)Achievement First

FAMILY

HANDBOOK &
2025-2026




New York Updated 9/3/25

www.achievementfirst.org

Click on the topic below to go directly to the section!

WEICOMEL.... . nan 3
Attendance Guardrails for Students and Families...........ccooooirrriirciricccccccc s 4
Transportation, Arrival, and DiSmISSal...........ccuueriimrimmmrmmmmmmmmmerrr e eeeeeeeee 5
Tardies & Early DiSmMISSalS........cccuiiiiiiiiiiiiiissr s s s s s s s s s s s 7
AFter-SChoOl TImMEeS. ... ...t sn s smnn e e e s s s s mmnnn e e e e s 7
School Calendar and ClOSIiNgGS........cciuummmmmi s 8
L Lo 4 L=V o 8
£ T3 4 Lo Yo T I U 15 T3 o] 4 3 0 1= 9
Student Cell PRONE POlICY..... .ot r e e e e s s s s s e s e s e e s e s e e e e e e eeeenneennnnnnenes 9
[ 1o 21 o1 T SO 10
Disciplinary Procedures and Due Process Rights............cccuuiiiiiiiiiiiiiiieeeeee e 11
Classroom REMOVAIS...........uuuuuiiiiiiiiiiiiiiiiiieieeieeeeee et eeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeees 11
IN-SChOOI SUSPENSIONS.....ceiiiiiiiiiiiiie et e e e e e e e e s eeeeeeeeaaa 12
Short-Term Out-0f-SChoOl SUSPENSIONS..........uuuuiiiiii e 13
Recommendation for Long-Term Out-of-School Suspension...................ccccce. 15
Recommendation for EXPUISION...........eeiiiiiiieeeeeeeeeeeeeeeeeeeee et 15
Stipulated Long-Term Out-of-School SUSPENSIONS........ccoiiiiieii e 18
Discipline of Scholars with Special Needs.............ccvuiiiiiiiiiii e 18
Beyond the SChool BUilding..............uuuiuuiiiiiiiiiiiiiiiiiiiiiiisrseeees e seeseeeeeeeeeeeeeeeeeeeeeeeeeeeeees 21

BUS BENAVION ... e 21
Cheating, Plagiarism and Copying Others’ WOrK............c..ouoiiiiiiiiiiiieieeeee e 22
School Searches and SEIZUIES ............uuuiuuuiiiiiiiiiiiiiiiiiiieiieetererraeraerreeeeeerrre ... 22
UNanNoUNCEA SCANNING.......ciiiiiiiiiiiiie ettt e e e e e s s e e e e e e e e e e sanreeeeeeeeeeaann 23
SUDSTANCE US ...t e et e e e e e e e e e e e e e e e eeeeeeas 24
Promotion to the Next Grade...........ccccceemmmriiiiiiiierrre s s mnn e ssnnan 24
Graduation POlICY........ccciimiiiiiiiiieern s 25
K57 o =Y e -1 I e [ L= o o T 26
ReSpoNSe t0 INtEIVENTION.........ei i 28
Initial Referral to Special EdUCatioN............ooviiiiiiiiiiii 28
Requesting Behavioral SUPPOIS.........coooiiiiiiiiii 30
Special Education Supports at AF ... 30
Roles of AF and the NYC DOE ... 32
Concerns about Special EQUCAtION.............uuiiiiiii e 34

L4 Lo -1 [0 T4 ] o 1 T3P PPRPPPRPPRR 35
SChOOI ViSitOor POLICY......ccoiiiiiiiiieeiinir i sssssn s sssss s s sssn s e smnn s s s s s s s ssmmnnnn s e s 36

0 0 T= e 1= Lo T 37


http://www.achievementfirst.org

Addressing Family Concerns (Formal and Informal Complaints)..........cccoceevviiiiiciccccccccnnees 37

Procedures for Addressing Concerns (Informal Complaints).........cccccccvviiiii . 38
Student Technology and Internet Use PoliCy........ccccocvmmiiniimiinniiin e 40
Bullying/Cyberbullying.........ccmiiieiisrrs s s nsn s e s 42
Campus Parent and Campus Student...........cccoooiiiriiiiiiniiiriisrr e 43
Nursing Services & Medication..........cccccciiiiiiciiiicicccccrccrrccrrr s mm e 43
573 g Lo o T I TT Tod o TN ad oY = o T PP 43
Peanut/Tree Nut Allergy PoliCy ...t 44
N o 1= 4 e [ o = 3 49

Appendix A: Reporting, Investigation, Intervention, and Prevention of Bullying and

103 o1 ¢ o011 1Y/ o TP PPPPPR PO 49

Appendix B: Sexual HarasSSmMENL............uuuiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeee e e e e e e e e e e e aaaaaaaaaaaaeas 52

Appendix C: Teen Dating ViolenCe POlICY.......ccouuiiiiiiiiiiie e 53

AppeNndiX D: Title IX PONCY......ccc oot e e e e e e e e s 64

Appendix E: Policy to Support Transgender, Non-Binary, and Gender Non- Conforming

R 0T [T o £SO PRSS 78

Appendix F: Code of CONAUCL............oooiiiiiiiiii e aeees 85

Appendix G: Discipline of Scholars with Special Needs. ..., 92

Appendix H: Policy on HIV Infected Students And Employees.......cccccccvvvveiiiiiiiiiiiiiiniinnnen.. 95

Appendix I: How to File a Grievance about Discrimination.............ccccceeiiiiiiciniieceiiinee. 103

Appendix J: Behavioral Support Request FOrm............cccccuiiiiiiiiiiiiiiiiiiieeveeeeeeeeeeeeee e 107

Appendix K: Family Concern FOrM.........ccccooiiii e, 108

Appendix L: Use of Pictures & Videos of Scholars............ccoooviviiiiiiii 109

Media Release & Student Privacy.............oooviiiiiiii e 109
Achievement First Media Release Opt-Out FOrm..........oooiiiiiiiiiiiiii e 110
Appendix M: Additional INformation...............cccuuiiiiiiiiiiiiiiiieeee e 111
111 = RSOOSR 111
Public Documents/Freedom of Information Law (FOIL)..........ccovviviiiiiiiiiiieee 111
The Open MeetiNgS LaW........ooiuiiiiiiiiiieee et 113
S To g o] b=l =T ot o] o L= PPPPPPPPRP 115
Appendix N: Prohibited Hems LiSt..........coiiiiiiiiiecce e 117
Statement of Understanding..............ooo e ———— 118



Welcome!

Every day, we’re grateful for the opportunity to work with your children. It is our charge to ensure they
know they’re safe, loved and learning at school, and we are committing to partnering with you to
support their academic, social and emotional growth throughout the school year.

The family-school partnership is so important, and we’ve put together this Handbook as one expression
of that partnership. In it, you’ll find policies that will help us work together to best support your children.
We look forward to working closely with you and your family, to the school year ahead, and to all that
your children will do in this school year and beyond!

The Mission of Achievement First

The mission of Achievement First is to deliver on the promise of equal educational opportunity for all of
America’s children. We believe that all children, regardless of race or economic status, can succeed if
they have access to a great education.

Achievement First schools will provide all of our scholars with the academic and character skills they
need to graduate from top colleges, to succeed in a competitive world, and to serve as the next
generation of leaders for our communities.

Non-Discrimination Statement

Achievement First prohibits discrimination or harassment based on an individual's race, religion, color,
national origin, ancestry, citizenship, disability, genetic information, marital status, veteran status, sexual
orientation, gender identity, gender expression, age, sex, or on any other classification protected by law,
whether by students, employees, or individuals subject to AF control. For more information on policies
regarding discrimination or if you wish to report a complaint, please contact your Director of School
Operations.

Commitment to Inclusive Teaching

Achievement First is committed to cultivating an inclusive and welcoming learning environment for all
scholars. We intentionally work to select and include material that is reflective of the rich diversity of
our communities, aligned with our network values. Scholars and families may not choose to opt out of
engaging with any instructional materials other than those specifically permitted by state and federal
law. (New York State Education Department Commissioner’s Regulations § 135.3(2)(ii))



Attendance Guardrails for Students and Families

We commit to structuring every minute of the school day in a way that will benefit our students
academically and socially. Any time a student misses a day of school, it has a significant impact on their
educational experience.

Attendance at school is the most basic requirement for learning. In order for students to reach their
personal best, they must show up and make their strongest effort at school each and every day. We ask
that families ensure that their child is in school. In order to meet the demands of our curriculum, we
strongly encourage students to be in school as much as possible. While we understand that life happens,
and there are circumstances that are beyond your control, we believe that students should aim to
complete the school year with fewer than 4 absences. Please note the following important attendance
policies:

e Excessive absences at the beginning of the school year: If a student is absent for 10 consecutive
days of school during the first 6 weeks of school and there has been no successful contact
between the family and the school to explain these absences, their seat may be filled with
another student from the waitlist. The school will comply with all state requirements pertaining
to student absenteeism, including, but not limited to, family and guardian notification.

e Daily and consistent follow up on all student absences: The school will track and follow up on all
student absences. The school will take attendance daily and will maintain records of all student
absences. We value strong and consistent partnerships with our families. This means your
student's school will reach out to you every time your student misses a day of school. If your
student's absences exceed 5 days, you should expect a meeting request to discuss and problem
solve barriers with your student's school team until their attendance improves.

e Chronic absenteeism does not differentiate between “excused” and “unexcused” absences: We
know there will be rare circumstances when students will need to miss school due to a serious
illness, a death in the family, an emergency beyond the family’s control, or a religious
observance. Regardless of the reason, when a child misses school, the impact on their education
is the same: a full day of instruction was missed. As a result, any day your child does not attend
school will be marked an absence. However, we do take extenuating circumstances into account
when considering next steps for excessive absences.

e Absences due to lliness or Injury require documentation from a medical professional to be
marked excused: An absence due to illness can be marked excused when one of the following
criteria is met - (1) The family provides a signed note from a licensed medical professional who
has evaluated the student and confirmed the absence, including an expected return date, (2) The
school nurse verifies the illness directly with the medical provider treating the student, or (3) The
school nurse evaluates the student directly and determines that the absence meets the
threshold for being excused. Without documentation, these absences are marked as unexcused.

® Never miss school for appointments or vacation: We strongly encourage families to schedule
vacations when school is not in session. We ask that appointments, including doctor visits, be
scheduled outside of school time. In the case that a student has a medical appointment at a time
when school is in session, we strongly encourage them to start the day at school and return to
school after the appointment, rather than missing the entire day of school.



e Transportation and Attendance: Every student should have a back-up plan for getting to
school. Families are asked to please call the school immediately if their student’s primary mode
of transportation is delayed or unavailable so that the school knows the situation and can help
problem-solve.

e Attendance at after-school events: Students who are absent from school cannot attend school
events, dances, or other school-sponsored activities on the day of the absence, unless the school
has given advance permission.

Transportation, Arrival, and Dismissal

School Bus Transportation

Eligibility for yellow school bussing is determined by our local districts and/or bussing companies.
However, we reserve the right to suspend an eligible scholar from the bus if they in any way threaten the
safety and well-being of anyone on the bus. Note: Scholars with specialized transportation in their IEP or
504 Plan may require alternative and/or additional procedures related to discipline. Should a scholar with
this service in their IEP or 504 Plan be suspended from the bus for more than ten (10) days, then an MDR
will need to be held, as outlined in Discipline of Scholars with Special Needs.

Notifying the School of Transportation Changes

Please arrange transportation home before your child leaves for school in the morning. If you need to
pick up your child from school and your child usually rides the bus, or if you must otherwise change your
child’s transportation for that day, please do one of the following:

® Be at the school at dismissal time — If you need to pick up your child instead of them getting
on the bus, we ask that you be at the school at dismissal to pick up your child as they are in
the bus line. If you are not here by the time the buses leave, your child will be sent on the
bus.

e Send in a note — Send a note to school with your child detailing the change in plans and
providing a clear description of, and contact information for, who will pick up your child.

e In an emergency, call the school - If you or your family experiences an emergency that
requires a change in your child’s transportation plans, please call the school immediately to
make arrangements. If your child normally rides the bus and you wish to pick him or her up
from school and you have not notified the school in writing that morning, you must meet
your child at the school at dismissal time.

Late Pickup From School

Scholars who are picked up at the end of the school day are expected to be picked up during dismissal. If
a family member is more than ninety (90) minutes late picking up their scholar or the time has reached
6PM, the school may need to take the child to the local police precinct for safe supervision.

Parent/Guardian Late to Pick Up from Bus Stop

Elementary scholars who ride the bus must have an approved adult meet the child at the bus stop daily.
If an adult is not present, scholars will be returned to the school. It will be the responsibility of the
parents/guardians to pick-up scholars from the school.



Arrival

Scholars should not arrive at school prior to the beginning of arrival.

Buses will pick up and drop off scholars next to the building. As a result, we ask anyone dropping off
and/or picking up scholars to be mindful of the tight traffic situation, arrive on time, and plan
accordingly.

Outdoor Dismissal

Beginning in the 2025-2026 school year, schools will no longer conduct indoor dismissal procedures. We
recognize this may be a significant change for some families; however, ensuring the safety of our
students and staff is paramount. Outdoor dismissal creates a more secure and structured environment
for our school communities at the end of the school day.

e No parents/guardians are allowed inside the building during dismissal.
e For days with inclement weather: Schools may shift to an indoor dismissal where students will
be held in a shared space on the ground floor. *Inclement weather refers to the following

conditions:
o Temperature (wind-chill + actual temperature) being < 25 degrees or less during
dismissal

o  Active precipitation (rain or snow)
o There is a weather advisory (wind/heat/temperature advisory)

Scholars Who Walk

Middle or high school scholars are permitted to walk home or take the city bus unless we receive written
notification from a parent(s)/guardian(s)to the contrary. With written parental permission, elementary
school scholars in 3rd grade and above may walk home or take the city bus.

For scholars who walk to and from school, and for scholars who may be walking from the public
transportation stops, a number of streets must be crossed. Families should instruct scholars to use all of
the appropriate crossing lights at each intersection, and to cross each intersection only when it is safe to
do so within the designated crosswalks. Please call the local police department with questions or
concerns regarding public transportation and walking safety.

Scholars who walk to and from school should act as representatives of the school. The same standards of
behavior outlined in this document apply while scholars are traveling to and from school.

After-School Transportation

When a scholar remains after school, the school administration will see that the scholar’s
parents/guardians are given notice, and arrangements are made for the scholar’s safe return home. The
school does not provide transportation for after-school activities.

Staff Rides
Generally, staff members are prohibited from using their personal vehicle to transport scholars to and/or
from school or school-sponsored events or activities. In the rare circumstance that a staff member must



transport a scholar in their personal vehicle, prior written consent must be obtained from the
parent/guardian and the principal.

Ridesharing Policy

It is a violation of ride-sharing companies such as Uber and Lyft’s terms of service for minors to use its
service without an adult due to the concerns that drivers are not screened for being alone with children.
Therefore, school personnel will not knowingly permit students to depart school in rideshares even if
such service is ordered by a parent/guardian UNLESS the student is accompanied on the ride by a
parent/guardian or an individual over the age of 18 provided there is written parental consent.

Tardies & Early Dismissals

Getting to school on time and remaining in school for the entire school day are keys to each child’s
success — at school and in life. At our schools, learning begins from the moment scholars walk in the
door.

Tardiness
Scholars arriving after the start of classes are considered tardy. In cases when a school bus arrives late,
those scholars arriving on that bus will not be considered tardy.

Early Dismissal

Scholars are expected to stay in school until the end of the day. To maximize learning time and to avoid
unnecessary disruptions, we ask that scholars remain in class until dismissal, unless there are exceptional
circumstances requiring an early dismissal. If an early dismissal is pre-planned, please notify the school
as early as possible.

Make-Up Work After Absence

After returning from an absence, scholars are expected to complete any missed graded assignments or
assessments. Any missed work must be completed in order to receive credit. In the event of a planned
absence (one that you know about in advance), please notify teachers and the Main Office in advance so
they can prepare a packet of work for scholars to complete during the absence.

After-School Times

It can sometimes be beneficial to a scholar to remain after school, whether for disciplinary purposes,
extra help with schoolwork, assistance with a school program, or other reasons. Teachers may request
that a scholar stay after school whenever they believe that it will benefit the scholar.

Required After-School Times
Scholars may be required to go to extension, homework support, or academic intervention services after
school hours.

Additional after-school or Saturday enrichment programs are privileges, and scholars who do not
consistently follow school rules during the regular school day or during after school times may not be
allowed to attend moving forward.


https://help.uber.com/partners/article/requests-from-underage-riders---?nodeId=43b84de6-758b-489e-b088-7ee69c749ccd
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The exact times of these programs may change slightly during the school year, and we would notify
parents and scholars in the event of such changes. Schools will notify families at least 24 hours in
advance of keeping students after school.

School Calendar and Closings

School Closure Policy

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

Special Circumstances

While Achievement First believes that following our host district’s lead applies for 95% of all school closure
scenarios, there are some highly unusual situations where Achievement First would decide to make a
different decision.

While it is hard to predict the exact scenarios where we would not simply follow our host district’s lead, we
have experienced this on several occasions on days when Achievement First schools are in session and our
host district’s are not (e.g., AF schools typically start the school year earlier and/or finish later than our
host districts. i.e.- all AF schools have air conditioning and will typically stay open even if the host district
announces a closure or early dismissal due to extreme heat.) In such instances, Achievement First will
proactively reach out to all families via auto-dialer, ParentSquare, and/or text message as soon as possible
so that families are aware and can plan accordingly.

School Closure Make-Up Plan
1. Ourschool year has 182 days, at least two more days than required by the state. In the case of
lost days, our state and network-wide minimum number of days is 180 days.
2. If we experience a snow day, we will be closed for the first two days. However, once a school
falls below 180 days, the guidance varies per region.
o Once a school falls below 180 days, we may hold remote school if we are not able to in
person, to the extent permissible by law and as feasible.

Homework

Homework is an essential part of the Achievement First educational program: it is designed to reinforce
skills taught in the classroom, to help scholars develop a deeper understanding of concepts, and to
promote good study habits. When homework is assigned, it must be completed in full and in
accordance with Achievement First’s standards for quality work and presentation.



If a scholar’s homework is late, missing, incomplete, or of poor quality, the scholar may earn
consequences. For example, the scholar may be required to make up the work after school with at least
a 24-hour notice to the family, so that the scholar may complete additional assignments.
Parents/guardians may receive a phone call if their child has missed several assignments. Making sure
that your scholar completes their homework is one of the most important ways you can support your
child’s success!

School Uniforms

All scholars must wear the Achievement First uniform every day at school. Arriving at school out of
uniform is a violation of the Code of Conduct. Should a scholar arrive at school not in uniform, they will
be given a uniform provided by the school to change into before going to class, to later be returned to
the Main Office. Families should contact a member of the Operations Team if cost of the uniform is
prohibitive so alternative arrangements may be made.

We have a required school uniform for several very important reasons:

e Uniforms unite us as a community. The Achievement First uniform is a powerful visual
statement of our community, and is one of the steps of creating a shared sense of belonging and
community.

e Uniforms look professional. Uniforms can help scholars come mentally prepared for school.

e Uniforms reduce distractions and clothing competition. Our uniforms intend to remove
distractions from learning time (for example, eliminating the potential distraction of students
discussing/evaluating what others are wearing.)

Student Cell Phone Policy

At Achievement First, we believe every minute of the school day matters. To foster a safe, respectful, and
productive learning environment, and to minimize distractions to teaching and learning, we maintain clear
expectations about cell phones. While we understand families may want students to carry a phone for
safety and communication purposes outside of school, we also know that unrestricted use during the
school day negatively impacts learning, peer relationships, and school culture.

This policy does not change what we already expect in our schools: cell phones and internet enabled
devices are not permitted for use during the school day including learning time, in classrooms, or in ways
that disrupt the school environment. We are formalizing these expectations so they are consistently
understood, applied, enforced and communicated across our schools.

e Students may bring cell phones or any internet enabled devices to school at their own risk, but
they may not use, display, or access them during the school day (bell to bell). The school day, as
defined by the Department of Education, means the entirety of every instructional day (“bell to
bell”) during all instructional and non-instructional time. This includes instructional and non
instructional times such as homeroom periods, lunch, recess, study halls, and transitions.

e Calculators and school-issued Chromebooks are the only devices allowed for instructional
purposes, unless otherwise explicitly authorized by a teacher



® Possession of cell phones and internet enabled devices are a privilege, not a right. Any misuse will
result in disciplinary action and loss of privilege.

Students are not allowed to use cellphones in school, at school-sponsored activities, or on school field
trips, unless specified by a staff member or chaperone in specific circumstances. This includes any cell
phone features and applications such as camera, video recorder, calculator, texting or social media. If,
during these times, a cell phone is used, rings, vibrates, flashes, or is seen by a staff member or chaperone,
it will be confiscated from the student. At the school’s discretion, the cellphone will be returned to either
the student by the end of the day or to a parent/guardian at an agreed upon time. The school may pursue
disciplinary consequences found in the Code of Conduct depending on how disruptive the incident is
and/or if a student has had multiple violations. Cell phones brought to school must be powered off, stored
away in a school designated area. Schools are not responsible for damage, loss, or theft of cell phones.

Discipline

At Achievement First, our mission is to provide our scholars with both the academic and character skills
needed to succeed in college and beyond. As such, school culture and discipline are an important part of
what we do every day. We have high expectations for scholar behavior because we believe high
standards create a safe, positive, and productive environment for our scholars. To that end, our scholars
are expected to adhere to the Achievement First Code of Conduct, which can be found in the Appendix F

Teachers build strong relationships with scholars to challenge them to be their best selves. We use tactics
to engage all scholars. We bring joy to the classroom. Teachers celebrate both the academic and
character excellence of all scholars throughout the day. This is the basis of a warm-demanding
classroom.

At Achievement First, much of the strength of our culture is rooted in the clarity, consistency and
rationale guiding our high expectations. Behavior expectations are the same from classroom to
classroom.

The path to college starts from Day 1 of Kindergarten. We take pride in sharing the life skills and core
values we embody with our scholars. We, and all scholars, also take pride in being our best selves every
day. To that end, we will all hold each other accountable to being our best selves.

As necessary, we will make thoughtful modifications and provide additional supports so that our scholars
receiving special services have the support (consistent with their IEPs and 504 plans) they need to be
successful. Scholars with disabilities, scholars with behavior support plans, and scholars with behavior
interventions may have specific adjustments made to ensure these scholars do not receive
consequences as a result of their disability.

Using proactive, preventative strategies, we aim to keep all our students in class all day, every day. While
we believe deeply in the power of positive reinforcement, we also believe consequences can play an
important part in encouraging scholars to make more positive choices. Moreover, consequences also
help us ensure the safety of each individual child as well as the entire school community.



If scholars make poor choices, we employ developmentally appropriate consequences such as loss of
privileges (e.g., attendance on a field lesson) or required attendance at after-school Extension. During
Extension, scholars may receive additional academic help, practice building skills in the areas in which
they struggled to make appropriate choices, write apology letters, talk to a teacher or administrator, or
research and/or plan a solution to remedy the impact their behavior had on the school community.
Scholars/families are responsible for transportation to/from home.

In the rare instance in which a scholar’s behavior requires a suspension, Achievement First staff will work
with the scholar, family, and teachers to support this scholar’s return to the classroom or the school.
Scholars who are suspended are asked to show learning from their actions as part of showing an
understanding of the seriousness of their actions and of being welcomed back into the community.
Suspended scholars will also be responsible for making up all missed work within an agreed upon
timetable.

Extension

Families and scholars should understand that making up work or serving consequences after dismissal on
weekdays is part of the regular program of the school, and the school requests cooperation from all
parents/ guardians to ensure that each scholar gets the help they need to succeed. During extension,
scholars may receive additional academic help, practice building skills in the areas in which they
struggled to make appropriate choices, write apology letters, talk to a teacher or administrator, or
research and/or plan a solution to remedy the impact their behavior had on the school community.
Scholars/families are responsible for transportation to/from home.

Disciplinary Procedures and Due Process Rights

The discipline policy of Achievement First is an important part of how we build a learning-focused, safe,
and positive school environment. However, it is important that we implement these policies in a fair and
transparent way. Scholars and their families deserve and are entitled to the due process protections
outlined below.

NOTE: Students who have previously been identified as having one or more disabilities under the IDEA
(Individuals with Disabilities Education Act) and/or Section 504 of the Rehabilitation Act may require
alternative and/or additional procedures related to discipline. Specific procedures regarding disciplinary
action for those students are set forth more fully below in Discipline of Scholars with Special Needs.

Classroom Removals

A removal occurs when a scholar is removed from the classroom to a designated area as a consequence
for severely disrupting learning. Removals can last no more than four (4) hours. Although the goal is to
keep scholars in the classroom learning as much as possible, a teacher, staff member, or school leader
has the authority to remove a scholar from the classroom when the scholar’s behavior poses a
continuing danger to scholars or staff or an ongoing threat of disruption to the academic process. When
a scholar has engaged in a behavior that could warrant a classroom removal, the following steps must
take place:
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® When a scholar is removed, the teacher must notify the Dean of Students or the Dean’s designee
at once and send the scholar to a designated area.

® Assoon as the child can have a calm conversation, the scholar will have the opportunity for an
informal hearing with the Dean or Dean’s designee to hear the reasons for the removal and have
an opportunity to informally present the scholar’s version of the relevant events before the staff
member decides whether to assign additional consequences. We think it is good practice to have
an informal hearing, to the greatest extent possible, in connection with each removal.

e The overall goal is to get the scholar back on track and back in class as quickly as possible. In
most cases, the scholar will be able to return to class in twenty (20) to sixty (60) minutes. In
order to return to class, the scholar may have to complete a reflection form, not be disruptive in
the removal area or other classrooms or offices, demonstrate that they are calm and ready to
return to class, practice building skills in the areas in which they struggled to make appropriate
choices, and have a satisfactory conversation with the Dean or Dean’s designee about the
behavior and how the scholar is to behave the rest of the day and in the future. In addition, the
scholar may be required to have a discussion with and apologize to the relevant teacher or staff
member before returning to class.

® The Dean, Principal, or designee will record the amount of time lost from class.

® In cases of major or egregious behavior, the Principal or Dean may decide that the behavior
warrants additional consequences that would keep the scholar from returning to class.

In-School Suspensions

An in-school suspension (ISS) involves the scholar attending school but not attending regular classes and
can last between four (4) hours and ten (10) school days. The Principal or a Dean of students, as a designee
of the principal, has the authority to issue in-school suspensions (ISS). When a scholar has engaged in a
behavior that could warrant an in-school suspension, the following steps must take place:

1. The Principal, or a designee such as the Dean, reviews the evidence and ensures that the
incident giving rise to the suspension is properly documented.

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

3. After the informal hearing, the Principal or Dean will determine the appropriate consequence
and, if they determine an in-school suspension, the length of suspension. In determining the
length of the in-school suspension, the Principal or Dean may receive and consider evidence of
past disciplinary problems which have led to previous disciplinary actions and the scholar’s
understanding of the seriousness of their actions. The decision of the Principal or Dean regarding
disciplinary actions up to and including in-school suspensions shall be final.

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

5. Within twenty-four (24) hours of issuing the suspension, the Principal, Dean, or a designee will
send written notification of the in-school suspension to the parent/guardian to the last address
reported on school records (or to a newer address know to the Principal, Dean, or designee)
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stating the cause(s) leading to the suspension, the length of suspension, and what steps the
scholar needs to complete for a successful return to the school community.

Misbehavior during an in-school suspension can lead to additional consequences consistent with the
school’s disciplinary policies and procedures. Additionally, if a scholar has a history of not being able to
successfully serve an in-school suspension, including by significantly disrupting the learning of others
and/or repeatedly failing to cooperate with directions, the school may seek an out-of-school suspension
consistent with the school’s disciplinary policies and procedures. As necessary and appropriate, the
school may require that the in-school suspension be served at a different Achievement First school.

Short-Term Out-of-School Suspensions

A short-term out-of-school suspension is a removal from the school building for at least four (4) hours
but no more than ten (10) school days. The Principal or a Dean of Students, as a designee of the
Principal, has the authority to issue a short-term out-of-school suspension.

When a scholar has engaged in a behavior that could warrant such a suspension, the following steps
must take place:

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

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

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

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

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

Informal Hearing Regarding Short-Term Out-of-School Suspension Decisions
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When notified of a short-term out-of-school suspension decision, a parent has the right to request an
informal conference with the Principal and to present the scholar’s version of the incident and question
the complaining witnesses against the scholar. The school may limit or prohibit questioning of other
scholars if there is good reason to do so (e.g., bullying, harassment, or any other situation that might
impact the social, emotional, or physical well-being of a scholar). This informal hearing will be scheduled
as soon as possible and normally within one (1) day. The short-term out-of-school suspension will stand
while the hearing is taking place, although it will be removed from the child’s record if the hearing
reveals that the suspension decision was made in error.

