Brookhaven Innovation Academy Board of Directors
AGENDA
Meeting:
January 5, 2016 at 3159 Campus Drive, Norcross, GA
7:00pm

1. Call to Order and Opening Remarks
2. Approval of Agenda

3. Minutes Review and Approval
a. December 1, 2016 Regular Meeting

4, Head of School Report: Laurie Kimbrel

5. Committee Reports:
a. Fundraising Committee: Kevin Miller & Taryn Bowman
b. Finance Committee: Zennie Lynch
c. Facilities Committee: Andrew Hamilton

6.0Ild Business
a. Policies —action
i. Health Services
ii. Lottery/Enrollment
jiii. Finance
b. Organizational Chart - action
7.New Business
a. 2018-2019 Student/Parent Handbook — action

b. Enroliment and admission process update

8. Public Participation




9. Executive Session
a. Personnel
b. Real estate negotiation
¢. Student Discipline

10. Personnel - Action

11. Adjourn
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Brookhaven Innovation Academy Board of Directors
MINUTES
Mesting:
December 1, 2016 at 3159 Campus Drive, Norcross, GA
7:00pm :

Board members in attendance: Andrew Hamilton, Jennifer Langley Ed Lindsey (via
conference call until 7:45 pm and in person after) Kelly Mandy, Kevin' Mtller

1. Call to Order and Opening Remarks - meeting was calied to order at 7:36 pri by
Jennifer Langley. o

2. Approval of Agenda — Kelly Mandy moved to approve agenda without item 7b. Kevin
Miller seconded.
Ayes: 5
Noes: 0
Motion Passed.

3. Minutes Review and Approval,
a. November 3, 2016 Regular Meetlng Keliy Mandy moved to approve, Kevin
Mlller seconded '

016 Sp}ecial Meeting — Kelly Mandy moved to approve. Kevin

“November 1 2
Mxller seconded

4. Head of School Report: Laurie Kimbrel
Parent Council activities from this year include:

¢ Movie night — about 80 attendees

e Campus beautification and improvement — tree planting, recess area painting,
woodchips

e Parent volunteers to serve [unch

s Teacher appreciation committee — holiday gifts, teacher meais, stock the break
room




e Dress up day parties
e Room parent coordination
e Volunteer coordination including assembling the guided reading library
Instructional Program Update:
¢ PBL, coding, personalized now being fully implemented
¢ Added high achieving 1% graders to Rosetta Stone
e Third projects will be presented at exhibition night.
e Internet still somewhat problematic for Rosetta Stone and Compass
Teacher Evaluation is underway using state TKES system v
e We are on track with timing — formative observations and. 2j—walk through
observations for each teacher will be complete by winter bre:
e Ongoing coaching meetings with focus on dlfferentlatlor{ andr
e Teacher to teacher coaching models in place
17-18 planning
¢ Lottery and admission process is set and posted on internet
e Middie School focus groups are being assembled for__lnput into Middle School
model
e Curriculum committee/academic committee WI"_WO[‘k on changes or additions in
instructional materials. i
e Calendar is on agenda for tonighi ‘and rev
be brought to board in January,

anagement

ions to péfent/student handbook will

5. Committee Reports - i
a. Finance Commqttee no""eport Novemberfmanaal statements will be reviewed

at January meetmg : :
b. Facilities Committee: Andrew | Hamllton
. Addltlonal f_Qrmture has been delivered.
rkmg wrth the vendor to correct issues with damaged

Board members are working on timelines, processes and potential sites
for permanent school focation.
Swntched to Comcast Fiber to resolve quality of service issues.
Need additional access points to alleviate bandwidth issues.
-Fotind a supplier to fix broken laptops.
‘Handy man has been hired to maintain current building.
c. Fundraising Committee: Kevin Miller
» Fundraising committee met and decided that they will have a regular
meeting on the third Thursday of each month.
e Committee made the decision that BiA 100 donors will be recoghized
when they have fuifilled their commitment. '
e A corporate donor program was also discussed at the meeting and will be
implemented.
d. Academic Committee: Kelly Mandy




First meeting was held on November 9, 2016. Minutes were taken and shared
by Kelly Mandy. Highlights include:
e Elements of the BIA Charter were reviewed. We are currently meeting
the expectations.
e Currently meeting State and Federaily mandated educational services.
e Committee will define academic excellence, discuss how the school
measures progress towards goals, develop process to ensure teachers
have access to appropriate instructional materials at a future meeting.
e New members with specific educational expertise will be added to the
committee. i
6.0ld Business
a. Policies
i. Child Find
ii. English Language Learners
iii. Homeless Services rE
iv. Child Abuse and Neglect Reporting -
v. Board Conflict of Interest -
Andrew Hamilton moved approval of all five ;’p’;_il'icies. Kelly Mandy seconded.
Ayes: 5
Noes: 0
Motion passed.

7.New Business
a. Policies:

2017-2018 School Calendar

.Draft 17-18 sﬁ_g':’c!ent calendar was presented along with comparison data from
ycal public.school districts.

‘, Mandy moved approval of the 17-18 calendar as presented. Kevin Miller
seconded.

Ayes: 5

Noes: 0

Motion passed.

c. Lottery Software
Agenda item was tabled until a future meeting.

d. Measure of Academic Achievement Data
Information was shared about MAP data from the September test




administration. See agenda materials for details.

e. Organizational Charts
Jennifer Langley presented draft of Board Organizational Chart.
Ed Lindsey suggested that the Major Donor/Grants Chair and Head of School
should not have a reporting relationship. Board members agreed and this
change will be made on next draft.
School organizational chart was presented. Arrows between board, business
manager/management company were changed to be one way.from board to
them to clarify reporting relationships. Drafts of both charts W|il be brought
back to January meeting for action.

f. Marketing Budget Recommendation
Jennifer Langley and Laurie Kimbrel presented a recommendatlo ) for a
marketing budget not to exceed $10,000 to be used to implement a marketlng
plan with the goal of securing full enrol!ment for 17- 18 with a healthy waiting
list. Activities would include production of a. wdeo, graphlc design, print
matetials and ads. Ed Lindsey reminded staff to:use approprlate releases for
students who are pictured in these materials. '
Ed Lindsey moved approval of: the budget Kelly Mandy seconded.
Ayes: 5 ’
Noes: 0
Motion passed.

8. Public Participation = e :
Denise Daisy — Asked for mformatlon regarding MAP test data for the winter
administration. LaurléfKambreI will follow up with her about the issue. She also
commented that our soci _|'.:med[a should focus on our target audience.

: : pport for the addition of an art teacher for the 17-18

tlve Session — Ed Linsey made a motion to recess to executive session. Kelly

Motion passed.

Board recessed to executive session at 8:35 pm to discuss a personnel issue and real
property negotiation.

Board recessed back to open session at 9:05.

There was no reportable action.

10. information ltems
a. Enroliment Update
b. Demographic Information Update




11. Adjourn
Ed Lindsey moved to adjourn the meeting. Andrew Hamilton Seconded.
Ayes: 5
Noes: 0
Meeting adjourned at 9:06 pm.
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3159 Campus Drive
Norcross, GA 30071

Board of Directors Meeting Agenda Item
__Consent
__X__Action
___Discussion
___Information
Board Meeting Date: January 5, 2017
Title of Agenda ltem: SCSC Required Policies
Submitted by: Laurie Kimbrel
Background and Summary: The following policies are necessary for SCSC compliance. The
attached drafts have been reviewed by our attorney and by the board at the December
meeting.
e Heath Services
e Lottery/Enrollment
e Finance
Policies adopted by the board chart a course of action. They are broad enough to indicate a line
of action to be taken by the administration in meeting a number of day-after-day problems;
they are to be narrow enough to give the administration clear guidance.

Fiscal Impact: None

Recommendation: The Board approve the attached policies as presented.




Brookhaven Innovation Academy
School Health Policies

STUDENT HEALTH SERVICES

The Governing Board of Brookhaven Innovation Academy, in order to implement the requirements of
0.C.G.A. §20-2-771.2 and 0.C.G.A. §20-2-779, has established a student health services program for
Brookhaven Innovation Academy.

The program will be implemented by trained Brookhaven innovation Academy personnel and others
whose duties are set forth in job descriptions provided by the Head of Schoo! and approved by the
Board.

The Head of School, or designee, is responsible for developing other rules and procedures which may be
necessary, in combination with the job descriptions, to implement this program. These rules and
procedures shall comply with requirements of the State Board of Education, state law, the Department
of Public Health or other state agency with jurisdiction or authority over services provided to students
under the ahove reference code section.

The Head of Schoo! is responsible for ensuring all personnel performing student health services under
this policy attend the necessary annuat training. Al training will be conducted by licensed, certified,
and/or qualified trainers,

All personnel performing services under this policy are subject to the restrictions set forth in 0.C.G.A.
20-2-773, specifically, none of the following health services shall be provided to public school students
pursuant to this policy:

(1) Distribution of contraceptives;
(2) Performance of abortions;

(3) Referrals for abortion; or,

(4) Dispensing of abortifacients.

LEGAL REF: O.C.G.A. §20-2-771.2, §20-2-779

SCHOOL NURSING PROCEDURES

Trained school health personnei provide monitoring, storage and administration of medication to
students with medical conditions. They also train and supervise other personnel in the administration of
medication. The following policies and procedures have been developed to address the administration
of medication (both prescription and over-the-counter) to students during regular school hours, at
school-sponsored activities, and at after-school events. These procedures shall be communicated to
parents/guardians, students, and all schoot! staff as appropriate.

Medication {including over-the-counter and prescription medications) will be administered {o students
during school hours and during school-sponsored activities only upon receipt of a written parental
request and a valid medical authorization.



The administration of drugs or medications, duly prescribed and authorized by a physician, is within the
scope of duty of a teacher, including substitute, teacher assistant or student teacher, and any other
public schoot employee as authorized by the Brookhaven Innovation Academy Board of Directors {the
"Board"). The Board designates the Head of School of the school as its designee to authorize employees,
contracted agencies or staff at the school to administer medication to students in accordance with state
jaw. The Head of School shall authorize named individuals to administer medication, provided that no
one shall be required to administer drugs or medication. Each person designated to administer
medication shall receive annual training.

The Head of School shall develop regulations to implement the provisions of this policy that include
detailed rules regarding the circumstances in which students may be administered or self-administer
medications while at school or school-related activities.

LEGAL REF: 0.C.G.A. §20-2-774, §20-2-776, §20-2-776.1, §20-2-776.2, §20-2-776.3, §20-2-777

IMMUNIZATION OF STUDENTS

In accordance with 0.C.G.A. §20-2-771, each student must have immunizations for the following
diseases before the first day of attendance in school: diphtheria; haemopbhilus influenzae type B (not
required on or after the fifth birthday); hepatitis A; hepatitis B; measles; meningitis; mumps; pertussis
(whooping cough}; pneumococcal (not required on or after the fifth hirthday); poliomyelitis; rubella
{German measles); tetanus; and varicella {chickenpox) and any other disease that is determined by the
Commissioner of Public Health to be in the interest of the public health.

A student may be exempt from immunization requirements for religious and/or medical reasons, subject
to the following requirements.

Religious Objection If a parent objects to the immunization on religious grounds, then the parent must
provide to the Head of School a signed affidavit in which the parent swears or affirms that the required
immunization conflicts with the religious beliefs of the parent. Upon receipt of this statement, the child
shall be allowed to attend schoo! without the immunization, except in the event of an epidemic. A copy
of this affidavit, which does not expire, will be placed in the student’s file in lieu of an immunization
certificate.

