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C H A R T E R

Lifeline Education Charter School

Charter History

Lifeline Education Charter School was awarded its charter in 2002 and opened to the Community of Compton in September of 2002.  From that time until the present, Lifeline has been sponsored by the Gorman Elementary School District in Gorman, CA.  Lifeline’s population has grown from 200 students in 2002 to 330 students in 2006.  We currently have two locations.  The Middle School is located at 357 E. Palmer St. and the High School is located at 736 E. Compton Blvd.  Lifeline Education Charter School is operated as a California based non-profit company.

Lifeline Education Charter School is a public school that eagerly embraces its mission to serve all students, regardless of race, economic status, or prior academic achievement but the primary focus is on the at-risk population. The school's philosophy is that all students are capable of learning beyond the limits of what they believe is possible and that the school's instructional approach inspires high quality work in students of widely varying backgrounds. Lifeline Education Charter School seeks out and welcomes participation of students, parents, teachers, and community members in ensuring the continuous improvement of educational quality at Lifeline Education Charter School. 

Lifeline Education Charter School was awarded its charter under old charter legislation.  As our five year commitment with Gorman District nears its end, [in accordance with Education Code §47605 which provides for the establishment of a charter school that will operate within the geographic boundaries of the chartering school district] Lifeline must petition the immediate district first.  Lifeline is asking Compton Unified School District Los Angeles County Office of Education to form a partnership to benefit the community of Compton.

I. 
Mission Statement and Focus

Mission 

The mission of the Lifeline Education Charter School is to create a learning community of students, parents, teachers, staff, and committed adults from the neighborhood and throughout the city, that will provide each student with an academically challenging curriculum and the support necessary to reach his or her highest individual potential--intellectually, socially, emotionally, and physically.  Lifeline Education Charter School will provide an environment conducive in achieving academic success to the at-risk student population.

Lifeline Education Charter School will provide educational and real world learning opportunities and programs that engage the whole child in the learning process.  Lifeline Education Charter School will promote a learning environment that emphasizes academic progress as well as academic success.  Lifeline Education Charter School encourages a student’s sense of purpose, provides an outlet for creative expression, and empowers youth and their families to participate in the educational process in a way that benefits the family and community.  

The mission of Lifeline Education Charter School drives every aspect of its daily operations.

Vision

We envision Lifeline Education Charter School as a thriving, learning community that honors and maintains the centrality of its mission in all that it does. Together, this community will continue to build a scholarly, creative, and exciting environment for at-risk students to experience a place that will attract the most highly skilled and committed educators and community members. Parents will continue to be an active presence during the school day and in all aspects of governance. Accountability and personal responsibility is embraced by all constituents, particularly the teachers, who are given the maximum freedom and support possible to help them fulfill their teaching mission. Lifeline Education Charter School is a diverse, dynamic community dedicated to continuous educational improvement that we hope will become a national model for excellence in public education.

The school programs enable at-risk students to become competent contributing members of society equipped with reading, writing, math computational, technological, and problem solving skills necessary for success in a rapidly changing world.  Recognizing that each child must be prepared for life-long learning, the school offers a standards-based program that enables students to be prepared for post secondary education and a competitive world of work. 

Goals

Through excellence in reading, writing, mathematics, critical thinking, use of technology, business partnerships, community service, the vital role of the Lifeline parent, and the intervention of our Life Skills and Character Cures programs, all of our students- especially our graduates- will be empowered to make the broadest possible array of choices for their futures and become highly participatory, positive leaders in the local, national, and global communities they will inhabit as adults.

Targeted Population

Lifeline Education Charter School students come from various parts of Los Angeles.  However, the majority of pupils are from the community of Compton.  Lifeline will continue to focus its resources and efforts on the "at risk" student population, dropout recovery and the inclusion of those students who have not been able to obtain an education that challenges their academic, social, and moral potential through traditional sources of public or private education.  Lifeline Education Charter School will continue to be a place where the community is welcome and the students feel privileged.


Lifeline Education Charter School ensures that students do not fall through the cracks of education, and allows students to receive the personalized attention they need to learn effectively. Students are held accountable for all of their actions.  Smaller schools are safer and decrease the security risks inherent in urban schools as potential problems can be recognized earlier and mitigated.
Lifeline Education Charter School will assume responsibility for any student who wishes to attend Lifeline Education Charter School and will accept students who reside within the boundaries of Compton Unified School District and Los Angeles County. 

 

Data on incoming students is gathered by talking with students and parents, by looking at existing records and services provided by their previous schools, and when possible, by scheduling an entry conference between students’ new advisors and teachers from the previous schools.  The staff uses the data obtained to ensure that the school has an appropriate place for students. 

Focus/Direction

Every young person is should have the opportunity to attend a great public school.  All students are also entitled to a neighborhood school that is safe, personalized, rigorous and engaging.  A school where every teacher knows every student’s name and parents are actively involved in the education process. A school that provides children with the skills they need to reach their potential, fulfill their dreams, and thrive in today’s economy. 

Most public schools, particularly at the high school level, are faced with over-crowded classrooms and often cannot reach those students that are falling behind due to the size of the schools.  Lifeline Education Charter School provides a choice to those students desiring an alternative to the public school system.  As the “at-risk” population is rising, Lifeline Education Charter School is there for those students ready to make a change in themselves.  The focus and direction of Lifeline Education Charter School is:
Academics

· To correlate all teaching materials with those of the standards set by the State of California.
· To challenge each student to excel in each of the essential elements, such as reading, writing, and math.
· To ensure that all instructional techniques are designed and focused on students achieving above average scores and beyond on the STAR 9 and CAHSEE exams.
· To provide a curriculum that allows students to acquire the competencies and knowledge needed to be competitive in today’s marketplace and/or prepare our students academically to continue onto higher education.
· To develop useful and integrated problem solving skills and training that are applicable in the classroom and relevant to the real world.
Project-based Learning

In project-based learning, students work in teams to explore real-world problems and create presentations to share what they have learned. Compared with learning solely from textbooks, this approach has many benefits for students, including:

· Deeper knowledge of subject matter; 
· Increased self-direction and motivation; 
· Improved research and problem-solving skills.
Technology

At Lifeline we know that successful technology-rich schools generate impressive results for students.  The student population, the instructional design, the teacher’s role, how students are grouped, and the levels of student access to technology influence the degree of effectiveness; including:

· Significant positive impact on achievement in all subject areas, across all levels of school, and in regular classrooms as well as those for special-needs students.

· Higher test scores

· Improved student attitude, enthusiasm, and engagement.

· Improved student retention and job placement rates.  

· Richer classroom content

· Instruction which is more student-centered, cooperative learning, and stimulated increased teacher/student interaction. 

Life Skills

Life skills-based education combines learning experiences that promote the acquisition of new knowledge and attitudes as well as the skills to change behaviors.  Life skills-based education is a critical component of quality education.  Through life skills, we: 
· Promote positive self esteem, self-awareness and motivation for learning.
· Build character, ethics and good decision making skills.
· Emphasize written and verbal communication.
· Learn and teach from one another-“Each one, Teach one.”
Character Building (Beginning in Fall 2007)
· To promote core ethical values as the basis of good character for all students attending Lifeline Education Charter School.
· To provide positive role models for students by all Lifeline Education Charter School teachers, staff and administrators demonstrating the core character traits.
· To work as a team empowering students to adhere to Lifeline Education Charter School’s 6 core values at school, home and in the community.
Community Service
· To promote the many unique characteristics Lifeline Education Charter School students have.
· To assist the community in its many needs.
· To help students “open” their eyes to the many challenges people experience 
every day.
Partnerships

· To work as a team with parents and the community in order to help foster a positive learning environment and to enhance and set high standards for academic performance.
· To work with families and community to showcase the value of education in school with tangible value of life long living.
· To encourage parents, community leaders, and teachers to act as role models, guides, and advisors for the students.
To do such, the Lifeline Education Charter School seeks to recover students who have dropped out of school or are being underserved by the current public school system.  The learning plans provide a focus on "hands-on" project-based learning experiences.  Lifeline Education Charter School works with students to improve their self images, develop unique interests, experience satisfaction in accomplishments, gain a sense of responsibility and self worth, and pursue education as a way of life through the direct involvement with businesses and social services in their immediate communities.  

