 
Informing Other Schools 
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It is Achievement First’s policy to inform other schools of the scholar’s promotion status. For 
example, if a third grader is not promoted to fourth grade at an Achievement First school and 
the parent decides to enroll the child in another school, Achievement First will inform the 
school that the scholar did not meet the requirements for promotion to fourth grade and 
should be a third grader when enrolling in the new school. 
 
High School Graduation Requirements 
In order to ensure the integrity of the diploma graduates earn upon completion of the course of 
studies, the faculty, staff, and administration are committed to consistently and judiciously 
upholding the graduation criteria.  Students who do not meet the promotional criteria in a 
given year will not advance to the next grade and will instead be expected to repeat the same 
course of studies.  The faculty, staff, and administration recognize that some students, 
depending on their educational development, will require more than four years to successfully 
meet the school’s graduation requirements.  Students who do not meet the graduation 
requirements within the traditional four-year period will be required to attend until they 
complete the remaining requirements. 
 
Course  # of Credits - CT 
Literature (9 – 12)   4 
Writing (9 – 12) 4 
Mathematics (to at least Pre-Calculus) 4 
Science (to include Biology, Chemistry, Physics) 4 
History (to include US and Global; Econ/Gov’t in NY) 4 
College Readiness Seminar  2.5 
College Readiness - Health n/a 
College Readiness - SAT Prep  1 
Foreign Language  2 
Electives (not including Art/PE/Composition/CRS)  4 
Art/Music 1 
P.E.  1 
 
 
Non–Course Requirements  CT 
Completion of approved summer program  3 credits  
Admission to a 4-year college/university Yes  
ELA Regents n/a 
Algebra Regents n/a 
One additional Math Regents  n/a 
One additional Science Regents n/a 
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US History Regents n/a 
Global History Regents n/a 
Required Community Service hours  Yes  
*Scholars in CT are expected to take the CAPT assessment until they score a 3 or better on each 
section. 

Closed Campus 
Achievement First takes the safety of our scholars very seriously. Except under written 
agreements approved and signed by the principal, scholars are not to leave the school building 
(or areas of the school building designated for his/her grade) or use any exit other than the 
ones designated by teachers for scholar use without permission. A scholar with permission to 
leave may only leave under the escort and supervision of an authorized adult – who has 
physically come to the office to sign a scholar out – unless the school has been given prior 
written permission authorizing unaccompanied departure. Once scholars have entered in the 
morning, they may not leave the building unless a staff member escorts them.   

Civility Code  
Our families are partners with Achievement First staff in creating a warm and respectful 
environment for everyone in our team and family. We work hard to ensure that the school’s 
values permeate all interactions with families and scholars. Therefore, school staff and families 
are both responsible for ensuring that all communication be mutually respectful.   
 
While we encourage families to share any and all concerns with the appropriate school staff, the 
school will retain the right to end any meeting or phone conversation in which the volume, tone, 
or substance of the communication is rude (name-calling or frequent interruptions), profane 
(cursing or profane language), or threatening.  Moreover, when conversations have clearly gone 
past the point where productive problem-solving is an option, the school reserves the right to end 
the conversation and schedule additional time at a later date. At the same time, families have the 
right to end conversations if staff members are not displaying mutual respect and should 
reschedule for a later date. Families also have the option of addressing the actions of a staff 
member during a meeting via the family concerns procedure (see Appendix E for Addressing 
Family Concerns).    
 
The school reserves the right to require parents, guardians, or community members who violate 
the civility code to provide written requests for meetings, outlining the nature of the concern and 
with whom they would like to speak. Because of the school’s commitment to ensuring the safety 
of scholars and staff, and maintaining a calm, productive, positive learning environment, the 
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school reserves the right to bar an individual from the school site if there are repeated violations 
to the civility code. In such a case, the school staff member will meet with a parent off-campus at 
an agreed-upon location (e.g. a public library, community center) or meet on campus 30 minutes 
after school ends.  

School Visitor Policy  
Parents/guardians/families are a vital part of the Achievement First community.  We welcome 
you as a partner in the education of our scholars, and you should feel free to observe regularly at 
the school.  In order to maximize our scholar’s learning time and minimize distraction in our 
classrooms, we ask that you do the following: 
 
• Please let us know in advance if you plan to visit. 

• Upon arriving, sign-in with the Main Office and obtain a visitor badge to wear while in the 
building. 

• Refrain from interacting with scholars so that they are able to pay attention to their 
teachers at all times. 

• Turn off your cell phone prior to entering the classroom. 

• Sit behind all scholars (at the back of the classroom) so that you are not blocking a child’s 
view. 

• If you would like to speak with the teacher following your visit, please contact them by 
phone or call the school to set up a follow up meeting. Teachers will generally be unable to 
meet or talk with you during their teaching time. 

If a visitor is coming to school to drop something off for a scholar or to leave a message, we still 
require that the visitor come first to the main office. For the sake of scholar safety, we cannot 
have anyone unannounced in the building. 

Emergencies 
In case of an emergency, parents or guardians should contact the school either by phone or in 
person.  Under no circumstance should parents or guardians contact scholars in their 
classrooms, including after school, or attempt to withdraw scholars from the building without 
notifying and receiving permission from staff members in the school office.  
 
Fire Safety and Evacuation Procedures 
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Please note, some procedures may change once the school year has officially begun.  Scholars 
will be notified of and trained in any significant changes.   
 
In case of emergency, if a scholar or staff member sees fire or smells smoke, he or she should 
close the door and notify an administrator.  Upon hearing an alarm, school staff will assemble 
scholars in their rooms and proceed out of the building according to the fire evacuation plan 
posted in each room.  Scholars should follow the direction of staff members who will verify the 
safety of the stairwells and lead scholars outside the building to the designated locations, 
where school staff will line up scholars by class and take attendance.  
 
Frequently throughout the school year, scholars and staff will participate in fire drills to ensure 
that the entire school community is familiar with the appropriate response in the event of an 
emergency.  
 
In case of a more serious emergency, should it be necessary to evacuate our school before, 
during, or after the school day – and it appears that we will be unable to return to the school 
for an extended period of time or for the rest of the day – school staff and scholars will 
evacuate according to the school’s evacuation plan.  Staff will line up scholars in a safe and 
orderly fashion on the sidewalks outside the evacuation site.  After staff takes attendance, 
should conditions permit, all staff and scholars will return promptly to school.   

Addressing Family Concerns 
Achievement First is committed to maintaining a strong partnership and ongoing dialogue 
between its teachers, staff, our scholars, and their families. If you have a concern about a school 
policy, academic grade, discipline decision, or anything else, we welcome your input and 
encourage you to contact the appropriate staff member at the school.   
 
Procedures for Addressing Concerns 
 
Step 1: Contact Staff Member Involved: If a parent has an issue or concern, the first step towards 
resolving the issue will be to contact the staff member involved by phone or email. The parent 
should call the school’s front desk to obtain phone and email contact information. The staff 
member and the parent will then set up a meeting to discuss the issue either on the phone or in-
person and work to reach a resolution that satisfies both parties. 
 
Step 2: Contact the Principal: If the issue is not resolved satisfactorily, the parent’s next step is to 
reach out to the principal via phone or email or use the “parent concern process form” to explain 
the issue in writing. Even if the issue is a problem with the principal directly, the parent should go 
through this step. It is important to work to resolve the issue directly first. The parent should 
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contact the school’s front desk to obtain contact information for the principal. The principal will 
reply within 3 business days, at least acknowledging the complaint has been received, and the 
principal may take up to 5 additional business days to investigate and reach a decision. 
 
Step 3: Written Complaint sent to Principal’s Supervisor: If the parent is unsatisfied with the 
principal’s decision or response, the parent may write a letter to the regional superintendent who 
supports the school or use the “parent concern process form” to explain the issue. The parent can 
fax, email, mail, or hand-deliver (to the school’s front desk) the letter/completed form, and the 
office staff will ensure that the communication gets to the regional superintendent. If the parent 
would like to reach out to the regional superintendent directly, the parent should contact the 
front desk of the school to get his/her contact information. The regional superintendent will reply 
within 3 business days and may take up to 10 business days to investigate and reach a decision. 
The regional superintendent will send a written decision via regular mail to the parent within 10 
business days of receiving the letter or form. Please note that the regional superintendent will not 
respond to complaints that have not gone through steps 1-2. A member of the front office staff 
member will put a copy of the complaint form and the regional superintendent’s response in the 
scholar’s file, and the front office staff will also ensure that a summary of the complaint and 
resolution is logged in the school’s scholar information system. 
 