Work Completion During Suspension

Scholars are responsible for completing academic work missed during in-school and out-of-school
suspensions. During the suspension and to the extent required by law, scholars have the right to
substantially equivalent education and Individualized Education Program (IEP) services, if applicable.
Families must contact the Director of School Operations (DSO) as soon as possible to set up alternative
education during a suspension. When possible, the school will let the parent/guardian know the time
and location for the alternative education in the initial phone call to the parent/guardian and in the
suspension letter. It may take a full day or more to finalize alternative instruction logistics, particularly if
there are safety concerns based on the conduct of the scholar. Please note that scholars will not be
considered “present” for attendance purposes if they do not attend alternative education. The
completed work will receive full credit if it is submitted by the deadlines in accordance with the school
make-up policy. If a scholar does not complete this work, the scholar may face standard academic
consequences (e.g., Homework Extension or no academic credit).

Return from In-School Suspension or Short-Term Out-of-School Suspension

We ask all scholars who are suspended to take the following steps before they return to the school or
classroom. We believe that the following practices are essential to set up the scholar for success:

e The scholar and parent meet with the Principal, Dean, or designee.

e The scholar writes a letter of apology of acceptable quality (as determined by the Principal or
Dean) based on the child’s academic level.

e The scholar presents this letter to Achievement First staff and/or scholars.

e Depending on the child’s academic level, scholars who are suspended two (2) or more times may
be asked to submit a reasonable and realistic plan for improvement (based on a
template/guidance given by the school). This plan must be of acceptable quality, as determined
by the Principal or Dean.

® The scholar may be asked to meet additional conditions if school staff believe these conditions
will improve the likelihood of the scholar returning to school or the classroom successfully.
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Recommendation for Long-Term Out-of-School Suspension

A long-term out-of-school suspension is a removal from school for more than ten (10) school days and up
to one (1) school year. A long-term suspension may be recommended by the principal; however, it can
only be ordered by a Presiding Officer — the Board of Trustees, a Regional Superintendent or a Hearing
Officer designated by the Board — after a formal hearing following the procedures set forth in the
Hearing Procedures section below. A scholar may appeal a long-term out-of-school suspension decision
to the Board of Trustees, and thereafter to the school’s charter authorizer, the SUNY Charter Schools
Institute.

Recommendation for Expulsion

Expulsion is defined as the permanent exclusion from the school. Expulsion is an appropriate
consequence when a student engages in an alarming disregard of the safety of others, and/or where it is
necessary to safeguard the well-being of other students.

When an egregious offense occurs or a sustained pattern of serious, major, and/or egregious events
occurs, expulsion is an appropriate consequence when in the principal’s judgment, the safety of the
school community is significantly compromised. Achievement First’s first responsibility is to ensure the
safety of our scholars.

Hearing Procedures

Except in an emergency situation, prior to long-term discipline of a scholar, a hearing shall be conducted
by a Presiding Officer (which could be the Board of Trustees, a Regional Superintendent, or a designated
Hearing Officer), and governed by the procedures outlined below. Whenever an emergency exists, the
hearing provided for above shall be held as soon as possible within the time limits set forth by law.

Written notice of the hearing must be given within a reasonable time prior to that hearing to the scholar,
or if a minor, to their parent/guardian or person legally responsible for the scholar. The written notice
will be in the parent/guardian’s spoken language. Specifically, the school shall provide written notice to
the Parent or Guardian within forty-eight (48) hours of the incident of the date and time of a formal
hearing, which shall occur no less than three (3) school days after the incident in question, but within
ten (10) school days of the incident. This timeline is subject to change in certain instances (e.g., the
scholar responsible for an egregious offense is not identified until after days of investigation or the
hearing would occur during school vacation), but in all instances, notice shall be provided as soon as
practicable and consistent with requirements set forth by law.

A parent may request to postpone the hearing beyond ten (10) days for a reasonable period of time to
allow the parent and scholar to prepare their case. If the school consents, the scholar must remain out of
school while awaiting the hearing; alternative instruction will be provided by the school while the
hearing is pending.

A scholar may be represented by any third party of their choice, including an attorney, at their own
expense or at the expense of their parents/guardians. A scholar may be entitled to free or reduced legal
services through various agencies. A parent may request information about such services from the
Principal or Dean of Students.
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A scholar is entitled to the services of a translator or interpreter, to be provided by the School or the
Board, whenever the scholar or their parent/guardian do not speak the English language or has a
disability that impacts their ability to participate in the hearing.

The hearing will be conducted by the Presiding Officer, who will call the meeting to order, introduce the
parties, Board members and counsel where applicable, and swear in any witnesses called by the school
administration or the scholar. A verbatim record of the hearing will be made either by a recording or by a
stenographer.

The charges will be introduced into the record by the principal/designee. Formal rules of evidence will
not be followed. The Presiding Officer has the right to accept hearsay and other evidence if they deem
that evidence relevant or material to its determination.

Each witness for the administration will be called and sworn. After a witness has finished testifying, they
will be subject to cross-examination by the opposite party or their legal counsel.

After the administration has presented its case, the scholar will be asked if they have any witnesses or
evidence to present. If so, the witnesses will be sworn, will testify, and will be subject to
cross-examination by the administration and to questioning by the Board. The scholar may also choose
to make a statement at this time. If the scholar chooses to make a statement, they will be sworn in and
subject to cross-examination by the administration and questioning by the Board. Concluding statements
will be made by the administration and then by the scholar and/or their representative. The parties may
submit written position statements within forty-eight (48) hours of the close of the hearing.

In cases where the scholar has denied the allegation, the Presiding Officer must determine whether the
scholar committed the offense(s) as charged by the Principal or their designee.

If the Presiding Officer determines that the scholar committed the offense(s), the Presiding Officer must
also deliberate on the disciplinary action to be imposed upon the scholar. The Presiding Officer may
review the scholar’s attendance record or academic record during their deliberations on the issue. The
Presiding Officer may ask the Principal or designee for a recommendation as to the discipline to be
imposed.

Evidence of past disciplinary problems which have led to the removal from a classroom or a suspension
of a scholar being considered for a long-term suspension at a disciplinary hearing may be received, but
may only be considered in the determination of the length of the suspension or expulsion and nature of
alternative educational opportunity being offered. Note: Past disciplinary incidents may not be
considered if they were determined in a Manifestation Determination Review to have occurred as a
result of a scholar’s documented disability. For additional information, please see Discipline of Scholars
with Special Needs .

Where administrators presented the case in support of the charges against the scholar, such
administrative staff shall not be present during the deliberations of the Presiding Officer either on
questions of evidence or on the final discipline to be imposed. The Principal or their designee may, after
reviewing the incident with administrators, and reviewing the scholar’s records, make a recommendation
to the Presiding Officer as to the appropriate discipline to be applied.
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The Presiding Officer shall make findings as to the truth of the charges, if the scholar has denied them,
whether the school has followed proper procedures, and in all cases the disciplinary action, if any, to be
imposed.

The Presiding Officer shall report its final decision in writing to the scholar, the parent/guardian, and the
Board of Trustees (if conducted by a Hearing Officer) within ten (10) days of the hearing stating the
reasons on which the decision is based and the disciplinary action to be imposed. Said decision shall be
based solely on the evidence presented at the hearing. Only the Board of Trustees, through a designated
panel of Trustees or the Presiding Officer authorized by the Board, can impose a long-term out-of-school
suspension for a scholar.

Notice of the long-term out-of-school suspension and the conduct for which the scholar was suspended,
shall be included on the scholar’s cumulative educational record. Such notice, except for notice of a
suspension based upon the possession of a firearm or deadly weapon, shall be expunged from the
cumulative educational record if the scholar graduates from high school.

When a scholar withdraws from school after having been notified that a tong-term suspension hearing is
pending, the hearing will be canceled.

Achievement First will maintain written records of all suspensions, including the name of the scholar, a
description of the offending behavior, the disciplinary action taken, and a record of the number of days a
scholar has been suspended or removed for disciplinary reasons.

The scholar and/or parent may appeal a long-term suspension decision to the full Board of Trustees
within ten (10) days of the decision by submitting the Statement of Reasons for Appeal. The Board of
Trustees shall review the record, including all documents and recordings related to the hearing, and may
affirm or reverse the decision of the Presiding Officer. The Board’s role is not to re-hear the evidence, but
to determine based on the record whether there a) is sufficient evidence to indicate that a scholar has
committed an offense or a pattern of behavior that meet this policy’s definition of an expellable offense
and b) the school has followed the policies outlined in the handbook adequately. If the answers to a) and
b) are yes, then the Board will validate the recommendation to suspend. The Board may order that the
scholar return to the school, or may remand the case for further consideration by the Presiding Officer.
The Board may also, at its discretion, request that the scholar and/or the parent attend the meeting to
discuss the substance of the appeal and/or answer any questions that are unresolved in the record. The
Board may also preside over a full fact-finding hearing if circumstances so require.

It is important that the scholar and/or the parent present all evidence to the Presiding Officer at the
hearing, as new evidence and arguments generally may not be presented on appeal. Where additional
information is discovered after the hearing, the scholar and/or the parent may request permission to
present said evidence to the Presiding Officer. The Presiding Officer shall have discretion to grant or deny
such requests for consideration of newly discovered evidence or for a hearing to consider such evidence.

The scholar and/or the parent may submit any complaint regarding this process to the school’s charter
authorizer,the SUNY Charter Schools Institute.

Possession of a Weapon on School Grounds
Consistent with the federal Gun-Free Schools Act and New York State Education Law § 3214(3)(d), it shall

be the policy of the Board to suspend a scholar for one full calendar year whenever the scholar is in the
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possession of a weapon on school grounds or other premises used by an Achievement First school to
provide its programs. The Presiding Officer may modify the term of the suspension on a case-by-case
basis.

Stipulated Long-Term Out-of-School Suspensions

At the discretion of the Principal, the length of a long-term suspension may be reduced if specific
conditions are met. This stipulated long-term out-of-school suspension is a written agreement between
the Principal, a parent/guardian, and the scholar, made outside of the formal hearing process outlined
above in the Hearing Procedures section of the Family Handbook. In the agreement, the parent/guardian
and scholar acknowledge that the scholar committed a violation of the school’s Code of Conduct for
which a long-term out-of-school suspension could be a consequence. However, instead of holding a
hearing that could result in a long-term suspension that is as long as the Principal’s recommendation (or
longer, should the Presiding Officer decide to impose a lengthier suspension), the scholar agrees to meet
specific conditions to be able to return to school sooner than the recommended return date. The
conditions will vary based on the details of the underlying incident. Once a stipulated long-term
out-of-school suspension agreement is signed, your scholar’s right to a hearing before the Presiding
Officer is waived. The scholar will have access to alternative instruction during the reduced suspension
period.

Alternative Instruction

The required alternative instruction will begin no later than two (2) school days after the final decision is
rendered. The alternative instruction will occur during or after the school day at the school, the scholar’s
home , or the nearest public library or other public location, at the discretion of the school. This
alternative instruction will continue for the duration of the time the scholar awaits disposition on their
long-term out-of-school suspension hearing. The school will provide alternative instruction to scholars
on short and long-term suspension to the extent required by law.

Discipline of Scholars with Special Needs

Scholars with disabilities may be disciplined in accordance with the procedural safeguards set forth in
both federal and state law and regulations under the IDEA (Individuals with Disabilities Education Act)
and/or Section 504 of the Rehabilitation Act.

Scholars with a Suspected Disability

Disciplinary procedural safeguards are also extended to scholars suspected of having a disability. A
scholar is suspected of having a disability if prior to the conduct:

e The parent of the child expressed concerns in writing to the child’s teacher or a school
administrator that the child may need special education and related services; or,

e The parent of the child requested an evaluation for special education services; or

e The teacher of the child, or other school personnel, have expressed specific concerns about a
pattern of behavior that may be caused by disability directly to the Special Services Leader, or
other members of the school Leadership Team.

The school must follow the same procedures when disciplining scholars with suspected disabilities, as it
follows for scholars with IEPs or Section 504 plans, unless:
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1. The parent did not allow the student to be evaluated; or
2. The parent refused special education services; or,
3. The student was evaluated and determined not to qualify as a student with a disability.

Manifestation Determination Review (MDR)

A Manifestation Determination Review (MDR) is a disciplinary procedural safeguard for scholars with
disability and scholars with suspected disabilities. Specifically, an MDR is a meeting of the scholar’s IEP
team or 504 Team to determine if a student’s violation of the school’s Code of Conduct was caused by or
had a direct and substantial relationship to the child’s disability and/or is the result of the school’s failure
to implement the scholar’s IEP or 504 Plan. An MDR must occur within ten (10) school days of a violation
of the school’s Code of Conduct which results in a change of placement for a scholar with an IEP or a 504
Plan, a scholar in the initial referral process, or a scholar suspected of having a disability.

Under the IDEA, a change of placement occurs if:
1. Ascholaris removed from their educational setting, as specified in their IEP, for more than ten (10)
consecutive school days (i.e., a long-term out-of-school suspension); or,
2. Short-term removals from a scholar’s educational setting make up a pattern because:
a. The current removal when added to a series of previous short-term removals totals
more than ten (10) school days in a school year;
b. The child’s behavior is similar to the behavior that resulted in previous removals and
because of substantial similarity of additional factors, such as the length of each
removal, the total amount of time the child has been removed, and the proximity of the
removals to one another.

NOTE: At Achievement First, any time a scholar with a disability is removed from their educational setting
for more than ten (10) cumulative school days in a single academic year, we regard this as a change of
placement and require a Manifestation Determination Review to be held.

In-school suspensions are not factored into that calculation, provided the following conditions are met:

e The scholar is not segregated from their general education peers;

e The scholar has continued access to the general curriculum; and

e The scholar continues to receive all services mandated in their IEP, 504 plan, or Behavior
Intervention Plan.

If a change of placement occurs, an IEP or 504 team meeting shall be promptly convened to determine
whether the misconduct is a manifestation of the scholar’s disability (i.e., an MDR will be held).

A parent/guardian shall be informed of the need to convene a Manifestation Determination Review
(MDR) meeting on the date of the decision to discipline a student, or as soon as possible thereafter. The
parents of the scholar shall be provided with a copy of the Procedural Safeguards setting forth their
rights under the IDEA. As soon as possible, but no later than ten (10) school days after the date of the
Principal’s or Dean’s decision, the IEP or 504 Team shall meet to determine whether the conduct is a
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manifestation of the child’s disability or occurred due to a failure of the student’s home district or the
school to implement the IEP.

If, upon review, the Team determines that the scholar’s behavior is not a manifestation of their disability,
then the child may be disciplined in the same manner as a child without a disability for that particular
behavioral event. During the duration of the removal, the scholar shall receive an alternative educational
opportunity consistent with the student’s educational needs.

If, upon review, the team determines that the student’s behavior is a manifestation of their disability, or
the result of the school’s or home district’s failure to implement the scholar’s IEP or 504 Plan, then the
scholar must return to their educational placement, unless the parents and school agree to a change of
placement as part of the modification of the Behavior Intervention Plan. Furthermore, the team will
consider the scholar’s misconduct; develop or review the current Functional Behavior Assessment; and
revise the scholar’s IEP/ Behavior Intervention Plan (BIP)/504 Plan to prevent a recurrence of such
misconduct and to provide for the safety of the other scholars and staff. If there is no current BIP, the
school, in consultation with the IEP team, must also develop such a plan to address the behavior that led
to the disciplinary action.

Parents may request a due process hearing to challenge the manifestation determination. Except as
provided below, the child will remain in their current educational placement pending the determination
of the hearing.

Interim Alternative Education Setting

A scholar with a disability or suspected disability may be removed to an Interim Alternative Educational
Setting (IAES) for up to 45 school days, regardless of whether the behavior is determined to be a
manifestation of the child’s disability in limited circumstances as defined by the IDEA and applicable state
laws and regulations, including if they:

1. Carry or possess a weapon at school, on school premises or at a school function; or

2. Knowingly possess or use illegal drugs, or sell or solicit the sale of a controlled substance at

school, on school premises or at a school function; or,

3. Inflict serious bodily harm at school, on school premises or at a school function.®

A meeting must be held to determine the Interim Alternative Education Setting.

If you have questions about the disciplinary guidelines for students with disabilities, please contact the
Dean of Special Services.

Long-Term Out-of-School Suspensions and Manifestation Determination Reviews

Prior to conducting a long-term out-of-school suspension hearing for a scholar with a disability, an IEP/504
Team shall convene to determine whether the misconduct was caused by the scholar’s disability. If it is
determined that the misconduct was caused by the child's disability, the child shall not be suspended. The
IEP/504 Team shall reevaluate the child for the purpose of modifying the scholar’s IEP/504 Plan to address
the behavior and to ensure the safety of other children and staff in the school. If it is determined that the
misconduct was not caused by the child's disability, the child may be suspended following the same

'The IDEA defines serious bodily injury as injury which involves a substantial risk of death, extreme
physical pain, protracted and obvious disfigurement, or protracted loss or impairment of the function of
a bodily member, organ or mental facility.
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processes and procedures as a student without a disability. Whenever a scholar with a disability is expelled,
an alternative educational opportunity, consistent with such child's educational needs, shall be provided
during the period of expulsion.

Achievement First maintains written records of all exclusions of ALL students. The records must include
the name of the scholar, a description of the behavior infraction, the disciplinary action taken, and a
record of the time or number of days of the disciplinary action.

Provision of Services During Removal

Those scholars removed for a period fewer than ten (10) consecutive days will receive all classroom
assignments and a schedule to complete such assignments during the time of their suspension.
Provisions will be made to permit a suspended scholar to make up assignments or tests missed as a
result of such suspension.

During any subsequent removal that, combined with previous removals, equals ten (10) or more school
days during the year, services must be provided to the extent determined necessary to enable the child
to appropriately progress in the general curriculum and in achieving the goals of their IEP. In these cases,
school personnel, in consultation with the child’s special education teacher, host district, or 504 Team,
shall make the service determination.

Beyond the School Building

Field Lessons

As part of our rigorous academic program, scholars often participate in learning experiences off-campus,
such as trips to museums and college campuses. During school-sponsored events and/or activities
off-campus, all school rules and policies, including those outlined in this Handbook, are applicable.
Scholars are required to adhere to the same rules, policies, and behavioral expectations at an off-campus
school-sponsored event or activity as if they were in the school building. In other words, scholar
misconduct during an off-campus school-sponsored event and/or activity may result in disciplinary
consequences, up to and including suspension or expulsion.

Permission slips will be sent home for each field lesson that occurs off-school grounds. The permission
slips will outline the purpose, logistics and other important information relating to the trip/event. A
parent or guardian must provide written consent in order for a scholar to attend. Please note that verbal
consent is not sufficient. A scholar may be considered ineligible for a trip/event for reasons including, but
not limited to: not returning the school-sponsored trip permission form, involvement in a disciplinary
incident, poor school attendance, misbehavior or severe lack of academic effort on the day of or days
prior to the trip, etc. Scholars who are considered ineligible for attending a trip will be required to attend
school that day, and provided alternative academic assignments.

Bus Behavior

Unsafe behavior on the bus endangers our scholars, and it will not be tolerated. A pattern of unsafe
behavior may result in loss of bus privileges.

Bus drivers must focus on the road to make sure all scholars arrive at school and home safely. At
dismissal, scholars should go directly to their bus, greet the bus driver, and have a seat. On the bus,
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scholars must remain in their seats, talk quietly, and follow all directions given by the bus driver. Scholars
should not communicate with scholars on other buses or any people outside the bus. Scholars who
behave poorly on the bus compromise the safety of themselves and others. Poor bus behavior may
result in suspension or termination of transportation services. If your child is suspended from the bus, it
will be your responsibility to arrange for alternative transportation.

The Achievement First Code of Conduct and all school rules apply on school bus transportation. Scholars
who take the school bus are expected to act responsibly and respectfully at all times. Certain additional
rules will apply to the bus. Scholars may be given assigned seats. An administrator will meet the bus
every day. No child will exit the bus before the administrator checks with the driver as to behavior. Failing
to be in the assigned seat, putting hands out of the bus, throwing things, using bad language, not
obeying the bus driver, or other disruptive or dangerous behaviors, are all infractions, in addition to
those listed in the Code of Conduct. More serious behavior (e.g., fighting or other egregious offenses)
will be investigated and assigned consequences as well, just as if it happened on school grounds, up to
and including out-of-school suspension or expulsion.

Individual infractions, if serious enough, can result in the loss of bus privileges for the school year. Other
consequences (e.g., extensions, suspensions) may apply as well. Families are strongly encouraged to
reinforce the importance of proper bus behavior and the potential consequences for violations of the
school’s Code of Conduct or the rules for school bus behavior.

Cheating, Plagiarism and Copying Others’ Work

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

School Searches and Seizures

In order to maintain the safety and welfare of scholars and school personnel, Achievement First staff may
conduct:

e searches of scholars;

e their personal effects including but not limited to coats, bags, cars, or purses;

e and/or their student-use areas including but not limited to lockers or desks
under the circumstances outlined below, and may seize any illegal, unauthorized, or contraband
materials discovered in the search. A scholar’s failure to participate and/or cooperate in a search as
outlined below may result in disciplinary consequences, up to and including expulsion.

1. The school authorizes the principal and the principal’s designee(s) to conduct searches of
scholars and their belongings if the authorized school official has individualized reasonable
suspicion to believe that the search will result in evidence that the scholar is violating or has
violated the law or the school’s Code of Conduct while on school property or attending a
school-sponsored function.

a. Inauthorizing searches, the school acknowledges both state and federal constitutional
rights are applicable to personal searches of scholars and searches of their personal
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effects. Reasonable individualized suspicion to conduct a search of a scholar or a
scholar’s personal effects and the scope of the particular search shall be based upon,
among other things, the scholar’s age, the prevalence and seriousness of the problem to
which the search is directed, the urgency necessitating an immediate search, and the
probative value and reliability of information used as justification for the search.

2. Ascholar's person and/or personal effects (e.g., coats, purse, backpack, book bag, etc.) may be
searched whenever a school official has reasonable suspicion that the scholar is violating or has
violated a law and/or a school rule.

3. Inthe event of search of a scholar or their personal effects is necessary, school officials shall
adhere to the following procedures:

a. The principal or their designee(s) will conduct the search.

b. If searches are conducted, the school will make every effort to ensure that the privacy of
the scholars is respected. To the extent possible, all searches will be conducted outside
of the view of other scholars.

c. At least two (2) school personnel will be present for the search of a scholar’s personal
belongings.

d. With respect to searches of a scholar’s person and clothing, the school may request that
a scholar empty their pockets or remove shoes or jackets. If the scholar does not comply,
school personnel will not search a scholar’s physical person (e.g., they will not reach into
a scholar’s pockets or attempt to remove a scholar’s shoes or jackets). The scholar’s
parent or guardian will be contacted and asked to come to the school. The school may
ask a scholar’s parent or guardian to conduct a search of a scholar’s person in the
presence of school personnel.

4. Inthe rare instance that a more intrusive search of a scholar's person is necessary, such a search
may only be conducted in private by a school official of the same sex and/or gender identity,
with an adult witness of the same sex and/or gender identity present, and only upon the prior
approval of the principal unless the health or safety of scholars will be endangered by a delay.

5. If a properly conducted search yields illegal or contraband materials such as controlled
substances, such findings may be destroyed and/or turned over to legal authorities for ultimate
disposition. Materials confiscated by school personnel, not deemed illegal nor contraband, will
be held for parent pick-up in a designated area within the school building. The principal or their
designee reserves the right to dispose of confiscated items at the conclusion of the school year,
if retrieval has not been made.

6. Families will be informed of the circumstances surrounding the search and its results.

Additional searches may be warranted in certain situations related to school safety.

Note: Scholars have no reasonable expectation of privacy in school-owned property such as lockers,
cubbies, desks, or other school storage places. The school exercises overriding control over such school
property, which may be opened and inspected at any time by school officials. At least two (2) school
personnel will be present for any search of school-owned property being used by scholars. The school
reserves the right to conduct periodic general inspections of rooms and other areas of the school for any
reason at any time without notice, without student consent, and without reasonable suspicion.

Unannounced Scanning

To ensure the safety of our students, staff, and visitors, there may be times when Achievement First conducts
random, unannounced scanning in order to deter prohibited and dangerous items from potentially being brought
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into our schools. Students in grades K-5 will not participate in scanning. If and when scanning should occur, all
students and visitors entering an Achievement First building may be subject to a metal detector scan and personal
search. Bags and parcels may also be searched by means of metal detecting devices, by hand, or otherwise. Any
prohibited items confiscated during scanning or taken during the school day by school officials will be discarded or
handed over to the relevant authorities.

Schools co-located in New York City Department of Education (“NYC DOE”) facilities will continue to abide by
district policies including participating in NYC DOE's scanning initiative. At times, NYPD’s School Safety Division
conducts random scanning to deter prohibited and dangerous items from potentially being brought into NYC DOE
buildings.

Substance Use

At times, school staff may have reasonable suspicion that a scholar is under the influence of an illegal,
controlled or otherwise prohibited substance due to the scholar’s behavior, odor (e.g., smell of
marijuana or alcohol), or affect (e.g., slurred speech).

Depending on the circumstances, the school personnel may take one or more of the following actions:
® Remove the scholar from class and/or the school-sponsored program/activity;
® Send the scholar to the nurse for assessment/treatment;
e Contact parents to pick-up scholar; or
e Contact emergency services.

Unless required by law, school staff will not contact law enforcement; however, school personnel will
notify the parent/guardian. School personnel will conduct an investigation in accordance with the
policies outlined in this Handbook, and may result in disciplinary action.

Promotion to the Next Grade

Achievement First provides a rigorous, college-preparatory educational program, and the faculty, staff,
and administration are committed to helping all students satisfy all requirements for promotion and
graduation. Our ultimate goal is college readiness. \We believe that in some instances it will be better for
a scholar to repeat a grade in order to fully develop the skills, habits and knowledge required for the next
grade and for rigorous colleges and careers.

We recognize that retention is a major decision that has important ramifications for a scholar and family.
Our promotion and retention decisions are made with solid evidence of academic progress and social
growth, and are consistent with established policies and practices. When a student’s performance
indicates that they are not ready to move on, we would rather have that scholar repeat a grade while
with Achievement First so that we can provide intensive support and work in close partnership with
families — as opposed to sending a scholar off to the next grade where they may not be set up for
success.

e Achievement First aims to help all scholars meet promotion criteria and ultimately to be prepared for
success in the next grade. There are times when a scholar simply needs another year to be able to
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fully tackle the work, and the school is committed to ensuring that a scholar’s second year in a grade
involves a clear plan to provide the scholar additional support.

e The school will share students’ grade-level performance with parents at multiple points in the year
(e.g., Report Card Nights or Progress Report Nights in Fall and Spring), and let parents/ guardians
know when a scholar is at risk of being considered for retention at the end of the year.

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

e Achievement First may retain early elementary scholars (K-2) who are not meeting our academic
standards.

Promotion for Multi- Language Learners (MLLs):

As required by law, we evaluate the promotion of Multi-Language Learners differently. Limited English
proficiency will never be the school’s sole reason for retaining any scholar. Multi-Language Learner
scholars shall participate in the state’s assessment program (NYSESLAT Assessment) in accordance with
state policies, with progress reported as required under New York state law.

Promotion for Students with Individualized Education Programs (IEP)

The purpose of an IEP is to outline the support a student needs to access the general education
curriculum in the least restrictive setting. At the first sign a student with an IEP is at risk of retention, the
school must ensure that robust and appropriate supports are in place in order for the student to make
appropriate academic progress. If a student with an IEP meets retention consideration criteria, the
school will take the IEP into consideration when making the best decision for the student’s development.

Graduation Policy

AF graduation requirements are designed to support our north goal of ensuring scholars are college
and career ready. Achievement First has historically required more earned credits for graduation
than host districts as part of our commitment to ensuring all scholars are fully prepared for college
and career. Since September 2020, we have worked towards a revised promotion policy. We solicited
input from scholars, alumni, families, Principals, other school staff, network support team members,
and external partners on our previous promotion policy. Achievement First’s graduation policy is
anchored in the NY state diploma requirements.

For reference, state credit requirements for graduation are below.

NY: 22 Credits

ELA 4

Social Studies 4 (2 in Global, 1 in US, % in participation in Government, %5 Economics)

24



Math 3
Science 3 (1 life, 1 physical, 1 in any life or physical science)
PE 2 (% every year)
Health % credit
World Language 1
Other Arts: 1
Other electives: 3.5

AF has moved to a credit accumulation model in which there are no longer any dragging credit
requirements that impact scholars moving to the next grade. Instead of using the language of retention,
students will now be deemed “credit deficient” if they are not on track to graduate in 4 years. Students
keep all credits for courses they passed.