The Lifeline Education Charter School is a 6th-12th grade Charter School.  It is designed to provide an alternative choice to the traditional system.  It focuses on meeting the educational needs as well as many social needs of students and families who are currently being under-served by the traditional public school system.  The school also has the option to contract for specific consulting and support services.

An Educated Person in the 21st Century

Public school reform has become the #1 social issue for the United States of America. While most acknowledge the poor state of the public education system, the discussion to date has largely focused on governance issues. Lifeline Education Charter School intends to refocus the debate on a future vision for public schools in California about which all stakeholders are enthusiastic. Simply put, every child should have the opportunity to attend a small, safe, public school. 

An educated person in the 21st century is creative, self-actualized, and enlightened.  The student is a self-motivated, literate, bilingually fluent, and a lifelong learner who is resourceful, technologically proficient, and globally competitive. An educated person in the 21st century must also possess the necessary skills and understanding to participate and work productively in a multi-cultural globally oriented environment using technology to its full potential.

Rooted in his/her culture, a 21st century educated person has a strong sense of moral ethics and respects the diverse culture present in today’s society.  Perceiving their self as a part of a larger community, that person is socially responsible, politically aware and an environmental steward.  He/she utilizes critical thinking and creativity to positively impact his/her surroundings, make healthy personal choices and find balance in the appreciation for his/her own well-being.

Honest and respectful, the educated person in the 21st century makes sound ethical/moral choices.  Their concern for social justice enables them to create sustainable solutions through cross-cultural collaboration, respect for divergent opinions and peaceful co-existence.  

 

The educated person in the 21st century embraces the “traditional” and seeks new challenges and new paradigms.  Driven by hope and courage, he or she is resilient in facing obstacles and makes life-sustaining decisions.  At Lifeline Education Charter School we are confident that the environment that we cultivate, positively influences the potential for each student to become an educated person in the 21st century.

The Secretary’s Commission on Achieving Necessary Skills report (SCANS) developed by the US Department of Labor in 1991 outlines what skills will prepare today’s youth to participate in the modern workplace. The report breaks down these skills into “foundation skills” and “competencies.” The former include communication skills, thinking and reasoning skills, and personal qualities such as responsibility, self-esteem, information gathering and processing skills, and the ability to find, organize and deploy resources. The Board Members, Parent Advisory Committee, and staff at Lifeline Education Charter School agree in large part with this report’s conclusions and believes that educated people in the 21st century must possess many of these skills in order to reach their potential and be productive members of society. Underlying this report is the realization that even more than in the later 20th century, information and communication are the hallmarks of the ever changing and ever shrinking 21st century world. To function effectively in this environment and in the 21st century workplace, an educated person will need to know how to:

· Acquire, manage, critically analyze and use information in many mediums;

· Communicate effectively using spoken words, written text, symbols (mathematical and graphical);

· Think creatively and logically to make decisions and solve problems;
· Adapt to change and work within a multi-cultural society.
An educated person in the 21st century will also need a solid foundation of knowledge in math, science, history, and language arts to provide a context to understand and interpret new information and problems and to communicate with others. To build on this foundation and adapt to a changing world, an educated person will need to have a passion for: learning how to learn, and for asking questions and getting information. An educated person is self-motivated and driven to learn throughout his or her life.

II. 
How Learning Best Occurs

Research and working with students that have varying education levels highlights one fact; homogenous instruction does not work for all students. Lifeline has built its philosophy and educational program around multiple “best” practices that aid and benefit all students, allowing them the best opportunity for learning to occur.

Connection With All Stake Holders

The old proverb, “it takes a village to raise a child” is core to Lifeline’s philosophy. Lifeline realizes that a major factor influencing a student’s ability to learn comes from the support that a student receives from their school, parents, and community.  Lifeline believes that when the school and the community join to create an environment that is nurturing, warm, friendly, and welcoming, students can and will excel academically. Lifeline works with all students to see that they are part of a seamless connection between their home, neighbors, peers, businesses, staff, and family.  

Engaging Learning Environment

Research shows that learning best occurs when students and teachers feel engaged in the learning process. Students need to be intrinsically motivated to learn and should be inspired and challenged by teachers. Ideally, teachers and students should act as partners working on a very important joint project; students’ educational and personal development. 

Lifelong Learners

To develop lifelong learners, Lifeline recognizes the need for students to understand the relevancy of what they are learning and applying it to constructive projects and activities. Nothing motivates student learning more than understanding why a piece of information or skill is valuable to their personal dreams and/or daily lives.  Applying knowledge and skills to projects or to solve problems, also facilitates interdisciplinary opportunities, which enhance the comprehension of the subject areas individually and give the student a complete picture of how bodies of knowledge fit together. Also, when students “discover” the knowledge for themselves, the self-directed experience is inherently more satisfying and engaging than direct instruction. Students feel more self-confident and are likely to explore topics in depth.

 

Best Classroom and Teaching Strategies

Lifeline Education Charter School believes and has seen that learning best occurs by using: 

· focused hands–on and project based learning

· cooperative independent learning environments

· interdisciplinary courses

· individualized learning plans for special needs students

· class discussions involving all students

· lectures

Teaching Best Occurs When Staff Members: 

· Believe that all children deserve access to an excellent education in their own community

· Have high expectations for all students

· Provide rigorous, challenging academics

· Use technology to help visualize the material for students

· Align performance, content standards, and assessment to curriculum and instruction  

· Have a backing relationship with the parents

· Incorporate Life Skills into every subject

· Incorporate Character Building into all core subjects

 

In order to best serve students and give them access to the best education possible, the staff at Lifeline Education Charter School work as a coherent team.  They use results from standardized test assessments, portfolios, and teacher assessments to develop an instructional academic plan for each student.  Family involvement in a student’s education is one of the most important ingredients to student success. Families should be expected to participate in their children’s educational experience, the development of each student’s individualized performance goals, and assessing achievement of those goals.  

Foundation for Success

Lifeline Education Charter School students are put in an environment and given the support they need to succeed.  Lifeline understands that many students will not be at grade level when enrolling at Lifeline.  Taking that into account, we implement a variety of support mechanisms including extra time for literacy and writing, and skill building exercises in all core classes.  To ensure student success, a student support program is also offered to assist students who need homework help and tutoring.  In addition, as part of the foundation, multiple intelligences are recognized, accepted, and evaluated.  In this type of environment the entire school community values, respects, and appreciates each student’s unique learning style.  Lifeline Education Charter School, through its research at the local and wide-span levels, has developed its own  curriculum and instruction tailored to address multiple intelligences and each students specific needs.

School Design and Class Schedule

Lifeline Education Charter School offers classes that allow for a wide range of educational options, rather than a range of classes, which exclude diverse educational options. 

Most classes are taught using balance pedagogical techniques. The assigned teachers are trained in various techniques for delivering direct instruction. This time is used to present some of the foundational content and ideas upon which the students will build a more complex, higher understanding of the subject matter. 

After direct instruction, some classes at Lifeline devote their time to project-based learning. The students learn by supplying skills and knowledge to authentic tasks. Students also have the opportunity to solidify their own understanding of a particular objective by helping other students and testing what they think they already know.  All the while, students collectively, will be attaining basic values pertinent to a successful future in any endeavors after Lifeline.  Project based learning has been incorporated in all Math and History classes, and will be incorporated into English and Science in 2007-2008.

Methods of Instruction

The educators at Lifeline Education Charter School are trained in a number of instructional strategies to respond to the students learning needs. The primary deductive strategy employed is Direct Instruction, and the primary inductive strategy is Project Based Learning.
Primary Deductive Strategy – Direct Instruction
Direct Instruction allows the teacher to carefully sequence the information in a manner that the students can grasp. The sequencing allows the teacher to work with students that need extra help while simultaneously allowing advanced students to apply the knowledge in many different forms. Our students come from a wide variety of educational backgrounds. Many have educational gaps, which hinder their ability to effectively master objectives without direct aide. 