Step 4: Written Complaint to the School’s Board of Directors: If the parent is unsatisfied with the 
Regional Superintendent’s decision or response, the parent may write a letter to the school’s 
Board of Directors or use the “parent concern process form” to explain the issue. The parent can 
fax, email, mail, or hand-deliver (to the school’s front desk) the letter. The Board or its designee 
will reply within 3 business days and may take up to 10 business days to investigate and reach a 
decision. The Board or its designee will send a written decision to the parent within 10 business 
days of receiving the letter or form. Please note that the Board or its designee will generally refer 
complaints that have not gone through steps 1-3 back to the school.  A member of the front office 
staff will put a copy of the complaint form and Board’s response in the scholar’s file, and the front 
office staff will also ensure that a summary of the complaint and resolution is logged in the 
school’s scholar information system. If an individual or group voices a complaint at a public 
meeting of the School’s Board of Directors or to individual directors, directors shall not respond to 
the substance of the complaint, but instead shall thank the individual or group for their time and 
direct them to this complaint procedure. 
 
Step 5: Written Complaint to the Authorizer: If the parent is not satisfied with the Board’s 
decision, the parent may present their concern to the authorizer, the Charter Schools Office of 
the State Department of Education. These organizations will investigate and respond. The parent 
can get contact information for the authorizer from the school’s front desk. (Please note that the 
school will ask the authorizer not respond to complaints that have not gone through steps 1-4.)   
 
Please note that if the school gets multiple complaints on the same or a similar subject, the school 
may elect to consider all of the complaints in one process to ensure the process is clearly and 
effectively communicated to each family fairly and 
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consistently.  

 
 
The process described above is designed so that parents/guardians can speak with the staff 
members who are most directly involved with the situation. Usually, this is the best way to 
resolve a concern or complaint because staff members can more quickly and efficiently address 
family concerns. Parents do have the right, however, to submit concerns directly to the Board or to 
authorizers. In this case, the board will determine whether the complaint alleges a violation of the 
law or of the charter. If it does not, the Board will generally direct the parent/guardian back to the 
school level. 

Grievances Related to Discrimination Issues 
Achievement First does not condone or tolerate discrimination on the basis of race, color, 
national origin, sex, sexual orientation or disability in admission or access to, or treatment, or 
employment in its programs or activities. Families have the right, therefore, to file a formal 
grievance if they believe that AF has violated a discrimination law (including Section 504, Title 
IX, and Title VI). The grievance procedure for discrimination issues is included in Appendix D. 
The purpose of this formal grievance procedure is to provide a simple and accessible process to 
address problems and claims of discrimination based on race, color, national origin, sex, sexual 
orientation or disability.  

School Calendar and Closings 

School Closure Policy 
Because we believe maximizing instructional time is critical to closing the achievement gap, 
Achievement First schools will only close under extreme circumstances. In such circumstances, 
Achievement First will follow the lead of our host district unless you have explicitly heard 
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otherwise from us at least 24 hours in advance. If you have any doubt as to the status of school, 
please listen to local radio and television stations. Again, unless you have explicitly heard 
otherwise from Achievement First 24 hours in advance that we are making a different decision, if 
the host district announces a closure, delayed start, or early dismissal, Achievement First will do 
the same. To avoid parent confusion, Achievement First will not make separate closure 
announcements through local media outlets (i.e. TV or radio). As the situation allows, 
Achievement First will however reiterate the delay, closure or cancellation of after school events 
via auto-dialer and/or text message. 

Special Circumstances 
While Achievement First believes that following our host district’s lead applies for 95% of all 
school closure scenarios, there are some highly unusual situations where Achievement First 
would decide to make a different decision. While it is hard to predict the exact scenarios where 
we would not simply follow our host district’s lead, we have experienced this on several occasions 
on days when Achievement First schools are in session and our host district’s are not (e.g.  AF 
schools typically start the school year earlier and/or finish later than our host districts.) In such 
instances, Achievement First will proactively reach out to all families via auto-dialer and/or text 
message at least 24 hours of advance notice so that families are aware and can plan accordingly. 

School Closure Make-Up Plan 
• Our regular school year is generally between 185 and 190 days, 5 to 10 more days than 

required by the state, because we believe that scholars need more time to master our 
advanced curriculum. In the case of lost days, our network-wide minimum number of days 
is 180 days, and schools will need to make up days if they fall below this minimum. 

• In terms of timing, any and all days that need to be made up will typically occur immediately 
following the conclusion of the regular academic year. So if for example the school year 
ends on a Friday and due to excessive closure the school needs to make up five days, those 
days would generally be made up the following Monday, Tuesday, Wednesday, Thursday 
and Friday. 

• Therefore families, staff and scholars are strongly encouraged to refrain from making any 
definite plans for the week immediately following the conclusion of the school year just in 
case additional days are required.  

We firmly believe that this make-up plan is sufficient to work in 99% of all scenarios.  However in 
truly extreme and unforeseen circumstances (e.g. if a school experiences greater than 15 days of 
closure during the school year), we reserve the right to adjust the make-up plan to better meet 
the needs of our scholars.  

Student Computer and Internet Use Policy 
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Achievement First schools uses computers, networks and Internet services, as one way of 
enhancing its mission to provide all of our students with the academic and character skills they 
need to graduate from top colleges, to succeed in a competitive world and to serve as the next 
generation of leaders in our communities. 
 
The following rules are intended to provide general guidelines and examples of prohibited 
computer and  Internet uses, but do not attempt to state all required or prohibited activities by 
users. Failure to comply with Achievement First’s Student Computer and Internet Use Policy 
and these rules may result in loss of computer and Internet privileges, and/or legal and 
disciplinary action. 
 
A. Computer Use is a Privilege 
Student use of Achievement First’s computers, networks and Internet services is a privilege.  No 
one will deliberately or willfully cause damage to computer equipment, network resources, or 
assist another in doing the same.  
 
B. Acceptable Use 
Student access to Achievement First’s computers, networks and Internet services are provided 
for educational purposes and research consistent with the curriculum and instructional goals. 
The same rules and expectations govern student conduct and communication on computers 
and online services.  Students are expected to comply with these rules and all specific 
instructions from staff members when accessing computers and network resources. 
 
C. Prohibited Use  
The student is responsible for his/her actions and activities involving school computers, 
networks and Internet services, and for his/her information, files, passwords and 
accounts.  Examples of unacceptable uses that are prohibited include, but are not limited to, 
the following: 
 
1. Accessing Inappropriate Materials- Accessing, submitting, posting, publishing, forwarding, 

down loading, scanning or displaying materials that are defamatory, abusive, obscene, 
vulgar, sexually explicit, sexually explicit, sexually suggestive, threatening, discriminatory, 
harassing and/or illegal 

2. Illegal Activities- Using computers, networks and Internet services for any illegal activity or 
that violates other Achievement First policies, procedures and/or school  rules 

3. Violating Copyrights- Copying or downloading copyrighted material without the owner’s 
permission 

4. Plagiarism - Representing as one’s own work any material obtained on the Internet  
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5. Copying Software/Media Files- Copying or downloading software without the authorization 
of the system administrator; illegally downloading music, photos, movies or other such files 

6. Non-School Related Uses- Using the school unit’s computers, networks and Internet 
services for non-school-related purposes such as private financial gain; commercial, 
advertising or solicitation purposes 

7. Misuse of Passwords/Unauthorized Access- Sharing passwords, using other users’ 
passwords without permission and/or accessing other user accounts 

8. Malicious Use/Vandalism - Any malicious use, disruption or harm to the school unit’s 
computers, networks and Internet services, including but not limited to hacking activities 
and creation/uploading of computer viruses. 

9. Unauthorized access to Social Networking/Chat Rooms/News Groups- Accessing social 
networking sites or software, chat rooms or news groups without specific authorizations 
from the supervising teacher 

D. No Expectation of Privacy 
Achievement First retains control, custody, and supervision of all computers, networks and 
Internet services owned or leased by Achievement First. Achievement First reserves the right to 
monitor all computer and Internet activity by students. Students have no expectation of privacy 
in their use of school computers, software accounts, Internet services, email, and stored files. 
Each person will respect the rights of others to the protection of the files they store on a 
computer and will not alter or damage such files or accounts. 

Cyber Bullying 
The law defines “cyber bullying” as the use of digital information and communication devices to 
willfully and repeatedly hurt either a person or persons through the medium of electronic text, 
photos, or videos. Examples of this behavior include but are not limited to: 
 
• Sending false, cruel, vicious messages 
• Creating websites that have stories, cartoons, pictures, and jokes ridiculing others. 
• Breaking into an email account and sending vicious or embarrassing materials to others. 
• Engaging someone in electronic communication, tricking that person into revealing sensitive 

personal information and forwarding that information to others. 
• Posting of a student picture without their permission. 

