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Executive Summary
In 2011, East Harlem Academy Charter School (East Harlem Scholars) was authorized by the State

University of New York Board of Trustees (SUNY) as a K-5 charter school located in CSD 4 in East Harlem.
Four years later, we have created a successful, vibrant, student-centered and academically rigorous learning
community with 336! Grade K-5 students. Families actively seek the best educational opportunity for their
children, and we have established ourselves as just that opportunity for East Harlem parents. This past
winter, families of 569 prospective Kindergartners submitted applications to East Harlem Scholars in the
hopes that their child would receive one of the 56 coveted Grade K slots available in the fall. Families of
another 623 children in Grades 1-5 also submitted applications for the very few seats that would be available
in each of those grades. As East Harlem Scholars enters the final year of its first charter term, the Board of
Trustees of the Fast Harlem Scholars Academy Charter School education corporation respectfully seeks a
five-year charter renewal from SUNY as well as approval to expand our educational program to serve the
middle school grades, 6% through 8%, in recognition of the thriving and highly sought after learning
community we have created.

Today, five years after the East Hatlem Scholars founders laid out its vision for the school in its original
charter application submitted to the Charter Schools Institute (the Institute), we are excited to submit our
renewal application. This renewal application provides the Institute with comprehensive evidence that will
allow the Institute to answer with a resounding yes each of the four interconnected questions, which frames
its renewal review and guides its renewal recommendation. In our renewal application, we have presented a
strong case that the plan we laid out in our original charter, which has been implemented and fine-tuned over
the last four years in response to academic and operational performance data, has resulted in an academically
successful, organizationally viable, and effective fiscally sound charter school. Our renewal application further
demonstrates that our plans to expand from a K-5 to K-8 school during the next charter term have been
carefully developed, and we have the requisite capacity to ensure that the school remains academically,
organizationally and fiscally sound and legally compliant as it expands to full capacity.

The first part of this Executive Summary (the Retrospective), along with supporting documents
contained in the renewal submission, provides quantitative and qualitative evidence to support an affirmative
answer to three of the Institute’s framing questions that guide renewal: Is he school an academic success?, Is the
school an effective, viable organization? and Is the education corporation fiscally sound? It offers detailed information
regarding our academic success, our self-reflective and data-driven learning environment; our ability to grow,
develop, adapt and improve; the health of our operations and finances the strength and stability of our
leadership the soundness of our organizational structure and governance; our record of legal and regulatory
compliance; and the commitment of our Partner Organization, East Harlem Tutorial Program (EHTP) which
has played a vital role in our success. The last part of this Executive Summary (the Prospective) lays out our
proposal for the next charter term which involves our desire to expand our school model to include middle
school. We delineate in this Executive Summary, along with the accompanying Exhibits, our planned middle
school design, which is a seamless extension of our elementary school and our demonstrated capacity to
implement the resulting K-8 community successfully. We are confident that we have developed a middle
school model that too will yield an affirmative answer to the Institute’s last framing question guiding renewal,
...are [the education corporation’s plans for the school| reasonable, feasible and achievable?

Retrospective

The entirety of East Harlem Scholar’s performance against its academic charter goals along with the
strength of its academic performance as evidenced by other meaningful performance measures during this
period reflects a school that has clearly demonstrated significant progress and overall academic success during
its first term. Further underpinning this assertion is the strong foundation that East Harlem Scholars
established from its first year and continued to strengthen over time. The strength of East Harlem Scholars’
foundation is apparent in (1) its learning environment where academic rigor is valued and supported by data;
(2) its culture of self-reflection and accountability; (3) the strategic deployment of instructional capacity,
including its co-teaching model, reducing the classroom student-teacher ratio, providing for more
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differentiation and increasing instructional intensity to meet the needs of all learners; (4) its robust
instructional intervention staff and supports to effectively meet the needs of SWD, ELLs and economically
disadvantaged (FRL) students (4) the professional learning community it has created within a culture of
collaboration; and (5) its commitment to increasing the capacities of instructional staff through an integrated
model of professional development, teacher observation and teacher evaluation. Upon this foundation, East
Harlem Scholars has been able to continue to grow, develop and strengthen its instructional program to
support student progress and achievement. These foundational strengths positioned us well to effectively
address the areas of curricular and instructional challenge that the Board and instructional leaders identified
each year from its student performance data. It is these foundational strengths will continue to support data-
informed modifications to address areas of challenge the school identifies as it continues to mature.

In its 2073-14 Schoo! Evaluation Report for East Harlem Scholars the Institute agreed that Hast Harlem
Scholars possessed these foundational strengths as is evident by the following conclusions they reached:

o East Harlem Scholars Academy Charter School had consistently strong leadership that emphasized continnal
improvement of instructional practices through a systematized coaching system and a comprebensive evalnation process in
Pplace at the time of the evaluation visit.

o At the time of the visit, Scholars Academy had in place an assessment system that improved instructional effectiveness
and student learning. The school’s curriculum supported teachers in their planning of purposeful and focused lessons.

o Scholars Academy invested significant and sufficient resonrces and personnel to effectively address the educational needs
of at-risk students.

o At the time of the visit, the Scholars Academy organization effectively supported the delivery of the educational program.

o Elements of strong instruction were evident in most classrooms across Scholars Academy, with a notable focus on

literacy at the time of the evaluation visit.

These are fundamentals that must exist in any school if academic success is to be achieved. These
fundamentals leveraged by our culture that emphasizes self-reflection and a commitment to continual
improvement informed by performance data have supported the demonstrated academic growth and
achievement of our students during this first charter term.

Our students’ performance on the 2015 NYS ELA and math assessments is evidence of these
foundational strengths. There is no question we were disappointed by the results of our first year of NYS
assessments in 2014 given the comprehensive review and analysis of our internal student assessment data
throughout each year and the strengthening of our instructional program that resulted from student
performance data. Therefore, after the release of the 2014 NYS assessment scores, East Harlem’s school
leadership team and Board Education Committee immediately began reflecting deeply on our practice and
engaging in a thoughtful discussion of what our curricular and instructional response must be to improve
student performance.

This reflection and willingness to look critically at our practice resulted in a comprehensive plan to add
instructional capacity and increase targeted intervention to support student learning and achievement. Among
the measures implemented in 2014-15 to increase instructional capacity were the hiring of key intervention
specialists, strengthening the instructional capacity of staff through enhanced professional development and
the hiring of a Math Coach to work with teachers on math planning, pacing and alighment of curriculum to
the CCLS and providing weekly coaching to staff. In addition, we increased opportunities for targeted
intervention to gap students. For instance we created and ran a 10-week Saturday Academy where students,
based on their academic needs in ELA and math, received small group instruction during the 3 2 hour
morning program, providing explicit test preparation for our students including building their stamina and
time management skills and ultimately familiarity and confidence around such test taking. In addition, based
on internal and external assessment data, students in Grades 3 and 4 were identified and placed in
achievement-based cohorts. Depending on the needs of the cohorts, each group received strategic
interventions guided by various forms of achievement data. The results of the 2014 NYA assessments
pointed to the need for more explicit teaching and learning related to specific question types. Core Work
Academic Blocks were adding to the 3 and 4™ grade daily schedule. The academic blocks provide 30
minutes of additional instruction focused on reviewing test taking strategies and spiraling standards that have
not yet been mastered evidenced by Interim Assessments in math and ELA. As teachers track student



progress towards each standard they are able to re-teach as needed. Our thoughtful response and the strategic
modifications we made to improve our instructional program had a direct positive impact on the achievement
and growth our students experienced this year, as evidenced by our 2014-15 NYS assessment scores.

The following tables illustrate the significant improvement of our students on the NYS ELA and math
assessments in just two years of test administration.

Table 1: East Harlem Scholars Percent Proficiency on  Table 2: East Hatlem Scholars Performance on 2014 and

2014 and 2015 NYS Assessments 2015 NYS ELA Assessments Compared to CSD 4 & NYS
NYS ELA NYS Math NYS 2013-14 2014-15
Science Grade Scholars CSD NYS | Scholars €SD NYS
Grade | 2014 | 2015 | 2014 | 2015 2015 4 4
3 10% 33% 33% 55% 3 10% 29% | 32% 33% 28% | 31%
4 Bl 5% | 8% | 4 TG 2 [ 2| 3%

Table 3: East Harlem Scholars Performance on 2014 and
2015 NYS Math Assessments Compared to CSD 4 & NYS

2013-14 2014-15
Grade | ¢ 4 olars | CSD 4 | NYS | Scholars CiD NYS
3 33% 37% | 42% | 55% | 35% | 42%
e 22 EmEmRYy

As Tables 1-3 illustrate, with the exception of Grade 4 ELA the improvement in East Harlem Scholars’
student performance on the NYS assessments from 2014 to 2015 is striking not just in terms of absolute
growth but also in comparison to the performance of students in CSD 4 and NYS. After lagging the district
and NYS in both ELA and math in 2014 (Tables 2 and 3), by 2015 the tables were turned with East Harlem
Scholars 3 and 4% graders significantly outperforming CSD 4 and NYS on the NYS math exam and East
Harlem Scholars 3 graders outperforming their district and NYS peers on the NYS ELA exam. Further,
proficiency rates among 3 graders improved by more than 20 percentage points on the NYS ELA test and
NYS math test from 2014 to 2015. Despite the fact that Grade 4 did not exhibit the same magnitude of
absolute achievement on the NYS ELA as did Grade 3, the two-year wnmatched 2015 Grade 4 cohort did show
some improvement in ELA and significant improvement in Math (from 10% to 12% proficient on NYS ELA
and 33% to 55% proficient on NYS Math).

More importantly, when looking at the 2015 NYS assessment data from the perspective of mean scale
score growth we see profound improvement on the part of East Harlem Scholars students on an absolute
basis and as compared to the mean scale score growth experienced by students in CSD 4 and in NYS as a
whole. The following tables illustrate this growth.

Table 4: Growth in Mean Scale Scores on 2014 NYS ELLA  Table 5: Growth in Mean Scale Scores on 2014 NYS

Assessment of Unmatched 2015 Grade 4 Cohort Math Assessment of Unmatched 2015 Grade 4 Cohort
Mean Scale Score Mean Scale Score
2015 2014 2015 2014
Increase % Increase %
Grade Grade Grade | Grade
4 3 (Decrease) | Change 4 3 (Decrease) | Change
East East
Harlem 288 281 7 2.49% Harlem 315 301 14 4.65%
Scholars Scholars
CSD 4 296 296 0 0% CSD 4 295 300 (5) -1.67%
NYS 299 297 2 0.67% NYS 304 304 0 0%

While the percent of East Harlem Scholars’ 4 graders who were proficient on the NYS ELA fell short
of their CSD 4 and NYS peers, the growth in the wnmatched cohort from 2014 to 2015 outpaced NYS and
CSD 4, which had no growth. In their August 12, 2015 issue, Chalkbeat ranked East Harlem Scholars 8t in



the Top 10 NYC public schools that had “the biggest positive change in English scores?” This is impressive
given we achieved this with just one year of NYS assessment data from which to learn. Table 5 shows that
East Harlem Scholars 4 Grade students are outperforming the district and the State in terms of Mean Scale
Score in math. In addition the growth in the #nmatched cohort from 2014 to 2015 is of significant note in light
of the fact that CSD 4 saw a decline in the mean scale score of 1.67% and the State showed no growth
whatsoever.

Furthermore, East Harlem Scholars 4t graders also experienced a significant reduction in the numbers of
students who performed at Level 1 on the 2014 Grade 3 NYS ELA and 2014 Math assessment. On both
assessments in 2015, East Harlem Scholars reduced the number of students at Level 1 by 35% on the NYS
ELA exam (31 students to 20 students) and 50% on the NYS Math exam (14 students to 7 students). This is
clearly demonstrative of the fact that the focused instructional support East Harlem Scholars is providing to
its most struggling learners is having a positive impact on their academic growth.

A closer look at SWD and FRL student performance also shows growth from 2014 to 2015. It is
important to note that East Harlem Scholars has consistently had a larger percentage of these special
populations enrolled in the school as compared with its host district and thus has been educating a greater
petcentage of academically challenged student that CSD 4.

Table 6: East Harlem Scholars SWD and FRL Table 7: East Harlem Scholars SWD and FRL
Percent Proficiency on 2014 and 2015 NYS ELA Percent Proficiency on 2014 and 2015 NYS Math

Assessment Assessment
NYS ELA NYS Math
2013-14 2014-15 2013-14 2014-15
Grade SWD | FRL | SWD | FRL Grade SWD | FRL | SWD | FRL
0% 12% 14% 30% 35% | 32% 36% 49%
—-‘ 1% [ 14% —_ 32% | 55%

While overall proficiency remained low for SWD on the 2015 NYS ELA, there was significant growth in
the absolute performance on Grade 3 students from year to year of 14 percentage points. Likewise, FRL
Grade 3 students showed marked improvement from 2014 to 2015 with an 18 percentage point increase in
the percent at proficiency levels on the NYS ELA exam. The two-year wnmatched 2015 Grade 4 cohort for
each of these disaggregated groups, also showed improvement in proficiency on this exam. Notably, with the
exception of Grade 4 ELA, East Harlem Scholars’ SWD and FRL significantly outperformed these
disaggregated groups in CSD 4 and NYS on the 2015 NYS ELA and math exam as Tables 6, 7, 8 and 9
illustrate.

Table 8: CSD 4 and NYS SWD and FRL Percent Table 9: CSD 4 and NYS SWD and FRL Percent
Proficiency on 2015 NYS ELA Assessment Proficiency on 2015 NYS Math Assessment
NYS ELA NYS ELA
CSD 4 NYS CSD 4 NYS
Grade | SWD FRL SWD FRL Grade | SWD FRL SWD FRL
3 6% 24% 8% 21% 3 14% 31% 16% 31%
4 5% 22% 7% 21% 4 9% 28% 14% 31%

Although East Harlem Scholars’ ELLs continued to struggle with proficiency on the NYS ELA
assessments (0% of Grade 3 and 4 ELLs scored proficient in 2015); the challenge they faced on this
assessment was generally consistent with ELLs in CSD 4 and the State where Grade 3 and 4 ELLs
proficiency was in the low single digit proficiency range. In math, however, as Table 10 shows, East Harlem
Scholars had stronger performance on the 2015 assessment outpacing both the CSD and NYS in every grade
except Grade 3 where the State was on par with East Harlem Scholars.

2 http://ny.chalkbeat.org/2015/08/12/ eight-top-10s-from-new-york-citys-2015-test-scores/ #.VeM3B_IViko



Table 10: Comparison of ELL performance on 2015 NYS Math assessment

Grade Scholars CSD 4 NYS
3 17% 9% 17%
4 25% 9% 15%

While East Harlem Scholars’ ELLs” performance on NYS assessments indicate a need for continued
focus and targeted instructional interventions for this group (as well as with our learners facing academic
challenges: SWD and FRL), another important metric shows that our ELLs are making progress. Based on
our performance against Title III Annual Measurable Achievement Objectives (AMAO) targets approved by
the US Department of Education, our ELLs met AMAO growth goals during 2014-15:

e  AMAOI1 requires: (1) Students will advance 1 proficiency level® on the NYSESLAT; (2) Students will
gain at least 43 points on the NYSESLAT, if they do not advance 1 level; and (3) New ELL students will
score at least an intermediate on their first NYSESLAT exam.

(o] In 2014-15, 75.6 of East Harlem Scholars” ELLs met AMAO 1, exceeding the federal standard of

67.4% by approximately 8 percentage points

e AMAO?2 requites that students must scote proficient on both the listening/speaking and the
reading/writing sections of the NYSESLAT.

o In 2014-15, 46.3% of East Harlem Scholar’s ELLs met these goals, well exceeding the federal

standard of 15.0% by more than 30 percentage points.

e  AMAO3 does not yet apply to East Harlem Scholars as it has not yet had 30 ELLs who have taken the
NYS ELA and math test.

Finally, it is important to note that in 2014-15 46% of East Harlem Scholars students who were
designated as ELL were declassified from ELL status prior to the start of the 2015-16 school year based on
the results of the 2015 NYSESLAT assessment

While we are pleased with the progress we made last year, we know we must continue to identify ways in
which to build on our strengths and address identified gaps, particularly with our founding class of 1+t graders,
now in 5% grade, for whom we must ensure their grade level acquisition of reading and writing standards. We
are confident that the modifications we made in 2014-15, which are now a permanent part of our academic
program, had a direct impact on the improved performance of our students on the NYS assessments, as early
indicators from our internal assessment results had predicted. With the recent release of the 2015 NYS
Assessment data, East Harlem Scholars’ instructional leadership will be closely reviewing the item analysis to
glean from the data where our students fell short on specific ELA and math standards in order to inform
additional curricular and instructional modifications at the grade-level, classroom-level and individual student
level. This data will also inform our professional development plan, including teacher coaching. East Harlem
Scholars education corporation board and East Harlem Scholars leadership, with support from our Partner
EHTP, are committed to ongoing reflection about our work, to making decisions that are informed by data,
and to making the necessary modifications and enhancements in response to all available data.

There is a reason why the Institute describes its framing questions for its renewal review and
recommendation as “interconnected.” The academic success we have experienced thus far is tightly linked to
the strength and stability of our organization and the soundness of finances. At the top of our organizational
structure sits a high functioning, effective and knowledgeable Board of Trustees committed to responsible
oversight of East Harlem Scholars as it continues to grow and develop in accordance with its charter towards
achievement of its mission and goals. Board membership has remained stable in the current charter term, and
notably since its inception. More than half of the current members have served on the East Hatlem Scholars
Board for more than 4 years. They bring their experience, institutional knowledge and a direct link to the
values and intentions of the school’s original founders in creating East Hatlem Scholars to the process of the
School’s growth and development. Each member enhances the expertise of the Board, and the group

> NYSED modified the proficiency level categories in 2014-15, thus in order to conduct our calculation for AMAO
targets we converted the previous proficiency categories to the new levels.



possesses a range of skills and expetiences to oversee the academic, organizational, and fiscal performance of
the School including as it plans for expansion in the next term.

There has been a process in place to continue to build capacity on the Board, whether through the
addition of new members with skills and expertise to fill identified gaps or through training of existing board
members to ensure they are knowledgeable regarding their roles and responsibilities and what compliance
means in the charter school arena. The current East Harlem Scholars Board balances continuity from its
original members, new perspectives and experiences from new members, and — importantly — institutional
overlap from EHTP’s Board, its Partner Organization, to ensure a continued supportive relationship between
the two entities. It is notable that East Harlem Scholars’ Board and EHTP’s Board were jointly recognized in
2013 as the winner of the Brooke Mahoney Award for Outstanding Board Leadership which is amongst the
highest recognitions in the nation for a nonprofit

East Harlem Scholars has established a clear organizational structure of Board, Board committees, staff,
systems, and procedures, compliant with its charter, applicable laws and regulations, which support the daily
operations of East Harlem Scholars. Importantly, the Board has a clear understanding of its roles as an
oversight body versus the roles and responsibilities of the school’s leadership staff in managing all aspects of
East Harlem Scholars’ operations. Because there is clarity in the relationship between them, the Board and
school leadership have had an extremely well-functioning relationship which has supported the development
of a well-functioning school organization. This can be said for all parties within the organizational structure:
each stakeholder has cleatly defined roles, regulating policies and procedures, and mechanisms for evaluating
effectiveness. All aspects of these components work cohesively to provide students with a learning
environment that is focused on the healthy academic, social, and physical development of the students.