Primary Inductive Strategy – Project Based Learning
Project based learning allows the student to personalize the learning. Experience and application enhances the learning by the student generating connection in their own lives. This connection is shown to enhance life learning; not just mastery of content. Project Based Learning (PBL) is a systematic teaching method where students work in teams to explore real-world problems and create presentations to share what they have learned.  Compared with learning solely from textbooks, this approach has many benefits including, deeper knowledge of subject matter, increased self-direction and motivation, and improved research and problem-solving skills
Project Based Learning is a model for classroom activity that shifts away from the classroom practices of short, isolated, teacher-centered lessons, and instead emphasizes learning activities that are long-term, interdisciplinary, student-centered, and integrated with real world issues and practices.  Our data shows that when incorporating direct instruction and Project Based Learning it increases our students’ chances of mastering the standard and the learning material is retained longer. At Lifeline Education Charter School our goal is to use PBL to allow the students to understand how what they learn in school will be used and replicated in real life situations.

Classes are kept as small as possible.  A 28:1 student-to-teacher ratio is targeted to provide individual attention to students and help teachers instruct effectively in classes that typically have students at varying proficiency levels. 

Students must take core classes in Math, English, Science, Social Studies, Technology, Language Arts, and Life Skills. Life Skills focus on a deliberate student "Success Plan" that helps the student to successfully transition from school to the work/community environments. Our Life Skill’s program includes, college preparation, decision making, communication skills, goal setting, accountability, gender issues, budgeting and financing. Students also choose elective classes in art, athletics, and foreign language classes.  The after-school program re-enforces mastery of the California State Standards. The Lifeline Education Charter School environment supports a personal approach to learning, with wrap-around support for students that includes team-building activities, field trips, and access to mental and physical health care.

Lifeline Education Charter School incorporated Project-Based Learning (PBL) as a pilot program into it’s middle school math and history curriculum in January 2006.  Due to the success of PBL in the pilot program, Lifeline Education Charter School incorporated PBL as a standard curriculum requirement in all math and history programs in 2006-2007.  In the 2007-2008 school year, all classes will have the Project-Based Learning foundation imbedded into their curriculum.  The immediate benefit of practicing PBL is the unique way that it motivates the students by engaging them in their own learning.  The PBL process allows the students to work independently or in groups, pursuing their own interests and questions and make decisions about how they will find answers and solve problems.  

PBL helps make learning relevant and useful to students by establishing connections to life outside the classroom, addressing real world concerns, and developing real world skills.  A sample of Project-Based Learning has been provided in Appendix D.

III. 
Core Curriculum

The foundation of Lifeline Education Charter School’s curriculum is pillared by the standards set by the California Department of Education. The curriculum is regularly reviewed and assessed based upon benchmarks the curriculum team sets. The curriculum team is made up of administrators, department heads, curriculum advisor, and various teachers. The tools used to make assessments of the programs come from state sponsored testing such as CAT-6, STAR9, CAHSEE, and CELDT and in house tools such as Scantron, Read 180 and standard driven pre and post exams. The state sponsored testing schedule is set by the Department of Education. Scantron assessments are done three times a year; at the beginning of school year (used as a placement test), at the beginning of second semester (to track progress and modify the student’s current placement as needed), and at the ending of the school year (to verify results).  This is done for High School and Middle School students. By constantly reviewing and inspecting the data and way of instruction, Lifeline is able to design, adjust and ensure that the curriculum remains relevant and responsive to each individual student attending Lifeline Education Charter School.  

Lifeline Education Charter School’s curriculum team is responsible for creating curriculum that is challenging and parallel with the content standards set by the California State Board of Education. Curriculum and instruction at Lifeline Education Charter School is linked to standards and assessment.  The experienced curriculum team has molded our curriculum and tailored it to the specifications required by the State of California while adapting it to the students of Lifeline Education Charter School.  The curriculum focuses on enhancing student strengths and building areas of weakness.  Instead of having a curriculum that measures students against students, Lifeline Education Charter School implements a curriculum that values mastery of central concepts and skills that enable them to do well in their academic lives and take advantage of life’s opportunities.  Continual local research is regularly being conducted.  The current curriculum will continue to evolve and adapt ensuring it remains conforming yet relevant to the students of Lifeline.  

Research has shown that there are three key processes in education that must be aligned to improve student achievement: 1) Standards and curriculum, 2) Instruction, and 3) Assessments. The staff at Lifeline continually aims at aligning all three. There are regular lesson plan review sessions and opportunities to express ideas and strategies for reaching total alignment of all three key areas. Particular attention has been paid to addressing alignment of instruction and assessment. The department heads regularly meet with staff to review progress in this area.

An curriculum advisor, who focuses primarily on curriculum and on instructional strategies, supports teachers by reinforcing the goals set by the curriculum team and aiding in implementing sound strategies to ensure all students master standards. The advisor meets with individual instructors as often as needed, sometimes daily depending on the instructor’s level of experience, to aid in use and implementation of resource materials and developing strategies to ensure all students to master the curriculum.

Professional Development

Each department individually and collectively attends training workshops throughout the year in an attempt to examine a variety of appropriate instructional program materials that reinforce and extend skills, accommodate learning styles and ensure achievement of the State standards. All of the Departments are currently looking for ways to include a Project Based learning approach through various research, individual, group and class projects.

To ensure maximum benefit from staff development opportunities, the school hours were changed so that instruction ends at 12:45pm on Fridays so the staff can work and meet together. During this time the staff receives training in:

· Aligning each lesson to the State Standards

· Aligning assessments to the State Standards

· Project based learning/Cooperative Learning

· Direct Instruction strategies

· Classroom management

· Monitoring student’s mastery of the standards

· Utilizing Technology in the classroom

· Relieving stress in the workplace

· Meeting the needs of our Special Education students (Excel Program – Torres)

Individuals have been sent to offsite workshops for a wide variety of subjects such as:

· Funding sources for programs we want to implement (ED source)

· Strengthening the math program (CEEA)

· Improve our writing program (The Stack the Deck Writing Program)

· Improving classroom instruction (Data Works)

Textbooks

All the books used are on the State Approved list and are in unison with our curriculum.  Books are correlated to conform to the California State Standards.  Resource material is also derived from these books. 

English

	6th
	Glencoe
	The Reader Choice # 1

	7th
	McGraw Hill
	Language Arts Today

	7th
	Glencoe
	The Reader's Choice # 2

	8th
	McGraw Hill
	Language Arts Today

	8th
	Glencoe
	The Reader's Choice # 3

	9th
	Glencoe
	The Reader's Choice # 4

	10th
	Glencoe
	Literature # 5

	11th
	Glencoe
	Literature (American)

	12th
	Glencoe
	Literature British


Math

	6th
	Glencoe
	Mathematics 2

	7th
	Glencoe
	Pre-Algebra

	8th
	Glencoe
	Mathematics 3

	Algebra 1
	Glencoe
	Algebra I

	Geometry
	Glencoe
	Geometry

	Algebra 2
	Glencoe
	Algebra II

	Calculus
	 
	Advanced Mathematical Concepts


Science

	Earth Science
	Glencoe
	Earth Science

	Life Science
	Glencoe
	Life Science

	Physical Science
	Glencoe
	Physical Science

	Earth Science
	Glencoe
	Earth Science

Geology, the Environment, and the Universe

	Biology
	Prentice Hall
	Biology

	Chemistry
	Glencoe
	Chemistry

Matter and Change

	Physics
	Serway/Faughn
	College Physics


History/Social Studies

	Ancient Civilization
	Glencoe
	Journey Across Time

	World History
	Houghton Mifflin
	Across the Centuries

	History
	
	

	Geography
	
	

	World History
	McDougal Littell
	World History

	American History
	McDougal Littell
	The Americans

	Government
	 
	Government

	Economics
	Glencoe
	Economics


Spanish

	11th
	Prentice Hall
	PASO A PASO 1

	12th
	Prentice Hall
	PASO A PASO 2


English

The study of English/Language Arts is designed to develop effective written and oral expression, reading and critical thinking skills as well as mastery of the fundamentals of grammar.  Creative and expository writing assignments, grammar, and vocabulary development evolve in part from assigned literature. 

It is our goal that all students become skilled and reflective readers and writers. To achieve this goal the core of the curriculum is based upon the following four principals:

1. A strong written and oral literature program.

2. A focus on the skills needed for success (decoding, spelling, contextual skills, writing strategies ect.).

3. Regular diagnosis and measurements.

4. An early intervention program. 

 

Courses

6th Grade

The sixth grade English program builds a foundation for students to develop the ability to go beyond saying words, writing sentences, and responding to oral communications. The reading objectives build students’ vocabulary, by extensive opportunities for independent reading. The reading assignments correlate with vocabulary that was previously introduced and the vocabulary is regularly incorporated into later assignments. Understanding the content and purpose of text is developed by guided reading assignments with the teacher modeling ways to critique the reading. The writing objectives focus on students’ developing writing skills which match the most appropriate style for the content, and writing multi-paragraph compositions. The writing assignments incorporate vocabulary, with modeled instruction introducing different forms of writing. The listening and speaking objectives builds students’ ability to effectively speak in public. The assignments focus on the delivery, the reasoning behind the structure, and the use of multiple rhetorical strategies.  