The online activities and technologies often used by students engaged in Cyber Bullying include 
but are not limited to social networking sites, chat rooms and discussion groups, instant 
messaging, text messaging, computers, cell phones and personal digital devices, digital cameras, 
cell phone cameras, and webcams. As new technologies emerge, they too may be included with 
the above forms of electronic communication. 
 
Communication 
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The school will inform students annually of procedures for reporting bullying procedures, either 
by including this policy in the Family/Student Handbook or by other means. 
 
Additional information about reporting, investigation, intervention, and prevention of cyber 
bullying is included in Appendix A. 

Nursing Services & Medication 
Nursing services for Achievement First are provided by the nursing staff assigned to the school 
building.  We recommend, however, that parents have a doctor or health center look into any 
recurring health problem a child is having.   
 
The nurse is responsible for checking all health records to be certain that each scholar is 
properly immunized.  The School is required by law to have a completed health form on file for 
every scholar within 14 days of a child attending our school.  The health form documents the 
vaccinations that a child has received to date.  If you have not received this form from the 
school, please contact the school’s director of operations immediately.   
 
If your child requires medication during school hours, please contact the school’s director of 
operations to request a Medical Administration Form (or MAF). The building nurse has the 
training and resources to store and administer medication.  However, medication cannot be 
administered to your child until your child’s physician has completed the form.  This is a 
requirement of the Health Department and pertains to all medicine, including aspirin, Tylenol, 
and other over-the-counter medicines. 
 
The building nurse will keep a detailed log of all medicines that are administered.  

School Lunch Program  
Both breakfast and lunch will be available at Achievement First.  As part of its participation in 
the School Nutrition Program (a federal program that subsidizes scholar meals), the school 
must collect completed lunch application forms for all its scholars.  The lunch application form 
is used to determine the level of assistance that a child will receive.  Families who qualify for 
partial assistance only, and families who are not eligible for assistance, will be billed monthly 
for the cost of each lunch.  The school’s director of operations will be in touch to review the 
costs and set up a payment plan.    
 
It is the policy of Achievement First to require all parents, regardless of whether the parent 
believes the child will qualify for free and reduced lunch, to fill out and turn in a free/reduced 
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lunch form. This policy helps the school ensure that we maximize the reimbursements we 
receive from the federal government. 
 
Parents may send lunch to school.  If you are sending lunch to school with your child, we ask 
that you send in nutritious foods.  Please do not let your child bring unhealthy drinks (e.g., 
sodas or juices heavy in sugar) or unhealthy snacks (snacks high in sugar) to school. The school 
reserves the right not to allow scholars to consume unhealthy food and drinks at school. Please 
see the healthy foods policy below for more information. 

Healthy Foods Policy 
Scholar nutrition and health is a big concern at Achievement First schools. Poor eating habits 
can adversely affect scholar performance by causing, among other things, a lack of focus, low 
stamina, and/or behavioral outbursts – and, of course, long-term health consequences.  In an 
effort to curb the consumption of low-nutrition foods, the following policy has been created.   
 
Food and beverages brought to school must meet dietary guidelines and contribute to the 
health of scholars.  The school will prohibit the consumption of foods of low nutritional value 
during breakfast, designated snack periods, lunch and other times scholars have access to food 
during the school day.  Food of low nutritional value consists of: 
 
• Chewing gum and candy 
• Food and drinks containing high sugar or other sweeteners 
• “Juice” or juice products containing little fruit or vegetable juice  
• Foods with high fat/serving ratio (e.g. cookies, cheetos, potato chips, foods fried in oil) 
• Carbonated beverages 
• Cakes/cupcakes (unless this is part of a celebration approved by the teacher) 

Teachers planning fundraisers, parties, or other school-related events are encouraged to 
consider healthier alternatives.  If scholars bring foods low in nutritional value to school, AF 
teachers and staff will hold them at the front desk until parents pick them up. 
 
Candy and Snacks 
Scholars may not have any candy with them at school.  Teachers will take any candy from 
scholars and treat it like “non-academic material,” and will give it the school operations 
team.  (Parents may come to pick up the candy if they want.)  
 
Food not During Designated Times 
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Scholars may not eat food except during breakfast, lunch, and snack times.  Scholars may not 
have food in their pockets or with them in any way except during snack and lunch.  All snack 
food must be completed during snack time – and in the classroom.  Scholars may not take 
snacks out of the classroom (for example, to the bathroom). Teachers will take food that 
scholars have out during unauthorized times and treat it like “non-academic” material. (Parents 
may come to pick up the food if they want.) 
 
Gum 
Scholars (and teachers) should not chew gum. Scholars with gum may face a consequence, and 
repeat offenders will face more serious consequences. 
 
Classroom Parties, Birthdays, and Other Events 
Achievement First supports scholar’s social and emotional growth by celebrating their 
achievements. Most of these celebrations take the form of school-wide or grade-level events 
which celebrate scholar academic achievement and character growth. In addition, each class 
usually celebrates scholars’ birthdays by singing happy birthday and other rituals in a uniform 
way that is the same for and fair to all scholars. Teachers seek to make scholars feel truly 
special on their “special” day. 
 
To maintain the structure and consistency of the school day as well as to preserve sacred 
learning time, Achievement First does not allow individual celebrations of birthdays or other 
holidays during the school day. Families should not bring in food treats or other gift items for 
birthdays or holidays as the school cannot commit teacher or other staff time to distributing 
them and because such items can distract scholars from their learning.   
 
Families wishing to involve classmates in the celebration of their scholar’s birthday or other 
holidays can do so by inviting them to a party that occurs outside of school hours.  The school 
can support such families by distributing a flyer to families in that scholar’s class.  To avoid hurt 
feelings and distractions from learning, the school can only do this if every scholar in the class is 
invited.  Families wishing to have such an invitation distributed should send it to school in the 
scholar’s homework folder. Invitations must be general (as in not addressed to specific scholars) 
and must be issued to all scholars in the class.   
 
In order to minimize competition and distractions from learning, scholars must be in full 
uniform on their birthdays and other holidays.  
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Statement of Understanding 
By signing this, scholars indicate that they have received and read a copy of Achievement First’s 
Family Handbook and understand and agree to the rules, regulations, and procedures of the 
school.  Scholar signatures further show that scholars understand that if they ever have any 
questions regarding school policies, they can always ask their parent/guardian or other member 
of the school community for a further explanation.  
 
By signing this, parents indicate that they have received and read a copy of Achievement First’s 
Family Handbook and understand and agree to the rules, regulations, and procedures of the 
school.  Parent signatures further show that parents understand that if they ever have any 
questions regarding school policies, they can always ask a teacher or staff member for further 
clarification. 
 
 
_____________________________   ______________________________ 
Scholar Name       Parent / Guardian Name 
 
 
 
 
_____________________________   _______________________________ 
Scholar Signature      Parent / Guardian Signature 
 
 
 
 
_____________________________   _______________________________ 
Date         Date 
 
 
A signed copy of the Statement of Understanding is due one week after receipt of the 
Handbook.   
 
We thank you for your cooperation and look forward to partnering with you as a member of 
the Achievement First community.  
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Appendices 
Appendix A: Reporting, Investigation, Intervention, and Prevention of 
cyberbullying 
 
Reporting Cyber Bullying 

1) If a student feels that he/she is a victim of cyber bullying, or witnesses a student being 
bullied, the student may report the incident to the dean of students.  Students may report 
cyber bullying situations anonymously.     

2) If a parent or guardian suspects cyber bullying, they may report it to the dean of 
students.     

3) Any staff member who witnesses or receives any report of cyber bullying shall notify the 
dean of students. 

4) All reports will be documented and maintained for the duration of the student's’ tenure at 
the school. 

5) The school will maintain a list of the number of confirmed acts of cyber bullying, without 
specific names.  The school will make the list available upon request and will provide the 
number of confirmed acts of cyber bullying as required to the State Department of 
Education.  

Investigation 
1) As with any situation involving a breach of school culture, the dean of students will take 

the following action. 
2) The dean of students will investigate, in a timely fashion, parents’ reports and will review 

students reports, anonymous or otherwise, to determine the proper action.  
3) The dean of students will question the reporting student or parent about specific details, 

which may include date of incident, time, location, and what was said or done to the 
student being cyber bullied. If the reporter is anonymous, the dean of students will 
question those who are listed in the report. No disciplinary action will be taken solely on 
the basis of an anonymous report.  