As with the Board, there has been tremendous stability in the school’s leadership. Cheyenne Batista Sdo
Roque has been the School’s Principal since its inception (as well as assuming the dual role of East Harlem
Scholars Academies” Managing Director in 2012 providing oversight to the Principal of East Harlem Scholars
IT) and the stability she has brought to the leadership level has had a direct and positive impact on the growth
and development of the school’s academic program and the education corporation as a whole. Many charter
schools have experienced significant leadership turnover which in turn impacts the school’s ability to establish
a sustaining school culture and climate. This negatively affects the ability to create the foundation on which a
strong academic program can be built. Where charter schools have experienced leadership turnover and have
lost significant momentum, East Harlem Scholars has capitalized on the continuity in leadership by being able
to build on demonstrated success and create and make cohesive modifications to address gaps as the school
grew and developed.

A critical reason why Ms. Batista Sdo Roque has been able to be highly successful in her instructional
leadership of the school has been the important partnership with our Partner Organization, EHTP which
provides academic and non-academic services through an annual Shared Services Agreement. With EHTP as
a Partner providing a comprehensive range of non-academic supports, they have in effect freed the leadership
and staff of Fast Harlem Scholars to focus their efforts on implementing and continuously improving the
instruction and academic programs.

Currently, Ms. Batista Sao Roque is supported on the instructional side by the Director of Curriculum
and Instruction, the Elementary Principal-in-Residence, the Middle School Principal-in-Residence, the Dean
of Instruction, the Director of School Culture and Family Engagement and an ELA Coach. The current
instructional leadership structure allows for increased and highly individualized support for teachers and
underpins the school’s robust professional development to build and strengthen the instructional capacity of
teachers individually and collectively. The Bill and Melinda Gates Foundation contends the single most
decisive factor in student achievement is excellent teaching; East Hatlem Scholars subscribes to this belief,
and it is evident in the measures we take to support our teachers achieve excellence in their practice.

Of note is the establishment of the principal-in-residence program at East Harlem Scholars. This
demonstrates the foresight of the Board and school management in ensuring high quality individuals are
ready to step into leadership roles at the school. Instead of waiting to recruit for future leadership positions,
East Harlem Scholars made a decision to invest in a Principal-in-Residence (PIR) program whereby PIRs
would be groomed for future leadership positions in the school. Candidates for PIR positions were identified
through a comprehensive search process facilitated by EHTP as part of their Shared Services Agreement. In
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their positions, PIR’s are groomed with the expectation to ultimately assume leadership positions. Ms. Batista
Sdo Roque provides critical support and intensive training to the PIRs, who in turn, are providing critical
instructional support in their work with the instructional staff at the school. The two PIR’s who are slated to
assume the roles of Elementary School Principal and Middle School Principal (should the school’s expansion
be approved) in 2016-17 were hired during the latter half of the 2014-15 school year.

It is expected that increasing the instructional leadership team at the school will increase the retention
rate of teachers over time. East Harlem Scholars has experienced teacher turnover at higher levels than have
been desired. East Harlem Scholars’ leadership has made opportunities for soliciting feedback from teachers a
regular part of our practice. Increasing the leadership team has allowed us to offer more face-to-face,
differentiated supportt to teachers and provide more collaborative planning time. Our teachers indicated that
these were areas of need for them. Feedback from teachers has also played a critical role in making the kind
of modifications that will lead to a better work-life balance for our teachers. Such modifications include
working creatively to identify areas in the schedule that help to cut down on teacher hours such as end of
quarterly family conference. Such feedback also was the impetus to remove the teacher requirement to work
during after school hours. EHTP has played a critical role in helping make that a reality by staffing the after
school hours. Even a simple remedy of not holding after school activities in the classrooms freed up those
spaces for our teachers after school who had hoped to use those spaces at the end of the day for
collaborating with their colleagues or setting up their classrooms in anticipation of the next day’s lessons.

East Harlem Scholars has operated each year from a position of financial strength. Having financial
resources available to invest meant that the curricular and instructional modifications identified by the East
Harlem Scholars instructional leadership could be executed. The East Harlem Scholars Board and school
leadership continue to demonstrate responsible stewardship of public funds. East Harlem Scholars has
maintained strong financial health throughout the current charter term. East Harlem Scholar’s 2013-14 audit
resulted in an unqualified opinion, no major findings and no deficiencies in internal controls. The finding of
no deficiencies in internal controls reflects the strong financial practices at the school that is codified in the
School’s Financial Policies and Procedures Manual. These practices are vigilantly followed by staff on a daily
basis and reviewed and updated (if necessary) annually by the Board of Trustees. The Manual ensures sound
internal controls, fiscal responsibility and accountability in accordance with the Generally Accepted
Accounting Principles (GAAP), and rules and regulations of the Financial Accounting Standards Board
(FASB) and delineates the process by which all financial matters at the school will be handled and by whom.
The Financial Policies and Procedures Manual provides the guidelines and controls designed to mitigate risk
and liability to the School.

East Harlem Scholar’s annual audited financial statements show that for the fiscal year ending June 30,
2014 it ended the year with unrestricted net assets of $1.3 million with cash and cash equivalents of almost
$900,000. We expect to end the current fiscal year in a similar position.

East Harlem Scholars has built a school community where families are welcomed as integral partners in
their children’s education. Family engagement is one of key design elements of the school model. Over the
course of the charter term, East Harlem Scholars parents have consistently expressed a high degree of
satisfaction with the school’s academic program. This fact is borne out by a number of reliable measures.

East Harlem Scholars has administered the New York City Department of Education Schoo/ Survey to its
parents each year, beginning with the 2012-13 school year. Parents have consistently given the School high
marks regarding the school’s academic program on this annual survey. The following table highlights the
response of parents to key questions related to their satisfaction with the school’s educational program:

Table 11: Percent of Parents whose response was IVery Satisfied or Satisfied on the NYC School Survey

2012-13 2013-14 2014-15%*
How satisfied are you with the education your child has received this year? 99% 99% 95%
;Z:; satisfied are you with the overall quality of your child’s teachers this 97% 98% 94%

Another undeniable indicator of the satisfaction parents have with the school is the school’s student
retention rate. Families who enroll in Scholars tend to remain at Scholars at relatively high percentages. The
2014-15 attrition rate at Scholars was just 9%; further if we remove those students who left because they




moved away, the attrition rate drops to 7%. Significantly, as of July 7, 2015, 83%* of the students in our
founding K and 1 classes still were enrolled in the school.

Parental demand is also reflected in the number of applications East Hatlem Scholars has received for
seats in the school as well as its current waitlist numbers provide compelling evidence of parents’ satisfaction
with the kind of educational program that would be available to their children should they secure a seat at the
School. In the 2015 Student Lottery, there were 569 Kindergarten applicants for the 56 available seats and
623 applicants for seats in Grades 1-5. East Harlem Scholars has established itself as a highly demanded and
desired public school option for families of school-age children in the community.

Prospective

The primary modification that we are proposing for the next charter school is the expansion of East
Harlem Scholars to include a middle school program, Grades 6-8. It was the original intention of the
founders of East Harlem Scholars that the school should ultimately grow to serve K-8 because of the dearth
of not only strong public school options at the elementary level in CSD 4 but at the middle school level as
well. Indeed, our mission attests to the expectations of becoming a K-8 school as it states that our goal is to
“prepare students with the academic skills, strength of character and social and emotional well-being to excel
in high school and college... ”

At the time the original charter school application was written, students in CSD 4 middle schools
struggled to achieve proficiency standards as was evident by the NYS ELA and math assessments. In fact,
there has been a decades-long crisis in middle school options in CSD 4. Multiple middle schools have been
phased out in CSD 4 over the last three years. The 2015 assessment data available on the NYSED website
indicates that CSD 4 continues to be a low-performing district, where less than a quarter of all students meet
proficiency standards and where at-risk learners struggle significantly in comparison to their non-at-risk peers,
and Black and Hispanic students underperform compared with their White and Asian counterparts. The data
clearly indicate the need still exists today for quality public middle school options in CSD 4. Further, with the
tremendous academic growth experienced by East Harlem Scholars’ students in math and ELA in 2015 as
evidenced by our 2015 NYS ELA and math assessment data, we are committed to ensuring that our scholars
remain on this upward trajectory of achievement and growth when they graduate from our elementary school
program. To ensure they have this opportunity, East Harlem Scholars is proposing to add a middle school
program in the next charter term that is an extension of the student-centered and academically rigorous, K-5
learning community we have solidly established where parents are welcomed as integral and necessary
partners in their children’s education. As it has with the elementary school program, EHTP will play a crucial
part in the implementation of the middle school as part of its role as the School’s Partner.

While expansion to include the middle school grades had always been a long term goal for East Harlem
Scholars, it has been during the last year where work has taken place in earnest to design a middle school
academic and operational plan that is a seamless extension of the elementary learning community that we
have created. The most important step in planning for the middle school was the recruitment and hiring of an
exceptional leader for the middle school who would work under the guidance of Cheyenne Batista Sio
Roque, East Harlem Scholars’ Principal and East Harlem Scholars Academies Managing Director. Through a
comprehensive recruitment process facilitated by EHTP’s recruitment staff, Maureen Yusuf-Morales was
hired in early 2015 as Principal in Residence, East Harlem Scholars Middle School. Ms. Yusuf-Morales’
engagement by the school 15 months before the middle school speaks to the importance that the Board and
school leadership place in investing in the human capital that is essential in the ultimate success of the school.
In addition to the important guidance and mentorship Ms. Yusuf-Morales is receiving from Ms. Batista Sio
Roque during this extensive residency period, she is also able to engage in critical relationship building for the
middle school and work directly with the 4% and 5% graders who will be East Harlem Scholars middle school
students who will be her charges in a short time. The Board delegated the responsibility for the planning of
the middle school to the Ms. Batista Sao Roque and Ms. Yusuf-Morales. Ms. Yusuf-Morales has spent much
of this year engaged in researching middle school models that will support East Harlem Scholars’ student-

4, . .
This figure does not include students who left the school because they moved at least 25 miles away from the school or
who cited commuting challenges as the reason they could not continue.



centered model. This research, along with Ms. Yusuf-Morales’ middle school experience and the experience
of East Harlem’s leadership in educating its elementary school students, has informed the plans for the
educational program of the middle school. The planning for the East Harlem Scholars” middle school has also
included support from EHTP leadership in examining the feasibility of expansion from a facilities
perspective, the needs from a staffing and organizational perspective and the long-term sustainability from a
budgetary perspective. The work to plan for middle school expansion continues this year and we will
continue to seek the input of our community through surveys and parent meetings regarding our growth plan.

East Harlem Scholars has designed a middle school model that is aligned with the three key traits of
successful middle schools and the environment that must exist in the schools to exploit these traits that have
been identified by The National Forum to Accelerate Middle-Grades Reform’s Schools to Watch Initiative (a
U.S. Department of Education Investing in Innovation winning grantee). According to the Schools to Watch
Initiatives, high performing middle schools are: (1) academically excellent—these schools challenge all students to
use their minds well; (2) developmentally responsive—these schools have an awareness of and sensitivity toward
the unique developmental needs of eatly adolescents; and (3) socially equitabl—they capitalize on early
adolescents’ obsession with fairness by being a trustworthy and democratic community where every student
feels a connection to at least one adult in the building. To achieve this level of performance, Schools Watch
Initiative notes that high-performing schools have created communities where norms, structures, and
organizational arrangements are established to support and sustain their trajectory toward excellence. They
have a sense of purpose that drives every facet of practice and decision-making,.

As it is in the elementary school, instruction in the middle school will continue to be student-centered
with the Gradual Release of Responsibility model providing the overall framework. Instructional practices will
be aligned with the way the adolescent brain learns based on the body of research in the field. This means
avoiding cognitive overload by chunking concepts, checking for understanding after every chunk (as opposed
to at the very end of the lesson), connecting new concepts to background knowledge (short term memory to
long term memory), using practices that require 100% participation of all students so that every student is
engaged in classroom instruction (active participation), and incorporating visual instructional plans.

Students will engage in core academic courses, ELA, math, science and social studies. In addition, they
will continue to learn Spanish and engage in physical education and the arts. New to middle school will be the
Advisory Period and the opportunity to take electives. The goal of our middle schools electives and specials,
like that of the elementary school specials, is to ensure that our students can explore and develop multiple
intelligences, build passions and discover new interests to build character, skill and realize their best possible
selves. Among the electives that Hast Harlem Scholars is currently considering are Poetry, Robotics and
Theatre. Facilitated by an East Harlem Scholars staff member, Advisory Periods are an important component
of our school mission as we provide emotional and socials skills and support in addition to our academic
classes. Advisory periods will provide students formal opportunities to focus with the advisory mentor and
with each other on (1) social and emotional development; (2) character education and leadership and (3) their
transition from elementary school to middle school and the transition from middle to high school.

Middle school will have a departmentalized structure with students receiving instruction from subject-
based teachers. The middle school will also shift away from the co-teaching model of the elementary school
where two certified teachers co-teach in each K-5 classrooms (including one classroom at each grade level
which is an ICT classroom). In middle school, co-teaching will not be an explicit part of the instructional
model; however, it may be used in certain cases during the school year in different ways. Co-teaching will also
occur with the subject teacher and learning specialists in cases where these teachers provide push in support
to targeted students in the classroom. The middle school will continue to offer robust instructional supports,
including comprehensive staffing, to ensure the needs of our ELLs, SWD and FRL are met.

Coinciding with the work to secure our permanent facility, East Harlem Scholars’ Board and school
leadership carefully studied whether and how it could expand to middle school while ensuring that the
academic and operational needs of the entire K-8 community would be met in a programmatically,
operationally and fiscally stable and sustainable way. The work included looking at models for organizational
structure and the staffing needs from a leadership/administrative, instructional and operational perspective.

> http:/ /www.middlegradesforum.org/index.php/school-to-watch/what-is-school-to-watch
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The resulting model will have Ms. Batista Sio Roque completing her transition from her dual role as
Founding Principal and Managing Director of Fast Harlem Academies to the single role of full time
Managing Director of East Harlem Scholars Academies providing oversight to both charter schools operating
under the education corporation. The East Harlem Scholars elementary and middle school Principals will
report directly to Ms. Bastista Sio Roque as will the East Harlem Scholars II Principal. As noted, previously,
East Harlem Scholars has already hired PIRs who are expected to assume the leadership positions in the
elementary school and middle school in the second charter term.

There was no question from the facilities perspective whether the middle school could be
accommodated. In fact, the facility could be built to suit the needs of the school as a K-8 community. EHTP
provided support in developing long range budget plans for the K-8. We wanted to ensure not only that the
school could support the expansion but could also continue to build a robust financial reserve in order to
ensure the school’s long-term financial health. All these analyses have pointed to the ability for East Hatlem
Scholars to expand to middle school in a successful and sustainable way.

Finally, there is no question that the Board has the capacity to oversee a K-8 school. It has demonstrated
their effective and sound oversight of not just East Harlem Scholars but East Harlem Scholars II. East
Harlem Scholars brings the strength of its governing body and its Partner Organization, EHTP, to the growth
and development of its proposed middle school. East Hatlem Scholars has had a cleatly articulated
governance structure, which has demonstrated success in ensuring the school’s compliance with all applicable
laws and regulations. The Board is highly functioning and stable, comprised of dedicated individuals with the
requisite capacity, expetiences, and skills for effective oversight of a successful K-8 school that will fulfill the
mission and goals of its charter. As East Harlem Scholars adds the middle school program and continues to
grow and evolve as a K-8 community, the needs of the school may also change. The Board has demonstrated
that it has an effective Board development plan in place to evaluate its performance and judiciously add new
members to ensure its capacity to meet the school’s changing needs over time.

Conclusion

East Harlem Scholars has made significant progress during the first charter term in delivering upon its
mission. This fact is evident in our small learning community with a rich and challenging curriculum, an
unwavering focus on developing the whole-child, high expectations, data-driven instruction, and research-
based best practices with the organizational integrity and resources (including those of our Partner
organization EHTP) to sustain, enhance and expand our program during its next charter term.

East Harlem Scholars’ distinctive program in the renewal term will continue to reflect its key design
elements, which serve as the cornerstones of its quality instructional program. These components distinguish
the School’s unique model, and embody the spirit of the charter movement in providing the families of CSD
4 with an innovative, highly accountable, and superior educational option that improves student achievement
for all learners where families and the larger community are embraced as pivotal players in the success of their
children. East Harlem Scholars remains dedicated to its mission. Notwithstanding that we must continue to
ensure high levels of achievement for all learners in our school, we believe we have demonstrated success in
establishing a solid learning community and importantly the strong fundamentals to continue to grow,
develop, adapt and improve. This comprehensive renewal submission provides documentation of how the
School has enhanced its instructional program, including in response to identified challenges, to implement a
more effective model in support of high student achievement. It also illustrates the careful measures East
Harlem Scholars has taken in its proposal for expansion to a full K-8 model. We believe we have
demonstrated that we are deserving of an unconditional five year renewal term along with the approval to
serve the middle school grades. We respectfully submit our charter renewal application for consideration. As
East Harlem Scholars completes its current charter term and prepares for the next, it will continue to focus
on improving student outcomes and maintaining a sustainable educational model. The Board, leadership
team, instructional staff, and families look forward to the opportunity to fully accomplish the ultimate goal of
East Harlem Scholars’ mission to promote student achievement and develop the next generation of young
people from East Harlem who will lead in their communities and realize their best possible selpes.
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ASSURANCES

The Education Corporation provides the following assurances:

1.

Exterior signage identifying the charter school is in place at each facility utilized by the
school.

Appropriate exit signage and/or fire evacuation maps are in place in each room occupied or
utilized by the school.

Fire extinguishers on all floors occupied by the school have been inspected by duly qualified
personnel within the past calendar year or as required by applicable law.

All electrical rooms, mechanical rooms, breaker or fuse boxes or other hazardous areas off
limits to students are locked except when access is required by authorized personnel.

Required state and federal employment laws are posted in an area that staff can readily
access/review them.

All student records (academic, IEP, health, etc.) are stored in lockable storage containers or
password protected electronic storage systems.

1. Each student record file contains a FERPA Access Log to indicate who has accessed the
file. (See the FERPA guidance at www.newyorkcharters.org/confidentiality-student-
records/ for more information).

2. The school maintains a list of staff members that have access to files.
3. The school maintains a FERPA list of records typically found in a student file.

4. Copies of student IEPs have been distributed to classroom teachers and are stored in
lockable storage containers or password protected electronic storage systems.

The education corporation has implemented a fingerprint/Livescan policy consistent with
Institute policy (which requires that at least two staff members verify the clearance of each
new employee/contractor hired by the education corporation prior to employment)
(available at www.newyorkcharters.org/criminal-background-checks-fingerprinting/); and all
cafeteria, maintenance and transportation personnel regardless of whether employed by
the education corporation are covered by the policy.

A copy of the school’s complaint policy is on file in the school office and accessible to
parents.

The school’s Freedom of information Law (FOIL) notice is posted in the school office or
another location accessible to parents and staff. (See the FOIL guidance at
www.newyorkcharters.org/freedom-information-law-foil/ for more information).