Medical Exception If a physician licensed to practice medicine in the State of Georgia certifies that,
based upon examination of the child a required immunization may be detrimental to the health of the
child then the child may be allowed to attend school without the immunization, The medical certificate
will be placed in the student’s file in lieu of an immunization certificate. Certificates for medical
exemption must be reviewed and reissued annually.

Subject to the exceptions set forth in this policy, a certificate of immunizations, completed by a quaiified
professional, must be presented to the Head of School on or before the child's first day of attendance. If
not received before the child begins attendance, the Head of School shall submit a Notice of Deficiency
to the parent.

The certificate of immunizations must then be provided within 30 calendar days of the first day of
attendance. An extension beyond 30 days may be allowed upon certification by a physician that
additional time is necessary in order to administer vaccine in medically approved doses,




The Head of School shall exclude children who have not provided the certificate of immunizations within
the above timeframe. The Head of School shall maintain the certificate of immunizations and transmit,
upon request, a copy to any new school of enrollment. The Head of School shall also maintain a copy of
any statement presented by the parents based on either the religious or medical exemptions set forthin
this policy.

Within 60 calendar days after the commencement of the school year, the school is required to file an
immunization report with the Georgia Department of Public Health on forms provided by the

department.

LEGAL REF: 0.C.G.A. §20-2-771

VISION, HEARING, DENTAL, AND NURTITIONAL SCREENINGS

In accordance with 0.C.G.A. §20-2-770, all students enrolling in a Georgia public school for the first time
must provide certification from an appropriate health professional that a student has undergone a
vision, hearing, dental, and nutrition screening. A completed certificate must be presented to the Head
of School prior to enroliment.

A student may be exempt from screening requirements for religious and/or medical reasons, subject to
the following requirements.

Religious Objection: If a parent objects to any screening on religious grounds, the parent must provide a
notarized statement stating that the required screening(s) conflict with the religious beliefs of the
parent. This notarized statement will be kept in the student’s file at the school and forwarded to new
schools in the same manner as a Certificate.

Medical Exemption: If a disability or other health condition precludes student from taking or passing any
of the four screening components, then Certificate submitted to the schoo! must provide an explanation
from the health professional as to why the test could not be administered or passed, note whether the
student is under professional care, and provide any further information that might assist the school with
the student's educational planning.

LEGAL REF: 0.C.G.A. §20-2-770, DPH Rule 551-5-6-.01

DIABETES MEDICAL MANAGEMENT PLANS

As part of Brookhaven Innovation Academy’s student health setvices program and in accordance with
OCGA §20-2-779, the Head of School is responsible for designating at least two employees to serve as
trained diabetes personnel when a student with diabetes is enrolled in the School, when appropriate.

The Head of School shall develop rules and procedures for the submission and implementation of a-
diabetes medical management plan by the parent of any student with diabetes who seeks care while at
school or school-sponsored activities.



A student who has been diagnosed with diabetes must have a Diabetes Medical Management Plan
{DMMP), sighed by a parent and physician, on file with the Schoo! to receive or administer the related
medication or treatment while at school or school-sponsored activities. The DMMP must contain all
items covered in the plan, including how, when, and under what circumstances the student should
receive blood glucose monitoring and injections of insulin as well as steps to take in case of an
emergency

Upon written request by a parent and if authorized by a student's DMMP, a student with diabetes shall
be permitted to perform blood glucose checks, administer insulin through the insulin delivery system
the student uses, treat hypoglycemia and hyperglycemia, and otherwise attend to the monitoring and
treatment of his or her diabetes in the classroom, in any area of the school or school grounds, and at
any school related activity, and he or she shall be permitted to possess on his or her person at all times
all necessary supplies and equipment to perform such monitoring and treatment functions.

LEGAL REF: O.C.G.A. §20-2-779

Approved 12-1-16




Brookhaven Innovation Academy
Admissions and Lottery Process Policy

Brookhaven Innovation Academy will adhere to the State Charter Commission of Georgia
Charter School Enroliment and Lottery Procedures.

Admission Process:

All residents of the State of Georgia are eligible to enroil in BIA. BIA will serve students in
Kindergarten through Seventh Grade during the 2017-2018 school year and Kindergarten
through Eighth Grade in subsequent years.

Brookhaven Innovation Academy (BIA) will open its admission process for thirty {30) days in
mid January of each year. All parents/guardians who wish to enroll their child(ren) at BIA
should complete one Admissions Form for each child. If the number of applicants exceeds the
capacity at any grade level by the initial application deadline, BIA will ensure that applicants
have an equal chance of being admitted through a random-selection lottery.

To participate in the lottery, a student’s Admission Form must be received prior to the initial
application deadline. All individuals who have submitted an Admission Form will be notified in
writing by that their form was received.

The lottery will be held in late February or eatly March of each year. The lottery will be open to
the public and advertised on the BIA website in advance.

All Admission Forms received after the initial enrollment deadline will be assigned to a class on
a first-come, first serve basis or added to the end of any wait list in the order it is received.

When a student is admitted into the school, a completed Registration Packet and supporting
documents must be returned by the date indicated on the materials, or the student will forfeit
their spot and move to the end of any wait list.

BIA will give enroliment priority to the following categories of applicants:
1. Asibling of a student enrolled at BIA
2. A student whose parent/guardian is a fuil time teacher, professional or other employee
at BIA _
3. A student whose parent/guardian is a member of the Board of Directors

Sibling by definition is a:
1. Biological (including half sibling)/adoptive sibling within the State of Georgia
2. Step sibling residing in the same household
3. Foster children residing in the same household




Admission Procedure:

Upon closing of the initial admissions period, all qualified students will be directly admitted
into the school, unless the number of students enrolied exceeds the available spaces ina
certain grade.

If the number of qualified applicants exceeds the number of available spots for any or all
grade levels, a random selection lottery, which shall be open to the public shall be
conducted. All gualified applicants will be contacted with the date, time and place of the
lottery via e-mail and web posting. '

Per the school’s enrollment preferences, prior to the lottery, siblings of students currently
enrolled in the school, children of Governing Board members and full time staff members
will be placed in available spots in their respective grades.

For the grades that do not exceed the number of available seats, all qualified appiicants will
be placed on the school roster. The, any siblings of these directly enrolled students will be
placed into the available spaces in their respective grades.

Parents are responsible for ensuring the information provided to BIA is accurate. if
inaccurate information is provided regarding grade or sibling status, it is the
parents’/guardians’ responsibility to correct it PRIOR to the close of the Initial Admissions
period in order for the student and/or sibling to be included in the admissions lottery.

Prior to the lottery, qualified students will be given a number one through the total number
of applications received for that grade level. The assigned number will be recorded on an
application roster along with the student’s name, grade level, and siblings. Families will be -
contacted with their student’s assigned number prior to the lottery. Families with multiple
children will be assigned one number to identify all siblings applying for admission. This
practice promotes a more equitable lottery across families and eliminates dilemmas for
families in cases in which some children are selected while others are not.

Admissions Lottery:

It is not necessary for an applicant’s parent/guardian to be present at the lottery in order
for an applicant to participate in the lottery.

The procedure will be explained to the audience:
e Preferences

Grade Order

Drawing to Select the Students

Wait List Procedures

Notification Procedures




s Registration Procedures

Announce the Grade Order:
Grades will be drawn one at a time, beginning with the lowest grade level that is
oversubscribed.

Drawing to Select Students:

The random lottery to select the students will be conducted by drawing all numbers/names
from each grade level before moving to the next grade level. One person will draw the number
and another will verify that it is being read correctly.

e As each student is selected, that student’s assigned number will be placed on the class
list, and that student’s sibling{s) will be added to the appropriate class list for that grade
or any other grades. A sibling will be placed based on available space. If the class is at
capacity, the sibling receives preference on the waiting list by moving up on the waiting
list based on their original order. Sibling preference applies only when the sibling is
placed on the class list, as opposed to placement on a waiting list.

e The numbers wili be recorded as they are pulled until all seats at that grade are filled.
Once all seats are filled, all remaining numbers/names will be placed on the waiting fist
in the order in which they are drawn.

e A student cannot lose his/her seat on the class list after it has been awarded.

Applications received after the initial admissions period will be placed at the end of the waiting
list after the lottery has concluded, in the order in which they were received.

if a class is not at capacity at the end of the lottery additional students will be added as
qualified applications are received, in the order they are received.

If additional seats become available after the lottery, they will be filled from the applicants, in
order, on the waiting list.

Applications are only valid for one year. New applications for the following year need to be
submitted for the next year's consideration. The waiting list does not carry over from year to
year.

Enroliment: ,

Upon admittance to the school, applicants will be required to return a completed registration
packet, along with requested materials by the date indicated on their registration packet or the
student will forfeit their spot and move to the end of the waiting list.

Required Registration Documents:
1. Fully completed registration forms in a legible format. Incomplete forms will not be
accepted.
2. Certified birth certificate
3. Parent/guardian photo identification




a. Parent Identification will be verified with the birth certificate
b. Proof of custody or guardianship will be required if not the birth parent
4. Social Security Card
a. Social Security card will be verified with the application ( A parent or guardian
who objects to the incorporation of the social security number into the school
records of a child may have the requirement waived by signing a statement of
objection. This form must be notarized)
5. Valid Transcript from the student’s previous school showing final grade completed or
signed records request form (not required for Kindergarten)
6. Certificate of Immunization (GA Form 3231)
Certificate of Vision, Hearing, Dental and Nutritional Screening (GA Form 3300)
8. Proof of residency
a. Two documents proving residency within the state of Georgia. Proof of
residency may be established with (1) a lease, deed or mortgage and (2) a
current utility statement such as electric, water, gas or cable,
b. Ownership of property/land with stated intent to build and use as a primary
residence is insufficient
¢. Parents or guardians who live in a residence but do not own or lease the
residence will be required to complete a notarized Affidavit of Residence. The
parent/guardian and the adult owner/lessee of the residence will both be
required to complete the form, attesting that the person does indeed reside
there. The parent/guardian will also need to provide evidence that they do live
at the specified residence, as detailed on the affidavit.
9. Student’s most recent IEP or 504 Plan if applicable

~




Brookhaven Innovation Academy
Fiscal Policy

POLICY CODE: 301401 COMPLIANCE WITH FISCAL POLICY AND PROCEDURES GUIDE

The Board shall incorporate by reference the Fiscal Policy and Procedures Guide to these
policies, All fiscal management practices shall be in accordance with the Fiscal Policy and
Procedures Guide.

POLICY CODE: 301402 AUDITS / FINANCIAL MONITORING

As required by state law, the Board of Directors shall selecta certified public accountant, or an
accountant certified by the Georgia Department of Audits and Accounts, to audit its accounts.
The audit shall be conducted as sooh as possible after the close of the fiscal year, and the
auditor shall report directly to the Board of Directors.

The Board recognizes the value of a continuing relationship with its certified public accountant
and also recognizes the administrative difficulties ensuing from frequent changes of auditors;
therefore, the Board normaily shall strive to retain the same firm of certified public accountants
for a period of at least three years unless circumstances deemed reasonable by the Board
hecessitate a change. '

The Finance Committee shall develop a process for soliciting proposals from certified public
accounting firms that includes giving public notice for requests for proposals. The Board shall
consider the qualifications of the firms, their experience in the field of governmental
accounting (and specifically charter schools) proposed fee schedules and other such factors as
the Board may deem pertinent. Recommendations of the Finance Committee shall be
considered by the Board, but the final selection shall be made solely by the Board of Directors.




