Metropolitan Lighthouse Charter School
Board of Trustees
Thursday, August 7, 2014: 6:30 p.m. – 9:00 p.m.
1001 Intervale Avenue, Bronx, NY 10459
Call in number: 1-888-531-9573

Agenda
Our Mission
We prepare our students for college through a rigorous arts-infused program.
Our Vision
All students will be taught by a highly effective teacher in a nurturing environment and will achieve at high levels.
Each student will develop the knowledge, skills and values necessary for responsible citizenship and life- long
learning. The impact of our collective efforts will fundamentally change public education.
Agenda Item

Time

Facilitator

Attachments

Action Items

Opening
• Call the meeting to order
• Review of Agenda
• Approval of July minutes
Executive Session
• 360 Summary Review
Committee Reports
• Facility Updates
Principal’s Report
• New Hires
• Scholar Family Handbook

5 min.

Finance
• Review July Financial
Report
SVP Report

10 min.

Mr. Robinson Attachment 5‐July Financial Report

10 min.

Other
• Calling All Board Members
• MetLCS SY 14-15 School
Calendar
• MetLCS Personnel
Handbook
• Revised BOT SY 14-15
Meeting Calendar

10 min.

Dr. Ian
Roberts
Ms. Russell

Public Comments
Closing
• Review of Action Items
• Next Board Meeting:
September 4, 2014
• Adjournment

5 min.
5 min.

Attachments
1. July Minutes
2. CSSS Report
3. New Hires
4. Scholar Family Handbook

Ms. Laraway
Agenda

Approval of July 2014
Board Minutes

Attachment 1-July Board Minutes
20 min.
10 min.
20 min.

Ms. Rowley/
Ms. Laraway
Dr. Ian
Roberts
Ms. Russell

Sign approved minutes

Attachment 2: CSSS Report
Approve New Hires
Approve Scholar Family
Handbook

Attachment 3- New Hires
Attachment 4 –Scholar Family
Handbook

Approve Financial
Report

Attachment 6-SVP Report
Attachment 7a &7b--Calling All Board
Members&MetLCS SY 14-15 School
Calendar
Approve Personnel
Handbook

Attachment 8-Personnel Handbook
Attachment 9-Revised BOT SY 14-15
Meeting Calendar
Ms. Laraway
Ms. Laraway

5.
6.
7.
8.

July Financial Report
SVP Report
Calling all Board Members
Personnel Handbook

9.

Revised BOT SY14-15 Meeting
Calendar

WeWe
prepare
our
students
rigorousarts-infused
arts-infused
program.
prepare
our
studentsfor
forcollege
college through
through aarigorous
program.
500 Courtlandt Avenue· Bronx, NY 10451 · Ph: 646.915.0025 · Fax: 646.915.0037
www.lighthouse-academies.org

Attachment 1
METROPOLITAN LIGHTHOUSE CHARTER SCHOOL
(“MetLCS”)
MINUTES OF A MEETING OF THE BOARD OF TRUSTEES HELD ON THURSDAY, JULY
10, 2014 AT 6:30PM AT METROPOLITAN LIGHTHOUSE CHARTER SCHOOL, 500
COURTLANDT AVENUE, THE BRONX, NY.
Participants in attendance:
• Ms. Courtney Russell, Principal, Metropolitan Lighthouse Charter School
• Ms. Anne Laraway, Trustee and President
• Mr. Roj Robinson, Treasurer and Trustee
• Ms. Jessica Haber, Trustee and Secretary
• Mr. Louis Tavares, Regional Operations, LHA
• Dr. Ian Roberts, Regional Vice President, LHA
Trustees in attendance:
• Ms. Anne Laraway, Trustee and President
• Ms. Jessica Haber, Trustee and Secretary
• Mr. Roj Robinson, Treasurer and Trustee
• Ms. Kimberly Mack, Trustee
• Ms. Janice Lee, Trustee
Trustees not in attendance:
• Mr. Tim Bryan, Trustee
• Mr. Jason Rawlins, Trustee
Ms. Laraway called the meeting to order at 6:50pm. With 4 Board members present, a quorum was
established.
• Ms. Mack moved to approve the minutes from the June Board meeting (Attachments 1a and 1b). Ms.
Haber seconded the motion. The minutes were unanimously approved.
Ms. Haber motioned to move into an Executive Session. Ms. Laraway seconded the motion. The Board
took a roll call: Anne Laraway, Kimberly Mack, Roj Robinson and Jessica Haber.
The Board moved out of Executive Session.
Mr. Scharfer and Mr. Tavares presented a facilities update (Attachment 2). Mr. Scharfer discussed the
status of the new facility and the move to the new facility. The Board requested additional information to
be presented on at least a weekly basis until the completion of the facility.
Ms. Laraway led a discussion on Board recruitment. The board discussed strategies for recruiting parent
and community board members. An ad hoc group comprised of Jessica Haber, Janice Lee and Anne
Laraway will reach out to potential parent board members before the August meeting.
• Ms. Haber made a motion to elect Dr. Roberts to the board of directors as the LHA representative.
Ms. Lee seconded the motion. The motion was unanimously approved.
Ms. Russell presented the hires of Daniel Hornedo (physical education teacher), Nai-Whedai Sherrif (art
specialist), Carlos Zamora (Title I position), and Tyce McLean (payroll and benefits specialist)
(Attachments 3a-e).
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Ms. Laraway moved to approve the new hires referenced above. Ms. Haber seconded the motion.
The motion was unanimously approved.

Ms. Russell discussed the Principal’s Report, including the PAL Dashboard (Attachment 4), NWEA Data
(Attachment 5), Title I Visit Report (Attachment 6), NYDOE and LHA Staff Survey Results
(Attachments 7 and 8) and Reading Partners Data (Attachment 9a and b). Ms. Russell discussed changes
to the NYC School Report Cards and school evaluations. The Board discussed the future formation of an
ad hoc committee to review teacher compensation structures.
Ms. Russell presented the proposed BOT Meeting Calendar (Attachment 10).
• Ms. Laraway motioned to approve the BOT Meeting Calendar. Ms. Mack seconded the motion. The
calendar was unanimously approved.
Mr. Robinson discussed the June Financial Report (Attachment 11).
• Ms. Haber motioned to approve the Financial Report. Ms. Mack seconded the motion. The report was
unanimously approved.
Ms. Laraway discussed closing items.
Ms. Laraway motioned to adjourn the meeting at 8:30pm. Ms. Lee seconded the motion, which was
approved.

Signed ____________________________
Jessica Haber

Signed ____________________________
Janice Lee

Signed ____________________________
Yarojin Robinson

Signed ____________________________
Anne Laraway
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EXECUTIVE SESSION
METROPOLITAN LIGHTHOUSE CHARTER SCHOOL
(“MetLCS”)
MINUTES OF A MEETING OF THE BOARD OF TRUSTEES HELD ON THURSDAY, JULY
10, 2014 AT 6:30PM AT METROPOLITAN LIGHTHOUSE CHARTER SCHOOL, 500
COURTLANDT AVENUE, THE BRONX, NY.
Participants in attendance:
• Ms. Courtney Russell, Principal, Metropolitan Lighthouse Charter School
• Ms. Anne Laraway, Trustee and President
• Mr. Roj Robinson, Treasurer and Trustee
• Ms. Jessica Haber, Trustee and Secretary
• Mr. Louis Tavares, LHA
• Dr. Ian Roberts, LHA
The board discussed a personnel matter.
Ms. Lee motioned to exit executive session. Mr. Robinson seconded the motion. The motion was
unanimously approved.
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Attachment 2

July 29, 2014
Dear Board Members,
Metropolitan Lighthouse Charter School has contracted with Charter School Support Services,
Inc. (CSSS) a nonprofit with 501(c) (3) status.
These services ensure compliance with the terms of the school’s current lease on Courtland
Avenue.
1. CSSS will arrange for and oversee any repairs needed for the real property at the facility.
Minor repairs, such as changing light bulbs or repairing hinges, shall be performed by
the school’s on site staff. In addition CSSS shall establish a preventive maintenance and
repair history database using its Service Channel™ PM system. The system will include
all of the basic building systems, the scheduled preventative maintenance, work order
functions and tracking warranty items. At this time, the school has not fully
implemented the Service Channel system but we are using it to monitor facility work
that CSSS is supporting in the temporary facility.
2. Procurement of school operational services such as, FFE, field trip transportation, and
other goods and services.
3. Contract development and support for third party vendor services selected by the
school.
4. An annual safety walk through that includes an extensive checklist reviewed with school
leadership.
Each month we will send a report to the Board on the items listed below. In addition, we will
update the Board on any capital projects.
All maintenance items have been added to CSSS’ Service
Channel. These items are then sent out as Preventative
Maintenance Work Orders to vendors approved by the
school.
Building and Grounds
Maintenance and Repairs

AHERA Compliance

The Courtlandt Avenue facility will be closed out of
Service Channel and the end of the month and the 165th
Street facility will be activated.
There were 0 acts of vandalism reported at the METLCS.
The school is up-to-date with AHERA compliance
requirements.

1661 Worcester Road, Suite 203 ▪ Framingham, MA 01701 ▪ Tel 508-626-0904 ▪ www.csssinc.org

Procurement

CSSS will work with the school to update the current
AHERA plan after the school moves into the new building.
CSSS sent the finalized cleaning vendor’s contract for the
new building, we are just awaiting signed contract back.
New FFE install is scheduled for August 26.

Capital Projects
Timeline Notes

We sent the Board an update on July 24. CSSS and Ms.
Russell attended the July 29 construction meeting. The
time line has not changed. The key issues are utility
installs and system activation and testing; finishes and
inspections.
The date for the TCO has not changed – August 28. To
date OTP has not changed its position. Ms. Russell is
seeking assistance for the charter school office. Turner
Agassi has reached out to the Bronx Borough President’s
office. CSSS has requested a letter from the expediter’s
on the likelihood of the TCO being issued on August 28.
This will be submitted to OTP.
The move from Courtlandt commenced on July 29, 2014.
The move went smoothly reflecting the planning by the
school staff and CSSS.

Other
Please let me know if you have any questions on these matters.
Sincerely,

Michael Ronan
CEO

Cc. Dr. Ian Roberts, Senior Vice President
Luis Taveras, Regional Operations Manager

1661 Worcester Road, Suite 203 ▪ Framingham, MA 01701 ▪ Tel 508-626-0904 ▪ www.csssinc.org

Attachment 3

All resumes are submitted to us by the candidate(s). We offer no guaranty or opinion as to the truthfulness or accuracy of any
statement contained therein. All resumes remain the property of Lighthouse Academies. No information may be used except for
Lighthouse Academies recruiting without the prior written permission of Lighthouse Academies of Framingham, MA.
Candidate Information
First Name:

YVETTE

Main Phone:

Last Name:

SPELLEN

Work Phone:

Address 1:

149 West 142nd Street

Mobile:

646-796-5083

Email:

yvette12c@gmail.com

Address 2:

646-796-5083

City:

New York

Source:

Friend or Colleague (add name
below)

State/Province:

New York

Other Source:

Ms. Courtney Russell

Zip/Postal Code:

10030

Country:

USA

Additional Information
Teach For America?

No

Highest Education:

Graduate School

Date Available:

6/8/2015

US Work Eligible?

Yes

Contact Employer?

Yes

Investigated/Charged
Misconduct?

No

Position:

Substitute Teacher

Explanation:
Current Lighthouse Employee Information
Current Employee?

No

Supervisor:

Ms. Courtney Russell

Job Requisition Details
Job Title:

General Application for K- 6th Grade
Teachers for 2014-2015

Location:

Bronx, NY - Metropolitan LCS

Department:

Lower Academy

Category:

Teaching

Current Status:

Hired *

Application Date:

6/23/2014

Current Stage:

E3 - Personal Interview - Completed

Source:

Friend or Colleague (add name below) Current Rank:

Other Source:

Ms. Courtney Russell

Req. #:

217326

Int Req. #:

&nbsp;

Resume
YVETTE SPELLEN
149 WEST 142ND STREET, NEW YORK, NY 10030
Cellular (646)-796-5083
yvette12c@gmail.com
~EARLY CHILDCARE EDUCATOR/TEACHER~
Creative ~Accommodating ~Supportive
Dedicated, passionate, and educated teaching professional with the gift to reach each child and set a love for learning.
Enthusiastic life learner promoting education in classroom setting and as well in the home. Kind-hearted and empathetic
experienced educator for students with special needs and unique goals. Encourages parent participation in student’s education
and school events. Proven ability for offering individual support, ensuring that all students’ needs and unique goals are met.

Areas of Practiced Experience Include the Following:
• Differentiate Instruction • Small Group Learning Centers • Student Motivation and Engagement
__________________________________________________________________________
Professional Teaching and related Experience
SCHOOL PROFESSIONALS NEW YORK, NY
Substitute Teacher
Flexibility for all teaching assignments, serving over 35 charter schools. Modify the general education curriculum for specialneeds students, based upon a variety of instructional techniques and technologies. Plan activities for a balance program of
instruction, tutoring and work time. Operates in several long term assignments; maintaining student’s academics in:
Associate Teacher March 2014- Present
Conducting small group of 6 to 8 students in Reading Mastery daily. Teaching grammar and writing to 1st and 2nd graders.
Delegating as classroom teacher instructing full day teaching includes math, social studies and Read Aloud.
Social Studies Teacher Oct 2013- March 2014
Taught 6th graders school wide blueprint design based on Common Core standards, directed students to apply English Language
Arts skills to Social Studies content. Assisted in classroom lessons for 7th graders (in push in and pull out) reteaching of current
lessons.
English Language Arts Teacher April 2013- May 2013
Taught 6th and 9th graders NYS Common Core require ELA skills. Planned and delivered lessons for writing and reading content.
Implementing skills and practices for test preparation.
Learning Specialist 1st Graders Oct 2012 - Feb 2013
Instructed students individually and in groups, using various teaching methods such as discussions, and demonstrations. Assisted
classroom teachers with scholars during push-in and reteached lessons.
Yvette Spellen – Page 2
Professional Teaching/Related Experience Continued
GORDON FAMILY CAREGIVER FOREST HILLS, NY April 2011-Dec 2011
Childcare Provider
Provided daily childcare to a 5 month old baby boy. Maintained living room/play area, dinning and child’s bedroom as safe and
learning environment. Instructed children interaction with play and through appropriate television, video and music programs for
child’s growth and understanding.
Assisted parents with household activities and at the same time kept child protected and safe.
• Well-known for toddler‘s, now 2 years old, excellent development, knowledge and love for books.
DEPARTMENT OF EDUCATION NEW YORK, NY Feb 2003 – June 2010
Substitute/Appointed Teacher
Established and enforced rules for Positive Behavior System (PBS) classroom and school regulations.
Taught socially acceptable behavior employing techniques such as behavior modification and positive reinforcement.
• Encouraged three students to enroll in vocational training, workforce and general education.
SYLVAN LEARNING CENTER NEW YORK, NY Dec 2003 – Mar 2009
Certified Sylvan Teacher/Diagnostic Instructor
Tutored and assisted children individually and in small groups for mastery of skills and content to reinforce learning concepts
presented by teachers. Observed students' performance, and record relevant data to assess progress.
•Recognized for several students improvement to about 3.5 levels after 36 hours of instruction.
_______________________________________________________________________________
Education
Touro College, New York-Masters of Science, June 2009
Aspen University Online, Denver, CO-Psychology/Counseling Graduation, Expectancy, June 2015
Professional Development Coursera Global Partners U. S. Institutions
Columbia University/ Big Data in Education!
University of Pittsburgh/ Accountable Talk®: Conversation that Works.

The University of Virginia/ Effective Classroom Interactions: Supporting Young Children's Development
New York University-Bachelors of Arts, Sociology/Early Childcare September 2001
____________________________________________________________________________
Community Initiatives & Organizations
Church of God of Prophecy Children and Assistant Youth Director /Girls Scout Troop Leader/MAPP
Model Approach to Parenting Partnership
Technical Integration & Proficiencies
Microsoft Suite/ABCMouse.com/ Internet Navigation/PeopleSoft Financial Systems/Skedula/Power Tools/Endgrade
yvette spellen
149 WEST 142ND STREET, NEW YORK, NY 10030
Cellular (646)-796-5083/Email: yvette12c@gmail.com
June 20, 2014
Early Childhood Professional Development Institute
Attention: Ms. Raedell Wallace, Manager
16 Court Street 31st Floor
Brooklyn, NY 11241
Re: Pre-Kindergarten Teacher
Dear Ms. Wallace,
It is with great excitement to present to you my resume for a position as a Pre-Kindergarten Educator/Teacher. I have reviewed
and read several links of information on your website. Since teaching is my passion, I want to begin again with Early Childhood. I
am also in the process of my New York State Certification through an Approved Teachers Program. With over 12 years of
classroom, teaching and working with children, I am confident you will find that my unwavering commitment to education a
valuable to any school or community base setting.
As you will see from my resume, it will highlight my commitment to children, in preschool, elementary and as a childcare
provider. In the beginning of my career, I had wonderful opportunities to teach diverse group students with special needs. Their
needs were ADD/ADHD, autism, Asperger Syndrome, and learning disabilities. My lesson and unit planning is developed from
New York State Common Core Standards. My daily teaching consists of literacy, grammar, reading mastery and writing.
My greatest capability is to apply all teaching skills to all students. I learn from my students on how to teach them within their
style of learning. In regular classroom setting and in small group I develop multi-sensory lesson plans to meet auditory, visual,
tactile, and kinaesthetic learners. Furthermore, I make certain that each child receives small rewards of individualized praise and
encouragement, ensuring that he/she remains motivated and does not give up.
I look forward with great anticipation to discussing with you the many ways in which I can make a significant contribution to
today’s 21st century Pre-Kindergarten. Thank you in advance for your time and consideration.
Sincerely,
Yvette Spellen
Employment History
Job #1
Current Job:

[]

Company:

School Professionals

City:

New York

State:

New York

From Date:

FEB

To Date:

2012
JUN 2014

Do Not Contact:

[]

Position:

Educator/Teacher

Salary:

$140.00 day

Supervisor:

Ms. Ruby Ho

Telephone:

212-916-0880

Duties:

Instruct through lessons plans, discussions, and demonstrations in subjects, such as English,
mathematics, or social studies.
Plan and conduct activities for a balance program of instruction, tutoring and worktime to provide
students with opportunities to observe, question, and investigate.

Leave Reason:

I am an Educator with a goal for Early Childhood education. I am planning to seek a position in Early
Childhood and build up in teach 2nd grade.

Job #2
Currently Job:

[]

Company:

Department of Education

City:

New York

State:

New York

From Date:

FEB

To Date:

2003
JUN 2010

Do Not Contact:

[]

Position:

Substitute Teacher

Salary:

$55,000 yr

Supervisor:

Ms Joy Sanders

Telephone:

718-935-2100

Duties:

Taught socially acceptable behavior employing techniques such as behavior modification and positive
reinforcement. Developed and implemented strategies to meet the needs of students with a variety of
handicapping conditions.Conducted Parent/Teacher Conferences and IEP annual and triennial meetings
resources and to teach skills for dealing with students' impairments.

Leave Reason:

Internship Certification Expired 2010

Job #3
Company:

Upper Westside Sylvan Learning Center

City:

New York

State:

New York

From Date:

DEC

To Date:

2003
FEB 2003

Do Not Contact:

[]

Position:

Certified Instructor/Teacher

Salary:

16.50hr

Supervisor:

Ms. Rochelle Rodieca

Telephone:

212-877-4881

Duties:

Tutored and assisted children individually and in small groups for mastery of skills and content to
reinforce learning concepts presented by teachers. Observed students' performance, and record
relevant data to assess progress. Distributed teaching materials such as textbooks, workbooks, papers,
and pencils to students.

Leave Reason:

Graduate School courses conflict with learning center scheduling.

Education History
School #1
Years Attended:

1

Graduated:

[]

School Name:

Aspen University

City:

Denver

State:

Colorado

Degree:

Master's degree

Major:

Counseling/Psychology

GPA:

2.50

School #2
Years Attended:

4

Graduated:

[X]

School Name:

Touro College

City:

New York

State:

New York

Degree:

Master of Science (M.S.)

Major:

General and Special Education

GPA:

3.90

School #3
Years Attended:

4

Graduated:

[X]

School Name:

New York University

City:

New York

State:

New York

Degree:

Bachelor of Applied Science (B.A.Sc.)

Major:

Sociology

GPA:

2.70

Professional References
Reference #1
Name:

Ruby Ho

Relationship:

Supervisor

Email:

rho@schoolprofessionals.com

Phone:

212-916-0880

Reference #2
Name:

Danilda Perez

Relationship:

Team Leader/Colleague

Email:

DPerez@southbronxclassical.org

Phone:

917-981-0090

Reference #3
Question Set Title: Teacher 13-14
Answered By: Candidate
Score: 0/0 0%
Do you currently hold a valid teacher's certification?
No
Please list your current certifications and the state(s) in which you hold this certification.
Internship Certification
Are you considered "Highly Qualified" under NCLB?
No
How many years teaching experience (post teaching program) do you have?
More than 5 Years

Please describe your experience working with urban, low-income students and why you have chosen to work with
this population.
I began my tenure at the Department of Education as a Special Education teacher of students with special needs. The
populations of low-income students are from various backgrounds and experiences. Many may say they have unfair lives, but I
see opportunity in each child. Their growth, achievements and success stories are matchless to many of the childhood stories we
may read about. These urban low-income students sit in my classroom with a lack of understanding, no direction and
discouraged. There are some cases where paraprofessionals and I work with a 14 year old with no basic, life or employability
skills. We may need to start from scratch, but there is no time. But we begin by setting goals and together we celebrate each
achievement one after the other! They are never to be referred to as the forgotten ones, because I remember them. Their
success is my success!
What do you think are the key factors to ensuring success working with a predominantly low income, urban
population of students?
There are many major factors that I believe that will form success in today?s low income students but there are two I feel are
very important academics and behaviors. The academics are a major factor for low income students. This factor is meant to
crush the cycles that are repeated in their lives. It is not for a teacher to explain or excuse the lessons or curriculum unit they
teach. I need to teach and reach my students even if they feel it is boring or not interested. I have taken a secret oath in this
noble profession to educate and engage each child. I will not offer an apology if they are bored, but let them know they will be
thankful for the knowledge in a short while. My duty is to build a foundation of knowledge that they need to carry with them
through their educational life and beyond. The behavior is the second factor is to teach and reach each child early. Proper
behavior is a form of lifestyle that needs to be instructed early in a child?s life. Doug Lemov, author of Teach Like a Champion
2012, explains it as ?sweating the small stuff.? A tucked in shirt, early morning greetings and I say, homework may seem as
small stuff, but I don?t think so and great schools will not either. They take the extra measures and create a form of
responsibility and pride for low income children to begin respecting themselves at an early age. I have vision a team of teachers
and teaching skills I can see as key factors to ensure success working with predominantly low income urban population. A team
working towards the same goal for the whole child success!
Describe the academic growth you have achieved with a previous classroom and how you assessed that growth.
As a Learning Specialist I have achieved academic growth with a small group in Math Intervention. Many of my scholars were
able to master many levels in math in 5 days of review and reteach. They increased about 10% into mastery. By the following
week I had group a new group of students and new topic. My Math Intervention assessments consist of the weekly math lessons
and practical skills. During the reteach of the lesson, students are presented with a strategy of steps, manipulatives and small
incentives. I perform an ?I do? followed by a ?we do?, where the students and I work together. Then about 10-12 minutes is
spent on the challenge of a ?you do?. I circulate around the room taking note of the student?s strengths and weakness. I may
reteach one or two skills and then wrap-up our session. On Fridays scholars are assessed with similar questions of the math
lesson. Each scholar has a goal to achieve about 80% mastery.
Explain your understanding of Common Core State Standards and any relevant trainings you have completed.
My experience with Common Core Standards is connected with several uses in my teaching experiences. ?During my tenure in
the Department of Education as a Special Education teacher, I prepared assignments for students to complete New York State
Alternate Assessment Portfolio. This consisted of Alternate Grade Level Indicators (AGLIs) that were modified or adapted to fit
student?s skills and abilities. Students were graded with mastery in the areas of ?Accuracy? and ?Independence?. The AGLIs
were aligned with the New York State Standards. It also built student?s goals and assessments for basic, life and employability
skills. ?My current experience as a Substitute Educator/Teacher in New York City Charter Schools has built my profession for
General Education. In this population of students the Common Core Standards are combined into lessons plans, incorporated the
objective and clearly matches the teaching point. As a sixth grade social studies teacher, my blueprint of Common Core
Standards was clearly of ELA but applying the social studies content.
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Challenge + Arts Infusion = Transformative Opportunities
Add School Name

Scholar Family
Handbook
2014-2015

My Child’s Teacher:___________________________________________
Email address:_________________________@lhacs.org
School Phone Number: 718.893.0640
School Hours: Monday, Tuesday, Thursday, Friday: 8:00 A.M – 3:40 P.M.
Wednesday, 8:00 A.M. – 1:00 P.M.
Tardy=arriving 1 minute after school begins.
Dismissal begins at 3:40 P.M.
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WELCOME FROM THE PRINCIPAL

Dear Families and Scholars,
On behalf of the Board of Directors/Trustees and staff, I would like to welcome you to the
Metropolitan Lighthouse Charter School (MetLCS). Our school is part of the national network of
Lighthouse Academies (LHA) charter schools. Lighthouse Academies is a nonprofit organization
(www.lighthouse-academies.org) dedicated to preparing scholars for college through a rigorous
arts-infused program. We are here to make a difference in the lives of the scholars we teach.
Our core values are:


Work Hard. Get Smart. Graduate from College.



High expectations equal results.



Nothing less than excellence.



Today is the day we make it happen.