1. The school maintains a category list of records held by the school.
2. The school maintains a list of employees, their work stations, titles and salaries.

3. The school’s website contains required FOIL information.

Application for Charter Renewal



10.

11.

12.

13.

Charter Schools Institute
The State University of New York

The education corporation provides a media notice regarding each board meeting in
accordance with the Open Meetings Law.

1. The education corporation posts information regarding board meetings on its website in
accordance with the Open Meetings Law.

The education corporation distributes its Code of Ethics to all new employees, officers and
trustees in accordance with the General Municipal Law.

The education corporation is not in material default of any bond, loan or other financial
agreements.

The school maintains an inventory of school property in accordance with the education
corporation’s inventory policy.

REQUIRED SIGNATURES

Education

School Leader ] ) e Corporation XM
Signature: e Board Chair o

Signature:

Application for Charter Renewal
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INTRODUCTION

Purpose of Manual

East Harlem Scholars Academy Charter School (EHSACS) is committed to developing
and maintaining financial policies and procedures that ensure sound internal controls,
fiscal responsibility, transparency and accountability in accordance with the generally
accepted accounting principles (GAAP) practiced in the United States, and the rules and
regulations established by the Financial Accounting Standards Board (FASB). EHSACS
will follow all the relevant laws and regulations that govern the Charter Schools within
the City and State of New York. As a nonprofit organization, EHSACS is entrusted
with funds granted by the Federal, State and City government agencies, Corporate,
Philanthropic Foundations and individual contributors. Defined financial policies and
procedures will enable the school to meet its financial needs and obligations, ensure
long-term financial stability and viability, safeguard its tangible assets, human capital,
be in good standings with the community and funding sources and comply with its
mission statement.

Financial Leadership and Management

The financial management team of EHSACS consists of:
e Board of Trustees,
e Chairman of the Board of Trustees,
e Treasurer of the Board
e Finance Committee of the Board of Trustees,
e Principal,
e Director for Operations (DOO),
e Bookkeeper,
e Office Manager,
e Financial Consultants

The Financial Management Team outlined above is accountable for the day-to-day fiscal
responsibilities of EHSACS. The Board of Trustee’s primary obligation is to serve as the
School’s oversight and policy-making body. The Board of Trustees will meet seven times
per year to ensure that its fiduciary duty is maintained. The Board of Trustees will be
responsible for selecting an audit firm on an annual basis, reviewing the Financial
Policies and Procedures manual on an annual basis, and working with the school’s
finance team to review the monthly financial statements.
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The Board of Trustees shall be responsible for the primary oversight of the school’s
financial matters as defined by the Board’s established bylaws. The Principal, DOO and
Bookkeeper of EHSACS will have the primary responsibility of executing all financial
matters. The Fiscal Management Team will collectively work to make certain that all
financial matters of the organization are properly addressed with care, integrity, and
accuracy in the best interest of EHSACS. The Principal, DOO and Bookkeeper are
accountable for administering the school’s adopted policies and ensuring compliance
with procedures that have been approved by the Board of Trustees.

Changes to the Financial Policies and Procedures Manual

This document establishes the policies and procedures for the fiscal and administrative
functions conducted by EHSACS. It is the responsibility of EHSACS Management to
periodically review and revise the Financial Policies and Procedures manual as needed.
The Board of Trustees must approve the manual on annual basis as well any
amendments as needed. Any violation of these policies and procedures is considered to
be cause for termination or removal and, depending upon the nature of the infraction,
civil and/or criminal prosecution.

Financial Policies

1. EHSACS shall comply with the laws, rules, and regulations applicable to it in regard
to financial matters and with the terms of the contract by which it is bound.

2. Control procedures shall be in place to ensure the security and proper management
of the organization’s tangible and intangible assets.

3. Timely and accurate financial information shall be compiled to fulfill all reporting
and management requirements.

Fiscal Year

The fiscal year of EHSACS is from July 1t to June 30th.
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INTERNAL CONTROL STRUCTURE

Background

This manual establishes and describes the fiscal policies and procedures of EHSACS
that have been established to achieve EHSACS's objectives. The control structure
represents policies and procedures that affect EHSACS's ability to process, record,
summarize and report financial information. This structure is established and
maintained to reduce the potential unauthorized use of EHSACS’s assets or
misstatement of account balances. The contents of this chapter will demonstrate the
internal controls that will be implemented to provide reasonable assurance regarding the
achievement of objectives in the following categories; (1) Effectiveness and efficiency of
operations; (2) Reliability of financial reporting; and (3) Compliance with applicable
laws and regulations.

The following four essential elements make up the internal control structure.

1. Internal Control Environment

By implementing internal controls EHSACS establishes the importance of enforcing and
maintaining accountability, transparency and accuracy in their day-to-day financial
transactions.  Factors that impact the internal control environment can include
management and Board philosophy; organizational structure; ways of assigning
authority and responsibility; methods of management and control; personnel policies
and practices; and external influences such as significant donor expectations.

2. Accounting System

EHSACS has implemented an accounting system consisting of processes and
documentation used to identify, compile, classify, record and report accounting
transactions. These processes were established to: (1) identify and record all of the
organization’s fiscal transactions; (2) describe the transactions adequately in order to
allow proper classification for financial reporting, and (3) specify the time period in
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which transactions occurred in order to record them in the proper accounting period.

3. Internal Control Procedures

EHSACS has adopted a number of internal financial controls. These procedures are set
up to strengthen EHSACS's internal control structure in order to safeguard the
organization’s assets. The internal financial controls consist of the following:

Segregation of Duties: A hierarchical structure of authority and responsibility has been
developed at EHSACS. Tasks are divided and allocated to guard against one individual
having the ability to make an accounting error (either knowingly or unknowingly). This
protects the school from any potential fraud or misappropriation of funds. In situations
where there are an insufficient number of employees to achieve this because of budget
constraints, a compensating control has been created at the school.

Restricted Access: Physical access to valuable and moveable assets is restricted to
authorized personnel.

Document Control: In order to ensure that all documents are captured by the
accounting system, all documents must be initialed and dated when recorded and then
tiled appropriately.

Records Retention: Records will be maintained for the periods sufficient to satisfy IRS
regulations, federal grant requirements, OMB A133 audit requirements, if applicable,
and other legal needs as may be determined. Record retention requirements are
reviewed annually with legal counsel and independent auditors to determine any
necessary changes.

Processing Controls: These are designed to identify any errors before they are posted to
the general ledger. Common processing controls are the following: (1) Source document
matching; (2) Clerical accuracy of documents; and (3) General ledger account code
checking.

Reconciliation Controls: These are designed to identify any errors after transactions
have been posted and the general ledger has been run. The process involves reconciling
selected general ledger control accounts to subsidiary ledgers.

Annual Independent Audit: EHSACS's financial statements are audited annually by an
independent audit firm selected by the Board of Trustees.

Security of Financial Data: The school’s accounting software is accessible only to the
Bookkeeper, DOO, Principal, Board Chairperson, Treasurer and Financial Consultants.
Individual user names and passwords will be issued for every user and their access will
be limited according to their functionality and role within the school. All other hard
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copies of financial data, when not in use, will be secured in a designated area at the
school.

Risk Assessment: This is designed to identify, analyze, and manage risk relevant to the
preparation of accurate financial statements. It includes mitigating risks involving
internal and/or external factors that might adversely affect the school’s ability to
properly record, process, summarize and report financial data.

4. Accounting Cycle

The accounting cycle is designed to accurately process, record, summarize, and report
transactions of EHSACS. EHSACS will maintain their accounting records and related
financial reports on the accrual basis of accounting. Under the accrual basis of
accounting, revenues are recognized when earned and expenses are recognized when
obligations are incurred (goods transferred or services rendered).

The component bookkeeping cycles fall into one of five primary functions:
1) Revenue, Accounts Receivable and Cash Receipts

Key tasks in this area include:
e Processing cash receipts
e Making deposits
e Recording cash receipts in the general ledger and subsidiary records
e Performing month-end reconciliation procedures
e Processing general ledger integration for private donations/revenue
e Processing wire transfers into school accounts
e Processing wire transfers out of school accounts

2) Purchases, Accounts Payable and Cash Disbursements

Key tasks in this area include:
e Authorizing the procurement of goods and/ or services
e Processing purchases (credit/debit cards, check, reimbursement)
e Processing invoices
e Issuing checks
e Recording checks in the general ledger and in cash disbursement journals
e Performing month-end reconciliation procedures
e Year-end reporting: Preparing 1099 forms
e Processing wire transfers out of school accounts
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3) Payroll

ADP, an outside service provider, will perform the payroll process. Their
responsibilities include calculating appropriate amounts for employee and employer
deductions related to taxes remitted to the Federal, State and City government
agencies and voluntary and/or statutory deductions that may or may not require
remittance to retirement plan trustees and garnishees, etc.

Key tasks in this area include:
e Tracking and recording payroll information
e Submitting information to ADP for processing
e Preparing payroll checks and depositing payroll taxes
e Performing quarterly and year end reconciliations
e Preparing quarterly payroll tax returns
e Preparing W-2s, the W-3, and other annual payroll tax returns

4) General Ledger and Financial Statements

Key tasks in this area include:
e Preparing monthly journal entries
e Reconciling bank accounts and other general ledger accounts
e Reviewing general ledger activity and posting adjusted journal entries
e Producing the financial statements
e Producing the annual budget

The general ledger process consists of posting the period’s transactions to
QuickBooks (the accounting software), which produces the financial statements.

5) Budgets and Financial Reporting

The Principal and DOO are responsible for creating and updating 5-year budget
projections (as required) for the school as well as the school’s annual operating
budget of income and expenses. The operating budget and the 5-year projection are
reviewed and approved first by the Principal and DOO, then by the school’s Board
of Trustees and modified as necessary, with approval by the last day of the closing
fiscal year.
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Budgets

The budgets are created and updated per program annually based on actual
expenditures and programmatic changes that occur during the fiscal year. Creation
of the annual operating budget is an iterative process led by the Principal and the
DOO. This input is necessary to ensure enrollment is accurately represented per the
charter agreement, and to make certain the staff can properly support the proposed
number of enrolled students. Critical school program expenses should be
represented in the budget to ensure reality is properly reflected. Historical
information is used when available and applicable. The iterative process is repeated
until the overall budget fairly represents the educational programs revenues and
expenses for the operating budget.

Once complete, the Principal and DOO present the overall budget to the Board of
Trustees for review and approval. The budget must be approved and passed by
June 30t before the start of the new fiscal year. Once approved, the implementation
of, and accountability for, the budget is the sole responsibility of the Principal &
DOO.

After approval, the Bookkeeper uploads the budget into the accounting system. This
budget is then used to run several monthly budget analysis reports. The following
budget analysis reports are prepared by the Bookkeeper and submitted to the
Principal, DOO and Treasurer monthly; 1) Budget vs. Actual Report and, 2) Budget
vs. Forecast Report on a monthly basis. Budget vs. Actual variances of $5,000.00 or
more are described in the notes section of the report. The DOO, Principal and
Treasurer are responsible for making sure that significant differences are thoroughly
researched and ultimately identified as either permanent or temporary. In the event
that the variance significantly impacts the budget; the Principal and DOO will
ensure that a contingency budget is prepared.

From a day-to-day operational standpoint, the Principal, DOO and Bookkeeper may
work with the Financial Consultants, the Finance Committee or the Chairperson of
the Board of Trustees to resolve questions or issues related to the budget.

Financial Reporting

One week before each Board meeting, the following will be sent to the Board for
review: (1) the budget vs. actual report for the operating budget;

(2) the budget vs. forecast report for the operating budget; (3) the budget vs. actual
report for the capital budget; (4) the budget vs. forecast report for the capital budget
(5) balance sheet; (6) the enrollment budget vs. actual report per grade for General
Education and Special Education students. The Treasurer will present these reports
to the entire Board at each meeting. Cash flow projections may also be provided
through the end of the fiscal year to identify the months that cash flow may run
negative.
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At the end of the year, the following key financial statements are produced:
1) Balance Sheet
2) Income Statement

3) Statement of Cash Flow

4) Statement of Functional Expenses
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PROCESSING CASH RECEIPTS AND REVENUE

Background

EHSACS receives revenues from the following primary sources:

e Federal Government
e State Government

e City Government

e Corporations

¢ Foundations

e Individuals

If total federal support for the fiscal year should exceed $500,000, an additional audit
under the guidance of OMB Circular A-133! will be conducted by the independent
audit firm.

Processing and Recording Cash Receipts

The Bookkeeper is responsible for recording cash receipts, EFT’s and for generating
checks in the accounting system and assigning them to the correct GL accounts. The
Financial Consultants will periodically audit and review all transactions for accuracy
and proper supporting documentation.

The Office Manager sorts and delivers all the mail.

e Any mail addressed to a specific staff member should be stamped as “Received”
with the date, and transferred, unopened, to the addressee.

e Any mail addressed generally to the school that is not a vendor statement,
city/state/federal agency, a credit/debit card statement or bank statement will
be transferred to the Business Office unopened for review.

e Magazines and catalogs addressed generally to the school do not need to be
stamped, but should be transferred to the appropriate individual.

1 OMB Circular A-133 Revised 2007; http://www.whitehouse.gov/omb/assets/al33/a133 revised 2007.pdf ; access
on 07/2010
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Upon receipt of a credit card statement:

e The unopened envelope should be stamped as received and dated by the Office
Manager.

e The envelope should then be transferred immediately to the Bookkeeper, or held
in a locked, secure location.

e Once the Bookkeeper receives the envelope, s/he should open and review the
contents.

e Upon review s/he must mark the statements as follows, “Reviewed by” (with
initials and date) and “Approved by” (with signature) and attach any
appropriate documentation.

e The DOO will review and sign for payment the credit card statement with the
attached proper documentation.

e These statements should then be transferred immediately to the Principal for
review, approval, payment and filing.

Mail that appears to contain a check should be:

e Left unopened and stamped as received and dated by the Office Manager.

e The envelope should then be transferred immediately to the Bookkeeper, or held
in a locked, secure location. Once opened by the Bookkeeper; all checks must be
stamped immediately in the designated endorsement area with “For Deposit
Only”, the appropriate bank account number and the name of the school.

e The Bookkeeper will make a copy of the check, record the receipt of it in the
Cash Receipts Log, maintained as an ongoing Excel file. The Cash Receipts Log
file will be emailed to the DOO.

The Bookkeeper will be responsible for making all deposits. When reasonably possible,
deposits must be made daily or no later than the next banking day. At the latest, checks
must be deposited no later than the next banking day. Checks that cannot be deposited
immediately will be placed in a locked location. Before the check is deposited, the
Bookkeeper will prepare a deposit slip, copy it, and staple this to the copied check.
When deposited, a deposit receipt with bank-endorsed proof of deposit will be obtained
for each check.

After the check has been deposited, the Bookkeeper records the receipt of funds in the
accounting system, organized by check number, date and name. If an invoice has
already been created, then the deposit will be applied against the outstanding
invoice(s). If not, a sales invoice is created, recognizing the revenue in the correct
month(s). If the cash is not yet earned, it will be applied against the deferred
revenues/unearned income general ledger account.

The Bookkeeper prints a Cash Receipts Journal to show the transaction as posted in the
accounting system. This (or a document showing an invoice has been paid) is attached

to the front of the copy of the check, copy of deposit slip, deposit receipt with bank-
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endorsed proof of deposit, and any correspondence that arrived with the check.
Together, these documents comprise the Cash Receipts Packet for the respective
transaction, with the Cash Receipts Journal on top. The Cash Receipts Packet is
submitted to the Principal for approval. The Principal verifies that the QuickBooks
entry reflects the same data as the copied check and proof of deposit, and initials and
dates all documents to indicate approval. Once signed, the Bookkeeper files the Cash
Receipts Packet in the Cash Receipts and Transfers files, separated by bank account and
in date order. All cash receipts and authorized transfers between accounts will be
maintained in each fiscal year’s Cash Receipts and Transfers files.

Processing and Recording Revenue

Typically, grants received will be accompanied by specific agreements that explicitly or
implicitly restrict their use and which impose unique reporting requirements - financial
as well as performance. EHSACS's accounting and documentation system must be such
that it is capable of meeting the individual requirements imposed by such grant
agreements. Job codes and/or class codes will be attached to applicable expenses and
assets so that associated grant revenues may be earned on an accrual basis. Inasmuch as
the quality of grant agreements impacts its financial strength, EHSACS is committed to
absolute adherence to this requirement in its reporting system. Accordingly, a reporting
calendar shall be established wherein grantor accountability deadlines are tracked for
compliance purposes.

Revenue Recognition for Grants

In instances where grant funds are received in advance of EHSACS expending money
applicable to the grant, the grant funds are recorded in the accounting system as
deferred revenue or a liability until the applicable expenses have been incurred. If the
grant funds are received after the school has already expended money on goods or
services that are covered under the grant, the grant funds can be recorded as revenue at
the time of receipt. If the school has expended part of the grant before receiving the
actual funds, the only funds that may be recorded as revenues are those that have
already been spent. A corresponding receivable must also be booked to reflect the grant
funds owed the school for the corresponding amount of funds expended. Any
remaining grant money must be recorded as deferred revenue or a liability until the
time the funds are actually expended by the school.
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Pledges or Grants Receivable

A pledge is defined as an unconditional promise to give cash or other assets. GASB 33
requires that promises of private donations should be recognized as receivables and
revenue in the accounting period in which they are verifiable, measurable, and probable
of collection and all applicable eligibility requirements have been met.

When revenues are earned yet the cash has not been received for all or a portion of the
grant/pledge, a receivable is recorded in the accounting system and revenue
recognized. When EHSACS receives an unconditional pledge, it will be acknowledged
in a numbered letter and sent to the donor. The Bookkeeper will enter the amount of
the pledge into the general ledger. If the pledge goes beyond a year, the pledge amount
recorded must be discounted to its present value. The school will only record the
pledge as a receivable and recognize revenue when an unconditional promise is made
in writing. The Principal and the Development Team will evaluate all pledges quarterly
to verify that each item is still collectible and has been recorded properly in the
accounting system.

Revenue Recognition for Per-Pupil Funding

Per-pupil funding is received by EHSACS on a bi-monthly basis, but recognized as
revenues on a monthly basis. Revenue recognition journal entries are entered by the
Bookkeeper and reviewed for accuracy by the Financial Consultants.

Donated Goods and Services

Donated goods and services can include office space, professional services such as
outside counsel’s legal advice, food, clothing, furniture and equipment, or bargain
purchases of materials at prices less than market value. In addition, volunteers can
provide free services, including administrative services, participation in fundraising
events, and program services that are not accounted for. The Bookkeeper records
donated services in the system at fair value or avoided cost, as determined by the donor
and documented in writing. General Ledger entries are recorded to recognize the in-
kind revenues and in-kind expenses.