 7th Grade

The seventh grade English program continues vocabulary development and regular reading, writing, and presenting opportunities. The reading assignments are aimed at reading for comprehension not simply following a narrative. A variation in types of reading text such as: magazines, journals, newspapers, signs and text outside of traditional text books are used in the classroom. Regular independent reading is encouraged and monitor by reading logs. The writing objectives emphasize mastery of sentence structure and grammar. The transition from narrative to expository essays with at least 500 words is interwoven throughout the year. The listening and speaking objectives are structured around developing persuasive arguments and summaries of text. Students are assigned opportunities to present arguments that are researched and use appropriate writing strategies.

8th Grade

The eighth grade English program continues developing many of the skills taught in the seventh grade. Many of the standards and assignments are very similar especially when related to reading assignments, encouragement and monitoring of independent reading, and use of text outside of traditional textbooks. In reading the difference is that in the eighth grade students are expected to identify the proposal of an expository essay and the supporting ideas. The assignments that accompany the reading are aimed at developing the students’ ability to determine the logic, unity, and overall meaning of a text. The literature is expanded to include multiple types of poetry. The writing objectives develop writing 5 paragraph essays with a clearly stated thesis and supporting ideas. The standards dictate that students demonstrate a level of sophistication as measured by the use of transition sentences, parallelism and a consistent point of view in their writing. 

9th and 10th Grade

The standards for English at the high school level prepare students for a post-secondary education. The emphasis is on comprehension, analysis of text and the continued use of critical thinking skills. The texts are expanded to include Greek, Roman and Norse mythology. The literature is expanded to include drama. The writing assignments incorporate students synthesizing information from multiple sources, creating bibliographies and using technology to publish a final draft.

11th and 12th Grade

During these two years the English program focuses on students being competent in multiple forms of written and oral communication. The culmination is a student that can use deductive and inductive reasoning to identify and argue a position. The assignments encourage students to use technology, incorporate multiple sources and develop research strategies. The literature is expanded to works from around the world, with an emphasis on British Literature. Students are writing reports that contain over 1200 words. The types of writing are expanded to include reflective compositions, historical compositions, and resumes.

Intervention Strategy

Read 180 is an intervention program that has been adopted to supplement students who are struggling with reading comprehension and writing skills.  Students are placed in this program to work on their basic comprehension and writing skills.  Once students have mastered the basic skills, they are transitioned to their regular course of study.  The objective is to incorporate a variety of strategies and models woven into the curriculum to reach all learners. 

The inclusion of intervention strategies has really been beneficial in aiding students to reach our educational goals. In the grades 6-8 we implemented concentrated instruction in literacy skills for at-risk students. The percent of students that scored at basic or above on the STAR 9 are as follows:

	
	2003
	2004
	2005
	2006

	6
	*
	*
	*
	87

	7
	27
	47
	51
	81

	8
	15
	41
	30
	68

	9
	46
	59
	51
	65

	10
	18
	52
	35
	66

	11
	13
	48
	33
	50


                                                  * 2006 was the first year for grade 6

Mathematics

The mathematics program at Lifeline Education Charter School is designed to appeal to all learning modes and intelligences and prepare students to successfully master all of the Standards set by the Department of Education. Our research has shown that Project Based assessment allows a students’ proficiency to be demonstrated through a mode consistent with his/her natural gifts while diminishing the fear and anxiety associated with high-stakes testing.  Formal and standardized test-taking skills are also developed to help prepare students for when they do have to perform on a high-stakes exam. 

Courses

6th Grade

During the sixth grade mastery of the four arithmetic operations are stressed (addition, subtraction, multiplication, and division). Students apply those operations to word problems, fractions, decimals and integers. Students are introduced to concepts of geometry with calculating area, circumference, and use of 3.14 for pi. Students solve one step linear equations. The projects emphasize applying the operations to activities students do regularly such as: purchasing items from a store, counting money, saving for a present, organizing items in their room, ect. 

 7th Grade

The seventh grade prepares students for Algebra 1. Solving equations with multiple steps, graphing linear equations, converting units of measurement, and converting between percentages, fractions, and decimals are highly stressed. Students also continue their study of geometry by computing surface area and volume of 3 dimensional figures, and applying Pythagoreans theorem. The projects emphasize complex activities such as making purchasing decisions, deciding cost effectiveness of business decisions and analyzing business trends with an eye towards future expectations.

8th Grade

We use the eighth grade to transition students into Algebra 1. All of the pervious skills are reviewed plus introduction to logical reasoning. Work in this grade develops the use of arguments to solve a problem while strengthening the students’ core math skills. Projects are similar to seventh grade. 

9th Grade

Students take Algebra one in the ninth grade. The Algebra one course is designed to challenge a student’s use of reasoning. The course includes mastery of rational and irrational numbers, solving multi step equations, using inequalities, graphing and calculating slope and using the slope to create and solve linear equations, quadratic formula, and solve rate and mixture problems.

Projects apply math concepts to investing, and job related activities.

10th Grade

Students take Geometry in the tenth grade. The geometry standards develop students “ability to construct formal, logical arguments and proofs in geometric settings and problems”. Projects apply concepts to investigating and developing theories of accidents.

11th Grade

Students take Algebra two in the eleventh grade. The Algebra two course builds on aspects of Algebra one and Geometry. The students will have gained the ability to solve “systems of quadratic equations, logarithmic and exponential functions, the binomial theorem, and the complex number system.” 

12th Grade

Students take calculus as an elective. The course fulfills all of the standards found in the College Board syllabi for calculus AB:

· Functions graphs and limits

· Derivatives

· Integrals

The mathematics curriculum is built around a Project Based philosophy where mathematical concepts are used in real world settings. Each unit or project incorporates state standards into the students’ daily lives. Our research shows that this added connection aids in retention and motivation. In areas where this has been implemented student success on subsequent assessments has shown significant gains. Student satisfaction in the course and mode of instruction are also high. The program was used sporadically over a 3-year period in the 7th grade resulting in implementing the PBL pilot program throughout all grade levels in January 2006.   During that time the percentage of students that scored at or above basic has shown steady improvement. The change in 2005 was due to an instructor quitting at an irregular time. The percent of students that scored at basic or above on the STAR 9 are as follows:

	
	2003
	2004
	2005
	2006

	6
	*
	*
	*
	77

	7
	0
	30
	45
	59

	Pre algebra
	15
	67
	47
	70

	Algebra
	7
	61
	30
	24

	Geometry
	0
	33
	0
	0

	Geometry 10
	0
	31
	3
	32

	Algebra 2
	0
	3
	0
	6


* 2006 was the first year for grade 6

The Mathematics Department of Lifeline Education Charter School prepares students for life in an increasingly technological world in the following core areas: problem solving, logical reasoning, communicating mathematical ideas, applying mathematics to real-world situations and using technology as a mathematical tool to solve mathematical problems.
Science

The Science curriculum follows the California content standards. Teachers attempt to integrate the sciences into their daily life. Students conduct field studies so that they can understand the connection between science and the world around them. Direct Instruction is a central element of our science curriculum. As in other classes, students are expected to make presentations and convincingly present conclusions that are supported by scientifically substantiated facts.