Because of the urgency of our mission, we have very high expectations for families and scholars.
The following pages outline our expectations for ourselves, families, and our scholars.
Do not hesitate to call me if you have any questions about the handbook or any other school
issues during the year. I can be reached at 718.893.0640, or email me at crussell@lhacs.org. We
believe that your scholar is a bright and shining star. If your scholar is nurtured with love and
care year after year, you will see your scholar capable of making his or her dreams come true and
making a difference in the world.
Sincerely,
Ms.Courtney Russell
Principal
Metropolitan Lighthouse Charter School
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HOW TO CONTACT US
Telephone
Parents/guardians may leave messages for teachers at the school office. Parents/guardians can
expect a return call from a teacher within one school day of leaving a message. The telephone
number is: 718.893.0640.
Mail
You may write to the school administration, Board of Directors/Trustees, or Lighthouse
Academies if you have concerns or issues you wish to discuss. Please send your correspondence
in care of the school office: 180 West 165th Street, Bronx, NY 10452.
The Records Access Officers under the Freedom of Information Law (FOIL) for the school are
Courtney Russell and Ian Roberts. Please contact either of them at the school should you have
such a request.
Electronic Mail
In addition to the general voice mailbox, administration, and faculty may be contacted via email.
Each staff member’s address is his/her first initial and last name @lhacs.org. For example, if a
teacher’s name is Isaiah Jones, he could be reached at ijones@lhacs.org.
Visiting the School
Parents are strongly encouraged to visit and become involved in the life of the school. When you
arrive at the school, please go directly to the school office to sign in and obtain a visitor’s pass.
When you are ready to leave the school, please go to the school office, return the visitor’s pass,
and sign out.
Because everyone's schedule is important, including your scholar’s, please telephone the school
to schedule a visit prior to coming by the school during class hours. This will allow us to inform
the teacher of your planned visit so he or she can make the appropriate accommodations.
Teachers will not have time while teaching to discuss a scholar’s progress. Parents/guardians
may schedule a time with teacher when he or she is not teaching class to discuss the scholar’s
progress.
Contacting the School Administration
Principal: Ms. Courtney Russell
Phone: 718.893.0640
Email: crussell@lhacs.org

Director of Teacher Leadership (K-4): TBD
Phone: 718.893.0640
Email: TBD
Director of Teacher Leadership (5-6): TBD
Phone: 718.893.0640
Email: TBD
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Director of Scholar Services (K-6): TBD
Phone: 718.893.0640
Email: TBD
Business Manager: Mr. Jose Obregon
Phone: 718.893.0640
Email: jobregon@lhacs.org
Associate of Family and Community Partnerships (AFCP): Ms. Shaniqua Santos
Phone: 718.893.0640
Email: ssantos@lhacs.org
Office Manager: Ms. Katherine Prieto
Phone: 718.893.0640
Email: kprieto@lhacs.org
Homeless Services: Ms. Shaniqua Santos
Phone: 718.893.0640
Email: ssantos@lhacs.org
Board of Directors/Trustees
The Board of Directors/Trustees may be contacted by sending a letter to the Board Chairperson
as follows:
Board Chair
Ms. Anne Laraway
MetLCS
180 West 165th Street
Bronx, New York 10452
Email: MetLCSboardchair@lhacs.org
Board of Director/Trustee meetings are open to the public and are posted on the school’s web
site (www.lighthouse-academies.org). There is a public comment section on the agenda.
GENERAL POLICIES
Non-Discrimination Policy
The Metropolitan Lighthouse Chharter School does not discriminate on the basis of sex, race,
creed, national origin, ancestry, pregnancy, marital, and parental status, homeless status, sexual
orientation, or physical/ mental/emotional/learning disability in the provision of educational
programs, activities, services, or benefits. It guarantees all scholars equal access to educational
and extracurricular programs and activities.
Complaints under this policy may be filed with:
Ms. Courtney Russell, Principal, crussell@lhacs.org, or
Mr. Ian Roberts, Regional Vice President, iroberts@lhacs.org.
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All complaints will be investigated and the parties involved informed of the outcome.
Knowingly made false complaints may result in legal or administrative action against the
complainant.
Bullying and Harassment Policy
The Metropolitan Lighthouse Charter School prohibits acts of harassment, intimidation or
bullying of a scholar. MetLCS has determined that a safe and civil environment in school is
necessary for scholars to learn and achieve high academic standards; harassment, intimidation or
bullying, like other disruptive or violent behaviors, is conduct that disrupts both a scholar’s
ability to learn and a school’s ability to educate its scholars in a safe and disciplined
environment.
Harassment, intimidation or bullying means any gesture or written, verbal or physical act, or any
electronic communication (Please see the Acceptable Use Policy) that is reasonably perceived as
being motivated either by any actual or perceived characteristic, such as race, color, religion,
ancestry, national origin, gender, sexual orientation, gender identity, and expression, or a mental,
physical or sensory disability, or by any other distinguishing characteristic, that takes place on
school property, at any school-sponsored function or on a school bus and that:
1. A reasonable person should know, under the circumstances, will have the effect of harming a
scholar or damaging the scholar’s property, or placing a scholar in reasonable fear of harm to his
person or damage to his property; or
2. Has the effect of insulting or demeaning any scholar or group of scholars in such a way as to
cause substantial disruption in, or substantial interference with, the orderly operation of the
school
The consequences for violation of this policy may include expulsion for scholars. Please see the
code of conduct.
Complaints under this policy may be filed with:
Ms. Courtney Russell, Principal, crussell@lhacs.org, or
Mr. Ian Roberts, Regional Vice President, iroberts@lhacs.org.
All complaints will be investigated and the parties involved informed of the outcome.
Knowingly made false complaints may result in legal or administrative action against the
complainant.
Complaint Procedure
MetLCS is a school of choice. We are glad that you have exercised your choice and have joined
the MetLCS community. All members of the MetLCS staff will work very hard to make sure
that your and your scholar’s needs are being met every day. However, there may be times when
you do not agree with a policy we have adopted or the way we implement it. Please know that
we are open to feedback and want to hear from you. If you have a question or a complaint, there
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is a procedure for having your issue addressed. We strongly urge you to follow these steps so
that we can do our best to resolve issues with you at the school level.
1. Please contact the staff member directly involved with the issue to seek answers to your
questions and to reach a resolution.
2. If you are not satisfied with the response or you do not get a response, please contact the
principal to discuss your issue over the phone or to make an appointment. The principal
can be reached at 718.893.0640.
3. If you are still not satisfied with the response, you may bring your issue before the Board
of Directors/Trustees by writing to:
Board Chairperson: Ms. Anne Laraway
MetLCS
180 West 165th Street Bronx, NY 10452
Email:MetLCSboardchair@lhacs.org
If you have any questions about this procedure, please contact the Lighthouse Academies
Regional Vice President, Dr. Ian Roberts, at 917.232.1381.
SCHOOL OVERVIEW
Admission
Any scholar may seek admission to Metropolitan Lighthouse Charter School if the scholar has
met the required school entrance age. If a grade level is oversubscribed, a lottery will be used to
select scholars. A scholar who was retained by a previous school will remain at the grade level of
the previous school. Siblings are given preference in admission to the school.
School Day and Year
The school’s instructional day begins promptly at 8:00 A.M. and ends at 3.40 P.M., Monday
through Friday, unless notified by the school of a unique situation. Please do not drop your
scholar off before 7:15 A.M as no entry into the building is allowed and no supervision is
available for the scholars. Scholars will be allowed entry into the building at 7:15 A.M. through
the designated door only.
Scholars will attend school for 190 days each academic year. Please see the School Calendar in
Appendix C.
Placement
Scholars admitted to Lighthouse Academies' schools may be required to complete a diagnostic
test in reading, mathematics, and/or writing. The school utilizes these results along with other
factors to determine the instructional needs and appropriate services to ensure the success of the
scholar.
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Chronic Tardies/Early Dismissals
Chronic Tardiness and early dismissals hinder learning and should be avoided. All scholars are
expected to be at school promptly for the beginning of classes at 8:00 A.M. and to participate in
learning and school activities until 3:40 P.M. (Wednesday until 1:00 P.M.) It is the responsibility
of parents/guardians to ensure that scholars are at school on time and depart on time.
A tardy scholar who arrives 8:00 A.M must go directly to the Main Office to present a signed
note from a parent/guardian explaining the reason for the delayed arrival or enter the school with
a parent/guardian who will explain the reason for the tardy arrival.
Repeated late arrivals or early dismissals will result in loss of privileges and disciplinary action.
Repeated late arrivals or early dismissals may also render the scholar truant pursuant to
state/local statutes and require the school to report to state/local officials. Truancy can result in
sanctions and legal prosecution of responsible parents/guardians by state authorities.
A scholar will be released for an early dismissal only to an authorized parent/guardian or other
person designated in writing by the parent/guardian to be authorized to pick up the scholar.
Parents/guardians must make such arrangements in advance. Upon arriving at the school, the
parent/guardian must go to the Main Office to sign out the scholar. A parent/guardian may never
go directly to a classroom.
Tier of Consequences - Tardies
NUMBER OF
UNEXCUSED
TARDIES
SIX (6)

WHAT WILL HAPPEN
NEXT?

WHY?

A letter will be sent
home with a copy of the
Tardy Policy
A warning letter will be
sent home signed by
Principal.

To review the Tardy
Policy and find out how
MetLCS can help.
To explain your final
warning and find out
how can we help get
your scholar back on
track.

EIGHTEEN
(18)

The Dean of Scholars,
the AFCP & your
scholar's teacher will
visit your home.

Your scholar has now
fallen beneath the
number of days needed
to meet their daily grade
level requirements.

TWENTY
FOUR (24)+

A report will be filed
with the Administration
for Children's Services

There are 190 days of
school. If your scholar
has 24 days of Chronic

TWELVE (12)
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HOW CAN I FIX
THIS?
Be sure that your
scholar attends school
on time every day.
Be sure that your
scholar attends school
on time. If he/she has to
be late with good
reason, please submit
documentation
immediately.
Be sure to speak to your
scholar's teacher to
make sure all make up
work has been received.
Your scholars should
have no more tardies
for the rest of the school
year.
Be sure that your
scholar attends school
every day on time from

NUMBER OF
UNEXCUSED
TARDIES

WHAT WILL HAPPEN
NEXT?
(ACS) for educational
neglect

WHY?

Tardiness, This means
that your scholar is not
college ready. Scholar
will lose school activities
privileges & disciplinary
actions will be taken
immediately.

HOW CAN I FIX
THIS?
this point on. Reread
the Scholar Handbook
and ask questions. Be
sure to not repeat the
same mistakes for the
following school year.

Absences
Our goal is for every scholar to attend school every day. Our school has a goal of 95%
attendance for the year. Regular attendance in classes is of vital importance if a scholar is to
succeed in school and be prepared for college work. Absences for any reason hinder learning and
should be avoided. The only “excused” reasons to miss school are religious observances, illness,
a death in the family, or a family emergency. Half day absences are recorded and will be counted
as part of the total days present or absent for the year.
Please notify the Main Office via phone by 8:30 A.M. if a scholar must be absent from school on
that day for any reason. A text message IS NOT an acceptable form of communication to obtain
an excused absence. Upon return to school, the scholar must submit to his/her teacher a note of
explanation signed by a parent/guardian. In addition to the note that may written/typed for
Shaniqua Santos, if the scholar is absent due to doctor's appointment, the child should return with
a signed medical notice.
All absences must be documented at the school through a written/typed, signed letter from a
parent/guardian, or a medical doctor. Our AFCP, Ms. Shaniqua Santos will determine whether or
not the reason for absence is valid. For example, "I didn’t' go to work today, so I let my child
take the day off" will not be considered an excused absence. If the absence is three days or more
due to an illness, a doctor’s note is required, that includes the date(s) and reason for the absence.
Any absence not documented at the school from a medical professional will be considered an
“unexcused” absence.
In the case of an absence in excess of three (3) days and in all cases of contagious diseases, a
doctor’s note may be required for re-admittance to the classroom. If you suspect or a staff
member reasonably believes your scholar may have a contagious disease, such as “pink eye,” the
scholar may not come to school until he/she has been examined by a doctor. This is in
consideration of other scholars and staff.
MetLCS may notify the parent/guardian that a scholar needs to be picked up early. This may be
because of illness, behavioral issues, or other reasons. The scholar must be picked up within one
hour of the notification, and the appropriate early dismissal or absence policy will apply.
Therefore, all families must have a plan in place as to who will pick up a child early when
necessary. Be sure to have all designated parents/guardians listed on your scholar contact sheet
in the Main Office.
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You will need to call Dismissal Changes by 2:00 p.m. on Monday, Tuesday, Thursday and
Friday and by 12:00 noon on Wednesday, in order to make any changes to the scholar's usual
"pick-up" schedule. For example: Your child rides the school bus home every day, but on Friday
you will be picking him/her up by car, you will need to call Dismissal Changes by 2:00 p.m. that
day so that our staff will know not to escort your child to the school bus.
The school reserves the right to discharge scholars who are not present on the first day of school.
Under the No Child Left Behind Act, suspensions and expulsions become part of the scholar’s
permanent record. This record follows the scholar to the next school.
Tier of Consequences - Absences
NUMBER OF
UNEXCUSED
ABSENCES
ONE (1)

WHAT WILL
HAPPEN NEXT?

WHY?

Phone call home to
parent/guardian.

To find out why your
scholar was absent for the
day.

FIVE (5)

Parent/Guardian is
required to come to
MetLCS for an inperson meeting with
the AFCP.

To review the attendance
policy and find out how
MetLCS can help.

TEN (10)

The Dean of
Scholars, AFCP &
your scholar's
teacher will visit
your home.

To explain your final
warning and find out how
we can help you get your
scholar back on track.

FIFTEEN (15)

A report will be filed
with the
Administration for
Children's Services
(ACS) for
educational neglect.

Your scholar has now
fallen beneath the number
of days needed to meet
their daily grade level
requirements. Scholars
with 15 or more absence
will be RETAINED in
their current grade for the
next school year.

HOW CAN I FIX THIS

Submit a written letter
explaining your scholar's
absence for the day within
24 hours of the absence.
Submit documentation for
any absences that can be
considered excused. Be sure
to reread the Absence
Portion of the MetLCS
Handbook
Be sure that your scholar
attends school every day. If
he/she has to be absent,
make sure it is with good
reason and that you submit
documentation immediately
following his/her absence.
Be sure to speak to your
scholar's teacher to make
sure all make up work has
been received. Your scholar
may have no more
unexcused absence for the
rest of the school year.

Making up Missed School Work
Scholars must complete missed homework and in-class assignments in a period of time equal to
the length of the absence. For example, a scholar who has been absent for two school days will
have two school days to make up missed class work and homework. Scholars who have missed
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any tests will also be expected to begin to take make up tests on the first day after the makeup
period ends.
It is the parents/guardians’ responsibility to meet with teachers and/or the school administrator to
arrange for make-up work, to pick up make-up assignment packages, and to return completed
work back to the teacher by the designated due date. Provided at least one day of notification,
teachers will do their best to prepare assignments for scholars who are unable to attend school
due to an excused absence.
In the event that circumstances require that the scholar be absent from school for three (3) or
more days, the scholar’s parents/guardians must contact the teacher to develop a plan to make up
missed school and homework while the scholar is out of school.
Dismissal
Scholars are dismissed at 3:40 P.M. Mondays, Tuesdays, Thursdays and Fridays (1:00 P.M on
Wednesdays). Unless your scholar takes a school bus or stays for an after-school program, please
make arrangements for your scholar(s) to be picked up on time. It is not acceptable for any
scholar to be picked up late. We are unable to supervise scholars left at the school after 4:00
P.M. (1:15 P.M. Wednesdays). A scholar who is not picked up on time at the end of the school
day will lose certain school privileges, such as attending field trips and school events.
Parents/guardians may be required to reimburse the school for costs incurred for providing
supervision to ensure your scholar’s safety. Parents WILL be charged $1.00 every 10 minutes
that they are late past 4:00 P.M. (1:15 P.M Wednesdays). The school will file a report with ACS
if an authorized person does not pick up the scholar, including a scholar who has lost bus
privileges. The police or other appropriate authorities may be called to pick up scholars who are
left at the school repeatedly or for an extended period of time.
School Closing
If the New York City Department of Education closes due to bad weather, then our school will
also close. In the event that weather conditions become hazardous during the school day, our
school will follow the early dismissal policies and notification process of the New York City
Public Schools unless we advise you to the contrary. The Principal, Ms. Courtney Russell, will
notify parents of any changes in the school schedule due to inclement weather via a Bright
Arrow text message. You will not be contacted if there are no changes.
Other Emergencies and Contacts
In case of other emergencies, parents/guardians will be contacted by phone as soon as possible.
Parents/guardians must provide the Main Office with updated contact and emergency
notification information any time this information changes during the school year. Please
remember to keep your phones/cell phones turned on and with you throughout the day in case of
emergency.
If a parent or guardian does not have legal rights to pick up or visit a scholar, the school must be
given a copy of legal documents attesting to this fact. Without such valid legal documents, all
parents/guardians are assumed to have equal rights to make decisions regarding their scholar’s
education, to pick up the scholar, and to participate in school activities.
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After-School Academics
Your scholar’s school may offer an After-School Academics program. If the program is offered
the following rules will apply. If a scholar does not complete his or her work at the expected time
(during class, for example), another time will be provided. This may be during lunch or recess.
After two instances of not completing homework and/or class work at the appropriate time
during a school year, a scholar will be required to remain at school for ASA. If a scholar stays
for ASA, it is the parent/guardian’s responsibility to provide transportation pick-up.
Summer SHINE
MetLCS may offer a summer SHINE program for scholars who need additional time to master
the curriculum. If offered Summer SHINE is free of charge. In June or earlier, families will be
notified about mandatory summer school or other summer school opportunities for their scholar.
MetLCS scholars who considered Promotion in Doubt (for academics, attendance, or both) are
required to attend Summer SHINE and be present for 100% of the time.
Debts Owed To the School
All amounts owed by parents/guardians to the school for scholar lunches, late pick-up charges,
school book replacement, or any other reason must be paid promptly and in full. The failure to
pay any amounts owed to the school for any reason may result in the loss of scholar privileges,
including, without limitation:




Field trips
Special events
Non-academic afterschool programming

A parent/guardian who is unable to pay a debt promptly and in full may speak with the Principal
to make arrangements to set up a payment schedule. All payment schedules must be approved
by the Principal in writing.
Withdrawal from School
In the event you need to withdraw your scholar from school, please go to the main office and
complete the necessary forms with the Office Manager, Ms. Katherine Prieto. We can then
forward your scholar’s records to the new school.
THE EDUCATION PROGRAM
Overview
The mission of MetLCS is to prepare our scholars for college through a rigorous arts-infused
program. Arts infusion is a teaching and learning strategy that utilizes practices from the arts to
teach the core content areas. We believe that infusing the arts into our teaching of the core
content areas increases scholars’ creativity and active engagement. Early arts instruction will
provide scholars with opportunities to sing, dance, listen to music, participate in dramatic play,
draw, and paint, and create with various media.
The Lighthouse Academies education model is anchored in the state standards and college and
career readiness expectations which define what the scholars should know and be able to do.
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Testing and Assessments
To understand each scholar’s skills and knowledge and to identify areas for development,
MetLCS uses a variety of assessments to monitor scholar progress throughout the year. These
include diagnostic tests; interim assessments, unit tests and quizzes, as well as norm referenced
standardized tests required by the state to assess scholar knowledge and skills. These assessments
will be explained in more detail to parents/guardians and scholars at Parent Teacher Conference
throughout the school year.
School Books
Your scholar is loaned textbooks for use at no cost. Scholars may not write in their books. All
books must be returned in good condition at the end of the year. The scholar’s parents/guardians
must pay the replacement cost for any book that is lost, stolen, or returned to the school in poor
condition. Please see the Office Manager for replacement costs.

ONGOING COMMUNICATION
Family-Scholar-School Compact
We know that the more in line home and school are about a scholar’s expectations at school and
his or her school experience, the stronger the experience and more successful the scholar will be.
For this reason, we will ask parents/guardians, teachers, and scholars to sign a compact that
details our expectations for each other. We can review these documents with you during a home
visit before school opens or at the school, upon your request.
Tuesday Packet
MetLCS will be distributing a weekly packet and send home on the first Tuesday of every
month. This package will come from the School Leadership and Grade Level Team bi-weekly. Is
the parent responsibility to read the packet every week and return any items within 24 hours or
by the requested deadline.
The Weekly Folder
Weekly Folders are a standard part of school-family communication at Lighthouse Academies
Schools. Parents/guardians should expect to receive these folders each week with notices,
feedback on scholar performance, and/or letters from the principal and teacher. The folder will
include a place for a parent/guardian’s signature indicating that they have read the material in the
folder. The folder should be organized so that items on the left-hand side of the folder are meant
to stay at home and items on the right-hand side are intended to come back to the school with the
scholar.
Homework and the Daily Folder
Purpose and Content
• Purposes of homework
o Reinforces the Lighthouse Academies core value, “Work hard. Get smart. Graduate
from college.”
o Allows scholars to practice, extend learning and engage in new learning.
o Helps scholars learn how to organize and manage time.
o Helps scholars develop a range of research skills.
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o Reaffirms the role of parents/guardians as partners in the educational process.
•

Content of homework
o Assignments are directly related to Lighthouse Academies’ standards and curricula.
o Activities include opportunities for concept and skill development.
o Activities may involve the use of community and natural resources.

Organization of Homework
• Lower Academy (Kindergarten – Grade 4) Homework Folders: All scholars will be given
a homework folder to hold all of their homework papers as well as their reading log.
Homeroom teachers will collect these folders as a part of their morning routine to
determine homework completion. In the event that this folder is lost, damaged, or stolen,
a small fee for replacement or replacement will be necessary.
•

Upper Academy (Grades 5 – 6) Daily Agendas: All scholars in the Upper Academy will
be given a Lighthouse Academies daily agenda/planner. They will be responsible for
writing all homework assignments in the planner on a daily basis. Parents/Guardians will
be asked to sign the agenda each night to communicate with the school that the work was
completed and seen by parents/guardians. In the event that this folder and/or agenda is
lost, damaged, or stolen, a small fee for replacement or replacement will be necessary.

•
•
•

•

Roles and Responsibilities for Homework
Scholars’ Role
Parents/Guardians’ Role
Ask clarifying questions if s/he does
• Review each completed homework
not understand an assignment
assignment
Complete all homework assignments
• Ensure scholar reads required number
to the best of their ability
of minutes and signs reading log
nightly
If homework is not completed and
turned in on the indicated due date,
• Sign behavior chart/star report nightly
consequences will result, such as
• Sign homework “cover sheet” or
completing work at recess or afteragenda (for Upper Academy scholars)
school academies (ASA)
nightly
Scholars who are absent from school
are expected to make up missed
homework within a period of time
equal to the length of the absence,
unless this time allowed is extended by
the teacher

Grade Level

Kindergarten
1st through 4th Grades
5th and 6th Grades

Length of Nightly Homework
Approximate Length of
Approximate Length of
Homework Assignments
Required At-Home Nightly
Reading
15 - 20 minutes
15 minutes
30 - 45 minutes
30 minutes
45 - 60 minutes
30 minutes
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Home Visits
All scholars will receive a Home Visit prior to the start of the school year and additional visits
may be scheduled throughout the year. The purpose of these visits is to help establish clear
communication between home and school. A staff member will review the Family Scholar
School Compact, share expectations of the school, answer parent/guardian questions, and
confirm the scholar’s plan to attend the school in September.
Annual Parent/Guardian-Scholar Summer Orientation
Over the summer, parents/guardians are invited to a reception where they meet school staff, learn
about the school’s academic program, and receive the Scholar-Family Handbook. This will be a
time for the school to restate and review its expectations and provide information regarding the
uniform policy, discipline policy, as well as the school homework requirements. More
information will be provided to parent in August about this event.
Conference Between Parents/Guardians, Scholar, and Teacher
Our goal is 100% parent/guardian participation in Parent Teacher Conferencse. To provide more
information to you about your scholar, teachers will schedule up to four conferences each year
with you. At these conferences, parents/guardians will see work samples from each class and
hear in greater detail about their scholar’s successes and struggles. Scholars in the Upper
Academy will be taught to lead these conferences (with the teacher there for support and to fill in
any gaps). Together, teachers, parents/guardians, and scholars will create scholar learning plans.
These plans will include clear statements about current progress levels and goals for improving
problem areas. These learning plans may be modified as necessary during the school year.
Parents/guardians may request a conference at any time and as often as they see a need. In
addition to quarterly conferences, a parent/guardian may request a conference via phone, email
or by sending a note to the teacher.
Report Cards
Teachers will report each scholar's progress at least four times during the school year. The
grading system is included on the report card.
Report Cards will be delivered and reviewed at Parent Teacher Conferences. If a
parent/guardian is unable to participate in a conference, the school will work with him or her to
set up another time to meet. These reports inform you as to your child’s social-emotional
development, mastery of the state’s required standards, and where your scholar needs to
improve. The report card must be signed by the parents/guardians. Kindergarten through Fourth
grade report cards give feedback based on a year-long skills continuum; 5th grade and up focus
on mastery of specific skills each quarter which are averaged at the end of the school year.
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Academic Integrity
MetLCS values academic integrity and does not permit any form of dishonesty or deception that
unfairly, improperly or illegally enhances the grade on an individual or group assignment or a
final grade. If you have any doubt as to whether a particular act constitutes academic dishonesty,
ask your teacher before you do it!
Academic Dishonesty includes, but is not limited to:
Cheating on exams by copying from others, having or using notes, formulas, or other
information in a programmable calculator or other programmable device; having or using a
communication device such as a cell phone, pager, PDA or electronic translator to send or
receive unauthorized information; having or using a cheat sheet; altering a graded exam and resubmitting it for a high grade; working together on a take home exam unless approved by the
teacher; gaining or providing unauthorized access to the examination materials.
Plagiarism by copying part or all of another person’s work and submitting it as your own; acting
as a provider of a paper or papers for others; submitting substantial portions of the same work in
more than one class without consulting with the teachers; failing to use quotation marks where
appropriate; failing to properly cite paraphrased materials with footnotes or a bibliography;
making up data for an experiment; citing non-existent sources; giving or getting improper
assistance on an assignment meant to be individual work; using the services of a commercial
term paper company; using the services of another scholar.
Note: Attempted cheating, even when unsuccessful, will be treated as academic dishonesty.
Simply having observable possession of any prohibited or unauthorized information or device
during an exam, even if it is not used, is an act of academic dishonesty. It will be dealt with as
such.
Scholars who violate the Academic Integrity and Cheating Policy may receive a failing grade on
the assignment and have the course grade dropped one letter grade. Second offenses may result
in a failing grade for the class.
School Volunteers
For the safety of all scholars, it is required that all volunteers undergo a background check,
which may include fingerprinting if mandated by state law or local regulation, prior to working
in the school and/or with the scholars. Information on how to become a school volunteer will be
sent home at the beginning of the school year or you may inquire with Ms. Shaniqua Santos,
AFCP.
In-Class Volunteer Opportunities
The school welcomes parents/guardians who wish to volunteer in classes. As parents/guardians
contact the school to offer their assistance, the principal will connect them with the appropriate
teachers for the subjects in which the parents/guardians have expertise. The teacher will work
with the parents/guardians prior to his/her arrival in class, in order to review classroom norms,
procedures for handling problem behavior, emergency procedures, and the class work for the day
or days on which the parents/guardians will be volunteering.
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Out-of-Class Volunteer Opportunities
Outside of classroom support, there are numerous opportunities for parents/guardians to help the
school run more smoothly. The school may solicit parents/guardians’ time and support for extra
fundraising, to lead parents/guardians organizations, to chaperone field trips and to help plan
monthly parents/guardians nights. We hope to have parents/guardians, whenever possible, serve
in roles that allow the teachers and principal to focus on teaching, learning, and scholar success.
END OF YEAR PROMOTION
Promotion to Next Grade Level
Scholar mastery of the Lighthouse Academies standards is the basis for promotion to the next
grade. Promotion from one grade to the next is confirmed on the end-of-year scholar Report
Card. A scholar may be assigned to a higher level class for instructional purposes based on
criteria reference assessments that show the scholar has mastered the content in the assigned
class. A scholar may be promoted during the school year. Generally, scholars will be assigned to
classes with their age peers so as to support their social development, unless the academic record
or Individual Education Plan (IEP) indicates the scholar should be in a different grade.
Retention
Retention is to remain in the same grade based on unsatisfactory performance or lack of
readiness for the material in the next grade. The decision to retain means moving the scholar
from his/her current loop into a new one. Retention is most successful when certain factors are
considered in the decision, including achievement/skill development, attendance as it affects
achievement, study and work habits, scholar attitudes, relationships with peers, and
chronological age as related to classmates.
Staff and parents/guardians who recommend scholars for retention shall generally proceed
according to the following timeline:
• By February 1, the teacher or parent/guardian considering recommending retention
identifies the scholar and notifies the Principal
• By February 15, the building level support team, consisting of the Principal, teacher, and
others convene to discuss the recommendation. If retention is being considered, Lights
Retention Scale will be administered. If the scholar qualifies for ESL and/or Special
Education services, the team will determine the appropriate follow up.
• No later than April 15th, the building team meets with the parent/guardian. The team asks
the parent/guardian for input and shares their findings. After meeting with the
parent/guardian, the team reviews the data and develops a recommendation to the
Principal
• The Principal makes the final decision.
• The parent/guardian is informed no later than June.
Scholars who are retained will:
• Have a learning plan developed for the next school year
• Be required to attend Summer SHINE
• Receive tutorial support to support the objectives of the Individual Learning Plan
• Be reevaluated at the end of the first and second marking periods the following year to
see if promotion is warranted at that time.
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OUR CULTURE OF RESPECT: STANDARDS FOR APPEARANCE, CONDUCT, AND
BEHAVIOR
Everyone at our school is expected to meet the same high standards for appearance, conduct, and
behavior.
Scholar Dress Code
The Lighthouse Dress Code is an important part of our school culture and instilling our core
values in our scholars. LHA believes that neatness in dress and appearance are essential to the
school’s culture and scholars’ focus. Thus, LHA attaches as much importance to the spirit and
the letter of the dress code and looks to the scholars to comply with both. We ask that the school
staff work with families to support and enforce the dress code.
Directions on where and how to order uniforms will be provided during parent/guardian
orientation. If you need any assistance, please call Ms Shaniqua Santos, AFCP.
Tops