Pre-Numbered Contributions Acknowledgment Letter

When a school receives a donation a pre-numbered contribution acknowledgement
letter stating the value of the donation is drafted by the Office Manager, signed by the
Principal and sent to the donor. A copy of this letter is forwarded to the Bookkeeper
attached to the check once received and filed in the Cash Receipts or Transfers file
under the proper bank account, in date order.
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Processing and Recording Additional Monies Collected

EHSACS's staff will periodically receive monies related to lunch, uniforms and field
trips. The staff must complete and sign the Cash Receipts Form and submit both the
monies collected and the form directly to the Office Manager. The Office Manager will
be held responsible for counting the monies received and reviewing the Cash Receipts
form for accuracy. S/he then records the information in the Cash Receipts Log. The
form and monies are given to the DOO for review.

The Bookkeeper will then deposit the funds and will then record the cash receipt in the
accounting system. The Cash Receipts package (deposit slip and deposit summary
from QuickBooks) will be submitted to the DOO to compare to the Cash Receipts Log
and returned for filing.

Accounts Receivable Aging

Accounts receivables outstanding are aged on a thirty, sixty, ninety, and over-ninety
day basis. The Bookkeeper should review the accounts receivable aging monthly,
determine which invoices are collectible, and follow the necessary requirements based
on the type of funding, in order to collect. For accounts receivable deemed uncollectible,
the Bookkeeper will confirm that the Principal and/or DOO are in agreement, then
credit and debit the appropriate revenue and accounts receivable general ledger codes.
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PROCESSING PURCHASES AND ACCOUNTS PAYABLE

Background

EHSACS procures only those items and services that are required to fulfill the mission
and/or fill a bona fide need. Procurements are made using best value contracting,
which entails assessing the best value considering quality, performance and price.

The DOO who has the annual responsibility of reviewing the newly approved budget
to uncover patterns of orders and opportunities for clustering orders to achieve volume
discounts.

EHSACS adheres to the following objectives:

1.

NSO

Procurements will be completely impartial based strictly on the merits of
supplier and contractor proposals and applicable related considerations such as
delivery, quantity, quality, etc.

The school will make all purchases in the best interests of the school and its
funding sources.

The school will obtain quality supplies/services needed for delivery at the time
and place required.

The school will buy from reliable sources of supply.

The school will obtain maximum value for all expenditures.

The school will deal fairly and impartially with all vendors.

The school will be above suspicion of unethical behavior at all times; avoid any
conflict of interest, related parties or even the appearance of a conflict of interest
in EHSACS supplier relationships. The school’s conflict of interest policies are
described in its bylaws.

In all purchasing situations, EHSACS utilizes the following procurement guidelines:

If the vendor has a contract with New York City and/or New York State then
they are called “preferred vendors” and no bidding is required.

If the vendor’s price is lower than the New York City and/or New York State
approved vendor pricing for comparable products/services then no bidding is
required.

If the vendor is providing a unique service or product that is not offered by other
vendors then they are called “sole vendors” and no bidding is required.

19|Page



However, it does require a letter describing the unique service.

e If the vendor is not a “preferred vendor” or a “sole vendor” then a competitive
bidding procedure is put into effect. This only applies to purchase orders with a
total exceeding $20,000.00. A description of the competitive bidding procedure
follows.

Competitive Bidding Procedure

o Contracts and/or purchases under $20,000.00 - The school uses sound business
practices when procuring goods and services for amounts less than $20,000.00.

o Contracts and/or purchases greater than $20,000.00 - The school seeks price
quotes from at least three vendors and awards the contract to the qualified
vendor offering the supply or service needed for the lowest price. The DOO is
responsible for soliciting and documenting these quotes and two of the Principal,
Board Chair, or Board Treasurer must provide final approval. Award may be
made to a vendor other than the low bidder in circumstances where the higher bid
demonstrates best value contracting procedures to the school. In such situations,
the DOO shall prepare a justification statement for such awards, furnishing a brief
explanation of the factors leading to such a decision.

Approval
Approval for purchases is garnered by filling out a Purchase Request & Order (PRO)
form.

A PRO form can be solicited and filled out by any qualified EHSACS employee. The
completed forms are submitted to the Office Manager for review. The Office Manager
reviews the forms for accuracy of dates, account coding, quantities, and arithmetic
extensions and forwards to the Principal or DOO for initial approval. Purchases totaling
$9,999.00 or less require the signature of the DOO or the Principal. Purchases over
$10,000 require the signature of both the DOO and Principal. Purchases over $10,000
made by either the Principal or the DOO must have additional approval from either the
Treasurer or Board Chairperson. The approved PRO form is then returned to the Office
Manager for processing.

If necessary, teachers may occasionally purchase supplies directly from vendors and
apply for reimbursement. Further information regarding expense reimbursement is
provided later in this chapter.

Issuance and Monitoring of Purchase Orders

The DOO works closely with the Principal to ensure that all necessary instructional and
administrative purchases are made in a timely and cost-effective manner and, when
applicable, in accordance with grant restrictions.
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It is imperative that for all products and services a Purchase Request & Order form be
filled out and approved as outlined above. The DOO is responsible for ensuring
adherence to the school’s procurement guidelines and determining whether the order
exceeds the thresholds requiring competitive bidding. All purchasing thresholds apply
to the entire order, not single items. The DOO is responsible for conducting all
competitive bidding procedures, when required. In these cases, all documentation of
applicable bids and/or quotes obtained will be retained and filed as a packet in the
Competitive Bidding Binder, organized by the check number that ultimately paid for
the item(s) in the order.

The Office Manager assigns a purchase order number to the approved PRO Form and
forwards it to the DOO for second approval. For second approval, PRO forms totaling
$999.00 or less require the signature of the DOO or the Principal. PRO forms totaling
$9,999.00 or less require the signature of the Principal. PRO forms totaling $10,000 or
above require approval from the Treasurer or Board Chairperson. Once the PRO form
has all approval signatures as required above, it is returned to the Office Manager who
sends the order to the vendor, accompanied by any required documentation.

Receipt of Goods

All goods purchased by the school are delivered directly to the school. It is the
responsibility of the Office Manager to sign for delivery and maintain a log of all
deliveries received. This log is forwarded to the DOO daily. The Office Manager is
responsible for opening the box (es) and obtaining the packing slip(s). The packing slip
will be reviewed for accuracy, stamped as received, signed and given to the DOO. The
DOO will check the packing slip against the original PO. In instances where there is no
packing slip, a Receipt Acknowledgement Form is to be filled out. If everything is
correct and the contents of the entire purchase were received and documented on the
packing slip, the packing slip will be stapled to the rear of the original PO. This packet
is then filed in the Purchasing Binder under the Fully Received tab in order by vendor
name. If only part of the purchase was received, the packing slip for the received items
is stapled to the back of the original PO and the packet is filed under the Partially
Received tab in order by vendor name, until the remaining items are received.

If everything is not correct with the order, the Office Manager will contact the vendor

for a return/credit to the account. When discrepancies occur, they are investigated and
resolved by the DOO.

21|Page



Exemption from Sales Tax

EHSACS is exempt from state and federal tax. As such, the school is exempt from sales
taxes on goods purchased for their own internal use and services. It is the responsibility
of the DOO and Principal to ensure that all vendors have a copy of the sales tax
exemption letter allowing the organization to be exempt from sales taxes.

Reimbursable Expenses

In situations where a purchase is required in short order, staff may make the purchase
with their own funds and apply for reimbursement after the purchase is made. The
limit for these discretionary funds is $250 per classroom per year.

Teachers will also get $250 per classroom per year of reimbursable expenses that have
been pre-approved by the DOO (or principal in the absence of the DOO) via the
Expense Reimbursement form. Expenses that have not been pre-approved will not be
reimbursed, beyond the discretionary stipend. In the event that the DOO require
reimbursement, the Principal must approve his/her expenses. It is the employee’s
responsibility to seek approval prior to incurring costs. Receipts are required for all
expenditures requiring reimbursement.

Once expenses have been incurred, requests for reimbursement must be made within 30
days of expense via an Expense Reimbursement form. All receipts should be attached to
the form, along with a copy of the original Expense Reimbursement Pre-Approval form.
These documents are submitted to the DOO for review and approval. Upon approval,
they are forwarded to the Bookkeeper for processing.

Employees should note that the school is tax exempt and therefore does not reimburse
employees for tax. A copy of the Tax Exempt Certificate may be obtained from the
DOO.

Business Travel Expenses

Travel arrangements will be arranged by the DOO and pre-paid by the school
whenever possible. In situations where expenses are incurred during the course of
business travel, staff may apply for expense reimbursement. Expectations for daily
expenses or per diem allowances will be determined prior to the employee trip.
Employees must file for reimbursement in the manner described in the above section.
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Receipts are required for all expenditures requiring reimbursement, and requests for
reimbursement must be made within 30 days of expense.

Mileage Reimbursement

All employees are reimbursed at the standard mileage rate per mile as determined by
the Internal Revenue Service for use of their own vehicle for business-related travel.
Parking fees and tolls paid are reimbursable if supported by receipts. The
reimbursement for business miles driven is $0.55.

All employees requesting such mileage reimbursement are required to furnish a Travel
Report containing the destination of each trip, its purpose and the miles driven, parking
fees and tolls. All corresponding receipts must be taped to blank sheets of paper and
attached to the Travel Report. This packet must be submitted to the DOO (or Principal
in the absence of the DOO) for approval within 30 days of the travel date in order for
the employee to receive reimbursement. Traffic and/or parking violation tickets will
not be reimbursed under any circumstances.

Credit Card Purchases

EHSACS holds a credit card under the East Harlem Tutorial Program’s account that
will be paid by EHSACS. The credit card may be used for expenditures up to $5,000.
All credit card purchases/payments must be pre-approved via the Credit Card
Purchase Request form based on the purchasing guidelines and policies outlined
previously. Only the DOO, Principal, and Office Manager may make purchases with
the card, once approval has been obtained.

The approved Credit Card Purchase Request form and receipt(s) are submitted to the
Bookkeeper for recording in QuickBooks and filed accordingly in the proper binder.
The DOO will review the bank transactions regularly to ensure that all credit card
transactions have been accounted for, approved and properly recorded.

Responsibilities of Cardholder
The cardholder is responsible for the safekeeping of the card, and will be held accountable:

1. To ensure that the card is used only for legitimate EHSACS purposes;

2. To ensure that the card is NOT used for items prohibited to on the application form;

3. To maintain original receipts, invoices, purchase documents and correspondence
including all detail related to the purchases on file for audit purposes, and to provide the
school with copies of such documents upon request;

4. To advise EHSACS of any incorrect charges/transactions in order to follow-up and obtain
credit from the issuing institution if warranted.
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Cancellation and Renewal of Cards

Should an individual leave their position or role with EHSACS, he or she must immediately
return the card to the school’s finance department, which will cancel it. Cards may be cancelled
at any time by EHSACS if any of the policies, procedures and guidelines is not followed, and/or
if there is not compliance to any of the terms and conditions outlined on the application form
and in this policy.
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PROCESSING CASH DISBURSEMENTS

Processing Invoices

All invoices are mailed to EHSACS directly. The DOO and Bookkeeper are responsible
for reviewing the invoices assigning the proper accounting codes per the Chart of
Accounts, signing and dating all invoices. He/she is responsible for collecting accounts
payable documentation required for processing invoices. The Bookkeeper will
assemble the following documentation for payments: invoice/purchase order, name
and address of vendor, amount, GL code, payment details, and packing slip or receipt
acknowledgement form and forward the invoice package to the DOO for additional
review and approval. Once approved the invoice is entered into the accounting system
by the Bookkeeper.

If an invoice is received prior to receipt of goods, the Office Manager or DOO will file
the invoice in the Purchasing Binder under the Invoices without Packing Slips tab, in
order by vendor name.

Once the goods have been received (or in the case that the shipment had already been
received at the time of invoice arrival), the Office Manager or DOO staples the invoice
to the back of the corresponding packet composed of packing slip, purchase order, and
Purchase Request form. This expanded packet is now a complete Cash Disbursement
packet (invoice/packing slip/purchase order). The Cash Disbursement packet is filed in
the Purchasing Binder under the Invoices to be Posted tab, in order by vendor name.

In instances where invoices cannot be obtained and a payment is required, a Check
Request form is filled out. In this case, any applicable documentation to back up
payments requested should be attached. The Check Request form will document the
payee, payment due date, amount of payment, etc.

The Bookkeeper establishes the vendor file in the accounting system and reviews the
invoice for any purchase discounts dates and properly captures the discount period in
the system. He/she posts invoices to the accounting system with the correct general
ledger codes and then moves the Cash Disbursement packet to the Invoices to be “Paid”
tab of the Purchasing Binder, sorted by vendor name.
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Cutting Checks

The Bookkeeper will maintain all blank check stock in a locked location. All checks will
be pre-numbered, voucher style, containing one stub for the vendor (attached to all
outgoing checks) and one to be filed with all supporting disbursement documents.

Checks are run once a week or as needed by the Bookkeeper. Check preparation and
signatures are prepared not later than the due date, consistent with available discounts
if available.

The Principal, Board Chairperson and Board Treasurer are signatories on the checking
account. Checks below $10,000 are signed by the Principal. In his/her absence, the
Board Chairperson or Treasurer may sign. = Checks above $10,000 require a second
signature from either the Board Chairperson or Treasurer. .

Process Summary:

e The Bookkeeper prepares invoice package for processing.

e Invoice package is reviewed, approved by DOO and forwarded to Bookkeeper
for processing.

e The Bookkeeper enters the invoice in the accounting system and files the
paperwork appropriately.

e The Bookkeeper determines invoices to be paid once a week based on Accounts
Payable Aging Report from the accounting system.

e The Bookkeeper cuts the check.

e The check is submitted to the required signatories (see above) for signature(s),
along with the corresponding Cash Disbursement packet (invoice/packing
slip/ purchase order).

e At the time the check is signed, any required signatories should review the
supporting documentation to ensure they are signing a check for the correct
amount and to the correct payee.

e The Bookkeeper staples the check stub or copy of the signed check to the top of
the Cash Disbursement packet and files it in the Cash Disbursements Binder in
check number order, starting with the first check after July 1t and ending with
the last check on June 30th,

e The Bookkeeper mails the check to the vendor awaiting payment. Electronic fund
transfers may also be used, where the same authorizations as checks will be
obtained using an Electronic Payment Authorization form. See below for details.

In no event shall an authorized signatory approve an invoice, execute a check, or
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authorize a disbursement of any kind, payable to him/herself.

Any and all voided checks should be stamped “Void” with the date and filed in the
Cash Disbursements files in check number order. If a check has gone missing, use a
Missing Voided Check Substitute form to act as a placeholder in the Cash
Disbursements Binder.

Online/Phone/Fax/EFT Payments

Payments made online or by phone, fax, or electronic funds transfer (EFT) may be
processed by the Bookkeeper or DOO only after an Electronic Payment Authorization
form is approved by the proper signatories (detailed above). The Electronic Payment
Authorization form will take the place of a traditional check. Any such payment is
documented by a printed confirmation and stapled to the invoice. QuickBooks creates
journal entries based on the vendor as cash is credited and the appropriate expense type
is debited. Electronic payments will be recognized in QuickBooks just as if it were a
check, by entering a unique transaction number in place of the check number. The
Electronic Cash Disbursement packet composed of Electronic Payment Authorization
form, confirmation page, and any other supporting documentation, is filed in the
Online/Phone/Fax/EFT Disbursements Binder in date order.

Recurring Expenses

Recurring expenses do not require any sort of special treatment. Payments for goods
and services that are required on a regular basis (e.g. equipment lease, insurance
payments, rent) are handled in the same manner as non-recurring expenses, as
described above.

Accounts Payable Aging

Accounts payables outstanding are aged on a thirty, sixty, ninety, and over-ninety day
basis. The DOO or Principal will review the accounts payable aging monthly, determine
the available cash balances while taking into consideration other cash requirements in
the near future and select which items to pay.
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Outstanding Checks

1.

In the event that a check has been disbursed to a vendor for a product or service

and the check has not been deposited over a period of at least three months, the

Bookkeeper will contact the vendor to confirm whether it is still in-hand, or

whether another check should be reissued. If the check is still in hand, the

Bookkeeper will encourage the vendor to deposit the check within one week.

In the event that a vendor requests for a check to be reissued:

e The Bookkeeper will void the original check in the accounting system.

e The Bookkeeper will photocopy the backup documentation that was attached
to the original payment, obtain approval according to the check approval
policies, confirm all vendor information, and send the check to the vendor.

In the event the vendor cannot be contacted by phone, letter, or email, the

Bookkeeper will confirm that the DOO is in agreement to write the check off,

then make the appropriate entries in the accounting system.

In the event that a check is from the previous fiscal year is not cashed, the check

will be voided as a journal entry to the appropriate cash and expense general

ledger codes in the current fiscal year, so as to not alter the ending balances for
the prior fiscal year.

In the event the vendor confirms payment was already made via an alternative

method not recorded in the accounting system, an investigation will be

conducted to understand how the original payment was made and then make
the appropriate entries in the accounting system.

In the event the outstanding check exceeds $250.00, the Bookkeeper will work

with the bank to issue a stop payment on the check to ensure that it is not cashed.

Petty Cash Account

EHSACS does not maintain petty cash.

Insurance Coverage
Insurance coverage is maintained pursuant to applicable law.

Currently, EHSACS maintains insurance policies, including: Directors and Officers,
Umbrella, General Liability, Property, Business Interruption, Inland Marine, Crime,
Automobile Liability, Worker's Comp and Employers’ Liability, NYS Statutory
Disability, Student Accident, Catastrophic Student Accident, and Excess Liability. See
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Annex 3

The Board of Trustees, DOO, Principal and the Bookkeeper will conduct a semiannual
review of coverage amounts. The purpose of this review will be to ensure there are
adequate means by which to preserve the school’s assets and lower the risk of being
underinsured. Any proposed changes must be approved by the Board of Trustees and
recorded in board meeting minutes. New coverage’s will be executed by the DOO. The
DOQO is responsible for procuring annual renewals with the school’s insurance broker.
Quotes for renewal will be procured at least one month in advance of a policy’s
expiration, and presented to the Board of Trustees for review and approval. The
Treasurer of the Board participates in this review.

The DOO maintains original copies of all insurance policies at the school, filed in the
Insurance Binder by type of insurance. A new binder is created for each fiscal year.
When possible, copies of all current insurance policies are saved electronically on a
server where the leadership team can view and access the information.

EHSACS requires proof of adequate insurance coverage from all prospective
contractors, as deemed applicable by the Board of Trustees.

Political Contributions

No funds or assets of EHSACS may be contributed to any political party or organization
or to any individual who either holds public office or is a candidate for public office.
EHSACS also cannot be involved with any committee or other organization that raises
funds for political purposes. Examples of prohibited activities are:
e DPolitical contributions by an employee that are reimbursed by the school
organization.
e Purchase by the organization of tickets for political fundraising events.
e Contributions in kind, such as lending employees to political parties or using
school assets in political campaigns.
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MANAGEMENT OF CASH

Accounts

EHSACS has the following three (3) bank accounts with JP Morgan Chase; 1) Checking
Account (Operating Account), 2) Checking Account (Escrow Account) 3) Savings
Account. In all instances, the school is utilizing its accounts in a way that safely
maximizes its overall interest income. The school has 3 authorized signatories on the
accounts; Board Chairman, Board Treasurer and Principal. Bank statements are
received monthly and are always opened by the Bookkeeper. In addition, the bank will
send a copy of each statement directly to the Board Treasurer.