4) The dean of students will then meet with and question the student(s) accused of bullying, 
as well as the student(s) being cyber bullied. 

5) The dean of students or his/her designee will call the parents or guardians of all students 
involved in verified incidents of cyber bullying and inform them of the incident, the 
school’s response, the consequences. 

6) At the discretion of the dean of students or his/her designee, the parents of both parties 
may be required to come in and meet with the dean of students and Social Worker for 
mediation.  

Intervention and Prevention 
A. Intervention  
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1) The school will promote the use of interventions that are least intrusive and most 
effective, and will develop case-by-case interventions for addressing repeated acts of 
bullying against a single individual or recurrently perpetrated bullying incidents by the 
same individual. Intervention may include, but not limited to the following:  

2) As the situation may warrant, the school may provide counseling or refer students to 
outside counseling to address the needs of the victim(s) of the bullying. 

3) As the situation may warrant, the school may provide or refer out for counseling and 
support to address the behavior of the students who bully (e.g. empathy training, anger 
management, and social skills), and will take other disciplinary measures as appropriate. 

4) The school will monitor each individual situation to ensure that the bullying ceases for 
individual victims and on a school-wide basis.  

5) Disciplinary sanctions and consequences will be commensurate with the situation. 

B. Prevention  
Consistent with Achievement First’s values orientation and ongoing REACH character education, 
the school will send consistent messages to students throughout the school year that bullying is 
not part of our school’s culture and will not be tolerated.  Prevention may include, but it not 
limited to the following:  
 

1) The school will maintain rules prohibiting cyber bullying, harassment and intimidation and 
will establish appropriate consequences for those who bully other students.  

2) As part of our regular REACH character education program, the school will provide 
advisory time and age appropriate curricula for all classes to discuss bullying in school and 
the effects of it. 

3) The school will implement an on-going cyber safety curriculum to ensure that students are 
knowledgeable about how to safely interact online.  

4) The school will work to protect the safety and security of minors when using electronic 
mail, chat rooms, and other forms of direct electronic communications. 

5) The school will discuss REACH values with parents during orientations.  
6) The school’s Friday PD program will contain a time to discuss promoting positive school 

culture including character development and bullying prevention. 
7) The school will use common time with students to discuss cyber safety and cyber bullying 

issues with students.  
8) The school will host tech sessions to teach parents how to monitor their children’s 

behavior on the Internet and their phones. 

Appendix B: Disciplinary Procedures and Due Process Rights  
The discipline policy of Achievement First is an important part of how we build a learning-focused, safe, 
and positive school environment. However, it is important that we implement these policies in a fair and 
transparent way.  Scholars and their families deserve and are entitled to the due process protections 
outlined below.  
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NOTE:  Students who have previously been identified as having one or more disabilities under the IDEA 
(Individuals with Disabilities Education Act) and/or Section 504 of the Rehabilitation Act may require 
alternative and/or additional procedures related to discipline. Specific procedures regarding disciplinary 
action for those students are set forth more fully below.    
 
Classroom Removals 

• A teacher has the authority to remove a scholar from the classroom when the scholar’s behavior 
poses a continuing danger to scholars or staff or an ongoing threat of disruption to the academic 
process.  

• When a scholar is removed, the teacher must notify the dean of students or the dean’s designee 
at once and send the scholar to a designated area.   

• As soon as the child is able to have a calm conversation, the scholar will have the opportunity 
for an informal hearing with the dean or dean’s designee to hear the reasons for the removal 
and have an opportunity to informally present the scholar’s version of the relevant events 
before the staff member makes a decision whether to assign additional consequences. 
(Connecticut law requires a scholar to have this informal hearing before he or she is removed 
from class more than six times in one school year or more than twice in one week.  However, we 
think it is good practice to have an informal hearing, to the greatest extent possible, in 
connection with each removal.) 

• The overall goal is to get the scholar back on track and back in class as quickly as possible. In 
order to return to class, the scholar may have to complete a reflection form, not be disruptive in 
the removal area or other classrooms or offices, demonstrate that he/she is calm and ready to 
return to class, and have a satisfactory conversation with the dean or dean’s designee about the 
behavior and how the scholar is to behave the rest of the day and in the future. In addition, the 
scholar may be required to have a discussion with and apologize to the relevant teacher or staff 
member before re-entering the class. 

• In cases of major or egregious behavior, the principal or dean may decide that the behavior 
warrants additional consequences that would keep the scholar from returning to class. 

• The dean, principal, or designee will record the amount of time lost from class. In most cases, 
the scholar will be able to return to class in 20 to 60 minutes.  

In-School Suspensions 
The principal or a dean of students, as a designee of the principal, also has the authority to issue in-school 
suspensions (ISS). An ISS involves the scholar attending school but not attending regular classes and lasts 
between 90 minutes and ten days. An ISS can only be issued by the principal or dean. When a scholar has 
done a behavior that could warrant an in-school suspension, the following steps must take place:  

1) Review the evidence and ensure that the incident giving rise to the suspension is properly 
documented. (May be done by the principal, dean, or designee.) 

2) Except in cases where a scholar’s behavior poses an immediate threat to the safety of scholars 
or staff, the principal or dean will conduct an informal hearing with the scholar. In this informal 
hearing, the scholar will hear the reasons for the removal from class and have an opportunity to 
informally present the scholar’s version of the relevant events before the principal, or dean 
makes a decision whether to assign In School Suspension.  

3) After the informal hearing, the principal or dean will determine the appropriate consequence 
and, if it’s an in-school suspension, the length of suspension. In determining the length of the in-
school suspension, the principal or dean may receive and consider evidence of past disciplinary 
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problems which have led previous disciplinary actions. The decision of the principal or dean with 
regard to disciplinary actions up to and including in-school suspensions shall be final.  

4) The principal, dean or their designee will make reasonable attempts by telephone to 
immediately notify the parent/guardian of the in-school suspension, stating the cause(s) leading 
to the discipline, the length of in-school suspension, and what the scholar must do to re-enter 
the school community.  

5) The principal, dean or their designee will send written notification of the in-school suspension to 
the parent/guardian to the last address reported on school records (or to a newer address know 
to the principal, dean, or designee) stating the cause(s) leading to the suspension, the length of 
suspension, and what steps the scholar needs to complete for a successful re-entry into the 
school community.  

Misbehavior during an in-school suspension may result in an out-of-school suspension or other 
consequence. 
 
Out-of-School Suspensions 
The principal or a dean of students, as a designee of the principal, also has the authority to issue an out-
of-school suspension, which is a suspension that lasts between 90 minutes and 10 days. When a scholar 
has done a behavior that could warrant such a suspension, the following steps must take place:  

1. The principal or dean will review the evidence and ensure that the incident giving rise to the 
suspension is properly documented.  

2. Except in cases where a scholar’s behavior poses an immediate threat to the safety of scholars 
or staff, the principal or dean will conduct an informal hearing with the scholar. In this informal 
hearing, the scholar will hear the reasons for the removal from class and have an opportunity to 
informally present the scholar’s version of the relevant events before the principal or dean 
makes a decision whether to assign additional consequences, including out-of- school 
suspension.  

3. After the informal hearing, the principal or dean will determine the appropriate consequence 
and if they determine out-of-school suspension, the length of suspension. In determining the 
length of the suspension, the principal or dean may receive and consider evidence of past 
disciplinary problems which have led to previous disciplinary actions. The decision of the 
principal or dean with regard to disciplinary actions up to and including short-term suspensions 
shall be final. 

4. The principal, dean, or their designee will make reasonable attempts by telephone to 
immediately notify the parent/guardian of the suspension, stating the cause(s) leading to the 
suspension, the length of suspension, and what the scholar must do to re-enter the school 
community.  

5. The principal, dean or their designee will send written notification of the short-term out-of-
school suspension to the parent/guardian to the last address reported on school records (or to a 
newer address know to the principal, dean, or designee) stating the cause(s) leading to the 
suspension, the length of suspension, the time and place for alternate education, and what the 
scholar will be asked to do to re-enter the school community, and the parent’s right to request 
an informal conference with the principal.  

Hearing Regarding Out-of-School Suspension Decisions 
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When notified about an out-of-school suspension decision, a parent may request an informal 
conference with the principal and to present the scholar’s version of the incident and question the 
complaining witnesses against the scholar. The school may limit or prohibit questioning of other scholars 
if there is good reason to do so (e.g. bullying, harassment, or any other situation that might impact the 
social, emotional, or physical well-being of a scholar). This hearing will be scheduled as soon as possible 
and normally within one day. The out-of-school suspension will stand while the hearing is taking place, 
although it will be removed from the child’s record if the hearing reveals that the suspension decision 
was made in error.  
 