Bottoms

Footwear

PE Uniform

 School-issued uniform shirts with the logo must be worn at all times.
These shirts may be short or long sleeved. Shirts must be tucked in at all
times.
o Lower Academy: Light blue uniform shirts
o Upper Academy: Light blue uniform shirts
 A navy blue school sweatshirt with the school logo may be worn in
school when it is cold
 White turtlenecks or undershirts may be worn under uniform shirts, but
not alone. If the undershirts of another color are worn, scholar will be
asked to remove the shirt
 Lower and Upper Academy: Navy (no jeans or athletic pants) worn
at the waist, navy tights with navy blue skirts, or jumpers (not more
than one inch above the knee), or navy blue shorts
 In all grades a black belt must be worn if the pants/shorts have belt
loops. Belt loops may not be cut off
 Socks may be white, solid black, brown or blue.
 Shoes:
o All-black shoes must be worn at all times (even for physical
education); all-black gym shoes may be worn daily
o Scholars may wear winter boots when needed. Then, scholars
must change into their black shoes for class
 LHA gym T-Shirt with the school logo must be tucked into their
bottoms at all times.
 Wear navy blue sweatpants
 Wear all black sneakers
 Wear black, white, or navy socks
 Wear a white, gray, or navy long sleeve shirt underneath their LHA Tshirt on PE days (only)
 Wear the PE Uniform in order to participate in PE
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Other
 Jeans, athletic pants, fatigues, cargo pants, excessively baggy, torn, or stonewashed pants
are not acceptable. Denim material is not acceptable
 Purses are not to be brought to school
 Cell phone use is not allowed during the school day
 Scholars are permitted to bring backpacks for their school supplies. Backpacks are kept in
the classroom or the scholar’s designated locker/storage area. Scholars will have access
to their backpack at the teacher’s discretion
 Scholars needing personal hygiene items throughout the school day may check those
supplies in with the school wellness center or office for safekeeping
 Hats, scarves, bandanas, and head coverings may not be worn in the school building,
unless for religious or medical reasons and with prior approval of the principal. Any other
decorative hair accessories that the principal deems to be distracting may not be worn at
school
 Athletic caps, visors, athletic-style headbands, and sunglasses may not be worn on school
property
 For safety reasons, the only jewelry permitted will be simple stud earrings in lobes. No
scholar may wear earrings in any other visible body part (e.g., nose rings, eyebrow rings,
etc.). Necklaces may be worn under a shirt, only. Bangle or multiple bracelets, hoop
earrings or dangling earrings are not allowed
 Tattoos may not be visible
 Make-up and nail polish must be conservative (at the principal’s discretion)
 Open toe shoes are not allowed
 Any clothing or grooming that, in the principal’s judgment, may reasonably be expected
to cause disruption or interfere with normal school operations will not be allowed. The
decision of the principal will be final.
If scholars are not in uniform, the school may provide a temporary shirt, shoes, pants or skirt.
Failure to follow the dress code policy will have consequences determined by school
administration up to and including suspension and expulsion from school depending on the
severity/frequency of the offense(s). Non-conforming items, clothing, jewelry, etc. removed
from scholars may be held by the school. Parent/Guardian may be required, upon request of the
school or teacher, to retrieve scholar items that do not follow the dress code from the school
office. It is the scholar/parent/guardian’s responsibility to retrieve any items that were removed
from the scholar in violation of the Scholar Dress Code or other school policy. At the end of the
year, any remaining items that have not been claimed will be disposed of or donated.
SHINE
Lighthouse Academies believes the social curriculum is as important as the academic curriculum
and that there is a set of social skills and character traits that all children need in order to be
successful. These skills and traits are included in our SHINE character education program:
•
•
•
•
•

Self-Discipline
Humility
Intelligence
Nobility
Excellence
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These qualities are part of the school logo that is worn by all scholars and are reinforced
throughout the school year through the Responsive Classroom (RC) and Developmental Designs
for Middle School (DD) approach in tandem with the SHINE program. Lighthouse Academies
believes that it is the responsibility of the adults in the school and home community to help
develop these qualities, and others, in every child as they are essential traits for being a
responsible and productive citizen.
BEAMing
We expect scholars to practice effective listening, communication, and collaboration skills with
respect for others’ ideas and feelings. BEAM is the acronym we use to help scholars remember
to:
• Be attentive
• Engage in learning
• Ask and answer questions
• Move your eyes with the speaker
Be attentive: It’s important for scholars to practice self-discipline during the school day; this
includes knowing when to keep bodies and voices quiet and hands to oneself. Being attentive
requires scholars to pay careful attention to people and places and look for cues regarding
acceptable behavior. We will model for scholars the appropriate ways to be attentive to ensure a
productive work day for all.
Engage in learning: Scholars actively participate in the classroom community. They sit tall in
their seats with their materials organized. They listen and follow directions, try hard and resist
distractions while completing tasks.
Ask and Answer Questions: Scholars are naturally curious and make connections. They
respectfully speak and listen to the teacher and to each other. They ask questions when they do
not understand a concept and/or need help with work. They speak to the teacher and their
classmates using standard English and standard enunciation. They use appropriate language and
volume.
Move Your Eyes with the Speaker: How do scholars do this? They listen by always looking
attentively at the speaker who is speaking or performing. If the speaker moves around the room,
the scholars continue to keep their eyes on the speaker, turning their body if necessary.
Morning Meeting
Every Lighthouse Academies classroom starts every day with a Morning Meeting. This meeting
sets the tone for the respectful learning and interactions which are demonstrated throughout the
day. Each day all staff and scholars recite the Pledge of Allegiance and the Lighthouse
Academies Honor Pledge following the Morning Meeting.
Pledges and Affirmation
The affirmation and honor pledge help scholars to develop a positive self-concept that includes
positive self-identification with learning. The affirmation is a part of the daily routine at the
school. Each day all staff and scholars stand to recite the honor pledge and daily affirmation at
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the Morning Meeting. Teachers and administrators will introduce the pledge and affirmation to
parents/guardians during home visits and review these on parent/guardian nights.
Parents/Guardians are encouraged to say the affirmation with their scholars at home.
Pledge of Allegiance
I Pledge Allegiance to the flag of the United States of America
and to the Republic for which it stands,
one Nation under God,
indivisible, with liberty and justice for all.
Lighthouse Academies Honor Pledge
I am an honorable person.
I will tell the truth at all times.
I will do my own work to the best of my ability.
I will respect others and myself at all times.
Lighthouse Academies Daily Affirmation
I am a bright shining star with my own special light.
I can do anything because I believe I can.
I know more today than I did yesterday.
I am thankful for this opportunity.
The Shining Star Award
Scholars who earn the shining star award have demonstrated the Lighthouse
Academies Core Virtues – Self Discipline, Humility, Intelligence, Nobility, and
Excellence (SHINE). These core values are displayed on the emblem scholars
wear on their uniforms and on posters in the school. The Shining Star award
recognizes scholars who have made choices that allowed them to be effective
members of the school community. Shining star awards will be announced to the
school family during the town hall meeting, and scholars will be presented with a
Shining Star Award certificate.
Adult Role Models
The school requires that all staff, scholars, and families treat each other with civility at all times.
We must always model respectful behavior and appropriate citizenship skills for our scholars. If
a parent, guardian, volunteer, or any other adult treats a scholar or staff member in an abusive or
inappropriate manner, (including, without limitation, the use of foul language, threats, or
elevated angry tones) they may receive notification from the school that they are no longer
allowed to come to the school or be present on the school campus. If needed, the school may take
immediate legal steps to ensure that the adult is permanently removed from the school’s campus.
Similar steps will be taken if there are repeated uncivil incidents in communications with the
school staff, whether such communications are in person, on the telephone, or by other means.
The school will, of course, continue to serve the scholar’s educational needs and will continue to
treat him/her with the same fairness and due process with which we conduct all of our affairs.
Code of Conduct
There are four overarching principles/rules in Lighthouse Academies schools. These are:
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•
•
•
•

Work hard. Get smart.
Respect ourselves and each other.
Take care of our classroom and materials.
Maintain a safe environment for all persons.

At MetLCS we use the phrase "Rules and Logical Consequences" (RLC) to encompass both
proactive and reactive disciplines, both of which are necessary to develop the habits of heart and
mind. Rules are the proactive guidelines that are set up in the school to help the scholars and the
teacher achieve the goals for the school year. These rules are always stated in the positive.
Teachers work with scholars in the beginning of the year to develop classroom rules and ensure
that the class will have an environment conducive to achieving classroom and school goals.
Some behavior is simply unacceptable in our school. In addition to the RLC principles/rules
described above, scholars are expected to avoid all prohibitive and illegal behaviors.
Scholars are prohibited from engaging in behavior that will endanger or threaten to endanger the
safety of others or oneself that will damage property or that will impede the orderly conduct of
the school program. The following behaviors are violations of the code whenever they occur on
school grounds, on school buses, during school-sponsored field trips, in connection with schoolrelated events and activities wherever held, when directed against scholars en route to or from
school, or when done with intent to disrupt or impede the orderly conduct of any school activity.
Scholars who violate this code will be disciplined whether the violation is directed against the
school staff, scholars or any other persons. These offenses fall into two categories: Prohibited
Behavior and Illegal Behavior.
Prohibited Behavior includes, but is not limited to, insubordination, the refusal to
respond to or carry out reasonable and lawful directions of teachers and others; verbal
abuse, such as name-calling, racial or ethnic slurs, or derogatory statements. Other
infractions, such as lying or hitting, as well as pushing (even if accidental) are prohibited
behaviors. Scholars engaging in prohibited behavior will incur in-school suspension
and/or other loss of privileges. Repeated acts of prohibited behavior may result in an outof-school suspension or expulsion. Scholars will not be admitted back into the school
until the parents/guardians meet with the principal.
Illegal behavior is any illegal act prohibited by state, federal or local statutes. This
includes, but is not limited to, acts of violence, intentionally causing any type of harm to
another, possession of weapons drugs or alcohol, theft, and activating the school’s fire
alarm system in the absence of an emergency. Scholars engaging in illegal behavior will
automatically receive an out-of-school suspension of up to ten days and may be expelled.
Suspended scholars will not be admitted back into the school until the parents/guardians
meet with the principal.
Zero-tolerance behaviors are listed below. Zero-tolerance behaviors may result in an in-school
or out-of- school suspension or in the case of possession of a firearm or drugs an out-of-school
suspension with a recommendation for expulsion:
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•
•
•
•
•
•
•
•
•
•

Physical touching of another person with the intent to cause injury
Posing a physical threat to oneself or others (e.g., banging head, making a threat)
Sexually inappropriate touching of another person
Verbal harassment of a teacher (e.g., cursing, name-calling, or mocking)
Tantrum at a volume that inhibits the flow of the class
Use of profanity
Destruction of school property
Theft
Possession of weapon, drugs or alcohol
Refusal to stay within the teacher’s sight

Behavior Tiers and Their Consequences For All Grades
The MetLCS Way
Good behavior is as important as academic achievement in preparing for college. Many smart
people never make it to college because they haven’t learned how to behave like college
scholars. Our job as parents/guardians and teachers is to teach scholars how to behave just as we
teach them how to read and do math. To teach scholars how to behave, we need to work
together!
The most powerful tool we have to change scholars’ behavior is our own behavior. We want our
scholars to treat their classmates, teachers, parents/guardians, and environment with respect. So
we will be models of respect at all times. When families and school staff interact, we must all
maintain that respect. We will not raise our voices, use profanity or insult one another. And we
will be especially careful to model respect in public areas of the school.
At MetLCS, we believe that consequences should be logical and appropriate to the age of the
scholar and the situation. For example, a scholar who tears a bulletin board will be asked to
repair it. Likewise, a scholar who makes fun of a classmate will be asked to fix that relationship
by apologizing and showing kindness to the classmate in concrete ways. This system keeps the
school calm and safe for all of us, and it takes your help to make it happen.
Parents/Guardians are our partners when it comes to implementing consequences to change
scholars’ behaviors. Parents/Guardians should expect to receive calls and attend meetings with
teachers and administrators when scholars have misbehaved. The purpose of these calls will be
to solve problems together and to make sure that consequences given at school and at home are
consistent. You may not always agree with us about the appropriate consequence. But it is
important that your scholar never hears parents/guardians, teachers, or school leaders disagree
about discipline!
There are rare occasions when suspensions may be necessary to safeguard the learning
environment for all scholars and staff. Suspensions are learning opportunities. The goal is for
the child to own up to his or her mistakes and spend time away from the community to make
sure that she/he never makes those mistakes again.
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The principal reserves the right to respond appropriately to misbehavior. Many
parents/guardians chose this school for their scholars because it is a safe and orderly place for all
scholars, so let’s work together to keep it that way. Below is a guideline the principal will
consider in deciding consequences. For kindergarteners and/or scholars with special needs,
consequences will be adapted appropriately and in accordance with the law.
Interim Alternative Educational Setting
As per the Individuals with Disabilities Education Act, an interim alternative educational setting
may be provided for scholars with disabilities who are suspended from MetLCS for engaging in
a prohibited behavior for not more than 10 days.
An interim alternative educational setting may also be provided if a scholar is suspended from
the MetLCS for one of the following reasons:
• Possession of illegal drugs or weapons
• Use of illegal drugs
• Sale or solicitation of illegal drugs on school property or at a school function; or
• Infliction of serious bodily injury on another person
If an interim alternative educational setting is deemed appropriate in the above instances, the
following guidelines will be adhered to:
• The alternative education setting will be determined by the IEP team and should enable
the scholar to continue to progress in the general education curriculum while still
receiving services and/or modifications described in his/her IEP such that the scholar is
able to meet the goals of the IEP. The scholar should also receive services and
modifications designed to address the behaviors of concern (i.e., the behaviors that led to
the suspension and IAES placement)
• The scholar may be placed in an alternative educational setting for a period of no more
than 45 calendar days
•

An additional provision allows a school to seek to remove a scholar for up to 45 school
days if the school believes that returning the scholar to the same educational placement is
substantially likely to result in injury to the scholar or other scholars. The school must do
this by making a request to a hearing officer, who, among other requirements, is not
employed by the state education agency or local school district involved in educating the
child; has specialized knowledge and skills related to IDEA; and has no interests that
conflict with his/her objectivity in the hearing process

For removals to an interim alternative educational setting for more than 10 but fewer than 45
days for incidents involving drugs, weapons or serious bodily injury, all of the following must
occur:
•
•
•

On the day on which the decision is made to remove the scholar because of violations
involving weapons, drugs or serious bodily injury, the parents/guardians shall be notified
of the decision and of all procedural safeguards
A Manifestation Determination Review must be conducted.
The IEP Team must develop or review, as appropriate, a behavior intervention plan.
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•

•
•

•

Programs and services and the interim alternative educational setting are determined by
the IEP Team. The IEP Team must determine what programs/services or modifications
are needed to maintain progress in the general curriculum, progress toward IEP goals,
and to help prevent recurrence of the behavior subject to discipline
If the behavior subject to discipline is not a manifestation of the disability, the relevant
disciplinary procedures applicable to scholars without disabilities may be applied to the
scholar with a disability, except for continued services described in the above bullet point
If the IEP Team determines that the behavior subject to discipline is a manifestation of
the disability, the removal (up to 45 calendar days) may be completed. The IEP Team
must take immediate steps to remedy any deficiencies in the IEP or placement found
during the Manifestation Determination Review. Programs and services must be provided
to the scholar as in bullet point 4, above
If the parent/guardian requests a hearing to challenge the interim alternative educational
setting and/or the manifestation determination, the scholar shall remain in the interim
alternative educational setting for up to 45 calendar days as assigned

Due Process
 Consideration of Factors: The principal will consider all relevant factors prior to deciding
on an appropriate disciplinary action to ensure due process for each scholar. These factors
include, but are not limited to, the following factors:









Age, health, maturity, and academic placement of scholar
Prior conduct
Attitude of scholar
Cooperation of parent/guardian
Willingness of scholar to make restitution
Severity of offense
Willingness of scholar and parent/guardian to enroll in a scholar/family assistance
program

Right to Hearing: Scholars who may be suspended or expelled will be informed of the
violation of school policy/the code and given the opportunity for a hearing with the
principal. A scholar or parents/guardians may appeal the decision of the principal to the
Board of Directors/Trustees through a written appeal addressed to the Board, c/o of
MetLCS.
In the event of an expulsion or an appeal of an expulsion, a hearing will be held before the
school’s Board of Directors/Trustees. The scholar’s parents/guardians will receive the notice,
in the primary language of the household, of the violation, the discipline procedure and
process to be followed by MetLCS. The parents/guardians will have the right to attend any
disciplinary hearing. At the hearing, the scholar shall have the right to be represented by
counsel or other adult representative, question witnesses, and present evidence. The formal
rules of evidence will not apply.



Provision of Work: Classroom teachers will be responsible for providing work for
suspended scholars. It is the parent/guardian’s responsibility to pick the work up at school or
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arrange for it to be sent home. If supervision or tutoring is legally required, the principal or
designee will hire personnel from a list of qualified substitutes.
Scholars with Disabilities
In addition, a scholar with disabilities will have his/her Individual Education Plan and Behavior
Modification Plan reviewed as may be required. Those scholars removed for a period of fewer
than ten 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 receive instruction on site for an hour per day as described above. Scholars
will make up assignments or tests missed as a result of such suspension. MetLCS also will
provide additional alternative instruction with reasonable promptness and by appropriate means
to assist the scholar, so that the scholar is given full opportunity to complete assignments and
master curriculum, including additional instructions, phone assistance, computer instruction
and/or home visits and one-on-one tutoring.
If a scholar with a disability is suspended for more than 10 days during the school year, the
school will provide the scholar the education services necessary to enable the scholar to progress
in the general education curriculum and appropriately advance towards achieving his or her IEP
goals, including the provision of a tutor if required.
Scholar Telephone/Cell Phone Use
The school’s phone system allows parents/guardians to contact our staff directly by using the
voicemail system. Telephone extensions do not go directly into the classrooms in order to assist
in preserving a quality learning environment. Scholars are not allowed to use any telephones
except in the case of an emergency.
If a scholar must have a cell phone to communicate with his/her parent/guardian before or after
school, the parent/guardian may make a written request to the Principal explaining why it is
necessary. If the Principal approves the request, the scholar may bring a cell phone to school.
However, cell phones and other electronic devices must be given to the scholar’s homeroom
teacher upon arrival at school. It is the scholar’s responsibility to give the teacher his/her cell
phone. It is also the scholar’s responsibility to ask for the phone before departing at the end of
the day. Scholar cell phones must be powered off during the entire school day. Scholars may
neither receive nor make calls on a cell phone during school hours. Text messaging is strictly
prohibited during school hours or at any time on school grounds. Violation of this policy will
result in the confiscation of the electronic device and discipline, up to and including suspension
and expulsion. The school is not responsible for the loss, theft or damage to any device, even
one which has been confiscated. Any confiscated devices must be claimed by the
parent/guardian of the scholar on the last day of school by meeting with the school Principal by
Family Fun Day to receive the device back.
Smoke and Tobacco Free Campus
The school and its campus are smoke free. No individuals, including staff, are to be using any
type of tobacco products on the campus at any time, inside or outside.
Suspicion of Child Abuse and/or Neglect
Educational staff is required to comply with state mandatory reporting laws that apply to
suspected neglect and/or abuse. School staff who know or have reasonable cause to suspect that a
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child has been subjected to abuse or neglect, or who observe the child being subjected to
conditions or circumstances which would reasonably result in abuse or neglect, will immediately
report, or cause a report to be made, to the appropriate state or local child welfare agency.
Neglect includes “educational neglect” where a parent/guardian does not provide the scholar
with an education by failing to ensure the scholar’s attendance at school.
Toys
Unless requested by a teacher for a special occasion, celebration, show and tell, etc., toys, and
scholar personal items are not to be brought on the bus or to school. This includes but is not
limited to PSPs, Nintendo DSs, Gameboys, other handheld video games, iPods or other MP3
players, compact disc players, trading cards, recess outdoor equipment, etc. Should a scholar
choose to bring such items on the bus or to school, they risk the probability of the item being
confiscated and held until the parent/guardian picks the item up from school. The school has no
responsibility or liability for any personal items that are brought on the bus or to school and are
lost, broken or stolen. Violations of this rule can result in discipline, up to and including
suspension or expulsion.
Birthdays, Holidays, and Special Events
All Lighthouse Academies will highlight the contributions of various cultures throughout the
year, i.e. Black History Month, Hispanic Heritage Month. Several holidays throughout the year
which have a religious and a secular basis may be observed in our schools if the historical and
contemporary values and the origin of the religious holidays are explained in an unbiased and
objective manner without sectarian indoctrination. Music, art, literature and drama having
religious themes or bases are permitted as part of the curriculum for school-sponsored activities
and programs if presented in a prudent and objective manner and as a traditional part of the
cultural and religious heritage of the particular holiday. The use of religious symbols such as a
cross, menorah, crescent, Star of David, crèche, symbols of Native American religions or other
symbols that are a part of a religious holiday is permitted as a teaching aid or resource, provided
such symbols are temporary in nature. Among these holidays are: Christmas; Kwanza; Easter;
Passover; Ramadan; Hanukkah; St. Valentine’s Day; St. Patrick’s Day; Thanksgiving; and
Halloween.
Birthday recognition for scholars and other special events or celebrations within the classroom
are held only at a prescribed time no more than once a month. Families who wish to provide
refreshments for a birthday celebration should contact the school to find an appropriate time to
do so. Food brought in for celebrations must comply with the Lighthouse Academies wellness
policy and with the prior approval of the classroom teacher. Food brought from home should be
pre-packaged in order to insure scholar safety and conform to the school’s Healthy Snack
guidelines.
Non-solicitation Policy
To avoid disruption in the school day, MetLCS has adopted a Non-solicitation Policy (the
“Non-solicitation policy”). For purposes of the Non-solicitation Policy, “Solicitation” (or
“Soliciting”) shall include, canvassing, soliciting or seeking to obtain membership in or support
for any organization, requesting contributions, and posting or distributing handbills, pamphlets,
petitions, and the like of any kind (“Materials”) on school property or using school resources
(including without limitation bulletin boards, computers, mail, e-mail and telecommunication
systems, photocopiers and telephone lists and databases). “Commercial Solicitation” means
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peddling or otherwise selling, purchasing or offering goods and services for sale or purchase,
distributing advertising materials, circulars or product samples, or engaging in any other conduct
relating to any outside business interests or for profit or personal economic benefit on school
property or school resources. Solicitation and Commercial Solicitation performed through verbal,
written, or electronic means are covered by the Non-solicitation Policy.
Items to be distributed or offered for sale, which contain school and Lighthouse Academies
trademarks, names (including building names) or design elements (T-shirts, posters, etc.), must
be approved by Lighthouse Academies, Inc.
HEALTH AND SAFETY
Scholars’ health and safety are the School’s foremost responsibility. The following information
describes the precautions taken to protect the well being of all scholars. If your scholar has any
specific health, safety or security needs, please inform the principal in writing so that appropriate
accommodations can be made. Medical documentation may be required to accommodate a health
issue.
Food Service
MetLCS offers a breakfast and hot lunch service. Scholars who eat breakfast at school should
report to their classroom upon arrival, but no later than 7:45 A.M.
Some scholars may be eligible to receive meals at no charge or at a reduced charge. To
determine a scholar’s eligibility for free or reduced priced the parent/guardian must submit a
complete application that qualifies the scholar for the program under federal guidelines.
At the beginning of the school year, an application will be sent home with your scholar.
Applications will be processed as they are returned to the school. Scholars whose families have
not submitted a completed application and who have not been directly certified will be billed as
full-pay scholars. Families will be invoiced in accordance with the school’s policy. Failure to
pay within the school’s policy may result in denial of services or the scholar may be served an
alternative lunch. We ask that all families cooperate in making sure applications and any
necessary payments are received so every scholar can get a proper meal on all days. Payment for
school lunch should be made promptly each month by submitting cash or money order to the
Business Manager, Mr. Jose Obregon in a sealed envelope marked clearly with the scholar’s
name, grade and teacher. Receipts are available upon payment.
Scholars are also welcome to bring lunch to school that meets the school’s wellness policy.
Absolutely no candy, gum, chips, or soda pop are allowed in the lunchroom/school since we are
part of the Federal Lunch Program and promote healthy eating. Please do not send
these types of items in your scholar’s lunch. Please do not send any glass bottles or
containers in a scholar’s lunch. Repeated non-compliance with the wellness policy
will result in the school disposing of a scholar’s unapproved snacks/drinks. Please
see Appendix A for a list of suggested healthy snacks and beverages.
In accordance with Federal Law and U.S. Department of Agriculture policy, this institution is
prohibited from discriminating on the basis of race, color, national origin, sex, age, or disability.
To file a complaint of discrimination, write USDA, Director, Office of Adjudication, 1400
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Independence Avenue, SW, Washington, D.C. 20250-9410 or call toll free (866) 632-9992
(Voice). Individuals who are hearing impaired 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.
Parent and Guardian Contact Information
In the beginning of the school year, parents will receive a contact scholar card to update for
current contact information. During our Quarter 2 Parent Teacher Conference that will be held
on February 4th and 5th, we will issue another contact scholar card for any updated information
such as change of address and telephone number. It is important that MetLCS keep in contact
information up to date in case of emergency and mailing of information to the homes.
Healthy Snacks
Proper nutrition is essential for your scholar’s health and well-being. We ask that you provide
your scholar with healthy snacks that are low in sugar and sodium. Scholars who consume less
sugar and sodium are more alert and focused and thus better prepared to learn. See Appendix A.
Illnesses
Scholars may not come to school if they have any type of illness that is contagious. Examples
range from “pink eye” to the flu. This is to protect other scholars and school staff from getting
sick and then also having to miss school. For the safety and well-being of your child and the
school community, if your child becomes ill while at school, and the school advises that he/she
needs medical attention, he/she must be picked up within one hour by you or your emergency
contact. Scholars will be sent home if they are ill; and must be picked up within one hour of the
parent/guardian being notified.
Emergency Drills and School Evacuations
There will be regular fire, tornado and other emergency/evacuation drills at the school
throughout the school year. Please reinforce with your scholar the importance of following staff
directions during these drills.
Electronic Surveillance
In circumstances where it is deemed necessary to further protect the health, welfare, and safety
of scholars, staff, and visitors, and to protect school and scholar property beyond protection
provided through other less invasive alternatives, the school may use video/electronic
surveillance systems in the school, on all school property, and in all transportation and other
vehicles owned, operated, contracted or used by the school.
Locker Searches
Scholars may be assigned lockers or other areas for storing and securing their books, school
supplies and personal effects. Lockers, desks and storage areas are the property of the MetLCS.
No right, nor expectation of privacy, exists for any scholar as to the use of any locker issued or
assigned to a scholar by the school. No lock of any type may be used on a locker without the
School’s approval. Any lock that is attached without school approval will be removed.
No scholar may use a locker, desk or storage area as a depository for any substance or object
which is prohibited by law or school rules or which poses a threat to the health, safety or welfare
of the occupants of the school building or the building itself.
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Any scholar desk or other storage area shall be subject to search, with or without the scholar
being present, if reasonable grounds exist to suspect that the search will yield evidence of the
scholar's violation of the law or school rules.
All scholar lockers may be searched at any time without prior notice and without reasonable
suspicion that the search will yield evidence of any particular scholar's violation of the law or
school rules. If the school official conducting such a search develops a reasonable suspicion that
any container inside the locker, including but not limited to a purse, backpack, gym bag or an
article of clothing, contains evidence of a scholar's violation of the law or school rules, the
container may be searched according to board policy governing personal searches.
Personal Searches
The School recognizes scholars have the right to be free from unreasonable searches and
seizures. Balanced against this right is the school’s official responsibility to create and maintain a
safe school environment. Members of the school leadership team or individuals acting on their
behalf may search individual scholars and their property (including locker and vehicle on school
property) when they have reasonable grounds or reasonable suspicion to believe that the search
will uncover evidence that the scholar is violating the law or policies of the school.
Immunization Requirements
State law requires that each scholar entering school have a certificate of immunization at the time
of registration or any documentation required by your state or local government. All scholars
must have all immunizations and vaccinations required by law. Scholars may lose their place at
the school if written proof of all required immunizations is not provided on time. Please contact
school nurse for more information regarding this requirement.
Vaccination Variances
MetLCS will comply with the Public Health Law concerning any exceptions
to the vaccination rule. Vaccination variance requests must be made in writing,
indicating the reason for the vaccination variance request.
Medication
The school must be informed of any prescription medication that a scholar is required to take at
school. To dispense prescription medication to scholars, the school must receive a written order
from the scholar’s doctor and a AMF form signed by the scholar’s parents/guardians. Scholars
may not bring their own medicine to school and may not keep their own medicine in their
backpack, classroom or elsewhere. This includes over-the-counter medication. A AMF form may
be obtained from the school nurse to be used with any type of medicine.
Physicals
Scholars must have a physical by a qualified physician at the age designated by state regulations.
The school will advise you of specific requirements that scholars must meet before entering
school.
Field Trips
Field trips may be planned during the school year. Parents/guardians will receive advance notice
of all such trips. A permission slip must be signed by the scholar’s parents/guardians in order for
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the scholar to participate in a field trip. Scholars without signed permission slips will remain at
the school in another class. Scholars who have “lost privileges” due to misbehavior, incomplete
work, outstanding debt, or other non-compliance reasons may not be invited to attend a field trip
and instead will participate in learning at school.
Bus Transportation
The purpose of school transportation is to provide safe, comfortable and economical
transportation for those pupils who live beyond the walking distance established by the
Lighthouse Academies, Inc., or a Lighthouse school. Ridership is a privilege. Buses will not
operate over roads that are not properly maintained, on private lanes leading from residences to
the highway, or on roads where adequate bus turnarounds are not provided. The rules governing
scholar behavior apply to all transportation provided by the school.


Any scholar authorized to ride a bus under this policy may embark or disembark at a bus
stop other than his/her own as follows:
 The bus stop is located on an established route traveled by a Lighthouse school bus
 The scholar's parent/guardian submits a request for a change in writing to the building
principal at least 48 hours in advance. In a case of an emergency, the principal may
waive this requirement
 There is room on the bus to accommodate this change

A scholar who is not in attendance at school on a school day is not entitled to ride home on the
school bus in the afternoon.
Scholar who are detained after school for disciplinary reasons and who are entitled to ride the
school bus shall be notified in advance in accordance with the provisions outlined in the
appropriate Scholar – Family Handbook.
There will be no standees allowed on any school bus at any time.
Scholar Expectations When Meeting and Boarding the Bus:



Scholars must:
 Be at their bus stop at least five minutes before the regular pickup time
 Not stand on the traveled portion of the roadway while waiting for the bus
 Not engage in play or other activities that will endanger themselves or others at the
stop while waiting beside the road
 Not run alongside a moving bus, but wait until the bus has come to a complete stop
then walk to the front door board the bus in an orderly fashion
 Report immediately to the driver any illness or injury sustained on or around the bus
 Parents or their designee are requested to accompany their young children to and
from the bus stop

Conduct on the Bus - The bus driver is the authority on the bus; obey the bus driver and be
courteous to him or her and to fellow students. The driver may assign seats.