In the event that the organization wishes to open a new bank account, board approval is
required. As part of the approval, the Board must describe the purpose of the account,
signatories, and signatories’ authority. The vote to approve and all associated
determinations must be recorded in the board minutes. Should the school wish to close
a bank account, Board approval is also required and will be documented in board
minutes.

EHSACS recognizes that federal insurance on deposits with any bank is limited to a
total of $250,000.00, regardless of the number of accounts held. In the event the balance
in a school account is anticipated to be in excess of the insurance coverage, a “re-
positioning” agreement is to be negotiated with the financial institution in order to
secure such deposits in excess of federal coverage.
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Bank Statements

Bank Statements are to be forwarded directly to the Bookkeeper (unopened).

Bank Reconciliation

Monthly bank account reconciliations are processed by the Bookkeeper using the
QuickBooks Bank Reconciliation module. Any irregularities shall immediately be
reported to the DOO and Principal. A reconciled Bank Reconciliation report from
QuickBooks is printed and attached to the bank statement. The completed report is
submitted to the DOO for review, initialed by each filed in the Bank Reconciliation files
in date order, sorted by bank account.

Cash Transfers

Cash balances in all EHSACS bank accounts will be monitored by the Bookkeeper to
ensure that the adequate amount of funds are on hand to meet the organization’s
financial obligation. At the discretion of the Bookkeeper and DOO, funds are
transferred as needed by the Bookkeeper. Transfers over $10,000 require approval of
one of the account signatories.

Investment of Funds

At present, EHSACS does not have any investment accounts. As such, this section does
not currently apply to EHSACS. When the school has funds available for investment,
the following policies will apply.

The Board of Trustees sets the investment policy for EHSACS. The investment policy
provides general guidelines regarding the type of investments deemed appropriate and
the objectives of each investment (e.g., overnight deposits for excess cash, 90 day
Treasury notes for excess working capital, etc.). The Treasurer of the Board of Trustees
has been designated to implement the Board’s investment policy. The DOO has been
granted authority to:

e Purchase and sell investments

e Have access to investment certificates

e Keep records of investments and investment earnings
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e Review and approve investment accounting, bank and broker statement
reconciliations, adjustments to the carrying value of investments, and other
decisions regarding investments

Authorization of Investment Vehicles

Annually, the organization’s Board of Trustees authorizes use of specific depository and
investment banks and brokerage firms. This authorization is documented in the
minutes of the applicable board meeting and communicated to the Principal & DOO.
The DOO communicates the authorization and a list of those personnel designated as
authorized agents for the agency to the appropriate banks and firms. As a part of the
annual authorization process, the Board Treasurer in consultation with the DOO
evaluates the organization’s prior relationship with banks and brokerage firms to
determine suitability for renewal. Such evaluation considers service responsiveness,
types of investments offered, quality of investment advice, service and transaction
charges, and any other relevant criteria.

Authorization of Investments
All transactions regarding investments must be properly authorized by the Board
Treasurer and properly communicated to the Board of Trustees. Such transactions
include:

e Purchases

e Sales

e Movement to and from safekeeping (the physical safeguarding of assets through

use of a vault, safe deposit box, or independent custodian)

Investment Purchases
Investment purchases are made by check or bank transfer after compliance with the
following procedures:
e A determination that the purchase transaction is properly authorized in
accordance with agency policy
e Preparation of a check requisition or a bank transfer request to accompany the
investment purchase/sale authorization form

Investment Sales
Investment sales are transacted after compliance with the following procedures:
e A determination that the sale transaction is properly authorized
e The sales authorization is sent to the agent handling the sale transaction for
investments held on the premises. Authorization to the agent is communicated in
writing. If investments are kept off site, authorization to release the document
from safekeeping is provided to the custodian. The custodian provides the
agency with a receipt documenting the release from safekeeping. The receipt
should be filed in the investment files.
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Investment Sales Gain or Loss

The Bookkeeper will calculate the expected gain or loss upon sale or other disposition of
an investment, before a decision regarding the sale is finalized. The calculation is
updated/finalized subsequent to the sale and documented in the investment file.

Investment Sales Proceeds

Proceeds from the sale of investments are received either by check or bank transfer, to
the attention of the Bookkeeper. A copy of the receipt or deposit ticket is included in the
investment file.

Investment Results Reports

Monthly reports detailing the earnings and activity in all investment accounts are
prepared by the Bookkeeper and distributed to appropriate management and board
personnel. The summary of all transactions for the month is recorded in the general
ledger through the use of a journal entry by the Bookkeeper. This is reviewed by the
Financial Consultant.

Reconciliation of Investment Accounts

Investment account balances are reconciled with the general ledger balance, by the
Bookkeeper on a quarterly basis. Such reconciliation is reviewed by the Financial
Consultant and approved by the DOO.

Investment Account Balances Agreed to Third Party Statements

Amounts recorded on the general ledger and supporting schedules are reconciled to
third-party statements at least quarterly and preferably monthly, if possible. For those
investments held on the agency’s premises or at a safe deposit vault, quarterly physical
inventories are performed and reconciled to the supporting schedules. The Bookkeeper
performs these reconciliations.
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DEBT

Board approval is required for incurring any debt of EHSACS other than operating
trade payables and budgeted payroll payables. The authorization must be documented
in the minutes of the meeting of the Board, as well as a Board resolution to be presented
to the third party with whom the debt is being established. The Board Chairperson will
be authorized to negotiate and sign for any such debt as approved by the Board of
Trustees.

Any loan covenants and restrictions will be reported to the full Board when the debt is
authorized. The Bookkeeper, Financial Consultants and Auditors will periodically
review these covenants and report to the Principal, DOO and Board if there are any
violations or potential violations of the covenants.

The Board Chairperson will sign any debt agreements after receiving full Board
approval.

The Bookkeeper will reconcile the general ledger debt balances to statements or

amortization schedules each month. In addition, accrued interest will be recorded in
the general ledger as needed. This will be reviewed by the Financial Consultants.
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CONTRACTS & LEASES

The Principal or Board Chairperson will be authorized to sign contracts and lease
agreements on behalf of the school once approved as outlined in Chapter 3.

Contract & lease details will be reported to the Board when executed. The Bookkeeper,
Financial Consultants and Auditors will periodically review these details and report to
the Principal and Board if there are any violations or potential violations of the
covenants. The Bookkeeper and Financial Consultants will ensure that the appropriate
accounting entries are made to properly reflect the obligations of the contract based on
Generally Accepted Accounting Principles.
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FINANCIAL REPORTING AND TAX PREPARATION &
FILING

FINANCIAL REPORTING

The Bookkeeper prepares the monthly financial statements as detailed in Chapter
1, Section 5.

PREPARATION OF FORM 990

The preparation of the school’s Form 990 will be contracted out to the independent
accountants. The Bookkeeper, DOO and Principal will be responsible for providing the
information needed to prepare the report.

The Bookkeeper and DOO will review the 990 and forward to the Principal for
additional review. Any changes are communicated to the independent accountants
and a revised draft then forwarded to the Board for approval once the final review has
been completed. The Board Treasurer must approve the Form 990 prior to filing. The
returns must be signed by the Board Treasurer on behalf of the full Board.
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PAYROLL

Hiring

EHSACS's philosophy is that success depends on hiring highly qualified professionals
who are dedicated to ensuring that the services rendered to the students are of high
standards. Under the direction of the Principal and DOO, with consultation and
consent of the Board as needed or required as detailed below, EHSACS will recruit
highly qualified candidates to fill positions and meet its mission.

Requests for new employees are initiated by the DOO compared with the approved
annual personnel budget. The DOO will recruit through a comprehensive process that
includes advertisements in Local newspapers and educational journals, extensive
networking and/or use of regional and national educational search firms. Any new
hire will be subject to a full investigation, including a background check, fingerprinting,
and references from former employers. Once the new employee is hired, the DOO will
collect all necessary payroll data and communicate it to the outside payroll service
provider. New employees complete an Application for Employment and the IRS W-4
Form and I-9 Form.

If a situation arises where an employee must begin service before fingerprint clearance
is obtained, the employee must receive an Emergency Conditional Appointment that
has been approved by EHSACS'’s Board of Trustees. Under a conditional appointment,
the staff person will be supervised on a regular basis to ensure the safety of students.
Employees who have never been fingerprinted for the New York State Education
Department or the New York City Board of Education must be fingerprinted at the New
York City Center for Charter School Excellence, New York City Board of Education
Office in Brooklyn, any police precinct, or another entity arranged or approved by
EHSACS.
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Salary Determination

EHSACS has established a method for determining compensation for all instructional
and non-instructional staff positions. The Principal will use DOE salary guidelines as a
guide to create a competitive wage structure aimed to attract potential statf members
with wages superior to DOE. Each year, the Principal will review and refine this
schedule to ensure that the percentage increase above DOE will be attractive to new
hires as well as retaining current staff members. The schedule is presented to the Board
for final approval as part of the school’s overall annual operating budget approval
process. Non instructional staff schedules are established by the Principal and
approved by the board as part of the budget and hiring process. The Board of Trustees
approves the hiring of the Principal, Assistant Principal and Director of Operations and
determines their salaries. Any such decisions will be captured in the Board meeting
minutes. Any changes to a staff member’s salary will be approved by the DOO in
writing or electronically and documented via a Personnel Action Form. A copy of this
form will be maintained in the employee file.

Bonus Policy

Bonus calculations, requirements, and eligibility are determined by the Board of
Trustees for the Principal, Assistant Principal and Director of Operations. For all other
staff members, the Principal and DOO create a schedule of recommended bonuses
which is then reviewed and approved by the Board.

Compensation Accrual

Although each fiscal year starts on July 1st and ends on June 30th, not every staff
member’s service start and end dates will mirror the fiscal year. In order to accurately
record these expenses according to GAAP, wages may be accrued. For example, if a
teacher works from August 16th through June 30th, yet is paid from August 16th
through August 15th, 1.5 months of wages will be accrued to the prior fiscal year for the
period of July 1st to August 15th. Wages will be accrued according to the start and end
dates of pay in order to recognize expenses in the correct fiscal year.

Employees vs. Independent Contractors

When EHSACS makes the choice to utilize an independent contractor, it first ensures
that the individual does qualify as an independent contractor and should not be
categorized as a regular employee. A bona fide independent contractor does not have
taxes withheld and typically invoices the school to receive payment. Before the school
engages an independent contractor, it sets up the relationship in such a way as to
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ensure that the status is in accordance with employment and tax law. Generally, if a
worker is being managed closely on a day-to-day basis, he or she must be paid as an
employee and have statutory deductions taken from his/her paycheck. In analyzing
whether or not a worker qualifies as an independent contractor, the school should
review each of the questions below.

The following questions are designed as a guide to help delineate between
employees and contractors:

e How much control does the employer exercise over the worker?

e Who sets the hours and schedule for the worker?

e How much control does the worker have over the manner in which they go
about their work - i.e. does the employer dictate how the job is done or simply
expect the job to be finished?

e Does the worker use his or her own tools or equipment?

e Is the worker located on the employer’s premises or does s/he work out of his or
her own space?

e Is the worker exclusively employed by the employer or free to contract with
others to provide the same or a similar service?

e Do the contract terms pay the worker a fixed sum, with the obligation to pay
expenses, payroll taxes, and any relevant benefits resting with the worker?

e Does the worker use company letterhead?

e  Who pays for the worker’s expenses?

Utilization of Independent Contractors/Consultants

Once the determination has been made that a worker is an independent contractor, the
school creates a written contract directly identifying the individual’s status as an
independent contractor and detailing why the relationship is as such. Part of the
contract should enumerate the rights and responsibilities on both sides of the
independent contractor agreement. This includes clearly identifying the worker’s
responsibility to pay estimated tax, self-employment tax, and so on. The utilization of
all consultants and contract personnel are sufficiently evidenced by:

a. Details of all agreements (e.g., work requirements, rate of compensation, and
nature and amount of other expenses, if any) with the individuals or
organizations providing the services and details of actual services performed.

b. Invoices or billings submitted by consultants, including sufficient detail as to the
time expended and nature of the actual services performed.

c. The use of a management contract for educational and administrative services
will clearly identify the contractor’s performance requirements, including
students” academic achievement, contractor’s compensation and EHSACS's
rights to educational curricula and intellectual property developed (if
applicable).
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In processing payment for any independent contractor, a W-9 form must be filled out
prior to issuance of the first payment for services provided. In all cases where
compensation exceeded the $600.00, a 1099-Misc will be issued, as required by law.
Any organization classified as an LLC or LLP is also required to complete form W-9 and
be issued a 1099 if services billed are more than $600.00.

Obtaining Payroll Information

The DOO is responsible for the following;:

Establishing a Personnel File for Each Employee

The personnel file serves as a chronological performance record throughout the
employee’s tenure with the organization and, as such, are kept secure and confidential.
Personnel records are kept for a minimum of ten years. All personnel files must be kept
in a locked file cabinet. Access to such personnel files is limited to the DOO and
Principal.

Employee files are the sole property of EHSACS. No employee can review or access his
or her own personnel file without the written permission of the DOO and Principal. The
employee will be provided with the opportunity to rebut and respond to any document
contained in the personnel file in writing. All materials associated with the rebuttal and
response shall stay in the personnel file. Any employee may examine his or her
personnel file in the presence of the DOO and Principal. The employee may take written
notes concerning the contents of the personnel file, and may add comments for
inclusion in the file. No personnel file is to be copied or removed from the office where
it is kept unless expressly permitted in writing by the DOO and Principal.

A separate binder in a separate locked location is maintained for I-9s, (including copies
of Driver’s Licenses/State IDs and Social Security Cards or Passports), as required by
the U.S. Department of Homeland Security?. Each I-9 form is filled out entirely. All
information entered on the I-9 is verified by the DOO who signs off on the form after
seeing original copies of all required documentation (copies are only made for the file,
and are not acceptable forms of initial verification).

EHSACS complies with the laws and general principles of employee confidentiality as
set forth in the Health Insurance Portability and Accountability Act (HIPAA)3 with

2 Form 1-9, Employment Eligibility Verification; http://www.uscis.gov/files/form/i-9.pdf; access on 07/2010

% Health Insurance Portability and Accountability Act (HIPAA);
http://www.hhs.gov/ocr/privacy/hipaa/administrative/index.html; access on 07/2010
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regard to the dissemination of private health information (PHI) of school employees. In
order to comply with all rules and regulations, including the Americans with
Disabilities Act (ADA)4, EHSACS will keep all medical records and all other related
documents separate from the personnel file. Employees should consult with the DOO
or Principal for further information concerning the school’s privacy practices.

Annex 4 contains a list of documents to be completed upon employment and filed
according to Federal, State and Local regulations and Human Resources best policies
and practices

Employee Information
In order to prepare a payroll, the DOO obtains and maintains the following information
for each employee:

Information Source of Data

Name and Address W-4

Social Security Number (SSN) W-4

Date of Birth 19

Job Title Job Description

Wage Rate E?gifgii; - gfreement / Offer
Withholding Status W-4

Other authorized deductions Employer information sheet

Analyzing Job Information

The Fair Labor Standards Act (FLSA)> sets employee minimum wage and overtime
requirements. Job positions are classified as either exempt or non-exempt from the
requirements. These requirements are summarized below and are adhered to by the
school.

* Americans With Disabilities Act of 1990, as Amended; http://www.ada.gov/pubs/adastatute08.pdf ; access on
07/2010

® Fair Labor Standards Act (FLSA); http://www.dol.gov/whd/flsa/index.htm ; access on 07/2010
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Attribute  Exempt

Payment
amount

The employer pays an exempt
employee a fixed salary for any
and all work performed during a
workweek. Minimum wage and
overtime pay requirements do not

apply.

Non-exempt

The employer may pay a non-
exempt employee using an hourly,
salary, commission, or any other
method. Total compensation must
be at least the minimum wage for
all hours plus overtime pay for

hours over the maximum.

Pay
deductions

Generally, deductions for time not
worked may not be made from
salary.

The employer pays a non-exempt
employee only for the hours
worked. Therefore, wage
deductions may be made for
tardiness, full- or partial-day
absences, and any time the
employee does not work.

NON-EXEMPT employees are entitled to overtime pay for all hours worked over 40
hours in a workweek under the Fair Labor Standards Act. Non-exempt employees do
not receive compensation for their lunchtime and they may not work during lunchtime.

EXEMPT employees are not entitled to overtime pay under the Fair Labor Standards
Act.

In addition to the above categories, each employee will belong to one other employment
category:

e REGULAR FULL-TIME employees are those who are not in a temporary status
and who are regularly scheduled to work EHSACS's full-time schedule. A
regular full-time employee is one who works thirty-five (35) or more hours per
week.

e PART-TIME employees are those who are not in a temporary status and who
work continuously for a specified number of hours per week, which is at least
twenty (20) hours per week and less than a regular schedule of thirty-five (35) or
more hours per week. Part-time employees receive all legally mandated benefits
(such as Social Security and workers' compensation insurance).

e TEMPORARY employees are those that are hired for short-term periods, usually
no longer than 6 months. They will receive all legally mandated benefits but are
not eligible for EHSACS's discretionary benefits.

Additionally, employees may be hired as ten- or twelve-month employees. Ten-month
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employees include, but are not limited to teachers and program staff. Twelve-month
employees include most administrative employees. This determination is made at the
time of hire and is indicated in the employee’s hire letter or employment contract, if
applicable.

Withholding Status

The completed W-4 and IT-2104 forms serve as a basis for employee withholding. If an
employee needs to change withholding allowances, the employee must file amended
W-4 and IT-2104 forms within 10 days of an event that increases or decreases the number
of withholding allowances. An employee may amend his/her W-4 and IT-2104 forms to
increase the number of withholding allowances at any time. In addition, employees are
required to notify the DOO of any change in name, family status, address, telephone
number, emergency contact or other information concerning personnel data held or
used by EHSACS within two (2) weeks of any change. Any employee who fails to notify
the DOO of any change in the above information within the two-week reporting period
may be subject to disciplinary action, including termination of employment.

When W-4 and IT-2104 forms are received, the school’s operations team will comply
with the new withholding instructions by the next payroll period. The withholding
instructions will usually continue to apply unless and until the employee amends the
W-4 and IT-2104 forms.

Although not obligated to evaluate an employee’s number of exemptions, the school
has three duties relating to the contents of the W-4 and 1T-2104 forms:

1. Disregard invalid W-4 and IT-2104 forms. A form is rendered invalid if the
employee changes or adds language to the form.

2. Report excessive allowances. The organization is required to send copies of all
W-4 and IT-2104 forms claiming more than 10 withholding allowances along
with the organization Form 941 to the IRS.

3. Report full exemptions. The organization is required to send the IRS all claims
for full exemptions from withholdings by employees with normal weekly wages

of more than $200.00.

Because of their importance to both the IRS and to employees, the school retains signed
originals of the W-4 and IT-2104 forms (no copies) for four years after the annual
employment tax returns are filed.
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Time Reporting Procedures

Employees are instructed on the proper charging of time to assure the accuracy of
recorded time to cost objectives.

The Bookkeeper will keep track of all sick days, personal days, vacation days,
professional development days, holidays, bereavement or any other days that exempt
employees are not at work.