Work completion during suspension and documentation of suspensions 
Scholars are responsible for completing academic work missed during the suspension. During the 
suspension, scholars have the right to substantially equivalent education in addition to IEP services. The 
completed work will receive full credit if it is submitted by the deadlines in accordance with the school 
make-up policy.  If a scholar does not complete this work, the scholar may face standard academic 
consequences (e.g., Homework Extension, no academic credit).  
 
Re-entry from In-School Suspension or Out-of-School Suspension 
We ask all scholars who are suspended to take the following steps before they re-enter the school or 
classroom. We believe that the following practices are essential to set up the scholar for success. The 
length of a longer suspension may be reduced (at the discretion of the principal) if the following are 
satisfied: 
 

o The scholar and parent meet with the principal, dean, or dean’s designee 
o The scholar writes a letter of apology of acceptable quality (as deemed by the principal or dean) 

based on the child’s academic level. 
o The scholar presents this letter to Achievement First staff and/or scholars. 
o Scholars who are suspended two or more times may be asked to submit a reasonable and 

realistic, plan for improvement (based on a template / guidance given by the school). This plan 
must be of acceptable quality, as defined by the principal or dean. 

o The scholar may be asked to meet additional conditions if school staff believes these conditions 
will improve the likelihood of the scholar returning to school successfully. 

Recommendation for Expulsion 
An expulsion may be recommended by the principal. It is the removal of a student from school for more 
than 10 days or up to one year) due to serious, major, or egregious infractions. An expulsion can only be 
ordered by the Board of Directors or a duly appointed Hearing Officer (“Fact-Finder”), after a formal 
hearing following the procedures set forth below. A scholar may appeal an expulsion decision to the 
Board of Directors, and thereafter to the Commissioner of Education.   
 
Hearing Procedures  
Except in an emergency situation, prior to long-term discipline of a scholar, a hearing shall be conducted 
by a “Fact Finder” (which could be the Board of Directors or a designated Hearing Officer), and governed 
by the procedures outlined below. Whenever an emergency exists, the hearing provided for above shall 
be held as soon as possible within the time limits set forth by law.  
 
Written notice of the hearing must be given within a reasonable time prior to that hearing to the 
scholar, or if a minor, to his/her parent/guardian or person legally responsible for the scholar. 
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Specifically, the school shall provide written notice to the Parent or Guardian within 48 hours of the 
incident of the date and time of a formal hearing, which shall occur no less than 5 days after the 
incident in question, but within 10 days of the incident. 
 
A parent may request to postpone the hearing beyond ten days for a reasonable period time to allow 
the parent and scholar to prepare their case. In such cases, the scholar must remain out of school while 
awaiting the hearing; alternative instruction will be provided by the school. A scholar may be 
represented by counsel at the hearing at the scholar’s/parent’s own expense.  
 
A scholar may be represented by any third party of his/her choice, including an attorney, at his/her own 
expense or expense of his/her parents/guardians. A scholar may be entitled to free or reduced legal 
services through various agencies. A parent may request information about such services from the 
principal or dean of students. 
 
A scholar is entitled to the services of a translator or interpreter, to be provided by the School or the 
Board, whenever the scholar or his/her parent/guardian do not speak the English language or is 
handicapped.  
 
The hearing will be conducted by the Presiding Officer, who will call the meeting to order, introduce the 
parties, Board members and counsel where applicable, and swear in any witnesses called by the 
administration or the scholar.  
 
A verbatim record of the hearing will be made either by a recording or by a stenographer.  
 
The charges will be introduced into the record by the principal/designee.  
 
Formal rules of evidence will not be followed. The Fact-Finder has the right to accept hearsay and other 
evidence if it deems that evidence relevant or material to its determination.  
 
Each witness for the administration will be called and sworn. After a witness has finished testifying, 
he/she will be subject to cross-examination by the opposite party or his/her legal counsel and by Board 
members.  
 
After the administration has presented its case, the scholar will be asked if he/she has any witnesses or 
evidence to present. If so, the witnesses will be sworn, will testify, and will be subject to cross-
examination by the administration and to questioning by the Board. The scholar may also choose to 
make a statement at this time. If the scholar chooses to make a statement, he/she will be sworn and 
subject to cross-examination by the administration and questioning by the Board. Concluding 
statements will be made by the administration and then by the scholar and/or his/her representative. 
The parties may submit written position statements within 48 hours of the close of the hearing.   
 
In cases where the scholar has denied the allegation, the Fact-Finder must determine whether the 
scholar committed the offense(s) as charged by the Principal/designee.  
 
The Fact-Finder must also deliberate on the disciplinary action to be imposed upon the scholar. The 
Fact-Finder may review the scholar’s attendance record or academic record during its deliberations on 
the issue. The Board may ask the principal or designee for a recommendation as to the discipline to be 
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imposed. 
 
Evidence of past disciplinary problems which have led to the removal from a classroom, suspension or 
expulsion of a scholar being considered for expulsion at a disciplinary hearing may be received, but may 
only be considered in the determination of the length of expulsion and nature of alternative educational 
opportunity being offered.  
 
Where administrators presented the case in support of the charges against the scholar, such 
administrative staff shall not be present during the deliberations of the Fact-Finder either on questions 
of evidence or on the final discipline to be imposed. The superintendent/designee may, after reviewing 
the incident with administrators, and reviewing the scholar’s records, make a recommendation to the 
Fact-Finder as to the appropriate discipline to be applied.  
 
The Fact-Finder shall make findings as to the truth of the charges, if the scholar has denied them, 
whether the school has followed proper procedures, and in all cases the disciplinary action, if any, to be 
imposed.  
 
In keeping with the Gun Free Schools Act, it shall be the policy of the Board to expel a scholar for one full 
calendar year whenever the scholar is in the possession of a firearm. The Fact-Finder shall modify the 
term of the expulsion on a case-by-case basis.  
 
The Fact-Finder shall report its final decision in writing to the scholar, the Parent or Guardian, and the 
Board of Directors if conducted by a Hearing Officer, within 10 days of the hearing, or if the scholar is a 
minor, also to the parents/guardians, stating the reasons on which the decision is based and the 
disciplinary action to be imposed. Said decision shall be based solely on the evidence presented at the 
hearing. Only the Board of Directors, through a designated panel of directors or the hearing officer 
authorized by the board, can expel a scholar.  
 
Notice of expulsion and the conduct for which the scholar was expelled, shall be included on the 
scholar’s cumulative educational record. Such notice, except for notice of an expulsion based upon the 
possession of a firearm or deadly weapon, shall be expunged from the cumulative educational record if 
the scholar graduates from high school.  
 
When a scholar withdraws from school after having been notified that an Expulsion Hearing is pending, 
the hearing will naturally be canceled.  
 
Achievement First will maintain written records of all suspensions and expulsions, including the name of 
the scholar, a description of the offending behavior, the disciplinary action taken, and a record of the 
number of days a scholar has been suspended or removed for disciplinary reasons. 
 
The Scholar/Parent may appeal an Expulsion Decision to the full Board of Directors within 10 days of the 
decision by submitting the Statement of Reasons for Appeal.  The Board of Directors shall review the 
record, including all documents and recordings related to the hearing, and convene a meeting to vote to 
affirm or reverse the decision of the Hearing Officer.  The Board’s Role is not to re-hear the evidence, 
but to determine based on the record whether there a) is sufficient evidence to indicate that a scholar 
has committed an offense or a pattern of behavior that meet this policy’s definition of an expellable 
offense and b) the school has followed the policies outlined in the handbook adequately. If the answers 
to a) and b) are yes, then the Board will validate the recommendation to expel.  
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The Board may order that the scholar return to the school, or may remand the case for further 
consideration by the Hearing Officer. The Board may also, at its discretion, request that the 
Scholar/Parent attend the meeting to discuss the substance of the appeal and/or answer any questions 
that are unresolved in the record. The Board may also preside over a full fact-finding hearing if 
circumstances so require.   
 
It is important that the Scholar/Parent present all evidence to the Board of Directors at the hearing, as 
new evidence and arguments generally may not be presented on appeal. Where additional information 
is discovered after the hearing, the Scholar/Parent may request permission to present said evidence to 
the Hearing Officer. The Hearing Officer shall have discretion to grant or deny such requests for 
consideration of newly discovered evidence or for a hearing to consider such evidence.   
 
The Scholar/Parent may submit any complaint regarding this process to the authorizer, the CT State 
Department of Education Charter Schools Office. 
 