POLICY CODE: 301404 PURCHASING/CONTRACTING, APPROVAL AUTHORITY
[. Procurement Procedures

All supplies, equipment, materials, services and real property for the school shall be purchased
in accordance with applicable laws, this policy, and good purchasing practices. The following
factors shall be considered in each transaction:

1. Effectively meeting the needs of the school.
2. Best value for each dollars expended.

3. Georgia based, minority-owned, women-owned and/or small business enterprises
(collectively M/W/SBE) as well as other responsible suppliers have an opportunity to
participate.

il. Approval Authority

1. The Board of Directors shall approve and record in the minutes of its meeting all contracts
for:

a. acquisition of real property {including leases);
b. disposition of real property (including agreements for easements and rights-of-wayy};

¢. construction and repair of school facilities where the amount of the contract exceeds
$10,000;

d. change orders to construction and repair contracts where the amount of the change order
exceeds $10,000; and

e. any other contracts over $25,000 or that the Board of Directors is prohibited by applicable
law from delegating approval to staff.

2. Contracts that must be approved by the Board Chair and Head of School, or designee

Except as provided in Section 1 above, the Head of School, or authorized designee, and Board
Chairperson, or authorized designee, collectively, shall approve all contracts for services where
the contract amount exceeds $10,000. The Head of School, or authorized designee, shall
approve all other contracts and related documents, provided, if such-contract requires the
expenditure of funds, that the budget resolution for the current fiscal year includes an
appropriation authorizing the obligation and an unencumbered balance remains in the
appropriation sufficient to pay such obligation in the current fiscal year. The Head of School, or
authorized designee, is also authorized to approve memoranda of understanding, joint use,
permissive use or similar agreements that do not require the expenditure of any funds by the
Board of Directors or involve the obligation of funds or the disposition of property.




I, Signature Authority

The Head of School, or designee, is authorized to execute all documents referenced in this
policy that have been appropriately approved.

IV. Authorized Designees

The Head of School shall exercise his/her authority to designate individuals who are authorized
to approve and sign contracts only with prior approval of the Board. The Board Chairperson
shall exercise his/her authority to designate an alternate board member authorized to approve
and sign contracts for services where the contract amount exceeds $10,000 by written
memorandum provided to the members of the Board of Directors.

V. Other Requirements

Contracts shall not be divided in order to keep them under the various dollar thresholds
referenced herein and thereby avoiding the applicable approval procedure.
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3159 Campus Drive
Norcross, GA 30071

Board of Directors Meeting Agenda Item
_Consent
_X__Action
___Discussion
___Information
Board Meeting Date: January 5, 2017
Title of Agenda ltem: Board and School Organizational Charts
Submitted by: Jennifer Langley and Laurie Kimbrel
Background and Summary: The attached organizational charts show positions, committees
and reporting relationships for the board and staff at Brookhaven Innovation Academy. These
documents will clarify roles and duties and are necessary for SCSC compliance. Changes
discussed at the December board meeting have been made.

Fiscal Impact: None

Recommendation: Discuss and approve organizational charts for Board and School.
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3159 Campus Drive
Norcross, GA 30071

Board of Directors Meeting Agenda ltem
___ Consent
_X_Action
___Discussion
___Information
Board Meeting Date: January 5, 2017
Title of Agenda Item: 2017/2018 Parent Student Handbook

Submitted by: Laurie Kimbrel

Background and Summary: The attached Parent Student Handbook has been reviewed and
edited by BIA School Leadership. Revisions include:

» Changes to reflect BIA school practices and procedures that were not in place prior to
opening
e Changes recommended by SCSC to ensure compliance with laws and SCSC best practices

¢ Incorporation of carpool information and technology acceptable use agreement to avoid
redundant documents

¢ Changes to ensure alignment with recently adopted board policies

Fiscal Impact: None

Recommendation: Discuss and approve Parent Student Handbook so that incoming families
have information prior to enroliment.
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GENERAL SCHOOL INFORMATION

Mission

Brookhaven [nnovation Academy will provide students with an education that maximizes the realization
of their individual talents and prepares them for success in a technology and information driven 21%
century economy.

Beliefs

At Brookhaven Innovation Academy we believe the following:

. & @

Gosals

Every student in the school, regardiess of gender, special needs, or social, ethnic, language or
economic background has a right to a high-quality education that challenges the student to
achieve at high levels,

The future of our nation and community depends on students possessing the skills and
knowledge to be lifelong learners and effective, contributing members of society.

A school culture of honot, respect and caring are essential to the learning process.
Technology enhances and deepens the learning process.

Parents/guardians have a right and an obligation to participate in their student's schooling.
The ability of students to learn is affected by social, health, and economic conditions and other
factors outside the classroom; however, these factors can be mitigated by effective classroom
practices,

Continuous school improvement is necessary to meet the needs of students in a changing
economy and society.

The diversity of the student population and staff enriches the learning experience for all
students.

A highly skilled and dedicated staff has a direct and powerful influence on students' lives and
learning.

The community provides an essential resource to the BIA educational program.

Effective communication with all stakeholders helps build support for the schools.

Brookhaven Innovation Academy will be committed to continuous improvement based on the following
school-wide goals upon which all decisions will be made:

1. During each year of the charter term, 100% of students will complete a project pursuant to
the Project Based Learning framework.

2. During each year of the charter term, 100% of students will complete a coding
program/course segment.

3. During each year of the charter term, BIA will increase the percentage of students absent 5
or fewer days per year by 2% each year over its baseline rate.

Admission Policy

The application of any eligible student who agrees or whose parent agrees for the student to be bound
by the expectations and requirements of Brookhaven Innovation Academy will be accepted and that
student admitted if there is space avallable. If the number of applications received for a grade level
during the admissions period exceeds the available number of openings, then all of the applications for
that grade level will be placed in a lottery.




In accordance with public law, any child who is qualified under the laws of the state for admission to a
public school Is qualified for admission to a charter school. Charter schools shall not discriminate
against any student on the basis of ethnicity, national origin, gender, or disability. Also, Brookhaven
Innovation Academy shall not limit admission to students on the basis of intellectual ability, measures of
achievement or aptitude, disability, race, creed, national origin, religion, or ancestry.

Admission Process:

All residents of the State of Georgia are eligible to enroli in BIA. BIA will serve students in Kindergarten
through Seventh Grade during the 2017-2018 school year and Kindergarten through Eighth Grade in
subsequent years,

Brookhaven Innovation Academy (BIA) will open its admission process for thirty (30) days in mid January
of each year. All parents/guardians who wish to enroll their child{ren) at BIA should complete one
Admissions Form for each child. If the number of applicants exceeds the capacity at any grade level by
the initial application deadline, BIA will ensure that applicants have an equal chance of being admitted
through a random-selection lottery.

To participate in the lottery, a student’s Admission Form must be received prior to the initial application
deadline. All individuals who have submitted an Admission Form will be notified in writing by that their
form was received.

The lottery will be held in late February or early March of each year. The lottery will be open to the
public and advertised on the BIA website in advance.

All Admission Forms received after the initial enroliment deadline will be assigned to a class on a first-
come, first serve basis or added to the end of any wait list in the order it is received.

When a student is admitted into the school, a completed Registration Packet and supporting documents
must be returned by the date indicated on the materials, or the student will forfeit their spot and move
to the end of any wait list. '

BIA will give enrollment priority to the following categories of applicants:
1. A sibling of a student enrolled at BiA
2. Astudent whose parent/guardian is a full time teacher, professional or other employee at BIA
3. A student whose parent/guardian is a member of the Board of Directors

Sibling by definition is a:
1. Biological {including half sibling)/adoptive sibling within the State of Georgia
2. Step sibling residing in the same household
3. Foster children residing in the same household

Admission Procedure:
Upon closing of the initial admissions period, all qualified students will be directly admitted into the
school, unless the number of students enrolled exceeds the available spaces in a certain grade.




If the number of qualified applicants exceeds the number of available spots for any or all grade
levels, a random selection lottery, which shall be open to the public shall be conducted. All qualified
applicants will be contacted with the date, time and place of the lottery via e-mail and web posting.

Per the school’s enrollment preferences, prior to the lottery, siblings of students currently enrolled
in the school, children of Governing Board members and full time staff members will be placed in
available spots in their respective grades.

For the grades that do not exceed the number of available seats, all qualified applicants will be
placed on the school roster. The, any siblings of these directly enrolled students will be placed into
the available spaces in their respective grades.

Parents are responsible for ensuring the information provided to BIA is accurate. If inaccurate
information is provided regarding grade or sibling status, it is the parents’/guardians’ responsibitity
to correct it PRIOR to the close of the Initial Admissions period in order for the student and/or
sibling to be included in the admissions lottery.

Prior to the lottery, qualified students will be given a number one through the total number of
applications received for that grade level. The assigned number will be recorded on an application
roster along with the student’s name, grade level, and siblings. Families will be contacted with their
student’s assigned number prior to the lottery. Families with multiple children will be assighed one
number to identify all siblings applying for admission. This practice promotes a more equitable
lottery across families and eliminates ditemmas for families in cases in which some children are
selected while others are not.

Admissions Lottery:
it is not necessary for an applicant’s parent/guardian to be present at the lottery in order for an
applicant to participate in the lottery. '

Withdrawal

If it becomes necessary for a student to withdraw from Brookhaven Innovation Academy, the parent
must complete a withdrawal form. Records will not be forwarded to another school until the parent
goes through the withdrawal process. Materials will need to be returned, and any fees owed must be
paid prior to the release of records.




ARRIVAL/DISMISSAL & ATTENDANCE

Arrival Time/Dismissal Time
Instruction and learning activities will begin as soon as the school day starts and so it Is important to
arrive on time.

] Parents should not enter the building prior to 8:00 am unless they have a pre-scheduled
meeting.

. All students should be picked up by 3:30 pm or the child will be put in the after-school program
at the drop-in rate.

. For the 2017-2018 school year morning drop-off will be between 7:30 am — 8:00 am. Afternoon

pick up will begin at 3:00 pm.

Carpool/Arrival and Dismissal
It is very important to remember the following:
* Asyou enter the property, please note the signs directing you to your drop-off/pick-up spot. It
is advisable that you note this prior to the first day.
¢ Be alert to other cars or students.
¢ Parents should remain in their car while waiting for their student to be released. If you have
scheduled a meeting with your child’s teacher, please park in the designated area.
s  When arriving, do not pass cars that are unloading. The line will proceed promptly as cars are
unloaded.
s Please refrain from doing anything that distracts your attention from watching for your child or
other children. This would include talking on a cell phones, texting, reading, etc.
e Please remember that Brockhaven Innovation Academy Is a Smoke Free Campus.
+ |f you are picking up your child from an After School Program, you will receive instructions on a
pick-up location.
e The speed limit while on campus is 5 miles per hour.

After School Program
8rockhaven Innovation Academy AFTER HOURS is a fee-based service,

. Program hours are from 3:30pm - 6:00 pm

. Students must be registered for the program (first come/first served basis) — There will be a
one-time registration fee

. Students in the after-school program must adhere to the rules/policies outlined in the

Student Code of Conduct. Enrollment in the afterschool program is a privilege not a right,
Repeated misconduct will result in permanent or temporary dismissal from the program.

. Fee schedules and enrollment information will be sent to parents prior to the opening of
school in August,
. . Parents who pick up students from the after school program are required to park and enter

through the gym doors so that they can sign out their child{ren).