Grade progression and graduation will depend on credits accumulated. The chart below represents the
credit requirements to move on each grade that has now been updated to reflect all credits (regardless
of core or elective). This was modeled after the NYC DOE HS policies for credit standing whereas the
benchmarks for Sophomore standing represents approximately 75% of the possible credits you should
ideally accumulate while Junior and Senior standings represents approximately 90% of the credits a
student should be able to accumulate.

NY: 22 Credits
Sophomore 4 credits
Junior 10 credits- including at least 4 credits in Humanities (2 ELA and 2
History)
Senior 15 credits

Special Education

Achievement First is committed to serving all scholars who walk through our doors. We believe it is our
responsibility to ensure that students who come to us can attain a great education and be on the path
through college. This is why our special services program is so important; it is consistent with and
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necessary to our mission to serve students with disabilities and students that struggle academically and
behaviorally.

Annual Information Session

We recognize that parents are important partners in their children’s education. We want to make sure
parents have information to help them understand special education at AF. One way AF provides this info is
via a “Special Education Family Information Session” in the fall, which is open to any and all families. During
this session families will receive information about special education at AF, including:

e How AF (and families) may decide to refer a student for evaluated for special education services;

e What happens during the evaluation process;

e How AF and the NYC Department of Education (“NYC DOE”) work together to provide special
education supports to students;

e What types of academic and behavioral supports are available at AF;

e How parents/guardians may request behavioral supports; and

e Formal and informal ways that parents can communicate any concerns about special education.

Much of the information that will be discussed in the information session is also provided here, in the
Family Handbook, as another resource to help families understand special education and partner with AF in
support of their child.

Child Find

Under federal and state special education requirements, Achievement First is obligated to identify students
who may have disabilities, and partner with the host district to evaluate students and determine whether
they do, in fact, have a disability and qualify for special education. If a student has a disability recognized
under the Individuals with Disabilities Education Act (IDEA), and that disability negatively impacts
educational performance, that student qualifies for special education and related services. If a student has
a physical or mental impairment recognized under Section 504 of the Rehabilitation Act of 1973, and that
impairment substantially limits one or more major life activities, that student is entitled to special
education accommodations designed to meet those students’ individual educational needs as adequately
as the needs of nondisabled students are met. This obligation to identify and evaluate students who may
qualify for special education is called Child Find.

Child Find is important because if a student does have a disability, there are various in-school supports and
services that can be provided to them (at no cost to the parent) to help them fully access their education.
Many of these supports can be provided to your child at Achievement First. (For more information about
the special education supports available at Achievement First, see “Special Education Supports at AF”.)

If you are concerned because your child is struggling academically, behaviorally or socio-emotionally (for
example, they are overly anxious or depressed and withdrawn), you have the right to request that your
child be thoroughly evaluated and considered for additional programs and/or services so that they can
learn and make meaningful progress at school. You can make this request at any time, even if AF has not
raised a concern about your child’s progress, either by speaking to the Special Services Leader (“SSL”) at
your child’s school, or by writing directly to the Committee on Special Education (“CSE”)/host district
special education director that works with your child’s school. The Special Services Leader can provide you
with contact information for the CSE/host district special education director.
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Response to Intervention

AF believes that providing early and robust interventions can help AF support all students, as well as help
AF identify students who may qualify for special education services.

An intervention is instruction and supports which supplement and intensify classroom instruction and
systems. The Response to Intervention (“RTI”) process at AF starts with reviewing data to determine what
areas of challenge a student may have (reading, math, behavior, etc.), and then providing targeted,
research-based supports that are individualized to the student’s area(s) of challenge. The next step in the
RTI process is to look at data after a student has received intervention(s) for several weeks, to determine
how the student is responding to the interventions; specifically, whether the student is demonstrating
more success in the area of challenge (for example, developing their reading skills), or continuing to
struggle.

AF has developed three “Tiers” or levels of intervention to support students. The first, Tier 1 interventions,
are providing a high quality curriculum and instruction in the general education classroom. Tier 2
interventions are academic or behavioral supports beyond what is offered in the general classrooms, and
include additional Guided Reading, phonics, small group math, or a behavior support plan. Tier 3
interventions are more individualized and frequent interventions for the scholars who need the most
support and include Guided Reading (in a smaller group), small group math (more targeted), phonics, or a
Behavior Intervention Plan.

Students who show growth and progress under interventions will continue to receive them until they are
no longer demonstrating challenges in the area the intervention has been targeting. Students who are not
showing growth and progress with receipt of interventions will also continue to receive interventions (and
may receive more intensive/individualized interventions), and such students may also be referred for
special education evaluation, to determine whether supports available through special education could
help the student achieve more progress.

You have the right to request that your child be referred for special education at any time, whether or
not they are receiving interventions. As explained above, this request for evaluation can be made at any
time by speaking to the Special Services Leader at your child’s school. You may also write to the Committee
on Special Education (CSE) to request an evaluation of your child and appropriate programs and services.
The Special Services Leader can provide you with contact information for the CSE.

Initial Referral to Special Education

A student can be referred for evaluation by recommendation of the school or request of the family. Once a
student has been referred for special education, a series of steps will occur in a specified timeframe which
may result in your child receiving special education services. Some of these steps are taken by
Achievement First staff at the school and others are taken by DOE staff at the CSE office that works with
the AF school.

To begin the process, AF staff submits an initial referred request to the CSE Chairperson that includes the
following information:

1) Data about the student, such as: academic data, attendance data, behavior data, and teacher
progress reports

27



2) Aletter from the school to the CSE, explaining why AF is requesting that the CSE evaluate the
student

3) A letter from the parent/guardian explaining that the parent/guardian would like their child to
be evaluated

CSE staff takes the following steps after receiving an initial referral request:

1)

2)

3)

The CSE should contact you within 10 school days about next steps. The CSE usually asks the
parent/guardian to come into the CSE office to discuss the evaluation process and get your
written consent to evaluate your child. The CSE will not begin evaluations until they have
met with you and you have provided this “informed consent.” It is important to respond to
the CSE when you hear from them because if you don’t respond within thirty (30) days they
may not evaluate your child.

Once the CSE receives your written consent, it will conduct one or more evaluations to fully
assess your child’s educational difficulties and needs. Depending on the challenges your child
is facing, the CSE may conduct a social history (about your child’s background), a
“psycho-educational” evaluation (focusing on the mental processes needed for education),
and specialized assessments about your child’s speech, coordination, motor skills, or other
areas. The CSE has sixty (60) calendar days from when you sign the consent form to do these
evaluations.

After the evaluations are completed, a team of people including you, staff from Achievement
First, and staff from the CSE will meet together to decide whether your child should receive
any services and supports to help your child learn. This is called an “IEP meeting” and this
meeting must happen within sixty (60) school days from when you sign the consent form. If
your child will receive supports, it is ultimately up to the CSE to decide what services and
supports to give. Those services and supports will be written down in a plan, called an “IEP,”
and the CSE and Achievement First will work together to give those services and supports to
your child.

If you do not hear from the CSE regarding our referral to evaluate your child within ten (10) days, you
should contact the CSE directly. You may also contact the Special Services Leader/ Dean of Special Services
at your child’s school.

If you have other questions about the initial referral process, (including questions about whether the CSE is
conducting the evaluations as quickly as they should be), you should also reach out to the CSE or to the

SSL.

Section 504 Plans and IEPs

Students with disabilities requiring specialized support may qualify for a support plan under either
Section 504 of the Rehabilitation Act or an IEP under the IDEA. A Section 504 Plan outlines individualized
accommodations and services to support the scholar, which may include testing accommodation,
homework accommodations, and special transportation. An IEP can include accommodations and
modifications to the general curriculum, individualized goals and objectives, and services, such as special
education services and related services including speech and language therapy and occupational therapy
(more information below). If your child had a 504 Plan or IEP at a previous school, please contact the
Special Services Leader/Dean of Special Services.
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Requesting Behavioral Supports

When students are demonstrating behavioral challenges in school, it could be because of a variety of
factors. Sometimes, students are adjusting to a new environment (e.g., new to AF, or being in a new grade
or classroom). Sometimes students are frustrated in a particular moment or about a specific situation. In
both of these instances, students may demonstrate behaviors for a few days or few weeks, but as they
adjust or resolve their frustration, the behaviors will likewise be resolved. Other times, students may
demonstrate behaviors over a longer period of time and behaviors may be related to a diagnosed disability
or could be symptomatic of a disability that has not yet been diagnosed. When a student is struggling with
behaviors over a longer period of time, parents may be unsure what can/should happen in school to
support the student.

Parents/guardians of students with disabilities may also have specific concerns about whether ongoing
behaviors are related to their child’s disability, and whether the school is providing appropriate behavior
supports that are responsive to both the behavior and the disability.

If you have concerns that your child is demonstrating behaviors in school that could be associated with
your child’s disability, and/or concerns that the school is not providing appropriate behavioral supports,
you may make a request for behavioral supports using “Behavioral Support Request Form” in Appendix J.
You can also request a copy of this form from the school. After you make the request, the school will set up
a meeting with you to discuss your concerns and your request.

After that meeting, you and the school may agree that the school will provide Tier 2 or Tier 3 behavioral
supports to your child. However, if you and the school do not agree, and you would still like your child to
receive behavioral supports, you can request that the school conduct an evaluation called a Functional
Behavioral Assessment (“FBA”). As part of the FBA, the school will conduct classroom observations of your
child, and collect data including: what kinds of behaviors your child is engaging in, how frequently
behaviors are happening, whether there are specific events or circumstances that may trigger the
behaviors, and how long behaviors last once they start.

If you request an FBA, the school must conduct the FBA (the observations and collection of data), and
schedule another meeting with you within 2-3 weeks from when you request the FBA. At the meeting with
you, the school will review the FBA results and discuss whether the results indicate a need for a Tier 2 or 3
Plan.

The following chart may be helpful for understanding the process and options for requesting behavioral
supports:

Special Education Supports at AF

There are a range of supports and services that a student with a disability might receive. These supports
are called the “continuum of services” and range from very intense support to just a few services. The goal
of services is to enable a student with a disability to be able to access curriculum and instruction, and
participate fully within the classroom and school. AF partners with the NYC Department of Education
(“DOE”) to provide some services to students with disabilities. However, district schools provide a wider
array of services than AF schools. AF schools provide the following classroom settings and services:

° neral E tion Cl : instruction in the general education classroom, which may include
accommodations (such as extended time on tests) or related services (such as speech therapy)
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e Special Education Teacher Support Services (“SETSS”): interventions (targeted instruction)

taught by special education teachers in a small group that may be provided in the gen ed
classroom or separately, in another location (called “pull-out”)

e Integrated Co-teaching (“ICT”): classroom that includes students with disabilities and students
who do not have disabilities who are educated together with two teachers, a general education
teacher and a special education teacher, who collaborate to adapt and modify instruction and
ensure that the entire class has access to the general education curriculum.

e Self-Contained: AF offers self-contained classes in grades K-8 at two AF campuses. The
self-contained classes are clustered at two AF schools (AF Bushwick Elementary and AF Bushwick
Middle School) and serve students from across AF schools. Only students who are currently
enrolled at AF are eligible for enrollment at Empower. If you believe your scholar needs a
self-contained program, please talk to your SSL.

Related Services: Sometimes students with disabilities may need supports in areas other than just
instruction. For example, if a student has been evaluated and determined to have challenges with speech,
then that student should also work with a speech therapist to help them develop important skills for
communicating within school. This type of service is called a related service, and is provided by a specialist
who is trained in a specific area (for example, a speech therapist rather than a classroom teacher). AF
works with the NYC DOE to provide different related services, including physical therapy, occupational
therapy, speech therapy, counseling, and paraprofessional support.

When an IEP Specifies a Classroom Setting AF Does NOT Offer

Sometimes, a student’s IEP may mandate a classroom setting available at a DOE school, but not available at
AF (such as placement in a 12:1:1 or 8:1:1 classroom). It’s important for you to know that you still have a
legal right to a place at AF, but you also have a right to another placement offered by the DOE. It is your
decision whether you want to accept the placement at AF or accept the placement offered by the DOE.
Here’s what you need to know:

e Enrollment at an AF school may mean that your child will be in large classes (for
example, 30 students, 1 or 2 teachers) for the majority of the day, and AF’s model is to
provide additional supports to support your child to meet high academic and behavioral
standards.

e Every child is different. Many students with IEPs that recommend smaller settings than
available at AF (for example, a 12:1:1 classroom) have been successful at AF. Other
students may be better served in a more intensive, specialized classroom or school. You
should talk to us and the DOE to get more information as you think carefully about what
your child needs.

Finally, if you enroll your child at AF and later decide you would like to explore placement at district school,
the DOE is still required to offer you another placement at that time. Requests for a change of placement
require a meeting with the district to revisit your child’s IEP. In this meeting, you, AF, and the NYC DOE will
discuss your request, and determine what kind of placement could be appropriate for your student, using
data and information about your child’s academic, behavioral, and socio-emotional progress and needs.
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Roles of AF and the NYC DOE

In New York, AF schools partner with the NYC DOE to manage the special education process. The DOE has
created offices called Committees on Special Education (CSE) throughout the city, which are responsible for
overseeing the special education practices in charter schools. AF schools currently partner with three CSE
offices: 5, 6, and 8. The CSE offices have many teams and each CSE office has assigned one team to be
responsible for working with AF schools.

Here is a breakdown of the different responsibilities of AF and the CSE in the special education process.

Initial Referral and Evaluations:

e AF identifies students who might benefit from special education services, and refers those
students to the CSE. When a parent/guardian requests evaluations, AF sends those requests to
the CSE. When parents refer their children directly to the CSE, AF also sends additional
information to the CSE to support the parent’s request.

® The CSE determines whether or not to formally refer the student for evaluation and then
schedules and completes ALL evaluations for students.

Annual/Triennial Evaluations:

The CSE conducts ALL evaluations agreed to during annual IEP meetings. In addition, the CSE must
consider re-evaluations at least every three years (known as triennial evaluations). The CSE
conducts ALL triennial evaluations if they determine that triennial evaluations are necessary.

® AF notifies the CSE if the CSE has not conducted a reevaluation in the past three years.

IEPs and IEP Meetings:
e The CSE schedules and holds IEP meetings, makes final decisions about what supports, services,

and placement should be in the student’s IEP, and creates the official IEP document.
e AF staff participate in IEP meetings, and contribute drafts of certain IEP sections for the CSE’s
review.

Related Services:
Providing Services:

e For most related services (like speech and language therapy, physical therapy, and occupational
therapy), the DOE/CSE is responsible for contracting with providers, sending them to the school,
and paying them.

® AF coordinates with the DOE providers, gives them access to students to do their sessions, and
notifies the DOE if a provider is repeatedly absent or quits.

o In some AF schools, AF employees may provide the related service of counseling.
Providing Paraprofessionals:

e The DOE/CSE also contracts with agencies to provide paraprofessionals (one-to-one helpers for

students) who are sent to the school.
Providing Make-up Services:

e The DOE/CSE is responsible for providing make-up sessions for sessions missed by a DOE
provider.

® AF is responsible for providing make-up sessions if an AF employee is providing counseling
services and misses sessions.

Accommodations and Supports:
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® AF is responsible for providing classroom accommodations and supports that are on a student’s
IEP, like testing accommodations, preferential seating, redirection and prompting, small-group
instruction (called SETSS), special classrooms with a special education and a general education
teacher called “Integrated Co-Taught Classrooms” (ICT), modified promotional criteria, and
behavior modifications and supports.
e The CSE makes final decisions about what classroom accommodations and supports are in a
student’s IEP.
FBAs and BIPs:
Some students’ IEPs call for a “Functional Behavioral Assessment” (“FBA”), which tries to identify why a
student might be engaging in challenging behavior. This leads to a “Behavior Implementation Plan” (“BIP”),
a detailed plan for helping the student control the behavior.
e The CSE is responsible for conducting formal FBAs and creating formal BIPs, with input from AF.
® AF may create its own informal FBAs and BIPs for some students, but they are not the formal
ones required by an IEP.

Manifestation Determination Review (“MDR”):

An MDR is a formal review of whether a student is being removed from school because of behavior that is
related to his or her disability.
® AF notifies the CSE when the student has been removed or suspended for over 10 days, or has
experienced a pattern of suspensions or removals.
® The CSE is responsible for scheduling and holding the MDR within ten days of being notified by
AF.

504 Plans:
® AFis responsible for initial consideration, developing the 504 Plan, annual reviews, ending 504
Plans, conducting MDRs for students with 504 Plans, and most other aspects of 504 Plans.
e The CSE is responsible for providing transportation services for scholars with special
transportation in their 504 Plans.

Your Procedural Rights

If you think your child is not getting a particular service or support that they need, you always have the
right to file an “Impartial Hearing Request,” saying why you think your child is entitled to get the service or
support. That begins a process where a hearing officer will independently hear from you and from the DOE
(and the school if appropriate), and decide whether the DOE needs to take steps to get the support or
service to your child. For more information on this process, please see the “Due Process Complaint” section
on page 16 of the “DOE’s Procedural Safeguards Notice.”

When families have questions about an aspect of the special education process that is a CSE responsibility,
families can reach out to the CSE directly. Below is contact info for each of the CSEs that works with an AF
school; if you do not know which CSE works with your child’s school, you can get that information from the
Special Services Leader (“SSL”) at your child’s school.

AF School CSE Contact Information for CSE Chairpersof
AF Apollo ES/MS, AF Aspire ES/MS, AF Brownsvillg 5 Geraldine Beauvil
ES/MS, AF Bushwick ES/MS, AF East Brooklyn HS, GBeauvil@schools.nyc.gov
AF East New York ES/MS, AF Linden ES/MS, AF 718-240-3557
North Brooklyn ES/MS, AF University Prep HS
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AF Crown Heights ES/MS, AF Brooklyn HS, AF 6
Voyager ES/MS Helene Potash
hpotash@schools.nyc.gov
718-968-6199

AF Endeavor ES/MS 8 Caroline Danner
cdanner@schools.nyc.gov
718-935-4900
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As you can see from the chart above, after the FBA, if you and the school still do not agree on whether your
child needs behavioral supports, you may file a formal complaint, by following the complaint procedure
outlined in the next section (“Concerns About Special Education”). Similarly, if the school does not conduct
an FBA and meet with you within 2-3 weeks of your request for an FBA, you can also file a formal complaint
by following the complaint procedure outlined in the section below.

Concerns about Special Education

Achievement First is committed to maintaining a strong partnership and ongoing dialogue between its
teachers, staff, our scholars, and their families. This includes partnering around supports to students with
disabilities. We hope that any concerns can be addressed in collaboration with the school, and we also
recognize that at times parents may need another route to achieve resolution of their concern.

Therefore, parents at AF have the option to file a formal complaint or grievance regarding the provision of
special education. Some types of concerns for which a parent may choose to file a formal complaint are:
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complaints that a child has been inappropriately disciplined for disability-related behaviors; complaints that
a school will not provide behavioral supports for disability-related behaviors; or complaints that an IEP has
not been adequately implemented. These are only examples; parents may have other types of concern
related to special education for which they choose to file a formal complaint.

Process to file a Parental Grievance regarding Special Education

The process for how to file a complaint/grievance about special education is outlined in the “Addressing
Family Concerns” section. Please note that for concerns or grievances regarding special education, the staff
member to contact in Step 1 is the school’s Special Services Leader.

Closed Campus

Achievement First takes the safety and security of our scholars very seriously. To assist in providing a
safe school environment, all AF schools operate a closed campus. In other words, once scholars enter the
building, they must remain on campus until the end of the school day unless they have written
authorization from their parents/guardians and receive permission from the Principal or designee.
Scholars who leave campus without such authorization are subject to discipline in accordance with the
discipline policy. A scholar with permission may only leave the building/campus under the escort and
supervision of an authorized adult — who has physically come to the office to sign a scholar out — unless
the school has been given written permission authorizing unaccompanied departure.

In addition, except under written agreements approved and signed by the Principal, scholars are
prohibited from leaving the school building (or areas of the school building designated for their grade) or
using any exit other than the ones designated for scholar use without permission. Scholars who are in
restricted areas (e.g., exit not designated for scholar use) or outside of the designated area for their
grade without proper authorization are subject to disciplinary action.

Communication Expectations

Our families are partners with Achievement First staff in creating a warm and respectful environment for
everyone in our team and family. We work hard to ensure that the school’s values permeate all interactions
with families and scholars. Therefore, school staff and families are both responsible for ensuring that all
communication is positive and mutually respectful. To that end, this policy prohibits disruptive, volatile,
hostile, violent, or threatening communication and/or actions by AF staff, scholars, families, visitors, or
other members of the public. The policy further requires that AF staff treat scholars, families, and other
members of the public with civility, courtesy and respect, and that scholars, families and other members of
the public members in turn treat AF staff and each other with civility, courtesy and respect.

We require families and scholars to share concerns with school staff, and vice versa, in a manner
consistent with mutual respect and civility. As members of a shared school community, we all commit to
maintaining an appropriate volume, tone, and substance. Accordingly, disrespect (e.g., name-calling or
frequent interruptions), profanity (e.g., cursing), and threatening language are unacceptable, and strictly
prohibited. If a conversation does not meet our shared commitment of mutual respect, either party has the
right to end the conversation and schedule additional time at a later date.

Families also have the option of addressing concerns, including the actions of a staff member, via the family
concerns procedure (see Appendix K for the Family Concern Form).
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Our priority is to maintain a safe and respectful environment for scholars and adults alike via a calm,
productive, positive learning environment. In the event that an investigation substantiates a violation of
the communication expectations, the school may issue consequences such as issuing a written warning,
requiring written requests prior to scheduling subsequent meetings, or barring an individual from the
school site. Note: Violations of this policy by staff members may result in employment consequences.

Reaching out with Questions
We want to make sure that all families have the contacts needed to get their questions answered. AF staff
will return your email, text, or phone call within 48 hours on business days.

School Visitor Policy

Parents/guardians/families are a vital part of the Achievement First community. We welcome you as a
partner in the education of our scholars. In order to maximize our scholar’s learning time and minimize
distraction in our classrooms, we ask that you do the following:

e Schedule a virtual meeting with school staff to limit in-person visitors. Families can observe or
meet with individual staff.

® Please reach out to schedule a plan to observe your scholar’s classroom(s). In the vast majority
of circumstances, we can accommodate parents/guardians with advance notice, but there may
be times when we may ask to set up a different time and/or meet with a parent/guardian before
a visit.

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

e Silence your cell phone prior to entering the classroom.

® Please refrain from interacting with scholars so they are able to pay attention to their teachers at
all times.

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

If you would like to speak with a member of our staff, please contact them by phone/e-mail or call the
school to set up a meeting. Staff will generally be unable to meet or talk with you during instructional
time.

Consistent with our commitment to maintaining a safe and secure school environment, all visitors are
required to report directly to the main office and present valid identification in order to receive a visitor’s
badge. While on campus, all visitors/guests are required to display the visitor’s badge at all times.
Scholars are strictly prohibited from having non-familial visitors (e.g., delivery personnel, friends, etc.) to
campus.

If a visitor is coming to school to drop something off for a scholar or to leave a message, we still require
that the visitor come to the main office and may prohibit the visitor from going beyond the main office
(e.g., the scholar may have to come to the main office). For the sake of scholar safety, we cannot have
anyone unannounced in the building.

The School reserves the right to bar entry of individuals who fail to comply with the requirements above.

Scholars who enable unannounced or unauthorized individuals to access the school building are subject
to disciplinary action.
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Emergencies

In case of an emergency, parents or guardians should contact the school either by calling the school or
coming in person. Under no circumstance should parents/guardians attempt to remove scholars from
the building without notifying staff members in the main office. Scholars will not be dismissed without
proper advanced notification from their parent/guardian.

Fire Safety and Evacuation Procedures

Frequently throughout the school year, scholars and staff will participate in fire drills and safety drills to
ensure that the entire school community is familiar with the appropriate response in the event of an
emergency. Should any procedure change, scholars will be notified of and trained in any significant
changes.

Should it be necessary to evacuate the school building, school staff and scholars will evacuate according
to the school’s evacuation plan. Once attendance is taken and the school building has confirmed to be
safe, staff and scholars will return promptly. If the school building is off limits, the school has a
designated congregation point where all staff and scholars will gather. Parents/guardians will be
informed as soon as possible.

In the case of a lockdown within the school building due to an external threat or an intruder, scholars will
follow our lockdown protocol. If the school is in a lockdown, no one may exit or enter the building. Once

the threat is confirmed to be removed, the lockdown will be lifted and entrances/exits will be permitted.
The school will communicate via recorded message and in writing relating to any lockdown.

Addressing Family Concerns (Formal and Informal Complaints)

At Achievement First, fostering a strong partnership and continuous dialogue among teachers, staff,
scholars, and their families is of the utmost importance. We believe that strong communication is key to
nurturing trust and respect between families and the school community. We are always receptive to your
input and value your thoughts and feedback on any school-related concerns, whether they pertain to
school policies, academic grades, disciplinary decisions, or other matters. In order to streamline
communication and ensure it is effective, we kindly request families familiarize themselves with the below
procedures and utilize them when expressing concerns to the school.

Procedures for Addressing Concerns (Formal Complaints)
If parent(s)/guardian(s) have concerns about special education, discipline of a scholar with an IEP or a 504
Plan, or other similarly serious concerns, they may file a formal complaint.

Parent(s)/guardian(s) can contact the Board directly with formal complaints at any time, and adherence to
the procedure outlined below is voluntary. Parent(s)/guardian(s) may appeal the decision of the Board
regarding a formal complaint to the SUNY Charter School Institute (SUNY).

If a parent/guardian properly appeals a Board decision regarding a formal complaint to SUNY and is
displeased with SUNY’s decision on the matter, the parent may appeal to the New York State Board of
Regents through the New York State Education Department (NYSED). Written appeals to the Department of
Education can be mailed to the following address:
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New York State Education Department
Charter Schools Office

Mezzanine

89 Washington Avenue

Albany, NY 12234

Procedures for Addressing Concerns (Informal Complaints)

If parents, guardians or others have a concern about a school policy, academic grade, discipline decision, or
anything else, we welcome your input and encourage you to contact the appropriate staff member at the
school. We encourage families to follow the procedures outlined below to address informal complaints.

Step 1: Contact Staff Member Involved: If there is a concern, we encourage families to address concerns
by contacting the staff member involved by phone or email. The parent/guardian may call the school’s
front desk to obtain contact information. The staff member and the parent/guardian will then set up a
meeting to discuss the concern either on the phone or in-person and work to reach a resolution that
satisfies both parties. (Note: if the concern is about special education, the staff member should be the
Special Services Leader)

Step 2: Contact the Principal: If the concern is not resolved satisfactorily (or if the parent/guardian wishes),
the next step is to reach out to the principal via phone or email or use the “Family Concern Form” (see
Appendix K) to explain the concern in writing. Even if the issue is a problem with the principal directly, the
parent/guardian should go through this step. It is important to work to resolve the issue directly first. The
parent/guardian should contact the school’s front desk to obtain contact information for the principal. The
principal will reply within three business days, at least acknowledging the complaint has been received, and
the principal may take up to five additional business days to investigate and reach a decision.

Step 3: Written Complaint sent to Principal’s Supervisor: If the parent/guardian is unsatisfied with the
principal’s decision or response, the parent/guardian may write a letter to the regional superintendent who
supports the school or use the “Family Concern From” (see Appendix K) to explain the issue. The
parent/guardian can fax, email, mail, or hand-deliver (to the school’s front desk) the letter/completed form,
and the office staff will ensure that the communication gets to the Regional Superintendent. In some
instances, it may be appropriate to schedule a meeting in person or via phone. If the parent/guardian
would like to reach out to the regional superintendent directly, the parent should contact the front desk of
the school to get their contact information. The regional superintendent will reply within three business
days and may take up to 10 business days to investigate and reach a decision. The regional superintendent
will send a written decision to the parent/guardian within 10 business days of receiving the letter or form
unless the parent/guardian and the regional superintendent agree to hold a meeting instead or the original
concern is shared in a meeting. Please note that the regional superintendent will not respond to
complaints that have not gone through steps 1-2. A member of the front office staff member will put a
copy of the complaint form and the regional superintendent’s response in the scholar’s file, and the front
office staff will also ensure that a summary of the complaint and resolution is logged in the school’s scholar
information system.