Scholar must:
 Go directly to a seat and remain seated while bus is in motion
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Not mar or deface bus. Willful or careless damage must be paid for by the student
performing the act or his/her parent
Not use profanity or indecent language
Not extend arms, legs, or head out of the bus
Not tamper with the emergency door
Not fight, slap, scuffle, and keep hands and feet to selves at all times
Not wave or shout at pedestrians or passengers in other vehicles
Not throw objects about the bus or from a window or throw objects at the bus from
the outside
Not carry on the bus oversized objects that would block the aisle, cause loss of
passenger seat space, obstruct the driver's view, or create a safety hazard. Objects will
be permitted only if they can be held in the student's lap
Not throw paper or litter on the floor
Refrain from drinking or eating
Not engage in unnecessarily loud talking or laughter
Not operate portable radios, or audio equipment
Not sit on textbooks or other objects
Not have any unsafe objects (water pistols, animals, reptiles, insects, matches, knives,
firearms, etc.) in their possession. The bus driver has the right to refuse transportation
to any such student

Scholar may be suspended from the bus and may lose the privilege of riding the bus for the
remainder of the school year.


Scholar Expectations When Leaving the Bus – Scholars must
 Remain seated until bus comes to a full stop
 Children in grades Kindergarten through 2 may not leave the bus unless an authorized
adult is present at the bus stop to meet them. Parents may give a list of people to the
school who are so authorized
 Leave bus in an orderly manner so that pupils in the front seats disembark first
 Leave bus stop area when safety permits as soon as discharged from bus, and not
loiter around bus or at the stop
 Take 10 steps away from the bus when getting off
 Always cross at least ten feet in front of the bus and wait for the driver to signal to
cross. A student needing to cross a road shall do so before the bus pulls away to
ensure traffic is stopped while the student crosses
 If anything is dropped outside the bus leave it. You must get permission from the
driver before picking it up

Parents will be responsible for the transportation for any scholars who have lost school bus
transportation privileges.
At no time are parents or any other individuals beyond the transportation vendor
personnel, school personnel, and scholars permitted to board the bus without written
permission from the school Principal. Parents should at all times show courtesy to the bus
drivers.
If a scholar misbehaves on a school bus, the scholar may lose bus privileges, effective
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immediately. The school will then call the parent/guardian who must come to school to pick up
the scholar.
In the event that there is no one at the bus stop to meet the scholar, the bus may return the scholar
to the school. The company will attempt to contact the parent/guardian or other designated
person to pick up the scholar. If the scholar is not picked up within a reasonable amount of time,
the scholar will be brought by a police officer or the bus driver to the local police station. In
addition, if the scholar is not picked up in a timely manner, ACS will be called. For liability
reasons, no scholar will be transported home by a staff member.
Scholar Records
Every scholar is required to complete and submit enrollment forms as part of the registration
process. For assistance in completing these forms call the Ms. Katherine Prieto, Office Manager.
Copies of all scholar records will be maintained on-site at the school. Parents/guardians may
request a copy of their scholar’s records at any time by completing the required form available
from the school office. Parents/guardians should also obtain a copy of their scholar’s records
from all previous schools attended and forward these records to our school. If parents/guardians
do not have such records, MetLCS will request that a release form be signed so that the school
may request past records directly from other schools the scholar attended. The parent/guardian
must allow for the transfer of records before the scholar may be enrolled in our school.
Virtually all information pertaining to scholar performance, including grades, test results, and
disciplinary records, is considered part of the scholar’s confidential educational records. Release
is restricted to:







The parents/guardians—whether married, separated, or divorced—unless parental rights
have been legally terminated and the school is given a copy of the court order terminating
these rights. Federal law requires that, as soon as the scholar becomes eligible (generally
at age 18), control of the records goes to the scholar. However, the parents/guardians may
continue to have access to the records if the scholar is a dependent for tax purposes
Staff members who have a “legitimate educational interest” in a scholar’s records. Such
persons would include the principal, school staff members working directly with the
scholar (such as teachers, counselors, and diagnosticians), or an agent of the school
working directly with the scholar (such as a medical consultant)
Various governmental agencies or in response to a subpoena or court order
A school to which a scholar transfers or in which he or she subsequently enrolls

Release to any other person or agency, such as a prospective employer, or for a scholarship
application, will occur only with the parents/guardians’ permission.
Unless notified otherwise, Directory Data, (i.e., a scholar's name, address, telephone number,
photograph, date and place of birth, honors and awards, participation in extra curricular
activities, including school athletics, current grade level, and dates of attendance) may be
released without seeking prior permission from the scholar/parent/guardian. Each academic year,
families will be notified of their right to refuse release of their scholar’s Directory Data
information. Please contact the school office if you would like your scholar’s directory
information to remain confidential.
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Photographs or videos of scholars may be used by the school or by Lighthouse Academies
for publicity and marketing purposes. Please complete the attached Scholar Records and
Information form and return it to the school office. If you completed such a form in the
past, you must resubmit it this year. By enrolling your scholar in the school, you agree that
photographs, videos and copies of their schoolwork may be used as displays in a Lighthouse
Charter school or for marketing or publicity purposes.
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APPENDICES
Appendix A: List of Suggested Healthy Snacks and Drinks
Healthy Beverages and Snacks
Beverages
Milk: 1% and fat-free
Soy Milk: Not flavored
Juice drinks that are all natural *No sugar added, No other additives
Martinelli's Sparkling Cider
Fruit flavored water with no additives
Sparkling Water
Tomato Juice -all natural *No sugar added, No other additives
Water
Snacks
Applesauce: Natural, Original
Animal crackers
Baked white corn tortilla chips
Baked cheese crackers
Cereal bars
Cliff Bar
Chewy Trail Mix Bars: Fruit and Nut
Envirokidz Crispy Rice Bar: Chocolate, Peanut Butter, Rice Berry
Frunola Energy Bars
Fruit Leathers: All natural
Fruit Bowls
Fresh Fruit
Fresh Vegetables
Granola bars
Graham crackers
Luna Bars: Peanut Butter and Jelly, Sesame Raisin Crunch
Multigrain bars
Non-Fat Yogurt
Nuts
Oyster crackers
Pita Chips
Pretzels: no added flavors
Popcorn
Raisins
Rice cakes
Saltine crackers
Trail Mix
Adapted from list of beverages approved for sale within the Los Angeles Unified Schools District
and list of snacks that meet the standards set by California's SB19. Both lists are available at:
<www.nojunkfood.org>.
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Appendix B: Positive behavior management and discipline system
The following chart includes additions to the Lighthouse Academies code of conduct as well as
specifics about Initials’ positive behavior management and discipline system.
School Wide Management System
School Wide Rules
•
We do whatever it takes.
•
We are positive and optimistic.
•
We believe good work comes from hard work and hard work pays off.
•
We sweat the small stuff.
•
We are both caring and urgent.
•
We take care of every aspect of our school.
Scholar Dollar System
MetLCS has a Scholar Dollar system to provide scholars, families, and teachers with a frequent,
comprehensive report of scholar performance. A scholar’s weekly paycheck total is impacted by
his/her fulfillment of behavioral and academic expectations. In order to ensure that this is
accurate and effective for scholars, teachers are responsible for ensuring that all information is
logged in Kickboard daily. Teachers are encouraged to give this responsibility to Upper
Academy scholars who have earned it, who will input credits and deductions during breakfast,
lunch, recess and/or dismissal.
Every teacher at MetLCS is responsible for teaching and reinforcing this school-wide
management system, which will foster the healthy development of each scholar under the
Lighthouse Academies model, encourage a strong community of learning within the classroom,
and provide adequate opportunities for scholars to correct their behavior before being removed
from the classroom.
At the beginning of the first day of every month, a scholar’s earnings start at 0 Scholar Dollars.
When an expectation is not met, a deduction will be taken from the scholar. If a scholar exceeds
expectations, a certain number of credits will be awarded to the scholar, based on the quality of
their action. The specific areas for credits and deductions, as well as the values assigned to each
area, are outlined below.
The consequence system will be implemented for all scholars:
•
While the scholar is on school grounds or school-related transportation
•
During school-sponsored activities and trips
•
During all other school-related events
•
Off school grounds, that results in substantial disruption/damage to the learning
environment, the school’s reputation in the neighborhood or the physical/emotional wellbeing of
a member of the school community.
On the last Friday (or last school day) of the month there will be a monthly Scholar Dollar
Celebration. All scholars with a monthly scholar dollar balance for the month of $60.00 or above
will be able to attend. Scholar Dollar Celebrations will be held for the last hour of the day.
Monthly balances will reset at the beginning of every month. For the sake of clarity and
transparency, scholars should be aware of what it will take to be on track to attend this
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celebration: If scholars average a net total of +3 per day, or +15 per week, they will be on track
to attend the Scholar Dollar Celebration at the end of the month.
At the end of the year, there will be a Scholar Dollar Trip held to honor scholars who have
consistently met and exceeded expectations, as indicated by maintaining a yearly average of
$60.00 or higher. These scholars will attend a special, grade-level specific trip.
•
For K-3: Scholars will attend a trip to either Sesame Place, Dorney Park or Hershey
Park.
•
For 4-6: Scholars will attend a special overnight trip (TBD).
For further positive recognition of scholars, each classroom will have a display board outside
their door, which must include, but is not limited to:
•
The Scholar of the Week
•
A top-5 leaderboard every week (resets every week)
•
A graph showing scholar progress throughout the year
Scholar Dollar System User’s Guide
The purpose of this section is to provide all members of the MetLCS team with a detailed
description of each credit and deduction in our Scholar Dollar system. Throughout the year, it
should be reviewed as a touchstone and norming tool. While examples are provided for each
credit and deduction, the examples are by no means exhaustive, as unique situations will always
arise in a school setting; actions not described in this document may well warrant a credit or
deduction. The examples should serve to inform the teacher’s discretion in issuing a credit or
deduction.
Tracking Credits and Deductions
All classrooms will receive a clipboard. Teachers will replenish the tracking sheets weekly on
their clipboards. All staff will track credits and deductions throughout the day and record on the
weekly tracking sheet at the time of the behavior. Classroom teachers will hand off tracking
sheets to specials teachers at the beginning of every specials period. Upon the completion of
specials periods, specials teachers will return the tracking sheets to the classroom teachers.
Weekly tracking sheets will be entered into Kickboard weekly no later than Thursday at 11:30
p.m.
Credits
A credit accompanies positive recognition for a scholar action, but is always secondary to
recognizing the value of the action itself. For instance, when we praise a scholar for struggling
with and then solving a hard math problem, we recognize the value of hard work and its payoff,
and then award the credit.
In order to be effective, credits must be issued for authentic, unsolicited scholar actions. A credit
should never be offered in exchange for something and never given for basic compliance with
directions. It is easy to fall into the trap of issuing credits to scholars who are following
directions, especially when it seems like the majority of scholars are not. In such situations,
credits should not be used as a means of obtaining compliance, as this would lower our bar for
excellence.
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Credit Number/Name Description of behaviors warranting the credit.
1. Discussion – 5 point credit
• Building on the ideas of others in classroom discussions. Asking great questions. Showing
genuine excitement for subject material or school community activities.
•
In ELA, one scholar continuously references another scholar’s answer while making a
contribution to the class discussion.
•
A scholar makes a text-to-text connection while reading the story of the week
•
A scholar uses vocabulary words from the story when writing a summary of what was
read today.
•
In math, a scholar correctly names all 3-D shapes correctly when comparing them.
•
A scholar asks a rigorous question to another scholar during a class discussion.
•
A scholar asks a rigorous question to the teacher during a class discussion.
2. Engagement – 1 point credit
•
Scholar is showing deep investment/engagement in a task.
•
During independent writing, a scholar is showing deep focus.
•
A scholar gives a thoughtful written response to a question asked about Native
Americans in Social Studies.
•
During a turn-and-talk, a scholar actively engages their partner in a genuine discussion
about the related topic.
•
A scholar who rarely participates, volunteers to be the speaker for their group project in
math class.
•
A scholar silently gestures for another scholar to get back on task.
3. Initiative – 1 point credit
•
Doing something for the good of the community without being asked.
•
Demonstrating leadership for peers in school through words or actions.
•
A scholar makes a productive suggestion to the teacher or a classmate.
•
A scholar proactively volunteers to help a classmate who is struggling.
•
A scholar constructively takes charge during group work, keeping others on task.
•
A scholar helps another scholar do the right thing when an adult is not present.
•
A scholar volunteers to collect work for an absent teammate.
4. Perseverance
- 3 point credit
•
Not giving up on difficult assignments or class material.
•
A scholar sticks with a difficult reading passage, or returns to it, in order to answer a hard
author’s purpose question.
•
A scholar comes to you after school to work through their difficulties in understanding of
the food chain
•
After struggling to keep track of class handouts, you notice that a scholar has developed
and is using a system of organization that really works.
Deductions
Deductions exist so that our scholars know when they are not meeting expectations. We subtract
scholar dollars from the weekly check, serving as a deterrent for behaviors that are harmful to
our school environment and culture. Similar to credits, they provide quick, real-time feedback to
scholars about MetLCS’ values, expectations, and rules.
A deduction has a dual purpose; it simultaneously acts as an immediate consequence and a
warning to a scholar that his/her behavior is unacceptable. At MetLCS, we do not give warnings
before issuing a deduction. We make our expectations extremely clear early and often during the
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school year, and then we hold scholars accountable, every time. When we give warnings, we
unintentionally communicate to scholars that our expectations are flexible, which will inevitably
lower them.
In order for deductions to be effective, they must be issued consistently. Throughout the year, all
staff members will be given constant feedback about their expectations of children and their
issuing of credits and deductions. This process is essential to the effective functioning of our
scholar dollar system.
In order for deductions to be effective, they must also be issued with emotional constancy. A
deduction should never be issued in anger, or even in an irritated tone of voice. It should also not
be issued apologetically or meekly. By informing a scholar that they have earned the deduction
with a calm, emotionally constant tone, we maximize the likelihood that the scholar will focus on
the behavior that earned the deduction, rather than on the teacher’s reaction. Deductions and
credits are not personal – they simply as a mechanism to consistently hold our scholars to the
highest expectations.
Our scholars will make mistakes and fall short of our expectations. We believe that this is a
natural, and necessary, part of growth. If scholars never fell short, it would indicate that our
expectations are not high enough. A deduction is an essential feedback tool that loses meaning
when it strays from the language of our shared expectations. As staff members, it is our
responsibility to create a climate of emotional safety and growth. Our scholars need to know
when they have made a mistake, and that the adults in the building will help them take
responsibility for learning from and fixing their mistakes.
Each of the following deductions results in -1 from a scholar’s weekly scholar dollar check.
These deductions do not require removal from class immediately. If scholars have exceed their
multiple opportunities (see below), then the S.R.R. will be utilized. Each scholar is given
multiple opportunities to correct their behavior. In K - 6, scholars who receive five (5)
redirections consecutively will be sent to the S.R.R. For the purpose of this S.R.R. trigger
number, this total will “reset” after lunch and recess to in order to give scholars a chance to
redeem themselves and start the afternoon with a clean slate.
Deduction Number/Name
Description of behaviors warranting the deduction.
1. Talking
•
Calling out. Talking to classmates at inappropriate times. Talking back to a teacher after
a direction, correction, or deduction is given.
•
During a mini-lesson, when the expectation is BEAM, a scholar leans over and makes a
comment to a classmate.
•
During math guided practice, a scholar calls out a correct answer without be called on.
•
During a silent transition, two scholars in the middle of the line are whispering back and
forth to each other.
2. Directions
•
To be issued in any case in which a direction is not followed within a specified or
reasonable amount of time, in class, or anywhere in the school building, for any staff member.
This level one deduction primarily addresses minor inattentiveness or reluctance, NOT obvious
defiance.
•
Slow-walking, loitering, disruptive behavior on line.
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•
Scholars are instructed to begin independently reading the class novel at page 23. Thirty
seconds later, one scholar has not yet opened the book and is staring out the window.
•
During a science experiment, the teacher instructs class to not touch a piece of equipment
until all the information is given. A scholar is handling and examining the equipment despite the
instructions.
•
A scholar is lagging noticeably behind the rest of the class, and is not injured or walking
slowly for a medical reason.
•
A scholar steps off the line to look into a classroom while the class is transitioning.
3. Noise
•
Noises meant to distract teammates or elicit a response.
•
A scholar whistles during independent work.
•
The teacher is speaking and an obvious fart sound is made by a scholar.
•
A scholar is repeatedly tapping a pencil against her desk.
•
While the class is transitioning silently, a scholar is making obvious fake coughing
sounds.
•
A scholar is softly singing a song to himself while the class is working on math fact
practice
4. Focus
•
Not focused on work, occupied by something other than the assigned task. Lacking
required materials for class (pen, pencils, notebook, books, etc.), poor organization that results in
lost or messy work. Any uniform infraction after arrival during the day.
•
A scholar is drawing on her hands instead of working through a worksheet.
•
During ELA, a scholar is doing her math homework during independent work.
•
While participating in group work in science, two scholars are discussing a TV show.
•
A scholar does not have the appropriate writing utensil for class. (Note: This deduction
should be accompanied by providing the scholar a pen/pencil).
•
After the journal prompt is posted, a scholar informs you that he left his writing notebook
at home.
•
Completely un-tucked shirt (a deduction should not be given for a shirt that is partially
untucked. A reminder is appropriate for that.)
•
Shoes or belt off without specific permission.
•
Wearing a non-uniform hoodie or sweatshirt over the uniform.
Each of the following deductions results in a reset to a 0 from a scholar’s monthly balance and
will require an automatic (S.R.R.) Referral:
•
Vulgar language directed at a scholar or staff member
•
Outright defiance
•
Aggressive physical behavior or response
•
Skipping/leaving class without permission
•
Arriving more than five minutes late to a class without a pass
•
Any use of a cell phone or electronic device during the school day. Cell phone/electronic
device will be confiscated until the end of the school year.
•
Acts or gestures of violence (including, but not limited to drawing/making/constructing
of fake guns, bombs, knives, etc.)
•
Tantrums that severely interrupt instruction
•
Public Displays of Affection (PDA)
•
Instigating a fight
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•

Plagiarizing, cheating, and/or copying

Scholar Dollar Check Logistics and Protocol
Scholar Dollar checks will be printed and distributed to classroom teachers’ mailboxes every
Friday morning by the Dean of Scholars. Teachers will distribute Scholar Dollar checks by the
conclusion of the day on Friday.
Over the weekend, it is essential that parents or guardians MUST sign the bottom of the check.
The check is a critical feedback tool, which provides information to the family about all of the
scholar’s credits and deductions for the week.
We require that it gets signed so that we know that this critical communication has occurred.
To hold scholars accountable for this, scholar dollar check signatures are checked first thing
Monday morning (or the next school day after distribution).
Simply by returning this check signed, scholars are awarded 5 credits. Failure to present a signed
check results in an automatic deduction of -5 on the following day. In addition, during morning
meeting or (for Upper Academy, during advisory), the Dean of Scholars will tally up the number
of checks handed in to each class by the Monday deadline. The classroom that reaches the
highest total by the end of the academic quarter is rewarded with a pizza party and a movie in the
MPR room. If teachers find it difficult to meet the 11:30 pm deadline on Thursday, they are
encouraged to reach out to the Dean of Scholars or other co-teachers for assistance.
Discipline Strategies and Systems:
Whenever teachers are issuing consequences, they should consider the way in which
consequences are given and the way we communicate with scholars about receiving
consequences. Our discipline system requires that we ALWAYS assign consequences with
respect and without anger. Here are a few guiding principles to assigning a consequence:
•
Be 99.9% sure.
•
Be cool, calm and collected in the delivery; use a neutral tone.
•
Be assertive but not aggressive.
•
Be 100% respectful so no one “loses face”.
•
Be quick and move on.
•
Give scholars control over the outcome; make it clear that every behavior is a choice.
•
Explain why it matters
Class Removals:
•
Behaviors should be handled within the classroom as often as possible by the classroom
teacher.
•
Each scholar is given multiple opportunities to correct their behavior.
•
In K - 5, scholars receive three (3) redirections or opportunities to correct their behavior.
•
Each opportunity to correct scholar behavior will be clearly explained to the scholar and
tracked using the daily scholar dollar tracking sheets.
• Upon their fifth consecutive infraction in class, scholars have demonstrated they cannot
successfully participate in the learning environment at that time. These scholars will be referred
to the Scholar Reflection Room (S.R.R.). Teachers must fill out a (S.R.R) Referral Form before
sending students to the (S.R.R). This is a location in the school, which is monitored fulltime and
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where scholars are expected to continue doing their class work in a setting separate from their
regular classroom.
Rules of Scholar Reflection Room (S.R.R.)
•
Reflect INDEPENDENTLY on the actions that got you removed from the classroom
•
Complete S.R.R. reflection sheet
•
Do not interact with ANYONE-scholars or adults
•
The Dean of Scholars will then have a mini-conference with the scholar about their
behavior and infraction.
•
Scholars will not be permitted into the S.R.R. without a referral form from the teacher.
•
Note: The Dean of Scholars will call the scholar's parent when the scholar enters the
SRR. A letter of classroom removal will also be sent home with the scholar that evening.
If a scholar is given two referrals in a one week period:
•
In the Lower Academy, the scholar must spend lunch and recess in the SRR for the rest
of the week.
•
In the Upper Academy, the scholar must end after-school detention on Friday. Parents
will be notified by phone by the Dean of Scholar or the classroom teacher.
•
For all scholars: the scholar must have a meeting with parents and Dean of Scholars or
Director of Teacher Leadership.
Out of School Suspension:
When a scholar is referred to the S.R.R. four or more times in a ten day cycle the scholar will
receive an Out of School Suspension. The scholar will receive a letter and a phone call from the
Dean of Scholars outlining the infractions. In order for the scholar to return to school, the scholar
and family member must attend a re-entry meeting with the classroom teacher, and the Dean of
Scholars. The re-entry to school meeting will occur from 8:05A.M. - 8:30 A.M. On the morning
the child is designated to return. A failure to arrive on-time to this meeting will result in an
additional Out of School Suspension day.
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Appendix C: School Calendar
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Appendix D: Family Scholar School Compact
When you enroll at Metropolitan Lighthouse Charter School (“MetLCS”), you are agreeing to a
partnership with the school and are joining a special learning community. This partnership
requires all parties to work together and live up to the promises in the best interest of the scholar.
We may make additional requests of you once the school year begins and we have a better
understanding of your scholar’s needs.
As a school, we agree to:
• Hold a parent/guardian meeting during the school year and this agreement will be
discussed.
• Work hard every day to help scholars get smart and be prepared for success in college
• Prepare excellent lessons each day that engage scholars actively in learning
• Expect nothing less than excellence from scholars
• Communicate with families about the scholar’s work through the scholar’s Weekly
Folder sent home
• Make learning happen every day
As a scholar, I agree to:
• Come to school each day in uniform, on time and prepared to work hard, get smart and
prepare for success in college
• BEAM in class, do my homework and respect others and myself
• Do excellent work each day
• Cooperate with my teacher(s), my fellow scholars and all of the members of the
Lighthouse team
As a parent/guardian, I agree to:
• Attend an orientation meeting to discuss this handbook and my obligations
• Ensure my scholar is in uniform, on time, attends school each day and does excellent
work at school and on homework assignments
• Sign all of my scholar’s homework assignments, school agendas and other documents
requested by the school
• Attend as many school functions as my work and family schedules allows
• Attend at least 3 out of 4 parent/guardian teacher conferences
• Expect my child to work hard to get smart to be successful in college
• Hold high expectations for my scholar in all aspects of school life
• Work with my scholar’s teacher(s) to make it happen
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Teacher, Scholar and Parent/Guardian all agree that they met and discussed and agreed to each
commitment in this Compact:

Parent/guardian name: ___________________________________________________________
Signature: ______________________________________________________________________
Scholar Name: __________________________________________________________________
Signature: ______________________________________________________________________
School Staff Member Name: ______________________________________________________
Signature: _____________________________________________________________________
Date: __________________
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Forms to be completed by every family
During the orientation program, each family will be presented with several forms and
information sheets to review. Some of the forms will require the signature of the
parents/guardians. Please feel free to ask any questions or express any concerns you may have.
The forms and information sheets will include:
•
•
•
•

Family Scholar School Compact (attached)
Notice Regarding Scholar Records and Scholar Information Form (attached)
The Acceptable Use Policy (for use of computers and school network) (attached)
Recognition of Receipt of Lighthouse Scholar-Family Handbook and agreement to
follow the policies of the school as written in the 2014-2015 Lighthouse Academies
Scholar-Family Handbook (attached)
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Appendix E: Notice Regarding Scholar Records and Scholar Information
Metropolitan Lighthouse Charter School 2014-2015 Academic Year
NOTICE REGARDING SCHOLAR RECORDS AND SCHOLAR INFORMATION
In accordance with the federal Family Educational Rights and Privacy Act (“FERPA”), School
Initials must have written permission from “you”, the parent or guardian or “eligible scholar” (a
scholar who is age 18 or over), in order to release any information from a scholar's education
record. The School may need to verify your identity before releasing any information to you or
to a third party to whom you request information be disclosed.

However, MetLCS may disclose records, without consent, to the following parties or under the
following conditions:
•
•
•
•
•
•
•
•
•
•

MetLCS officials with a legitimate educational interest
Other schools to which a scholar is transferring or transferred
Previous institutions attended by the scholar if MetLCS has a question about records
received
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 pursuant to state law

MetLCS may disclose appropriately designated "Directory Information" without written consent,
unless you have advised the School not to disclose by returning the form below to the School.
The primary purpose of directory information is to allow the School to include this type of
information from your child's education records in certain school publications. Examples
include:
•
•
•
•

A playbill, showing your scholar's role in a drama production
Honor roll or other recognition lists
Graduation programs; and
Sports activity sheets, such as for wrestling, showing weight and height of team members

The law allows Directory information to be disclosed to certain outside organizations without
your prior written consent. Outside organizations include, but are not limited to, companies that
manufacture class rings or publish yearbooks. In addition, two federal laws may require the
School to provide military recruiters, upon request, with three directory information categories—
names, addresses and telephone listings—unless parents have advised the School in writing that
they do not want their scholar's information disclosed without their prior written consent.
The School has designated the following information as directory information:
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Scholar's name
Address
Telephone listing
Electronic mail address
Photograph
Date and place of birth
Dates of attendance
Grade level
Participation in officially recognized activities and sports
Weight and height of members of athletic teams
Degrees, honors, and awards received
Scholar ID number, user ID, or other unique personal identifier. (A scholar's social
security number, in whole or in part, cannot be used for this purpose.)

Photographs and videos may be used for school or Lighthouse Academies marketing or
publicity.
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Appendix F: FERPA: Directory Information, Certain Use of Photo/Video
Metropolitan Lighthouse Charter School: 2014-2015 Academic Year
FERPA: Directory Information, Certain Use of Photo/Video
If you do not want MetLCS to disclose Directory Information from your child's education
records without your prior written consent, you must notify the School by September 16, 2014.
Please complete the form below and return it to the school office. This form is effective only for
the current academic year.
Please print.
Scholar’s Name: _____________________________________________________
Grade: _____ Date of Birth: ____________________
□ My child’s directory information must remain private.
Check One:
□ My child’s image (photograph or video) may be used in training videos for Lighthouse staff,
marketing or publicity for Lighthouse Schools. LHA may post these pictures and videos on its
public web site and on an internal website accessible only to LHA staff in schools.
OR
□ My child’s image (photograph or video) may not be used in training videos for Lighthouse
staff, marketing or publicity for Lighthouse Schools.