All employees are responsible for recording the actual time they have worked. Federal
and state laws require EHSACS to keep an accurate record of time worked in order to
calculate pay and benefits. EHSACS complies with applicable federal, state and local
wage and hour laws. If an employee suspects that an error in pay has been made, the
employee must immediately bring the issue to his or her supervisor’s attention for
prompt investigation and any necessary correction will be made. EHSACS will not
tolerate any form of retaliation against an employee who reports a violation, files a
complaint, or cooperates in an investigation concerning payment of wages. Violators of
this policy will be subject to disciplinary action, up to and including termination of
employment.

Time worked is solely the time actually spent on the job performing assigned duties and
should not include any time that is spent not working or any time off that is taken
during the workday. All employees must accurately record the time they begin and end
work, the time they begin and end each meal period, and the beginning and ending
time of any split shift or departure from work for personal reasons. All overtime work
must be approved by the supervisor before it is performed. Violators of this policy will
be subject to disciplinary action, up to and including termination of employment.

EHSACS requires all employees to regularly complete accurate timesheets. These
timesheets are due at the end of every pay period and must be timely and accurately
provided to the employee’s supervisor. Failure to do so may result in disciplinary
action, up to and including termination of employment. Labor hours are accurately
recorded and any corrections to timekeeping records, including the appropriate authoriza-
tions and approvals, are documented. Completed timesheets must be signed by both the
employee and the employee’s direct supervisor.
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Hours charged on timesheets are reconciled to attendance records by the Bookkeeper who
then forwards the timesheets to the Principal for review and approval. Once approved,
they are returned to the Bookkeeper for processing and communication to the payroll
vendor.

Altering, falsifying, or tampering with time records or recording time on another
employee’s time record will result in disciplinary action, up to and including
termination.

Salaried, exempt employees are paid their entire salary for every day in which they
perform any work. Deductions from an exempt employee’s pre-determined salary or
charge against an exempt employee’s accrued leave may be taken under one of the
following circumstances, unless otherwise prohibited by law:

1. the employee is absent from work for one or more full days for personal reasons
(other than sickness or disability);

2. the employee is absent for one or more full days due to sickness or disability and
has exhausted or has not yet accrued enough leave time;

3. the deduction is made to offset any amounts received as payment for jury fees,
witness fees, or military pay;

4. the employee is on an unpaid disciplinary suspension imposed in good faith for
violating published workplace conduct rules (e.g., rules against workplace
harassment or safety rules of major significance);

5. It is the employee’s first or last week of employment and he/she is paid a
proportionate part of his/her full salary.

6. the employee has exhausted or has not yet accrued enough leave time to offset
one full day absents from work or lateness

EHSACS makes a good faith effort to comply with this salary policy. If, however, an
employee believes an improper deduction has been taken from his/her salary, the
employee should contact the DOO who will investigate the deduction and any
discrepancies and advise the employee of his/her findings. If the DOO determines that
a deduction was incorrectly made, EHSACS will reimburse the employee for that
deduction in the subsequent payroll once that adjustment is approved by the
Bookkeeper.

Overtime pay applies only to non-exempt employees. When operating requirements or
other organizational needs cannot be met during regular working hours, employees
may be required to work overtime. Whenever possible, employees will be given the
opportunity to volunteer for overtime work assignments, and every effort will be made
to distribute overtime opportunities as equitably as possible to all employees qualified
to perform the required work. Overtime pay is provided to non-exempt employees in
accordance with federal and state wage and hour laws that generally require time-and-
one-half the employee’s regular rate of pay for any hours worked beyond 40 hours in a
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workweek. Overtime pay is based on actual hours worked.

Time off for no-fault days, leaves of absence, and unpaid lunch hours will not be
considered hours worked for purposes of calculating overtime pay. All overtime work
must have the supervisor’s prior authorization. Employees who work overtime without
prior authorization will be subject to disciplinary action, up to and including
termination of employment.

Processing Payroll

The Bookkeeper will develop an Excel spreadsheet containing the school’s entire
payroll which he/she will maintain and update each payroll. The Bookkeeper will
input the approved payroll data into the ADP system, creating an official Payroll
Register Preview. The ADP Payroll Register Preview is reconciled to the Excel
spreadsheet maintained by the Bookkeeper who reviews and forwards to the DOO or
Principal for approval. Once approved, the Bookkeeper will submit the payroll to ADP
for final processing. The ADP Payroll Register Preview as well as the original Excel
spreadsheet is then filed in the Payroll binder. This process is repeated every pay
period, with any and all changes to payroll recipients or amounts reflected in the
spreadsheet. Payroll is recorded in QuickBooks by the Bookkeeper.

The school uses an outside service, ADP, to process its payroll. Please note, in

processing payroll for any independent contractor, a W-9 form must be filled out prior
to issuance of the first payment for services provided.

Payroll Processing is comprised of the following:

Responsibility Performed by

Obtaining/Processing Payroll Information Bookkeeper
Computing Wages ADP
Performing Pay Period Activities ADP

Preparing various annual payroll tax returns | ADP

Preparing 1099’s* Bookkeeper and/or ADP

*for independent contractors, LLPs and LLCs only

The school is on a semi-monthly payroll cycle which is made up of twenty-four (24) pay
periods per year. 10-month salaried employees’ (i.e. Administrators, Managers,
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Secretaries and clerks) pay is spread out over these 24 pay periods to cover the summer
months. 12-month employees will follow the same pay schedule as the 10-month
salaried employees. Part-time hourly employees are only paid for time worked.
Changes will be made and announced in advance whenever EHSACS holidays or
closings interfere with the normal pay schedule.

Once payroll documents are received from the payroll vendor (e.g. calculations,
payrolls and payroll summaries), they are compared with timesheets, pay rates, payroll
deductions, compensated absences etc. by the DOO and submitted to the Bookkeeper
for approval. Once the payroll run is approved and signed, payroll payments by check,
direct deposit or cash are distributed to employees by the DOO, and the Payroll
Register filed in the appropriate binder.

The Bookkeeper controls and monitors all payroll checks that are not deliverable and not
cashed. If an employee is given a paper paycheck and loses that check, he or she must
submit a written request for a new check to be issued to the Bookkeeper. The request
must indicate the date on the check, the pay period it covered, and the amount. The
employee must also certify that he or she believes the check to be lost and that if the
employee finds the check, he or she will return it to Bookkeeper. A new paycheck will
be issued to the employee as soon as practicable after the request is submitted.

Payroll Tax Compliance

The payroll vendor is responsible for the preparation of the periodic payroll tax filings.
The Bookkeeper is responsible for reviewing all payroll tax documents and supporting
schedules for accuracy and completeness.

EHSACS maintains a schedule of required filing due dates for:

IRS Form W-2 - Wage and Tax Statement.

IRS Form W-3 - Transmittal of Income and Tax Statements.

IRS Form 940 - Employer's Federal Unemployment (FUTA) Tax Return.

IRS Form 941 - Employer's Quarterly Federal Tax Return for Federal Income Tax

Withheld from Wages and FICA Taxes.

e. IRS Form 1099 MISC (also 1099-DIV, 1099-INT, 1099-OID) - U.S. Annual
Information Return for Recipients of Miscellaneous Income.

f. Quarterly and annual state(s) unemployment tax return(s).

an o

Periodic Payroll Reconciliations
Reconciling Employee Payroll Deductions

On a monthly basis, the Bookkeeper reconciles deductions made from employees to the
payments made to insurers, benefit plan providers, and other payees.
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Quarterly Reconciliation of Payroll to Accounting Records

The Payroll Register, the Payroll Register Preview, time sheets for additional work by
staff members and expense reimbursements (if any) are filed in Quarterly Payroll
binders, according to each pay date by fiscal year. On a quarterly basis, the Bookkeeper
performs a reconciliation of all salary accounts in the general ledger, as compared to the
salary reported by the payroll processing company on the Form 941 and/or other
Quarterly Payroll Return. Any variances are researched and cleared within the month
following quarter end.

Annual Reconciliation of Payroll to Accounting Records
On an annual calendar basis, the Bookkeeper in conjunction with the Financial
Consultants performs a reconciliation of the following:

e Gross salaries per all Forms 941

e Gross salaries per W-2 forms

e Gross salaries per General Ledger

e Variances are researched and cleared by January 31 of the following year

Protecting Payroll Information

Salary information constitutes sensitive information. It is the responsibility of the DOO
and Bookkeeper to ensure that all payroll information is kept secure and confidential.
The security of personnel files is described above. In addition, the Bookkeeper will
maintain in a locked cabinet the payroll registers that are delivered with pay stubs as
well as the vouchers and live checks for those that are not enrolled in the direct deposit
program.

Changes to Payroll Information

Changes to personnel data are initiated with a Personnel Action form. This is used
when making any changes that affect payroll—new hires, terminations, pay rate
changes, or payroll deductions. The DOO or Bookkeeper can authorize any changes to
payroll data. The payroll vendor processes authorized changes to the payroll data and a
copy of the Personnel Action Form is retained in the employee's personnel file.

Terminations and Resignations

The DOO and Bookkeeper ensure that any departing employee, whether terminated or
resigned, is removed from the payroll immediately after his or her last payment is
made.

49|Page



EHSACS will generally schedule exit interviews at the time of employment termination.
The exit interview will afford an opportunity to discuss such issues as employee
benefits, conversion privileges, repayment of outstanding debts to EHSACS, or return
of EHSACS-owned property. Suggestions, complaints, and questions can also be
voiced.

Since employment with EHSACS is based on mutual consent, both the employee and
EHSACS have the right to terminate employment at will, with or without cause, at any
time.

Employee benefits will be affected by employment termination in the following
manner. All accrued, vested benefits that are due and payable at termination will be
paid. Some benefits may be continued at the employee's expense if the employee so
chooses. The employee will be notified in writing of the benefits that may be continued
and of the terms, conditions, and limitations of such continuance.

Upon termination or effective resignation date, all employee belongings are removed
immediately, and all employer belongings are returned immediately. The Personnel
Action form is filed in the employee’s personnel file.

In the event that a key staff member in finance or operations is incapacitated or
terminated, EHSACS will hire a financial consultant to fill in until a permanent
replacement is hired. When a replacement is identified, the financial consultant will
professionally train the new hire to ensure a sound transition. In addition, EHSACS will
continue to develop written desktop procedures for each of these key finance and
operations staff positions so that they are not completely reliant on outside consultants.

Unused Vacation and Sick/Personal Days

Unused Vacation Benefits

Vacation time off is paid at the employee’s base pay rate at the time of vacation for the
amount of hours absent. It does not include overtime or any special forms of
compensation such as incentives, commissions, bonuses, or shift differentials. Vacation
must be taken by the end of the year. Any unused vacation at the end of the year will
be forfeited.

Upon termination of employment, employees will be paid for unused accrued vacation
time.

Unused Sick/Personal Day Benefits

Sick/personal leave benefits will be calculated based on the employee’s base pay rate at
the time of absence and will not include any special forms of compensation, such as
incentives, commissions, bonuses, or shift differentials.

50|Page



Sick/personal leave benefits are intended solely to provide income protection in the
event of illness or injury, and may not be used for any other absence. Unused
sick/personal leave benefits will not be paid out to employees while they are employed
or upon termination of employment except as part of the retirement package.
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PROPERTY AND EQUIPMENT

Background

The DOO is responsible for ensuring that accurate inventories are maintained so that all
assets are safeguarded.

The school’s DOO is responsible for maintaining the equipment and all necessary asset
inventories. All assets must be recorded in the accounting system’s general ledger
under the fixed asset category by the Bookkeeper. These entries are periodically
reviewed by the Financial Consultants. A separate fixed asset inventory spreadsheet,
created in Excel or fixed asset tracking system is maintained by the DOO that is
regularly reconciled with the general ledger by the Bookkeeper. All property and
equipment subject to the school’s Capitalization Policy must be tagged in the manner
described below and depreciated according to the school’s Depreciation Policy.

Upon receiving any property that qualifies as a fixed asset, the Bookkeeper is
responsible for recording the following into the fixed asset inventory spreadsheet:

e Inventory number as designated by EHSACS (use sequential numbers, no
lettering)

e Asset name and description

e C(lassification (i.e. land, building, equipment, betterment, leasehold
improvements, furniture, computer hardware and software)

e Serial number, model number, or other identification

e Whether title vests with EHSACS or a governmental agency

e Vendor name and acquisition date

e Location of the equipment

e Purchase Date

e Purchase Value

e Disposal Date

e Disposal Reason

Each item is also physically tagged in a visible area on the item and with the following

information:
Indication whether the item is property of EHSACS
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In addition, the Bookkeeper will enter the asset information into the accounting
system’s general ledger (Asset Description; Vendor; date of purchase and total cost
including shipping and installation). This information is periodically reviewed by the
Financial Consultants.

All government-furnished property and equipment is also recorded with identification
information indicating it has been acquired through a government contract. For
example, when assets are purchased using funds from the Department of Youth and
Community Development (DYCD), that item is tracked and physically tagged as
property of DYCD. In the event of charter revocation, the item is returned as property
of DYCD.

No employee may use or remove any of the school property, equipment, material or
supplies for personal use without the prior approval of the DOO.

Capitalization Policy

The cost threshold for items purchased by EHSACS to capitalize is $1,000.00. This
allows items over this cost threshold to carry value over time, and not simply be
expensed in year one. Items with an acquisition cost of less than $1,000.00 or a useful
life of less than one year are expensed in the year purchased. Items with an acquisition
cost of more than $1,000.00 are subject to the school’s depreciation policy, outlined
below.

In instances where a large quantity of one single item is purchased, if the total value
exceeds the $1,000.00 threshold, the items may be capitalized. For example, if a school
buys 100 desks at $250.00 per desk, each single item would not meet the threshold.
Together, however, these 100 desks have a combined value of $25,000.00, which should
be capitalized over a 7-year period, as outlined in the Depreciation Policy table below.

The DOO, Office Manager and Bookkeeper perform annual inventory audits, verifying
and updating the data contained in the Excel fixed asset inventory spreadsheet. Once
complete, the Bookkeeper compares this inventory to the fixed assets listed in the
general ledger to ensure the value of the assets per the accounting system matches the
value of the assets per the spreadsheet. Differences are investigated, reconciled and
recorded by the Bookkeeper.
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Depreciation Policy

Any items subject to the Capitalization Policy described above are subject to
depreciation. The Bookkeeper will account for depreciation based on the school’s
inventories. Depreciation associated with the fixed assets will be calculated based on its
useful life and straight-line depreciation method. Depreciation is based on the month
the item was actually purchased. For instance, if the school purchased a computer in
July, it would be depreciated for a full fiscal year (12 months out of 12), and recorded as
such. But if the school purchased the computer in April, then it would be depreciated
for just one-fourth of the fiscal year (3 months out of 12) because it would only be in
service for April, May and June.

Any item that is damaged beyond use will be taken out of service and fully depreciated
off the accounting records.

Depreciation Policy

Computers & Servers 4 years
Furniture & Fixtures 5 years
Office & Classroom Equipment 3 years

Leasehold improvements 5 years or Life of Lease, whichever is

greater
Musical Instruments 3 years
Software 3 years

Disposal of Property and Equipment Policy

EHSACS has adopted standard disposition procedures for staff to follow. The requester
fills out and signs the Asset Disposal Form, which identifies the asset and the reason for
disposition. This form is submitted to the DOO, who takes photos of the asset,
determines the asset’s book value and documents the condition of the asset. Disposal of
any asset requires the approval of the DOO.

Once approved for disposal, the dollar value of the disposed asset is recorded as a

reduction in the general ledger by the Bookkeeper. The disposed asset is also recorded
as disposed in the Excel fixed asset inventory spreadsheet. The treatment of any
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proceeds from the disposition, and the recognition of any gain or loss on sale of the
disposed asset, is also recorded in the general ledger by the Bookkeeper.

RECORDS RETENTION

Records Retention Policy
All confidential paper records shall be maintained in locked facilities on school
premises.

The accounting system files are saved on the school’s server, which is backed up on a
daily basis to ensure the retrieval of financial information in case of hardware failure.
Back-up data and program files shall be stored off-site in a fire-safe area and shall
always remain the confidential and sole ownership property of EHSACS. In the event of
a major system malfunction, the latest backup would be restored on the server and any
transactions since that backup would be reentered based on the cash disbursement
records and cash receipts records. EHSACS has an onsite drive backup system and also
an offsite server backup system. All applications and data can be restored remotely to
the EHSACS server in one business day.

EHSACS has an established Disaster Recovery Policy. Please reference the School Safety
Plan for details.

Annex 5, contains a table which provides the minimum requirements for records
retention, as recommended by the Non-Profit Coordinating Committee of New York,
WWWw.npceny.org:

Originals of the following corporate documents are maintained on-site and the DOO
verifies their presence on a periodic basis:

Charter and all related amendments

Minutes of the Board of Trustees and subcommittees
Banking agreements

Leases

Insurance policies

Vendor invoices

Grant and contract agreements

Q™o an o
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h. Fixed asset inventory list

Records Access Policy

The DOO will provide access to the organization's records and provide supporting
records, as requested by government auditors to facilitate the completion of such audits or
reviews, in a timely manner.

Records Destruction Policy

The destruction of confidential school records will be authorized by the Principal and
DOO. Should either be unable to provide authorization, destruction will be delayed
pending review and final determination.

If any litigation, claim, or audit is started before the expiration of the designated retention
period, the records shall be retained until all litigation, claims or audit findings involving
the records have been resolved and final action taken.

Once school records have reached the conclusion of their retention period according to
the Records Retention Policy the office of origin will request authorization from the
Principal for their destruction.

The school will arrange for the safe and secure destruction of confidential records.
Destruction methods will not permit recovery, reconstruction and/or future use of
confidential information. An overview of these methods follows.

Paper records containing sensitive confidential information must be shredded and not
disposed of with other waste.

Electronic or digital data containing sensitive confidential information must be purged
from the computer systems in the following manner; 1) Deletion of the contents of
digital files and emptying of the desktop "trash" or "waste basket. Keep in mind
however, that reconstruction and restoration of “deleted” files are quite possible in the
hands of computer technicians. 2) For records stored on a “hard drive” it is
recommended that commercially available software applications be utilized to remove
all data from the storage device. When properly applied, these tools prevent the
reconstruction of any data formerly stored on the hard drive. A destruction record
exists to track the destruction of any and all documents. This inventory describes and
documents the records, and file formats, authorized for destruction, as well as the date,
agent, and method of destruction. The destruction record itself shall not contain
confidential information. The destruction record may be retained in paper, electronic, or
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other formats. It is recommended that sensitive confidential data stored in digital
devices, floppy disks and back-up tapes be physically destroyed.

SUMMARY OF ACCOUNT STRUCTURE

Assets

Types of Equity

In non-profit organizations, assets must be classified by nature and segregated between:

1. Unrestricted Net Assets
2. Temporarily Restricted Net Assets
3. Permanently Restricted Net Assets

The school’s assets are classified as unrestricted, temporarily restricted, or permanently
restricted.

Cash and Cash Equivalents
All cash and cash equivalents of the school consist of cash in the school’s bank
account/s.

Grants Receivable
Grants receivable include money that the school expects to receive from government or
private sources. Donation letters or pledges are also considered grants receivable.

Property and Equipment

Property and equipment includes the assets used by the school for activities and
programs that have an estimated useful life longer than one year. For the school, fixed
assets primarily consist of musical instruments, classroom equipment, furniture,
computers and computer software.