Step 4: Written Complaint to the School’s Board of Directors: If the parent/guardian is unsatisfied with the

regional superintendent’s decision or response, the parent/guardian may write a letter to the school’s
Board of Directors or use the “Family Concern Form” (see Appendix K) to explain the issue. The
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parent/guardian can fax, email (address available at the school’s front desk), mail, or hand-deliver (to the
school’s front desk) the letter, and the communication will go to the Board’s chairperson. The
parent/guardian should call the school’s front desk to obtain contact information. The Board or its designee
will reply within three business days and may take up to 10 business days to investigate and reach a
decision. The Board or its designee will send a written decision to the parent. Please note that the Board or
its designee will generally refer complaints that have not gone through steps 1-3 back to the school.
Additionally, some issues may require more time to resolve than the above timeline —in such instances, the
Board or its designee will inform the parent and discuss the expected timeline for a response. A member of
the front office staff will put a copy of the complaint form and Board’s response in the scholar’s file, and
the front office staff will also ensure that a summary of the complaint and resolution is logged in the
school’s scholar information system. If an individual or group voices a complaint at a public meeting of the
School’s Board of Directors or to individual directors, directors shall not respond to the substance of the
complaint, but instead shall thank the individual or group for their time and direct them to this complaint
procedure or, as appropriate, take note of the complaint and respond based on the above timeline.

Step 5: Written Complaint to the Authorizer: If the parent/guardian is not satisfied with the Board’s
decision, the parent/guardian may present their concern to the authorizer, SUNY Charter Schools Institute.
The parent/guardian will be provided with contact information for the authorizer with the Board’s response
in step 4. (Please note that the school will ask the authorizer not to respond to complaints that have not
gone through steps 1-4.)

Please note that if the school gets multiple complaints on the same or a similar subject, the school may
elect to consider all of the complaints in one process to ensure the process is clearly and effectively
communicated to each family fairly and consistently.

Teacher or
Staff

Board Chair / Authorizer
member

Reg. Supt.

Designee (letter or
(letter or form) form)

(letter or

hone or
(p form)

in-person
convo)

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

Achievement First does not condone or tolerate discrimination on the basis of race, color, national origin,
sex, sexual orientation or disability in admission or access to, or treatment, or employment in its
programs or activities. Families have the right, therefore, to file a formal grievance if they believe that AF
has violated a discrimination law (including but not limited to Section 504, Title IX, and Title VI). The
grievance procedure for discrimination issues is included in Appendix | — How to File a Grievance about
Discrimination — please review it carefully. The Special Services Coordinator, is the Title VIl and Section
504 Coordinator. The Director of school Operations at your child’s school is the Title IX coordinator. The
purpose of this formal grievance procedure is to provide a simple and accessible process to address
problems and claims of discrimination based on race, color, national origin, sex, sexual orientation, or
disability. The Special Services Coordinator may designate the resolution of certain grievances to other
appropriate school staff members.

Student Technology and Internet Use Policy

Achievement First schools uses devices (includes computers, tablets, mobile and other electronic
devices for purposes of this section), software, applications, networks, and Internet services (the
“Systems”), as one way of enhancing its mission to provide all of our students with the academic and
character skills they need to graduate from top colleges, to succeed in a competitive world and to serve
as the next generation of leaders in our communities.

The following rules are intended to provide general guidelines and examples of prohibited computer
and Internet uses, but do not attempt to state all required or prohibited activities by users. Failure to
comply with Achievement First’s Student Technology Device and Internet Use Policy and these rules may
result in loss of computer and Internet privileges, and/or legal and disciplinary action.

A. Use is a Privilege

Student use of Achievement First’s computers, tablets, software tools, networks, and Internet services is
a privilege. Scholars may not deliberately or willfully cause damage to computer equipment, network
resources, or assist another in doing the same. Further, scholars may not deliberately or willfully use
their or any other Achievement First Google email account (Gmail) to create accounts on third party
sites for purposes other than educational and not without the explicit written permission from their
School.

B. Acceptable Use

Student access to Achievement First’s computers, tablets, software tools, networks, and Internet services
are provided for educational purposes and research consistent with the curriculum and instructional
goals. The Code of Conduct governs student conduct and communication on all systems. Scholars must
comply with the rules and policies in the Code of Conduct as well as all specific instructions from staff
members when accessing computers, tablets, software accounts, and network resources.

C. Use of Google Educational Email Accounts and Services

Scholars are assigned a Google email (Gmail) account for educational and software identification
purposes as well as to communicate with school staff for school purposes. In addition to the Gmail
account, scholars are also provided access to the Google Workspace for Education productivity tools and
applications (Document, Spreadsheets, PowerPoint, Maps) for the purposes of research consistent with
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the curriculum and instructional goals. All Internet access and other online services available to
scholars are filtered and monitored to ensure their security and safety.

Student’s personal information is protected in the creation of their software accounts and when they
are using their accounts for the purposes of doing their school work. Personal information such as name,
email, and password are only shared with Google and software vendors in situations involving account
issues. Google and contracted software partners are prevented from sharing student’s information by
Achievement First policies as well as federal and state laws.

Students are expected to use their Gmail account and its additional services in a responsible, efficient,
and courteous manner that does not cause any harm to themselves or others.

D. Prohibited Use

The student is responsible for their actions and activities involving school computers, tablets , software
tools, networks and Internet services, and for their information, files, passwords and accounts. Examples
of unacceptable uses that are prohibited include, but are not limited to, the following:

1. Accessing Inappropriate Materials- Accessing, submitting, posting, publishing, forwarding, uploading,
downloading, scanning or displaying materials that are defamatory, abusive, obscene, vulgar,
sexually explicit, sexually suggestive, threatening, discriminatory, harassing and/or illegal

2. lllegal Activities- Using computers, websites, online applications, software tools, networks and
Internet services for any illegal activity or that violates other Achievement First policies, procedures
and/or school rules

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

4. Plagiarism- Representing as one’s own work any material obtained on the Internet or any licensed
online product.

5. Copying Software/Media Files- Copying or downloading software without the authorization of the
system administrator; illegally downloading music, photos, movies or other such files

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

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

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

9. Unauthorized access to Social Networking/Chat Rooms/Newsgroups- Accessing social networking
sites or software, chat rooms or newsgroups without specific authorization from the supervising
teacher.

10. Discriminate against or harass any other person by virtue of any protected classification including,
but not limited to, race, gender, sex, gender identity nationality, and/or religion.

11. Harass or threaten others, or send materials that might be deemed inappropriate, derogatory,
prejudicial, or offensive or otherwise violate AF’s Sexual Harassment or Title IX Policies.

D. No Expectation of Privacy
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Achievement First retains control, custody, and supervision of all computers, tablets, networks and
Internet services owned or leased by Achievement First. Achievement First reserves the right to monitor
all Gmail accounts, AF issued software accounts (or accounts created using the Student Gmail account),
computer and Internet activity by students. Students have no expectation of privacy in their use of
school computers or devices, school-issued email accounts, software accounts, Internet services,
email, and stored files. The Systems and all information contained in them (including computer files,
e-mail messages, Internet and Intranet access logs, etc.) shall remain the property of AF, and may be
subject to disclosure under public records laws. Achievement First may, without prior notice or
consent, log, supervise, access, view, monitor, and record use of Systems at any time for any reason
related to the operation of the school. Each person will respect the rights of others to the protection of
the files they store on a computer and will not alter or damage such files or accounts.

Bullying/Cyberbullying

The law defines “bullying” and “harassment” as the creation of a hostile environment by conduct or by
threats, intimidation or abuse, including cyberbullying, that (a) has or would have the effect of
unreasonably and substantially interfering with a student's educational performance, opportunities or
benefits, or mental, emotional or physical well-being; or (b) reasonably causes or would reasonably be
expected to cause a student to fear for his or her physical safety; or (c) reasonably causes or would
reasonably be expected to cause physical injury or emotional harm to a student; or (d) occurs off school
property and creates or would foreseeably create a risk of substantial disruption within the school
environment, where it is foreseeable that the conduct, threats, intimidation or abuse might reach school
property. Acts of harassment and bullying shall include, but not be limited to, those acts based on a
person's actual or perceived race, color, weight, national origin, ethnic group, religion, religious practice,
disability, sexual orientation, gender identity, gender expression, or sex. For the purposes of this definition
the term “threats, intimidation or abuse” shall include verbal and non-verbal actions.

The law defines “cyberbullying” as the above conduct through any form of electronic communication,
where it be through electronic text, photos, or videos. Examples of this behavior include, but are not
limited to:

Sending false, cruel, or vicious messages.

Creating websites that have stories, cartoons, pictures, or jokes ridiculing others.

Breaking into an email account and sending vicious or embarrassing materials to others.

Engaging someone in electronic communication, tricking that person into revealing sensitive

personal information, and forwarding that information to others.

® Breaking into an educational software account and altering data information or changing
settings configurations to affect another’s progress.

e Posting/sending of a student picture/videos without their permission

The online activities and technologies often used by students engaged in cyberbullying include, but are not
limited to, social networking sites, chat rooms and discussion groups, instant messaging, text messaging,
computers, cell phones and personal digital devices, digital cameras, cell phone cameras, and webcams. As
new technologies emerge, they too may be included with the above forms of electronic communication.

Reporting and Prevention of Bullying and CyberBullying
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The school is committed to promptly addressing and preventing incidents of bullying to the maximum
extent possible. Additional information about reporting, investigation, intervention, and prevention of
bullying and cyberbullying is included in Appendix A.

Campus Parent and Campus Student

Achievement First uses an online student information system called Infinite Campus to track students’
enrollments, contact information, attendance, grades, etc. The Campus Parent and Campus Student
websites and apps allow parents and students to access the information about students’ schedule,
attendance, and grades that AF staff have entered in Infinite Campus. Teachers can also send parents and
students messages about grades and assignments via the apps from their Infinite Campus accounts.

Schools will distribute information about accessing Campus Parent and Campus Student in August.
Families can access our guide to using Campus Parent and Campus Student at:

e English: https://tinyurl.com/AFCampusParent

e Spanish: https://tinyurl.com/AFCampusParentSpanish

Nursing Services & Medication

Nursing services are provided by the nursing staff assigned to the school building. We recommend,
however, that parents/guardians have a doctor or health center look into any recurring health problem a
child is having.

We are required by law to have documentation of all vaccinations a child has received to date. This
should be submitted immediately upon enrollment, prior to the first day of school. Students without
proper vaccinations or an approved exemption from the NYC Department of Health may be excluded
from the building until proof of vaccination is provided to the school.

If your child requires medication during school hours, please contact the school’s main office to request a
Medical Administration Form (MAF). The building nurse has the training and resources to store and
administer medication. However, medication cannot be administered to your child until your child’s
physician has completed the form. This is a requirement of the Health Department and pertains to all
medicine, including aspirin, Tylenol, and other over-the-counter medicines.

The building nurse will keep a detailed log of all medicines that are administered.

School Lunch Program

Breakfast and lunch will be available at no cost to all scholars. In order to make this happen, and as
required by our local school district, all families must complete the school meals form.

Scholars have the alternative option of bringing lunch from home. Please do not send in lunches that
need to be reheated or refrigerated; scholars do not have access to a refrigerator or microwave. We also
ask that homemade lunches are nutritious, per the Healthy Foods Policy below.
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Eating During Designated Times
Scholars may eat during designated meal times (breakfast, lunch, and snack) only.

Classroom Parties, Birthdays, and Other Events

Achievement First supports scholar’s social and emotional growth by celebrating their achievements.
Most of these celebrations take the form of school-wide or grade-level events which celebrate scholar
academic achievement and character growth. In addition, each class usually celebrates scholars’
birthdays by singing happy birthday and other rituals in a uniform way that is the same for and fair to all
scholars. Teachers seek to make scholars feel truly special on their “special” day.

We ask that families NOT bring in food treats or other gift items for birthdays or holidays as the school
cannot commit teacher or other staff time to distributing them. Families wishing to involve classmates in
the celebration of their scholar’s birthday or other holidays should do so by inviting them to a party that
occurs outside of school hours. Please note that the school will only distribute invitations in school if
they are issued to all scholars in the class.

Scholars must be in full uniform on their birthdays and other holidays unless notified in writing from the
school.

Peanut/Tree Nut Allergy Policy

Achievement First Charter School (“Achievement First”) is committed to the safety and health of all
students and employees. In accordance Public Health Law §2500-h, the purpose of this policy is to:

e Provide a safe and healthy learning environment for students with food allergies.

e Reduce the likelihood of a severe or potentially life-threatening allergic reaction.

e Ensure arapid and effective response in the case of a severe or potentially life-threatening
allergic reaction; and

e Protect the rights of food allergic students to participate in all school activities

Definitions and Background Information Related to the Tree Nut/Peanut Allergy Policy

e Anaphylaxis: an acute allergic reaction that affects more than one system of the body. It is a life-
threatening event. If someone exhibits difficulty breathing, a drop in blood pressure, or
symptoms in more than one body system (cutaneous, respiratory, gastrointestinal, or
cardiovascular) after possible exposure to an allergen, it should be considered anaphylaxis.
Medical attention and treatment should be sought immediately.
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Emergency Health Care Plan (EHCP): means a set of procedural guidelines that provides specific
directions about what to do in a particular emergency situation.

Epinephrine (also known as adrenaline): the treatment of choice to prevent or treat
anaphylaxis. It can help reverse the symptoms and prevent progression to other symptoms. It
should be given immediately. A delay in treatment with epinephrine can be fatal.

Epinephrine auto-injector (sometimes called EpiPen): device that is used for the automatic
injection of epinephrine into the human body.

Food Allergy: abnormal, adverse reaction to a food that is triggered by the body’s immune
system. The immune system response to an otherwise harmless food, resulting in the release of
various chemicals, including histamines. The most common food allergies are to peanuts, tree
nuts, milk, soy, eggs, fish, crustaceans, shellfish, and wheat.

Food Allergy Symptoms: manifestations of the allergic reaction in various parts of the body.
Symptoms may affect many systems of the body and can begin immediately or up to two hours
after exposure to an allergen. Some individuals exhibit initial symptoms followed by a second
phase of symptoms two to four hours later. If more than one system is affected, it is considered
anaphylaxis.

Individual Health Care Plan (IHCP): comprehensive plan for the care of children with special
health care needs, including food allergies. IHCPs may include both preventive measures and
treatment plans.

Individual Health Care Plans and Emergency Health Care Plans

At Achievement First, an IHCP and an EHCP shall be developed for each student and staff member(aci]

identified with any allergy with potentially serious health consequences. Achievement First’s school

nurse, in consultation with the principal and the students’ health care provider(s), and parents/guardians

shall draft the appropriate IHCP and EHCP. This shall be done prior to entry into school or immediately

thereafter for students previously diagnosed with an allergy. Likewise, IHCP’s and EHCP’s shall be drafted

immediately after the diagnosis for students already enrolled who are newly diagnosed with an allergy

and Achievement First is notified of such diagnosis. These plans should include both preventative

measures to help avoid accidental exposure to allergens and emergency measures in case of exposure.

These plans shall be reviewed and updated at the end of each school year for returning students to

ensure that the subsequent year’s plan is up to date and/or necessary

Depending on the nature and extent of the student’s or staff member’s allergy, the measures listed in

the IHCP may include, but are not limited to:

Posting signs in conspicuous locations.
Prohibiting sale of particular food items in the school.
Designating special tables in the cafeteria.
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e Prohibiting particular food items from certain classrooms, cafeteria, and/or staff common area.

e Prohibiting particular food items from the school or school grounds or school-related activities

e Educating school personnel, students, and families about food allergies and/or

e Implementing particular protocols concerning cleaning surfaces that were touched by food
products, washing of hands after eating, etc.

School Protocol

Achievement First’s principal, in consultation with Achievement First’s nurse, shall implement a protocol,
consistent with this policy and with the IHCPs and EHCPs, providing food allergic students with
protections while they are attending school, participating in and/or attending school-sponsored
activities. The protocols shall be reviewed and updated annually, as well as after any serious allergic
reaction has occurred at school or at a school-sponsored activity.

Posting of Signs

Signs shall be posted in a conspicuous place at every point of entry and within the cafeteria facility
advising that there are students and/or staff with allergies to peanuts/tree-nuts. Signs shall never include
the name or identifying characteristics of any student or staff member who has a food allergy.

Staff Training

The principal shall identify school personnel who might be involved in managing an emergency in a
school, including anaphylaxis. Training shall be provided for these personnel on the signs and symptoms
of anaphylactic shock, proper epinephrine auto-injector administration, adverse reactions, accessing the
“911” emergency medical system, and preparation for movement and transport of the student. At all
times during normal school hours at on-site school-sponsored activities, at least one person other than
the certified school nurse must be trained and responsible for the administration of the epinephrine
auto-injector. These personnel shall review emergency protocols on an annual basis.

Communication

The principal/school administrator shall ensure that all school employees, contractors, volunteers, and
agents of Achievement First, who may be involved in the care of a student diagnosed with a
peanut/tree-nut/food allergy shall be informed of the IHCP and the EHCP, as appropriate. These
individuals should understand and consistently follow plans and protocols, be able to recognize
symptoms of an allergic reaction, know what to do in an emergency, and work with other school staff to
eliminate the use of food allergens in the allergic student’s snacks and meals, educational tools, arts and
crafts projects, or incentives.

Achievement First requests that all parents/guardians of students with peanut/tree nut allergies (or any
food allergy) notify Achievement First’s Principal or nurse as soon as possible. Diagnosis information will
be maintained confidentially with the student’s record. Parents/guardians of students with peanut/tree
nut allergies and/or food allergies will be informed by Achievement First about any revisions to the IHCPs
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and EHCPs. Achievement First requests that parents/guardians provide Achievement First with updates
concerning their child’s food allergies as soon as there is a change in diagnosis, or in the alternative, at
least prior to the beginning of each school year.

The principal shall work with the bus company’s Branch Manager to ensure that school buses are
equipped with required communication devices and that drivers are properly trained to recognize
symptoms of allergic reactions and react and implement protocols in case of an emergency. A no eating
policy shall be implemented, with appropriate exceptions made to accommodate students with special
needs.

Student Self-Management

A medically identified student may self- administer his/her epinephrine auto-injector, if appropriate.
Accordingly, each student at risk for anaphylaxis shall be permitted to carry an epinephrine auto-injector
with them at all times, if appropriate. Students who have been prescribed auto-injectors must provide
Achievement First with a copy of a current prescription for use of such device. If Achievement First does
not have the student’s prescription on record, any auto-injector found by school employees shall be
confiscated. If self-administration or the student’s carrying of the auto-injector on his/her person is not
appropriate (at the parents’ discretion as reported to Achievement First), the epinephrine auto-injector
shall be kept in a conspicuous place in the classroom, cafeteria, physical education facility, health room
and/or other areas where it is most likely to be used, with reasonable safeguards in place to ensure its
safekeeping and confidentiality.

Emergency Protocols and Standing Orders

Achievement First’s nurse, in consultation with their School Medical Advisor doctor, shall prepare and
update, as appropriate, but at least on an annual basis, written emergency protocols and standing orders
in the event of injuries and acute illnesses, including anaphylaxis. Achievement First’s nurse and Principal
shall also review at least annually the procedures for addressing incidents of anaphylaxis and the use of
the epinephrine auto-injector. Such procedures must include accessing the community’s emergency
medical system (i.e., “911”) and prompt transportation by a licensed ambulance/rescue service to an
acute care hospital for medical evaluation and follow-up. Such procedures must also stipulate that the
epinephrine auto-injector be used only upon the student for whom it was prescribed.

Achievement First’s Nurse and their School Medical Advisor doctor shall also issue a standing order for
the administration of an epinephrine auto-injector by the school nurse, for a student who has not been
previously medically identified for the prevention or treatment of anaphylaxis.

In the event of an episode of anaphylaxis, the principal/school administrator shall verbally notify the
student’s parents/guardians as soon as possible or delegate someone to notify them. If the student’s
parents/guardians cannot be notified orally, the principal will also send an email notification, presuming
such information is on record with Achievement First. Following the episode, the Nurse shall complete a
written report and file it in the student health record.
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Confidentiality

Pursuant to Section 504 of the Rehabilitation Act of 1973 (Section 504), the Family Educational Rights
and Privacy Act (FERPA), the Health Insurance Portability and Accountability Act of 1996 (HIPAA), Public
Health Law §2782, and other statutes and regulations, the confidentiality of students with food allergies
shall be maintained, to the extent appropriate and as requested by the student’s parents/caregivers.
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Appendices

Appendix A: Reporting, Investigation, Intervention, and Prevention of

Bullying and Cyberbullying

Bullying and Cyberbullying

Reporting Bullying and Cyberbullying (together, “Bullying”)

1)

2)

3)

4)

5)

6)

If a student feels that they are a victim of bullying, witnesses a student being bullied, or has
credible information that an act of bullying has taken place, the student should report the incident
to the dean of Students. Students may report bullying situations anonymously. Please note that no
disciplinary action will be taken against a student solely based on an anonymous report.

If a parent or guardian suspects bullying, they may report it via written note or e-mail to the Dean
of Students.

Any staff member who witnesses or receives any report of bullying must notify the Dean of
Students as soon as possible, and in any event within one (1) school day after the staff member
witnesses or receives a report of bullying.

Parents or guardians of the victim of bullying and parents or guardians of the alleged perpetrator
of the bullying will be notified by the Dean of Students within twenty-four (24) hours of the
incident report.

All reports will be documented and confidentially maintained for the duration of both students’
tenure at the school.

Retaliation or threats in any form designed to intimidate a victim of bullying, those who are
witnesses to bullying, or those investigating an incident of bullying will not be tolerated. Retaliation
or threat of retaliation will result in the imposition of discipline in accordance with the school’s
Code of Conduct.

Investigation

1)

2)

3)

As with any situation involving a serious breach of school culture and the Code of Conduct, the
Dean of Students will promptly investigate all reports of bullying. As bullying is prohibited by the
Code of Conduct, it is important to note that this applies to activity on school grounds, at a
school-sponsored or school-related activity, function or program whether on or off school grounds,
at a school bus stop, on a school bus or other vehicle owned, leased or used by the school, or
through the use of an electronic device owned, leased or used by the school, or online or
otherwise outside of the school setting if the bullying creates a hostile environment at school for
the scholar against whom the bullying was directed, infringes on the rights of that scholar, or
substantially disrupts the education process or the orderly operation of the school.

The Dean of Students will question the reporting student,parent, or staff member about specific
details, which may include date of incident, time, location, and what was said or done to the
student being bullied. If the reporter is anonymous, the Dean of Students will question those who
are listed in the report. No disciplinary action will be taken solely on the basis of an anonymous
report.

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

5)

The Dean of Students or their designee will call the parents or guardians of the students involved in
verified incidents of bullying and inform them of the outcome of the investigation, the school’s
response, and any consequences that may result from further acts of bullying within forty-eight
(48) hours after the completion of the investigation.

o Parents or guardians of scholars against whom the bullying was directed will be invited to a
meeting to discuss the measures being taken by the school to ensure the safety of their
scholar and policies and procedures in place to prevent further acts of bullying.

o Parents or guardians of scholars who committed the bullying will be invited to a separate
meeting to discuss specific interventions undertaken by the school to prevent further acts
of bullying.

The investigation will include an assessment by the school social worker of what effect the bullying,
harassment, or intimidation has had on the victim. A student who engages in continuous serious
acts of bullying will also be referred to the school social worker.

Intervention and Prevention

A. Intervention

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

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

As the situation may warrant, the school may provide or refer students to outside counseling and
support to address the behavior of the students who bully (e.g., empathy training, anger
management, and social skills), and will take other disciplinary measures as appropriate, up to and
including long-term out-of-school suspension. The severity of the disciplinary action will be aligned
to the severity of the bullying behavior.

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

The school will notify the appropriate law enforcement agency if the principal or designee believes
the acts of bullying constitute criminal conduct.

B. Prevention

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

Maintaining rules prohibiting bullying, harassment and intimidation and issuing appropriate
consequences for those who bully other students.

Prohibiting discrimination and retaliation against any individual who reports or assists in the
investigation of an act of bullying.

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

Implementing an on-going cyber safety curriculum to ensure that students are knowledgeable
about how to safely interact online.

Protecting the safety and security of minors when using electronic mail, chat rooms, and other
forms of direct electronic communications.

Discussing AF’s values and mission with parents/guardians during family-oriented programming.
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7. The school’s Friday personal development program will contain a time to discuss promoting

positive school culture including character development,bullying and cyberbullying prevention
training, and cyber safety.

8. Hosting technology sessions to teach parents how to monitor their children’s behavior on the
Internet and smart devices.
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Appendix B: Sexual Harassment

Sexual harassment, sexual intimidation, and teen dating violence are prohibited in the public schools of
Rhode Island. In accordance with the Lindsay Ann Burke Act and 20 U.S.C. §1681 (Title IX), Achievement
First prohibits and will not tolerate sexual harassment, sexual intimidation or teen dating violence at
school.

Sexual harassment is a form of sex discrimination. Sexual harassment includes degrading remarks, gestures,
and jokes, notes, graffiti, and spreading rumors. It can also include indecent exposure, inappropriate
touching, grabbing, pinching, or brushing against another in a sexual way.

Dating violence is a pattern of behavior where one person uses threats of, or actually uses, physical, sexual,
verbal or emotional abuse to control their dating partner.

Sexual violence is an extreme form of sexual harassment. Teen dating violence can be a form of sexual
harassment when it involves unwelcome touching, sexual demands, verbal abuse, and physical coercion of
a sexual nature.

Allegations of sexual harassment and dating violence will be promptly investigated in accordance with our
Title IX investigation protocol .
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Appendix C: Teen Dating Violence Policy

Teen dating violence and sexual violence are prohibited at Achievement First Charter School
(“Achievement First”). The prevention of teen dating violence and sexual violence is part of Achievement
First’s strategic plan and school safety plan. Dating Violence and Sexual Violence will not be tolerated at
Achievement First. The purpose of this policy is to:

e Raise school-wide awareness about teen dating violence and sexual violence;
® Provide direction in responding to incidents; and
® Prevent new incidents of dating violence, and sexual violence.

Definitions

At School means: on school premises, at any school-sponsored activity or event whether or not it is held
on school premises, on a school-transportation vehicle, at an official school bus stop, using property or
equipment provided by the school, or acts which create a material and substantial disruption of the
education process or the orderly operation of the school.

Bullying means the use by one or more students of a written, verbal or electronic expression or a
physical act or gesture or any combination thereof directed at a student that:

® Causes physical or emotional harm to the student or damage to the student's property;
Places the student in reasonable fear of harm to himself/herself or of damage to his/her
property;

e Creates an intimidating, threatening, hostile, or abusive educational environment for the
student;

e Infringes on the rights of the student to participate in school activities; or
Materially and substantially disrupts the education process or the orderly operation of a school.

The expression, physical act or gesture may include, but is not limited to, an incident or incidents that
may be reasonably perceived as being motivated by characteristics such as: Race, color, religion,
ancestry, national origin, gender, sexual orientation, gender identity and expression or mental, physical,
or sensory disability, intellectual ability or by any other distinguishing characteristic.

Bullying most often occurs as repeated behavior and often is not a single incident between the
bullying/cyber-bullying offender(s) and the bullying victim(s).

Bystander: someone who is aware of dating violence or sexual violence, but does not intervene or seek
help for the victim.

Cyber-bullying means bullying through the use of technology or any electronic communication, which
shall include, but not be limited to, any transfer of signs, signals, writing, images, sounds, data, texting or
intelligence of any nature transmitted in whole or in part by a wire, radio, electromagnetic, photo
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electronic or photo optical system, including, but not limited to, electronic mail, Internet
communications, instant messages or facsimile communications.

Forms of cyber-bullying may include but are not limited to:
The creation of a web page or blog in which the creator assumes the identity of another person;
The knowing impersonation of another person as the author of posted content or messages; or

The distribution by electronic means of a communication to more than one person or the posting of
materials on an electronic medium that may be accessed by one or more persons, if the creation,
impersonation, or distribution results in any of the conditions enumerated in clauses (a) to (e) of the
definition of bullying.

Dating: Any romantic relationship between an unmarried couple regardless of duration, commitment
level, or physical intimacy. Dating includes hooking up, going out and friends with benefits.

Dating Partner: Any person, regardless of gender, involved in a dating relationship. This could include
persons who have a former dating or sexual relationship, are same sex couples, or are unrelated but
have had intimate or continuous social contact with one another.

Dating Violence: A pattern of behavior where one person uses threats of, or actually uses physical,

sexual, verbal or emotional abuse to control his or her dating partner.

Perpetrator/Abuser/Dominant Aggr r: a person who uses either bullying, dating violence, or sexual
violence to establish and maintain power and control over the target of their behavior. The dominant
aggressor/abuser means the person determined to be the most significant, rather than the first,
aggressor. The following should be considered when identifying the dominant aggressor: (1) whether
either person made threats creating fear of physical injury; (2) whether there is a history of domestic or
sexual violence between the persons involved; (3) whether either person acted in self-defense; and (4)
whether either person used or threatened to use a weapon and/or physical force.