Name of Parent/Guardian/Eligible Scholar: _______________________________________

Signature: __________________________________________

Date: ____________________________
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Appendix G: Acceptable Use Policy: Computer, Technology, and Internet Use
For Lighthouse Scholars, Parents and Families
This policy governs the access and use of all means and methods of communications including
but not limited to telephone, voice mail, electronic mail, mail, computers, handheld devices,
pagers, mobile phones, faxes and the use of the internet, , sent by or received by a member of
community (staff, student, volunteer, family member) using Lighthouse Academies
communication and computer systems (“Systems”).
The use of these systems is intended for business use only. Use of these systems for any other
reason is prohibited. All information transmitted, received or stored using these systems is the
property of the School and/or Lighthouse Academies. Lighthouse Academies’ management
reserves the right to monitor its systems and the content, including all emails. You should not
have an expectation that the information in the system, or in any system at Lighthouse
Academies or at all connected to Lighthouse Academies, is confidential or private.
You may not use our systems in any way that may be seen as offensive, harmful, insulting or
disruptive. You may not use the systems to send derogatory, threatening, insulting or harassing
remarks (cyber bulling), sexually explicit messages, cartoon, jokes or other potentially offensive
material; access pornography or other offensive sites; gain access to others computers; steal
computer files, or to damage in any way Lighthouse Academies systems or any other system or
computer; or write personal letters, resumes, junk mail, or other documents not related to
business.
You may not access MySpace.com, FaceBook.com or any other social networking site while
using Lighthouse Academies’ equipment or while at the school. Additionally, Lighthouse
Academies reserves the right to further restrict sites either through content filtering or written
notice. We must all respect the privacy and dignity of others. When using a Lighthouse
computer, laptop, network or system, you may not post anywhere online, particularly to any
social networking site, any name or image or video of another Lighthouse community member.
With the approval of the school leader school events such as sporting events, graduation and
school plays may record and broadcast over non interactive media.
Computer software on Lighthouse Academies’ systems may not be downloaded, copied,
reproduced, altered or used by any user without prior authorization. The violation of copyright
laws may result in a fine and imprisonment, as well as expulsion from school. Lighthouse and
the School will cooperate with software vendors in prosecuting those who violate copyright.
Lighthouse Academies and the School prohibits the use of any “pirated” or “bootleg” software
on its systems.
The use of personal storage devices such as flash drives, thumb drives, CDs, or software is not
allowed on Lighthouse Academies’ systems without prior authorization. The use of personal
computers/laptops, printers or any other technology device in the school is prohibited without
prior written authorization of the Chief Information Officer. No scholar or LHA community
member (Family and Parents) should ever bring a personal device (laptop, PDA, Smartphones,
Ipads, etc.) to the school and connect it to the data network of the building. Doing so could create
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a security risk for the school. Any equipment which is brought to school is done so at the risk of
the individual and may be confiscated. Neither the School nor Lighthouse Academies will be
responsible for any lost, stolen or damaged personal property.
The Lighthouse Academies will take any report of cyber bullying seriously and will investigate
credible reports promptly. Students are encouraged to report an incident immediately to a teacher
or principal. Students who make a report are requested to preserve evidence of cyber bullying.
For example, a student may save or bring a copy of an email, text message, picture or other
electronic transmission that the student believes was intended to harm, insult, or humiliate.
Staff will take appropriate action and will bring it to the attention of the principal when students
report an incident of cyber bullying. Staff will attempt to preserve evidence of the cyber bullying
and will submit any evidence to the principal.
Failure to follow this policy may result in disciplinary action up to and including expulsion
and/or appropriate legal action.
Receipt of Acceptable Use Policy
I understand and will abide by the Acceptable Use Policy. Should I violate this agreement my
access privileges may be revoked and I will be subject to disciplinary action including
termination and/or appropriate legal action.

Scholar Name (Print): ________________________________________________________

Parent/Guardian Name (Print):________________________________________________

Scholar Signature: __________________________________________________________

Parent/Guardian Signature: __________________________________________________
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Appendix H: Recognition of Receipt of Lighthouse Scholar-Family Handbook
My signature below indicates that I have received and reviewed the 2014-2015 Lighthouse
Academies Scholar-Family Handbook. I will review the core components of this with my scholar
to reinforce what is expected of him or her at MetLCS.

Parent/Guardian Name: _______________________________________________________

Signature: ___________________________________________________________________

Scholar Name: _______________________________________________________________

Scholar Grade Level: _________________________________________________________

Date: _______________________________________________________________________
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Lighthouse Academies®

Attachment 5

FINANCIAL REPORT
OF

METROPOLITAN LIGHTHOUSE CHARTER SCHOOL
JULY 2014
August 4, 2014
To

The Board of Trustees of
Metropolitan Lighthouse Charter School (MET)

From:

Linda Ahronian, Controller – NY, WI, DC, IL, MI
Lighthouse Academies, Inc (LHA)

Cc:

Otty Westenfield, CFO
Lighthouse Academies, Inc. (LHA)

Enclosures:
-

Financial statements for the one month ended July 31, 2014.
 Statement of Financial Position
 Statement of Activities

Executive Summary:
EOM Net Assets
YTD Net Income / (Loss)
FY14 Forecast Net Income /
(Loss)

June 14
3,202,394
813,746
959,324

July 14
3,507,599
275,420
21,303

June 14
FY15 Enrollment Target
EOM Enrollment
Total Wait List

July 14
357
364
Unknown –
there is a
wait list

Highlights:

Statement of Financial Position





Cash
o Total cash on July 31, 2014 is $3.9M. Deposits are held in TD Bank, Citibank
(escrow), Ridgewood Savings Bank, Chase Bank and Bank of America. All deposits
are either insured by FDIC or as public funds.
Grants Receivables include $52.6K in federal grants, Title I, II and Race to the Top for
FY14.
Accrued Expenses includes 9 days payroll accrual through July 31, 2014.

Statement of Activities




The financial statements reflect the FY15 budget revisions from the July 2014 meeting.
Variances are explained in the comments section of the Statement of Activities in
anticipation of Board inquiries.
The financials in July reflect a reversal of one month’s worth of payroll for academic staff
who are being paid through the month for FY14’s buyouts.

Metropolitan Lighthouse Charter School
Statement of Financial Position

7/31/14
Assets
Cash
Grants/Accounts Receivable
Prepaid Expenses
Restricted Cash-Escrow upon Dissolution
Fixed Assets net of Depreciation
Security Deposit
Total Assets

Current Liabilities
Accounts Payable and Accrued Expenses
Deferred Revenue / Advances
Total Current Liabilities

$

$

$

Total Liabilities
Unrestricted Net Assets

Total Liabilities and Net Assets

$

3,926,388
52,642
49,891
70,120
1,387
65,756
4,166,184

127,607
530,978
658,585

6/30/14
$

$

$

4,002,803
52,642
72,763
70,120
1,387
64,301
4,264,016

251,956
809,666
1,061,622

658,585

1,061,622

3,507,599

3,202,394

4,166,184

$

4,264,016

METROPOLITAN LIGHTHOUSE CHARTER SCHOOL
A
1 Metropolitan Lighthouse Charter School
2 Statement of Activities
3
4
5
6
7 Revenue
Per Pupil Revenue
8
Special Ed Revenue
9
10 Title I Revenue
11 Title II(a) Revenue
12 IDEA grant
13 Race to the Top
14 Lunch Collected from Students
15 Field rip money collected from students
16 Before/After School Revenue
17 Erate
18 Other Revenue / In-Kind Books from City
19 Other Revenue
20 other revenue - interest income
21 Interest Income - Restricted
22 Uniform Collected from Students
Total Revenue
23
24
25 Expenses
26 Payroll-Administrative
Principal
27
Director of Teacher Leadership
28
Dean of Students
29
Director of Student Services
30
Director of Family and Community Partnerships
31
Associate of Family & Community Partnerships
32
Payroll Specialist 20%
33
Payroll Specialist shared with BLCS 80%
34
School Operations Manager
35
Administrative Assistant
36
Business Manager
37
Office Manager
38
Total Payroll-Administrative
39
40
41 Basic Education
Classroom Teacher Salaries
42
Associate Teachers
43
Stipends-Teacher Leader Fellows
44
Teacher Stipends
45
Specialists
46
Substitutes
47
Instructional Support (on staff)
48
School Aides
49
Total Teaching Salaries
50
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C

D

H

I

J

K

L

M

N

FY15 Budget amended July 2014

Amount
Remaining

Year-to-Date 7/31/2014

COMMENTS

One Month - Actual

based on 1/12th of budget
based
recognized as spent
recognized as spent

$

fundraiser

410,155
17,626
8,382
50
436,213

One Month - Budget

$

410,155
17,626
20,681
2,817
-

451,279

Remaining

$
$
$
$
$
$
$
$
$
$
$
$
$
$

(0) $
(0)
(20,681)
(2,817)
8,382
50
(15,066)

4,921,858
211,516
248,172
30,982
25,000
6,753
228,372
39,565
5,712,218

12,472
7,808
4,094
3,648
1,184
4,735
3,408
6,192
4,533
48,074

11,686
15,421
3,745
7,050
3,657
7,490
3,084
6,169
4,538
62,841

(786)
7,614
(349)
7,050
9
(1,184)
(4,735)
7,490
(324)
(24)
6
14,767

85,000
35,000
70,000
51,500
713,112

reversal of payroll accruals
reversal of payroll accruals

(4,168)
10
-

reversal of payroll accruals

(693)
4,966
115

14,443
6,437
287
287
3,908
287

18,611
6,427
287
287
4,601
287
(3,874)
26,627

753,900
336,000
15,000
15,000
204,000
15,000
57,000
1,395,900

position open

shared staff with BLCS Met = 20%
BLCS share is 80%
position vacant
New Bus. Mgr. started 5/27/14

income statement

1,092
26,741

132,612
175,000
42,500
80,000
41,500

$
$
$
$
$
$
$
$
$
$
$
$
$
$
$

(4,511,703)
(193,890)
(248,172)
(30,982)
(25,000)
(6,753)
(228,372)
(39,565)
8,382
50
(5,276,005)

120,140
167,192
38,406
80,000
37,852
(1,184)
(4,735)
85,000
31,592
63,808
46,967
665,038

758,068
335,990
15,000
15,000
204,693
15,000
52,035
1,395,785

METROPOLITAN LIGHTHOUSE CHARTER SCHOOL
A

C

D

H

I

J
Year-to-Date 7/31/2014

3
4
5
51
52
53
54
55
56
57
58
59
60
61
62
63
64
65
66
67
68
69
70
71
72
73
74
75
76
77
78
79
80
81
82
83
84
85
86
87
88
89
90
91

COMMENTS
Title I
Title 1 Academic Interventionist Specialist
Total Title I
Student Support Services
Special Education Teachers
ELL Teacher
Total Student Support Services

One Month - Actual

N

FY15 Budget amended July 2014

Amount
Remaining

3,080
3,080

3,120
3,120

160,800
160,800

160,840
160,840

reversal of payroll accruals

120
120

3,276
1,027
4,303

3,156
1,027
4,183

171,000
53,600
224,600

170,880
53,600
224,480

2,902
2,902
51,171

3,084
3,084
100,050

182
182
48,879

35,000
35,000
2,529,412

32,098
32,098
2,478,241

10,917
20,118
1,711
2,310
314
35,370

19,823
27,849
3,749
6,249
2,076
59,745

8,906
7,731
2,038
3,939
1,762
24,375

224,947
334,186
44,989
74,982
94,500
74,352
24,907
872,863

214,030
314,068
43,278
72,672
94,500
74,352
24,593
837,493

-

-

-

5,500
-

5,500
-

9,167
9,167

5,500
5,500

(3,667)
(3,667)

5,500
2,200
13,200

(3,667)
2,200
4,033

571

2,083
1,083
2,500
5,667

1,512
1,083
2,381
4,976

25,000
13,000
5,000
30,000
73,000

24,429
13,000
5,000
29,881
72,309

Will eventually be reclassed into

subject to change based on
negotiations with BLCS

Staff Development & Recruitment
Staff Development
Staff Development - Travel
Consultants-Visiting Artists
Staff Recruitment
Total Staff Development & Recruitment

page 2 of 4

Remaining

M

(40)
(40)

Supplementary Educational Stipends
Remedial After-School Program
Saturday Academy
Teacher Stipends
Summer School
Detention
Total Supplementary Programs

L

reversal of payroll accruals

Service Providers-Other Staff
Counselor
Custodians
Total Service Providers-Other Staff
Taxes & Benefits
Payroll Taxes
Health Insurance
Dental/Vision/Disability
401(k) Match
Bonuses
Raises & HET Merit Pay Increase
Workers Comp
Total Taxes & Benefits

One Month - Budget

K

120
691

income statement

METROPOLITAN LIGHTHOUSE CHARTER SCHOOL
A

C

D

H

I

J
Year-to-Date 7/31/2014

3
4
5
92
93
94
95
96
97
98
99
100
101
102
103
104
105
106
107
108
109
110
111
112
113
114
115
116
117
118
119
120
121
122
123
124
125
126

COMMENTS
Professional Fees
Academic Services-LHA
Reimbursements to LHA for travel
Bonus to LHA
Legal
Accounting & Auditing
Computer Support
HRB
Benefit Administration
Marketing Expense
Reading Partner Program
Summer Intern
TFA Service Fee
Translations
Special Education Consultants
Educational Consultant
Outside Evaluator
Assessment and Data Service
Total Professional Fees
Supplies
Classroom Supplies
Textbooks, Libraries & Consumables
In Kind Textbooks from the City
Office Supplies
Custodial Supplies
Uniforms
Total Supplies
FFE
FFE - lease payments
FFE- Furn, Equip, Computers
Total FFE
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One Month - Actual

One Month - Budget

14,583
34
-

16,667
1,000

to be trued up

yearend expense

4,638
19,254

Brickman - Title I support

301
301

offset by revenue

lease being finalized - to be invoiced
-

income statement

K

L

Remaining

M

N

FY15 Budget amended July 2014

Amount
Remaining

2,083
1,000
625
2,166
530
82
417
(2,264)
4,641

200,000
12,000
35,000
7,500
14,688
26,400
6,365
988
5,000
15,000
15,826

185,417
12,000
35,000
7,500
14,688
26,366
6,365
988
5,000
15,000
15,826

28,487
367,254

23,850
348,000

1,315
1,833
11,001

5,770
2,083
1,014
1,833
10,700

69,239
25,000
39,565
15,778
22,000
171,582

69,239
25,000
39,565
15,477
22,000
171,281

7,777
7,777

7,777
7,777

93,319
93,319

93,319
93,319

625
2,200
530
82
417
-

2,374
23,895

5,770
2,083

METROPOLITAN LIGHTHOUSE CHARTER SCHOOL
A

C

D

H

I

J
Year-to-Date 7/31/2014

3
4
5
127
128
129
130
131
132
133
134
135
136
137
138
139
140
141
142
143
144
145
146
147
148
149
150
151
152
153
154
155
156
157
158
159
160
161
162
163
164
165

COMMENTS
Occupancy
Facility Search and Development
Facility Management
Security Deposit
Facility Repair & Maintenance
Maintenance Contract
Erate Internal Connections
Rent
Real Estate Taxes
Insurance
Cleaning Contract
Moving, Inventory and Storage
Utilities
Waste Removal
Security Monitoring
Telecommunication
Total Occupancy

Monthly payment to CFM

L

(1,167)
92
850
200
2,582
53,182

687,500
120,000
40,093
83,000
10,000
10,200
14,000
2,400
33,746
1,290,939

675,000
120,000
18,879
76,175
10,000
10,200
14,000
2,400
33,516
1,250,170

1,250
417
27
(1)
(810)
583
3,006
147
297
4,917

15,000
5,000
500
23,739
3,200
71,217
7,000
45,000
3,500
6,753
98,437
279,346

12,500

57,292

44,792

21,214
6,825
-

20,047
6,917
850

230
40,769

200
2,812
93,950

-

1,250
417
42
1,978

down payments and renewals
Signature Cleaning
to be incurred in August

15
1,979
810
744
144
378
4,070

Total Expenses
Operating Income [Annual Surplus]

income statement

583
3,750
292
675
8,987

N

15,000
25,000
30,000
220,000

One Month - Budget
1,250
2,083
2,500

Rent to St, Puis V for July 2014 at 500
Courtlandt

M

Amount
Remaining
15,000
25,000
30,000
220,000

One Month - Actual
-

Other Expenses
Miscellaneous
Staff Appreciation
Bank Charges
Dues & Subscriptions
Field Trips
Student Transportation
Staff Parking
Scholar Culture
Travel
Copying & Printing
Parent Resources
Postage & Shipping
Lunch Program - parent $ paid over
Contingency
Total Other Expenses
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K

Remaining
1,250
2,083
2,500
-

FY15 Budget amended July 2014

15,000
5,000
485
21,760
3,200
71,217
(810)
7,000
44,256
3,356
6,375
98,437
275,276

160,793

316,572

155,779

5,690,915

5,530,122

275,420

134,707

140,714

21,303

254,117

Attachment 6

Lighthouse Academies, Inc.
SVP Monthly Report
SVP: Ian Roberts
Date: August 7th, 2014

Compliance

A. External Evaluation and Accountability Reports: Metropolitan Lighthouse Charter School
Ms. Russell successfully submitted MetLCS 2013 - 2014 Annual Report to the State Education
Department. Other members of the LHA team provided resources and documents as needed.
B. Critical Tasks and Risk Analysis (Operational- HR, Facility, Meals, RFPs, etc.)
LHA HR and Financial Support
•
•

Sharon Lepire, the Director of Benefits for Lighthouse Academies, continues to provide guidance to the PAL
and SVP around position description and any relevant changes about benefits.
LHA Finance will provide separate financial statements each month and will participates in monthly Finance
Committee calls to review financial statements and other finance-related items. LHA Finance will also
participate in monthly facility calls with CSSS, Inc. to provide budgeting assistance as it relates to ongoing
facility costs.

Regional Operation Manager Support
•
•
•

Luis Taveras has been managing facilities-related issues on behalf of the school and meeting with the
operations teams on a weekly basis in order to identify potential operational issues and provide additional
support and guidance to them. He provides the BOT with a facility update from CSSS on a monthly basis.
A system has been agreed upon to process invoices. Mr. Taveras will no longer participate in any payroll
related tasks.
Mr. Taveras’s continued employment with LHA is up for review and action.

C. LHA Talent Recruiter Updates
•

•
•
•

LaShawnDa Noel of the LHA Team has been providing ongoing support to Principal Russell with regards to
recruitment of teachers and staff. LaShawnDa will visit New York on August 6th – 8th to collaborate with the
principals and SVP to host an open-house, where we hope to interview prospective candidates and possibly
make on the spot offers.
Principal Russell has been aggressively recruiting teachers, staff, and instructional leaders (DTL) for
Metropolitan Lighthouse.
As Ms. Noel continues to work closely with Metropolitan with a commitment to filling positions with quality
teachers and leaders for the 2014-2015 academic year, a weekly check-in call/meeting will be held to discuss
the status of vacancies.
All jobs have been posted on the Hirebridge site, as well as on several external sites:

1

Lighthouse Academies, Inc.
SVP Monthly Report
SVP: Ian Roberts
Date: August 7th, 2014
The following is a breakdown of current positions and the total number of applicants that have applied for each:
•
•
•

DTL – 2
General Ed and Special Ed teachers
Specialist

The following is a list of resources that has been explored, or will be tapped into during the recruitment
efforts:
•
•
•
•
•

Leader
National Affiliate for Public Charter Schools
Teach for America
New Leaders for New Schools
John Hopkins University
Columbia Teachers College

•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Teacher
Harvard School of Education
National Alliance for Public Charter Schools
Teach for America
American University Career City
Banks Street College
Columbia Teachers College
GWU School of Education
John Hopkins University Graduate School of Education
Howard University
Pace University
CUNY
Fordham
Hunter College Career Services
New York University
St. John’s University

D. Research Design and Strategy Team Updates
•
•
•
•

The team met with Principal Russell, her DTL, and I (telephonically) to discuss the implementation of
Bloomboard; a new teacher/staff evaluation system.
The LHA surveys were distributed to be completed in 3rd Quarter parent teacher conferences and will compile
results.
Distributed a survey on the effectiveness of Learning Station.
The RDS Team will provide guidance and support as needed to ensure a successful PDI.
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Lighthouse Academies, Inc.
SVP Monthly Report
SVP: Ian Roberts
Date: August 7th, 2014
School Culture and Relationships

E. Parents and Community Update
•

Principal Russell scheduled a meeting with our Parent Association leader(s) to strategize around receiving
support from OPT to approve our buses for the first day of school; September 2nd.

F. Additional Support:
• The SVP reviewed and approved the distribution of the first PAL parent letter for SY 14-15.
• Preparation of Board Binders. (Dorcas Carlson)
• Preparation and distribution of BOT meeting documents
• Participated in a call to discuss and strategize around the issue of building readiness and the TCO being
issued.
• Participated in a call with Principal Russell and Claudette Rawley to discuss Principal Russell’s 360 Survey
Results and ways the SVP will provide ongoing support to her.
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Attachment 7a

Calling All MetLCS Board Members!
MetLCS Staff and Scholars invite you to visit our school community so we can get to know
you better and also introduce you to what makes us who we are. Please complete the
information below to indicate when you would like to join us and return to Courtney.

Here are the suggested months when BOT members can come out to the school. I have also included a school
calendar on the back of this flyer so you can see when we are in session.
Month
October
November
December
January
February
March
April
May
June

BOT Member
?
?
?
?
?
?
?
?
All – Family Fun Day June 26, 2015!

School Visit Components:
15 minute scholar-led tour
30 minute classroom visit (read-aloud or classroom observation)
15 minute staff member conversation
15 minutes flex time

Name: ___________________________________

Date/Time Preference #1: ___________________________________
Date/Time Preference #2: ___________________________________
Date/Time Preference #3: ___________________________________
Notes/Special Requests: (i.e. preferences of visiting a particular grade level/seeing a certain
subject/etc.): _________________________________________________________________
____________________________________________________________________________

Attachment 7b

2014-2015 School Event Calendar
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Challenge + Arts Infusion = Transformative Opportunities

Metropolitan Lighthouse Charter School
Personnel Handbook
2014-2015

180 W 165th Street, Bronx, NY 10452
718.893.0640 (phone); 718.893.0675 (fax)
This Handbook is effective July 1, 2014. This Handbook supersedes all prior handbooks and policies covered herein. This handbook
will be provided in an alternative format such as Braille, large print or audio upon request. At any time, one may obtain another copy
of this handbook by requesting an electronic or paper copy from my office manager, or by logging on to the Employee Self Service
portal at http://adp.eease.com/. No part of this handbook may be distributed, printed, reproduced or sold without the express written
consent of Lighthouse Academies, Inc.
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Dear Team Member:
We welcome you to the Metropolitan Lighthouse Charter School (MetLCS). MetLCS is a member of the
Lighthouse Academies (LHA) Network. We are thrilled that you have joined us in our mission to prepare
scholars for college with a rigorous, arts-infused education.
The following pages contain information regarding the current policies of MetLCS.
This is not an employment contract and it does not, nor is intended to, create contractual
obligations of any kind between the employee and MetLCS. MetLCS reserves the right to amend
these policies and procedures or change them at any time. We will make best efforts to notify all
employees when an official change in policy or procedure has been made.
All employment with MetLCS is "at will" and may be terminated by either the employee or
MetLCS at any time, with or without cause or prior notice. No officer or employee of MetLCS has
authority to alter the at will nature of the employment relationship except in a written document
signed by the employee and the Board of Trustees President.
MetLCS values the talents and abilities of our employees and seeks to create a culture where we can work
together to meet the needs of the children we seek to serve. If you would like further information or have
questions about any of the policies and procedures outlined in this handbook, please feel free to bring
them to the attention of your Principal, the Lighthouse Academies, Inc. Senior Vice President or to the
Board.
Please sign the receipt page of this handbook and return it to your Payroll and Benefits Specialist.
Sincerely,

Board of Trustees
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Overview of Lighthouse Academies
Who are we?
We are a national nonprofit network of charter schools. We are a growing community
of approximately 5,300 scholars and families and approximately 650 teachers,
Principals and staff members. We are a community dedicated to ensuring a college
education for a population of scholars who would otherwise face a future with limited
opportunity. Our team will do whatever it takes to achieve our goal.
LHA set out to distinguish itself by forming a family of schools that use an artsinfused, K-12 (where possible we start with PreK) college prep program to generate
excellent results while using only the state and federal funding provided. Our unique
approach allows us to achieve more with allocated resources.
We serve a predominantly low-income, minority population in 19 public charter
schools across the country. As you can see in the data from fall 2011 in Figure 1
below, 89% of our scholars are African American or Hispanic/Latino, and 79% of our
scholars participate in the free/reduced lunch program.

Figure 1. Fall 2011 Scholar Demographics
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Why does Lighthouse Academies exist?
We exist because there is a staggering achievement gap in America today that results
in lifetime income inequalities that significantly affect the quality of life for a
disproportionate number of people of color. Only by breaking the cycle of poverty will
we truly transform children’s lives.
Consider the following facts:








Every 34 seconds a child is born into poverty. 1 Approximately 15.5 million
children are growing up in poverty and 31.9 million in low-income families in
the United States. There are a disproportionate percentage of African
American children (64% or 6.5 million) and Latino/Hispanic children (63% or
10.7 million) compared to 31% (12.2 million) of white children. In addition,
African American and Latino/Hispanic children are more than twice as likely
to live in a low-income family. 2
Only 8% of scholars growing up in low-income families graduate from a fouryear college by age 24 compared to 82% of those from high-income families. 3
Nearly 80 percent or more of Black and Hispanic public school scholars in the
fourth, eighth and 12th grades are unable to read or do math at grade level
compared to 50 percent or more of White children. 4
Every 8 seconds a high school scholar drops out of school.5 The Averaged
Freshman Graduation Rate is 75.5% (AFGR), but only 63.5% for African
Americans and 65.9% Latino/Hispanics compared to 83% for White children. 6
Only 68.1% of high school seniors go on to college the following year with
again a lower percentage of African Americans at 61.4% and Latino/Hispanics
at 59.6% compared to 68.6% of Whites.7
Overall, 57% of those who attend four-year colleges and universities graduate
within six years; however, again there is a gap, with 61% of White scholars
graduating, but only 39% of African Americans and 49% of
Latino/Hispanics. 8

What this adds up to is a lifetime of income disparity based on education and race.
Children born to families at the lower end of the income scale have a particularly hard
1

States of America’s Children 2011, Children’s Defense Fund, p.XV.
National Center for Children in Poverty, Basic Facts About Low-income Children, 2010, February 2012,
http://nccp.org/publications/pub_1049.html.
3 Postsecondary Education Opportunity, “Bachelor’s Degree Attainment by Age 24 by Family Income, Quartiles”
1970 to 2009, http://www.postsecondary.org.
4 Children’s Defense Fund, States of America’s Children 2011
5 States of America’s Children 2011, Children’s Defense Fund, p.XV.
6 U.S. Department of Education, National Center for Education Statistics, Common Core of Data,
http://nces.ed.gov/pubsearch/pubsinfo.asp?pubid=2011312.
7 United States Department of Labor, Bureau of Labor Statistics, College Enrollment and Work Activity of 2010
High School Graduates, USDL-11-0462, released April 8, 2011, http://www.bls.gov/news.release/hsgec.nr0.htm.
8 IPEDS First Look: Enrollment in Postsecondary Institutions, Fall 2009; Graduation Rates, 2003 and 2006
Cohorts; and Financial Statistics Fiscal Year 2009,
http://nces.ed.gov/das/library/tables_listings/spring2010firstlook.asp.
2
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time improving their economic position relative to their parents’. 9 Children who grow
up in low-income families are less likely to successfully navigate life’s challenges and
achieve future success. The younger they are and the longer they are exposed to
economic hardship, the higher the risk of failure. 10
Table 1 shows the impact of education on lifetime income by race.11

Table 1. Total Earnings 2010
Race
White
Black
Hispanic

High School Dropout
22,441
17,415
20,856

High School
Graduate
33,279
25,757
26,381

College Graduate
(BA)
60,119
44,311
47,980

Based on these facts, if we do not do something today, more than half of our scholars
will not graduate from high school. We need to act now to change the future
trajectory of our scholars’ lives. This not only affects their lives, but it will also affect
the lives of their children. In a market-based economy, a person’s income determines
many of their choices in life, and economic freedom is about being able to make
choices. At LHA, we believe we can transform the future for our scholars by
preparing all – not some – of our scholars to graduate from college.
We can change their future by preparing our scholars for graduation from college.

How do we plan to overcome the Achievement Gap?
We will overcome the achievement gap by providing a rigorous and engaging artsinfused program, organizationally and financially viable schools, highly effective
teachers, relentless school leaders, and a pervasive culture of achievement and respect
amongst scholars and staff.

Our Mission
We prepare our scholars for college through a rigorous arts-infused program.