Courses

6th Grade

Students in the sixth grade take an introductory course in Earth Science. The course sets the foundation for students to understand how the Earth processes work and how current decisions have lasting effect for the Earth. The emphasis is on Plate tectonics, Earth Structure, Topography, Energy, Resource Management, and Ecology.
7th Grade

Students in grade seven take Life Science. The course exposes students to understanding changes in their own body and how their decisions affect their lifetime health. The emphasis is on Cells, Genetics, Evolution, and Living Systems.
8th Grade

Students in grade eight take Physical Science. The course applies many skills from math to their world. The emphasis is on Forces, Energy, Laws of Conservation, Atoms, Molecules, Atomic Theory, and Kinetic Theory.
9th Grade

Students in grade nine take Earth Science. The course is designed for students to study the earth and how it fits in the universe. The emphasis is on Solar System, Convection Currents, Energy in the Earth’s system, Earth’s cycles, Structure and Composition of the Atmosphere, and California Geology.
10th Grade

Students in grade ten take Biology. During the course students are exposed to the many studies of man and how man fits in the universe. The emphasis is on Cell Biology, Genetics, Ecology, Evolution, and Physiology.
11th Grade

Students in grade eleven take Chemistry. The course is grounded problem solving, algebra skills, and use for critical thinking skills. The emphasis is on Atomic and Molecular Structure, Chemical Bonds, Stoichiometry, Gases and their Properties, Acids and Bases, Solutions, Chemical Equilibrium, Organic Chemistry, and Nuclear Processes.
12th Grade

Students in grade twelve have the opportunity to take physics as an elective.

The course is open to all students regardless of previous grades. Students that take the course are exposed to how physics is a part of their every day lives. The standards covered are Motion and Forces, Conservation of energy and momentum, Heat and Thermodynamic, Waves, and Electric and Magnetic Phenomena.
In the higher grades, to improve educational practice, direct instruction has been supported by the inquiry method. The combination of these two strategies has shown to be beneficial for the growth of our students. The percent of students that scored at basic or above on the STAR 9 are as follows:

	
	2003
	2004
	2005
	2006

	General Science 6
	*
	*
	*
	32

	Earth Science
	19
	33
	43
	53

	Biology
	14
	34
	68
	74

	Chemistry
	0
	6
	13
	35


* 2006 was the first year for grade 6

Based on the National Science Education Standards, Benchmarks for Science Literacy Project, the science curriculum engages students in inquiry methods within an environment, which enriches their experience with outdoor education programs, and satisfies their quest for knowledge with more traditional based research and instruction.  This combination of process, activity, and content facilitates the experience of all types of learners by allowing students to engage in a wide range of scientific investigations while promoting the excitement of discovering about the world around us.

Social Studies/History

The Social Studies curriculum draws from and is reflective of the State content standards. Like other departments within Lifeline Education Charter School, Social Studies is taught with a balance of Direct Instruction through lecture, audio, interactive technology, Socratic discussions and Project Based Learning. Rather than memorizing many facts, students are tasked with doing primary source research to develop their own interpretation of an historical event. Students look at events with perspective and examine facts and documents with a critical eye. Students work to uncover the underlying circumstances and motivations that precipitated an event or led to a particular situation, and try to understand how to use the past to inform how they look at the present and future.

A central goal of the social studies/history program is effective thinking and reasoning. It is important that students learn to conceptualize and connect ideas and knowledge with beliefs and civic participation. To do that, thinking and reasoning skills are learned through systematic practice throughout the social studies department. 

Teachers focus on making the curriculum accessible, meaningful, and relevant to both middle and high school students. Cross-curricular projects, such as a documentary film about a local historical event or figure, help students make connections among subject areas and understand their communities better. The research projects also allow the students to determine their own values, perspectives, and identity as they form ideas about interpreting and presenting a set of historical events. 

Courses

6th Grade

Grade six focuses on Ancient Civilizations. The study centers around how and what aided different civilizations to develop. Ideas such as how did location and natural resources play a role in the development of a civilization. How each civilization solved similar problems such as: government, social structure, needs of the populace, and defense.

 7th Grade

Grade seven focuses on how civilizations transformed the world from 500 A.D. to 1789. This course looks at developments both within a given time but also across cultures. The primary focus is medieval society till the birth of the United States of America but emphasis is also placed on developments in Africa, Japan, and China. The effects of how religious beliefs shaped societies are also examined. This is all taught with an eye towards how decisions made during that time current affect how and where we live.

8th Grade

Grade eight reviews the standards taught in grades six and seven. Since grade eight is when students are given the social science portion of the standards, we developed a review course which refreshes students’ concepts in history from ancient civilizations to the development of the United States. In addition to the review students explore the development of the united states to the first world war. Issues such as slavery, growth of cities, literacy, industrial revolution, and the civil war are all explored within a context of present situations.

9th Grade

In grade nine students take geography. This course emphasizes the use of maps to understand the world. The geography course looks at historical events by ordering them not only chronological but by location. Students are also introduced to the world view which will be taught in the 10th grade.

10th Grade

In grade ten students take world history. This course looks at major events such as: world wars, colonialism, the industrial revolution, and nationalism and analyzes how those events shape their current lives. The time studied is from 1776 to World War II. Students study how different nations dealt with their growth and ruled its citizens. 

11th grade

In grade eleven students study American history from World War I to current times. In this course students are exposed to how they are currently affecting history. How current events will shape the lives of people in the future. The culture of America is developed along with how America’s culture has changed over time. 

12th grade

In grade 12 students take a one semester course in Government followed by a one semester course in Economics. The government course develops students understanding of civic responsibility. The course outlines how our democracy functions on both the federal and state level. A particular emphasis is made to putting faces to each function of government. The Economics course aides in preparing student for how our capitalistic society works. Principles of scarcity and cost benefit are explained and examined.

IV. 
Other Curriculum

Spanish

Acquiring a second language for English speakers and strengthening language skills for Spanish speakers is fundamental to the development of all students who enroll at Lifeline Education Charter School.  It provides an opportunity for cross-cultural communication and helps our students compete globally in the 21st century.  For English speakers, learning a second language offers many benefits.  Not only does it allow them to communicate in a language other than their own, it helps them acquire an objective view of their own language and culture.  It also enhances their understanding of the structures in the new language compared to their primary language.  For native Spanish speakers, strengthening their written and oral skills will help them correct and achieve proper bi-literacy and proficiency.

Students will develop skills in listening, speaking, reading, and writing in Spanish. The courses are designed to help students gain an understanding and appreciation for the language, culture, and geography of Spanish speaking countries. While grammar will play an important role in the course, emphasis is placed on basic conversational fluency and comprehension. 

The goal is for the students to develop the ability to accurately speak, read, write, and comprehend the Spanish language to an early advanced level.  They are exposed to different cultures of Spanish speaking people throughout the world.  Students learning Spanish as a second language will start with basic grammar, vocabulary, conjugation, sentence construction, reading and comprehension.  They will advance to a progressively higher material.  At all stages of their language development, students are expected to practice what they learn.  For native Spanish speakers special emphasis is placed on developing their writing and reading comprehension skills.  They will focus on grammatical and orthographic accuracy in writing.

Arts

The arts, particularly music, visual and the performing arts, is emphasized at Lifeline Education Charter School. Students will develop an understanding of how people use dance, music, theater, and the visual arts to express ideas and emotions that they cannot express through language alone. Students will learn to communicate in at least one artistic medium, and will perform or present their new skills for a public audience. The instruction emphasizes the roles of reflection, critical judgment, and imagination in the artistic process. 

Lifeline Education Charter School offers diverse courses in dance, music, and theatre, as well as interdisciplinary courses that integrate the arts with other courses of study, such as media, filmmaking and web design for the 2007-2008 school year.  Projects students will complete include, but are not limited to, making documentary films about historical events, designing web sites, or performing songs and dances that are characteristic of a particular literary period.

Physical Fitness

Students at Lifeline Education Charter School are required to participate in a rigorous physical fitness program during the school year.  The program provides a quality, sequential program with instruction and activities that contribute to the promotion of a healthier life-style.  The program goals are:

· Movement skill and knowledge

· Self-image and personal development

· Social development

· Lifelong fitness and well being

All goals reflect the objectives adopted by the California Department of Education. The physical education department uses diverse activities to encourage all students to pursue a healthy lifestyle and to enjoy recreational activities throughout their lifetimes.

Life Skills

The Life Skills program offers a curriculum designed to raise students’ self-esteem, self-awareness and appreciation of others. The Life Skills program focuses on working with diverse groups under pressure, coalition building and experiential exercise. Students are given the opportunity to reflect on their lives and examine the quality of their relationships with themselves, others, and the community.  Students are taught techniques in listening and speaking, working cooperatively, and behaving with respect towards themselves and others.

Technology

Lifeline Education Charter School uses technology to support teaching and learning. The long-term goal is that every student will have a notebook computer to use at school, at home, and in the community.  Lifeline Education Charter School endeavors to foster life-long learning by integrating computer technology into teaching and learning. 