Rape: is nonconsensual oral, anal, or vaginal penetration of the victim by body parts or objects using
force, threats of bodily harm. This includes taking advantage of a victim who is incapacitated or
otherwise incapable of giving consent. Incapacitation may include mental or cognitive disability,
self-induced or forced intoxication, status as minor, or any other condition defined by law that voids an
individual's ability to give consent.

Sexual Assault: includes behaviors that are attempted or perpetrated against a victim's will or when a
victim cannot consent because of age, disability, or the influence of alcohol or drugs. Sexual assault may
involve actual or threatened physical force, use of weapons, coercion, intimidation, or pressure and may
include:

e Intentional touching of someone in ways that are unwanted,
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Voyeurism,
Exposure to exhibitionism,
Undesired exposure to pornography, or

Public display of images that were taken in a private context or when the victim was unaware.

Sexual Harassment: includes degrading remarks, gestures, and jokes, notes, graffiti, and spreading
rumors to indecent exposure, being touched, grabbed, pinched, or brushed against in a sexual way.

By an Employee: Sexual harassment of a student by an Achievement First employee includes both
welcome and unwelcome sexual advances; requests for sexual favors; sexually- motivated physical,
verbal, or nonverbal conduct; or other conduct or communication of a sexual nature when:

Achievement First employee causes the student to believe that the student must submit to the conduct
in order to participate in a school program or activity, or that the employee will make an educational
decision based on whether or not the student submits to the conduct; or

The conduct is severe, persistent, or pervasive such that it:

e Affects the student's ability to participate in or benefit from an educational program or activity,
or otherwise adversely affects the student's educational opportunities; or;
e Creates an intimidating, threatening, hostile, or abusive educational environment.

By Others: Sexual harassment of a student, including harassment committed by another student,
includes unwelcome sexual advances; requests for sexual favors; or sexually motivated physical, verbal,
or nonverbal conduct when the conduct is severe, persistent, or pervasive.

Sexual Violence: includes sexual harassment, sexual assault, and rape. In cases of sexual violence, the
perpetrator may be a stranger, acquaintance, friend, family member, or partner.

Stalking: is the willful, malicious, and repeated following of another person with the intent to place that
person in reasonable fear of bodily injury.

Victim/Survivor: the target of the perpetrator’s coercive and/or violent acts.

Witness: someone whose awareness of dating violence compels them to intervene and/or seek help on
behalf of the victim.

Reporting Responsibilities

School administration shall establish—and prominently publicize to students, staff, volunteers, and
parents—how to report dating violence and how such reports will be acted on. The victim of dating
violence, or sexual violence; witnesses/bystanders to such actions; or anyone who has information that
these actions have occurred may file a report.
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School administration shall investigate dating violence and sexual violence reports. If the allegation is
found to be credible, appropriate disciplinary sanctions, subject to due process procedures, shall be
Imposed. Whenever teen dating violence or sexual violence involved conduct that violates criminal law,
the police shall be notified.

Disciplinary Sanctions

Disciplinary sanctions for dating violence, or sexual violence may include loss of privilege to participate in
extra-curricular activities including athletics and school social events; loss of school bus transportation;
assignment of additional school work or community service; and—depending on the extent of
involvement in the prohibited activity—suspension from school.

Victims’ Rights and Protection

Achievement First is committed to creating a campus environment that promotes timely and fair
adjudication of teen dating violence, and sexual violence cases. School administration shall protect the
rights and privacy of the victim as well as the due process rights of the alleged perpetrator.

Prevention

School administration shall ensure that students and staff are instructed on how to identify, prevent, and
report teen dating violence, and sexual violence. School administration shall also ensure that the school
health program and counseling services include the appropriate social skills training to help students
avoid isolation and help them interact in a healthy manner.

School staff shall model correct and courteous behavior to each other, to students, parents and to
visitors. Abusive or humiliating language or demeanor shall not be accepted. The staff shall ensure that
each student is known by a teacher that the student can turn to if abuse develops. To the extent
possible, the influence of cliques and other exclusive student grouping shall be diminished by the
creation of inclusive school activities in which all students are encouraged to participate.

Responsibilities and Expectations

Responsibility of Administrators:

Investigation of all Teen Dating Violence, and Sexual Violence Reports

School administration shall investigate all allegations of dating violence, and sexual violence and the
parties involved. If the allegation is supported by the outcome of an approved investigation, appropriate
disciplinary sanctions, subject to any appropriate due process procedures, will be imposed. The
investigation will include an assessment of what effect the dating violence, and/or sexual violence has
had on the victim.
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“reation of Individualized School Safety Pl

When a student discloses dating violence, and/or sexual violence, school administration shall work with

the victim, alleged perpetrator, their respective parents, appropriate staff, and possibly a domestic

violence advocate to create an individualized safety plan. Whenever possible, face-to-face contact

between the victim and alleged perpetrator should be avoided. If changes need to be made, attention

should be given to the victim's preference. The burden for any bus, classroom or other schedule changes

should be on the alleged perpetrator, not the victim.

The safety plan could include the following 3 components, depending on the circumstances:

1. Victim Safety Plan:

A safety plan is a tool for helping to increase students’ safety. When responding to an incident of

sexual harassment, dating violence or sexual violence, Achievement First shall develop a safety plan

in collaboration with the victim and the victim’s parents that may include the following elements:

The staff person(s) that have been identified as a support system for the victim,

Routes to and from school,

Routes to and from classes, class changes and/or locker changes,

Names and contact information of peers who can help support the victim and
accompany him or her to and from classes as needed,

A discussion of potential school-related problems/areas of concern and strategies for
increasing safety: after-school activities, class trips, dance, etc.

A plan of action for the victim to follow if he/she encounters the alleged perpetrator
outside of school in a public place, on public transportation, at the victim’s home, at the
home of a friend, etc.

A list of general safety tips to aid the victim outside of school: lock doors, screen phone
calls, never walk alone, etc.

A list of local resources: shelters, hotlines, agencies, advocates, and other services,
Follow-up meeting dates to review the situation and to make any necessary
adjustments.

2. Enforcement of Protective Orders

When a legal protective order (such as a Restraining or No-Contact order) has been issued by a court

to protect one student from another, Achievement First shall take the following steps:

Hold separate meetings with the victim and the alleged perpetrator and their respective parents to:

Review the protective order and ramifications.
Clarify expectations.
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e Review the school day, classes, lunch (open/closed campus situation), and activities,
paying attention to potential conflicts and opportunities for face-to-face contact
between the victim and the alleged perpetrator.

e Identify schedule overlaps, i.e. arrival/dismissal times, classes, lunch, before- and after-
school activities, locker, etc.

3. Stay-Away Agreements: School-Based Alternatives to Protective Orders

The school-based alternative to a legal protective order is called a Stay-Away Agreement. The
Stay-Away Agreement provides a list of conditions that must be followed by the alleged perpetrator
while on school grounds or at school -sponsored activities. It is designed to ensure the safety of the
victim.

Achievement First encourages Stay-Away Agreements in a conference with the alleged perpetrator
and his or her parent/guardian. If the parent/guardian is unavailable or unwilling to attend the
conference, the school may note this on the agreement. A Stay-Away Agreement may include the
following elements:

e A description of the relationship between the victim and alleged perpetrator.
A description of the violent incident(s): what, when, where, witnesses.
e Alist of behaviors that the alleged perpetrator may not do (i.e. talking to the victim,
sitting near the victim, sending notes to the victim, etc.).
® Schedule changes for the alleged perpetrator (to separate the victim and alleged
perpetrator), including classes, lunch period, arrival and dismissal times, locker location,
and extracurricular activities.
Notes on other disciplinary actions taken.
Disciplinary consequences if the alleged perpetrator violates the Stay-Away Agreement.
Dates during which the Stay-Away Agreement is valid.

Date when the Stay-Away Agreement will be reviewed.

The individualized safety plan will be developed, if possible, with input from the parents of the
students involved. Staff members who are to implement the plan will help formulate it.

School administration is responsible for assigning a designee to oversee prompt resolution of an
incident; identifying who needs to be notified (school personnel, parents, police, school Resource
Officer); and providing a protocol for the school's response where an abuse prevention order is
issued against one student, for the protection of another students.

Creation of Violence Prevention Task Force

Achievement First shall establish a Violence Prevention Task Force. This Task Force may include parents,
school staff, and law enforcement officers, as well as community members— such as domestic violence
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advocates—and students. The purpose of this Task Force will be to develop policies and programs to
educate students and staff about teen dating violence, and sexual violence.

The Task Force may also create programs to prevent or diminish dating violence, and sexual violence. The
program recommendations of the Task Force shall be subject to review by the Board before the
programs are implemented. The duties of the Violence Prevention Task Force may be assigned to the
school's student intervention team or to the school's school improvement team.

Responsibility of School Staff

School staff shall take all reasonable measures to prevent teen dating violence or sexual violence. All
school staff who witness, hear of, or have reasonable grounds to believe that these behaviors are taking
place, are obligated to report incidents according to this policy. In this context, the staff includes
volunteers working in the school. Failure of any school staff member to follow these procedures will
result in consequences consistent with Achievement First’s existing policies for non-compliance.

Responsibility of Students

Students who observe an act of teen dating violence or sexual violence, or who have reasonable grounds
to believe that these behaviors are taking place, are obligated to report incidents to school authorities.
The victim shall, however, not be subject to discipline for failing to report dating violence or sexual
violence.

Protocol for Responding to Reports of Teen Dating Violence, and Sexual Violence

Achievement First hereby incorporates the following response protocol to teen dating violence and
sexual violence into its policies.

Protocol for School-Based Intervention:

Staff Members - Any school staff member who witnesses or learns of an act of teen dating violence,
sexual violence, sexual harassment, sexual assault, or rape shall take the following steps:

Separate the victim from the alleged perpetrator.
Speak with the victim and alleged perpetrator separately
Speak with any bystanders who may have been present or involved.

s w N

Encourage them to speak up directly on behalf of the victim if they should witness further

incidents, or to get help from school personnel

5. Administer logical and reasonable consequences to the alleged perpetrator when appropriate,
including but not limited to making a referral to school administration

6. Inform the victim of his or her right to file a complaint of sexual harassment, dating violence, or
sexual violence with any counselor or administrator

7. Monitor the victim’s safety. Increase supervision of the alleged perpetrator as needed.
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Administrators- Any school administrator who witnesses or learns of an act of teen dating violence,
sexual violence, sexual harassment, sexual assault, or rape shall take the following steps:

Separate the victim from the alleged perpetrator.

Meet separately with the victim.

Review the student's complaint form or assist the student in documenting the incident on a
complaint form during the meeting.

4. Further investigate the complaint by speaking with the alleged perpetrator and any bystanders
separately. Document all information.

5. If the assessment by the counselor or administrator determines that the incident involved
physical or sexual assault or threats, the counselor or administrator should notify the School
Resource Officer, Title IX Coordinator (if appropriate) or police immediately.

6. If the assessment by a school psychologist, social worker, or counselor determines that the
victim’s mental health has been placed at risk, make appropriate referrals.

7. Contact the parents/guardians of the victim and the alleged perpetrator to inform them that an
incident of sexual harassment, dating violence, or sexual violence has occurred. Ask the
parents/guardians to attend a meeting with the administrator and their child to discuss the
incident.

8. Track progress of investigation and intervention on the Student-On-Student Altercation Response
Chart to ensure that all important actions are taken.

Protocol for Working with the Victim

In working with the victim, Achievement First makes every reasonable effort to protect the due process
rights of the alleged perpetrator. Administrators shall consider adopting the following methods of
intervention with the victim:

e Conference with the victim and parent/guardian.
Identify immediate actions that can be taken to increase the victim's safety and ability to
participate in school without fear or intimidation.

e Inform the student and parent/guardian of school and community resources as needed,
including their right to file charges or seek legal protection.
Encourage the student to report further incidents.

e Inform the victim of his or her right to request a Stay-Away Agreement or another school-based
alternative to a protective order

e For situations also involving sexual harassment, inform the victim of his or her right to file a
complaint alleging sexual harassment directly with the Title IX Coordinator. A complaint may also
be filed with the Office for Civil Rights.

e If the behavior included a violent criminal offense, the victim will be informed of any school
transfer rights he or she may have under the state or federal law.

® Monitor the victim's safety as needed. Assist the victim with safety planning for the school day
and for after-school hours.
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e Document the meeting and any action plans on a complaint form. If the victim or
parent/guardian declines to document the incident, note this on a complaint form.

e Store all complaint forms in a separate, confidential file and document subsequent follow-up
actions and complaints on a complaint form.

Administrators may provide the victim with the right to have a support person present during all stages
of the investigation.

Protocol for Working with the Alleged Perpetrator

Achievement First makes every reasonable effort to protect the due process rights of the alleged
perpetrator. At their discretion, administrators shall consider adopting the following methods of
intervention with the perpetrator:

Conference with the alleged perpetrator and parent/guardian.
Allow the alleged perpetrator an opportunity to respond in writing to the allegations.

e |dentify and implement disciplinary and other actions and consequences that will be taken to
prevent further incidents.

e Inform the alleged perpetrator and parent/guardian of help and support available at school or in
the community as needed.

e Address the seriousness of retaliation against the victim for reporting the incident or cooperating
with the investigation. Inform the alleged perpetrator that retaliation or threats of retaliation in
any form designed to intimidate the victim of dating violence or sexual violence, those who are
witnesses, or those investigating an incident shall not be tolerated. In most cases retaliation or a
threat of retaliation will result in the imposition of a short or long-term school suspension and,
in appropriate cases, referral to the police.

e Increase supervision of the alleged perpetrator as needed.

e Document the meeting and action plans on a complaint form.

Protocol for Documentation and Reporting of Incidents

Achievement First shall establish, and prominently publicize to students, staff, volunteers, and parents,
how a report of teen dating violence or sexual violence may be filed and how this report will be acted
upon. Anyone who has information concerning an incident of abuse may file a report. Achievement First
hereby incorporates the following protocol to document teen dating violence into its policy.

1. Teen dating and sexual violence complaints and investigations are kept in a file separate from
academic records. This practice is recommended to prevent inadvertent disclosure of
confidential information.

2. Each complaint of teen dating or sexual violence, either written or orally given, must be
documented. Documentation includes:

o All allegations constituting the original complaint,
o All evidence, statements, etc. gathered in support of or contradiction to the allegations,
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o Report of findings and recommendation(s) for action to disciplinary or other
administrator(s),

o Safety planning actions taken, including changing the victim’s or offender’s schedule and
school activities,

o Follow-up actions, including any responses to disciplinary and safety planning actions
and status reports from the victim,

o In addition to the information specified above, Achievement First shall track and archive
aggregate, annual data on the incidence, types and prevalence of teen dating violence,
and/or sexual violence.

3. School administration shall provide the Board with a semi-annual report on incidents of teen
dating violence, and sexual violence which have taken place in the schools under their respective
supervision. This report will include a statement describing what remedial action has been taken
to address the incidents.

Prevention Through Education, Training, and Social Norms Change

Administrator and Staff Training
The following is required:

The school shall provide training on Achievement First’s teen dating violence policy and on the topic of
teen dating violence to all administrators, teachers, nurses and mental health staff. Upon the
recommendation of school administration, other staff may be included or may attend the training on a
volunteer basis; thereafter, this training shall be provided yearly to all newly hired staff deemed
appropriate to receive the training by the school’s administration.

The training shall specifically include, but not be limited to:

Basic principles and warning signs of dating violence,

Achievement First’s dating violence policy may also include:

Identifying issues of confidentiality and safety related to dating violence, and
Appropriate school-based interventions for dating violence.

Overlap of dating violence and sexual violence policy with Title IX policy

These concepts related to sexual violence shall also be integrated into trainings. The school’s dating
violence and sexual violence policy shall be reviewed at the training, to ensure that school staff are able
to appropriately respond to incidents at school, provide instruction on how to file a complaint against
dating violence and sexual violence, and understand the disciplinary action that may be taken against
those who commit such acts. Ideally, these trainings will be facilitated by a school staff person and a
representative from a community agency that services victims of bullying; intimate partner violence,
and/or sexual violence such as a victim advocate.

61



Student Education

On-going age-appropriate education on healthy relationships shall be provided to all students. Per the
Lindsay Ann Burke Act this curriculum shall include, but not be limited to, defining teen dating violence,
recognizing dating violence warning signs and characteristics of healthy relationships.

Additionally, students shall be provided with the school’s bullying, teen dating violence, and sexual
violence prevention policy. Upon written request to school administration, a parent or legal guardian of a
pupil less than eighteen (18) years of age, within a reasonable period of time after the request is made,
shall be permitted to examine the health education instruction materials at the school in which his or her
child is enrolled.

Social Norms Change

School staff will always model correct and courteous behavior to each other, to students, and to visitors
to the school. Abusive or humiliating language or demeanor will not be accepted. An effort will be made
to ensure that each student is well known by at least one certified teacher so that the student will have
someone to turn to at school if a situation of bullying, dating violence, or sexual violence develops. To
the extent possible the influence of cliques and other exclusive student groupings will be diminished by
the creation of a range of inclusive school activities in which students will be encouraged to participate.
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Appendix D: Title IX Policy

A. Purpose

This Policy is established by Achievement First in adherence with Title IX of the Education Amendments
of 1972 (“Title IX”) and all applicable state statutes and regulations. Title IX prohibits Achievement First
from discriminating on the basis of sex (including Sex-based Harassment and Sexual Assault) in all facets
of its educational programs and activities, including distance learning.

This Policy applies equally to all of Achievement First’s students, employees, Authorized Volunteers,
parents, and other members of Achievement First community. This Policy applies to conduct At School,
at school events, and Away From School in all other instances when Achievement First has substantial
control over the parties and the context in which the alleged misconduct occurred. This Policy may also
apply to the in-program effects of alleged misconduct that occurs Away From School under
circumstances in which Achievement First does not have substantial control over the parties and/or the
context in which the alleged misconduct occurred

B.

Achievement First does not discriminate on the basis of race, color, religion, sex, sexual orientation,
gender identity, national origin, ethnicity, age, disability, veteran, genetic information, or marital status in
the delivery of its education programs and activities. Pursuant to Title IX, this specific policy is limited in
scope to instances of alleged discrimination on the basis of sex. If any member of the Achievement First
community has any questions or concerns with respect to this Policy and/or Title IX, he/she may contact
Achievement First’s Title IX Coordinators and/or the United States Department of Education's Office for
Civil Rights. Achievement First’s Title IX Coordinators are identified within this Policy and shall be
available to answer all questions concerning this Policy.

Achievement First’s policy of non-discrimination in its educational programs and activities extends to
employment and admission considerations.

C. Definitions

At School: In a classroom, all school common areas, on or immediately adjacent to school premises, on
school property, on a school bus or other school-related vehicle, at a school bus stop, or at any
school-sponsored or school-related activity or event whether or not it is on school grounds.

Authorized Volunteer: Any person who is not employed by Achievement First, does not receive any
compensation from Achievement First, has undergone Achievement First-required criminal background
checks, and is permitted to provide services approved by Achievement First to the community, including
students, employees, and other partners.

Away from School: Any location not defined above as “At School”. To the extent that an alleged violation
of this Policy impacts Achievement First’s programs and/or activities, “Away from School” may include
locations that are outside of Achievement First’s education program and/or beyond Achievement First’s
substantial control.
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Complainant: A student or employee alleged to have been subjected to conduct that could constitute
sex discrimination. A Complainant may also be a person other than a student or employee who is alleged
to have been subjected to conduct that could constitute sex discrimination if that person was
participating or attempting to participation in the school/district’s education program or activity at the
time of the alleged sex discrimination. For students under the age of majority, parents and legal
guardians have the legal right to act on behalf of the student Complainant in Title IX matters.

Complaint: An oral or written request to Achievement First that objectively can be understood as a
request for the recipient to investigate and make a determination about alleged discrimination under
Title IX.

Respondent: A person who has been reported to be the perpetrator of conduct that could constitute
discrimination on the basis of sex and/or Sex-based Harassment. A Respondent can be another student,
a teacher, an administrator, any other Achievement First employee, or a third party. Respondents will be
presumed not responsible for the alleged conduct until a determination regarding responsibility is made
at the conclusion of the grievance process

Sex-based Harassment : A form of sex discrimination; includes sexual harassment and other
harassment on the basis of sex, including sex stereotypes, sex characteristics, pregnancy or related
conditions, sexual orientation, and gender identity; sexual assault, dating violence, domestic violence,
and stalking. Also includes, but is not limited to, degrading remarks, gestures, jokes, notes, graffiti,
spreading rumors, indecent exposure, unwelcome touching, grabbing, pinching, or brushing against
another in a sexual way.

Quid Pro Quo: A form of sexual harassment involving an employee agent, or other person authorized
by Achievement First, to provide an aid, benefit, or service under Achievement First’s education program
or activity, explicitly or impliedly conditioning the provision of such aid, benefit, or service, on a person’s
participation in unwelcome sexual conduct.

Hostile Environment: A form of sexual harassment involving unwelcome sex-based conduct, that based
on the totality of the circumstances, is subjectively and objectively offensive, and is so severe or
pervasive, that it limits or denies a person’s ability to participate in or benefit from Achievement First’s
education program or activity. Factors to consider when evaluating whether a hostile environment exists
include:

Complainant’s ability to access the education program or activity
Type, frequency, and duration of the conduct

Parties’ ages, roles, and previous interactions

Location and context of the conduct

Achievement First’s control over the Respondent

Hostile Environment Intimidation may also include:
Retaliation: Threats, coercion, or discrimination against any person by Achievement First, a student, an

employee, or other person:
® For the purpose of interfering with any right under Title IX, OR
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® Because the person has reported information, made a complaint, assisted, or participated or
refused to participate in any manner in a Title IX Resolution Process

Sexual Assault: Includes sexual misconduct that is attempted or perpetrated against a victim’s will or
when a victim cannot consent because of age, intellectual disability, or any other disability precluding
the victim from forming consent. Sexual Assault includes:

Rape: Penetration, no matter how slight, of the vagina or anus, with any body part or object, or oral
penetration by a sex organ of another person, without the consent of the Complainant.

Fondling: The touching of the private body parts of the Complainant (buttocks, groin, breasts), for the
purpose of sexual gratification, without the consent of the Complainant, including instances where the
Complainant is incapable of giving consent because of their age or because of a temporary or permanent
mental or physical incapacity.

Incest: Sexual intercourse, between persons who are related to each other, within the degrees wherein
marriage is prohibited by [State] law.

Statutory Rape: Sexual intercourse, with a person who is under the statutory age of consent of Sixteen
(16).

Dating Violence: Violence, on the basis of sex, committed by a person, who is in or has been in a social
relationship of a romantic or intimate nature with the Complainant. The existence of such a relationship
shall be determined based on the Complainant’s statement and with consideration of the length of the
relationship, the type of relationship, and the frequency of interaction between the persons involved in
the relationship. For the purposes of this definition, dating violence includes, but is not limited to, sexual
or physical abuse or the threat of such abuse. Dating violence does not include acts covered under the
definition of domestic violence.

Domestic Violence: Violence, on the basis of sex, committed by a current or former spouse or intimate
partner of the Complainant, by a person with whom the Complainant shares a child in common, or by a
person who is cohabitating with, or has cohabitated with, the Complainant as a spouse or intimate
partner, or by a person similarly situated to a spouse of the Complainant under the domestic or family
violence laws of New York, or by any other person against an adult or youth Complainant who is
protected from that person’s acts under the domestic or family violence laws of New York.

Pregnancy & Pregnancy-related Conditions: Includes the full spectrum of processes and events
connected with pregnancy: pregnancy, childbirth, termination of pregnancy, or lactation, related medical
conditions and recovery therefrom. No certification from a medical provider or other individual that a
pregnant student is able to participate in class or activity is required unless similar certification is
required for all students in the class or activity, or a certified level of physical ability or health is
necessary, or the information obtained is necessary for reasonable modifications and is not used for
discriminatory purposes.

Supportive Measures: Individualized services reasonably available that are non-punitive,
non-disciplinary, without fee or charge, and not unreasonably burdensome to the other party while
designed to ensure equal educational access, protect the safety of the parties and/or the educational
environment, or deter Sex-based Harassment. Under certain circumstances, Administrative Leave, Partial

65



Removal or Emergency Removal may be necessary to protect the safety of the parties and/or the
educational environment:

Administrative Leave: In some instances, placing an employee on administrative leave with pay and
benefits during pendency of the Resolution Process may be appropriate as a supportive measure.

Partial Removal: In some instances, a partial removal from school or a certain school program may be
appropriate as a supportive measure. Partial Removal must be consistent with the definition of
supportive measures, and may not be for disciplinary or punitive purpose. Partial Removal is appropriate
for preserving access, protecting safety, or providing support during the Resolution Process. If the Title IX
Coordinator determines that a partial removal is disciplinary or punitive, the Emergency Removal
provision applies.

Emergency Removal: If/when a threat arises in the context of reported Title IX allegations, a
Respondent may be removed from school after an individualized safety and risk analysis and upon a
determination that their continued presence in the school presents an imminent and serious threat to
the health or safety of the Complainant, any students, employees, or other persons. A Respondent must
be provided with notice and an opportunity to challenge the decision immediately, and the Emergency
Removal process must maintain the rights granted by the IDEA, Section 504 and the ADA.

Witness: Someone who has information about an alleged incident or situation that is being investigated
under Title IX.

D. Title IX Coordinators
The Title IX Coordinators’ responsibilities shall include, but are not limited to:

e Coordinating Achievement First’s compliance with Title IX, including Achievement First’s
grievance procedures for resolving Title IX Complaints;

e Drafting and publicizing procedures for reporting possible Title IX violations;
e Overseeing Achievement First’s prevention of and response to Title IX reports and Complaints;
e Ensuring fair, equitable, and prompt resolution of Complaints;

e Offering the Complainant supportive measures with or without the submission of a formal
Complaint, considering the Complainant’s wishes with respect to supportive measures, and
explaining to the Complainant the process for filing a Complaint;

e |dentifying and addressing any patterns or systemic problems revealed by such reports and
Complaints;

e Providing confidential (to the extent possible) written reports to the Superintendent/Head of
School and the School Committee/Board of Directors as requested, but at least once every 4
months. If the Head of School and/or the School Committee/Board of Directors serves as a Title
IX Decision-Maker or Appellate Decision-Maker, such reports shall exclude information on
pending and ongoing matters. Reports shall be kept in a separate and secure Title IX file;
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® Providing training to Achievement First’s employees, Authorized Volunteers, and other members
of Achievement First community with respect to Title IX and Achievement First’s implementation
of this Policy.

The Title IX Coordinators shall understand and have knowledge of the Title IX requirements and
Achievement First’s own policies and procedures on sex discrimination, anti-bullying, anti-retaliation,
school place violence, and Sex-based Harassment. Achievement First shall require that the Title IX
Coordinators, as well as Investigators and adjudicators, be free of any conflict of interest or bias for or
against Complainants or Respondents, generally, or an individual Complainant or Respondent. Any
training materials for Title IX Coordinators, Investigators, adjudicators, and any person who facilitates an
informal resolution process, must not rely on sex stereotypes and must promote impartial investigations
and adjudications of Complaints of Sex-based Harassment.

Each and every report or Complaint made to Achievement First pursuant to Title IX or reasonably related
to Title IX must be provided to the appropriate Title IX Coordinator to achieve his/her mission. When a
Title IX Coordinator is notified of conduct that reasonably may constitute sex discrimination, the
Coordinator must take action to promptly and effectively end any sex discrimination, prevent its
recurrence, and remedy its effects

Effective upon adoption of this Policy by the respective regional Boards of Directors, the Title IX
Investigator shall be:

For Complaints involving employees and volunteers:

Chris Carozza

Director of Employee Relations

25 Broadway New York New York
New York, NY 10004

Phone: 718.623.2660
TalentConcern@achievementfirst.org

For Complaints involving students only, the Regional Directors of Operations shall serve as Deputy Title IX
Coordinators for their respective regions:

New York:

Lilly Ramirez, Shanice Grant, Amy Basile, or Heather Gayle
Regional Directors of Operations

25 Broadway, 12th Floor

New York, NY 10004

Phone: 718.623.2660

E. Sex-based Harassment and Sexual Assault

Sex-based Harassment and Sexual Assault are prohibited and will not be tolerated. Achievement First
expressly prohibits Sex-based Harassment and Sexual Assault At School of or by a student to another
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student; a student of or by a member of the staff; and/or of or by any other person who is any way
associated with Achievement First. This Policy also prohibits Sex-based Harassment and/or Sexual
Assault At School by and among Achievement First’s employees and Authorized Volunteers. To this end,
Achievement First commits its staff to the implementation of a comprehensive and preventive approach
that addresses the underlying reasons for this behavior and helps to create a better school community
that supports learning and teaching for students and adults.