Our Vision
All scholars will be taught by highly effective teachers in a nurturing environment
and will achieve at high levels 12. Each scholar will develop the knowledge, skills and
2011 Kids Count Data Book, The Annie E. Casey Foundation, p.8, credit to Isaacs, J., Sawhill, I., and Haskins,
R. (2008). Getting Ahead or Losing Ground: Economic Mobility in America. Economic Mobility Project, Pew
Charitable Trusts. www.economicmobility.org/reports_and_research/mobility_in_america
10 2011 Kids Count Data Book, The Annie E. Casey Foundation, p.8
11 U.S. Census Bureau, PINC04: Educational Attainment--People 18 Years Old and Over, by Total Money
Earnings in 2010, Work Experience in 2010, Age, Race, Hispanic Origin, and Sex,
http://www.census.gov/hhes/www/cpstables/032011/perinc/new04_000.htm . Note that there are significant
differences in income by sex as well.
12 Highly effective teachers are those whose scholars make academic gains at a rate of 50% more a year than the
average. These teachers receive additional compensation based on scholar outcomes.
9

9

values necessary for responsible citizenship and life-long learning. The impact of our
collective efforts will fundamentally change public education.
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Our Theory of Change
We will demonstrate that a nonprofit charter management organization (CMO), with
a small amount of startup capital, can become a self-sustaining operator of high
quality schools in a multi state environment. The organization will serve as a model
for increasing the number of CMO’s that can reach sustainability quickly with a small
amount of capital, thus increasing the capacity to start more high quality charter
schools throughout the country. More high quality schools will prepare more children
for college and improve public education.

Our Theory of Action
If we develop high-quality charter schools that have long-term financial viability, we
will demonstrate that nonprofit charter management organizations can have a
positive, lasting impact on public education. Our theory of action includes the
development of high quality schools through the implementation of a standardsbased, arts-infused program, the development of financially viable schools, and a
fostering a culture of social responsibility and continuous learning.

Our Brand
The Lighthouse is a symbol of hope and security. Our mission gives hope to parents
for a brighter future for their children. Lighthouse Academies is building a brand
around the belief that an arts-infused education program that is designed to increase
scholar engagement, along with a strong social curriculum and culture, will result in
academic achievement and lifelong learning.
Each school in the network is required to implement the model and operational design
including the curriculum, the Lighthouse name, web site, logo and e-mail address.
These designations remain the property of Lighthouse Academies, Inc. Local schools
are free to select their arts partner and align the LHA curriculum to meet state
standards. Local schools may also incorporate additional cultural resources and
methods of instruction to meet the needs of their scholars.

Our Core Values
Our programs, systems and procedures reflect these core values:





Work hard. Get smart. Graduate from college.
High expectations equal results.
Nothing less than excellence.
Today is the day we make it happen.

Our Core Beliefs
We share the following fundamental beliefs about our work:



All children deserve access to excellent public schools.
All children can achieve at high levels.
11





The infusion of the arts into the core curriculum increases scholar engagement
and helps develop a deeper understanding of core concepts, ultimately leading
to increased scholar achievement.
More family participation is better. Families have a lot to offer us.
Every dollar we spend on overhead is a dollar unavailable to our schools.

Our Core Competencies
We are a team of social entrepreneurs dedicated to using our talents to transform
children’s lives.






We offer a Pre K -12 college prep program
We operate our schools solely of the per pupil money that follows the child.
The range is $5,770 to $13,500 per scholar.
We operate in a multi state environment working with seven different
authorizers in five states and the District of Columbia.
We open multiple schools in several locations simultaneously
We develop school facilities for our schools.

Network Goals and Evaluation
As an organization, we have established rigorous goals that are used to measure our
success (see Appendix A). Members from the LHA education team conduct periodic
site visits at each school throughout the year to monitor progress and conduct
planning sessions with the school leadership team.

Our History
Our current President and CEO, Michael Ronan founded Lighthouse Academies in
November 2003 after working as an Entrepreneur in Residence at the Pisces
Foundation. Our first school, Bronx Lighthouse Charter School, opened its doors in
September 2004 to 128 scholars. In the first five years, LHA has developed, opened
and is operating public charter schools in four states and the District of Columbia.
Since our inception, Lighthouse Academies has been supported by generous grants
from the Doris and Donald Fisher Fund, New Schools Venture Fund (NSVF) and the
Walton Family Foundation. Lighthouse Academies is a member of the NSVF
Community of Practice, sharing our experiences with other education entrepreneurs
who share our passion and mission.
The Lighthouse network includes 19 schools and more than 5,300 scholars. We are
the second largest CMO in the United States based on the number of states we operate
in and the number of schools we operate. Our schools expand one grade level per year
until they reach twelfth grade. Figure 2 shows the enrollment growth starting with
our first year and projecting out through 2014 based upon current charters. Table 5
shows additional potential growth.
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Figure 2. LHA Enrollment Growth 2005-2014
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How Are We Doing?
Across the network as a whole, scholar achievement growth is steadily increasing as
measured by state and interim assessments. We are beginning to close the
achievement gap as evidenced by the average growth of more than one grade level in
reading and math across the network in 2010-11. Family involvement, which is
central to the scholar’s success in school, is strong. However, we recognize the need to
increase the percentage of scholars who are rated proficient on state assessments if we
are to achieve our mission.

The Lighthouse Academies Model
The Lighthouse Academies’ model is a three-pronged approach — Rigorous
Academics, Social Development and Arts Infusion. Each focus area is powerful on its
own, but together they promote learning and comprehension on an extraordinary
scale. The model depends on high quality teachers, relentless school leaders, and
pervasive culture of achievement and respect amongst scholars and staff.

Rigorous Academics
College Focus
13

It is our job to make college real and attainable for all of our scholars, which is why
college is a focus that permeates our school culture. Our rigorous programs provide
scholars with the academic and social foundation necessary for success in college.

Standards-Driven, Rigorous, Research-Based Curricular
Programs
The LHA Education Model is anchored in grade level state standards, which define
what scholars should know and be able to do at each particular grade level. High
quality research based curricular programs, as well as varied instructional frameworks
provide the foundation for school-wide instruction and enable scholars to meet
learning standards.
Classroom instruction includes a mix of whole-class, small group, and individual work.
Teachers follow a pattern of presenting engaging mini-lessons to demonstrate new
skills, creating flexible groupings in which scholars can practice those skills and giving
scholars practice work that they can do independently. All work gives scholars
numerous opportunities to demonstrate what they know and are able to do in terms of
mastering specific standards.

Data to Drive Instruction
At LHA, we use a variety of assessments and data tools to inform instruction, identify
areas of growth, and increase scholar achievement across the Network. The three
main sources of data are (1) state assessments, (2) NWEA Measures of Academic
Progress (MAP) for grades 2 and above and the Primary Grades Assessment (PGA)
for scholars in Kindergarten and first grade, and (3) curricular assessments aligned to
state standards. In addition, individual schools may monitor scholar achievement
using other assessments, including state specific diagnostics and/or STEP,
Developmental Reading Assessment (DRA), etc.
All of these measures combine to create a rich data set that teachers and school
leaders use to inform instruction as well as monitor scholar, grade level and school
progress on an ongoing basis (See Appendix B). The ongoing collection and analysis of
data guides teachers’ planning of instruction and ensures that teachers plan
instruction to meet scholars’ individual needs. Such data guides the focus of each
scholar’s Individual Learning Plan (ILP), which targets specific skills that the scholar
needs to develop.

More Time on Instruction
To ensure that all scholars master the work necessary to prepare them for college,
LHA provides more time on task. This means a longer school year (190 instructional
days) and a longer school day (8 hours). Instruction begins promptly at 8:00 A.M.
and scholars work diligently throughout the day until bus dismissal at 4:00 P.M. on
Mondays, Tuesdays, Thursdays, and Fridays. On Wednesdays, instruction begins
promptly at 8:00 A.M. and scholars work diligently throughout the day until bus
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dismissal at 1:00 P.M. Teachers will remain present until 5:30 P.M. each Wednesday
for Professional Development. We believe this is urgent work and that every second
counts, therefore we push the limits and ensure scholars have learning opportunities
through the last possible minute of the day.
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Social Development
Social Curriculum and SHINE
Lighthouse Academies believes the social curriculum is as important as the academic
curriculum. We believe there is a set of qualities (social skills and character traits)
that all children need in order to be successful through college and life. These qualities
are included in our SHINE character education program:






Self-Discipline
Humility
Intelligence
Nobility
Excellence

The foundation of the social curriculum is the school-wide use of the Responsive
Classroom® (K-4); Developmental Designs for Middle School (DDMS) (5-8) and
Advisory (CPA) approaches. These programs ensure that all children develop their
social skills simultaneously with their academic skills throughout the entire
instructional day. Throughout the social curriculum, we support our scholars in being
successful academically, acquiring the skills necessary to work collaboratively with
others, as well as building self-management skills that help prepare them for college.
All teachers and leaders participate in targeted and ongoing professional development
on these programs in order to continue to develop and refine their practice.
Developing a positive school culture is an outgrowth of a solid social curriculum. Our
small community model creates a learning environment where scholars are known
well, develop unique talents and interests, connect with adult mentors and develop
the life skills they will need for life after high school.

Core Competencies


Effective Communication demonstrated by their ability to read, speak, listen
and write with clarity, accuracy, authenticity and conviction across various
domains.



Self-Direction and Self-Management demonstrated by their ability to take
initiative with their learning and work; ask and answer questions, and
understands that they are ultimately responsible for their future.



Critical Thinking as demonstrated by their ability to problem solve, make
decisions and consider multiple strategies and perspectives when answering
questions, approaching challenges and interacting with others.



Active Community Membership demonstrated by their ability to identify and
make positive contributions to the many different kinds of communities of
which they are a part.
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Arts Infusion13
At Lighthouse Academies, an arts-infused school is a place where the arts permeate
school culture. Every day, visual arts, movement, music and other forms of creative
expression (drama, poetry, speech) are integral parts of the teaching and learning
processes. The Lighthouse Academies arts infusion model consists of two domains: 1)
incorporating the arts into academic instruction, and 2) daily exposure to master
artists and works of art.
Research shows that arts infusion is a powerful approach to teaching that enhances
scholar learning and increases scholar engagement in education. By providing scholars
with creative ways of learning and applying core content knowledge, the arts enhance
scholars’ understanding and retention of skills and concepts.
Based on the research, we believe arts-infused instruction is an effective way to:




Activate scholar interest
Engage scholars in learning activities
Assess scholars’ understanding of content and concepts

Professional Development
LHA believes the education program is only as good as the teachers teaching it.
Therefore, we invest significant time both before and during the school year to
provide intensive professional development opportunities for all staff members. A
minimum of 160 hours of professional development scheduled into the school year to
address the needs of our teachers and staff to continually develop our skills and
knowledge and demonstrate our commitment to nothing less than excellence. Each
summer, individual LHA schools host a three week Professional Development
Institute (PDI) which is generally completed at the school site. The school leadership
team plans and implements these professional development days throughout PDI, as
well as over the course of the year based on the school calendar.

13 Lighthouse Academies is participating in a multiyear evaluation of the impact of an arts-infused program on
scholar achievement. Learning Through An Expanded Arts Program, Inc is conducting the study under a U.S.
Department of Education grant.
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Employee Code of Conduct
All MetLCS employees support the mission and the policies of the schools. The Principal hires
the faculty and ensures that they fully understand and promote the mission and policies. The
school firmly believes that faculty, in addition to maintaining classroom responsibilities, should
be problem solvers and positive public relations agents of the school. Faculty members are
expected to be passionate about their work, to be well versed in the disciplines they teach, and to
embrace the virtues exemplified by the best independent schools. The code of professional
conduct below describes the practices, behaviors, and attitudes that should define the interaction
between all employees, including the faculty, trustees, families, scholars, and friends of the
school.
We shall support the mission of the school, which is to prepare scholars for college through a
rigorous, arts-infused program. We shall strive to create within our scholars a love of
learning, an intellectual curiosity, and a sense of duty to the community that will enable them
to make thoughtful and morally informed decisions throughout their lives. We believe in the
potential of each child and in the concept that internal motivation can be developed and
nurtured, while scholars also appreciate individual differences.
We shall be consistent and equitable in our interaction with scholars, fellow educators, and
families. We shall respect the civil rights of all and not discriminate on the basis of race,
national or ethnic origin, culture, religion, sex or sexual orientation or sexual identity, marital
status, age, political beliefs, socioeconomic status, disabling condition, or vocational interest.
This list of bases of discrimination is not all-inclusive.
We shall exhibit an attitude of congeniality and a commitment to a team approach. This
involves a spirit of teamwork and shared responsibility in word and in action.
We shall, as professional educators, exhibit the highest order of professional language and
communication. Verbal and written communications with families, scholars, faculty, and
friends of the school shall reflect sensitivity to the fundamental rights of dignity, privacy,
confidentiality, and respect.
We shall exhibit the highest forms of emotional discipline, refraining from any inappropriate
public displays of anger or rudeness. We shall be open-minded and knowledgeable and use
appropriate judgment and communication when responding to any issue within the
educational environment. This discipline calls for patience, understanding, tolerance, and
the highest consideration for the welfare, dignity, and good name of the school’s
constituents.
Our conduct shall reflect due regard for possible conflicts of interest, ensuring that in one’s
capacity as a Lighthouse employee, outside interests, personal affiliations, or other activities
do not influence, or appear to influence, decision-making or job performance, or result in
personal gain.
We shall embrace a commitment to the responsible management of public funds.
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Standard Employment Practices
At-Will Employment
Your employment with MetLCS is at-will, unless otherwise expressly agreed to in writing signed
by both the Principal of MetLCS and you. This handbook does not alter the at-will nature of your
employment. “At-will employment” means that you have the right to terminate this employment
relationship at any time; and MetLCS reserves this same right to terminate this employment
relationship at any time, with or without cause, and with or without notice.
MetLCS has a “looping” policy, which means that scholars may remain with the same teacher for
two years. We ask that teachers prepare for this as the school will be unable to make exceptions
for a staff member who does not want to loop with a group of scholars. The looping policy does
not guarantee employment for any period of time. . Should there be a need to reduce the number
of employees at your school due to financial reasons we will consider your performance and
certification in making layoffs and other personnel decisions.

Equal Employment Opportunity
MetLCS is committed to providing equal employment opportunities. MetLCS will not
discriminate against applicants for employment or employees on the basis of race, color, religion
or religious creed, gender or pregnancy, national origin, age, disability, marital status, sexual
orientation, gender identity, genetic information, ancestry, veteran status or any other
characteristic protected by law. MetLCS does not tolerate illegal discrimination in the workplace
and abides by all applicable federal laws and state laws.
If you feel you are being discriminated against or you are aware of any discrimination, please
contact your Principal and the Senior Vice President. All reports will be kept confidential to the
maximum extent possible and all complaints will be investigated.
Employees can raise concerns and make good faith reports without fear of retaliation. If you
believe you are being retaliated against for raising a concern about discrimination, please contact
Dr. Ian Roberts, your Senior Regional Vice President (iroberts@lhacs.org). Anyone found to be
engaging in any type of unlawful discrimination or retaliation will be subject to corrective action,
including discharge.

Reasonable Accommodation of Disability
To comply with applicable laws ensuring equal employment opportunities to qualified individuals
with a disability, MetLCS will make reasonable accommodations for the known physical or
mental disabilities of an otherwise qualified individual with a disability who is an applicant or an
employee unless undue hardship to MetLCS would result.
Any applicant or employee who requires an accommodation in order to complete the application
process or to perform the essential functions of the job should contact the Principal or Regional
Vice President. It is the Employee’s responsibility to notify the Principal or the Regional Vice
President if a reasonable accommodation is needed.

Anti Harassment Policy
MetLCS is committed to maintaining a workplace free of harassment and intimidation based on
race, color, sex/gender, pregnancy, religion, age, marital status, sexual orientation, gender
identity, national origin, disability, veteran status, genetic information, ancestry or any other
category protected by law.
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Defining Harassment
Harassment is a form of employee misconduct that undermines the integrity of the employment
relationship. All employees are entitled to work in an environment free from harassment. While
it is difficult to define what constitutes illegal harassment under the law, MetLCS realizes that
any type of harassing or inappropriate behavior based on race, color, sex/gender, pregnancy,
religion, age, marital status, sexual orientation, gender identity, national origin, disability, veteran
status, genetic information, ancestry, or any other category protected by law is inappropriate in
the workplace. Therefore, MetLCS will not tolerate any behavior that creates an intimidating,
offensive or hostile work environment or that interferes with work performance. Examples of
harassing or inappropriate behavior include:
•

Verbal conduct such as epithets, derogatory jokes or comments, slurs or unwanted sexual
advances, invitations or comments;

•

Visual conduct such as derogatory and/or sexually-oriented e-mails, posters,
photography, cartoons, drawings or gestures;

•

Physical conduct such as assault, unwanted touching, blocking normal movement or
interfering with work because of sex, race or any other protected basis;

MetLCS strongly disapproves of and will not tolerate harassment of employees by supervisors,
co-workers or others in the workplace, such as parents, scholars or vendors. MetLCS is
committed to complying with all applicable local, state and federal laws prohibiting
discrimination and harassment in the workplace.
Included in this policy is a prohibition of sexual harassment. Sexual harassment includes, but is
not limited to:
•

Unwelcome sexual advances, requests for sexual favors, unwanted physical contact,
including touching, patting, pinching, etc., unwelcome comments of a sexual or
demeaning nature, the display of sexually offensive posters, pictures or objects.

•

Any use of an employee’s submission to or rejection of the conduct described above as
the basis for employment decisions affecting the employee (such as hiring, firing,
promotions, compensation or working conditions).

•

Any explicit or implicit implication that submission to such behavior is a term or
condition of an individual’s employment.

Reporting Harassment or Inappropriate Conduct
Any employee who believes that he or she has been a victim of some form of workplace
harassment or inappropriate behavior or conduct from a fellow employee, including a Supervisor
or from a non-employee (customer, parent, contractor, etc.) should report the incident
immediately to Ms. Courtney Russell, Principal of the school (crussell@lhacs.org) or Dr. Ian
Roberts, Senior Regional Vice President (iroberts@lhacs.org).
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Investigation of Complaint
Persons submitting complaints of harassment or inappropriate conduct are assured that a thorough
investigation of the complaint will be conducted. The contents of the complaint will be kept
confidential to the extent possible and consistent with the need to conduct a thorough
investigation.

Sanctions
If, following a complaint of harassment or inappropriate conduct, an investigation reveals that
inappropriate behavior has occurred, the person who has violated this policy will be subject to
appropriate sanctions or penalties. The sanction or penalty administered under this policy will
depend on all circumstances, including the offending employee’s prior work record and the
specifics regarding the nature of the violation and may include required training, disciplinary
write ups, suspension or termination.

Retaliation Prohibited
MetLCS does not tolerate retaliation against any employee for making a complaint under
this policy or for cooperating in an investigation of any complaint under this policy. Any
employee who believes that he/she is the subject of such retaliation should report this
immediately to Ms. Russell, Principal of the school (crussell@lhacs.org) or Mr. Sean Precious,
Interim Regional Vice President (sprecious@lhacs.org).

Workplace Violence and Scholar Safety and Mandatory Reporting
Violence or threats of violence committed by or upon an employee or scholar will not be
tolerated. If you receive or become aware of any threatening communications or acts, call 911
immediately if appropriate; and report this immediately to Ms. Russell, Principal of the school
(crussell@lhacs.org), or Dr. Ian Roberts, Senior Regional Vice President (iroberts@lhacs.org).
Please do not engage in a physical or verbal confrontation with a potentially violent person. A
Principal receiving any such report shall immediately inform the Senior Vice President. The
Principal shall also immediately notify the local police department in regards to any allegation of
a child having been physically injured, inappropriately touched or sexually molested by any
individual.
All reports of work related violence or threats of violence will be thoroughly investigated and the
results kept confidential to the extent we are legally able to keep such information confidential.
However, we may report such actions or threats to the appropriate authorities if we feel such a
report is necessary. Any person found to have committed a violent act or made a threat of a
violent act will be subject to disciplinary action that may include immediate discharge.
All staff members, volunteers, parents and third party contractors are absolutely prohibited from
causing any physical or emotional harm to any scholar. Corporal Punishment is never allowed by
school employees, volunteers or contractors. Physical restraint may be used only as necessary
and in a reasonable manner. If you know or suspect that any scholar has been subjected to any
neglect, physical abuse, emotional abuse, or sexual abuse or molestation, you must report this
immediately to the Principal and Senior Vice President or to the Board Chairperson. You may
also be required by state law to file a report with the appropriate government agency. Any staff
member causing any harm to a child, or who fails to report the harm, abuse or neglect of a
child, will be disciplined up to and including immediate discharge, and the authorities will be
notified if appropriate in the circumstances.
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Anti-Nepotism
Employment of Relatives and Others
No person can be hired or otherwise employed by MetLCS if the person is a relative of a MetLCS
employee; unless the employee discloses the relationship to MetLCS prior to the person being
offered a position with MetLCS. In such cases, the Board of Trustees will make the decision as to
whether to hire the person. Employees should also notify the Office/Business Manager and the
Principal where a job applicant is a business associate or close friend of the employee. In cases
where the relationship is not disclosed prior to an employment decision, both employees may be
subject to discipline, including termination.
Employees who become immediate family members or establish a romantic relationship may
continue employment as long as it does not (i) create a supervisor subordinate relationship
between two family members, (ii) have the potential for creating an adverse impact on work
performance or (iii) create either an actual conflict of interest or the appearance of a conflict of
interest. If one of these conditions outlined should occur, attempts will be made to find a suitable
position within MetLCS to which one of the employees will transfer. If employees become
immediate family members or establish a romantic relationship, MetLCS will make reasonable
efforts to assign job duties so as to minimize problems of supervision, safety, security or morale.

Romantic or Sexual Relationships
Consenting “romantic” or sexual relationships between a supervisor/manager and an employee
may at some point lead to unhappy complications and significant difficulties for all concerned —
the employee, the supervisor/manager and the School. Any such relationship may, therefore, be
contrary to the best interests of the School. Accordingly, MetLCS strongly discourages such
relationships and any conduct (such as dating between a supervisor/manager and an employee)
that is designed or may reasonably be expected to lead to the formation of a “romantic” or sexual
relationship. By its discouragement of romantic and sexual relationships, MetLCS does not intend
to inhibit the social interaction (such as lunches or dinners or attendance at entertainment events)
that are or should be an important part or extension of the working environment. The policy
articulated above is not to be relied upon as justification or excuse for a supervisor’s/manager’s
refusal to engage in such social interaction with employees.
If a romantic or sexual relationship between a supervisor/manager and an employee should
develop, it shall be the responsibility and mandatory obligation of the supervisor/manager
promptly to disclose the existence of the relationship to the Principal. The employee may make
the disclosure as well, but the burden of doing so shall be upon the supervisor/manager. Upon
being informed or learning of the existence of such a relationship, the principal may take all steps
that are deemed appropriate. At a minimum, the employee and supervisor/manager will not
thereafter be permitted to work together on the same matters (including matters pending at the
time disclosure of the relationship is made), and the supervisor/manager must withdraw from
participation in activities or decisions (including, but not limited to, hiring, evaluations,
promotions, compensation, work assignments and discipline) that may reward or disadvantage
any employee with whom the supervisor/manager has or has had such a relationship.
In addition, and in order for MetLCS to deal effectively with any potentially adverse
consequences such a relationship may have for the working environment, any person who
believes that he or she has been adversely affected by such a relationship, notwithstanding its
disclosure, is encouraged to make his or her views about the matter known to the Principal.
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This policy shall apply without regard to gender and without regard to the sexual orientation of
the participants in a relationship of the kind described.

Immigration Reform and Control Act (IRCA)
Federal law prohibits MetLCS from employing any person not legally authorized to work in the
United States. In accordance with the requirement of the Immigration Reform and Control Act
(IRCA), all persons commencing or resuming work must submit documentation evidencing their
right to work in the United States. Anyone submitting false documentation shall be immediately
terminated and may be reported to the appropriate authorities. In fulfilling its obligations under
IRCA, MetLCS reaffirms its commitment to comply with both state and federal nondiscrimination laws. Any questions concerning IRCA and the required documentation should be
directed to the Human Resources department.

Corrective Action
Employees will be disciplined for any violation of any MetLCS policy. Such discipline shall be
appropriate to the offense. Any offense, including the first offense may warrant any degree or
action, such as a verbal warning or discharge of employment. The MetLCS Principal reserves the
right to determine the discipline warranted given the nature of the offense committed.

General Policies
Reporting Changes and Mistakes
You are responsible for promptly notifying your Supervisor in writing of any change in your
name, address, telephone number, marital status, and work permit or visa status, tax withholding
allowances, emergency contact information, insurance beneficiary, or dependent insurance
coverage. Accurate and correct information is vital for benefits and insurance records and other
MetLCS files. Any delay in your receipt of your paycheck or tax forms will be your responsibility
if such delay is a result of your failure to notify us of updated information. Please note that any
changes to your insurance coverage are subject to the policies of the insurance provider. It may
not be possible for changes to become immediately effective.
It is the employee’s responsibility to verify the accuracy of the information included on each
paycheck. The employee has one week from receipt of a paycheck or pay statement to report any
errors in name, address, withholdings, paid time off or any other item shown on the pay stub.
Such reports should be sent to lighthousebenefits@adp.com. (877) 551-0603.

Employment Categories
All employees fall into each of the three categories below. For example, our Principal is a full
time, administration, and exempt employee. A paraprofessional working in a school three days
per week would be a part time, academic, and non-exempt employee.
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Category One:
•

Full time employees: All employees regularly scheduled to work at least 40 hours per
week in a 12 month position or in a position at a school expected to last for the entire
remainder of the school year are considered full time employees for the purpose of
benefits.

•

Part time employees: All employees regularly scheduled to work fewer than 40 hours a
week are considered part time employees. Part-time employees are eligible for benefits as
specifically stated in this manual.

•

Temporary employees: A temporary employee is a person who works any number of
hours in a week, but the position the person holds is expected to be fewer than 12 months
for a corporate position and fewer than 10 months for a school-based position in any
calendar year. A temporary employee is not eligible for any fringe benefits unless
required by state or federal law.

Category Two:
• Administration employees: Employees not directly involved in regular teaching are
administration employees. These school positions specifically include the Principal, the
Director of Teacher Leadership, program coordinators, parent coordinators, office
managers, secretaries, administrative school aides and maintenance personnel.
•

Academic Employees: Employees who teach and otherwise work directly with the
scholars and are not expected to work during academic vacations and holidays, with the
exception of mandated meeting and training days, are academic employees. Academic
employees specifically include teachers, teaching assistants, program coordinators,
school guidance counselors and social workers.

Category Three: Under the Fair Labor Standards Act (FLSA), employees are also classified by
two major categories: "Exempt" and "Non-exempt."
• Exempt employees: These employees are exempt from the applicable provisions of state
and federal wage and hour laws and will not be eligible to receive overtime pay. Exempt
employees are expected to work as many hours as necessary to fulfill the requirements of
their jobs.
•

•

Non-exempt employees are eligible to receive overtime pay in accordance with state and
federal wage and hour laws. These employees are required to submit a time record for
each week, approved by the appropriate Supervisor, for the purpose of tracking hours
worked and calculating compensation. An employee will be subject to discipline for all
intentional inaccuracies on a time record. Overtime is paid for any authorized hours
worked over 40 hours in any workweek. Non-exempt employees are required to take a 30
minute unpaid meal break each working day which consists of at least 6 hours. During
this 30-minute break, the employee must not do MetLCS-related work of any kind.
Non-exempt employees will not be paid for snow days or for any other unexpected
school closures.

Academic Employee (Full-time - Academic – Exempt) Pay
Full-Time Academic Exempt Employees are given the option to have his or her compensation
paid based on the number of days actually worked or to have the earned compensation paid
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evenly through to the end of the year. Employees who elect to have their compensation paid
evenly throughout the year may also elect to have their final pay paid out as a lump sum at the
end of the school year or paid equally among the three (3) summer payroll periods in July and
August. Employees who elect to be paid based on the days worked will not be paid for school
breaks, including holidays. They are paid with a higher daily rate that is based on school days
they are required to work. This section pertains to employees who are exempt (non-hourly) only.
All Academic Exempt Employees must sign in on their timesheet upon arriving each day
and sign out on their timesheet upon leaving each day.

Academic Employee (Academic – Non-Exempt) Pay
Academic Non-Exempt Employees are paid on an hourly basis based on the days worked. All
Academic Non-Exempt Employees must sign in on their timesheet upon arriving each day
and sign out on their timesheet upon leaving each day.

End of School Year
This section applies to full time employees leaving the school at the end of the school year. Those
who are not leaving will experience no interruption in compensation or benefits. Any Academic
Employee, such as a teacher or teaching assistant, who leaves at the end of the school year will no
longer be eligible for benefits, except by law such as COBRA. For those employees who
voluntarily terminate at the end of the school year, the employer will continue to provide health
and dental insurance through June 30th and COBRA will become available beginning July 1st.

Pay Periods and Pay Checks
MetLCS employees are paid bi-weekly. Payrolls are paid every other Friday for ten days’ wages
earned through the previous Saturday. In the event the Friday payroll date falls on a holiday, the
pay date shall be the last business day prior to that holiday. It is your responsibility to ensure that
your time is reported accurately by the Monday of that payroll week. Employees shall be notified
if the pay schedule is to change.
MetLCS provides direct deposit service for employees. Employees are strongly encouraged to
enroll for direct deposit to minimize disruptions caused by slow mail, lost checks, etc. Please
contact your Payroll and Benefits Specialist if you would like to arrange for direct deposit of your
paycheck.
If a check must be re-issued, the bank fee and any other processing fee will be deducted from the
employee’s pay as allowed by applicable law. This is another reason that we encourage all
employees to utilize direct deposit. Academic staff who elect the buyout at the end of the school
year or staff who are terminated will have direct deposit cancelled and instead receive a pay
check that they can pick up from their Payroll and Benefits Specialist at the school.
For more information on pay please review your signed offer letter and the 2014-2015
Compensation Policy.