Attendance

The Official Code of Georgia Annotated (O.C.G.A) statute section 20-2-690.1, titled “Compulsory School

Attendance Law,” mandates, under the penalty of criminal punishment, that all children ages 6 through

their 16th birthday attend school daily. School success is defined as the ability of all students to perform
at high levels of proficiency, graduate from high school, and obtain post-secondary education and




training. The amount of time spent in the classroom is a good indicator of ultimate student success.
Every time a student is tardy or absent, the student loses an opportunity to learn. Because of the
rigarous classroom work, it Is imperative that a student does not miss school.

Brookhaven Innovation Academy parents will have access to their child’s attendance information online
via Parent Portal of our Learning Management System. We ask that parents check the information for
their child routinely to ensure accuracy. If an error is found, please report that to the school
immediately. it becomes difficult to correct errors in attendance after several grading periods have
passed. Teachers and administrators will make contact with parents regarding excessive absences but it
is the responsibility of the parent to ensure that their child attends school each day.

Attendance is categorized as either EXCUSED or UNEXCUSED. Students must make up ail work from
excused and unexcused absences. Inthe event of more than three unexcused absence, a conference
will be held with the parent, student and administrator to develop an attendance support plan.

We want to remind parents that a very important part of our Charter Contract is the Performance-Based
Goals and Measurable Objectives section and part of this section relates to attendance. These goals
must be met on a yearly basis in order for us to maintain our charter as well as for our charter to be
continued at the end of the first 5 years, (This is unlike the regular public system. A charter school
cannot operate without a charter, and student attendance is one part of the criteria for continuing to
have our charter.) When we report our student attendance to the state Department of Education each
year, we must have less than 10% of our students missing 15 days or more throughout the school. More
importantly, if our students are not at school, they are not getting the information they need in order to
learn!

Tardy and Early Checkout

When a student is late to school or class or is dismissed early from class, it creates an interruption in
instruction and is disruptive to the entire class. We understand that students do have issues that will
require them to be late periodically. Our tardy policy is as follows:

* Parents arriving after 8:00 will need to park and bring the student into the office.

» A child is considered tardy if he/she is not in class by 8:00 am.

* Students arriving after 9:00 am will be considered absent for half of the school day.

¢ Students signing out before 2:00 pm will be considered absent for half of the school day.

» Students arriving late or leaving early for reasons other than those listed, as excused absences
will be considered as having an unexcused absence. Please see information regarding
unexcused/excused absences. Documentation should be given to the office staff upon checking
into school.

¢ Repeated tardiness will be addressed with the parent. Students who accumulate four tardies
will be required to participate in an attendance support conference with Head of School or
designee.

¢ Inthe event a parent needs to take their child out of school before the end of the school day,
the parent should come to the school office and sign him/her out. Your child will be called to
the office at that time. For the safety of our students, parents are not allowed to go directly to a
classroom to get their child.

*  Students will not be dismissed thirty minutes prior to the end of the school day. If your child
has a medical/dental or any appointments late in the afternoon, please sign him/her out at least
thirty minutes before school ends. Students will NOT be sent to the office for dismissal until the
parent is present for checkout. Please do not email teachers requesting that they release
students.




o Please remember that early dismissals are documented just as absences or tardies. We ask that
these be kept to minimum.

Absence from Schocl
e The only reasons that the Brookhaven Innovation Academy Governing Board recognizes excused
absences are for the following reasons:

o Serious illness or hospitalization;

o Serious illness or death in the immediate family, which would reasonably necessitate
absence from schoaol;

o Special and recognized religious holidays observed by the student’s faith {administration
must be notified two weeks prior to the holidays for this to count as an excused
absence);

o Court orders or mandates by order of governmental agencles; Conditions rendering
attendance impossible or hazardous to student health or safety; Other circumstances
where the parent guardian obtains permission from an administrator at least two weeks
in advance.

s The child must return to school with documentation as to why that student missed school.

o Asigned note from a parent is required to excuse illness less that creates an absence
less than three days.

o An absence 3 days or longer requires a doctor’s note for re-entry into school.

o Documentation from the medical office is required for medical appointments. Please
make every effart to schedule routine appointments during after school hours.

Student liiness
The main reasons for keeping your student home from school are because he/she is too sick to
participate comfortably at schaol or might spread a contagious disease to other students. If your student
has been diagnosed with a contagious disease, please contact the office so other students’ parents and
school staff may be alerted of the symptoms.
Reasons your child will be sent home or should stay home from Schoo!:
s Fever - If a student has a fever of 100 degrees or higher, parents will be notified and asked to
pick up their child,
o Student should stay home until there is NO FEVER for 24 hours WITHOUT MEDICATION.
o Call your doctor if the fever is with pain, rash, weakness, vomiting or diarrhea. {*Based
on CDC Recommendations)
+« Vomiting or Diarrhea
o Student should stay home with ONE event of vomiting or diarrhea. Call your doctor if
vomiting or diarrhea continues or with fever, rash, or weakness.
* Drainage from a wound, rash or eyes
o Student should stay home with drainage from a wound, rash, or eyes. Call your doctor
for treatment.
* Head Lice or Scabies
o Student should stay home until after treatment is complete and there is no sign of lice
or nits. Contact the health department or your doctor for treatment. Students will be
rechecked by staff upon return to school.
¢ Unexplained Rash
o Student should stay home with an unexplained rash. Call your doctor for treatment.
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STUDENT & SCHOOL SAFETY

Student Injuries
ALL injuries must be reported to the main office and an Injury Report completed as soon as possible
after the injury has been treated or stabilized. If a student is injured, the following with occur:

If the injury is minor, the teacher will call the office to alert them that a student is coming with a
minor injury, The Head of School or designee will then be alerted.

If the injury is more severe, the teacher will call the office and ask that the Head of School or
designee come to the classraom, gym, and field or wherever the student is located.

The main office will attempt to contact a parent and advise them of the situation. In the event a
parent cannot be reached, the administrator will determine the appropriate action. (It is very
important that the parent list any and all numbers that can be called in the event of an
emergency on the Emergency Contact information Sheet, which will be kept on file in the main
office.)

If the student’s condition requires it, an ambulance will be called and an administrator or other
faculty member will accompany the student to the hospital.

School Medication Administration

The parent or lega!l guardian must compiete and sign the School Medication Authorization for
ALL medications given at school. For prescription, homeopathic, or supplement medications, a
duly licensed, Georgia physician must also complete and sign the Schoo! Medication
Authorization or Health Care Plan available on the website or from your school nurse. .
A parent/legal guardian or other designated adult must bring all medication, accompanied by
the School Medication Authorization.

All over-the-counter, prescription, homeopathic, and supplement medications must be in their
original containers with unexpired dates and labeled in English. Prescription medications must
be clearly labeled with the physician’s name, medication’s name, strength, dosage, date, time
for administration, and dispensing pharmacy. Parent/Guardian must provide over-the-counter
medications to the office.

If your student has a life-threatening condition {i.e. asthma, diabetes, or severe allergy),
permission may be granted to carry the medication (such as inhaler, glucose tablet, epinephrine
injector, or internal Insulin pump) on his or her person from the student’s physician and
parent/guardian on the School Medication Authorization or Health Care Plan.

Saline eye drops, antibiotic ointment, lotion to control itching {i.e. Calamine lotion,
Hydrocortisone Cream), alcohol, peroxide, petroleum jelly {i.e. Vaseline}, oral Benzocaine {i.e.
Anbesol), topical wound dressing {i.e. QR or Styptic Pencil}, un-medicated throat lozenges/cough
drops, aloe vera gel and lotion are routinely used in the school unless instructed differently by
the parent/guardian.

Parents must pick up and drop off medicine in the main office. The staff will be responsible for
administering the medication.

If medication expires, it is the parents’ responsibility to replace it. Parents will be notified the
last week of school to come and pick up their student’s medication and sign for it. Staff will
dispose of any medication not picked up by the last day of school.
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tmmunizations
The School will comply in full with the provisions of G.S. 130A-155 that requires' all students attending
school provide a certificate of immunization indicating that the child has received immunizations
required by G.S. 130A152. Complete and up-to-date records of the student's immunizations must be
provided by the parent/guardian to the school office within 30 days of enrollment. If proper
documentation is not provided, the School will follow the process outlined in the law for obtaining the
certificate or not permitting the student to enroll and/or continue enroliment. (Also see Health &
Safety, pg. 31)
The immunization requirements apply to children who attend a school or childcare facility daily, part
time or once in a while. Children attending both a school and childeare facility (including after-school
programs) must have valid documentation at each location. In the event that there are two locations
where documentation is needed, copies of these forms are acceptable.
Students must present the following documents at the time of school enrollment;
* Georgia Certificate of Immunization (Form 3231) or Affidavit affirming that immunization
requirements conflict with parents’ religious beliefs
* Children entering grades K-12 for the first time must show proof of vaccination or immunity to
varicella
¢ Children entering the 6th grade are required to show proof of vaccination or immunity to
varicella and proof of a second dose of the vaccine that includes measles (usually in the form of
MMR)
¢ Hepatitis B vaccine is now required for all students enrolling in school at any age
¢ Eye, Ear, and Dental Certificate Requirements — All new students must have completed
certificate of ear, eye and dental examination (Form 3300) at the time of enrollment.
¢ A 30-day waiver may be granted for new students from out-of-state to obtain this information.
A “new entrant” is any child entering any school or childcare facility in Georgia for the first time or after
having been absent for more than 12 months or one school year.
s When a new entrant enrolls, the responsible official of any school or childcare facility may grant
a 30-calendar-day waiver of the certification requirement for a justified reason. Upon expiration
of the waiver, the child shall not be admitted to or be permitted to attend the school or
childcare facility unless a certificate of immunization is provided.
¢ If the child withdraws and then returns, the parent is not allowed another 30 days to provide a
certificate or affidavit.

Immunization Exemptions Undar GA Law
Georgia law allows for two types of exemptions from the immunization requirements: medical and
religious. Each child must have one of two items on file—either a valid Georgia Immunization Certificate
(Form 3231) or a signed, notarized statement, which is called an affidavit of religious exemption.
¢ Medical exemption: Medical exemptions are used only when a child has a medical condition
that keeps him from being able to receive a specific vaccine(s}, not all vaccines.

o A medical exemption must be marked on the Georgia Immunization Certificate (Form
3231). A letter from a physician, Advanced Practice Registered Nurse {APRN) or
physician assistant (PA) attached to the certificate will not be accepted as a medical
exemption. It must be marked on the certificate.

o A physician, APRN or PA must re-evaluate the need for a medical exemption at least
once each year and issue a new certificate of immunization at that time. The date of
expiration on the section of the certificate marked “medical exemption” should be one
year from the date of issue and never be longer than one year.
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¢ Religious exemption

o}

o}

There s no standard form for the affidavit of religious exemption. The parent or
guardian must give the schoo! or childcare facility a signed and dated notarized affidavit
stating that immunizations are against the family’s religious beliefs.

This affidavit of religious exemption should be filed instead of the Georgia Immunization
Certificate {Form 3231}, The affidavit does not expire.

¢ In the event of a vaccine-preventable disease outbreak, children with medical or religious
exemptions will be excluded from attending the school.

School Safety

e Disruption of Public Schools {0.C.G.A. 20-2-1181)

o}

It shall be unlawful for any person to knowingly, intentionally, or recklessly disrupt or
interfere with the operation of any public school, public school bus, or public school bus
stop as designated by local schoal boards of education. Any person violating this Code
section shall be guilty of a misdemeanor of a high and aggravated nature.