F. Grievance Procedure

To facilitate the prompt and equitable resolution of any and all Title IX complaints, Achievement First
adopts the following grievance process. For the purpose of Title IX complaints and investigations,
Achievement First will apply a preponderance of the evidence standard of review. Complainants may
choose to submit a written grievance to Achievement First’s Title IX Coordinator using the Title IX
grievance form included as Appendix A of this Policy.

e A formal grievance process is initiated when:
o A Complainant makes a written or verbal report alleging discrimination prohibited by
Title IX to the Title IX Coordinator or

o When the Title IX Coordinator receives a report of a suspected Title IX violation from
another Achievement First student, employee, volunteer, or other community member.

m If a Complainant does not wish to pursue a Title IX Complaint, the Title IX
Coordinator may nevertheless initiate the grievance process if/when the
Coordinator determines that an imminent and serious threat exists; or the
alleged conduct prevents Achievement First from ensuring equal access to its
education program or activity.

o Upon the Title IX Coordinator’s receipt of a grievance or other complaint pursuant to this
policy, or the Title IX Coordinator’s initiation of the grievance process, a Title IX
Investigator, shall commence and conduct an investigation pursuant to the procedures
set forth within this Policy. The Title IX Coordinator may serve as an Investigator, or may
designate another trained Title IX Investigator from within or outside of Achievement
First to conduct investigations.

o The Title IX Coordinator will provide written notice of the investigation to all parties. The
notice will include, among other things, a copy of this policy and a sufficiently detailed
description of the allegations. The notice will specify the identities of the parties
involved, the conduct allegedly in violation of Title IX, and the date and location of the
incident(s), if known.

o Following an investigation (described in further detail under Section H below), a Decision
Maker shall determine whether the Complainant was limited or denied participation in,
denied the benefits of, or subjected to discrimination on the basis of sex with respect to
any Achievement First program or activity.

Hearings are not required under Title IX for complaints involving elementary and secondary school
students, and there is no right to a hearing under Achievement First’s standard grievance procedure. If a
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party requests a hearing, the Title IX Coordinator will determine, in his/her sole discretion, whether to
grant the request. The Title IX Coordinator’s decision in this regard is not subject to appeal.

e After reviewing the Investigator’s report and any submissions of the parties, and following a
hearing, if such hearing is requested and granted, the Decision Maker shall prepare a written
report setting forth his/her findings, conclusions, and actions to be taken, if any, and will
determine with whom to share the report. Any/all parties to the Complaint shall be entitled to
receive a copy of the written determination report.

e The Title IX Coordinator shall, as necessary, take appropriate action(s) to ensure that
Achievement First implements any remedies called for in the decision and otherwise complies
with Title IX in a manner that is prompt and equitable to the parties.

e If any party wishes to appeal the decision(s) of the Decision Maker, that party must make a
written appeal to the Appeals Officer within ten (10) business days. Appeals will only be allowed
for the following reasons:

o Procedural irregularity that affected the outcome of the matter; or

o New evidence that was not reasonably available at the time the determination regarding
responsibility was made, that could affect the outcome of the matter; or

o The Title IX Coordinator, Investigator, hearing officer, or Decision-Maker had a conflict of
interest or bias for or against Complainant(s) or Respondent(s) generally or an individual
Complainant or Respondent that affected the outcome of the matter.

e If/when an appeal is allowed, parties will be notified in writing and will have the opportunity to
submit a written statement in support of or challenging the decisions of the Decision Maker.
Appeals will be decided by the Appeals Officer.

® The Appeals Officer shall issue a written report within ten (10) business days of the deadline for
the submission of written statements by the parties. The Appeals Officer’s written report shall
include a notice to the parties of their further appellate rights.

To file a Title IX Appeal, submit the appeal to:
Kristin Damo

Executive Director, New York

25 Broadway, 12th Floor

New York, NY 10004
TitleIXAppealsOfficer@achievementfirst.org

G. Reporting Responsibilities
The Title IX Coordinator shall establish—and prominently publicize to students, employees, volunteers,

and parents—procedures concerning how to report conduct believed to violate this Policy and how such
reports will be acted on. Anyone who experiences and/or witnesses conduct that is or is reasonably
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believed to be in violation of this Policy, and/or anyone who has information that such actions have
occurred may file a report.

All Achievement First employees shall report incidents of alleged violations of this Policy to the Title IX
Coordinator as soon as they learn of or have actual knowledge of any conduct allegedly in violation of
this Policy . Employees shall report all relevant details that the victim Complainant shared or that the
employee observed, including, but not limited to, the names of the alleged Respondent and Complainant
(or a victim who does not wish to file a Complaint), the date, time, and location of the alleged conduct,
and the circumstances surrounding the alleged conduct. An Achievement First employee’s failure to
report a violation of this Policy of which he or she has actual knowledge shall result in disciplinary
action, including termination of employment.

Students who witness alleged violations of this Policy, or parents whose children inform them of alleged
violations of this Policy, shall report incidents to the Title IX Coordinator. Whether victims of alleged Title
IX violations choose to file a Complaint or not, they shall not be disciplined for failing to report an alleged
violation of this Policy themselves. All reports from students or parents/guardians will be maintained in
confidence to every extent possible.

Although Achievement First cannot discipline or sanction parents or guardians who elect not to report
violations of this Policy, particularly Sexual Assault and/or Sex-based Harassment, when they learn of any
such conduct, Achievement First strongly encourages parents or guardians to contact the Title IX
Coordinator as soon as practicable with any and all relevant information that they receive.

Reports will remain confidential, to every extent possible. Achievement First may, however, have a legal
obligation to share information received during an investigation. For example, Achievement First is
required to report known and suspected cases of child abuse to the Department of Children Youth and
Families. Achievement First may also have an obligation to report known or suspected violations of the
law to law enforcement.

No individual who exercises their Title IX rights shall be subject to retaliation. Neither the Achievement
First nor any person may intimidate, threaten, coerce, or discriminate against any individual for the
purpose of interfering with any right or privilege secured by Title IX, or because the individual has made
a report or complaint, testified, assisted, or participated or refused to participate in any manner in a Title
IX investigation, proceeding, or hearing. Charges against an individual for code of conduct violations that
do not involve sex discrimination or Sex-based Harassment, but arise out of the same facts or
circumstances as a report or complaint of sex discrimination, or a report or Complaint of Sex-based
Harassment, for the purpose of interfering with any right or privilege secured by Title IX, constitutes
retaliation. Achievement First shall keep confidential the identity of Complainants, Respondents, and
witnesses, except as may be permitted by the Family Educational Rights and Privacy Act (“FERPA”), or as
required by law, or as necessary to carry out a Title IX proceeding. Complaints alleging retaliation may
be filed according to the Grievance Procedures in this Policy. By filing a Title IX complaint, no student,
employee, volunteer or parent making such a report shall extinguish his or her right to file criminal or
civil complaints concerning the same conduct.

Reports must be acted upon by those persons receiving the report and the Title IX Coordinator (upon

receipt of a report), whether made orally or in writing. Knowingly filing false reports shall result in the
taking of disciplinary measures.
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Upon receiving a credible report of an alleged violation of this Policy, Achievement First will take all
necessary measures to ensure the safety all parties (e.g., separate the Complainant(s) from the
Respondent(s); provide alternative schedules to one or both parties; provide necessary support services
to the Complainant, etc.) and will provide the Complainant(s) and the Respondent(s) and their respective
parent(s) or guardian(s) with regular updates as to the status of the investigation.

Achievement First shall implement appropriate interim supportive measures on a case-by-case basis and
shall not rely upon any fixed rules related to any such measures. Supportive measures shall be designed
to restore or preserve equal access to Achievement First’s education program or activity, protect student
and employee safety, and deter sexual harassment. Examples of supportive measures include, but are
not limited to, counseling, extensions of time or other course-related adjustments, modifications of work
or class schedules, campus escort services, mutual restrictions on contact between the parties, changes
in work locations, leaves of absence, and other similar measures.

Achievement First will provide Complainants with the contact information for available resources outside
of Achievement First, including but not limited to, victim assistance organizations, law enforcement,
mental health services, legal assistance, and or counseling services. If the Respondent is an Achievement
First employee and the Complainant is an Achievement First student, Achievement First will report the
alleged misconduct to the appropriate law enforcement agencies.

H. Investigation

The Title IX Coordinators shall oversee all Achievement First Title IX investigations in their respective
regions. Depending on the nature of the alleged violation of this Policy, an investigation may include, but
is not limited to conducting interviews with the Complainant and the Respondent; conducting interviews
with witnesses; conducting interviews with the parent(s) or guardian(s) as necessary; reviewing law
enforcement investigation documents, as applicable; reviewing student and personnel files; and
gathering information from all other available outside sources.

All investigations shall commence once the Title IX Coordinator receives notice of the alleged violation of
this Policy. Therefore, it is essential that Achievement First employees, students, parents, guardians,
and/or Authorized Volunteers immediately report suspected misconduct as soon as practicable once
they have actual knowledge about such misconduct.

When commencing an investigation that may lead to disciplinary action against the Respondent, the Title
IX Coordinator shall provide written notice to all Parties. Written notice to the Respondent (and/or
his/her parents/guardians) of the allegations constituting a potential violation of this Policy, including
sufficient details with sufficient time to prepare a response before any initial interview. The written
notice shall also include a description of the Complaint process; a statement that the Respondent is
presumed innocent until a determination of responsibility has been made; a notice of the Respondent’s
right to review evidence and right to an advisor; and the prohibition against false statements or
providing false information during Formal Complaint process.

All investigations shall be conducted impartially and in an adequate, reliable, and impartial manner. The
designated Title IX Investigator shall analyze and document the available evidence to support reliable
decisions, interview and objectively evaluate the credibility of parties and witnesses, synthesize all
available evidence—including both inculpatory and exculpatory evidence—and take into account the
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unique and complex circumstances of each case. The investigation shall result in a written report
summarizing the relevant exculpatory and inculpatory evidence.

Throughout the investigation, the Respondent and the Complainant shall be permitted to, at a minimum:

® Receive written notice in advance of any interview or hearing with sufficient time to prepare for
meaningful participation;

e Have equal and timely access to all witness statements and other documents/reports gathered
by Achievement First during the investigation.

e Present relevant witnesses and evidence, including expert witnesses;
e Retain counsel, at the parties own expense;
® Request a hearing (available only at the discretion of the Title IX Coordinator)

e If a hearing is granted, parties may cross-examine witnesses as necessary.

Information gathered during the investigation shall be kept confidential to the extent possible. All
evidence directly related to the allegations will be provided to the parties, or the parent(s) or guardian(s)
of the parties and their advisors, as applicable, for inspection and review, and the parties will have ten
(10) days to provide a written response to the Investigator. The Investigator will consider any such
responses prior to issuing the final Investigation Report.

After Achievement First has sent the investigative report to the parties and before reaching a
determination regarding responsibility, the Decision Maker(s) must afford all parties ten (10) days to
submit any written, relevant questions that they may wish to have asked of any party or witness. The
Decision Maker shall review the parties’” written questions, if any, for relevance to the alleged
violation(s). If the Decision Maker deems a question to be irrelevant, that question shall not be
transmitted to the intended party, and the Decision Maker will apprise the questioning party in writing
of the reason(s) the question was deemed to be irrelevant. If relevant questions are submitted, the
Decision Make will convey those to the party/ies, provide each questioning party with each responding
party’s answers, and may allow for additional, limited follow-up questions from each party.

Achievement First shall make all determinations using a “preponderance of the evidence” standard. If
allegations are found to be credible, appropriate disciplinary sanctions, subject to Achievement First’s
due process procedures, shall be imposed. Achievement First shall specifically inform the reporting
party (and/or his/her parents/guardians) whether it found that the alleged conduct occurred, any
individual remedies offered to the reporting party or any sanctions imposed on the responding party
that directly relate to the reporting party, and other steps the school has taken to eliminate the hostile
environment, if one was found to exist, and to prevent its recurrence, as appropriate.

Whenever conduct determined to meet the definitions of Sexual Assault and/or Sex-based Harassment
in this Policy also may have involved conduct that that may violate state or federal criminal law, the

police or other necessary agency(ies) shall be notified.

l. Option for Informal Resolution
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Where appropriate in light of the nature of the allegations and facts involved, Achievement First may
offer the parties the option to pursue an informal resolution process, such as mediation, that does not
involve a full investigation and adjudication. All parties must voluntarily agree to pursue informal
resolution after receiving a full written disclosure of the allegations and their options for formal
resolution. Achievement First will not offer an informal resolution process to resolve allegations that an
employee sexually harassed a student.

J. Dismissal of a Title IX Complaint

Achievement First may, in its discretion, dismiss a formal complaint or allegations therein if the
Respondent no longer participating in education program or employed by LEA, if the Complainant
withdraws all or a portion of complaint and any remaining conduct would not be sex discrimination
under Title IX, and/of it the alleged conduct, if proven, would not be sex discrimination under Title IX.
School must make reasonable efforts to clarify allegations before dismissal.

If Achievement First dismisses a formal complaint, all parties will be notified. A party may appeal
Achievement First’s decision to dismiss a formal complaint by following the Appeals Process set forth
below. The Complaint may also be referred for investigation and possible disciplinary action pursuant to
other applicable Achievement First policies.

K. Disciplinary Sanctions

Students: Disciplinary sanctions any violation of this Policy may include, but are not limited to, loss of
privilege to participate in extracurricular activities including athletics and school social events; loss of
school bus transportation; assignment of additional school work or community service; and—depending
on the extent of involvement in the prohibited activity—suspension or removal from school.

Employees: Disciplinary sanctions for any violation of this Policy may include, but are not limited to,
suspension, termination, or filing of criminal charges as warranted.

Volunteers/Parents: Disciplinary sanctions for any violation of this Policy may include, but are not
limited to, denial of access to school premises, school-related events, or school-sponsored events;
suspension or termination of volunteer activities; or filing of criminal charges as warranted.

L. Prevention

The Title IX Coordinators shall ensure that students and staff are instructed on how to identify, prevent,
and report violations of this Policy. The Title IX Coordinators, in conjunction with the [insert appropriate
title] and the Board of Directors in their respective regions, shall also ensure that Achievement First’s
health program and counseling services include the appropriate social skills training to help students
avoid isolation and help them interact in a healthy manner. School staff shall model correct and
courteous behavior to each other, to students, parents and to visitors. Abusive or humiliating language
or demeanor shall not be accepted.

M. Enforcement Agencies
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Nothing in this Policy is intended to prohibit or discourage individuals from contacting the applicable
state and/or federal enforcement agencies with complaints or concerns, including but not limited to:

Office for Civil Rights

New York Office U.S. Department of Education

32 Old Slip, 26th Floor

New York, NY 10005-2500

Tel: 646-428-3800 E-mail: OCR.NewYork@ed.gov

Equal Opportunity Employment Commission (EEOC)
33 Whitehall St

New York, NY 10004

Tel: 800-669-4000 TTY: 800-669-6820
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Achievement First School
Title IX Grievance Form

Today's Date

Complainant's Name(s)

Last Name First Name Middle Initial
Home address
City State Zip Code
Telephone Number Email Address
Parent(s)/Guardian(s)
Last Name First Name Middle Initial

Parent(s)/Guardian(s) Contact information

Home Address

Phone Number Email Address
Circle One: Student Parent on Behalf of Student Employee Volunteer
1. Alleged Perpetrator(s) (if more than one perpetrator include information below on back).

Name:

Address (if known):

Contact Information:

2. Specifics of Complaint. Describe below, including any dates of alleged discrimination, identities

of alleged perpetrators, and specific circumstances of allege discrimination. Attach extra pages if

necessary.

3. Witnesses. Include names, any known contact information, and brief description of each

witnesses’ knowledge of events. Attach extra pages if necessary.
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4, Corrective Action. If you wish, please describe any corrective action you would like to see taken
with regard to the alleged misconduct. Attach an extra page if necessary.

Signature of Complaint or Parent/Guardian on Behalf of Complainant

NOTE: A signature is not required in order to submit this Complaint.
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Appendix E: Policy to Support Transgender, Non-Binary, and Gender Non-
Conforming Students

Achievement First Brooklyn Charter Schools (“Achievement First”) is committed to providing its students
with equitable access to the educational programs and activities offered by Achievement First.

In keeping with that commitment, Achievement First establishes this policy to provide a safe and
supportive learning environment for all gender diverse students.

Achievement First’s policies regarding Equal Opportunity and Nondiscrimination, Sexual Harassment,
Dignity for All Students and the Code of Conduct require that all Achievement First personnel promote
mutual respect and acceptance among students and staff.

In keeping therewith, and in keeping with the “Gender Expression Non-Discrimination Act” (GENDA), a
2019 amendment to the New York State Human Rights Law, Achievement First has developed this policy
in order to support transgender, non-binary, and gender non-conforming students. The guidelines
provided in this policy do not anticipate every situation that might occur with respect to transgender,
non-binary, or gender non-conforming students. The needs of each student must be assessed on a
case-by-case basis.

Definitions: For the purposes of this policy, Achievement First defines certain terms, not as labels for
students, but as functional descriptors meant to promote common understanding:

e C(isgender: an adjective describing a person whose gender identity corresponds to their
assigned sex at birth. Cisgender is a descriptive term rather than a self-chosen identity
category and does not describe a person's sexual orientation.

® Gender: A set of social expectations for behavior, dress, etc. which is often based upon a
person’s assigned sex at birth. Gender includes identities like woman, man, and many
others.

® Gender Identity: every person's inner sense of themselves as distinguished from
biological sex or assigned sex at birth. Gender identity is a mental, emotional, and
spiritual state, which is not determined by a person's body parts.

® Non-Binary: an adjective of self-definition that describes someone whose gender
identity is not exclusively male or female. It is an umbrella term that collects many
gender identities, including genderqueer and gender expansive.

® Gender Non-Conforming: A term used to describe people whose gender expression does
not conform to stereotypical expectations of behavior. Unlike other terms, gender
non-conforming is typically descriptive of expression rather than identity. It can apply to
cisgender or transgender people. Gender non-conforming should not be used
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interchangeably with the term’s transgender or non-binary as all three have distinct
meanings.

® Assigned Sex at Birth: The sex designation, usually “female” or “male” assigned to a
person when they are born.

e Sexual Orientation: describes a person's romantic and/or sexual attraction to other
people based on gender. Sexual orientation is distinct from a person's gender identity
and gender expression.

e Transgender: an adjective of self-definition used by people whose gender identity differs
from their assigned sex at birth. For example, someone who was assigned male at birth
and grew up to be a woman, might describe herself as a transgender woman. Someone
who was assigned female at birth and grew up to be a man, might describe himself as a
transgender man. Some transgender people have a gender that is neither male nor
female, and may use terms like non-binary to describe their gender.

e Transition: The process in which a person begins to live according to their gender
identity, rather than the gender they were thought to be at birth. Transition is a process
that is different for everyone, and it may or may not involve social, legal, or physical
changes. There is no one step or set of steps that an individual must undergo in order to
have their gender identity affirmed and respected.

e Birth Name: the name a person is given when they are born.

® Chosen or True Name: the name chosen by a transgender person.

Scope

This policy covers conduct that takes place in the school, on school property, at school- sponsored
functions and activities, on school buses or vehicles, and at bus stops. This policy also pertains to usage
of electronic communication that occurs in the school, on school property, at school-sponsored functions
and activities, on school buses or vehicles and at bus stops, and on school computers, networks, forums,
and mailing lists, as well as any electronic communication that is directed at a student and that
substantially interferes with the student’s ability to participate in or benefit from the services, activities,
or privileges provided by the school, consistent with Achievement First’s Code of Conduct. This policy
applies to the entire school community, including educators, school and Achievement First staff,
students, parents, and volunteers.

Guidelines
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Any student who identifies as a gender other than the one that appears in that student’s legal records
has the right to request that the student’s gender identity (including, but not limited to, pronouns and
chosen name) be recognized and respected by Achievement First.

There is no medical or mental health diagnosis or treatment threshold that students must meet in order
to have their gender identity recognized and respected. The assertion may be evidenced by an expressed
desire to be consistently recognized by their gender identity. Students wishing to transition may initiate a
process to change their name on school records. Because each student has a unique process for
transitioning, Achievement First shall provide appropriate measures to support for each student’s
transition. Achievement First also recognizes that this is not a linear process, and it is likely to change and
evolve as the young person matures.

The goal in all cases is to strive for consensus between parents/guardians and the student as to the
recognition of the student’s gender identity by Achievement First. The building principal or other
appropriate staff member shall review the available options with the student in order to develop a plan
to accommodate the student’s needs to the maximum extent practicable.

Privacy/Confidential Health or Educational Information:

All persons have a right to privacy, which includes the right of the student to keep private their
transgender, non-binary, or gender non-conforming status at school.

Notwithstanding the foregoing, the student’s privacy interests must be balanced against the obligation of
school administrators to provide a safe, effective and nurturing learning environment and to keep staff
members properly informed so they may respond effectively and appropriately to issues arising in the
school.

Information about a student’s transgender, non-binary, or gender non-conforming status, birth name, or
assigned sex at birth may constitute confidential medical or educational information. Disclosing such
information to other students or parents, or other third parties may violate privacy laws such as the
Family Educational Rights and Privacy Act (“FERPA”).

Transgender, non-binary and gender non-conforming students have the right to discuss and express their
gender identity and expression openly and to decide when, with whom, and how much to share such
private information.

Gender Support Plan

Achievement First shall designate a staff member to serve as the point person within the building to
coordinate support for transgender, non-binary and gender non-conforming students, as needed.

Students will be given the opportunity to work with this point person to develop a Gender Support Plan
to help create a shared understanding among school staff, parents and the student about the ways in
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which the student's asserted gender identity will be accounted for and supported at school. The creation
of a Gender Support Plan is optional for the student.

Curriculum & Pedagogy

All teachers, administrators, staff, and support staff shall use a gender-affirming approach. This approach
includes affirming students’ gender identities and being flexible during gender transition processes.

Achievement First will ensure that curricula are inclusive of multiple perspectives including those of
transgender, non-binary, and gender non-conforming individuals. An individual student’s gender
transition or personal gender history will not be the subject of class teaching and learning.

School libraries should include age appropriate medically accurate information on gender diversity as
well as age appropriate gender-affirming children’s books, young adult fiction, non- fiction, and
multimedia. Achievement First shall research and provide age-appropriate resources to support
implementation.

Use of Names and Pronouns

All transgender, non-binary, and gender nonconforming students, whether or not they have made
changes to their official school records, shall be addressed by the name and pronouns that correspond to
their gender identity.

Every effort will be made to use the chosen names and pronouns consistent with a student’s gender
identity. While inadvertent slips or honest mistakes may occur, the intentional and persistent refusal to
respect a student’s gender identity could constitute a violation of Achievement First policy, including, but
not limited to, Equal Opportunity and Nondiscrimination, Sexual Harassment, Dignity for All Students
and the Code of Conduct.

Scholar Records

Achievement First is required to maintain a permanent student record, which includes the student’s legal
name and assigned sex at birth. Achievement First will change a student’s permanent student
record/records to reflect a change in legal name and/or assigned sex/gender upon receipt of:

1. Documentation that the student’s legal name and/or assigned sex/gender has been changed
pursuant to a court order; or
2. Two forms of amended state or federally-issued identification.

Once the above criteria are met, the student’s current and future records shall indicate the name and/or
gender marker of the student’s gender identity. Records that predate the official change of a student’s
name and/or gender marker shall not be amended; however, Achievement First personnel shall take
steps to ensure that official student records shared with authorized third persons or agencies indicate
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the student’s gender identity as recognized at the time the records are shared. If a graduate of
Achievement First provides proof that they have changed their name and/or gender identity after
graduation, consistent with the requirements specified in above, and in accordance with Achievement
First’s Student Records Policy, Achievement First shall amend the name and gender identity on the
graduate’s official transcript and/or other permanent student record.

To the extent that Achievement First is not legally required to use a student's legal name and biological
sex on school records or documents, Achievement First shall use the name and gender by which the
student consistently identifies. In situations where school employees are required by law to use or report
a student's legal name or gender, such as for standardized testing, school staff will adopt practices to
avoid the inadvertent disclosure of the student’s gender expansive or transgender status.

With respect to student medical records, school nurses and other licensed professionals need accurate
and reliable information to confirm a student’s identity in order to ensure that the student receives
appropriate care and to enable them to coordinate care with other health care providers or licensed
professionals, as well as to file health insurance claims with other organizations, such as Medicaid.
Nurses are legally required to maintain patient records that accurately document clinical information
relating to their patients and must keep their patients’ health records confidential. In the case of a
transgender, non-binary, or gender non-conforming student, a school nurse should use the student’s
chosen name, and should use the student’s birth name only when necessary to ensure that the student
receives appropriate care and to enable the school nurse to coordinate care for the student with other
health care providers or licensed professionals, as well as to file health insurance claims.

Harassment & Bullying

As full participants, and valued members of the school community, transgender, non-binary, and gender
non-conforming students shall not be subject to harassment or bullying of any kind. As set forth in
Achievement First’s policies on Equal Opportunity and Nondiscrimination, Sexual Harassment, Dignity for
All Students and the Code of Conduct, bullying and harassment are prohibited. All students are
responsible for conducting themselves in accordance with such policies, and any violations will result in
disciplinary action.

Achievement First will provide training for staff to support understanding how to recognize and address
bullying and harassment of transgender, non-binary, and gender nonconforming students.

The School Achievement First expects its teachers, staff and administration to create an environment
that promotes mutual respect, tolerance and acceptance. As such, personnel found to be in violation of
this policy may be subject to discipline consistent with all applicable contractual and statutory rights

Restroom Accessibility
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Students shall be allowed to use the restroom that corresponds to the gender identity they consistently
assert at school.

Gender neutral restrooms must be continuously available throughout the school day and during times
when extracurricular events take place for any/all students who wish to use them.

In accordance with state law, any single occupant restrooms must be marked gender neutral.

Locker Room Accessibility

Schools may maintain separate locker room facilities for male and female students. Students shall have
access to and use the locker room that corresponds to their gender identity asserted at school. Upon
request, transgender, non-binary, and gender non-conforming students shall be provided access to a
reasonable alternative locker room/changing area.

Participation in Physical Education Classes & Interscholastic Sports

To the fullest extent permitted by law, transgender, non-binary, and gender non-conforming students are
to be provided the same opportunities to participate in physical education as any other students.

Every effort will be made not to organize gender-specific activities in physical education classes, but in
the case that an activity requires gender-specific groups, transgender, non-binary, and gender
non-conforming students shall be entitled to participate with the group that corresponds to their gender
identity asserted at school.

Participation in interscholastic athletic activities and contact sports are to be addressed on a case-
by-case basis, consistent with the rules established by New York State Public High School Athletic
Association (NYSPHSAA).

Achievement First shall provide reasonable accommodations, consistent with this policy, for transgender
students on visiting teams who require access to bathrooms/locker room facilities at Achievement First’s
schools. Coaches will ensure that reasonable accommodations for gender diverse students who require
access to bathrooms/locker room facilities will be available when visiting other schools.

Field Trips

The principal or their designee shall make arrangements on a case-by-case basis and to the greatest
extent practicable to accommodate transgender, non-binary and gender non-conforming students who
plan to attend an overnight field trip that includes hotel or room-sharing accommodations.

Assigning transgender, non-binary, and gender non-conforming students to single rooms as a default will
be avoided. Every effort will be made to house transgender, non-binary, or gender non-conforming
students with friends of their choosing.
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Dress Code

Students have the right to dress in accordance with their gender identity, provided that such dress is
consistent with the School Achievement First’s Dress Code and Code of Conduct.

Training and Professional Development

Achievement First shall conduct training for all staff members on their responsibilities under applicable
laws and this policy, including teachers, administrators, counselors, social workers, and health staff.
Information regarding this policy shall be incorporated into training for new school employees.

Achievement First shall implement ongoing professional development to build the skills of all staff
members to prevent, identify and respond to bullying, harassment, and discrimination. The content of
such professional development shall include, but not be limited to:

e terms, concepts, and current developmental understandings of gender identity, gender
expression, and gender diversity in children and adolescents;

e developmentally appropriate strategies for communication with students and parents about
issues related to gender identity and gender expression that protect student privacy;

e developmentally appropriate strategies for preventing and intervening in bullying incidents,
including cyberbullying;

e classroom-management practices, curriculum, and resources that educators can integrate into
their classrooms to help foster a more gender-inclusive environment for all students;

e school and Achievement First policies regarding bullying, harassment, discrimination, and suicide
prevention and responsibilities of staff.
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Appendix F: Code of Conduct

Achievement First provides a safe and structured environment that promotes scholars’ academic and
social development. The school’s culture is a key element of our academic success. Choosing to disrupt
the learning of yourself or others is not appropriate or acceptable. Scholars who fail to meet our clearly
defined standards for appropriate and acceptable conduct are not allowed to disrupt the education of
others. Scholars are held accountable through clear consequences for violating the school’s rules.