Garnishments
MetLCS is required by law to honor any legal order for garnishment. We will make initial
notification of any demand for garnishment with specification of the total amount and the amount
of each planned deduction. We will make every effort to notify you in advance, if such notice is
available to us, and as applicable by law.
25

Office and Work Hours
MetLCS’ employees work in a variety of settings. Those that work within the administrative
office are expected to report to work according to their individual schedules. Those working at a
school site must adhere to the campus schedule. If you are a non-exempt employee, you may be
asked from time to time to work more than forty hours in one week. If you would like to discuss
your overtime hours or the pay for such hours, please contact the Principal. Full time employees
are expected to dedicate all of their professional time to their MetLCS responsibilities.
Non-exempt employees may not work overtime without prior approval from the Principal
or Senior Vice President. Non-exempt employees who work overtime without prior
approval will be subject to discipline up to and including termination.

Solicitation and Distribution
Working time is, of course, for work – preparing our scholars for college. We want to ensure that
employees and scholars learning time is not interrupted and that our schools and offices are not
cluttered with litter by others who wish to solicit for their own or others' purposes (either business
or charitable) or memberships in organizations. For these reasons, employees are expected to
observe strictly the following rules:
• Do not solicit employees for any activity or purpose while either the employee(s)
doing the soliciting or the employee(s) being solicited is on working time.
“Working time” does not include approved break or meal periods.

•

Do not distribute literature (that is, printed matter of any kind) on working time
or in working areas at any time.

•

Non-employees are prohibited from soliciting or distributing any written or
printed material of any kind for any purpose on MetLCS property at any time.

•

Do not post on the premises, including bulletin boards and E-mail, any notices,
signs or written materials. MetLCS bulletin boards are reserved for official
MetLCS communications such as job openings and MetLCS memoranda.
Similarly, E-mail is for MetLCS business use only.

The only exception to the foregoing will be activities related to MetLCS-sponsored charities and
activities. Exceptions to this policy may be made at any time by the Board of Trustees.

Attendance
Unless your absence is permitted or excused under MetLCS paid time off policies, or you have
been granted a leave in writing by the Principal, you are responsible for being at work on time
and not leaving early. If you are going to be absent or late, it is your responsibility to call the
Principal as soon as possible during each day of your absence, preferably in advance of lateness
and no later than one hour before the start of the workday. If you are absent for more than three
consecutive days, you may be required to provide written documentation from your physician.
Unless an alternative schedule has been approved by the Principal in advance, employees who
sign-in after 7:30 a.m. will be considered late. Lateness will result in the following
consequences:

# of Times Late

Consequence

26

3
5
>5

Verbal Warning
Written Reprimand
Corrective Action (up
to and including
termination)

An employee who is absent for reasons other than those permitted or excused by the MetLCS
policies, or who fails to provide notice as required, will be subject to appropriate corrective
action, up to and including discharge. In addition, an employee who is late or leaves early will
face corrective action, up to and including discharge. An employee may not take an unpaid day
off, and may not take a day off from work beyond accrued sick or PTO time, without the prior
approval of the Principal or Supervisor.
Administration employees are expected and required to work normal business hours during
academic holidays and vacations.

General Complaint Procedure
Any employee may voice a complaint or concern to the Principal. If the employee is not satisfied
with the response he/she may bring the concern or complaint to the Senior Vice President. If not
satisfied with the response of the Senior Vice President the employee may bring the concern or
complaint to the Board of Trustees.

Business Conduct
In the event that you become aware of another employee’s behavior or actions that you believe,
are inappropriate, illegal, problematic, or in any way inhibit or affect your job performance or the
school work environment, you should discuss such behavior or actions with your Principal, or
Senior Vice President. All reasonable concerns will be promptly, thoroughly and confidentially
investigated by the Board of Trustees and, where necessary, appropriate corrective action will be
taken.

Personal Conduct
MetLCS respects the privacy interests of its employees and recognizes their desire to conduct
their personal lives free from interference from MetLCS. Nonetheless, employees should keep in
mind that, even while off-duty, they represent MetLCS to the public and should strive to preserve
MetLCS reputation. In addition, certain types of off-duty conduct may reflect poorly upon an
employee's character and judgment and thereby influence his or her standing as a MetLCS
employee. Therefore, employees who engage in unprofessional or criminal conduct or other
serious misconduct off-duty may be subject to disciplinary action by MetLCS including
termination of employment, if such conduct is determined by management to be harmful to our
corporate image, inconsistent with expectations of our employees, or otherwise adversely affects
our legitimate business interests.

Drugs and Alcohol
MetLCS is a drug-free, alcohol-free, smoke-free workplace. MetLCS will not tolerate alcohol or
illegal drug use, or being under the influence of either, on the job at any site, whether a school,
MetLCS property, or visit to a third party. Furthermore, employees may not distribute, possess,
manufacture, use, dispense, or sell alcohol or illegal drugs at any time on MetLCS property.
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Employees who violate this policy will be subject to corrective action, up to and including
discharge. Employees convicted on charges related to alcohol or drug use, must report the
conviction to the Principal within five (5) days of the conviction date. Employees facing charges
or arrest related to alcohol or drug use or distribution or other offense occurring on school
property must report this to their Supervisor within five (5) days of the arrest or filing of charges.
Failure to do so will result in disciplinary action up to and including discharge.
An employee who is taking prescription drugs which may affect his/her ability to safely and
effectively perform his/her job must report this to their Supervisor immediately. MetLCS will
attempt to make reasonable accommodations to allow the employee to continue working while
taking medications.
Employees may access information about drug or alcohol treatment and assistance programs in
your area by contacting Lighthouse Benefits Service Center at 877-551-0603 or email
lighthousebenefits@adp.com . These matters will be kept confidential whenever possible, and to
whatever extent that you may be protected by law.

Smoking
Smoking is not allowed in MetLCS facilities outdoors or indoors.

Food and Beverages
All employees are personally responsible for keeping the area around their workstation clean and
presentable to visitors, as well as protecting the computer equipment from damage. Employees
are also responsible for returning meeting areas to a clean and presentable condition after use.

Workplace Attire
MetLCS has adopted a business casual dress environment. However, employees are expected to
use good judgment and taste, to maintain personal hygiene and to show courtesy to their coworkers and associates by dressing in a fashion that is presentable and appropriate. All MetLCS
employees are expected to dress in a manner, and to present themselves in a manner, which
presents a good example to each of our scholars. Examples of what employees should not wear
include sweats or other athletic attire, t-shirts, halter or tank tops, jeans or denim, leggings,
sneakers, flip flops or similar types of shoes. Underclothing should never be exposed. Clothing
should not have holes or rips, should not be tie-dyed or otherwise discolored, such as by paint
stains. All clothing must be tasteful, respectful and professional. Of course, a physical education
teacher may need to wear sneakers or similarly appropriate clothing. MetLCS staff members may
choose to wear work-appropriate jeans on Fridays, only when accompanied by a MetLCS issued
shirt.
The Board of Trustees reserves the right for the Principal (or her designee) to notify any
Employee if certain attire is not deemed appropriate for the work place.

Telephone Use, Cell Phones and Other Personal Technology
Personal telephone calls should be kept to a minimum and personal toll calls should not be made
at the expense of MetLCS or of any school. Employees should not make personal calls at a time
when they have any responsibility for supervising any scholars, except in the event of an
emergency.
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Staff may not use cell phones, PDA devices, camera phones or other technology devices when
teaching or otherwise supervising children. These devices may not be used during any staff
meeting or meeting with any third party (parent, vendor, consultant, funder, etc.). Prohibited uses
during these times include making or receiving calls, sending or receiving text messages, taking
pictures, or checking email. Staff members may not send any text messages to any scholar. All
communication outside of class between a staff member and any scholar, including text
messages, emails, messages through Facebook or other forms of social media, photographs and
phone calls, must go through the scholar’s parent. Failure to adhere to this policy will result in the
following consequences:
# of Cell Phone Policy
Violations
1
3
>3

Consequence
Verbal Warning
Written Reprimand
Corrective Action (up to
and including termination)

Staff may not use their own laptops in any Lighthouse site without the prior written consent of the
Chief Information Officer of Lighthouse Academies, Inc.

Parking
MetLCS is not responsible for loss, theft, or damage to your vehicle or to any personal belongings
left in your vehicle while at work.

Personal Property
MetLCS does not assume responsibility for any personal property brought by employees to its
premises. Employees are to use their own discretion when choosing to bring personal property
into the school, and do so at their own risk. Additionally, employees may not bring or display in
the school any property, posters, or signage that may be viewed as inappropriate or offensive to
others.

Office Security
It is each employee’s responsibility to make sure the office is secure at the end of each business
day. The last employee to leave the office at night is responsible for making certain that all filing
cabinets, doors and windows are locked and the alarm is set. No more than $50.00 in cash may
be kept in a school office overnight. Please review school procedures for more details.

Privacy in the Workplace Policy
The working environment does not provide the same degree of privacy experienced at home.
Offices, desks, telephones, lockers, and computers are furnished for business purposes, and
remain the property of MetLCS. Any content therein may require that they be opened to
authorized management representatives. For that reason, an employee's use of an office, desk,
telephone, locker, voicemail, email, or computer will not be considered private. In addition, to
promote quality assurance, telephone calls made by all employees are periodically monitored by
MetLCS. Furthermore, electronic data transmissions, as well as computer data of any type, are
subject to monitoring, and desks and offices may be opened as management deems appropriate.
To avoid embarrassment or other difficulties, employees should not discuss private matters over
business phones, voice mail or electronic mail, nor should employees bring personal property and
materials (especially flammable articles, drugs, personal alcohol-containing products, firearms,
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weapons of any type, explosives, or any other illegal or inappropriate item) onto MetLCS
premises.
If requested by management of MetLCS, employees are required to submit to a search of any
pocket, package, purse, gym bag, briefcase, tool box, lunch box, or other container brought onto
MetLCS' premises, and to submit to a search of a desk, file, locker, other stationary containers,
data files, voicemail, or email provided by MetLCS. Failure to cooperate in a requested search is
cause for termination.

Confidential Information and Records
MetLCS requires that employees not disclose information considered to be confidential by
MetLCS, including employment records, salaries and trade secrets. All new employees are
required to sign a non-compete confidentiality agreement. Employees are also subject to any
restrictions listed under their offer letter. Any questions about this policy should be addressed to
the Board of Trustees.
MetLCS’ employees may upon occasion obtain access to scholar records. Applicable state and
Federal statutes govern such access. These records are confidential and may not be removed from
the school and may only be used by MetLCS’ employees for the performance of their job duties.
All employees must abide by applicable laws, including the Family Educational Rights and
Privacy Act (FERPA), in regard to the confidentiality of scholar information. Employees may
not use scholar pictures, scholar work or any information related to scholars for personal use
either during the work day or outside the workplace.
Should any employee wish to receive a copy of his/her own personnel file, a request must be
submitted in writing to the Principal or Senior Vice President. All such requests will be honored
as required by law.

Intellectual Property and Assignment of Rights
All materials, reports, plans, analyses, designs, presentations, and writings or compilations of any
kind that are produced by the employee in connection with his/her employment shall be the sole
and exclusive property of MetLCS, unless derived from materials already owned by the
employee. The employee agrees to promptly execute any documents necessary to verify MetLCS
ownership of all such materials.
Employee Photographs
As part of our pursuit of our extraordinary mission of preparing scholars for college using our
rigorous arts-infused program, we may use photographs of you to market MetLCS and
Lighthouse Academies. Materials may include one or more of the following: print materials
including folders, flyers, advertisements, billboards and signs, and our website. We may include
your name and a short bio or quote depending on the purpose. We will not include any
confidential personal contact information.
By agreeing to allow us to use your picture, we may continue to do so even if you are no longer
an employee of MetLCS.

Competing Employment
Due to the nature of our business, employees are restricted from certain associations or working
arrangements with competing or conflicting organizations. You may not work for other
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competing businesses during the course of your employment with MetLCS. All employees are
also subject to any restrictions listed under their non-compete confidentiality agreement.
Employees may not engage in any other type of employment during hours when you are working
for MetLCS. You must notify MetLCS of any other employment, which may present a conflict
with your position at MetLCS.

Agreement Limiting Certain Unfair Activities
Employees must sign a non-compete confidentiality agreement with their offer letter. Employees
should direct any questions they have on this agreement to their Supervisor.

Non-Solicitation
During the period of your employment and for a period of one year after the termination of
your employment with MetLCS, you shall not, directly or indirectly, (i) solicit for
employment or employ any person who was employed by the schools during your
employment within the LHA network; or (ii) call on, solicit, or take away for yourself or
for any other person or entity any person, scholar or entity who or which was a customer of
the schools during your employment with MetLCS. All employees are also subject to any
restrictions listed under their employment letter.

Employment of Parents of Scholars
A staff member is not allowed to serve as the administrator for the school’s discipline code with
their child or any scholar who they have custody or guardianship for at the time the incident
occurs.

Contractors and Third Party Vendors
MetLCS may authorize the use of contractors and consultants for various services, including but
not limited to: physical therapy, speech, professional development, maintenance and
transportation. The school is responsible for ensuring that independent contractors comply with
School policies, this Handbook, as well as with applicable laws. Employees are required to report
to the Principal immediately any violation of a school policy.

Expense Reimbursement
MetLCS will reimburse employees for reasonable business expenses, including travel, if
approved in advance by your immediate Supervisor. Employees requiring assistance with travel
in advance must contact their Supervisor. Employees must refer to the Travel and Reimbursement
Policy in the procedure manual for specifics about travel and reimbursement procedures. No
expenses will be reimbursed which violate the Expense Reimbursement and Travel Expense
Reports Policy. Expenses which are submitted more than thirty (30) days after the expense was
incurred will not be reimbursed to the employees, unless there are exigent circumstances.

Meals, Tickets, Food and Other “Gifts” from Third Parties
“Gift” shall include a meal, a drink(s), a ticket(s) to a sporting or other event, food, or any other
item that a vendor, authorizer or individual, including parents, offers to a MetLCS employee.
Employees may accept meals and other items of a value less than $30.00 from third parties
provided they do so within these guidelines and provided further that:
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•
•
•
•

A meal eaten while conducting business may be accepted provided a reasonable person
would not consider it to be extravagant. Alcohol should be consumed at business
functions only in moderation and only in the evening.
No business, purchasing or other decision will be in any way based on the receipt of or
value of the gift.
All MetLCS personnel will at all times conduct themselves with the utmost integrity and
honesty.
Upon accepting any gift valued at more than $30.00, the Employee shall list the item,
date and estimated value on a spreadsheet on the Prism.

For other gifts, the Employee should send an email to the Principal detailing the third party, gift,
date, estimated value, and any pending transaction with the Third Party. The Principal will then
have sole discretion to approve or disapprove of the acceptance of the gift. If the gift is not
approved and is already in possession of the Employee, it shall be returned to the sender.

Corporate Credit Cards
Corporate credit cards, such as Visa or American Express, are for business use only and may not
be used for personal items or services. Employees must review Travel and Reimbursement Policy
before accepting or using corporate credit cards. Credit cards are generally issued only to
principals who travel on business.

Recruiting Referrals
MetLCS has a policy of financially rewarding employees who refer to us other dedicated,
qualified staff members. Please see your Principal for site details on this plan.

Employee Friend and Family Member Visitation Policy
MetLCS welcomes its staff and their friends and family members into the school building. From
time to time, we recognize that staff members may need to bring a friend or family member (e.g.,
a child) to work with them. The guidelines for such visits are listed below:


The Principal must be notified 24 hours in advance via email request if a friend or family
member must be brought to school and must grant permission. The Principal reserves the
right to refuse having the friend or family member at school or to limit the hours of the
visit.



The staff member is responsible for the conduct and safety of any friend or family
member s/he brings to the school. If the friend or family member interferes or the
supervision thereof interferes with the daily operation of the school or the staff member’s
work or ability to perform job-related tasks, the principal reserves the right to deny the
friend or family member future visits.



All visitors must sign in at the office and obtain a visitor's badge and wait in the office
until they can be escorted by an employee. No unescorted visitors are permitted in the
school. While a visitor is under your care, it is your responsibility to ensure that they
comply with all Lighthouse policies and applicable laws.
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Absences: Time Off and Holidays
Paid Holidays
The following are paid holidays for full-time administrative employees. The following are the
only paid holidays for administrative employees, as defined above:
New Year’s Day
Martin Luther King, Jr. Day
President’s Day
Memorial Day
Independence Day
Labor Day
Columbus Day
Veteran’s Day
Thanksgiving Day
Day after Thanksgiving
Day before Christmas Day
Christmas Day
In addition, all school buildings will be closed for two days between December 24 and January 1.
The two day closure time will be determined by the Senior Vice President. School based
administrative personnel will not be required to work during this time and will not be charged
PTO for these days.
An announcement by MetLCS shall be made regarding days off should any of the above holidays
fall on a Saturday or Sunday. The above holidays are the only holidays for administrative
employees, including Principals, Director of Teacher Leadership, office staff, and others
designated as administrative employees in their employment letters.
Please note that MetLCS will make reasonable efforts to accommodate holidays pertaining to an
employee's established beliefs that do not fall in the paid holidays listed the employee may use
PTO or a floating holiday for such purposes. Employees should speak with the school Principal or
to obtain approval for taking time off to observe such holidays.
An employee must work the day before and the day after a holiday in order to be paid for the
holiday, unless the employee receives prior written notice from their Supervisor.
An employee may convert one or more of the above-listed paid holidays to a floating personal
day off with prior written approval from the employee’s Supervisor. This must be recorded in
HRB.

Paid Time Off (PTO)
Full-time employees are eligible to use paid time off as described in this policy. Part-time,
temporary, and contracted employees are not eligible for paid time off.
Hours Absent (in 8 hour day)

Counts as…(for attendance purposes)
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0.5 - 4
4-8

Absent half day
Absent full day

Academic employees are eligible for less PTO than administration employees because school
employees are generally not expected to work during academic holidays and vacations. If the
Principal schedules a required activity such as a meeting, training, professional development or
planning day during a day(s) when school is not in session for the scholars, then the employee
must work on that day. School employees should, as much as possible, schedule such
appointments as medical and dental visits during non-school hours. Full-time, academic
employees who have been employed for at least ninety (90) consecutive calendar days will accrue
PTO at a rate of three (3) days per academic year accrued at a rate of 2.4 hours per school year
month (September to June). Once an academic employee has accrued nine (9) days of unused
PTO, no more will accrue until the academic employee has taken some vacation and reduced his
accrued amount to below nine (9) days.
Full-time, administration employees who have been employed for at least ninety (90) consecutive
calendar days will accrue fifteen (15) days of PTO per year during their first and second years,
accrued at a rate of 4.62 hours per pay period. These employees will accrue twenty (20) days of
PTO per year during their third year and all years thereafter, accrued at a rate of 6.15 hours per
pay period. We strongly encourage employees to take vacation within the year, after it is accrued.
Once an employee has accrued twenty (20) days of unused PTO, no more will accrue until the
employee has taken some vacation and reduced his accrued PTO amount to below fifteen (15)
days.
Upon an employee leaving the company for any reason, the maximum amount of PTO to be paid
to the employee will be fifteen (15) days. Such pay will be made in the second pay period
following the employee’s termination date.
Employees must request advance approval from their supervisor for any vacation. Requests will
be reviewed based on a number of factors, including business needs, staffing requirements, and
scheduled vacation of other employees. Planned absences of more than five (5) days must be
approved six weeks in advance by your supervisor. Due to the operational needs of MetLCS,
planned absences in excess of ten (10) days will not be granted.
At its discretion, MetLCS may grant an employee’s request to use vacation in advance of its
accrual. In such circumstances, the employee will be required to sign a form authorizing MetLCS
to deduct appropriate amounts from the employee’s paycheck for vacation taken in advance of its
accrual. The Principal must approve all requests for time off exceeding the amount of accrued
time off. Employees may not take other days as unpaid days without the prior approval of the
Principal. An Employee who takes a day off when he/she does not have the accrued time will not
be paid for such day, and may face disciplinary action, up to and including discharge.
If a recognized holiday occurs while an employee is using PTO, the day will not count as PTO.
Vacation does not accrue while the employee is on an unpaid leave of absence.
If an employee is unable to get to school because of lack of transportation or snow or similar
reason, the day will be deducted from accrued PTO.
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Sick Days
Employees may also need time off for short-term illness. An employee is entitled to no more than
six (6) paid sick days per school year. All sick time (48 hours) will be available as of the first day
of the staff school year, generally about August 1st. Sick time may not be carried over to the
following school year. An employee needing to take a sick day during the first sixty (60) days of
employment shall be required to present medical documentation to the Principal. Academic
employees should, as much as possible, schedule such appointments as medical and dental visits
during non-school hours. In the event an employee begins employment during the year, they are
entitled to a pro rata share of the six (6) paid sick days per school year. The following rules and
guidelines govern the use of paid sick days:
If you do not report to work, you must notify the office/school via telephone or have someone call
for you at least one hour before school opens. Notify the person responsible for securing
substitutes.
• If you must leave the office/school before closing time because of illness, you must
inform your supervisor prior to your departure. Scholars may never be left unsupervised.
• If you foresee the need to take sick leave, such as for non-emergency surgery, you must
tell the Principal as soon as possible so that plans can be made to cover your absence.
School employees should, as much as possible, schedule physical check-ups, dental
appointments and other such appointments outside of school hours.
• If you are absent because of sickness or disability for more than three (3) consecutive
days, and the medical information submitted is not, in the discretion of MetLCS,
sufficient to establish inability to work, the employee may be required to submit to an
examination by a doctor selected and paid by MetLCS.
You may use sick days to care for your sick or injured children or family members living in your
household on the same terms that apply to the use of sick days for your own illnesses or injuries.
In case of an extended absence, you should consult other sections of this handbook and your
insurance plan booklet to see whether you are eligible for short-term or long-term disability leave.
Upon leaving school employment, unused sick days are not paid to the employee. An Employee
who takes a sick day when he/she does not have any allotted sick days remaining for the year will
not be paid for such day, and may face disciplinary action, up to and including discharge.
After the end of each academic year, any staff member who has signed an offer letter to return to
MetLCS the following year and who has not used all of his/her allotted sick time for that year will
receive a bonus payment equal to $150 for each day of unused sick time, up to a maximum of
$450.
Summer Vacation Compensation
Academic Employees are required to work at least 210 days annually, including the 190 days
when school is in session and the 20 days when professional development is provided at the
school or other location identified by MetLCS. (See “Paid Time off (PTO) for further details.)
During the scholars’ summer vacation:
(1) Academic Employees who have been employed at the school continuously since the first
scheduled day of the school’s summer professional development institute in that school year
will not be required to work from the last day of the school year until the first day of the next
school year’s professional development institute, but will be paid their full salaries.
(2) Academic Employees who have not been employed since the first scheduled day of the
school’s summer professional development institute, but have been employed since April 1
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of the current school year, will not be required to work, but will be paid a portion of their
monthly salary equal to the portion of the total number of days in the school year (including
professional development days) they have worked (i.e. number of days worked / 210).
(3) Academic Employees who have not been employed since April 1 will not be paid for time not
worked.
(4) Administration Employees are required to work.
Time Used Beyond Accrued Time
An employee who leaves MetLCS, for any reason, and has taken off more paid time off or sick
days than had been accrued will have this “negative balance” subtracted from the
last or penultimate paycheck in accordance with applicable law. For example, if any employee
has accrued three (3) sick days but has taken five (5) sick days and leaves MetLCS, they will be
required to pay for the two (2) excess days which may be subtracted from the employee’s final or
penultimate paycheck.

Family and Medical Leave
In compliance with the Family and Medical Leave Act of 1993 (FMLA), MetLCS will grant up to
12 weeks of leave during a 12-month period to an “eligible employee” for one or more of the
following reasons:
•
•
•
•

•

•

The birth of a child and to care for such child or placement for adoption or foster care of
a child;
To care for an immediate family member (spouse, child, parent) with a serious health
condition;
Because of a serious health condition which renders you unable to work; or
Because of any qualifying exigency (as defined by U.S. Department of Labor regulations)
arising out of the fact that your spouse, son, daughter or parent is on active duty (or has
been notified of an impending call or order to active duty) in the Armed Forces in support
of a contingency operation.
An eligible employee also may take Service Member Family Caregiver Leave to care for
a spouse, son, daughter or next of kin who is a covered service member, defined as a
member of the Armed Forces, including a member of the National Guard or Reserves,
who is undergoing medical treatment, recuperation, or therapy, is otherwise in outpatient
status, or is otherwise on the temporary disability retired list, for a serious injury or
illness. Eligible employees are entitled to a total of 26 weeks of unpaid Service Member
Family Caregiver Leave during a 12-month period. This leave shall be available only
during a single 12 month period. If an employee takes other leave covered by the federal
FMLA under numbers 1-4 above, the combined leave shall not exceed 26 weeks during
that 12-month period.
A husband and wife, when both are eligible for FMLA and both work at MetLCS, are
eligible for a combined 12 weeks unpaid leave during any rolling backward 12 month
period if the leave is taken:
o
o
o
o

For the birth of the employee's son or daughter or to care for the child after birth;
For placement of a son or daughter with the employee for adoption or foster care,
or to care for the child after placement;
To care for the employee's parent with a serious health condition; or
Because of any qualifying exigency (as defined by U.S. Department of Labor
regulations) arising out of the fact that the employee’s spouse, son, daughter or
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parent is on active duty (or has been notified of an impending call or order to
active duty) in the Armed Forces in support of a contingency operation.
A husband and wife, when both are eligible for FMLA and both work at MetLCS, are eligible for
a combined 26 weeks unpaid leave of Service Member Family Caregiver Leave during the single
12 month period described earlier in this policy. If the husband or wife takes leave for one of the
reasons described in items 1-4 above, that leave also may count toward the 26 weeks of combined
leave during that single 12-month period.
If an employee who wishes to take family or medical leave has accrued paid leave (for example,
PTO or sick leave), MetLCS requires that all available paid leave in excess of three days be
taken and exhausted before any unpaid family or medical leave may be used. FMLA leave is used
instead of, and not in addition to, any other leave.
For example, present MetLCS policy allows employees to take paid sick leave when they have a
serious health condition that prevents them from working. Therefore, employees with such a
condition must exhaust all earned paid time off leave in excess of three days. Eligible employees
may take unpaid leave for any balance of the 12-week family medical leave period or use their
remaining paid time off leave. An employee who takes family leave in order to care for the
employee’s seriously ill parent, spouse, or child will likewise be required to substitute any earned
paid sick leave available to the employee for that purpose, as well as accrued PTO in excess of
three days, before taking unpaid leave for any balance of the 12-week leave period. In no case
will FMLA be granted for more than 12-weeks unless governed by state or federal law.
Additional unpaid time may be granted by the Principal, as defined in the section “Leaves of
Absence”, below, and will no longer be protected by FMLA laws.
The phrase "serious health condition" means an illness, injury, impairment, or physical mental
condition that involves:
In-patient care (i.e., an overnight stay) in a hospital or other medical care facility (including any
period of incapacity or any subsequent treatment in connection with such in-patient care);
A period of incapacity of more than three (3) consecutive calendar days, and any subsequent
treatment or period of incapacity relating to the same condition that also involves (i) treatment
two (2) or more times by a health care provider or under the supervision of a health care provider,
or (ii) treatment by a health care provider on at least one (1) occasion which results in a regimen
of continuing treatment under the supervision of a health care provider;
•
•
•