¢ Emergency Preparedness Plan/Emergency Drills
o The Georgia Emergency Management Agency reviews and approves the school system’s

comprehensive School Safety Plan and each school’s Emergency Preparedness Plan.
These plans are coordinated with county, state, and federal emergency plans. Fire Drills,
Severe Weather Drills, and Lockdown Drills will be conducted according to the schedule
required by the Georgia Department of Education. Parents/guardians should remind
their children that during emergency drill students must respond quietly and quickly and
must follow the direction given by their teachers and administrators.

s Loitering on School Property (0.C.G.A. 20-2-1180)

o}

It is unlawful for any person to remain within the school safety zone when that person
does not have a legitimate cause or need to be present thereon. Students are not
allowed to enter the premises of a school other than his/her school unless prior
permission is received from an administrator of the school to be visited or uniess the
school is hosting a school-related function, such as an academic or athletic activity. A
student may not enter or remain in any school building on weekends or after school
hours without authorization or permission.

e Student Emergency Safety information

e}

1t is critical for the school to be able to contact parents/guardians at any time students
are at school, The school must have the parents’/guardians’ current address and home,
cellular, and business telephone numbers. Emergency contact persons/guardians and
their telephone numbers are needed in case a parent/guardian cannot be reached. This
information is required at the time of registration and whenever a change occurs with
the parents’/guardians’ address, telephone or emergency contact information.

In the event of an emergency, the school will utilize the School Messenger System to
contact {by phone and by email} all parents with any pertinent information. Itis very
important for parents to check their email if they miss the phone call before calling the
school. During an emergency, our focus is on insuring the safety of our students not
answering the telephone,

Under no circumstances will parents be allowed to pick up their child at school during a
fire, extreme weather or lockdown drill or event. To inform parents during such an
emergency we will use our emergency calling and text system and post notices on the
school web page. We understand that as parents your first inclination is to get to your
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child in the event of an emergency. We ask that you please wait patiently for a phone
call or text message from the school telling you the location and procedure for picking
up your child. Please remember that children will be released to a parent/guardian only
and that parent/guardian must have a picture ID in order retrieve the child.

¢ Tobacco-Free Schools

o School policy prohibits the use of all tobacco products everywhere, by everyone, 24

hours per day, seven days per week on any school property.
s Visitors Sign-in Upon Entering Schools - {0.C.G.A. § 20-2-1180)

o Georgia law requires that visitors, with the exception of students, school system
employees, law enforcement officers or other public safety officials in the performance
of an emergency call, shall sign in at the designated location, as stated on posted signs
of any school building, between the official starting and dismissal times and provide a
reason for their presence at the school.

o The school administrator or designee shall have the authority to ask any visitor to
explain his or her presence in the school at any time when the school is in official
session. Any person, who does not have legitimate need or cause to be on the premises
or on school property and/or who fails to sign-in at the designated location may be in
violation of Georgia law and upon investigation, may face criminal prosecution of a
misdemeanor of a high and aggravated nature.

o Visitors, INCLUDING PARENTS, are not permitted to go to their child's classroom
unannounced during school hours because this disrupts normal routine and instruction.

o For the safety and protection of all students, visitors (including parents} must present a
valid Georgia Drivers’ License to the front office personnel to obtaln a Visitor's Pass. Our
visitor check-in system includes a sexual offender alert system, by automatically
checking all visitars against the Nattonal Database for Sexual Offenders. Visitors must
sign in and out; state with whom they are visiting, and the purpose of the visit, before
obtaining a pass.

Severe Weather Information
In the event of severe weather, we will alert parents of school closures or early dismissals using our
emergency text and phone call system. Notices and updates will be posted on our website.

Weapans

Although House bill 60 is now in effect and allows individuals with a license to carry a gun into a school
safety zone, school functions or on school provided transportation with the approval from the
appropriate school official, we have determined that only licensed police personnel will be allowed to
carry a gun/weapon onto the property of the Brookhaven Innovation Academy or to any school function
off the campus.

Money and Other Valuables

Students should not bring money, property, or other valuables to school. If money is required for any
reason, students and parents will be notified. The school will not assume the responsibility for any lost
or stolen items.
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ACADEM_IC PROGRAM
Philosophy
At Brookhaven Innovation Academy we believe that every child has gifts and talents that must be

discovered and nurtured. We are relentless in ensuring that all children reach their highest potential. A
BiA education is one that supports strong intellectual, physical, social and emotional growth.

Classroom Management

Each classroom has a clearly articulated code of conduct that connects to school-wide expectations.
Classroom procedures are chosen with thought, taught carefully, and reinforced so that they become
routine.

Morning Routine

Each day we will all stand for recitation of the Pledge of Allegiance Pledge of Allegiance (§20-2-310
(2005)) followed by Moment of Silence (Moment of Silence 0.C.G.A. § 20-2-1050) to reflect upon the
anticipated actlvities of the day.

If a religious reason prohibits your child from participating in these activities, please communicate this
privately with your child’s teacher. We do however, ask that ALL children stand and be silent even if
they are not reciting.

Grading

Brookhaven Innovation Academy will use a standards based grading system.

Standards-based grading is a method that reports progress in terms of how students are doing in
meeting the learning goals for their grade as determined by the state’s standards.

Standards-based report cards give a grade for each learning goal, so students receive multiple grades in
each subject area. In 5th grade math, for example, you'll see the subject broken into several categories,
such as operations/algebraic thinking and fractions. Under each category, you'll see a list of math skills
your child should be able to do, as well as a grade showing how your child is doing.

Work habits are graded separately to provide an accurate picture of your child’s academic achievement.
Behavior includes aspects like completing tasks on time, going to class prepared, and contributing
positively to class discussions.

Grades/student progress wiil be available for parents in the Haiku Learning Management System.
Progress Reports will also be sent home at the end of each semester, However, grades will indicate
knowledge and skills on specific standards covered during that quarter rather than a single grade for
each content area. Please see the Parent Standards Based Grading Manual for more information.

Field Trips
Often field trips provide students with an opportunity to deepen learning. There may be times during
the school year that teachers plan field trips. Parents may be asked to serve as chaperones on these
trips. Parents who serve as chaperones may not have other children or adults accompany them.
* Prior to a field trip, information will be sent home to parents, and this will include a form or
forms for the parent to complete and return to the teacher within a specific period of time.
Please remember that a student’s participation in a field trip is a privilege. Students on field
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trips serve as representatives of the school and as such must exhibit excellent behavior and
conduct during the trip just as they do at school.

e Students must wear their school uniform on all field trips unless otherwise specified.

¢ There are often fees associated with these trips, so parents are urged to understand this when
giving approval for their child to participate in the trip.

e Written information and permission paperwork will be sent home to a student’s parents prior to
the trip. Money required for the trip as well as the permission forms should be returnedto a
designated teacher {not the main office) by the established deadline.

¢ inthe event that the field trip is cancelled, money will be returned to the parent. In the event
the student fails to attend the field trip, for any reason, the money will not be returned to the
parent,

Textbooks, Laptops, Tablets and Supplies

All textbooks, laptops, tablets and supplies are loaned to students for their use during the school year.
Students are responsible for exercising care in the use of these materials. Students are required to
return books and supplies to teachers at the conclusion of the course/school year. Students will be
charged for damaged or lost books and supplies before replacements are issued. Please see the
technology use agreement for more information.

School Supplies

Students are required to buy their own school supplies as determined by their teachers. These supplies
include, but are not limited to: pens, pencils, notebook paper, spiral notebook, 3-ring binders, and
folders. Students must bring their supplies to class every day. Please refer to your child’s grade level
supply list for specific school supplies needed.

Homework

Homework is an extension of classwork rather than new material. Homework should be completed and
brought back to class the next day or submitted electronically to the teacher. Homework is the
student’s responsibility.

Parents are asked to support the efforts of the teacher and the student in homework and can do so in
the following ways:
¢ Show an interest in the work your child is doing both in class as well as outside of class.
e Establish a place and time for your child to do his/her homework that is quiet and free of
distractions.

e Review your child’s work and encourage neatness and completeness in the work.

¢ If you have concerns about the quantity or quality of your child’s homework, discuss them with
the teacher rather than with your child.
s Remember that homework is for the child to complete, not the parent.

Homework will not be assigned to Kindergarteners through third graders unless specifically agreed to by
parent and teacher.

Academic Support
Teachers in all grade levels will provide support for students who are in need of assistance. Teacher
assistance alone will not provide the support that a student needs if he is not doing the work in class or
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failing to do the assighed homework. Students are expected to keep up with hoth classwork and
homewaork throughout the year. If a student is experiencing difficulty at any time, he or she should first
speak to their teacher who will then develop a plan of support.
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Computer, Electronic Mail, And Internet Usage Policy

At Brookhaven innovation Academy (BIA), we use technology as one way of enhancing our mission to teach the
skills, knowledge, and behaviors students will need to succeed in the global community. With new opportunities
come new responsibilities. We expect students to embrace the following principles so they may become
responsible, digital citizens. These techinologies may include, but are not limited to, school- provided equipment as
well as personal devices.

1. BIA technology is intended for educational purposes only.

2. All activity over the network or while using BIA technologies may be monitored and/or retained.

3. Access to online content via the BIA network will be filtered in accordance with our policies and federal
regulations.

4. Users are expected to follow the school henor code and class norms online as well as offline.

5. Misuse of school resources can result in disciplinary action.

6. BIA makes every effort to ensure users’ safety and security online, but will not be held

accountable for any harm or damages that result from use of school technologies.

7. Users of the school network or other technologies are expected to immediately alert teachers or administrators
of any concerns for safety or security.

Acceptable Use Policy

In accepting this agreement, students acknowledge and agree to adhere to the following rules and conditions:
Internet Access

School Provided Access - BIA provides its users with access to the Internet, including websites, resources, content,
and online tools while at school. That access will be restricted In compliance with state and federal regulations and
school policies. Internet activity may be monitored and records may be retained indefinitely.

* | understand that the internet filter is a mandatory and vital safety precaution. I will not circumvent the
internet filter. | will follow the school protocol to alert my teacher or submit a site for review if a site is
blocked and | believe it should not be, | will also follow school protocol to report sites that are not
blocked, but  feel should be blocked.

» lunderstand that | represent BIA in all my online activities. Additionally, | understand that what | do on
soclal networking websites should not reflect negatively on fellow students, teachers, or on the scheool.
| will regularly back up my files to cloud based storage.

Recognizing the benefits collaboration brings to education, BIA may provide users with access to websites or
tools that allow communication, collaboration, and sharing. Availability and use may be restricted based on
school or district policies.

. I understand that school provided email accounts should be used with care. Student email, files,
photographs, app usage, etc. will be monitored and archived to imeet legal obligations.

+ | will use email and other means of communications (e.g. blogs, wikis, podcasting, chat, instant-
messaging, discussion boards, virtual learning environments, etc.) responsibly.

s | will not give out personally-identifying information online or offline, such as name, address, photo or

other identifying information online, including username and password, Sharing inappropriate personal
information or content is strictly prohibited.

o | will be cautious when opening files or following links from unknown or untrusted origin.

¢ | will communicate with appropriate, safe, mindful, and courteous conduct.
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Personally-Owned Devices Palicy

Users are expected to take all reasonable safeguards against the transmission of security threats {viruses, worms,
spyware, etc.) over the school network. This includes not opening or distributing infected files or programs and not
opening files or programs of unknown or untrusted origin.