America’s high schools are charged with preparing students for higher education and careers in the “knowledge economy” of the 21st century.  Lifeline Education Charter School demonstrates how the public high school experience can be restructured and redesigned to enhance students’ connections to their educational experiences and to other students in a community of learners.  

Lifeline Education Charter School continues to provide a variety of technology education opportunities for students, and also supports and assists with the integration of technology throughout the entire school curriculum. Both roles are deemed a necessary and vital part of maintaining the standard of excellence.  We trust that within an effective educational setting, technology can enable students to become:

· Capable information technology users 

· Information seekers, analyzers, and evaluators 

· Problem solvers and decision makers 

· Creative and effective users of productivity tools 

· Communicators, collaborators, publishers, and producers 

· Informed, responsible, and contributing citizens 

Character Building

Lifeline Education Charter School will include a character building curriculum in school year 2007- 2008 for students in grades 6th – 12th.  The curriculum focus is on the basic character development traits children will rely upon throughout their lifetime.  Students are presented with real life situations and given the opportunity to express how they would handle those situations.  The focus of the program will be the core values Lifeline Education Charter School believes each child needs to possess: 

· Integrity
· Responsibility
· Respect
· Honesty
· Fairness
· Caring
Community Service

Students who participate in school/community service are rewarded intrinsically by helping others.  Studies show that students, who participate and lend their time to the community, tend to pay more attention in class and consequently attain better grades.  Lifeline Education Charter School recognizes the value of this experience, and partners with outside agencies such as the Salvation Army and faith based organizations to help students serve their community.

Community service promotes social, political, moral understanding and respect.  By connecting students to people beyond the school gates, students will understand that their relationship to the community means more than being a mere consumer.  Community service helps students learn about issues beyond their home and family by personally experiencing the positive impact that their contributions generate.

Beginning Fall of 2007, our high school students will be expected and required to complete a minimum of five hours of community service each year.  Students completing more than five hours will be allowed to apply the excess hours towards their Vocation or Elective requirements at a rate of 15 hours per high school credit. This will be an added incentive to create good relationships between Lifeline and the Community.

Partnerships

Lifeline Education Charter School partners with parents, The Salvation Army, and various other community organizations/businesses to help foster a positive learning environment and to set or enhance high standards for academic performance.  By participating in these partnerships, our students will have positive role models showcasing the value of education in school and have a tangible value of positive life long living in the community.
Our goal is to help the organization and the students understand that they are both necessary elements of ridding Compton of its negative stigma; some good has come out of Compton.  By partnering with such organizations as The Salvation Army, students are exposed to an organization known for its world-wide humanitarian efforts and will be able to see change in Compton, Los Angeles County, California, the United States, North America, etc.

The idea clearly behind this is that as more partnerships with Fortune 500 corporations and world-wide acknowledged organizations, more students will exposed to the world outside of Compton and Los Angeles, prompting their actions as well abiding citizens.

V. 
Academic Achievement Standards

Academic Courses

The courses offered at Lifeline Education Charter School are structured to prepare students to matriculate to college and enter the work force.  The curriculum team and the faculty actively shape and evolve the courses to provide the most rewarding educational experiences.  Each course is developed to meet educational benchmarks, increase the student’s satisfaction, capability, and individual growth.  The faculty reviews which activities are successful, including the following elements: technology-assisted education, the integration of multi-cultural components throughout the curriculum in recognition of the school's ethnic diversity, community-based learning, and a career education component utilizing community and parent resources.

Lifeline Education Charter School students have similar graduation requirements as Compton Unified School District (CUSD) Los Angeles County Office of Education (LACOE) students, but are placed on an exclusive four year graduation plan to meet (and at times exceed) the requirements for enrollment into the California State University or University of California systems right out of high school. Students study English/Language Arts and Science, Math, History/Social Studies, a foreign language, Art, Computers/Technology, Health and Physical Education.  Lifeline Education Charter School students must demonstrate mastery of a core set of basic academic skills before moving onto higher-level, more abstract material. 

Courses for Graduation

Lifeline strives to offer challenging curriculum aligned with the California State Standards and with the University of California a-g requirements.  These requirements are respected as the most comprehensive and general guideline for university competancy around the country.  Our students are held to those standards and are placed in a four year graduation plan as follows:

English - 4 years required
Four years of college preparatory English based on California State Standards for English Language Arts. 

Mathematics - 3 years required, 4 recommended

Three years of mathematics, including elementary algebra, geometry, and second year (advanced) algebra.  Mathematics courses taken in grades 7 and 8 may be used to fulfill part of this requirement if the completed course is equivalent to the offered course and was passed with a minimum grade letter of “B.” A year of Pre-Calculus and Trigonometry is offered for students striving to complete a fourth year of math.

History/Social Science - 3 years required

Three years of history/social science including one year of U.S. history, one year of World history, and one-half year of Economics and one-half year of Civics or American Government. 

Science – 2 years required, 3 recommended

Two years of science including one year of Biology and one year of Chemistry. Science also includes an accompanying lab. Physics is offered for students striving to complete a third year of study.

Physical Education – 2 years required

The 2-year program reflects the goals of the California Framework for Physical Education:

· Develop movement skills and movement knowledge

· Self-Image and Personal Development

· Social Development

Language Other than English (Spanish) - 2 years required, 3 recommended

Two years of the same language other than English. Spanish emphasizes speaking and understanding, and includes instruction in grammar, vocabulary, reading, and composition.

Visual and Performing Arts - 2 years required

Courses offered meet the four components of 1) Artistic Perception, 2) Creative Expression, 3) Historical and Cultural Context and 4) Aesthetic Valuing as outlined by the California Visual and Performing Arts Framework

Electives – 4 years required

Courses offered prepare students for transitioning from school to institutions of higher learning and/or careers.

	Courses for Graduation
	2006-2007 

Lifeline Education Charter School Requirements
	U.C./CSU 

Requirements

	English

    English I

    English II

    English III

    English IV
	4
	4

	Mathematics

   Algebra I

   Geometry

   Algebra II
	3
	3 (4 recommended)

	History/Social Science

   World History

   U.S. History

   Civics

   Economics
	3
	2

	Science

   Biology

   Chemistry
	2
	2 (3 recommended)

	Physical Education

   P.E. I

   P.E. II
	2
	

	Foreign Language

   Spanish I

   Spanish II
	2
	2 (3 recommended)

	Visual and Performing Arts

    Art

    Performing Arts

    Music (to be offered 2008)
	2
	1

	Electives

   Technical Arts

   Intro to Computers

   World Geography

   Life Skills 

   Driver’s Education

   Health

   Sports

   Journalism

   Yearbook 
	4
	1


The Lifeline faculty selects educational objectives for each student using information about the student's psychological needs and interests, contemporary life, and aspects of the subject matter that are useful to everyone.  Data sources for the curriculum include standardized and classroom tests, teacher observation, on-going academic performance, and college/university feedback. 

VI. 
Specialized Programs
 Concentrated Tutoring

Lifeline Education Charter School has also implemented multiple tutoring opportunities aimed specifically at addressing student’s individual needs. Each program has a specific focus.

STAR-9/CAT-6 prep

All students who will participate in the California State Testing exams take this course. The preparatory course is offered as an elective during the regular school schedule. The objectives of the prep course are as follows:

· Students will develop an understanding of the format of the exam. 

· Students will be acquainted with the format of the answer document.

· Students will be familiar with the subject content of the exam.

· Students will be familiar with time restraints associated with the exam.

· Students will demonstrate mastery of content knowledge.

After School Tutoring

In this program, teachers offer their time after school to review what is being taught in the classroom. This program is open to all students, but the focus is on those students whose best efforts result in below average academic achievement.  Students with a “C” or below are strongly encouraged to take advantage of this program. The focus of this program is student academic achievement, mastery of established benchmarks, and preparations for state examinations.

California High School Exit Examination (CAHSEE) Preparation

The focus of this program is to prepare and aid students in demonstrating proficiency on the CAHSEE. This program is for all 10th, 11th and 12th grade students who did not pass one or more parts of the exit exam.  The class meets two months before the test on Saturdays and two-week days after school.  Our research shows that this opportunity is needed to relieve the stress associated with high-stakes testing. The objectives of the program are:

· Students will be familiar with the purpose of the exit exam.