Alternative Instruction 
The alternative instruction will begin no later than two days after the final decision is rendered. The 
alternative instruction will occur during or after the school day at the school, the scholar’s home, or the 
nearest public library, at the discretion of the school. This alternative instruction will continue for the 
duration of the time the scholar awaits disposition on his or her expulsion hearing. The school will 
provide alternative instruction to suspended and expelled scholars to the extent required by law.   

Appendix C: Discipline of Scholars with Special Needs 
Scholars with disabilities may be disciplined in accordance with the procedural safeguards set forth in 
both federal and state law and regulations under the IDEA (Individuals with Disabilities Education Act) 
and/or Section 504 of the Rehabilitation Act. 
 
Achievement First shall maintain written records of all suspensions and expulsions of scholars with a 
disability including the name of the scholar, a description of the behavior engaged in, the disciplinary 
action taken, and a record of the number of days a scholar has been suspended or removed for 
disciplinary reasons.   
 
Scholars for whom the Individualized Educational Plan (IEP) or Section 504 Plan includes a Behavior 
Intervention Plan (BIP) will be disciplined in accordance with the BIP.  If the BIP appears not to be 
effective or if there is a concern for the health and safety of the scholar or others if the BIP is followed 
with respect to the infraction, the matter will be immediately referred to the Planning and Placement 
Team (PPT) or Section 504 Team for consideration of a change in the BIP and/or IEP.  
 
If a scholar identified as or suspected of having a disability is suspended or expelled from school more 
than ten consecutive days, or if the student is issued a series of suspensions or removals that constitute 
a pattern because they add to more than 10 school days in a school year or constitute a change in 
placement pursuant to the IEP or Section 504 Plan, a PPT or Section 504 Team meeting shall be promptly 
convened to determine whether the misconduct is a manifestation of the scholar’s disability.   
 
A parent shall be informed of the need to convene a Manifestation Determination Review (MDR) 
meeting  on the date on which the decision to discipline a student is made, or as soon as possible 
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thereafter.  The parents of the scholar shall be provided with a procedural safeguards notice setting 
forth their rights under the IDEA.  As soon as possible but no later than ten school days after the date on 
which such decision is made, the PPT or Section 504 Team shall meet and review the relationship 
between the child’s disability and the behavior subject to the disciplinary action. 
 
If, upon review, it is determined that the child’s behavior was not a manifestation of his or her disability, 
then the child may be disciplined in the same manner as a child without a disability for that particular 
behavioral event.  The student shall receive an alternative educational plan in accordance with the IEP 
as modified by the PPT in light of the discipline.  
 
Parents may request a due process hearing to challenge the manifestation determination.  Except as 
provided below, the child will remain in his or her current educational placement pending the 
determination of the hearing. 
 
If the PPT finds that the misconduct was a manifestation of the student’s disability, the PPT and school 
shall consider the student’s misconduct and revise the IEP/BIP to prevent a recurrence of such 
misconduct and to provide for the safety of the other students and staff. If there is no current behavior 
intervention plan, the school, in consultation with the PPT must also develop such a plan to address the 
behavior that led to the disciplinary action. 
 
Provisions of Services during Removal 
Those scholars removed for a period fewer than 10 consecutive days will receive all classroom 
assignments and a schedule to complete such assignments during the time of his or her 
suspension.  Provisions will be made to permit a suspended scholar to make up assignments or tests 
missed as a result of such suspension.   
 
During any subsequent removal that, combined with previous removals, equals 10 or more school days 
during the year, services must be provided to the extent determined necessary to enable the child to 
appropriately progress in the general curriculum and in achieving the goals of his or her IEP.  In these 
cases, school personnel, in consultation with the child’s special education teacher PPT or Section 504 
Team, shall make the service determination. 
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Appendix D: How to File a Grievance about Discrimination 
Non-Discrimination 
Achievement First does not discriminate in admission to, access to, treatment in, or employment in its 
services, programs, or activities, on the basis of race, color or national origin, in accordance with Title VII 
of the Civil Rights Act of 1964 (Title VII); on the basis of sex, in accordance with Title IX of the Education 
Amendments of 1972; on the basis of disability, in accordance with Section 504 of the Rehabilitation Act 
of 1973 (Section 504) and Title II of the Americans with Disabilities Act of 1990 (ADA); or on the basis of 
age, in accordance with the Age Discrimination in Employment Act of 194 (ADEA). In addition, no person 
shall be discriminated against in admission to Achievement First on the basis of race, sex, color, creed, 
sex, ethnicity, sexual orientation, mental or physical disability, age, ancestry, athletic performance, 
special need, proficiency in English language or a foreign language, or prior academic achievement.  No 
person shall be discriminated against in obtaining the advantages, privileges, or access to the courses of 
scholar offered by the school on the basis or race, sex, color, religion, national origin, or sexual 
orientation.  Finally, pregnant scholars are allowed to remain in regular education classes and 
participate in extracurricular activities with non-pregnant scholars throughout their pregnancy, and after 
giving birth are permitted to return to the same academic and extracurricular program as before the 
leave (Title IX). 
 
Achievement First does not condone or tolerate discrimination on the basis of race, color, national 
origin, sex, sexual orientation or disability in admission or access to, or treatment, or employment in its 
programs or activities. The purpose of this formal grievance procedure is to provide a simple and 
accessible process to address problems and claims of discrimination based on race, color, national 
origin, sex, sexual orientation or disability. Achievement First will keep these proceedings as informal 
and confidential as may be appropriate at any level of the procedure.  These policies do not limit the 
right of the complainant having a problem to discuss the matter informally with any appropriate 
member of the administration. Additionally, parents have the right to deliver the formal grievance 
directly to the Board. 
 
Since it is important that grievances be processed as rapidly as possible, the number of days indicated at 
each level should be considered as a maximum, and every effort should be made to expedite the 
process. The time limits specified may, however, be extended by mutual agreement in writing.   
 
If a complainant does not file a grievance in writing as provided herein within 60 days after the 
aggrieved person knew or should have known of the act or condition on which the grievance is based, 
then the grievance shall be considered waived. Achievement First reserves the right to extend the 60-
day limitation to file a grievance for just cause.  An Achievement First staff member will, if requested, 
assist in preparing any written documents described within this grievance procedure.  
 
Internal Resolution Process: 
Any student, employee, applicant to a program, or third party who feels that he/she has been 
discriminated against on the basis of race, color, national origin, sex, sexual orientation or disability shall 
contact the Title VI, Title IX or Section 504 Coordinator within 60 calendar days of the date on which he 
or she knew or should have known of the alleged occurrence to discuss the nature of the complaint.  For 
Grievances concerning allegations of a violation of school charter, the complainant shall contact the 
Director of School Operations.   
 
The Coordinator shall maintain a written record which shall contain the following:  
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1. The name and address of the Complainant;   
2. The full name and position of person(s) who allegedly discriminated against the complainant, if 

applicable;  
3. A concise statement of the facts constituting the alleged discrimination; and  
4. Dates of the alleged discrimination.   

At the time the alleged discrimination complaint is filed, the Coordinator shall review and explain the 
grievance procedures with the complainant and answer any questions. An investigation of the complaint 
shall begin as soon as practical, but in no case, more than ten (10) school days from the time the 
complaint was received. Within this time limit, the Coordinator shall meet separately with the 
complainant and the individual(s) against whom the complaint was lodged.  The Coordinator and/or his 
or her designee shall conduct a prompt, adequate, reliable, and impartial investigation of the 
complaint.  The Coordinator shall provide confidential counseling where advisable and shall seek an 
informal agreement between the parties concerned, where appropriate. Every attempt shall be made to 
seek a solution and resolve the alleged discrimination complaint at this level.  It is important to note, 
however, that the informal process can be ended, by the complainant, the individual(s) against whom 
the complaint was lodged or by the Coordinator, at any time in order to begin a formal stage of the 
complaint process.   
 
If the complainant is not satisfied with these initial informal procedures, within twenty (20) school days 
from the date of the original discussion with the Coordinator, more formal procedures may be initiated 
by the complainant to further explore and resolve the problem 
 
Formal Procedure:  
Level One – School Principal: If a complainant is not satisfied with the disposition of the problem 
through informal procedures, he/she may seek review of his/her claim as a formal grievance or appeal in 
writing to the principal. Level One Grievances shall be submitted to the School Services Manager (SSM) 
on the Parent Grievance Process Form (“Grievance Form”) or by letter, who will then forward the 
Grievance to the principal.  The SSM is responsible for monitoring the implementation and 
documentation of the complaint system.   
 