If a device is believed to be infected with a virus, please alert school personnel immediately. The user should not
attempt to remove the virus or download any programs to help remove the virus,

e | understand that all school equipment, the school network, and my school account are property of
Brookhaven Innovation Academy and can be monitored.

* | will not change or attempt to change the configuration of, install, or remove software or hardware. | will
not remove or attempt to remove identification tags on the Lenove Laptop or deface with stickers,
marking pens, etc. :

Pownloads

Users may be able to download file types, such as images or videos; however, for the security of the school’s
network, such downloads should only be from reputable websites, and only for educational purposes. Streaming
non-school related video and audio is strictly prohibited during the school day unless directed otherwise by school
personnel. Students may be selected at random to provide their device for monitoring and inspection.

Digital Citizenship and Personal Safety

Communicating over the internet brings the risks associated with the lack of face to face contact. Users should
carefully safeguard the personal information of themselves and others.

. I will always use the Internet, network resources, and online sites in a courteous and respectful manner.
s | recognize that among the valuable content online, there is also unverified, incorrect, or inappropriate
content.

¢ | will use technology resources productively and appropriately for school-related purposes. 1 will avoid
using any technology resource in such a way that would disrupt the activities of other users.

. [ will not attempt to use another student’s assigned hardware, subscriptions, logins, files, or personal
information.

s | will never share personal information, including phone number, address, social security number,
birthday, or financial information, over the Internet without permission.

. [ will never agree to meet someone that | met online in person in real life other than through school

approved and supervised academic purposes.
+  If | see a message, comment, image, or anything else online that makes me concerned for my personal
safety or the safety of another student, | will bring it to the attention of school personnel immediately.
. I will not use my BlA-assigned technology device to record {audio/visual) others without their
permission.

Plagiarism

| understand that all students are prohibited from plaglarizing {use as their own, without citing the original
creator} content, including words or images, from the Internet.
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+ | will not take credit for content | did not create myself, or misrepresent myself as an author or creator of
something found online,
+  lunderstand that research conducted via the Internet should be appropriately cited, giving credit to the

original author.

¢ lunderstand that | am preohibited from accessing sites that promote plagiarism. These sites should be
reported to school personnel.

Cyber-bullying

The National Crime Prevention Council defines cyber-bullying as: “When the Internet, cell phones or other devices
are used to send or post text or images intended to hurt or embarrass another person.”

Cyber-bullying can take many forms. Properly identifying and preventing cyber- bullying requires an understanding
of the different ways technology can be used to hurt others,

*  Online fights using electronic messages with angry or vulgar language
+  Repeatedly sending nasty, mean, and insulting messages,
¢ Sending or posting gassip or rumors about a person to damage his or her reputation or friendships.

*  Pretending to be someone else and sending or posting material to get that person in trouble or damage
their reputation.

s Sharing someone's secrets or embarrassing information or images online.

»  Tricking someone into revealing secrets or embarrassing information and then sharing it oniine.
* Intentionally and cruelly excluding someone.

s Repeated, intense harassment and denigration that includes threats or creates significant fear.

Source: “An Educator’s Guide to Cyberbullying and Cyberthreats,” by Nancy Willard DCS Position on Cyber-bullying
and Digital Citizenship

Limitation of Liability

BIA will not be responsible for damage or harm to persons, files, data, or hardware. While BIA employs state and
federal compliant filtering and other safety and security mechanisms, and attempts to ensure their proper
function, it makes no guarantees as to their effectiveness. BIA will not be responsible, financially or otherwise, for
unauthorized transactions conducted over the school network,

. | understand that | am responsible for monitoring all technology resources while they are in my
possession. | am financially responsible for any damage to, or theft of technotogy equipment taken off the
campus of Brookhaven Innovation Academy.

* lunderstand that | am only allowed to use my BlA-assigned technology device while on campus at BIA,
and [ am not allowed to take the device home or off campus.
¢ lwill report loss/theft of the BlA-assigned technology device to parents, school and proper authorities

{police) within 24 hours.

Appropriate use

e | will not use BIA resources for political advertising, lobbying, or campaigning.
¢ | will not use BIA resources for the promotion of commercial goods or services for personal gain.

I will use technology in accordance with the laws of the United States and the State of Georgla., which include the
following:
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*  Criminal acts — These include, but are not fimited to, “hacking” or attempting to access computer systems
without authorization, harassing email, cyberbullying, cyberstalking, child pornography, vandalism, and/or
unauthorized tampering with computer systems, Libel laws — Publicly defaming people through the
published material on the Internet, email, etc.

»  Copyright violations — Copying, selling or distributing copyrighted material without the express written
permission of the author or publisher {users should assume that all materials available on the Internet are
protected by copyright), engaging in plagiarism.

Violations of this Responsibie Use Agreement

Violations of this policy may have disciplinary repercussions, including:
1. Restrictions placed on devices

2. Notification of parents

3. Detention or suspension from schoof and school-related activities
4. Loss of technology privileges

5. Legal action and/or prosecution

6. Financial Consequences

| understand that school administrators deem what conduct is inappropriate use if such conduct is not specified in
this agreement.

Examples of Responsible/irresponsible Technology Use

Responsible:
¢ Useschool technologies for school-related activities.
Follow the same guidelines for respectful, responsible behavior online as offline.
Treat school resources carefully, and alert staff if there is any problem with their operation,
Encourage positive, constructive discussion when using communicative or collaborative technologies.
Alert school personnel of threatening, inappropriate, or harmful content online.
Use school technologies at appropriate times, in approved places, for educational pursuits.
¢ Cite sources when using online sites and resources for research.
s Recognize that use of school technologies is a privilege and treat it as such.
Be cautious to protect the safety of everyhody.
Help to protect the security of school resources by reporting misuse or illegal activities.

-*

Irresponsible Use:
*  Use school technologies in a way that could be personally or physically harmful.
*  Attempt to find or create inappropriate images or content,
¢ Engage in cyber-bullying, harassment, or disrespectful conduct toward others.
¢ Trytofind ways to circumvent the school's safety measures and filtering tools.
* Downloading apps that are rated 12+ or higher, or explicit material.
¢ Use school technologies to send spam or chain mail.
*  Plagiarize content found online.
¢ Post personally-identifying information, about others or myself.
s Agree to meet someone met online in real life.
* Use of chat rooms, sites selling term papers, book reports and other forms of student work.
*  llegal installation or transmission of copyrighted materials.
¢ Use language online that would be irrespensible in the classroom.
s Use school technologies for illegal activities or to pursue information on such activities.
*  Attempt to hack or access sites, servers, or content that is inappropriate.
*+  Gaining access to other student’s accounts, files, and or data.
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Listening or viewing media or books labeled “Explicit”

*This is not intended to be a complete list.

Handling and Care of Laptops

General

All devices must remain free of any writing, drawing, stickers, or labels that are not applied by the DCS
technology team.

Use the laptop or device on a flat, stable surface.
Do not set books on BIA issued technology devices.

Do not have food or drinks around BIA technology devices.
Wipe surfaces with a clean, dry soft cloth.

Avoid touching the screen with pens or pencils.

Do not leave devices exposed to direct sunlight or near any heat or moisture sources for extended
periods of time,

Transport, Monitoring, and Supervision

Students must keep the laptops in a book bag or protective sleeve when in transition between classes
Users should walk while transporting technology devices.

Do not carry devices on top of large stacks of books or other materials.

Do not leave devices unattended in an unlocked classroom, a bathroom, or during afterschool program.
Do not lend devices to a classmate, friend, or family member.
You are responsible for the safety / security of all technology devices and any activity on the device at all
times.

HONOR CODE AND SCHOOL DISCIPLINE

Honor Code

At Brookhaven Innovation Academy, we believe that we are responsible for both the academic and
emotional growth of all students. Each of us, including our students, sometimes makes mistakes or
errors in judgment. We believe that these mistakes provide an opportunity to teach productive
behavior and in turn, to cause emotional growth.

All students and staff at Broockhaven Innovation Academy will abide by an honor code, which is intended
to set the parameters for healthy, safe and productive behaviors. The Brookhaven Innovation Academy
Haonor Code is based upon the premise that a person’s honor is his or her most cherished attribute. Ina
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community devoted to learning, an atmosphere of honor must exist if that community is to thrive with
respect and harmony. An Honor System is an ideal tool to assist us with understanding our
responsibilities as members of a school family. With it, students and staff are afforded a freedom that
otherwise may not be available. With this freedom comes each individual’s responsibility to conduct him
or herself in such a way that our spirit of mutual trust and respect is maintained.

Our honor code pledge:

“As a member of the Brookhaven Innovation Academy family, | pledge on my honor not to lie, cheat, or
steal, or show disrespect for others through my academic or personal behavior. | understand that these
actions are not in keeping with our Honor Code and damage our community of trust and caring. Onall
my work, my name affirms my honor”.

Viclations of the Brookhaven Innovation Academy include:

o Lying — giving false information with the intent {o deceive another.

s Disrespect — Everyone in our school community should be valued and treated as worthy of
cohsideration, recognition, care and attention simply because they are people. Disrespect Is
intentionally treating others without care or consideration.

¢ Stealing — knowingly taking anather’s property including the property of the school.

e Cheating — Cheating includes, but is not limited to copying from ancther's homework, quiz or
test; discussion at any time of answers or questions on an examination or test, unless such
discussion is specifically authorized by the teacher; taking or receiving copies of an exam
without the permission of the teacher; or the use of “cheat sheets” in hard copy or on an
electronic device.

¢ Plagiarism - the practice of taking someone else's work or ideas and passing them off as cne's
own.

During the first days of school, students and teachers will spend time discussing the honor code and
defining violations and examples to ensure understanding. All students will commit to the honor code.

Violations of the honor code may be reported to the classroom teacher or to school administration. For
all matters that do not invclve imminent harm to self or others, school discipline will be based on a
system of restorative justice.

Restorative justice focused on these questions:

1 Who was harmed?

2 What are the needs and responsibilities of all affected?

3 How do all affected parties together address needs and repair harm?

The ultimate goal will be for BIA to develop an honor council made up of students to adjudicate
violations of the honor code. !n all instances, the BIA administration reserves the right to work with
students to create and implement behavier plans and to work with students to develop plans te repair
harm caused by behavior.

Suspension and Expuision as Discipiinary Actions
BIA will regard suspension and expulsion as a last resort, Criteria for suspension and expulsion of
students will be consistent with all applicable federal and state statutes and constitutional provisions.
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Students will be afforded due process, including a hearing and right of appeal. A student identified as an
individual with disabilities or for whom there is a basis of knowledge of a suspected disability pursuant
to the Individuals with Disabilities Act (“IDEA”) or who is qualified for services under Section 504 of the
Rehabilitation Act of 1973 {“Secticn 504"} is subject to the same grounds for suspension and expulsion
and is accorded the same due process procedures applicable to regular education students except when
federal law require additional or different procedures.

Mandatory Suspension: a student shall be suspended with a mandatory recommendation for
expulsion where he/fshe is found to have possessed, sold, or otherwise furnished any firearm, explosive,
or other dangerous object.

Discretionary Suspension - a student may be suspended for any of the following offenses:

Possession, use, offering, arranging and/or negotiating to sell or provide of a knife, imitation
firearm, other weapon, or item that could be construed and/or used as a weapon.

Possession, use, being under the influence of, offering, arranging and/or negotiating to sell
tobacco, alcohol, drugs, other controlled substances, or intoxicants of any kind, including, but
not limited to over-the-counter medication and/or prescription drugs.