· Students will be familiar with the format of the exit exam.

· Student will identify specific areas of strengths and weakness related to what is being assessed.

Peer to Peer

John Wooden, retired basketball coach for UCLA said, “The best way to learn is to teach.”  This program allows students who have demonstrated mastery in an academic subject to aid other members of the student body, fortifying both students. To qualify as a tutor, the student must have been recommended by an instructor of the particular subject. This program allows students that need one to one assistance in a subject to receive that help. All tutors are under the supervision of a teacher. 

Policies and Procedures for Students with Special Needs

Students At-Risk of Retention

While the school holds the same high expectations for all students, faculty and staff members ensure that no individual student falls behind.  Lifeline has instituted comprehensive support for all students, such as limiting class size to 28 students, after school tutoring, and assistance during off-time periods that help support students so they do not “fall through the cracks of education.”

A. Low-Achieving Students

Upon identification of any student as low-achieving:

1. Lifeline informs parents of the student's academic standing within one week of identification.

2. Within three weeks of identification, Lifeline schedules a conference with the SST committee (student, parent, teachers, and administrative staff) to develop an action plan.  The action plan has specific responsibilities for the student, parent, and teachers.

3. The student receives supplemental support services.  In the areas where the student is struggling most the classroom teacher and/or assistant teacher offers one-to-one instruction. The student also participates in programs such as Read 180 and Scantron.

4. The student is enrolled in a remediation program such as the After School Program.  

B. Promotion and Retention of Students

Students demonstrate mastery prior to completing any course of study.  There are no social promotions at Lifeline Education Charter School.  Students also have the capacity to accelerate far beyond the "age-specified" curriculum based on interest, skill, and mastery of prerequisite knowledge.

Lifeline Education Charter School has clearly defined expectations for what students should know and be able to do at each grade level in each subject in an effort to equip all students with the academic skills that enable them to pursue educational and career goals.  Promotion and retention of students are based on several assessment measures.

The administrative and/or teaching staff prepares a written determination to specify the reasons for retention, including recommendations for interventions that are necessary to assist the student in attaining acceptable levels of academic achievement. The student's parents, the student's teachers, and the administrative staff meet to discuss the written determination.

Students identified for retention must participate in a remediation program (i.e. after-school tutoring and summer school). The staff reassesses the student's academic performance and reevaluates the decision to retain or promote the student at the end of the remediation program.

The staff determines the promotion and retention of special education students according to the individual students’ IEP.

English Language Learners

Lifeline Education Charter School meets all requirements of federal and state law relative to equal access to the curriculum for English Language Learners. Our goal is to develop high quality instructional programs and services for English learners that allow them, within a reasonable amount of time, to achieve the same challenging grade level and graduation standards, in the same proportion, as native-English speaking students.  The students also continue to study Spanish in order to capitalize on their potential to become bilingual and bi-literate in Spanish and English.  To prepare students for the complexities of a diverse and multicultural world, Lifeline Education Charter School emphasizes the strength of being bilingual.

The English Language Literacy intensive component of the program supports English Learner students through:

· A teaching staff qualified in second language pedagogy;
· An after school program and summer school program with a strong language literacy focus
· Additional bilingual teacher's aides in the classroom to assist English Learners in English intensive classes.
Lifeline Education Charter School administers the California English Language Development Test (CELDT). The CELDT is designed to initially identify students as English learners, to determine individual student level of English proficiency, and to assess student progress in acquiring English proficiency.  Listening, speaking, reading, and writing skills are assessed.  Students receive a score identifying their English proficiency level according to the following State Board of Education standards:

· Beginning
· Early Intermediate
· Intermediate
· Early Advanced
· Advanced
Students are classified as Fluent English Proficient if they achieve an overall proficiency level of Early Advanced or above and proficiency levels of Intermediate or above in all three test components (listening/speaking, reading, and writing).  Students scoring below the Early Advanced level are identified as English Learners.

The CELDT is administered to all new students with a home language other than English (as indicated on their Home Language Survey) and to all English Learners annually to determine student's individual proficiency level for reclassifying students to Fluent English Proficient (FEP).  Once an English learner student is identified, a conference is scheduled with the parent to outline the instructional program, the teacher's role in implementing the instructional program, the school's role in supporting the instructional program, and the parents' role in supporting the instructional program. 

Lifeline Education Charter School will continue to comply with all federal, state, and judicial mandates for English Learners. The school will have a LEA assigned evaluator test and assess the English proficiency of students having and English Language Learner (ELL) label, using the California English Language Development Test (CELDT).

All students identified by their Home Language survey are given the CELDT at least once yearly to measure their progress towards proficiency in the English language. The results of the 2006-2007 CELDT test administration for grades 9-11 are as follows:

	Classification
	Number in category

	Advanced 
	11

	Early Advanced
	11

	Intermediate
	25

	Early Intermediate
	4

	Beginning
	3


Lifeline Education Charter School is dedicated to providing all classified students with an exceptional education and transitioning them into English Proficiency as soon as possible. Lifeline Education Charter School also recognizes the importance of valuing students’ native languages, and reinforces an appreciation for the cultures, customs, and languages of all its students through the school’s score curriculum, enrichment programs, and life-skills curriculum.

Lifeline Education Charter School seeks to hire faculty who have received CLAD (Cross Cultural Language Acquisition Design) training. In addition, staff is trained in various teaching strategies such as GLAD (Guided Language Acquisition Design), scaffolding techniques, and the use of graphic organizers, to ensure that all students are provided with multiple avenues to access the curriculum.

Lifeline Education Charter School ensures that all ELL students have access to the core content, and will employ or contract with the necessary specialist in order to do so. Should a child not be officially identified as ELL, he/she is monitored regularly via various assessment techniques to ensure their retention of the material.

The school will translate materials as needed to ensure that parents of ELL students understand all communication and are involved in all processes related to the Education of their child.
Special Education

Lifeline Education Charter School recognizes the importance of providing educational opportunities to all students regardless of physical or special needs.  To that end, Lifeline Education Charter School is responsible for the provision of special education services to identified students enrolled at the school and for ensuring that appropriate programs are implemented based on the student's IEP in compliance with state and federal laws.

Lifeline Education Charter School adheres to all laws affecting individuals with exceptional needs, including all provisions of PL 94-142, the Individual with Disabilities Education Act (IDEA), its amendments, Section 504 of the Rehabilitation Act, the Americans with Disabilities Act, Office for Civil Rights mandates, AB 602, and many of the goals outlined in the Chandra Smith consent decree.  All students are given equal access to the school regardless of disabilities, and Lifeline Education Charter School does not discriminate against any student based on his/ her disabilities.  

Lifeline Education Charter School provides appropriate services for the exceptional needs student according to the plan developed pursuant to Education Code Section 56710, and in compliance with the California Master plan for Special Education (Education Code Section 56000 et.seq.).

Lifeline Education Charter School personnel, school administrator and other mandated IEP team members attend staff development and/or training meetings sponsored by the LEA (currently Gorman) and other trainings as necessary to comply with IDEA regulations.

Lifeline Education Charter School complies with all federal, state and district mandates as well as the Chanda Smith Consent Decree Implementation plan when designing its Assessment and IEP Process. This includes the following:

A. Search and Serve

B. Referral for Assessment 

C. Assessment

D. Development and Implementation of an Individualized Education Program (IEP) 

E.
IEP Review

F.
Due Process Procedures

Step 1: Search and Serve

The parents of all new students at Lifeline Education Charter School are informed that special education and related services are available at no cost to them.  In addition, all new students to Lifeline Education Charter School are given an entrance assessment test upon admission.  The assessment test analyzes  basic grade appropriate level skills in an effort to determine readiness and possible educational needs.  This assessment test assists in determining the educational needs of all of the students, but does not affect admission to Lifeline Education Charter School.  In addition, Lifeline Education Charter School utilizes the Student Success Team approach to Search and Serve Activities.

The Student Success Team (SST) is total school commitment to providing assistance in the general education classroom to students with unique or special needs.  It begins with a meeting involving school administration, teachers, parents/guardians and other school personnel who are responsible for or work with a student who requires assistance.  The meeting provides an opportunity for each of the participants to share information and ideas that would improve the student's ability to participate in his or her classroom.  The team may recommend program modifications, use of alternative materials or equipment, and/or strategies or techniques that will enable the student to participate more effectively in the regular classroom.