We care about our scholars’ safety and conduct not simply when they are in school — but at all times,
including when they are traveling to and from school or school activities. Therefore, a disciplinary
offense is a violation of the school’s Code of Conduct if it occurs while the scholar is at school and/or on
school grounds; is participating in a school-sponsored or other related activity; is walking to or from
school or a school-sponsored or other related activity; is walking to or from, waiting for, or riding on
school-provided transportation; or is walking to or from, waiting for, or riding on public transportation to
and from school or a school-sponsored or other related activity. School-related disciplinary offenses may
also include misconduct outside the school, including through the use of an electronic device owned,
leased or used by the school or actions or speech on social media where evidence exists that the
scholar’s conduct had a significant impact on the educational environment and/or continued presence as
a result of such conduct would have a substantial detrimental effect on the school, including the safety
or rights of the scholar, other scholars, or staff members.

Scholars may be removed from class and/or school immediately if the scholar’s presence in school or
class poses a continuing danger to persons or property, an ongoing threat of danger, or a serious
disruption to the academic process. We recognize that removal from the classroom directly impacts the
learning for all scholars. Removal from class is not our first mode of support for any scholar, and will only
be used if a scholar continuously does not meet expectations, disrupts learning time, or poses a threat to
their safety or others after the teacher or school staff attempts to de-escalate the scholar in the
classroom.

The school’s Code of Conduct may be supplemented by teachers’ rules for their classes and other school
events. The school may develop a student feedback system and will provide materials about this system
at Scholar Orientation, Parent Orientation, or other appropriate time at the beginning of the school year.
The system may change throughout the year (e.g., expectations are different in the beginning of the year
and the end of year and are adaptable), and the school will alert scholars about material changes (e.g.,
certain behaviors are now demerits that previously were not). A student feedback system is a behavior
support and intervention that gives real-time feedback to scholars and regular feedback to families on
how the scholar is meeting classroom and school-wide behavior expectations. This system can lead to
both rewards (e.g., privileges, awards, or shout-outs) or consequences and supports (e.g., loss of
privileges, interventions, and/or extensions). Repeated and/or severe behavior resulting in demerits
and/or extension may also lead to suspension under the Code of Conduct below.

Disciplinary offenses result in consequences subject to the discretion of the principal or their designee(s)
and may include demerits, Scholar Dollar deductions, extension, school service/cleaning (if the offense is
related to defacing or damaging school property), loss of school privileges, Homework Extension,
Saturday Extension, in-school suspension, out-of-school suspension, and/or expulsion. In determining
the appropriate disciplinary action, school personnel who are authorized to impose disciplinary penalties
may consider, among other things, the scholar’s prior disciplinary record. Suspended scholars are not
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allowed to participate in school activities. Any breaches of state or federal law may be handled in
cooperation with the police department or other authorities.

The following list of behavior infractions is not meant to be exhaustive, but rather provides examples
of prohibited conduct and corresponding consequences. Additional violations of school rules and
behaviors that compromise the school community and the learning of others will also merit
consequences. Importantly, although the list is intended to provide expectations regarding the link
between scholar misconduct and consequences, each scholar and each incident is different and may
have a variety of mitigating (e.g., first time engaging in this conduct or sincere apology and acceptance of
responsibility) or aggravating factors (e.g., multiple violations in one incident or repeated incidents or
the severity and negative impact of the behavior). For that reason, the principal or the principal’s
designee may, in their discretion, assign a different consequence than outlined in the ranges below,
provided the consequence must be in keeping with the spirit of this policy and must be consistent with
applicable law. Consequences must always be reasonable and developmentally appropriate, and
intended to address the specific prohibited conduct.

INFRACTIONS RANGE OF SCHOOL RESPONSES, INTERVENTIONS, AND

CONSEQUENCES
Summary of typical range: from warning to
exclusion/removal from class

Violation of School Rule o Non-verbal warning
® Being out of uniform o Verbal warning or reprimand
e Arriving late to school or class o Reflecting on behavior orally and/or in writing
e Mistreatment or inappropriate use of technology or o Verbal or written apology
school property o Time out within the classroom
e Minor damage to property (e.g., light pencil o Scholar-scholar mediation
markings on desk) o Scholar-teacher conference
® Possession of inappropriate property or technology o Scholar-administrator conference
or an object expressly prohibited or that impedes o Sitting in their seat during breaks
the learning process o Modified lunch setting and/or lunch extension
o Unauthorized use of the building elevator o Modified classroom participation (e.g., limited
. partner work, etc.) to best support the scholar
Dlsrespectj _ o Seating arrangement changed
e Minor disrespect of a fellow scholar or scholars o Note home to parent/guardian to be signed and
e Minor disrespect of a faculty member, staff brought back to school
member, visitor, volunteer, school transportation o Call home to parent/guardian
provider, or other member of the school community o Request meeting with parent/guardian
, , , , , o Confiscation of property (if related to infraction
Disruptive, distracting behavior . prop . v )
. . . o Performing extra service for the school, such as
e Disrupting class or school activity for any reason . . .
. cleaning (if related to infraction)
e Horse-playing . . .
o o Paying for or replacing damaged or missing property
® Running in hallways -
. . . . o Loss of classroom or other school privileges
e Making unreasonable or distracting noise .. . s
. o Missing school events, trips, or activities
e Being off-task .
. . . L . o Extension
e Failing to follow directions, delaying in following . .
. . . - .. o Friday Extension
directions or otherwise undermining directions
e Refusing to follow directions
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Being unprepared for class

Being unprepared for class

Failing to maintain desk or locker area as required
Failing to have school document, homework, or
exam signed

Failing to complete homework or other assignment

o Suspension of Transportation (if related to
infraction)

o Time out outside the classroom

o Sentto dean’s office, principal’s office or other
designated area

o Exclusion and/or removal from a particular class or
event

SERIOUS INFRACTIONS

RANGE OF SCHOOL RESPONSES, INTERVENTIONS AND
CONSEQUENCES

Summary of typical range: from exclusion/removal from
class to in-school suspension

Disrespect
e Serious disrespect of a fellow scholar or scholars
e Serious disrespect of a faculty member, staff
member, visitor, volunteer, school transportation
provider, or other member of the school community
e Using an abusive, vulgar, or profane word or phrase

Not being where the scholar is supposed to be

Cutting school, class, or required in-school or
after-school activity (including extension, homework
make-up, required tutoring, etc.)

Departing, without permission, from class, floor,
building, or school-sponsored activity or going to an
unauthorized location

Refusing to leave an area where the scholar is not
supposed to be — or refusing to leave an area where
the scholar is distracting others

Obstructing or blocking vehicular or pedestrian
traffic

Not following consequences

e Failing to comply with school-imposed
consequences (e.g., skipping or refusing to go to an
extension or other consequence)

e Disrupting Friday Extension, in-school suspension,
or another significant consequence through
misbehavior

Repeated misbehavior
e Being removed from class/asked to report to the

dean of students’ office, principal’s office, or other
designated area during class more than one time in
a given day

o Any consequence outlined above for infractions
(listed above)

o Additional oral or written reflections and/or
apologies

o Request formal meeting with parents/guardians

In-school suspension

o Short-term out-of-school suspension

[e]
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® Being removed from class/asked to report to the
dean of students’ office, principals’ office, or other
designated area during class more than three times
in a given week

e Excessive and/or repeated afterschool extensions

e Repeated offenses for which the scholar has already
earned in-school suspension or other consequences

Other serious infractions
® Serious versions of conduct listed under the
infractions category

MAIJOR OFFENSES

MAJOR OFFENSES: Range of School Responses,
Interventions and Consequences

Summary of typical range: from in-school suspension to
out-of-school suspension

Medication or Tobacco
® Using or possessing over-the-counter medication
inappropriately
e Using, possessing or transferring tobacco,
e-cigarette or related products or accessories

Fleeing or blocking access
® Fleeing an area, which includes, but is not limited
to, running around the classroom, running in the
hallways or between floors away from adults, and
running out of the building
e Blocking access to any part of the school building

Action that impairs the school’s ability to function

® Action that seriously impairs the ability of the
school to function, including, but not limited to,
extreme language, refusal to move, intentionally
sustained distracting behavior, or demeaning or
intimidating speech

® Gross disrespect of a faculty member, staff member,
visitor, volunteer, school transportation provider, or
other member of the school community

Abuse or Harassment
e Committing sexual, racial, or any form of
harassment or intimidation
e Bullying, cyber bullying, intimidation, hazing,
threats, and/or harassment of another scholar (see
bullying and cyber bullying sections for more detail)

o Any consequences outlined above for infractions or
serious infractions (listed above)

o In-school suspension

o Short term out-of-school suspension

o Long-term of-of-school suspension
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Damaging Property
o Damaging or destroying personal or school property
— or attempting to do so
o Throwing, pushing, or moving furniture/classroom
objects in an aggressive or upset manner
o Gross disrespect or destruction of school property,
including graffiti

Physical Aggression
o Making verbal or physical threats, empty or
otherwise

o Fighting, pushing, scratching, shoving, biting,
punching, grabbing, slapping, kicking or any other
unwanted physical contact — or any contact with the
intent to hurt, but without causing serious injury

o0 Any action that presents imminent threat to
physical safety of self or others

o Throwing an object at another person or in the
classroom

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

Gambling, Stealing, Lying, Forgery, Plagiarism
e Gambling
e Llying or giving false information to, or misleading,
staff member
e Stealing
e Plagiarism, cheating, altering records or forgery,
including forging of parental signatures

Other major offenses
e Major versions of conduct listed under the serious
infractions category

EGREGIOUS OFFENSES

EGREGIOUS OFFENSES: Range of School Responses,
Interventions and Consequences

Summary of typical range: from out-of-school suspension to
expulsion

® Repeated major offenses and/or fundamental
disregard for school policies and procedures in a
manner that presents an unsafe or abusive
condition for members of the school community or

o Any consequences outlined above for infractions,
serious infractions or major offenses

o Short-term out-of-school suspension, usually for an
extended period (e.g., more than one day)

o Long-term out-of-school suspension
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seriously disrupts the educational process of the
school

Creating a hazardous or offensive condition, such as
setting off false alarms, making bomb or other
violent threats, or calling in threats, empty or
otherwise, enabling unauthorized individuals to
access the school building

Threatening a staff member or their family friends
with serious physical harm or ongoing repeated
and/or specific threats made to another member of
the school community creating or intended to
create an unsafe environment for the other
individual

Significant destruction or attempted significant
destruction of school property, including arson
Significant theft (e.g., items valued at several
hundred dollars) or stealing from a staff member,
including money, wallet, credit cards, and personal
possessions

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

Sale or distribution of drugs, alcohol, or controlled
substances, including, but not limited to, illegal
drugs (e.g., marijuana), drug paraphernalia,
prescription medication, tobacco or alcohol, on
school grounds or at a school sponsored event
Possession, use, or transfer of a firearm or weapon
or mock weapon, including, but not limited to, the
following: firearm, air gun, BB gun, knife, bludgeon
(e.g., metal knuckles), sling shot, explosives,
dangerous chemicals,, any sharp pointed instrument
or other dangerous instrument intended as a
weapon (e.g., broken glass, lighter, baseball bat,
etc.)

Assault and/or use of extreme force against or an
action intended to inflict serious injury upon
another scholar or scholars, school personnel, or
other member(s) of the school community; actions
that should have been reasonably foreseen as
having the potential to inflict serious injury are
included

Sexual assault

Physically assaulting a staff member or other adult
members of the school community; this includes,

When an egregious offense occurs, both the principal and
regional superintendent should be notified immediately. Past
disciplinary offenses may be considered in the school’s
decision-making around consequences. If the scholar has
already been found to have engaged in an egregious offense
that did not result in long-term suspension earlier in the
school year, the school is more likely to recommend long-terni
suspension upon any subsequent egregious offense.
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but is not limited to hitting, kicking, punching,
slapping, or pushing

Scholar charged with or convicted of a felony that
poses a continuing danger to persons or property or
ongoing threat of serious disruption to the
academic process

Scholars with a protective order against them that is
based on or involves violence, severe harassment,
or threat of violence against another scholar or staff
member

Egregious versions of conduct listed under the
major offenses category
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Appendix G: Discipline of Scholars with Special Needs

Scholars with disabilities may be disciplined in accordance with the procedural safeguards set forth in
both federal and state law and regulations under the IDEA (Individuals with Disabilities Education Act)
and/or Section 504 of the Rehabilitation Act.

Disciplinary procedural safeguards are also extended to scholars suspected of having a disability. A
scholar is suspected of having a disability if prior to the conduct, either:
o The parent/guardian of the child expressed concerns in writing to the child’s teacher or a
school administrator that the child may need special education and related services;
o The parent/guardian of the child requested an evaluation for special education services, or;
o The teacher of the child, or other school personnel, have expressed specific concerns about
a pattern of behavior that may be caused by disability directly to the special services leader,
or other supervisory personnel.

The school must follow the same procedures when disciplining scholars with suspected disabilities, as it
follows for scholars with IEPs or Section 504 plans, unless:

1. The parent/guardian did not allow the student to be evaluated;
2. The parent refused special education services, or;
3. The student was evaluated and determined not to qualify as a student with a disability.

One of these disciplinary procedural safeguards is the requirement to convene a Manifestation
Determination Review (MDR). An MDR is a process to determine if a student’s violation of the school’s
code of conduct is the result of the student’s disability. An MDR must occur within ten (10) school days
of a violation of the school’s code of conduct which results in a change of placement for a scholar with
an IEP or a 504 plan, a scholar in the initial referral process, or a scholar suspected of having a disability.

Under the IDEA, a change of placement occurs if:

1. The removal is for more than ten (10) consecutive school days; or,
2. Short-term removals make up a pattern because:
a. The current removal when added to a series of previous short-term removals totals more
than ten (10) schools days in a school year;
b. The child’s behavior is similar to their behavior that resulted in previous removal(s); and of

other factors (e.g., length of each removal; proximity of removals to one another). Note: At
Achievement First, any time a scholar with a disability is removed from their educational
setting for more than ten (10) cumulative school days, we regard this as a change of
placement and require a Manifestation Determination Review to be held.

A removal, under the IDEA, is defined as any time a student is removed from their current placement for
more than ninety (90) minutes, unless the student receives an In-School Suspension (ISS) in which:

® The scholar is not segregated from their general education peers

® The scholar has continued access to the general curriculum

® The scholar continues to receive all services mandated in their IEP, 504 plan or Behavior
Intervention Plan.
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All in-School Suspensions which do not meet the above standards, all their out-of-school suspensions, and
all expulsions, including a 45-day removal to an Interim Alternative Educational Setting, constitute a
removal and therefore factors into the ten (10) cumulative day calculation.

If a change of placement occurs, an IEP or 504 Team meeting shall be promptly convened to determine
whether the misconduct is a manifestation of the scholar’s disability.

A parent/guardian shall be informed of the need to convene a Manifestation Determination Review
(MDR) meeting on the date of the decision to discipline a student, or as soon as possible thereafter. The
parent/guardian of the scholar shall be provided with a copy of the Procedural Safeguards setting forth
their rights under the IDEA. As soon as possible but no later than ten (10) school days after the date of
the decision, the IEP or 504 Team shall meet to determine whether the conduct is a manifestation of the
child’s disability or occurred due to a failure of the school to implement the IEP.

If, upon review, the team determines that the student’s behavior is not a manifestation of their disability,
then the child may be disciplined in the same manner as a child without a disability for that particular
behavioral event. During the duration of the removal, the student shall receive an alternative
educational opportunity consistent with the student’s educational needs.

If, upon review, the team determines that the student’s behavior is a manifestation of their disability,
then the scholar must return to their educational placement, unless the parents and school agree to a
change of placement as part of the modification of the behavior intervention plan. Furthermore, the
team will consider the student’s misconduct; develop or review the current Functional Behavior
Assessment; and revise the student’s IEP/Behavior Intervention Plan (BIP) to prevent a recurrence of
such misconduct and to provide for the safety of the other students and staff. If there is no current BIP,
the school, in consultation with the IEP team must also develop such a plan to address the behavior that
led to the disciplinary action.

Additionally, each subsequent removal after the initial MDR requires a new MDR to be conducted.
Prior to a change of placement, scholars may receive disciplinary actions in accordance with the
Achievement First discipline policy.

Parents/guardians may request a due process hearing to challenge the manifestation determination.
Except as provided below, the child will remain in their current educational placement pending the
determination of the hearing.

Interim Alternative Education Setting

A scholar with a disability or suspected disability may be removed to an Interim Alternative Educational
Setting (IAES) for up to 45 school days, regardless of whether the behavior is determined to be a
manifestation of the child’s disability in limited circumstances as defined by the IDEA and applicable state
laws and regulations, including if they:
e Carry or possess a weapon at school, on school premises or at a school function; or
e Knowingly possess or use illegal drugs, or sell or solicit the sale of a controlled substance at
school, on school premises or at a school function; or,
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e Inflict serious bodily harm at school, on school premises or at a school function.?.[1]

A meeting must be held to determine the Interim Alternative Education Setting

If you have questions about the disciplinary guidelines for students with disabilities, please contact the
Dean of Special Services/Special Services Leader

Expulsions/Long-Term Out-of-School Suspensions and Manifestation Determination Reviews

Prior to conducting an expulsion/long-term out-of-school suspension hearing for a scholar with a disability,
an IEP/504 team shall convene to determine whether the misconduct was caused by the student’s
disability. If it is determined that the misconduct was caused by the child's disability, the child shall not be
expelled/suspended. The IEP/504 team shall reevaluate the child for the purpose of modifying the
student’s IEP/504 plan to address the behavior and to ensure the safety of other children and staff in the
school. If it is determined that the misconduct was not caused by the child's disability, the child may be
expelled following the same processes and procedures as a student without a disability. Whenever a
student with a disability is expelled/suspended for more than ten (10) days, an alternative educational
opportunity, consistent with such child's educational needs, shall be provided during the period of
expulsion/suspension.

Achievement First maintains written records of all exclusions of ALL students. The records must include
the name of the scholar, a description of the behavior infraction, the disciplinary action taken, and a
record of the time or number of days of the disciplinary action.

Provisions of Services During Removal

Those scholars removed for a period fewer than ten (10) consecutive days will receive all classroom
assignments and a schedule to complete such assignments during the time of their suspension.
Provisions will be made to permit a suspended scholar to make up assignments or tests missed as a
result of such suspension.

During any subsequent removal that, combined with previous removals, equals ten (10) or more school
days during the year, services must be provided to the extent determined necessary to enable the child
to appropriately progress in the general curriculum and in achieving the goals of their IEP/504 plan. In
these cases, school personnel, in consultation with the child’s special education teacher or IEP/ 504
Team, shall make the service determination.

’The IDEA defines serious bodily injury as injury which involves a substantial risk of death, extreme
physical pain, protracted and obvious disfigurement, or protracted loss or impairment of the function of
a bodily member, organ or mental facility.
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Appendix H: Policy on HIV Infected Students And Employees

Purpose

Achievement First Charter School’s (“Achievement First”) purpose for establishing a school policy
concerning Human Immunodeficiency Virus (HIV) infected employees and/or students is to:

A. Protect against the transmission of HIV from infected Achievement First employees
and/or students to other employees or students;

B. Protect the health and wellbeing of the infected person as well as to enable that person
to take part in normal school activities with a minimum of disruption;

C. Inform students, parents, teachers, school employees, and members of the Achievement
First community about safe practices regarding HIV transmission and the school's HIV
policy; and

D. Provide a basis for the school committee, superintendent, principals, teachers, nurses
and physicians, school employees and students to, establish necessary preventive
health measures, and to inform the public about these measures while still maintaining
the rights of confidentiality of an infected individual, should any exist in the school
district.

Achievement First recognizes the privacy rights of students diagnosed with HIV infection or AIDS and
their right to a free appropriate public education; the rights of HIV infected employees to privacy and
reasonable accommodations; the rights of all non-infected individuals to a safe environment free of any
significant risks to their health; and the rights of all students to instruction regarding the nature,
transmission, prevention, and treatment of HIV infection, pursuant to the Commissioner’s Regulation,
Part 135.3.

No individual shall be denied access to any program or activity sponsored by or conducted on the
grounds of the district, solely on the basis of his/her status as an HIV-infected individual. Being HIV
positive is not grounds for dismissal from employment or enroliment in school. However, if an HIV

infected person demonstrates behavior which puts another at risk of becoming infected with HIV (see

routes of transmission listed below) then that behavior might lead to an alternative educational

placement outside of the school setting. In the case of an employee, behaviors that pose a risk to others

would be handled through the regular disciplinary process. The school nurse shall participate in this risk
assistance.

Definition of HIV Infecti

HIV is an acronym for the Human Immunodeficiency Virus. HIV is the virus that causes AIDS, Acquired
Immune Deficiency Syndrome. An individual is HIV infected if he/she tests positive on an ELISA test for
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the presence of HIV antibodies in the blood and is confirmed by a Western Blot (or other medically
recognized) test, performed in a qualified medical laboratory. Infected people are described as being HIV
positive.

A person may be infected but show no symptoms of illness. People at this early stage of the disease are
described as "asymptomatic." Asymptomatic people feel well and are able to work or attend school
without limitation.

At a later stage of the disease, the person may exhibit symptoms of AIDS. Persons with symptoms are
described as "symptomatic." Symptomatic people may have health limitation, not unlike any other
disease, which periodically affect one's ability to work or to attend school.

Both asymptomatic and symptomatic persons carry the virus; however, they cannot transmit HIV
through classroom or workplace contact with other students or employees.

Routes of Transmission
HIV is transmitted from an HIV infected person to a non-HIV infected person in the following ways:

Sexual activity;

Needle sharing for tattooing, ear or body piercing or to inject drugs, including steroids;
Direct infusion from blood or blood products; or

During pregnancy, in the birth process, or after birth from breast milk.

o0 w®p

HIV cannot be spread by casual contact, e.g. sitting together, sneezing or coughing on each other or
eating together.

Students
It is the policy of Achievement First that:

1. Astudent’s education shall not be interrupted or curtailed solely on the basis of his/her HIV
status. HIV-infected students shall be afforded the same rights, privileges, and services available
to every other student.

2. No student shall be referred to the Committee on Special Education solely on the basis of his/her
HIV status. A student who is infected with HIV shall be referred to the Committee on Special
Education (CSE) only when the student’s disability interferes with his/her ability to benefit from
instruction.

3. If a student who is HIV-infected requires special accommodations to enable him/her to continue
to attend school, the student shall be referred to the appropriate multi-disciplinary team as
required by §504 of the Rehabilitation Act.
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4. No disclosure of HIV related information involving a student shall be made without first
obtaining the informed consent of the parent, guardian, or student on the Department of Health

(DOH) approved form.

Employees

It is the policy of Achievement First that:

1. No employees shall be prevented from continuing in his/her employment solely on the basis of
his/her HIV status; such employees are entitled to all rights, privileges, and services accorded to
other employees and shall be entitled to reasonable accommodations to the extent that such
accommodations enable such individuals to perform their duties.

2. Nodisciplinary action or other adverse action shall be taken against any employee solely on the
basis of his/her status as an HIV infected or a person with AIDS. Such action will only be taken
where, even with this policy’s provision of reasonable accommodations, the individual is unable

to perform his/her duties.

Reporting HIV Status

When an employee or student has tested HIV positive, it is optional for that person to notify the
Director of School Operations or Principal. Notification of an individual's positive HIV status alone does
not justify limiting that person's involvement in the school.

Confidentiality

Any information obtained regarding the HIV status of an individual connected to the school shall not be
released to third parties, except to those persons who are:

1. named on an Authorization for Release of Confidential HIV Related Information form;

2. named in a special HIV court order; or
3. when necessary to provide health care to the individual (i.e., to the school nurse).

Any employee who breaches the confidentiality of a person who is HIV infected shall be subject to

disciplinary action in accordance with applicable law.

To protect the confidentiality of an HIV infected individual, any documents identifying the HIV status of
such individuals shall be maintained by the school nurse (or another authorized individual) in a secure
file, separate from the individual’s regular file. Access to such file shall be granted only to those persons
named on the Department of Health approved Authorization for Release of Confidential HIV Related
Information form, or through a special HIV court order. When information is disclosed, a statement
prohibiting further redisclosure, except when in compliance with the law, must accompany the

disclosure.
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Persons Who May Need To Know

Persons in the school system who may need to know the identity of an HIV positive employee or student
may include:

A. The certified school nurse teacher and school physician, especially as liaison with the infected
person's personal physician (in order to monitor the employee's/student's health status and to
help coordinate medical care;

B. Certain other employees of the school department; and

C. The supervisor(s)/principal of the employee/student;

The decision to inform personnel should be made by the superintendent of schools along with the
infected employee/student and parent or guardian and, with a signed release of information, in
consultation with the infected person's physician.

Dissemination
This policy should be distributed annually through a minimum of the following methods:

A. Dissemination to students and parents at the beginning of each year in connection with
scheduled in-service opportunities to provide both groups with relevant information regarding
prevention and transmission of HIV/AIDS;

Posting in a conspicuous place in each school and school administration building;

Inclusion in school committee, parent, and student handbooks;

Posting in all faculty rooms;

moonow

Dissemination and in-service to meet the needs of those parents whose language is other than
English; and

F. Inclusion in a staff in-service training program for all members of the school community,
including professionals and support staff, coaches, bus personnel, building maintenance and all

others.
Right of Appeal

This policy shall provide a student, parent/guardian or an employee with the opportunity to seek
amendment to any records, written or electronic regarding his/her own HIV status. This does not
foreclose the use of any other remedy such as grievances under a collective bargaining unit.

School Decision Authority

The Director of Operations or Principal, as chief personnel officer, is responsible for ensuring that the
purposes of this policy are implemented fully within the guidelines provided by both Rhode Island and
federal laws.

97



The Director of School Operations or Principal, as the leader of the school district, is expected to
demonstrate respect for the infected person and to support that person's regular employment or
attendance.

Implementation

This policy should be implemented in conjunction with an annual review of Universal Precautions and
frequent opportunities for students, staff and parents to participate in HIV/AIDS education.

Universal Precautions

Universal Precautions represent a commitment to safety and prevention. This policy can only work if
Universal Precautions are taught annually to all staff and the supplies necessary for implementing them
are available and current. Adherence to Universal Precautions should be considered for addition to all
staff job descriptions and performance evaluations.

The key to understanding and implementing Universal Precautions is to treat all visible blood, from all
students and staff, as potentially infected. Six procedures are necessary for the implementation of
Universal Precautions.

1. Disposable gloves should be worn whenever you find yourself in a position where you could be
touching any other person's blood.

2. Washing hands and skin is the single most effective health precaution for all viral and bacterial
exposures.

3. Properly cover all wounds, cuts, oozing sores, or rashes.

4. Use bleach to clean up body fluid spills.

5. Clothes soiled with blood, vomitus, urine, or fecal matter should be handled while wearing
gloves, placed in leak-proof bags, and washed in water that is at least 1600 in temperature.

6. Avoid accidental needle sticks. (Nurses who administer injections should not recap needles).

7. Needles and other sharp items should be thrown away in puncture-resistant containers.

AIDS Education

A comprehensive ongoing AIDS education program should be available for all students, parents and staff.
School nurse teachers and health educators should be involved in the planning and implementation of all
component of AIDS education program for parents and staff.

Students

Students are required to receive AIDS education annually as part of comprehensive health education. At
each grade level, they are provided with information that addresses their fears and concerns about
getting AIDS, strategies for confronting their fears and examples of how they can enhance the lives of
their friends and families who maybe infected with HIV. Universal Precautions should be outlined early
on in the curriculum.
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At each level the information on prevention, high-risk behaviors and medical information about the virus
is more detailed.

Guardians

If students are to benefit from AIDS education or any AIDS policy, schools must provide a means for
guardians to become involved with on-going AIDS informational sessions, discussion groups and
programs.

Guardians have fears; sometimes more concerns and questions than their children. Each session should
be planned to address their concerns and questions as well as providing them with information on
transmission.

Guardian sessions could be planned to take place prior to the AIDS component in health education each
year, and discussion groups and other programs could be planned with parents, annually, to ensure that
they have the best possible information to discuss this virus with their children.