Theft of property including, but not limited to attempting to steal and/or receive stolen property
and/or aiding or abetting in the same.

Physical assault including, but not limited to aiding or abetting in the same.

Damage to school or private property including, but not limited to attempted or caused damage.
Sexual harassment.

Threatening, harassing, bullying, and/or attempting to intimidate other members of the
community including, but not limited to acts of “cyber-bullying.”

Obscenity/Profanity/Vulgarity, including the commission of an cbscene act and/or engagement
in habitual profanity/vulgarity

Disruption and/or defiance, including, but not limited to disruption of school activities and/or
willful defiance of the authority of school personnel.

Violations of BIA Information Technology policies, including, but not limited to transmitting
computer viruses, using or attempting to use other’s accounts, trespassing in another’s folders
or files, concealing or misrepresenting one’s identity while using the IT system.

Mandatory Expulsion: a student shall be expelted when it is determined that the student possessed,
sold, or otherwise furnished any firearm, explosive, or other dangerous object.

Discretionary Expulsion - a student may be expelled for any of the following offenses:

Possession, use, offering, arranging and/or negotiating to sell or provide a knife, imitation
firearm, other weapon, or item that could be construed and/or used as a weapon.

Possession, use, being under the influence of, offering, arranging and/or negotiating to sell
tobacco, alcohol, drugs, other controlled substances, or intoxicants of any kind, including, but
not limited to over-the-counter medication and/or prescription drugs.

Theft of property including, but not limited to attempting to steal and/or receive stolen property
and/or aiding or abetting in the same.

Physical assault including, but not limited to aldmg or absetting in the same.

Damage to school or private property including, but not limited to attempted or caused damage,
Sexual harassment.
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« Threatening, harassing, bullying, and/or attempting to intimidate other members of the
community including, but not limited to acts of “cyber-bullying.”

¢ Obscenity/Profanity/Vulgarity, including the commission of an obscene act and/or engagement
in habitual profanity/vulgarity.

» Violations of BIA Information Technology policies, including, but not limited to transmitting
computer viruses, using or attempting to use other’s accounts, trespassing in another’s folders
or files, concealing or misrepresenting one’s identity while using the IT system.

A student may receive consequences for those acts listed above as committed at any time, including,
but not [imited to, (a} while on school grounds; (b) while going to or from school; {c} during lunch period,
{d) during, or while going to or from, a school sponsocred activity; and, (e) during non-school time and
while off campus if the school determines that there is a nexus between the action taken and the school
community sufficient to warrant action by the school. If a student is arrested off campus, s/he may be
suspended at that time or upon return to campus.

Authority to Impose Discipline

The Head of School (or his/her designee) may conduct an investigation of the facts and circumstances
presented in case of a disciplinary offense or infraction. The investigation may include search{es), a
review of evidence, consulting the student and interviewing affected parties, and potential witnesses as
well as the involvement authorities.

The Head of School (or his/her designee) may consider the various disciplinary options available in any
given set of circumstances, including whether alternatives to suspension or expulsion may he
appropriate, The Head of School {or his/her designee) has the authority to determine whether or not to
impose a suspension under this policy. Suspensions may be imposed: (1) Pending an investigation to
determine whether further discipline, including the possibility of an expulsion hearing is warranted; or,
{2} Companion to setting an expulsion hearing. The Head of School (or their designees) have the
discretion to determine which form of suspension may be imposed.

If a student matter proceeds to an expulsion hearing, the Head of School (or hisfher designee) shall have
the authority to hear the matter and to determine whether or not to impose an expulsion. The decision
of whether or not to expel a student remains at the sole discretion of the Head of School (or his/her
designee).

Violence Against Teachers or Other School Officials
Brookhaven Innovation Academy will have zero tolerance for any kind of intentional violence inflicted on
a Brookhaven Innovation Academy school official or a Brookhaven Innovation Academy employee.
Students shall not inflict violence on Brookhaven Innovation Academy teachers or other school officials
or employees. Physical viclence shall include:

e Intentionally making physical contact of an insulting or provoking nature with the person

* Intentionally making physical contact which causes physical harm to another unless such

physical contact or physical harm was in defense of him or herself

In the event a student is charged with violence against a school employee the student will be disciplined
by expulsion and criminal charges filed.
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Disciplinary Hearings

A student may be referred for a Disciplinary Hearing for determination as to whether a long term
suspension or expulsion is appropriate as defined in the discipline policy. A leng term suspension means
denial to a student of the right to attend school and take part in any school function for any period of
ten {10) school days or more. Expulsion shall mean removal of the student from enrollment at the
School for the remainder of the schooel year or longer.

A long term suspension or expulsion will normally follow a short term suspension. There are exceptions,
however, that could prompt the school administrator to move forward with the immediate dismissal of
a student. Examples of such viclations include, but are not limited to, bringing a weapon to school,
assault on a student or school personnel, or other chargeable offenses.

A decision to impose a long term suspension will be the result of a Disciplinary Hearing before an
independent hearing officer(s). The purpose of the Disciplinary Hearing is to receive and evaluate
testimony and other evidence concerning the disciplinary violation. The school principal or his/her
designee will present the case for suspension or expulsion to the Hearing Officer{s). In order for a long
term suspension or expulsion to take place, the following steps must be taken:

(1} The school administrator recommending the long term suspension or expulsion will furnish to
the Hearing Officer(s} a written statement of charges against the student, accompanied by any
supporting statements or other relevant evidence identified in the tribunal dossier discussed
below;

(2} The administrator shall notify the student and his/her parent or guardian of the
recommendation for long term suspension or expulsion; and

(3} The Hearing Officer(s) shall notify the student and his/her parent or guardian with the following
information:

Written Notice of Hearing: The notification shall include the following:
a. A brief statement of the act(s) student is alleged to have committed, along with the portion

of the Code of Conduct allegedly violated,
b. The maximum penalty which may be administered for the aileged misconduct, and a

recommendation for discipline.

c. A copy of this document.

d. The date, time and place of the hearing.

e. The names of withesses expected to be called at the hearing and a short summary of
evidence that may be presented.

f. A statement that a hearing is required unless the parent/guardian/student 18 vears old or
older waives the hearing.

g. A statement that at the hearing the student is entitled to be represented by an advocate
{spokesperson) of his/her choice, including an attorney if so desired; and that the student
may subpoena witnesses and utilize other compulsory process upon request.

h. A statement that all parties are afforded an opportunity to present and respond to evidence
and to examine and cross-examine witnesses.

Delivery of Notification: The notice of hearing shail be delivered to the student and his/her

parent/guardian either in person, by first class mail, certified mail return receipt requested,

and/or delivery confirmation, to the last known address of the parent or guardian. If notice is
delivered in person, a written confirmation of delivery should be obtained by the person
delivering the notice to the parent/guardian. Service shall be deemed to be perfected when the
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notice is deposited in the United States mail with sufficient postage addressed to the last known
address of the parent/guardian.

Disciplinary Hearing

Within ten school days after the beginning of the suspension, unless the parties mutually agree to an
extension, the Hearing Officer(s) will meet at the appointed time and place to review the case. At this
time, the school administrator will present the facts of the case against the student as well as the reason
for the recommendation. The student, parent or guardian, or other appointed representative present
for the hearing will be able to ask questions and present arguments against the recommendation.

At the conclusion of the hearing, the Hearing Officer(s) will determine if the accused student has
violated the School’s Disciplinary Policy. The Hearing Officer’s decision will be based solely on the
evidence presented at the hearing. If the Hearing Officer determines that a student has committed a
disciplinary viclation, he/she may impose a range of sanctions that include reinstatement into school to
permanent expulsion, as long as the sanction complies with the school’s established policies.

The Disciplinary Hearing is a closed and confidential proceeding. Friends or relatives of the students or
other members of the public who are not witnesses will not be allowed in the hearing room. Any
representative(s) of the family other than the student and parent or guardian must be approved by the
principal in advance. If a family wishes to bring a lawyer, they must notify the principal in advance so
that the school can ensure its legal counsel is present.

Appeal
Once the Hearing Officer has informed the school administration of the decision, the school
administration will immediately inform the family and mail a letter of decision to the family.

Once a decision has been rendered, the student may appeal directly to the School’s Board of Directors.
To do so, hefshe must inform the school administration of the intent to appeal within ten working days
of the date of the Hearing Officer’s decision. The school administrator will supply all records from the
previous hearing including, if available, written statements, minutes and audio recordings of the
Disciplinary Hearing. The Board of Directors will evaluate all information and will make a decision solely
on the facts presented in the record from the hearing. The student and the school administrator may
provide a written statement identifying any reasons why they believe the Hearing Officer’ decision was
valid or invalid based on the evidence presented at the Disciplinary Hearing. There will not be an
opportunity for additional testimony or argument. The Board will render its decision within 20 working
days of receiving the appeal. Once the Beoard renders a decision on the appeal, the school administration
will immediately mail a letter of decision to the family.

Sexual Harassment
Brookhaven Innovation Academy will have zero tolerance for any kind of harassment including sexual
harassment. It shall be a violation of this policy for any Brookhaven Innovation Academy student to
sexually harass another student or school employee.
Examples of Sexual Harassment

*  Unwelcome leering, sexual flirtations or propositions,
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Unwelcome sexual slurs, epithets, verbal abuse, derogatory comments or sexually degrading
descriptions.

Graphic verbal comments about an individual's body or overly personal conversation.

Sexual jokes, stories, drawings, pictures or gestures.,

Spreading sexual rumors.

Teasing or sexual remarks about students enrolled in a predominantly singie-sex class.
Touching or grabbing an individual's body or clothes in a sexual way.

State Mandated Process for Student Reporting of Acts of Sexual Abuse or Sexual Misconduct

Any student who has been the victim of an act of sexual abuse or sexual misconduct by a
Brookhaven Innovation Academy student, teacher, administrator, or other school system
employee or Brookhaven Innovation Academy student is urged to make an oral report of the act
to an administrator. Parents or friends of victimized students who have knowledge of sexual
abuse or sexual misconduct by a Brookhaven Innovation Academy student, teacher,
administrator, or other school system employee, are also urged to make an oral report of the
act to the Head of School. The individual reporting the event must provide their contact
information to the individual to whom they are reporting the incident.

Any teacher, counselor, or administrator receiving a report of sexual abuse or sexual misconduct
of a student by a teacher, administrator, or other employee shall make an oral report of the
incident immediately to the schoal principal or principal’s designee, and shalf submit a written
report of the incident to the Head of School or designee within 24 hours. [If the Head of School
is the person accused of the sexual abuse or sexual misconduct, the oral and written reports
should be made to the Chairman of the Governing Board or the Chairman’s designee.

The Head of School or designee who receives a report of sexual abuse as defined in 0.C.G.A.
197-5 shall make an oral report immediately, but in no case later than 24 hours from the time
there is reasonable cause to believe a child has been abused. The report should be made by
telephone and followed by a written report, if requested, to a chitd welfare agency providing
protective services, as designated by the Department of Human Resources, or, in the absence of
such agency, to an approptriate police authority.

Pursuant to Brookhaven Innovation Academy procedures, upon receipt of a report under this
policy, the principal shall immediately contact the Chairman of the Governing Board, which will
initiate an investigation into the allegations.