Purchased property and equipment is recorded at cost. Donated property and
equipment are recorded at fair market value at the date of donation. Acquisition costs
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include all costs necessary to bring the asset to its location in working condition,
including:

e Sales tax, if any

e Freight

e Installation costs

e Direct and indirect costs, including interest, incurred in construction

Liabilities

Accounts Payable

Accounts payable include costs and expenses that are billed through a vendor invoice,
and are recorded at the invoice amount. Vendors and suppliers are paid as their payment
terms require, taking advantage of any discounts offered. If cash flow problems exist,
payments are made on a greatest dependency/ greatest need basis.

Capital Lease Obligation
The school may lease office equipment under a capital lease. Payments of both principal
and interest are made monthly.

Accrued Liabilities

Salaries, wages earned and payroll taxes, along with professional fees, rent and
insurance costs incurred, but unpaid, are reflected as a liability when entitlement to
payment occurs.

Debt

When applicable, short-term debt consists of financing expected to be paid within one
year of the date of the annual audited financial statements. Long-term debt consists of
financing that is not expected to be repaid within one year and is recorded on the balance
sheet as a long-term liability. All short-term and long-term debt is approved by the Board
of Trustees and may not exceed the duration of the charter, without consent of the Board
of Education. Loan agreements approved by the Board of Trustees should be in writing
and should specify all applicable terms, including the purpose of the loan, the interest
rate, and the repayment schedule.

Revenue
Private Contributions
The school receives contributions from individuals, foundations, and corporations in

the following forms:

1. Unrestricted Contributions: No donor-imposed restrictions.
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2. Temporarily Restricted Contributions: Donor-imposed restrictions such as
passage of time, or specific use. Examples would be founding grants such as
Walton or Bodman grants.

3. Permanently Restricted Contributions: Donor has placed permanent restrictions
on the timing of use of funds, purpose of use of funds and/or the use of earnings
and appreciation. Examples would be the various NCLB grants and CSP.

Upon receipt of donation, donations are classified as unrestricted, temporarily restricted
or permanently restricted.

For further information on the processing of donations, please see chapter 2.

Expenses
Types of Expenses

Expenses are classified by functional classification and are matched with any donor-
imposed restrictions.

Functional Classifications:

a. Program Service Expense: the direct and indirect costs related to providing
education and other services consistent with the school’s mission.

b. Management & General Expenses: expenses for other activities related to the
purpose for which the organization exists. These relate to the overall direction
of the organization and include expenses for the activities of the governing
board, business management, general record keeping, and budgeting.

c. Fundraising Expenses: costs of all activities that constitute appeal for financial
support and include costs of personnel, professional consultants, rent,
printing, postage, telephone, etc.

The cost of providing the various programs and other activities of EHSACS will be
summarized on a functional basis as part of the school's annual budget process.
Accordingly, certain costs will be allocated among the following categories: general
education program, special education program, management and general, and
fundraising. Allocations are amended as necessary and the rationale documented. The
Principal, DOO and Bookkeeper are involved in this process.
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FRAUD AND MISAPPROPRIATION

EHSACS will not tolerate any fraud or suspected fraud involving employees, officers or
trustees, as well as members, vendors, consultants, contractors, funding sources and/ or
any other parties with a business relationship with the school. Any investigative
activity required will be conducted without regard to the suspected violator’s length of
service, position/title, or relationship with the school.

The Principal, DOO and Board of Trustees are responsible for the detection and
prevention of fraud, misappropriations, and other irregularities. Fraud is defined as the
intentional, false representation or concealment of a material fact for the purpose of
inducing another to act upon it to his or her injury. The Principal, DOO and each Board
member will be familiar with the types of indiscretions that might occur within his or
her area of responsibility, and be alert for any indication of irregularity.

Any fraud that is detected or suspected must be reported immediately to the Board of
Trustees and they will take the necessary actions.

Actions Constituting Fraud
The term fraud, defalcation, misappropriation, and other fiscal irregularities refer to,
but are not limited to:

e Any dishonest or fraudulent act

e Forgery or alteration of any document or account belonging to the school

e Forgery or alteration of a check, bank draft, or any other financial document

e Misappropriation of funds, supplies, equipment, or other assets of the school

e Impropriety in the handling or reporting of money or financial transactions

e Disclosing confidential and proprietary information to outside parties

e Accepting or seeking anything of material value from contractors, vendors, or
persons providing goods or services to the school

e Destruction, removal or inappropriate use of records, furniture, fixtures, and
equipment

e Any similar or related irregularity
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Investigation Responsibilities

The Board Chairperson has the primary responsibility for the investigation of all
suspected fraudulent acts as defined in the policy. The Board of Trustees may utilize
whatever internal and/or external resources it considers necessary in conducting an
investigation. If an investigation substantiates that fraudulent activities have occurred,
the Board of Trustees will issue reports to appropriate designated personnel.

Decisions to prosecute or refer the examination results to the appropriate law
enforcement and/or regulatory agencies for independent investigation will be made in
conjunction with legal counsel and senior management, as will final dispositions of the
case.

Confidentiality

The Board of Trustees will treat all information received confidentially. Any employee
who suspects dishonest or fraudulent activity will notify the Board Chairperson
immediately, and should not attempt to personally conduct investigations or
interviews/interrogations related to any suspected fraudulent act.

The outcome of an investigation will not be disclosed or discussed with anyone other
than those who have a legitimate need to know. This is important in order to avoid
damaging the reputations of persons suspected but subsequently found innocent of
wrongful conduct and to protect the school from potential civil liability.

Authority for Investigation of Suspected Fraud
Members of the Board of Trustees will have:

1. Free and unrestricted access to all the school’s records and premises; and

2. The authority to examine, copy, and/or remove all or any portion of the contents
of files, desks, cabinets, and other storage facilities on the premises without prior
knowledge or consent of any individual who may use or have custody of any
such items or facilities when it is within the scope of their investigations.

Reporting Procedures

An employee who discovers or suspects fraudulent activity will contact the Board
Chairperson immediately. The employee or other complainant may remain anonymous.
All inquiries concerning the activity under investigation from the suspected
individual(s), his or her attorney or representative(s), or any other inquirer should be
directed to the Board of Trustees or legal counsel. No information concerning the status
of an investigation will be given out. The proper response to any inquiry is, “I am not at
liberty to discuss this matter.” Under no circumstances should any reference be made to
“the allegation,” “the crime,” “the fraud,” “the forgery,” “the misappropriation,” or any
other specific reference.

ar awra
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The reporting individual should be informed of the following:

1. Do not contact the suspected individual in an effort to determine facts or
demand restitution.
2. Do not discuss the case, facts, suspicions, or allegations with anyone unless

specifically asked to do so by the appointed legal counsel or the Board of
Trustees.
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WHISTLEBLOWER POLICY

EHSACS requires employees to observe high standards of business and personal ethics
in the conduct of their duties and responsibilities. Employees and representatives of the
school are expected to practice honesty and integrity in fulfilling their responsibilities
and are expected to comply with all applicable laws and regulations.

It is the responsibility of all employees to report violations of ethics or conduct or
suspected violations in accordance with this Whistleblower Policy.

No employee who in good faith reports a violation shall suffer harassment, retaliation
or adverse employment consequence. An employee who retaliates against someone
who has reported a violation in good faith is subject to discipline up to and including
termination of employment. This Whistleblower Policy is intended to encourage and
enable employees and others to raise serious concerns within the school prior to seeking
resolution outside the school.

Anyone filing a complaint concerning a violation or suspected violation must be acting
in good faith and have reasonable grounds for believing the information disclosed
indicates a violation. Any allegations that prove not to be substantiated and which
prove to have been made maliciously or knowingly to be false will be viewed as a
serious disciplinary offense.

Violations or suspected violations may be submitted on a confidential basis by the
complainant or may be submitted anonymously. Reports of violations or suspected
violations will be kept confidential to the extent possible, consistent with the need to
conduct an adequate investigation.

The Principal or DOO will notify the sender and acknowledge receipt of the reported
violation or suspected violation within five business days. All reports will be promptly
investigated and appropriate corrective action will be taken if warranted by the
investigation.
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ETHICS

Conflicts of Interest

Under no circumstance will an employee of EHSACS initiate, participate or benefit in
any way from negotiating a contract or purchase of goods or services in which he/she,
relative, or an associate has financial interest.

If an actual or potential conflict of interest is discovered, the employee must
immediately withdraw from further participation in the involved transaction and report
the transaction to the Principal or DOO.

Gratuities and Kickbacks

No employee (or anyone under their direct supervision) may solicit, demand, accept or
agree to a gratuity, kickback or an offer of employment in connection with a business
transaction. Such transactions include, but are not limited to, approvals on purchase
requests, influencing the content of any procurement standard, auditing, or rendering
of advice.

Use of Confidential Information

In accordance with the Confidentiality Agreement that appears in this manual an
employee must not knowingly use Confidential Information for actual or anticipated
personal gain, or for the actual or anticipated personal gain of any other person.

Reprimands and Penalties

A breach of ethical standards from an employee of EHSACS will warrant a written
warning from either the Principal, DOO or Board Chairperson. The repercussion of this
unacceptable behavior may lead to a suspension with or without pay for a specified
period of time, and/or termination of employment.
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Annex 1: Organizational Chart

Board of
Trustees

Partner Organization:

Principal EHTP

|
Assistant Director of
Principal Operations
All : Custodian,
Social . Office Security Bookkeeper
Worker Teaching Guard,

STaff Nurse
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Annex 2: Financial Leadership Accountability

Board of Trustees

Area of Review Primary Responsibility Measurement

Oversight of Ensure all systems and structures | Implementation of awareness of school’s mission

Management & School are in place for an effective | and educational program. Selection of qualified
operation. Oversee and asses the | key employees empowered to comply with the
school’s  educational = progress. | school’s mission. School is running effectively on a
Provide expertise in the areas of | day to day basis. Financial and Programmatic
law, real estate and finance. | goals are being accomplished as established on the
Establish and Maintain the school’s | proposal.
reputation and enhance EHSACS
visibility throughout the
community and media.

Fundraising Work with the School Leaders to | Determine fundraising goals; help to create and
raise funds to meet operational and | execute fundraising plan. Grants etc. are secured.
capital needs

Budget Work with the School Leaders and | Budget is created on schedule; and is updated
Financial Consultants to develop | regularly and financials are presented to the Board
and manage the annual operating | in timely manner. EHSACS is on budget; the
budget and demonstrate financial | Principal & DOO work with the Board of Trustees
viability to an independent auditor. | to hire an independent auditor; to successfully

complete annual audit.

Principal and DOO

Area of Review Primary Responsibility Measurement

Oversight of School Ensure all systems and structures | EHSACS opens and runs smoothly with full
are in place for an effective | enrollment and staffing and all policies and
operation procedures in place to effectively run the school on

a daily basis.

Fundraising Work with the Board of Trustees to | Determine fundraising goals; help to create and
raise funds to meet operational and | execute fundraising plan. Grants, etc. are secured.
capital needs

Budget Work with the Board of Trustees, | Budget is created on schedule; and is updated
School Leaders and Financial | regularly and financials are presented to the Board
Consultants to develop and manage | in timely manner. EHSACS is on budget; the
the annual operating budget and | Principal works with the Board of Trustees to hire
demonstrate financial viability to an | an independent auditor; to successfully complete
independent auditor. annual audit.

Board Reports Required monthly reports Timely, accurate and clear reports

Property, Equipment Safeguard the School’s fixed assets | Develop and execute procedures that will ensure

and Data and data that the school’s assets are accounted for and

recorded properly in the GL. Maintain and
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| safeguard digital, paper and intellectual data.

Bookkeeper

Area of Review

Primary Responsibility

Measurement

Oversight of School

Ensure all systems and structures
are in place for an effective
operation

EHSACS opens and runs smoothly with full
enrollment and staffing and all policies and
procedures in place to effectively run the school on
a daily basis.

Financial Requirements
and Processes

Work with the Principal, DOO,
Financial Consultants and Board of
Trustees and School Staff to develop
and manage the annual operating
budget and demonstrate financial
viability to an independent auditor.

Financial information is entered regularly and
accurately in order to create financials to the Board
in a timely manner. .

Human Resources
Policies and Procedures

Work with the Principal and DOO
in compiling personnel documents
and Developing a culture that
promotes employee retention

Ensure that the school complies with Federal, State
and local governmental requirements relating to
HR policies and procedures, and best practices.
Process, maintain and secure sensitive employee
data.

Property, Equipment
and Data

Safeguard the School’s fixed assets
and data

Develop and execute procedures that will ensure
that the school’s assets are accounted for and
recorded properly in the GL. Maintain and
safeguard digital, paper and intellectual data.

Board Reports

Required monthly reports

Timely, accurate and clear reports
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Annex 3: Types of Insurance Coverage and Thresholds

Type of Insurance Proposed Policy Coverage

Educators” Legal Liability

Included in Directors & Officers

Employee Benefits To be negotiated with a NY provider.

Workmen's Compensation | Statutory Limits

&Employer’s Liability

Automobile Liability $1,000,000

Umbrella $5,000,000 each occurrence
$5,000,000 aggregate

General Liability $3,000,000 aggregate,

$1,000,000 for each occurrence

Sexual Abuses & Molestation

Included in General Liability

Property $250,000
Student Accident & Medical | $1,000,000
Expense

Directors & Officers $1,000,000
Crime $750,00
Business Interruption 500,000

Inland Marine Included in BPP
NYS Statutory Disability $170/week
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Annex 4: Documents to be completed upon employment

The following documents are essential upon accepting an offer in EHSACS and are filed
separately in a locked location.

Update Timeline }i\f/la(;;}itcgﬂfe?r Update

Acceptance Letter Annually
Fingerprint Check No update needed
Federal Withholding Form W-4 As needed
Retirement Account Application As needed
Retirement Beneficiary Information As needed
Certifications (if applicable) As needed
Resume As needed

Job description As needed
Annual Evaluation Documentation Annually

Direct Deposit As needed

Employment Eligibility Verification
The following is a brief list of the documents required to be submitted upon filing an I-9
with the employer. These documents are to be filed separately in a locked location.

Update Timeline %}fﬂg;}i}:bi?r Update
I-9
Driver’s License or State ID As needed
Social Security Card or Passport As needed
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Medical Records
The following medical records are to be filed separately in a locked location according
to HIPAA regulations

Update Timeline }i\f/la(;;}g‘blfe?r Update
Medical Enrollment Form As needed
Dental Enrollment Form As needed
Life Insurance Form As needed
Physician records of examination As needed
Laboratory test records As needed
Diagnostic records As needed
Drug screening records As needed
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Annex 5: Requirements for Record Retention

Retention

Item

Period
Bank Statements & Reconciliations 7 Years

Cancelled Checks - (Important Payments - purchases of property, tax

payments, large or significant contracts) Permanent
Cancelled Checks - (Ordinary) 7 Years
Cash Books Permanent
Cash Receipts and Disbursements 7 Years
Construction Documents Permanent
Contracts and Leases (Current) Permanent
Contracts and Leases (Expired) 7 Years
Corporate - Articles of Incorporation & By Laws Permanent
Corporate - Certificate of Incorporation and Related Legal or P
Government Documents ermanent
Corporate - Minutes of Board & Committee Meetings, etc. Permanent
Correspondence (General) 3 Years
Correspondence (Legal / Important) Permanent
Duplicate Bank Deposit Slips 3 Years
Email 5 Years
Employee Assignments and Garnishments 7 Years
Employee Benefit Plan Documents 7 Years
Employee Payroll Records 7 Years
Employee Payroll Reports (Federal, State or City Gov't) 7 Years
Employee Personnel Records (After Termination) 7 Years
Employee Personnel Records (Current) Permanent
Employee Retirement & Pension Records Permanent
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Employee Timesheets

Employee Workman's Compensation Documents
Employment Applications (Current Employees)
Employment Applications (Other)

Finance - Accounts Payable Ledgers and Schedules
Finance - Accounts Receivable Ledgers and Schedules
Finance - Audit Reports of Independent Accountants
Finance - Chart of Accounts

Finance - Depreciation Schedules

Finance - Expense Analyses & Distribution Schedules
Finance - Financial Statements (incl. Trial Balances)
Finance - Fixed Asset Records & Appraisals

Finance - General Ledgers

Finance - Subsidiary Ledgers

Finance - Tax Return Worksheets

Finance - Tax Returns

Finance - Uncollectible Accounts & Write-offs
Finance - W-2 / W-4 / 1099 Forms, etc.

Grant Inquiries

Insurance - Accident Reports and Claims (Current Cases)

Insurance - Accident Reports and Claims (Settled Cases)

Insurance - Policies (Current)
Insurance - Policies (Expired)
Inventories

Invoices from Vendors
Invoices to Customers

Notes Receivable Ledgers
Paid Bills & Vouchers
Patents & Related Papers
Physical Inventory Tags

7 Years

11 years
Permanent
1 Year

7 Years

7 Years
Permanent
Permanent
Permanent
7 Years
Permanent
Permanent
Permanent
Permanent
7 Years
Permanent
7 Years

7 Years

7 Years
Permanent
Permanent
Permanent
Permanent
7 Years

7 Years

7 Years

7 Years

7 Years
Permanent

7 Years
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Property Appraisals Permanent

Property Documents - Deeds, Mortgages, etc. Permanent
Stock and Bond Certificates (Cancelled) 7 Years
Stock and Bond Records Permanent
Vendor Payment Request Forms & Supporting Documents 7 Years
Voucher Registers & Schedules 7 Years

Annex 6: Approvals & Signing Authorities Charts

Procurement:
$ Value/Range Required Signatures for Approval
$0 - $9,999 DOO. Principal may sign in DOO's
absence
$10,000 and above DOO and either Principal, Board
Chairperson or Board Treasurer
Check Signing Authority:
$ Value/Range Required Signatures for Approval
$0 - 9,999 Principal. Board Chairperson or Board
Treasurer in his/her absence
$10,000 and above Principal and Board Chairperson or
Treasurer
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Financial Policies and
Procedures Addendum

Effective July 2015

Facilitated by:




This document serves as an addendum to the School’s existing Financial Policies and
Procedures Manual (FPPM) effective July 1, 2015 to comply with OMNI regulations for
recipients of federal funding. These procedures must be followed in conjunction with those
outlined in the School’s current FPPM

Annual Audit

If total federal expenditures for the fiscal year should exceed $750,000 (or current federal
guidelines), an additional audit under the guidance of OMB Circular A-133* will be also conducted
by the independent audit firm.

Revenue Compliance

The School’s accounting and documentation system must be capable of meeting the specific
requirements imposed by grant agreements. Source documentation must be maintained for all
authorized awards, expenditures and interest earned. Expenses cannot be charged over 100%
against multiple grants. The School must ensure that all reporting requirements and deadlines are
met.

For all federal grants an official authorized to legally bind the School will be required to certify all
reports and payment requests by signing and agreeing to the following:

“By signing this report, | certify to the best of my knowledge and belief that the report is true,
complete and accurate and the expenditures, disbursements and cash receipts are for the purposes
and objectives set forth in the terms and conditions of the federal award. | am aware that any
false, fictitious, or fraudulent information or the omission of any material fact, may subject me to
criminal civil or administrative penalties for fraud, false statements, false claims, or otherwise.”