•

Any period of incapacity due to pregnancy, or for prenatal care;
Any period of incapacity due to a chronic serious health condition;
A period of incapacity which is permanent or long-term due to a condition for which
treatment may not be effective, during which the employee (or family member) must be
under the continuing supervision of, but need not be receiving active treatment by, a
health care provider; or
Any period of absence to receive multiple treatments by a health care provider or under
the supervision of a health care provider, either for restorative surgery after an accident or
other injury, or for a condition that will likely result in a period of incapacity of more
than three (3) consecutive calendar days in the absence of medical intervention or
treatment.
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The definition of “incapacity" is defined by law but generally means the inability to work or
perform other regular daily activities due to the serious health condition, treatment therefore or
recovery therefrom.
An employee taking medical leave also may be entitled to benefits under a short-term disability
policy for all or part of the unpaid leave period, if applicable. It is the employee’s responsibility
to file a claim with the insurance provider.
Employees who are “Eligible”. Employees are eligible to take family or medical leave (FMLA)
if they have worked for MetLCS for at least 12 months, AND have worked at least 1,250 hours
over the previous 12 months.
Meaning of the “12-Month period”. The 12-month period during which an eligible employee can
take leave under this policy is measured backward on a “rolling” basis from the date when an
employee uses any such leave. An employee’s leave entitlement consists of any balance of the
12-weeks, which has not been used during the immediately preceding 12-month period.
Advance Notice Requirement. Whenever the need for leave is foreseeable, an employee must
give MetLCS at least 30 days’ advance notice before leave will commence. Forms for leave
requests are available by contacting your business/office manager
When the leave is not foreseeable 30 days in advance, an employee must give MetLCS notice
within two working days of learning of the need for leave, absent extraordinary circumstances. If
the need for leave was foreseeable, but the employee failed to give timely notice to MetLCS, then
MetLCS may deny the taking of the leave until 30 days after the date of the employee’s request.
Mandatory Medical Certification. Any employee requesting leave because of a serious health
condition of the employee or their parent, spouse or child must provide MetLCS with appropriate
medical certification. The certification must be signed by the appropriate health care provider
and submitted to the School Principal. The employee should submit the medical certification
form along with their leave request; MetLCS may provisionally grant the leave until the required
certification is provided. MetLCS, at its discretion, may require an employee seeking leave
because of a serious health condition to obtain a second opinion, at MetLCS expense.
While an employee is on leave, subsequent recertification of a medical condition may be required
in appropriate circumstances, such as when an employee seeks to extend the leave or there is a
change in the serious health condition for which the leave is taken.
Intermittent or Reduced Leave. When medically necessary, an employee may take “intermittent”
leave (two or more separate leave periods) or “reduced” leave (where an employee works fewer
hours per day or per week than his/her regular schedule). In such cases, the total number of hours
or days of leave taken by the employee is limited to the equivalent of 12 workweeks for that
employee. An employee must make a reasonable effort to schedule the leave in a manner that
will not unduly disrupt MetLCS operations, including the scholars’ schedules. MetLCS may
transfer an employee to an available alternative position that has the equivalent pay and benefits
and for which that employee is qualified, if that position can accommodate recurring periods of
leave better that the employee’s regular job.
Benefits. An employee who takes leave will not lose employment benefits that were accrued prior
to the date when leave commenced. However, an employee will not accrue sick or paid time off
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leave during any unpaid leave period. Health, dental, life and disability insurance coverage will
be continued by MetLCS during FMLA leave, subject to the conditions stated below.
Health and Dental Insurance Coverage. An employee who is on an approved FMLA leave will
be maintained on MetLCS group health insurance plan at the same level, with the same coverage,
and under the same conditions as if they had not taken the leave. An employee on paid leave will
have their share of the premium payments deducted from their pay in the usual manner. An
employee on unpaid leave is responsible for making timely payments to MetLCS for their share
of the premium payments, in accordance with the schedule established by the Vice President of
Finance before unpaid leave commences, in order to avoid cancellation of their health and dental
insurance.
If an employee fails to return to work at the end of the leave period, due to circumstances other
than the continuation, recurrence, or onset of a serious health condition or due to circumstances
beyond the employee's control, the employee must reimburse MetLCS for all l insurance
premiums paid by MetLCS on their behalf, while the employee was on unpaid leave. MetLCS
requires sufficient medical certification of an employee’s inability to return to work because of
such a serious health condition before the employee will be released from the requirement to
reimburse MetLCS for health and dental insurance premiums paid during the employee’s leave
period. MetLCS will deduct unreimbursed premiums from any amounts owed by MetLCS to the
employee.
Employee Reporting Requirements During Leave. An employee on leave must report to the
School Principal every 30 calendar days on their status and intent to return to work. MetLCS
obligations under the FMLA (including maintenance of insurance coverage and restoration to any
equivalent position) cease when an employee gives MetLCS notice of his or her intention not to
return to work.
Medical Certification of Fitness to Return to Work. Prior to an employee's return to work, he/she
must submit a certification of fitness for duty to MetLCS.
Restoration to Position Upon return from leave, an employee will generally be restored either to
the same position he or she held when the leave commenced, or to an equivalent position with
equivalent employment benefits, pay, and other terms and conditions of employment. Because of
the effect on scholars, there is a possibility that an employee may not return to a position with
identical responsibilities. Pay and benefits will be maintained at the same level. However, an
employee may have to finish the school year in a different position in order to minimize the
disruption to scholars. In some circumstances, such as a reduction in force, an employee may not
be reinstated from FMLA leave.

Leaves of Absence for Illness, Disability, or Pregnancy
An employee who is not eligible for FMLA leave may request an unpaid Leave of Absence for
illness or disability of up to six (6) weeks by contacting Principal and Benefits and Payroll
Specialist in writing. The Principal and Benefits and Payroll Specialist will then guide the
employee through the application process, which shall include providing medical documentation
of the need for the leave of absence. Only the Principal may grant a Leave of Absence.
The decision of whether or not to approve the leave of absence shall be made on a case by case
basis, primarily considering the medical need, but also factoring in the employee’s discipline
record, if any, length of employment, and business needs. Absent extraordinary circumstances, an
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employee will not be granted a leave of absence unless and until the employee has worked for
MetLCS for at least six consecutive months (which includes summer months for teaching staff).

Notification Requirements
Employees must give at least thirty (30) days’ advance notice in writing to MetLCS before a
requested leave is to begin if the need for the leave is foreseeable. If thirty (30) days’ notice is not
possible, the employee should make the request as soon as possible.
MetLCS may ask the employee for re-certification at reasonable intervals, if (1) the employee
requests an extension of his/her leave (which will be limited to six weeks); (2) the circumstances
described by the employee’s original certification have changed significantly; or (3) MetLCS
learns of information that casts doubt upon the continuing validity of the employee’s original
certification.

Reinstatement
The employee must notify their Supervisor in writing at least three working days prior to the
scheduled date of return, including providing medical certification the employee is able to return
to work. If the length of the leave was not established, or if it differs from the employee’s original
agreement, the employee will be returned to work within five business days, where feasible, after
written notification has been provided to MetLCS, including medical certification, of the
employee’s readiness to return.
A written release from the health care provider must certify that the employee is able to perform
all of the essential duties of his/her job, with or without reasonable accommodation. You will not
be able to return to work and your pay will not resume until this medical certification has been
provided. Failure to submit this medical certification in a timely manner may result in discharge
from employment.
MetLCS will reinstate an employee to the job he/she held before the leave began, unless one of
the following conditions exists:
•

The employee would not otherwise have been employed in the same job at the time
reinstatement is requested for legitimate business reasons related to the leave; or

•

The job could not be kept open or filled by a temporary employee without substantially
undermining the ability of MetLCS to operate efficiently or a another change in
personnel may harm the scholars’ education; or

•

The employee is a highly compensated employee, one who is among the highest paid
10% of all MetLCS employees.

If MetLCS cannot reinstate an employee to his/her exact job, it will offer the employee a
comparable position consistent with the law provided that a comparable position exists and is
available, except in the case of highly compensated employees. The Employee may need to take
an alternative job for the remainder of the school year in order to minimize disruption to the
scholars.
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Integration with Other Benefits
Leaves of Absence are unpaid, to the extent not covered by the employee’s accrued PTO or sick
time. To the extent an employee receives compensation under a disability insurance policy; PTO
will not be deducted from the employee’s accrued time.
Accruals of PTO and sick time and holiday benefits will be suspended during the unpaid portion
of leave and will resume upon return to active employment. For the purpose of accrual rates for
PTO, time taken will not count as “time worked” toward the next level of accrual.
Subject to the terms conditions and limitations of the applicable plans, MetLCS shall continue to
provide health insurance coverage for up to the duration of the leave. During the leave of absence,
the employee will be responsible for the full costs of these benefits under COBRA, or similar
state statues if the employee wishes to continue coverage. When the employee returns from leave,
benefits will resume as an employee, according to all applicable plans. If the employee fails to
return from leave or terminates his/her employment within six months of the return to work,
MetLCS shall recover any health premiums that may have been paid by MetLCS on the
employee’s behalf during any unpaid periods of leave.

Personal Leave of Absence: Non-medical
Requests for personal leave without pay are considered individually and granted at the discretion
of management. For school employees, the leave must be approved by both the Principal and the
Senior Vice President. The reason for the request, the employee's length of service, the
employee's work record, and the demands of the individual's job are examples of the type of
factors typically considered in evaluating a request for personal leave of absence. A request for
personal leave of absence may be granted only if the employee is not eligible for any other type
of leave. An employee may not be on personal leave of absence for more than two (2) months in a
calendar year. The section “Integration of Benefits”, above, applies during this type of leave.

Bereavement Leave
When a death occurs in an employee's “immediate family”, an employee may take up to three (3)
days with pay in order to attend the funeral or make funeral arrangements. In unusual
circumstances, additional time off may be granted, with or without pay, at the discretion of the
Principal. For purposes of the funeral leave policy, “immediate family” means an employee's
spouse or child, stepchildren, as well as a parent, grandparent, brother, or sister of the employee
or the employee's spouse. Employees will also be granted one day to attend the funeral of a close
relative. A close relative is considered to be an employee’s aunt, uncle, cousin, niece or nephew.

Jury Duty
Employees summoned for jury duty will be allowed the necessary time off from work to perform
this civic responsibility. Employees must give MetLCS as much notice as possible. MetLCS will
pay such employees the difference between their regular salary and any jury duty fees received
for a maximum of three (3) days. Employees will be expected to report to work during all regular
hours if their presence is not required at the courthouse. MetLCS requires employees to supply
documentation from the court affirming the employee's jury duty service. Please notify the
Principal as soon as you receive the jury summons.
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Witness Leave
If you are summoned as a witness you will be given the time off for that purpose. Please notify
the Principal as soon as you receive a summons. You may elect to use PTO or take this time as
unpaid.

Military Duty
A Military Leave of Absence will be granted to employees who are absent from work because of
service in the United States uniformed services in accordance with the Uniformed Services
Employment and Reemployment Rights Act (“USERRA”). Advance notice of military service is
required, unless military necessity prevents such notice or it is otherwise impossible or
unreasonable.
Military Leave is unpaid. Continuation of health insurance benefits is available as is required by
USERRA based on the length of the leave and subject to the terms, conditions and limitations of
the applicable plan for which the employee is otherwise eligible. Employees may continue their
health insurance benefits but are responsible for paying the health insurance premiums. Vacation
and holiday benefits will not accrue during the unpaid portion of a Military Leave of Absence.
Employees on Military Leave for up to thirty (30) days are required to return to work on the first
regularly scheduled day of work after the end of service, allowing reasonable travel time.
Employees on longer Military Leave must apply for reinstatement in accordance with USERRA
and all applicable state laws.
Employees returning from Military Leave within five (5) years will be placed in the position they
would have attained had they remained continuously employed or in a comparable position
depending upon the length of military service in accordance with USERRA. Employees will be
treated as if they were continuously employed for purposes of determining benefits based on
length of service.
Employees should contact their Business/Office Manager for more information or questions
about Military Leave, or to notify MetLCS about such a leave.

Other Employee Benefits
Insurance coverage through MetLCS is available only to full-time, active employees. A school
employee who is not returning for the following school year is no longer considered “active”
once the school year ends.

Insurance for MetLCS Employees Only
The following is a brief description of insurance benefits available to all eligible MetLCS
employees. Eligible employees are all full-time employees, as defined earlier in this handbook.
The descriptions in this handbook are a summary only. The separate plan documents explain each
benefit in more detail and the language of the plans’ documents controls the various plans.
Benefits may be modified, added or terminated at any time by the insurance provider or benefit
provider, per the terms of the plan, or by MetLCS, at its sole discretion. If there is a discrepancy
between the benefit description in the employee handbook and the plan document, the plan
document is controlling.
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MetLCS offers all full-time employees and members insurance benefits, such as medical, dental,
disability and Flexible Spending Account. These benefits are effective as of the date stated in the
insurance plan. MetLCS pays a percentage of the premium for each eligible employee, spouse,
and dependents. Domestic partners will be covered to the extent allowed for by the plans and
subject to the covered employee and the domestic partner completing an form (s) required by the
plans and MetLCS. The percentage paid by MetLCS and the eligibility requirements for the
specific coverage, eligibility periods and benefits payable under the plans offered are described in
insurance brochures, which may be obtained from the Office Manager or from the Lighthouse
Academies Benefits Service Center at lighthousebenefits@adp.com or (877) 551-0603. Coverage
may change from time to time, at the sole discretion of MetLCS.

Savings for Retirement for MetLCS Employees
MetLCS provides a 401(k) plan for all employees who work more than 1 month and who are
twenty-one (21) years of age or older. An employee becomes eligible to participate on the date
stated in the plan. Contributions to the plan are made by way of salary deferrals. MetLCS will
make a Safe Harbor Matching Contribution once a year proportionate to the 401K contribution up
to 4% of your pay that you contribute to the plan. Where there is any conflict between this
Handbook and the 401(k) plan document, the 401(k) plan document will control.

Section 125 Plan
MetLCS allows all full time employees the opportunity to make their health insurance payments
on a pretax basis under Section 125 of the Internal Revenue Code.
FSA
MetLCS offers Flexible Spending Accounts for Healthcare and Dependent Care. FSA Accounts
allow employees to set aside a portion of their earnings to pay for qualified medical and
dependent care expenses. Money deducted from the employee’s pay for a FSA account is not
subject to payroll taxes, resulting in a substantial payroll tax savings.

Life Insurance
MetLCS provides employees a flat $10,000 in life insurance with no cost to the employee.

Worker’s Compensation
Injuries arising out of and occurring in the course of the employee’s work for MetLCS are
covered by a Worker’s Compensation insurance policy. If you are injured on the job, you must
report it immediately to the Principal and the Payroll and Benefits Specialist. Failure to
immediately report a work related injury may result in discipline and result in a denial of your
claim. You must fill out any and all applicable paperwork provided to you, as well as any
guidelines provided to you by our insurer.
Please be advised that MetLCS abides by all of the requirements of state worker’s compensation
requirements and will not retaliate against any employee for filing a worker’s compensation
claim.
Please be aware that there may be a waiting period for your first payment. Accrued leave time
may be used during this period. If none is available, then the days will be unpaid.

43

Decisions to grant worker’s compensation benefits are made by the applicable worker’s
compensation insurance carrier and not by MetLCS. After filing your claim, you will be given
information on how to appeal any denial of benefits.

COBRA and Qualifying Events
The Consolidated Omnibus Budget Act of 1986 or “COBRA” refers to the continuation of group
insurance benefits after a qualifying event. Employees and covered dependents will have the
opportunity to continue insurance benefits at their own expense under COBRA for the following
reasons:
• Termination of employment at MetLCS, except for gross misconduct
• A reduction in hours terminating an employee’s eligibility for insurance coverage
• Dependent ceases to be a dependent based on age, marriage, or completion of
schooling
• Divorce or legal separation from spouse
• Loss of spousal insurance coverage
• Employee is deceased (covered dependents would be eligible)
In the event of a qualifying event, you or a family member must notify MetLCS
(lighthousebenefits@adp.com or (877) 551-0603 within thirty (30) days of the qualifying event.
Failure to notify MetLCS within thirty (30) days may result in loss of insurance coverage for
yourself or a member of your family, including a newborn. You may be required to show written
documentation of the qualified event. MetLCS will then notify you or the individual who
qualifies for continued coverage of their right to elect COBRA.
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Technology Policies
Acceptable Use Policy: Computer, Technology, Internet & Lighthouse
Academies Connect Use
For Lighthouse Faculty and Staff
This policy governs the access and use of all means and methods of communications including
but not limited to telephone, voice mail, electronic mail, mail, computers, handheld devices,
pagers, mobile phones, faxes and the use of the internet, Lighthouse Academies Connect, sent by
or received by a member of community (staff, scholar, volunteer, family member) using
Lighthouse Academies communication and computer systems (“Systems”). This policy also
applies to the electronic disclosure of scholar information, such as names, photos or videos.
The use of these systems is intended for business use only. Use of these systems for any other
reason is prohibited. All information transmitted, received or stored using these systems is the
property of the School and/or Lighthouse Academies. Lighthouse Academies’ management
reserves the right to monitor its systems and the content, including all emails. You should not
have an expectation that the information in the system, or in any system at Lighthouse or at all
connected to Lighthouse, is confidential or private.
You may not use our systems in any way that may be seen as offensive, harmful, insulting or
disruptive. You may not use the systems to send derogatory, threatening, insulting or harassing
remarks, sexually explicit messages, cartoon, jokes or other potentially offensive material; access
pornography or other offensive sites; gain access to others computers; steal computer files, or to
damage in any way Lighthouse Academies systems or any other system or computer; or write
personal letters, resumes, junk mail, or other documents not related to business.
You may not access MySpace.com, FaceBook.com or any other social networking site while
using Lighthouse Academies’ equipment or while at the school. Additionally, Lighthouse
Academies reserves the right to further restrict sites either through content filtering or written
notice. You absolutely may not post anywhere online, particularly to any social networking
site, any name or image or video of a Lighthouse scholar or former scholar. Photographs and
videos may be posted the LHA website and Lighthouse Academies Connect if a scholar’s
parent/guardian has signed the appropriate FERPA form.
Computer software on Lighthouse Academies’ systems may not be downloaded, copied,
reproduced, altered or used by an employee without prior authorization. The violation of
copyright laws may result in a fine and imprisonment, as well as termination of employment.
Lighthouse and the School will cooperate with software vendors in prosecuting those who violate
copyright. Lighthouse prohibits the use of any “pirated” or “bootleg” software on its systems.
The use of personal storage devices such as flash drives, external portable drives, thumb drives,
or CDs, or software is not allowed on Lighthouse Academies’ systems. You may use Lighthouse
Academies Connect to upload school files for working off site.
The use of personal computers/laptops, printers or any other technology device in the school is
prohibited without prior written authorization of the Chief Information Officer. No scholar or
employee should ever bring a personal device (laptop, smartphones, ipads, PDA, etc) to the
school and connect it to the data network for the building. Doing so could create a security risk
for the school. Any equipment which is brought to school is done so at the risk of the individual
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and may be confiscated. Neither the School nor Lighthouse Academies will be responsible for
any lost, stolen or damaged personal property.
Failure to follow this policy may result in disciplinary action up to and including termination of
employment.

Wireless Communication Usage Guidelines
These guidelines are intended for employees who use a MetLCS issued cellular phone.
Issuing of Phones
The Principal will approve the issuance of cellular phones and Blackberry devices. MetLCS
reserves the right at any time to re-evaluate the need for an employee to have a LHA issued
wireless device.
Use
These phones are leased primarily for use for MetLCS’s related business and remain the property
of MetLCS. Plans and usage will be reviewed by the Chief Information Officer to ensure that the
monthly plan is set at a reasonable level to meet MetLCS’s business needs. While at work
employees may use cell phones while driving only in a manner allowed for by state and local
regulations.
Employees may use personal cell phones at work in accordance with the provisions of the
personnel handbook so long as such use does not interfere with their assigned duties. An
employee may not use their cell phone, or any other device to forward company email, scholar
photos or any other image or data that would violate MetLCS policies.
Plan Administrator
The Principal will manage contracts for cellular phones and phone devices. Employees who
would like to obtain a cellular phone should contact the Principal to arrange for ordering, billing,
and plan assessment, subject to the approval of the CEO. MetLCS will not pay for any contracts
entered into outside of this process.
Termination
When an employee leaves MetLCS, any equipment issued to the employee, including all
accessories must be returned to that employee’s direct supervisor or designee.
Loss or Damage of Equipment
Employees are personally responsible for the loss or damage to any equipment issued to them
under this policy. Employees will be required to pay for the cost of any damages to the
equipment or the loss of the equipment if this is not covered by MetLCS’s insurance.

Receipt of Technology/Equipment
You will be required to sign a receipt for any equipment from MetLCS or LHA. Ownership of
this Equipment at all times remains with the school, LHA, or the lessor.
The equipment named above is together referred herein as the “Equipment.” The use of this
equipment is intended for business use only. We recognize that on occasion you may use your
computer and Lighthouse e-mail for personal reasons. We expect you will minimize this use and
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will not let it interfere with your work. Please keep in mind that all information transmitted,
received or stored using this equipment is the property of the school. All school and Lighthouse
Academies, Inc. information, data and other property are to be treated by you as confidential.
The school and LHA reserve the right to monitor the Equipment and the content, including all emails. You should not have an expectation that the information on the equipment is confidential
or private.
Any Equipment issued to you is your own responsibility at all times. You are expected to
exercise due care over the Equipment and all accessories. You will be held responsible for any
theft or damage to the Equipment caused by any willful act or negligence on your part, including
financial loss. You will also be responsible for the loss of any documents or intellectual property,
if such are lost or stolen with the Equipment as a result of any willful act or negligence on your
part. You may be required to file an insurance claim on your homeowner’s insurance policy or
other appropriate personal insurance policy and surrender all monies from a processed claim to
the school. Any remaining financial loss after the submission of the insurance proceeds may be
your responsibility.
LHA reserves the right to take whatever legal action is necessary to recover any loss due to theft
or damage of the Equipment issued to you that is caused by any willful act or negligence on your
part or any financial penalty incurred because of illegal appropriation of intellectual property and
legal costs incurred in enforcing this agreement to the extent permitted by state statute.
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Employee Relations
As a vital part of the MetLCS employees are expected to perform at a high professional standard
in all aspects of their work activity. Occasionally, a MetLCS Supervisor may be required to work
constructively with employee performance problems and difficult employee issues.
This process will be determined by MetLCS in light of the facts and circumstances of each case.
Depending upon the facts and circumstances, the consequence applied may include, among other
things, oral or written warnings, probation, suspension with or without pay, or immediate
discharge. Each situation will be considered in light of a variety of factors including, but not
limited to, the seriousness of the situation, the employee's past conduct and length of service, and
the nature of the employee's previous performance or incidents involving the employee.
Employees will be treated fairly and in accordance with all discrimination statutes. MetLCS will
maintain confidentiality to the greatest extent possible.
All MetLCS employment is at-will employment. MetLCS may terminate the employment at
any time, with or without cause, with or without notice. The employee has the same right to
terminate the employment. The handbook does not and in no way is intended to create any
type of contract between MetLCS and any employee or any person related to any employee.
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Network Goals
Goal #1: Are our scholars taking rigorous courses?
All graduating scholars will have earned college credit by either taking and passing an AP exam or
successfully earning credit through dual enrollment in a college course. 14

Goal #2: Are our scholars learning at an accelerated rate?
Part 1 (high average growth among all scholars): For both math and reading, Lighthouse K-8 scholars
in participating schools will achieve an average of at least 120% (1.2 years) of their projected growth on
the NWEA MAP assessments each year. Growth will be measured between the fall and spring terms and
also from one spring term to the next.
Part 2 (highly accelerated growth for scholars who are behind): For both math and reading, those K-8
Lighthouse scholars in participating schools whose baseline score falls in the bottom quartile according to
national norms will achieve an average of at least 150% (1.5 years) of their projected growth on the
NWEA MAP assessments each year. Growth will be measured between the fall and spring terms and also
from one spring term to the next.

Goal #3: Do external standardized assessments indicate that our scholars are academically on track
for college success? 15
Part 1 (meeting state standards): 100% of scholars will score proficient on state grade-level
assessments in ELA and math. (Applies to K-8.)
Part 2 (high achievement on nationally-normed assessments):
Grades K-8: At least 75% of K-8 scholars in participating schools will be in the top quartile on the
NWEA MAP reading assessment and at least 75% of K-8 scholars will be in the top quartile on the math
assessment in the spring. 16
Grades 9-12: All scholars will take the EXPLORE/PLAN/ACT series of assessments. At least 75% of
scholars will meet the college readiness benchmarks on each exam.

Goal #4: Are our scholars graduating on time?
100% of scholars enrolled at LHA since at least 9th grade will graduate high school in 4 years; 90% of
scholars who join us after 9th grade will graduate high school in 4 years and 100% of scholars who join
us after 9th grade will graduate high school in 5 years.
Goal #5: How many of our graduating scholars are accepted to college?17
100% of 12th grade graduates are accepted to at least one four-year college.
14

Each CPA will set targets to increase each year, with goal of eventually reaching 100% of graduating scholars.
Each school will set its own annual proficiency targets, aligned to/exceeding AYP requirements or state expectations and based
on previous data, with the goal of eventually reaching the targets listed here.
16
This goal will apply to scholars who have both a fall and spring NWEA score, indicating that they were enrolled in the school
for at least a full academic year.
17
For purposes of this goal, scholars will be considered 12th grade graduates if they are leaving the school with at least a regular
high school diploma.
15
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Employee Receipt of Policies and Handbook
Acceptable Use Policy: Computer, Technology, Internet and Lighthouse Connect Use
I understand and will abide by the MetLCS Acceptable Use Policy. Should I violate this policy, my
access privileges may be revoked and I will be subject to disciplinary action, including termination and/or
appropriate legal action.
Wireless Communication Usage Guidelines
I understand and will abide by the MetLCS Wireless Communication Usage Guidelines Should I violate
this policy, my access privileges may be revoked and I will be subject to disciplinary action, including
termination and/or appropriate legal action.
Receipt of Technology/Equipment
I understand and will abide by the MetLCS Technology and Equipment Policy. I will be handed a Receipt
of Technology/Equipment policy with the exact equipment listed I am responsible for. Should I violate
this policy, my access privileges may be revoked and I will be subject to disciplinary action, including
termination and/or appropriate legal action.
Receipt of Information Technology Security Policy
I understand and will abide by the MetLCS Information Technology Security Policy. Should I violate this
policy, I will be subject to disciplinary action that may include termination and/or appropriate legal
action.
Receipt of Internet Safety Policy
I understand and will abide by the MetLCS Internet Safety Policy. Should I violate this policy, I will be
subject to disciplinary action that may include termination and/or appropriate legal action.
Receipt of Travel Policy
I understand and will abide by the MetLCS’s Travel Policy. Should I violate this policy, I will not be
reimbursed and I will be subject to disciplinary action that may include termination and/or appropriate
legal action.
Receipt of Whistleblower Policy
I understand and will abide by the MetLCS Whistleblower Policy. Should I violate this policy, I will be
subject to disciplinary action that may include termination and/or appropriate legal action.
Receipt of Record Retention Policy
I understand and will abide by the MetLCS Record Retention Policy. Should I violate this policy, I will
be subject to disciplinary action that may include termination and/or appropriate legal action.
Receipt of Academic Integrity Policy
I understand and will abide by the MetLCS Academic Integrity Policy. Should I violate this policy, I will
be subject to disciplinary action that may include termination and/or appropriate legal action.
Receipt of Conflict of Interest Policy
I understand and will abide by the MetLCS Conflict of Interest Policy. Should I violate this policy, I will
be subject to disciplinary action that may include termination and/or appropriate legal action.
Receipt of Personnel Handbook
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I acknowledge that I have received a copy of the MetLCS Personnel Handbook, and I understand that, I
am responsible for reading and familiarizing myself with the policies and practices described within it. I
understand that this Handbook replaces any and all prior handbooks, policies and practices of MetLCS.
I agree to abide by the policies and practices contained therein. If I have any questions regarding the
Handbook, I will contact my supervisor to seek clarification. I understand that the policies and benefits
contained in this employee Handbook may be added to, deleted or changed by MetLCS at any time. I
understand that neither this Handbook nor any other written or verbal communications by a management
representative may, in any way, create a contract of employment. If there are discrepancies between the
employment letter and the employee Handbook, the provisions of the employment letter are controlling. I
also understand that my employment with MetLCS is "at will" and that either I or MetLCS may terminate
the relationship at any time with or without cause or prior notice. MetLCS will not modify their policy of
employment-at-will in any case.
If I have questions regarding the content or interpretation of this Handbook, I will bring them to the
attention of the Senior Vice President, Dr. Ian Roberts (iroberts@lhacs.org). In the event of a conflict of
interpretation, the decision of MetLCS is final.
Employee Name (print):__________________________________Date: _____________
Employee Signature: _______________________________
Please sign this receipt page of this Handbook and return it to your Payroll and Benefits Specialist.
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Attachment 9

Metropolitan Lighthouse Charter School
Metropolitan Lighthouse Charter School
Board of Trustees Meeting Dates
2014 - 2015
The MetLCS Board of Trustees will meet on Thursdays each month from 6:30 p.m. to
9:00 p.m. at the school (180 W. 165th Street, Bronx, New York 10452). This schedule
outlines the 2014 - 2015 dates of these meetings.
Month

Day

July*

10

August**

7

September***

4

October

2

November

6

December

4

January

8

February

5

March

5

April

2

May

7

June

4

* The July meeting will be held at 500 Courtlandt Avenue, Bronx, NY 10451.
**The August meeting will be held at Bronx Lighthouse Charter School, at 1001
Intervale Avenue, Bronx, NY 10459.
***The September meeting will be held at the school’s permanent location, 180 W. 165th
Street, Bronx, NY 10452 for this month and the remainder of the school year.
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