The principal shall reply in writing within three (3) school days acknowledging receipt of the Grievance 
to the complainant and the individual(s) against whom the complaint was lodged.    The principal shall 
review the Coordinator’s investigation and information submitted by the complainant and may conduct 
additional investigation as necessary.   Within ten (10) school days the principal will render a decision 
and the reasons therefore in writing to the complainant and the person who allegedly discriminated 
against the complainant, with a copy to the Regional Superintendent.   
 
Level Two – Regional Superintendent Hearing: If the complainant or the person alleged to have 
discriminated against the complainant, if applicable, is not satisfied with the disposition of the grievance 
at Level One, or if no decision has been rendered within ten (10) school days after presentation of the 
grievance in writing, the complainant or the person alleged to have discriminated against the 
complainant may file a written appeal for a hearing by the Regional Superintendent of Schools within 
ten (10) school days.    The Regional Superintendent shall reply in writing within three (3) school days 
acknowledging receipt of the Grievance to the complainant and the individual(s) against whom the 
complaint was lodged.  (Please note that the Regional Superintendent will not respond to complaints 
that have not, without good cause, first been addressed by the Coordinator or DSO, and the principal). 
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Level Two Grievances shall be submitted to the SSM to forward to the Regional Superintendent, who 
will then forward the Grievance to the Regional Superintendent.  
 
Within ten (10) school days after receipt of the written appeal for a hearing by the Regional 
Superintendent, he or she shall conduct a hearing with the complainant and the person alleged to have 
committed the discrimination for the purpose of resolving the grievance. The Regional Superintendent 
shall provide the parties an opportunity to present witnesses and other evidence.  A full record of such 
hearing shall be kept by the Regional Superintendent. The Regional Superintendent shall within ten (10) 
school days of the hearing render the decision and the reasons therefore in writing to the complainant 
and the person who allegedly discriminated against the complainant.   
 
Level Three – Board of Directors Hearing: If the complainant or the person alleged to have 
discriminated against the complainant, if applicable, is not satisfied with the disposition of the grievance 
at Level Two, or if no decision has been rendered within ten (10) school days after first meeting with the 
Superintendent, the person may file the grievance with the Board of Education within ten (10) school 
days. The Board shall reply in writing within three school (3) days acknowledging receipt of the 
Grievance to the complainant and the individual(s) against whom the complaint was lodged. Level Three 
Grievances shall be submitted to the SSM to forward to the Board Chair.    
 
Within fifteen (15) school days after receiving the written appeal, the Board or an Impartial Hearing 
Officer designated by the Board shall meet with the complainant for the purpose of resolving the 
grievance.  The Board or Impartial Hearing Officer shall provide an opportunity for the parties to present 
witnesses and other evidence.  A full record of such hearing shall be kept by the Board.  The decision of 
the Board shall be rendered in writing within ten (10) school days.   
 
Level 4 – Charter Authorizer Review: If the parent is not satisfied with the Board’s decision, the parent 
may present their complaint to the Charter Schools Office at the State Department of Education. Level 
Four Grievances shall be submitted to the School Services Manager (SSM) on the Grievance Form or by 
letter, who will then forward the Grievance to the Office of Charter Schools.  The authorizer will 
investigate and respond.  (Please note that the school will ask the Authorizer not respond to complaints 
that have not gone through Informal Resolution and Levels One through Three).   
 
General Provisions  
Title VI, Title IX and Section 504 protect complainants from retaliation for reporting allegations of 
discrimination and participating in an investigation.  The administration will take steps to prevent 
retaliation and take strong responsive action should retaliation occur.   
 
In the event that there is a finding of discrimination, the administration will take steps that are 
reasonably calculated to end discrimination; to prevent recurrence of any discrimination; and to correct 
discriminatory effects on the complainant and others, if appropriate. 
 
The administration will contact the person raising alleged violations within a reasonable period of time 
following conclusion of the investigation and grievance process to assess whether there has been on-
going discrimination or retaliation, and to determine whether additional supportive measures are 
needed. 
 
Additional procedures for Claims Alleging Harassment or Hostile Educational Environment 
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The administration, when evaluating whether there is a hostile environment for a student, will consider 
the effects of harassment that occurred in school and those incidents that occurred outside of school 
that may affect the school environment.   
 
Alleged victims of harassment will not be required to work out the problem directly with alleged 
perpetrators without appropriate involvement by administration.  Any informal process can be ended by 
an alleged victim at any time in order to begin a formal stage of the complaint process.   
 
The administration will consider providing interim measures to an alleged victim pending the outcome 
of the recipient’s investigation, when appropriate (such as prohibiting the alleged perpetrator to contact 
the alleged victim; changing the alleged perpetrator’s class and bus schedule to minimize contact with 
the alleged victim, etc.).   
 
The administration will maintain on-going contact with the alleged victim throughout the investigation.   
 
The administration will provide counseling and academic services, as appropriate, to the alleged victim.   
 
Any person may also file a complaint of illegal discrimination with the Office for Civil Rights at the same 
time he/she files the grievance during or after use of the grievance process, or without using the 
grievance process at all. If a complaint is filed with the Office for Civil Rights, it must be filed in writing 
no later than 180 days after the occurrence of the possible discrimination.  
 
Complaints may be filed at https://wdcrobcolp01.ed.gov/CFAPPS/OCR/contactus.cfm.  Complainants 
may also contact the Regional Office for further information as follows:   

Office for Civil Rights 
U.S. Department of Education 
8th Floor 
5 Post Office Square 
Boston, MA 02109-3921  

Telephone: 617-289-0111 
FAX: 617-289-0150; TDD: 800-877-8339 
Email: OCR.Boston@ed.gov 
 
The Special Services Coordinator, [INSERT NAME] is the Title VII, Title IX and Section 504 Coordinator 
and may be contacted at [INSERT NUMBER AND EMAIL].   
  

https://wdcrobcolp01.ed.gov/CFAPPS/OCR/contactus.cfm
mailto:OCR.Boston@ed.gov
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Appendix E: Parent Concern Form 
Achievement First is committed to maintaining a strong partnership and ongoing dialogue between our 
teachers, staff, scholars, and families.  If you have a concern about a school policy, academic grade, 
discipline decision, or anything else, we welcome your input and encourage you to contact the 
appropriate staff member at the school. Please use this form to describe an incident/issue and submit 
the form to the school’s principal, dean, or director of operations. 
 
Today’s Date: _________________ 
 
Your Name: _________________  Phone Number: ____________________ 
  
Scholar’s Name: _______________________________  Grade: __________ 
 
Relationship to Scholar: _________________________ 
 
Have you discussed this issue with anyone at the school yet?     Yes      No  
 
If yes, who were you in touch with?:  
 
_________________________________________________________________  
 
What was the result? 
 
_________________________________________________________________ 
 
_________________________________________________________________ 
 
_________________________________________________________________ 
 
Please describe the Incident / Issue in the space below. Be sure to include the DATE of the incident and 
the NAMES of any people who were involved. (Please attach extra pages if you need more space). 
 
_________________________________________________________________ 
 
_________________________________________________________________ 
 
_________________________________________________________________ 
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Appendix F: Additional Information  
Title I 
The Federal No Child Left Behind Act of 2001 requires school districts that receive federal Title I funding 
to notify parents of their right to know the professional qualifications of the classroom teachers who 
instruct their child. SCHOOL NAME is a Title I school. 
 
As a recipient of these funds, SCHOOL NAME will provide you with this information in a timely manner if 
you request it. Specifically, you have the right to receive the following information about each of your 
child's classroom teachers: 
 

• Whether the teacher meets the state qualifications and licensing criteria for the grades and 
subjects he or she teaches.  

• Whether the teacher is teaching under emergency or provisional status because of special 
circumstances.  

• The teacher's college major, whether the teacher has any advanced degrees, and the field of 
discipline of the certification or degree.  

• Whether paraprofessionals provide services to your child and, if so, their qualifications.  
 

SCHOOL NAME is committed to providing quality instruction for all students and does so by employing 
the most qualified individuals to teach and support each student in the classroom. Please feel free to 
contact the school if you wish to receive this information or if you have any questions. 
 