Reports of acts of sexual misconduct against a student by a teacher, administrator, or other
employee not covered by 0.C.G.A. 19-7-5 or 20-2-1184 shall be investigated immediately by
school personnel. If the investigation of the allegation of sexual misconduct indicates a
reasonable cause to believe that the report of sexual misconduct is valid, the school principal or
principal’s designee shall make an immediate written report to the Professional Standards
Commission Ethics Division,

When it is determined that reports should be made to various outside agencies, the Head of
School will notify the Chairman of the Governing Board and the Head of School will contact
appropriate police authorities, and will coordinate with the appropriate authorities to make a
report to the appropriate child welfare agencies, and will coordinate with the Chairman of the
Governing Board to make a report to the Professional Standards Commission.

Dress Code

While attending school, all students must be in uniform daily. Uniforms must be neat and clean.
Students should also practice good hygiene. If a child is out of uniform, parents will be contacted and
required to bring the necessary items before students are admitted to class,
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2017-2018 Dress Code:

Bottoms — Khaki or Navy pants, shorts, jumpers or skorts. Cargo style is not allowed. Shorts,
jumpers and skorts must be no more than three inches above the knee.

Tops — White, Navy, or Kelly or Agua Green polo or fong-sleeved, button-down oxford with
button collar,

Optional Layer — Navy, green, white or aqua cardigan, sweater, or sweater vest.

Outerwear — Outerwear jackets for cold weather should be worn to and from school and at
outdoor recess; however, while in the school outerwear must remain in the student cubbie or
locker.

Fridays — Collegiate top, BIA spirit shirt with uniform pants.
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Other Student/Family Issues

Cafeteria and Student Nutrition

Students will have the opportunity to purchase a school lunch from our school approved food provider.
Information regarding this program is posted on the BIA website.

Students may bring their lunch to school. Parents are invited to Join students for lunch on Fridays. A sign
up will be posted on the BIA website. Space is limited in the cafeteria and there will be a set number of
slots available each week.

Students may bring water bottles to classes,

Communication

Our goal Is to provide parents with clear and concise information. Email, as well as our website, will be
used for providing school-wide information. Please make sure you have a viable email address and that
you check it frequently {remember to check the spam/junk folder).

* Each of our teachers has a school email address. Parents are asked to use email to
communicate with teachers rather than calling the school. Keep in mind however that teachers
will NOT be checking email continually throughout the day. If it is an emergency, do NOT rely on
email; call the main number of the school and speak with office personnel.

* Make sure the school has current demographic information on file for your child: address,
home phone number, cell phones number, work number, and email addresses for both parents.

* We have purchased a school messenger system that allows us to make phone calls and send
mass emails to all of our parents/guardians.

* In the event of an emergency, you will receive a phone call and or text message. . If you receive
a phone cali and do not answer the call, please check your text messages before calling the
school. Our focus during an emergency will be on ensuring that our students are safe.

¢ Parents will have access to their child’s attendance and grades at all times as wel! as email
directly to their child’s teacher.

¢ Students will also receive progress reports every semester and parent teacher conferences will
be held two times per year. In 2017-2018 all gradebooks will be available for parents tc view on
the Haiku Learning Management System.

* We encourage constant communication between Brookhaven Innovation Academy and our
parents and will do whatever we can to make this possible. In the event that you would like to
schedule a meeting with your child’s teacher, please email that teacher directly, so a meeting
date and time can be scheduled, We ask that parents not engage teachers in discussions about
their child while in the presence of other parents or children.

Social Media

BIA will use social media to share information about the organization. Our BIA social media accounts will
not be used as an opportunity to criticize our school, our students or our teachers and we reserve the
right to delete or block individuals who post negative or hurtful comments. At BIA, we want to model
respectful behavior and civility at all times and this is as true with our behavior on social media as it is
with persanal communication.
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Volunteers

Volunteers must complete an application and a background check before beginning their volunteer
service. The Head of School or designee will contact all volunteers upon ¢learance. Cleared volunteers
will check in and out at the front desk upon entering and exiting the building each time.

Parent Councit
Brookhaven Innovation Academy has an extremely active parent organization. For full

information about this organization, please visit their website, A link to their site is on
the front page of the BIA website.

Returned Checks and Debts

Checks returned to Brookhaven Innovation Academy are charged a $25 returned check fee.
Payment for the returned check must be made in cash or money order.

All debts must be paid before the last day of the school year including After-School fees.

Student Records

The Family Education Rights and Privacy Act (FERPA} requires that student records be maintained
confidentially and provides parents and students various rights with respect to student records. In
addition, FERPA allows certain types of personally identifiable information, known as “Directory
Information” to be released by Brookhaven Innovation Academy without the consent of a parent or
student. Students and parents can review their rights under FERPA at Brookhaven Innovation Academy’s
website found at: www.brookhaveninnovationacademy.org. Parents may request that Brookhaven
Innovation Academy not release any directory information regarding his or her student by notifying the
Head of School, in writing, no later than August 15 of each school year,

Media

The media may choose to cover interesting events that occur at Brookhaven [nnovation Academy
throughout the year. If for any reason a parent does not wish his/her child to appear on video,
photographs, print material or on television, you must submit a request in writing to the school office.

Asbestos inspections

In compliance with the US Environmental Protections Agency (EPA)} Asbestos Hazard Emergency
Response (AHERA), Brookhaven Innovation Academy is inspected annually for asbestos. This
information and the inspection report can be found in the main office.

Egual Opportunity and Non-Biscrimination

It is always Brookhaven Innovation Academy’s policy to provide equal opportunities without regard to
race, color, gender, religion, national origin, handicapping condition, disability, genetic information, or
veteran status In its educational programs and activities. This includes, but is not limited to: admissions,
educational services, access to facilities, financial aid, or employment. Inquiries regarding Brookhaven
Innovation Academy’s Equal Opportunity policies, Title VI, VIi, 1X, Georgia Equity in Sports, EEQ, and
Section 504/ADA may be referred to the school administrators.
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Family Educational Rights and Privacy Act ("FERPA")
The Family Educational Rights and Privacy Act (FERPA) afford parents/guardians and students over 18
years of age or an emancipated minor under State Law (“eligible students”) certain rights with the
respect to the student’s education records. These rights are:

1,

The right to inspect and review, within 45 days of a request, the educational records of a
student who is your child, or in the case of a student who is eighteen {18) or older, or
those who are emancipated, your own educational records. Parents/guardians or
eligible students should submit to the principal a written request identifying the
record(s) they wish to inspect. The principal will make arrangements for access and
provide notice of such arrangements
The right to request the amendment of the student’s educational records to ensure that
they are not inaccurate, misleading, or otherwise in violation of the student’s privacy or
other rights. To request the school to amend a record, parents/guardians or eligible
students should write the school principal, specify the part of the record they want
changed, and specify why it Is inaccurate, misleading, or otherwise in violation of the
student’s privacy or other rights. if the school decides not to amend the record, it will
notify the parents/guardians or eligible students of the decision and inform them of
their right to a hearing before the governing board. Additional information regarding
the hearing procedure will be provided with the notification of the right of the hearing.
The right to file a complaint with the United States Department of Education concerning
the alleged failures by Brookhaven Innovation Academy to comply with the
requirements of FERPA, The name and address of the Office that administers FERPA is:
Family Policy Compliance Office, U.S. Department of Education,
400 Maryland Avenue, SW,
Washington, D.C. 20202-5920
The right to consent to disclosures of personally identifiable information contained in
the student’s educational records, except to the extent that the Act and the regulations
promulgated pursuant to the Act authorize disclosure without consent, One exception,
which permits disclosure without consent, is to school officials with legitimate
educational interest. A school official is a person employed by the school as an
administrator, supervisor, instructor, or support staff member; a member of the
governing board; a person with whom the school has contracted to perform a specific
task (such as attorney, auditor, or therapist); or a parent/guardian or student serving on
an official committee {such as a disciplinary or grievance committee.) A school official
has a legitimate educational interest if the official needs to review an educational record
in order to fulfill his/her professional responsibility. Upon request, the school district
forwards educational records without prior consent to another school in which the
student seeks or intends to enroll. In addition, attendance and disciplinary information
will be shared with the Georgia Department of Driver Services, pursuant to Sec. 0.C.G.A,
40-5-22.

Grievance Policy

If a student/parent believes that they have a grievance or complaint concerning a teacher, a situation at
school or the school in general, we ask that the following protocol be followed:

1. Determine the problem and be certain that you have all of the facts.

2, Request a meeting with the teacher if it is a teacher or classroom related concern.
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If you do not believe a resolution has been achieved, request a meeting with the Assistant
Principal.

If after meeting with the Assistant Principal, you believe a resclution has not been achieved,
request a meeting with the Head of School.

If after meeting with the Head of School, you do not believe a resolution has been achieved,
contact the Chairman of the Grievance Committee on the Governing Board. The Chairman will
convene the Grievance Committee to hear the grievance in order to resclve the matter, All
decisions of the Grievance Committee are final.

Governing Board of Directors
Brookhaven Innovation Academy is a public charter school. The Governing Board establishes policies
that guide the school.

The basic responsibilities of Brookhaven Innovation Academy’s Governing Board align with the

following areas of decision-making authority as identified in The Charter Schools Act of 1998:

personnel decisions, financial decisions, resource allocation, establishing and monitoring the
achievement of school improvement goals, and school operations.

Brookhaven Innovation Academy’s Governing Board will uphold the mission and vision of the
Brookhaven Innovation Academy through visible leadership and stewardship. Leading by
example in personal and professional endeavors, this Board will provide strategic oversight
impacting education of Brookhaven Innovation Academy students and will connect the school to
the breader local and state communities.

The Board will provide expertise to the school, assist with fundraising, and drive key governance
functions and legal responsibilities including management oversight, strategic planning and
policymaking, and fiduciary requirements.

The Brookhaven Innovation Academy Governing Board will work to ensure there are adequate
resources and local partherships; serve as a support mechanism on personnel, community, and
grievance matters; and support the school and its staff in accomplishing performance goals set
forth in the charter application. Information about our Governing Board can be found on our
webpage.

The Brookhaven Innovation Academy Governing Board will typically meet on the first Thursday
of each month at 7:00 pm. Meeting information and the agenda will be posted on the
Brookhaven Innovation Academy website 24 hours in advance of the meeting. Anyone is
welcome to attend these meetings.




brooldhaven
ImmeYeiem
cicademy

3159 Campus Drive
Norcross, GA 30071

Board of Directors Meeting Agenda Item

__ Consent
_____Action
_X__Discussion
___Information

Board Meeting Date: January 5, 2017

Title of Agenda Item: Enrollment Information

Submitted by: Laurie Kimbrel

Background and Summary:

Leadership made a focused effort to increase student enrollment. We have 21 students who

will begin on January 4, 2017.

Fiscal Impact: Increase in student enrollment

Recommendation: None. Discussion item only.




Brookhaven Innovation Academy
Enroliment Report

Dec-16
Grade Oct-16 Nov-16 17-Jan

K 67 68 71
1 62 63 63
2 55 57 61
3 53 54 60
4 60 60 59
5 41 41 40
6 44 44 44

Total 382 387 398




Grade Withdraw Date Reason

K

K
1
1
1
1
4
4
5

12/2/16
12/6/16
12/20/16
11/18/16
12/6/16
11/16/16
12/19/16
12/19/16
12/21/16

seeking special education service in home school

moved

child of former employee - return to home school

moved

moved

return to home school

significant special education needs - return to home school
sibling of student withdrawn for special ed needs

return to home school




January 2017 Enrollments

Grade Students
K 5
i 4
2 3
3 7
4 1
6 1

Total 21