Staff

All staff need regular professional development in the area of HIV/AIDS. Those who work with and
around students need to participate in similar activities as parents. Staff who coach a team, drive buses,
clean buildings, provide support services and teach, counselor administer education are all likely to be
confronted with situations where proper use of Universal Precautions and a thorough understanding of
how HIV is and is not transmitted, is very important to their/and others health and comfort.

Those who teach about the disease and its relationship to other high-risk behaviors, just like parents,
students, and other staff, need to deal with their own fears and questions both related to their past and
present behavior as well as their role as health educators, school nurse/teachers or elementary teachers
of students who may be HIV positive.

Once these fears are broken down, they need to participate in professional development experiences,
which will increase their comfort level with teaching about HIV and provide them with assistance in
planning and developing meaningful experiences for students.

Technical Assistance

Staff from the Department of Health, AIDS Office and Department of Education, Office of School
Improvement and Support Services is available to assist school administrators and health personnel in
planning sessions for and with parents and staff.

HIV/AIDS Glossary Of Terms
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Acquired Immunodeficiency Syndrome (AIDS) - a life-threatening form of HIV infection wherein the
body's immune system is incapable of fighting off certain types of disease.

Enzyme-linked immuno-sorbent assay test (ELISA) - a test used to detect antibodies in blood samples,
used to detect the presence of antibodies to HIV.

Human Immunodeficiency Virus (HIV) - the accepted name for the recognized causal agent of AIDS.

Sexual Activity - any sexual contact, which may involve the transfer of infectious fluids, i.e. blood, semen,
vaginal secretions, breast milk.

Universal Precautions - precautions that are undertaken to treat all visible blood, and any bodily fluid
that may contain blood, as potentially infected.

Western Blot - a confirmatory blood test for HIV; used after an ELISA test is positive.

HIV/AIDS Testing

No school official shall require a student or employee to undergo an HIV antibody test or other
HIV-related test. In accordance with OSHA regulations in the event of an incident involving the exposure
one individual to a potentially infectious body fluids of another individual, particularly blood or any other
fluid which contains visible blood, an HIV test may be requested but NOT required. The request and
refusal must be documented.

However, school officials shall not be precluded from requiring a student or employee to undergo a
physical examination pursuant to Education Law §§903 and 913, when other illness is suspected (e.g.,
tuberculosis), as long as no HIV antibody test or other HIV-related test is administered without the
individual’s informed consent as required by Public Health Law §27-F.

To implement this policy, Achievement First shall arrange for staff training, to distribute copies of this
policy to all employees of Achievement First, and to include it in the Achievement First’s student
handbook, and to establish an advisory council to make recommendations on the development,
implementation, and evaluation of HIV/AIDS instruction as a part of comprehensive health education.

REFERENCES

Commissioner’s Regulation 4315.1, AIDS Instruction

Commissioner’s Regulation 5420, Student Health Services
Commissioner’s Regulation 5420-R, Student Health Services Regulation
Commissioner’s Regulation 8123, Hygiene Precautions and Procedures
29 USC §§794 et seq. (Rehabilitation Act of 1973)
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20 USC §§1400 et seq. (Individuals with Disabilities Education Act)
42 U.S.C. §12132, et seq. (Americans with Disabilities Act)

34 CFR Part 104

29 CFR Part 1910.1030

Executive Law §296 (Human Rights Law)

Education Law §§903; 913

Public Health Law, Article 27-F

8 NYCRR §§29.1(g); 135.3; 136.3
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Appendix I: How to File a Grievance about Discrimination

Non-Discrimination

Achievement First does not discriminate in admission to, access to, treatment in, or employment in its
services, programs, or activities, on the basis of race, color or national origin, in accordance with Title VII
of the Civil Rights Act of 1964 (Title VII); on the basis of sex, in accordance with Title IX of the Education
Amendments of 1972; on the basis of disability, in accordance with Section 504 of the Rehabilitation Act
of 1973 (Section 504) and Title Il of the Americans with Disabilities Act of 1990 (ADA); or on the basis of
age, in accordance with the Age Discrimination in Employment Act of 194 (ADEA). In addition, no person
shall be discriminated against in admission to Achievement First on the basis of race, sex, color, creed,
sex, ethnicity, sexual orientation, mental or physical disability, age, ancestry, athletic performance,
special need, proficiency in English language or a foreign language, or prior academic achievement. No
person shall be discriminated against in obtaining the advantages, privileges, or access to the courses of
scholar offered by the school on the basis or race, sex, color, religion, national origin, or sexual
orientation. Finally, pregnant scholars are allowed to remain in regular education classes and participate
in extracurricular activities with non-pregnant scholars throughout their pregnancy, and after giving birth
are permitted to return to the same academic and extracurricular program as before the leave (Title I1X).

Achievement First does not condone or tolerate discrimination on the basis of race, color, national origin,
sex, sexual orientation or disability in admission or access to, or treatment, or employment in its
programs or activities. The purpose of this formal grievance procedure is to provide a simple and
accessible process to address problems and claims of discrimination based on race, color, national origin,
sex, sexual orientation or disability. Achievement First will keep these proceedings as informal and
confidential as may be appropriate at any level of the procedure. These policies do not limit the right of
the complainant having a problem to discuss the matter informally with any appropriate member of the
administration. Additionally, parents have the right to deliver the formal grievance directly to the Board.

Since it is important that grievances be processed as rapidly as possible, the number of days indicated at
each level should be considered as a maximum, and every effort should be made to expedite the
process. The time limits specified may, however, be extended by mutual agreement in writing.

If a complainant does not file a grievance in writing as provided herein within 60 days after the aggrieved
person knew or should have known of the act or condition on which the grievance is based, then the
grievance shall be considered waived. Achievement First reserves the right to extend the 60-day
limitation to file a grievance for just cause. An Achievement First staff member will, if requested, assist in
preparing any written documents described within this grievance procedure.

Internal Resolution Process:

Any student, employee, applicant to a program, or third party who feels that they have been
discriminated against on the basis of race, color, national origin, sex, sexual orientation or disability shall
contact the Title VI, Title IX or Section 504 Coordinator within sixty (60) calendar days of the date on
which they knew or should have known of the alleged occurrence to discuss the nature of the complaint.
For grievances concerning allegations of a violation of school charter, the complainant shall contact the
Director of School Operations.
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The Coordinator shall maintain a written record which shall contain the following:

1. The name and address of the Complainant;

2. The full name and position of person(s) who allegedly discriminated against the complainant, if
applicable;

3. Aconcise statement of the facts constituting the alleged discrimination; and

4. Dates of the alleged discrimination.

At the time the alleged discrimination complaint is filed, the Coordinator shall review and explain the
grievance procedures with the complainant and answer any questions. An investigation of the complaint
shall begin as soon as practical, but in no case, more than ten (10) school days from the time the
complaint was received. Within this time limit, the Coordinator shall meet separately with the
complainant and the individual(s) against whom the complaint was lodged. The Coordinator and/or their
designee shall conduct a prompt, adequate, reliable, and impartial investigation of the complaint. The
Coordinator shall provide confidential counseling where advisable and shall seek an informal agreement
between the parties concerned, where appropriate. Every attempt shall be made to seek a solution and
resolve the alleged discrimination complaint at this level. It is important to note, however, that the
informal process can be ended, by the complainant, the individual(s) against whom the complaint was
lodged or by the Coordinator, at any time in order to begin a formal stage of the complaint process.

If the complainant is not satisfied with these initial informal procedures, within twenty (20) school days
from the date of the original discussion with the Coordinator, more formal procedures may be initiated
by the complainant to further explore and resolve the problem

Formal Procedure:

Level One — School Principal: If a complainant is not satisfied with the disposition of the problem
through informal procedures, they may seek review of their claim as a formal grievance or appeal in
writing to the principal. Level One Grievances shall be submitted to the School Services Manager (SSM)
on the Parent Grievance Process Form (“Grievance Form”) or by letter, who will then forward the
Grievance to the principal. The SSM is responsible for monitoring the implementation and
documentation of the complaint system.

The principal shall reply in writing within three school days acknowledging receipt of the Grievance to
the complainant and the individual(s) against whom the complaint was lodged. The principal shall review
the Coordinator’s investigation and information submitted by the complainant and may conduct
additional investigation as necessary. Within 10 school days the principal will render a decision and the
reasons therefore in writing to the complainant and the person who allegedly discriminated against the
complainant, with a copy to the regional superintendent.

Level Two — Regional Superintendent Hearing: If the complainant or the person alleged to have
discriminated against the complainant, if applicable, is not satisfied with the disposition of the grievance
at Level One, or if no decision has been rendered within 10 school days after presentation of the
grievance in writing, the complainant or the person alleged to have discriminated against the
complainant may file a written appeal for a hearing by the regional superintendent within 10 school
days. The regional superintendent shall reply in writing within three school days acknowledging receipt
of the grievance to the complainant and the individual(s) against whom the complaint was

lodged. (Please note that the regional superintendent will not respond to complaints that have not,
without good cause, first been addressed by the Coordinator or DSO, and the principal). Level Two
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Grievances shall be submitted to the SSM, who will then forward the Grievance to the regional
superintendent.

Within ten (10) school days after receipt of the written appeal for a hearing by the regional
superintendent, they shall conduct a hearing with the complainant and the person alleged to have
committed the discrimination for the purpose of resolving the grievance. The regional superintendent
shall provide the parties an opportunity to present witnesses and other evidence. A full record of such
hearing shall be kept by the regional superintendent. The regional superintendent shall within 10 school
days of the hearing render the decision and the reasons therefore in writing to the complainant and the
person who allegedly discriminated against the complainant.

Level Three — Board of Trustees Hearing: If the complainant or the person alleged to have discriminated
against the complainant, if applicable, is not satisfied with the disposition of the grievance at Level Two,
or if no decision has been rendered within 10 school days after first meeting with the Superintendent,
the person may file the grievance with the Board of Trustees within 10 school days. The Board shall reply
in writing within three school days acknowledging receipt of the Grievance to the complainant and the
individual(s) against whom the complaint was lodged. Level Three Grievances shall be submitted to the
SSM to forward to the Board.

Within 15 school days after receiving the written appeal, the Board shall meet with the complainant for
the purpose of resolving the grievance. The Board or Impartial Hearing Officer shall provide an
opportunity for the parties to present witnesses and other evidence. A full record of such hearing shall
be kept by the Board. The decision of the Board shall be rendered in writing within 10 school days.

Anti-Retaliation

The anti-discrimination laws protect complainants from retaliation for reporting allegations of
discrimination and participating in an investigation. The administration will take steps to prevent
retaliation and take strong responsive action should retaliation occur.

In the event that there is a finding of discrimination, the administration will take steps that are
reasonably calculated to end discrimination; to prevent recurrence of any discrimination; and to correct
discriminatory effects on the complainant and others, if appropriate.

The administration will contact the person raising alleged violations within a reasonable period of time
following conclusion of the investigation and grievance process to assess whether there has been
on-going discrimination or retaliation, and to determine whether additional supportive measures are
needed.

Additional Procedures for Claims Alleging Harassment or Hostile Educational Environment

The administration, when evaluating whether there is a hostile environment for a student, will consider
the effects of harassment that occurred in school and those incidents that occurred outside of school
that may affect the school environment.

Alleged victims of harassment will not be required to work out the problem directly with alleged

perpetrators without appropriate involvement by administration. Any informal process can be ended by
an alleged victim at any time in order to begin a formal stage of the complaint process.
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The administration will consider providing interim measures to an alleged victim pending the outcome of
the recipient’s investigation, when appropriate (such as prohibiting the alleged perpetrator to contact
the alleged victim; changing the alleged perpetrator’s class and bus schedule to minimize contact with
the alleged victim, etc.).

The administration will maintain on-going contact with the alleged victim throughout the investigation.
The administration will provide counseling and academic services, as appropriate, to the alleged victim.

Any person may also file a complaint of illegal discrimination with the Office for Civil Rights at the same
time they files the grievance during or after use of the grievance process, or without using the grievance
process at all. If a complaint is filed with the Office for Civil Rights, it must be filed in writing no later than
180 days after the occurrence of the possible discrimination.

Complaints may be filed at https://wdcrobcolp01.ed.gov/CFAPPS/OCR/contactus.cfm or by contacting
the Office for Civil Rights at the address/telephone number below:

Office for Civil Rights

New York Office

U.S. Department of Education
32 0Old Slip, 26th Floor

New York, NY 10005-2500
Telephone: (646) 428-3800
Fax: (646) 428-3843

Email: OCR.NewYork@ed.gov

The Special Services Coordinator, is the Title VIl and Section 504 Coordinator and may be contacted. The
Director of School Operations is the Title IX Coordinator. The Special Services Coordinator and/ or the
Title IX Coordinator may designate the resolution of certain grievances to other appropriate school staff
members.
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Appendix J: Behavioral Support Request Form

If you have concerns regarding your child’s behaviors or are concerned that your child’s behaviors in school
are related to their disability, and would like to discuss concerns about whether the school is providing
appropriate behavior supports that are responsive to both the behavior and/or the disability, you may
request that the school provide behavioral supports by completing this form and submitting to the Special
Services Leader at your child’s school.

Today’s Date:

Your Name: Phone Number:

Scholar’s Name: Grade:

Relationship to Scholar:

Does your scholar have an IEP or 504 plan? oYes oONo

What concerns do you have about your child’s behaviors in school?

Do you know whether your child has received any behavior supports in the past (for example, incentive
plan, behavior intervention plan, breaks)?

Is there anything else you would like the school to know?
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Appendix K: Family Concern Form

Achievement First is committed to maintaining a strong partnership and ongoing dialogue between our
teachers, staff, scholars, and families. If you have a concern about a school policy, academic grade,
discipline decision, special education, or anything else, we welcome your input and encourage you to
contact the appropriate staff member at the school. Please use this form to describe an incident/issue
and submit the form to the school’s principal, dean, or director of operations.

Today’s Date:

Your Name: Phone Number:

Scholar’s Name: Grade:

Relationship to Scholar:

Is your concern related to special education? OoYes ONo
Have you discussed this issue with anyone at the school yet? OYes oONo

If yes, who were you in touch with?:

What was the result?

Please describe the Incident / Issue in the space below. For incidents, be sure to include the DATE of the
incident and the NAMES of any people who were involved. (Please attach extra pages if you need more
space).
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Appendix L: Use of Pictures & Videos of Scholars

Media Release & Student Privacy

At Achievement First, we love celebrating the joy, brilliance, and inspiring work of our
students. From classroom photos to event highlights, we often capture and share moments
that showcase our community in action.

We use photos, videos, or audio recordings of students in materials such as:

e Our website, social media, and digital marketing
e Promotional videos, brochures, billboards, bus/subway ads
e Newsletters, press releases, or media coverage

NEW for SY25-26: Unless a parent or guardian opts out in writing, students are
automatically considered to have permission to appear in Achievement First-related media.

How to Opt Out:

If you do not wish for your child to be photographed or recorded, you must notify your
school in writing by September 30, 2025.You can do this by:

e Completing the opt-out form below
e Contacting your school’s main office

Changing Your Preference:

If at any time during the year you wish to update your child’s media release status, please
contact your school directly.

We’re committed to protecting student privacy while also honoring the amazing stories
and moments that happen across our schools every day.
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Achievement First Media Release Opt-Out Form

At Achievement First, we love celebrating our students and sharing the joy of learning with our
broader community. We use photos, videos, and student work in our communications, such as
on our website, social media, newsletters, ads, and printed materials.

If you are comfortable with your child being included in these materials, you do not need to
complete this form.

If you do not want your child’s image, voice, name, or work used in any Achievement First
materials, please complete and submit this form.

Student Information

Student Name:

School Name:

Grade:

Parent/Guardian Information

Name:

Phone Number:

Email Address:

Opt-Out Consent
Please check the box below if you DO NOT give permission:

1 1 DO NOT give permission for Achievement First to use my child’s name, photo, video, voice,
or schoolwork for any internal or external communications, including digital and print media.

| understand that this opt-out will be honored starting from the date this form is received and
will remain in effect for the duration of the school year, unless | notify the school in writing of
any changes.

Signature of Parent/Guardian:
Date:

Return this form to your school’s main office.

Thank you!
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Appendix M: Additional Information

Title |

Federal law (Every Student Succeeds Act) requires school districts that receive federal Title | funding to
notify parents of their right to know the professional qualifications of the classroom teachers who
instruct their child.

As a recipient of these funds, your child’s school will provide you with this information in a timely
manner if you request it. Specifically, you have the right to receive the following information about each
of your child's classroom teachers:

® Whether the teacher meets the state qualifications and licensing criteria for the grades and
subjects they teach.

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

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

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

Achievement First is committed to providing quality instruction for all students and does so by employing
the most qualified individuals to teach and support each student in the classroom. To request
information about your child’s teachers or if you have any questions, please contact the school’s main
office.

Public Documents/Freedom of Information Law (FOIL)

Achievement First fully complies with the Freedom of Information Act (FOIA). Any requests for school
records or information from the school must be in writing and submitted to the principal or to their
designee(s). Within five (5) business days of receipt of a written request, the school, depending on the
requested information, responds by:

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

e Denying the request in writing; or

® Providing a written acknowledgment of receipt of the request that supplies an
approximate date for when the request will be granted or denied.

e |[f the person requesting information is denied access to a record, they may appeal such denial
to the principal. Upon timely receipt of such an appeal, the school, within ten (10) business
days of the receipt of the appeal, make a final determination whether or not to allow public
inspection. If the principal determines that the record is not subject to public inspection, the
person or entity seeking disclosure may file a complaint with the Rhode
Island/Connecticut/New York State Attorney General.

e The school may deny access to requested records if the requested record falls within one of
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the categories that are exempt from public disclosure. Even then, if not exempt, the school
may nonetheless deny access if, on balance, the privacy interest of the affected individual
outweighs the public interest in disclosure. Listed below are the more typical records that are
not subject to disclosure under state law:

® Records, reports, opinions, information, and statements required to be kept confidential by
federal law or regulation or state law, or rule of court;

e Personnel and other personal individually-identifiable records otherwise deemed
confidential by federal or state law or regulation, or the disclosure of which would
constitute a clearly unwarranted invasion of personal privacy;

e Child custody and adoption records, records of illegitimate births, and records of juvenile
proceedings before the family court;

® Reports and statements of strategy or negotiation involving labor negotiations or
collective bargaining;

e Any individually identifiable evaluations of public school teachers made pursuant to state or
federal law or regulation;

e All documents prepared by school districts intended to be used by school districts in
protecting the safety of their students from potential and actual threats.

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

List of School Records and Student Records Maintained

e Student Records
o Enrollment, including date of entry*
Record of schools attended*
Records from any previous school*
Student information form*
Proof of address*
Proof of age*
Home language survey*
Attendance*
Course registration*
Report cards, progress reports and course grades*
Special education records, including IEP, 504 plan, evaluations, and related
documents*
o Disciplinary records*
o Media release form*
e Student Health Records*
o Health form*
o Student Immunization Records*
o Student Medical Records*
o Student Accident Reports*
e Safety Records
o School SAVE Plan
o Other safety documents (may require redactions due to safety concerns) e

0O 0O O O O O 0 O O O
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School Contracts

o Management Contract Records

o Outside Contract Records

o SPED Contractor Records*

e Personnel Files*

o Generally*

o Fingerprint Clearance Records*

o Certification Records*

o  Staff roster

O
* All categories marked with an asterisk may contain personal and confidential or other information
that should not be released pursuant to FOIL, the Family Educational Rights and Privacy Act, and/or
the Individuals with Disabilities Education Act (exceptions to FOIL).

The FOIL Records Access Officer at each school is the Director of School Operations (DSO) please
contact your school’s Director of School Operations for information.

In the event that you wish to appeal a decision by a DSO, you may appeal to the Records Access
Appeals Officer:

Teghan Delane

Counsel

Achievement First Network Support
teghandelane@achievementfirst.org

The Open Meetings Law

1. All meetings of the Board of Trustees and all committees of the Board (“Board meetings”) will be
open to the general public pursuant to the Open Meetings Act (R.l. Gen. Laws §§ 42-46-1 et
seq./NY. Pub. Off. Law § 103/Conn. Gen. Stat. § 1-225)

2. The school will provide written notice of regularly scheduled Board meetings at the beginning of
each calendar year, including dates, times, and locations of all meetings. Notice will also be
provided to the public upon request. A calendar of all scheduled Board meetings will be posted at
the school.

3. Inaddition to annual notice, the school will give supplemental written public notice of any Board
meeting within a minimum of forty-eight (48) hours before the date. This notice will include the
date the notice was posted, the date, time and place of the meeting, and a statement specifying
the nature of the business to be discussed. Public notices will be placed on the bulletin board in
the reception area. Public notices will reflect the location of Board meetings or any location
changes.

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

5. Forthe purposes of determining a quorum, Trustees must be present at the meeting pursuant to
the bylaws.

6. Written minutes will be recorded of all Board meetings. To the extent required by law, minutes
will include:
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The date and time and place of the meeting
b. The members of the public body recorded as either present or absent
A summary of all motions, proposals, resolutions, and other matters formally voted
upon
d. A record of how each Trustee voted on each matter
e. Inthe case of an executive session, the minutes will include a record of the final
determination of any action that was taken.
A record of all votes taken at all meetings of public bodies, listing how each member voted on
each issue, shall be a public record and shall be available, to the public at the office of the public
body, within two (2) weeks of the date of the vote. The minutes shall be public records and
unofficial minutes shall be available, to the public at the office of the public body, within
thirty-five (35) days of the meeting or at the next regularly scheduled meeting, whichever is
earlier. All executive sessions shall be conducted as part of an open meeting; they are not
considered separate meetings per se. An executive session may be called via motion and
majority vote by the Board; the motion must specifically identify the topics to be considered.
All Board members may participate in the executive session, and the Board may invite others to
be present as well.

The Board may hold a meeting closed to the public pursuant to the above-referenced for one or more of
the following purposes:

Any discussions of the job performance, character, or physical or mental health of a person or
persons (provided that such person or persons affected shall have been notified in advance in
writing and advised that they may require that the discussion be held at an open meeting)
Sessions pertaining to collective bargaining or litigation, or work sessions pertaining to collective
bargaining or litigation.

Discussion regarding the matter of security including, but not limited to, the deployment of
security personnel or devices.

Any investigative proceedings regarding allegations of misconduct, either civil or criminal.

Any discussions or considerations related to the acquisition or lease of real property for public
purposes, or of the disposition of publicly held property wherein advanced public information
would be detrimental to the interest of the public.

Any executive sessions of a local school committee exclusively for the purposes: (i) of conducting
student disciplinary hearings; or (ii) of reviewing other matters which relate to the privacy of
students and their records, including all hearings of the various juvenile hearing boards of any
municipality; provided, however, that any affected student shall have been notified in advance in
writing and advised that he or she may require that the discussion be held in an open meeting
Any hearings on, or discussions of, a grievance filed pursuant to a collective bargaining
agreement.

Any discussion of the personal finances of a prospective donor to a library.

Subject to reasonable restrictions, Board meetings may be electronically recorded by the public.
Reasonable restrictions include those designed to preserve orderly conduct of a meeting, to safeguard
public facilities against damage caused by certain recording equipment or to require fair payment for the
cost of electricity.
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Scholar Records

The school administration is responsible for all scholar records. They will discuss, explain, and/or make
available to an eligible scholar (18 years old or greater) or parents/guardians any records on file.

Scholar records are confidential and are protected under both state and federal law. New York
Education Law § 2-d and its implementing regulations. The federal law is the Family Educational Rights
and Privacy Act (FERPA) (20 U.S.C. § 1232g; 34 CFR Part 99) and it applies to all schools that receive
funding under an applicable program of the U.S. Department of Education. FERPA gives
parents/guardians certain rights with respect to their children’s education records. These rights transfer
to the scholar when he or she reaches the age of 18 or attends a school beyond the high school level.
Scholars to whom the rights have transferred are “eligible scholars.” Confidential Records include grades,
evaluations, disciplinary actions, and health records. Confidential records will not be made available to
any non-school personnel without consent by the parent/guardian, except as described below.

Directory Information: Directory Information is basic information about scholars including name,
address, telephone number, other contact information, parent/guardian name and contact information,
date of birth, dates of attendance, participation in activities, awards received, etc. This information may
be made available to others (internal or external) for specific use without the consent of the
parent/guardian. For example, teachers may distribute class lists to everyone in the class so that scholars
may help each other with homework or the school may provide addresses to another educational
organization working on a voter registration drive. If a parent/guardian would not like such information
released, they should submit a request in writing to the Director of School Operations.

In accordance with FERPA:

e Parents/guardians or scholars over eighteen (18) years of age have the right to inspect and
review the scholar’s education records maintained by the school.

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

e The school may disclose, without consent, “directory” information including a scholar’s name,
address, telephone number, parent/guardian name and contact information, date of birth,
honors and awards, and dates of attendance. The school gives parents/guardians notice of the
categories of information which it designates as directory information (see list above).
Parents/guardians have a reasonable period of time to inform the school that any or all of their
particular child’s information designated as “directory” should not be released without the
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parent's prior consent. Parents/guardians should submit such a request in writing to the
Director of School Operations as soon as possible.

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

e School officials with legitimate educational interest;

Other schools to which a scholar is transferring;

Specified officials for audit or evaluation purposes;

Appropriate parties in connection with financial aid to a scholar;

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

Accrediting organizations;

To comply with a judicial order or lawfully issued subpoena;

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

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

If a parent/guardian would like to examine a child’s record, the parent should submit a request in writing
to the Director of School Operations. Within ten (10) days, the eligible scholar or parent/guardian will be
allowed to inspect the file and may request a copy of some or all of the information contained in the
record. This listing in the family handbook serves as the school’s annual notification of parents/guardians
and eligible scholars of their rights under FERPA.
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Appendix N: Prohibited Items List

Our top priority at Achievement First is to provide your child with a safe, supportive environment in
which they can thrive academically and socially. We take very seriously any event in or around our school
that could impact the safety of any of our students or families. Items that are not for having a successful
school day of learning must be left at home. Prohibited items brought to our campus are treated
extremely seriously, including the involvement of police as necessary, regardless of intent. This includes
items that are toys. We encourage you to speak to your scholar about what is and is not appropriate on
campus. Below is a non-exhaustive list of items that are prohibited in school/on school grounds and - if
brought in - will be confiscated and will be turned over to authorities or thrown away. Bringing
prohibited items on school grounds may result in disciplinary consequences:

Firearms, including pistols, starter guns, handguns, silencers, electronic darts, shotguns, rifles,
machine guns, or any weapon that will or is designed to or may readily be converted to expel a
projectile by the action of an explosive.

Stun guns/tasers

Air guns, spring guns, or other instruments or weapons in which the propelling force is a spring
or air, and any weapon in which any loaded or blank cartridge may be used (such as a BB gun, gel
blaster, or paintball gun). This includes imitation or toy guns or other imitation weapons.

o NY-specific note: Bead Blasters/Gel blasters/Orbeez guns are propelled by a
spring-loaded air pump, classifying them as air rifles, which are unlawful to possess in
the NYC limits.

Switchblade or pocket knife, gravity knife, pilum ballistic knife, kitchen knife, and sword
Scalpels, daggers, razorblades, box cutters, utility knives, and all other knives

Billy clubs, blackjack, bludgeon, chukka stick, and brass knuckles

Slingshot (small, heavy weights attached to or propelled by a thong) or sling shot

Martial arts objects including kung fu stars, nunchucks, and shurikens

Explosives including bombs, firecrackers, and bombshells

Loaded or blank cartridges and other ammunition

Acid or dangerous chemicals (such as pepper spray, mace, or bleach)

Any deadly, dangerous, or sharp pointed instruments that can be used or is intended for use as a
weapon (such as scissors, nail file that is four inches or longer and made of metal, broken glass,
chains, wire)

If you have questions about our safety policies or prohibited items, please reach out to your school’s

Director of School Operations.
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Statement of Understanding

By signing this, scholars indicate that they have received and read a copy of Achievement First’s
Family Handbook and understand and agree to the rules, regulations, and procedures of the
school. Scholar signatures further show that scholars understand that if they ever have any
questions regarding school policies, they can always ask their parent/guardian or other member
of the school community for a further explanation.

By signing this, parents indicate that they have received and read a copy of Achievement First’s
Family Handbook and understand and agree to the rules, regulations, and procedures of the
school. Parent signatures further show that parents understand that if they ever have any
guestions regarding school policies, they can always ask a teacher or staff member for further
clarification.

Scholar Name Parent / Guardian Name
Scholar Signature Parent / Guardian Signature
Date Date

A signed copy of the Statement of Understanding is due one week after receipt of the
Handbook.

We thank you for your cooperation and look forward to partnering with you as a member of the
Achievement First community.
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