Public Documents / Freedom of Information Act (FOIA) 
Achievement First fully complies with the Freedom of Information Act (FOIA).  Any requests for school 
records or information from the school must be in writing and submitted to the principal or to his/her 
designee(s).  Within five business days of receipt of a written request, the school, depending on the 
requested information, responds by: 
 

• Making the information available at the school itself during normal business hours to the person 
requesting it; 

• Denying the request in writing; or  
• Providing a written acknowledgment of receipt of the request that supplies an approximate date 

for when the request will be granted or denied. 
• If the person requesting information is denied access to a record, he/she may, within 30 days, 

appeal such denial to the principal or to his/her designee(s).  Upon timely receipt of such an 
appeal, the school, within 10 business days of the receipt of the appeal, fully explains the 
reasons for further denial or provides access to the record(s) sought.  The school also forwards a 
copy of the appeal, as well as its ultimate determination, to the Committee on Open 
Government.  If further denied, the person requesting information may further appeal through 
an Article 78 proceeding. 

• The school may deny access to requested records if: 
• Such records are specifically exempted from disclosure by state or federal statute; 
• Such access would constitute an unwarranted invasion of personal privacy; 
• Such records, if disclosed, would impair present or imminent contract awards or 

collective bargaining negotiations; 



56 
 

• Such records are trade secrets and which, if disclosed, would cause substantial injury to 
the competitive position of a commercial enterprise;  

• Such records are compiled for law enforcement purposes for which disclosure is 
precluded by state or federal law;  

• Such records, if disclosed, would endanger the life or safety of any person; 
• Such records are computer access codes; and/or 
• Such records are internal materials which are not statistical or factual tabulations of 

data, instructions to staff that affect the public, a final policy, nor external audits. 

The school may charge a copying fee for each page requested to be copied.  The fee can be no more 
than the fee allowed by state law. 
 
Open Meetings Laws 

1. All meetings of the Board of Directors and all committees of the Board (“Board meetings”) will 
be open to the general public.  

2. A calendar of all scheduled Board meetings will be posted at the school.  
3. The school will provide notice of the time and place of any Board meeting that is scheduled 

more than one week in advance to the new media and shall conspicuously post such notice in 
one or more public locations at least 72 hours in advance of the scheduled meeting. 

4. The school will provide the time and place of any Board meeting that is scheduled less than one 
week in advance and will conspicuously post such notice in one or more public locations at a 
reasonable time in advance of the scheduled meeting.  Public notices will be placed on the 
bulletin board in the reception area.  Public notices will reflect the location of Board meetings or 
any location changes. 

5. To the extent possible, the school will publicly post notices of Board meetings immediately after 
each meeting date is determined.  

6. For the purposes of determining a quorum, Directors must be physically present at the meeting; 
members not physically present may join discussions via electronic means but may not vote.   

7. Written minutes will be recorded of all Board meetings.  Minutes will include:  
a. The date and time of the meeting 
b. A summary of all motions, proposals, resolutions, and other matters formally voted 

upon 
c. A record of how each Trustee voted on each matter 
d. In the case of an executive session, the minutes will include a record of the final 
determination of any action that was taken.   

8. Minutes of open sessions will be available to the public upon request from the director of 
operations within two weeks of the date of the meeting; minutes of executive sessions will be 
available within one week of the meeting.  

9. All executive sessions shall be conducted as part of an open meeting; they are not considered 
separate meetings per se.  An executive session may be called via motion and majority vote by 
the Board; the motion must specifically identify the general area of areas to be considered.  

10. All Board members may participate in the executive session, and the Board may authorize 
others to be present as well.  

11. No public funds may be appropriated during an executive session.  
12. An executive session can only be conducted by the Board for consideration of one or more of 

the following matters:  
a. Matters which imperil the public safety if disclosed; 
b. Matters related to students about which state and federal privacy laws apply;  
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c. Any matter which may disclose the identity of a law enforcement agent or informer; 
d. Information relating to current or future investigation or prosecution of a criminal 

offense which would imperil effective law enforcement if disclosed; 
e. Discussions regarding proposed or pending litigation; 
f. Matters which apply to school employees or collective negotiations which are within the 

scope of Article 14 of the Civil Service Law; 
g. The medical, financial, credit, or employment history of a particular person or 

corporation, or matters leading to the appointment, employment, promotion, 
demotion, discipline, suspension, dismissal, or removal of a particular person or 
corporation; 

h. The preparation, grading, or administration of examinations; and 
i. The proposed acquisition, sale, or lease of real property or the proposed acquisition of 

securities, or sale or exchange of securities held by such public body, but only when 
publicity would substantially affect the value.  

 
Use of Pictures & Videos of Scholars 
Achievement First often takes pictures and videos of scholars during regular school activities to capture 
the joy and excitement of learning that takes place and to celebrate the accomplishments of our 
teachers and scholars. Pictures and videos taken of scholars and staff are used for many purposes. We 
put pictures of scholars and staff in our scholar information system so that teachers and staff can 
identify all scholars and call them by name (internal); we publish photo directories of scholars and staff 
(internal); and we post pictures of scholars and staff at the school (internal). It is AF’s policy to use 
pictures and videos of scholars for these uses. By reading the family handbook, parents are consenting 
to allow their child’s photo to be used for internal purposes. If the parent does not want his or her 
child’s photo to be used for such purposes, he or she should let the school’s director of operations know 
in writing. 
 
AF also allows pictures and videos to be used for print and broadcast media purposes (external), and 
includes pictures and videos of scholars and staff on our website, on social media, and in promotional 
materials used to recruit scholars and staff and explain AF to external audiences such as charter 
authorizers, researchers, and funders (external). By signing the Media/Publications Consent and Release 
form, parents are consenting to allow their child’s photo to be used for external purposes. If the parent 
does not want his or her child’s photo to be used for such purposes, he or she should not sign the media 
release. 
 
Scholar Records 
The school administration is responsible for all scholar records.  They will discuss, explain, and/or make 
available to an eligible scholar (18 years old or greater) or parents/guardians any records on file.  If a 
parent would like to examine a child’s record, the parent should submit a request in writing to the 
principal or the director of operations.  Within 10 days, the eligible scholar or parent will be allowed to 
inspect the file and may request a copy of some or all of the information contained in the record.  There 
are two different types of scholar records, which will be treated differently: 
 

1. Directory Information: Directory Information is basic information about scholars such as name, 
address, telephone number, date of birth, participation in activities, awards received, etc.  This 
information may be made available to others for specific use without the consent of the 
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parent/guardian.  For example, teachers may distribute class lists to everyone in the class so 
that scholars may help each other with homework.  If a parent/guardian would not like such 
information released, he or she should submit a request in writing to the principal. 
 

2. Confidential Records: Confidential Records include grades, evaluations, disciplinary actions, and 
health records.  Confidential records will not be made available to any non-school personnel 
without consent by the parent/guardian.  

Family Education Rights and Privacy Act (FERPA) 
The Family Educational Rights and Privacy Act (FERPA) (20 U.S.C. § 1232g; 34 CFR Part 99) is a Federal 
law that protects the privacy of scholar education records.  The law applies to all schools that receive 
funding under an applicable program of the U.S. 
 
Department of Education.  FERPA gives parents certain rights with respect to their children’s education 
records.  These rights transfer to the scholar when he or she reaches the age of 18 or attends a school 
beyond the high school level.  Scholars to whom the rights have transferred are “eligible scholars.” 
 
In accordance with FERPA law: 

• Parents or scholars over 18 years of age have the right to inspect and review the scholar’s 
education records maintained by the school. 

• Parents or scholars over 18 years of age have the right to request that the school correct records 
which they believe to be inaccurate or misleading. If the school decides not to amend the 
record, the parent or eligible scholar then has the right to a formal hearing.  The issue will first 
be heard by the superintendent of Achievement First or the superintendent’s designee.  If the 
parent or eligible scholar is still not satisfied with the decision of the superintendent or the 
superintendent’s designee, a hearing with the board of directors or a designated subcommittee 
of the board may be requested.  The decision of the board of directors or its designated 
subcommittee is final.  

• The school may disclose, without consent, “directory” information such as a scholar’s name, 
address, telephone number, date and place of birth, honors and awards, and dates of 
attendance.  Any parent who does not want such directory information included should contact 
the Director of School Operations. 

• This listing in the parent handbook serves as the school’s annual notification of parents and 
eligible scholars of their rights under FERPA. 

• Generally, the school must have written permission from the parent or eligible scholar in order 
to release any information from a scholar’s education record. However, the school may disclose 
those records, without consent, to the following parties or under the following conditions (34 
CFR § 99.31): 

• School officials with legitimate educational interest; 
• Other schools to which a scholar is transferring; 
• Specified officials for audit or evaluation purposes; 
• Appropriate parties in connection with financial aid to a scholar; 
• Organizations conducting certain studies for or on behalf of the school; 
• Accrediting organizations; 
• To comply with a judicial order or lawfully issued subpoena;  
• Appropriate officials in cases of health and safety emergencies; and State and 

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