Grant Receipts
Drawdowns/advances must be disbursed within the grant’s specified time and maintained in
insured account. The funds must also be in interest bearing account, if:

e Aggregate federal awards are over $120,000; and

e Account expected to earn in excess of $500 in interest per year; and

e Bank required minimum balance is feasible for the School to maintain.

Interest amounts earned up to $500 may be retained by the School for administrative purposes.

See the link below for A-133 requirements related to each grant:
http://www.whitehouse.gov/omb/circulars/al33 compliance supplement 2014

Purchases and Cash Disbursements
Allowability Procedures
Before any grant funds are budgeted and expended staff are required to determine the cost
eligibility based on the following factors:
e Necessary, reasonable and allocable
e Conform with federal law and grant terms

1 OMB Circular A-133 Revised 2007; http://www.whitehouse.gov/omb/assets/a133/a133 revised 2007.pdf;
accessed on 07/2010
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Consistent with state and local policies
Consistently treated

In accordance with GAAP

Not included as a match

Net of applicable credits

Adequately documented

The following link must be used to determine specific cost eligibility:
http://www.whitehouse.gov/omb/circulars al22 2004#atta

Payments made for costs determined to be unallowable by either the Federal awarding agency or
pass-through must be refunded (including interest) to the Federal government in accordance with
instructions from the Federal agency that determined the costs are unallowable.

The School adheres to the following purchasing objectives:

e Procurements will be completely impartial based strictly on the merits of supplier and
contractor proposals and applicable considerations such as delivery, quantity, quality.

e The School will make all purchases in the best interests of the School and its funding
sources and in accordance with any grant restrictions as applicable.

e The School will buy from reliable vendors.

e The School will not contract with vendor who has been suspended or debarred.
WWW.Sam.gov

e The School will obtain maximum value for all expenditures.

e The School will be above suspicion of unethical behavior at all times and avoid any conflict
of interest, transactions with related parties, or even the appearance of a conflict of interest
in the School supplier relationships. The School’s conflict of interest policies are described
in its By-laws.

e The contractor must possess financial and technical resources necessary to provide
service/goods.

e Competitive quotes are required for goods and services over $3,000 (followed by bidding
requirements stated above.)

e Competitive bidding must be based on the procedures outlined in the School’s Fiscal
Policies and Procedures Manual.

Payroll (Time and Effort Documentation)
Charges to Federal awards for salaries and wages must be based on records that accurately reflect
the work performed.

See link for suggested example:
http://www.p12.nysed.gov/accountability/consolidatedappupdate/employeecertifications.html

Property & Equipment
The School must adhere to the established capitalization policy as outlined in the Fiscal Policies
and Procedures Manual. Federal award purchases of $5,000 or more per unit and useful life greater
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than one year must be capitalized.
Asset Tracking Process
Upon receiving any property that qualifies as a fixed asset, the School is responsible for recording
the following into the Fixed Asset Tracking List:
e Asset tracking number as designated by the School,
e Asset name, use, condition and description;
e Classification (i.e. land, building, equipment, betterment, leasehold improvements,
furniture, computer hardware and software);
Serial number, model number, or other identification;
Indicate if the title vests with the governmental agency, if required;
Vendor name and acquisition date or date placed in service;
Location of the equipment;
Purchase Value;
Disposal Date and Reason; and
Specify dollar amount of any asset purchased with grant fund

Physical inventory for assets purchased with federal funds must be performed at least every two
years.

Disposition of Assets
For assets purchased with federal funds the School must request disposition instructions from the
federal awarding agency when required.
Otherwise, may be retained, sold or otherwise disposed as follows:
e Over $5,000 — pay federal share
o If equipment is sold: Federal awarding agency may permit non-Federal entity to
deduct and retain $500 or 10% of the proceeds for selling and handling instructions.
e Under $5,000 — no accountability (still must formally dispose)

Conflict of Interest Policy

Interested Person

The General Municipal Law defines prohibited conflicts of interest for school trustees, officers
and employees.

Under the General Municipal Law, no school officer or employee may have an interest, direct or
indirect, in any contract with the School, when such officer, trustee, or employee, individually or
as a member of the Board, has the power or duty to (a) negotiate, prepare, authorize or approve
the contract, or authorize or approve payment under the contract; (b) audit bills or claims under
the contract; or (c) appoint an officer or employee who has any of the powers or duties set forth
above.

Financial Interest
A person has a financial interest if the person has, directly or indirectly, through business,
investment, or family:

3|Page



e An ownership or investment interest, other than de minimis, in any entity with which the
School has a transaction or arrangement,

e A compensation arrangement with the School or with any entity or individual with which
the School has a transaction or arrangement, or

e A potential ownership or investment interest, other than de minimis, in, or compensation
arrangement with, any entity or individual with which the School is negotiating a
transaction or arrangement. Compensation includes direct and indirect remuneration as
well as gifts or favors having a value of $100.00 or more whether in the form of money,
service, loan, travel, entertainment, hospitality, thing or promise or in any other form, under
circumstances in which it could reasonably be inferred that the gift was intended to or could
reasonably be expected to influence the performance of a trustee, official or employee in
his/her official duties, or was intended as a reward for any official action.

Duty to Disclose

Any trustee, officer or employee who has, will have, or later acquires an interest in any actual or
proposed contract with the Board must publicly disclose the nature and extent of such interest in
writing to the directors and members of committees with governing board delegated powers
considering the proposed transaction or arrangement.

Determining Whether a Conflict of Interest Exists

A financial interest is not necessarily a conflict of interest. A person who has a financial interest
may have a conflict of interest only if the appropriate governing board or committee decides that
a conflict of interest exists. After disclosure of the financial interest and all material facts, and after
any discussion with the interested person, he/she shall leave the governing board or committee
meeting while the determination of a conflict of interest is discussed and voted upon. The
remaining board or committee members shall decide if a conflict of interest exists.

Notwithstanding anything herein, the following contracts are exempt from this policy, including
but not limited to, employment contracts between the school and a board member or employee’s
spouse, minor children or dependents; a contract between the school and a corporation of which
the board member or employee is neither a director nor owns more than five percent of outstanding
stock; a contract between the school and a board member or employee entered into preceding the
election of the board member but not the renewal/renegotiation of that contract; a contract between
the school and a board member or employee in which the total paid does not exceed $750.00 during
the fiscal year when added to the aggregate amount of consideration payable under all contracts
pertaining to that individual; a contract between the school and a company that employs a board
member or employee where the individual’s compensation is not directly affected as a result of
the contract and the duties of the individual’s employment do not directly involve the procurement,
preparation or performance of such a contract; and purchases, in the aggregate amount of Five
Thousand Dollars ($5,000) or less in any single calendar year. No review or action by any
governing board or committee shall be necessary if an exception applies.

Procedures for Addressing a Conflict of Interest

An interested person may make a presentation at the governing board or committee meeting, but
after the presentation, he/she shall leave the meeting during the discussion of, and the vote on, the
transaction or arrangement involving the possible conflict of interest.
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The chairperson of the governing board or committee shall, if appropriate, appoint a disinterested
person or committee to investigate alternatives to the proposed transaction or arrangement.

After exercising due diligence, the governing board or committee shall determine whether the
School can obtain with reasonable efforts a more advantageous transaction or arrangement from a
person or entity that would not give rise to a conflict of interest.

If a more advantageous transaction or arrangement is not reasonably possible under circumstances
not producing a conflict of interest, the governing board or committee shall determine by a majority
vote of the disinterested directors whether the transaction or arrangement is in the School’s best
interest, for its own benefit, and whether it is fair and reasonable. In conformity with the above
determination it shall make its decision as to whether to enter into the transaction or arrangement.

Violations of the Conflicts of Interest Policy

If the governing board or committee has reasonable cause to believe a trustee, officer or employee
has failed to disclose actual or possible conflicts of interest, it shall inform the trustee, officer or
employee of the basis for such belief and afford the member an opportunity to explain the alleged
failure to disclose.

If, after hearing the trustee, officer or employee’s response and after making further investigation
as warranted by the circumstances, the governing board or committee determines the trustee,
officer or employee has failed to disclose an actual or possible conflict of interest, it shall take
appropriate disciplinary and corrective action.

Any contract entered into with a prohibited interest is null, void and unenforceable. Further any
trustee, officer, or employee who willfully and knowingly violates this policy shall be guilty of a
misdemeanor.

Records of Proceedings
The minutes of the governing board and all committees with board delegated powers shall contain:

e The names of the persons who disclosed or otherwise were found to have a financial
interest in connection with an actual or possible conflict of interest, the nature of the
financial interest, any action taken to determine whether a conflict of interest was present,
and the governing Board’s or committee’s decision as to whether a conflict of interest in
fact existed.

e The names of the persons who were present for discussions and votes relating to the
transaction or arrangement, the content of the discussion, including any alternatives to the
proposed transaction or arrangement, and a record of any votes taken in connection with
the proceedings.
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Compensation
A voting member of the governing board who receives compensation, directly or indirectly, from
the School for services is precluded from voting on matters pertaining to that member’s
compensation.

A voting member of any committee whose jurisdiction includes compensation matters and who
receives compensation, directly or indirectly, from the School for services is precluded from voting
on matters pertaining to that member’s compensation.

A voting member of the governing board or any committee whose jurisdiction includes
compensation matters and who receives compensation, directly or indirectly, from the School,
either individually or collectively, is prohibited from providing information to any committee
regarding compensation.

Annual Statements
Each trustee, officer, and employee shall annually sign a statement which affirms such person:

Has received a copy of the Code of Ethics and Policy on Conflicts of Interest,

Has read and understands the Code of Ethics and Policy,

Has agreed to comply with the Code of Ethics and Policy, and

Understands the School is charitable and in order to maintain its federal tax exemption it
must engage primarily in activities which accomplish one or more of its tax-exempt
purposes.

Periodic Reviews

To ensure the School operates in a manner consistent with charitable purposes and does not engage
in activities that could jeopardize its tax-exempt status, periodic reviews shall be conducted. The
periodic reviews shall, at a minimum, include the following subjects:

e Whether compensation arrangements and benefits are reasonable, based on competent
survey information and the result of arm’s length bargaining.

e Whether partnerships, joint ventures, and arrangements with management organizations
conform to the School’s written policies, are properly recorded, reflect reasonable
investment or payments for goods and services, further charitable purposes and do not
result in inurement, impermissible private benefit or in an excess benefit transaction.

6|Page



Educational Program

The primary modification that we are proposing for the next charter school is the expansion of East
Harlem Scholars to include a middle school program, Grades 6-8. It was the original intention of the
founders of East Harlem Scholars that the school should ultimately grow to serve K-8 because of the
dearth of not only strong public school options at the elementary level in CSD 4 but at the middle school
level as well. Indeed, our mission attests to the expectations of becoming a K-8 school as it states that our
goal is to “prepare students with the academic skills, strength of character and social and emotional well-
being to excel in high school and college... .”

At the time the original charter school application was written, students in CSD 4 middle schools
struggled to achieve proficiency standards as was evident by the NYS ELA and math assessments. As the
following table illustrates, the latest assessment data from 2015 available on the NYSED website
indicates that CSD 4 continues to be a low-performing district, where less than a quarter of all students
meet proficiency standards and where SWD, ELLs and economically disadvantaged learners struggle
significantly in comparison to their general education, English proficient and non-economically
disadvantaged peers and Black and Hispanic students underperform compared with their White and Asian
counterparts.

Percent of Middle School (Grades 6-8) CSD 4 Students Scoring a Level 3 or 4 on 2015 NYS
Assessments

ELA Math
All Students 22% 21%
SWD 4% 3%
General Education 28% 28%
ELL 1% 3%
English Proficient 24% 33%
Economically Disadvantaged 19% 18%
Non-Economically 33% 33%
Disadvantaged
Black & Hispanic 19% 18%
White & Asian 56% 60%

These data clearly indicate the need still exists today for quality public middle school options in CSD 4.
Further, with the tremendous academic growth experienced by East Harlem Scholars’ students in math
and ELA in 2015 as evidenced by our 2015 NYS ELA and math assessment data, we are committed to
ensuring that our scholars remain on this upward trajectory of achievement and growth when they
graduate from our elementary school program. To ensure they have this opportunity, East Harlem
Scholars is proposing to add a middle school program in the next charter term that is an extension of the
student-centered and academically rigorous, K-5 learning community we have solidly established where
families are welcomed as integral and necessary partners in their children’s education. As it has with the
elementary school program, EHTP will play a crucial part in the implementation of the middle school as
part of its role as the School’s Institutional Partner.

While expansion to include the middle school grades had always been a long term goal for East Harlem
Scholars, it has been during the last year where work has taken place in earnest to design a middle school
academic and operational plan that is a seamless extension of the elementary learning community that we
have created. The most important step in planning for the middle school was the recruitment and hiring of
an exceptional leader for the middle school who would work under the guidance of Cheyenne Batista Sdo
Roque, East Harlem Scholars’ Principal and East Harlem Scholars Academies Managing Director.




Through a comprehensive recruitment process facilitated by EHTP’s talent recruitment staff, Maureen
Yusuf-Morales was hired in early 2015 as Principal in Residence, East Harlem Scholars Middle School.
Ms. Yusuf-Morales who has a Masters in Educational Leadership and Administration from NYU brings
tremendous experience in middle school instruction, curriculum development, assessment and teacher
training in the traditional public, charter and private school realms. Her resume is included at the end of
this narrative. The East Harlem Scholars Board delegated the responsibility for the planning of the middle
school to the Ms. Batista Sdo Roque and Ms. Yusuf-Morales. Ms. Yusuf-Morales has spent much of this
year engaged in researching middle school models that will support East Harlem Scholars’ student-
centered model. This research, along with Ms. Yusuf-Morales’ middle school experience and the
experience of East Harlem’s leadership in educating its elementary school students, has informed the
plans for the educational program of the middle school. The planning for the East Harlem Scholars’
middle school has also included support from EHTP leadership in examining the feasibility of expansion
from a facilities perspective, the needs from a staffing and organizational perspective and the long-term
sustainability from a budgetary perspective. Finally, we sought the input of our community through
surveys and family meetings regarding our growth plan. As will be described in this section as well as in
the Governance, Fiscal and Facility sections and corresponding Exhibits, we have made significant
progress in developing a plan for middle school expansion that is educational, organizationally and
fiscally sound.

OVERVIEW OF EAST HARLEM SCHOLARS MIDDLE SCHOOL

What makes a great middle school? East Harlem Scholars has designed a middle school model that is
aligned with the three key traits of successful middle schools and the environment that must exist in the
schools to exploit these traits that have been identified by The National Forum to Accelerate Middle-
Grades Reform’s Schools to Watch Initiative (a U.S. Department of Education Investing in Innovation
winning grantee). According to the Schools to Watch Initiative®, high performing middle schools are: (1)
academically excellent—these schools challenge all students to wuse their minds well; (2)
developmentally responsive—these schools have an awareness of and sensitivity toward the unique
developmental needs of early adolescents; and (3) socially equitable—they capitalize on early
adolescents’ obsession with fairness by being a trustworthy and democratic community where every
student feels a connection to at least one adult in the building. To achieve this level of performance,
Schools Watch Initiative notes that high-performing schools have created communities where norms,
structures, and organizational arrangements are established to support and sustain their trajectory toward
excellence. They have a sense of purpose that drives every facet of practice and decision-making.

An Academically Excellent Middle School

This section will discuss key aspects of the middle school educational program: Instruction, Curriculum,
Assessment, Professional Development and Leadership that will support academic achievement and
growth for all learners. These components will support the building of a middle school that is
academically excellent.

Instructional Practices in the Middle School

The Instructional Framework

As it is in the elementary school, instruction in the middle school will continue to be student-centered.
Instructional practices will be aligned with the way the adolescent brain learns based on the body of
research in the field. This means avoiding cognitive overload by chunking concepts, checking for
understanding after every chunk (as opposed to at the very end of the lesson), connecting new concepts to
background knowledge (short term memory to long term memory) and using practices that require 100%

! http://www.middlegradesforum.org/index.php/school-to-watch/what-is-school-to-watch


http://www.middlegradesforum.org/images/DEVELOPMENTAL_RESPONSIVENESS.pdf

participation of all students so that every student is engaged in classroom instruction (active
participation).

Instruction in the elementary school utilizes the Gradual Release of Responsibility model. This teaching
model shifts the cognitive load slowly and purposefully from teacher-as-model, to joint responsibility, to
guided instruction, to collaborative or independent practice and application by the learner. By gradually
assuming increasing responsibility for their learning, students become competent, independent learners.
This “Say/See/Do” teaching model (S/S/D) will continue to be the overarching method of instruction in
the classroom.

Learners take in information auditorily, visually, and kinesthetically, and most learners are more
dominant in one or two of the three modalities. Thus, our instruction in the middle school needs to be
strategic and balanced in our selection of explanatory devices to ensure equal opportunity for all learners.
Are we explaining in ways that enable students to see, hear, or experience the content or concept? If not,
we are cheating some learners®. The S/S/D teaching approach provides the instructional framework that is
both strategic and balanced.

S/S/D Teaching has two critical attributes:
« Students experience all content verbally, visually, and kinesthetically;
« Students learn skills step-by-step and content chunk-by-chunk.

In Say/See/Do Teaching, each step or chunk is presented in a multi-sensory cycle:
1. Let me explain what to do next (verbal).
2. Watch as | show you (visual).
3. Now, you do it (kinesthetic) (p. 85, Jones, 2007).

The three-part cycle is repeated until all of the steps in the skill are taught or all of chunks of content are
presented. The S/S/D cycle helps students make multiple perceptual connections to each step or chunk.
“The more perceptual modes one engages for students—seeing, hearing, moving, touching—the better the
learning will be”*. In The Skillful Teacher?, the authors present the following amalgam of many studies
regarding different perceptual modes:

Relative Effectiveness of Different Perceptual Modes

Read, Say, Do | | | |
Read, Say |

Hear & See
See |

Hear

Read

_
0% 20% 40% 60% 80% 100%

The impact of combining perceptual modes is clear, as reading is 7x more effective when students talk
about what they read and 9x more effective when students talk about and do something in addition to
reading. This strategy removes the need for teachers to spend valuable time taking inventories of students’
learning styles and trying to have some lessons appeal to one type of learner and other lessons appeal to

2 Saphier, J., Haley-Speca, M. A., & Gower, R. (2008). The Skillful Teacher: Building Your Teaching Skills, (6th ed.). Acton, MA:
Research for Better Teaching, Inc., p. 173.

® Ibid, p. 233.

*Ibid., p. 233.



another type of learner. Instead, all lessons should engage all learners, giving all students the opportunity
to use their favored styles while building competence in their weaker areas.

Stepping/Chunking: In Say/See/Do Teaching, all procedures are broken into steps, and all concepts are
broken into chunks as part of the lesson-planning and lesson-delivery processes. “Learning proceeds more
efficiently if students receive information in small chunks that are processed immediately. To facilitate
this technique, the teacher identifies the chunks within a critical-input experience ahead of time”* in an
instructional practice called teaching in small steps®.

“Of vital importance to the success of critical-input experiences is the extent to which the teacher
organizes the experiences into small chunks”’ Others also stress the impact of breaking input