The SST is not a special education function.  This specialized team was formed by Lifeline to serve its students. It is not subject to the special education timelines or legal requirements. Lifeline Education Charter School refers a student for a special education assessment when the team identifies that the modifications or assistance provided in the general education classroom is not sufficient in meeting the student's needs.

Step 2: Referral for Assessment

At Lifeline Education Charter School, the referral process is a formal, ongoing review of information related to students who are suspected of having disabilities and who show potential signs of needing special education and related services.  Parents or guardians may refer their child for assessment for special education services. Teachers, other school personnel, and community members may also refer a child for an assessment.  Within fifteen (15) days (not counting school vacations greater than five (5) days) of the receipt of a referral for assessment, the parent or guardian receives a written response from Lifeline Education Charter School.

The referral for assessment process includes looking at student screening information and making a decision about whether or not to conduct a formal educational assessment.  If Lifeline Education Charter School, in consultation with its Special Needs Services Provider, determines that an assessment of a student is not appropriate, the parent receives written notice of this decision.  If it is determined that an assessment is appropriate, the parent receives an assessment plan (AP).  The AP describes the type and purposes of the assessment that may be used to determine eligibility for services.

The parent must consent to the AP by signing the AP before the assessment can take place. Lifeline Education Charter School, in consultation with its Special Needs Services Provider, has fifty (50) days- not counting school vacations greater than five (5) days- from the receipt of the parent's signed AP to complete the assessment and hold an Individualized Education Program (IEP) meeting.

If the parent does not consent to the AP, Lifeline Education Charter School may take steps to protect the student if it is believed that the student is being denied necessary services.  Lifeline Education Charter School may request that the parent meet to resolve this difference of opinion, or failing that, initiate a due process hearing to override the parent's refusal to consent.

Step 3: Assessment

The assessment gathers information about the student to determine whether the student has a disability, and if eligible, the nature and extent of special education services that the student may need.  Assessments may include individual testing, observations of the students at school, interviews with the student and school personnel who work with the student, and a review of school records, reports, and work samples.

Lifeline Education Charter School guidelines for assessment:
· Student is assessed only after parent consents to the assessment plan.
· Student is assessed in all areas related to his or her supposed disability.
· Assessment is administered in the student's primary language or a qualified interpreter is provided.
· Assessment includes a variety of appropriate tests to measure a student's strengths and needs.  
· Assessments are adapted for students with impaired sensory, physical, or speaking skills.  A multidisciplinary team, including at least one teacher or other specialists with knowledge of the student’s supposed disability, assesses the student.
· Testing and assessment materials and procedures must not be racially, culturally, or sexually discriminatory.
If the parent disagrees with the assessment of their child made by Lifeline Education Charter School and its Special Needs Services Provider, the parent may obtain an independent educational assessment at public expense only if the school is not able to demonstrate that the evaluation was appropriate.  Upon the parent's request, Lifeline Education Charter School will provide information about how to obtain this independent assessment by a qualified examiner.

Step 4: Development and Implementation of an Individualized Education Program (IEP)

After a student has been assessed, an IEP meeting is held.  The IEP meeting is held at a time and place convenient for the parent, the charter school, and any invited district representative.  At the IEP meeting, the IEP team discusses the assessment results and determines whether the student is eligible for special education services, based upon state and federal criteria.  If the student is eligible, then an IEP is developed at the meeting.

The following people are members of the IEP team:

· The parent or guardian and/or their representative.  The parent is an important member of the IEP team.  If the parent cannot attend the IEP meeting, Lifeline Education Charter School ensures the parent's participation using other methods, such as conferencing by telephone.  Lifeline Education Charter School ensures that the parent understands what is going on at the meeting.  If necessary, the charter school provides an interpreter if the parent has a hearing disability or their primary language is not English.
· A Lifeline Education Charter School administrator or qualified representative who is knowledgeable about the program options appropriate for the student.
· The student's teacher.
· A representative from the LEA and the district of residence (if applicable).    
· Other persons, such as the student, whom the parent or the school wishes to invite.  
· When appropriate, the persons who assessed the child or someone familiar with those assessment procedures.
After the written IEP has been finished, it is implemented by Lifeline Education Charter School and monitored by the Special Needs Department.  The parent can review and request revisions of the plan. The IEP will contain:

· 
The services that student will receive.
· 
How these services will be delivered.
· The instructional program(s) where these services will be delivered.  The rationale for placement decisions.
· Annual goals and short-term objectives focusing on the student's current level of performance.
· How the student's progress will be measured
· Transition goals for work-related skills.
· ESL goals as necessary.
With the assistance of qualified personnel, the IEP team delivers the Special Education Strategies for Instruction and Services in the least restrictive environment. Students are educated with their non-disabled peers to the maximum extent appropriate. Since each student may require different kinds of tasks for instruction and services, the educational strategies are built around the student's needs and how these fit within the general educational program. These strategies for instruction and services may include, but are not limited to:

· Inclusive instructional practices.
· Cooperative learning.
· Differentiated instruction.
· Teacher interventions.
· Staff development.
Times for IEP meetings:

· After a student has received a formal assessment or reassessment.
· When a parent or teacher feels that the student has demonstrated significant educational growth or a lack of anticipated progress.
· When a parent or a teacher requests a meeting to develop, review, or revise an IEP. 
· When a student with an IEP is faced with a suspension for more than ten (10) days or an expulsion, the special needs department will make a recommendation based on whether the student's misconduct was a manifestation of his or her disability.
Step 5: IEP Review

If a student is receiving special education services, his or her IEP is reviewed in an IEP meeting during the Annual Review Meetings and at the comprehensive three-year review meetings to determine how well it is addressing the student's needs.  The effectiveness of the IEP is documented.

If a parent or teacher has concerns that the educational needs of students already enrolled in special education are not being met, either the parent or the teacher may request a reassessment or an IEP meeting to review the IEP anytime during the school year.  The parent or teacher may request a reassessment by sending a written request to the school or completing a Request for Special Education Assessment that can be obtained at the charter school.  Lifeline Education Charter School will have written permission from the parent or guardian before it reassesses the student.  Lifeline Education Charter School will convene an IEP meeting within 30 days in response to parent's written request.

Lifeline Education Charter School will make LEA, state, and federal literature regarding special education programs, regulations, and laws available to all parents and teachers.

The promotion and retention of special education students are determined according to their IEP.

Step 6: Description of Due Process and Procedural Safeguards

If a student's parent disagrees with the proposed special education program, a due process hearing shall be initiated pursuant to Chapter 5 (commencing with Section 56500), unless a pre-hearing mediation conference is held.  Lifeline Education Charter School shall, prior to the placement of the individual with exceptional needs, ensure that the regular teacher or teachers, the special education teacher or teachers, and other persons who provide special education, related services, or both to the individual with exceptional needs shall be knowledgeable of the content of the IEP.  A copy of each IEP shall be maintained at the school site.  Service providers from other agencies who provide instruction or a related service to the individual off the school site shall be provided a copy of the IEP.  All IEPs shall be maintained in accordance with state and federal student record confidentiality laws.

VII.
Pupil Outcomes 

Lifeline Education Charter School has set high standards for student achievement. Lifeline Education Charter School has accepted the challenge of meeting the educational goals of our diverse population. The population at Lifeline consists of students which have been diagnosed with learning disabilities, have shown chronic educational deficiencies, been previously removed from other educational institutions, and who have been identified as at-risk students.

To meet the needs of the population and their future needs as members of society, Lifeline’s model aims at helping students become self-directed life-long learners. The student’s initial assessment on basic competencies in English, Math, and critical thinking represents the foundation for developing a learning plan that focuses on learning how to learn over a lifetime rather than on more narrow vocational skills and knowledge. This approach to learning is working for many of our students. Since self-directed learning can be much more learner-centric, the opportunity does exist to create unique incentives to reach additional students. 

Lifeline has complied with the principles set forth in No Child Left Behind. Below are some examples of our compliance.

· Lifeline has consistently met or exceeded our API expectations. The API target for the 2005-2006 school year was 556. Lifeline exceeded the API expectations by almost 100 points, by scoring 632.

· Lifeline exceeded the comparative school target of 595.

· Lifeline met all of the subgroup growth targets. The African American target was 496, the growth was 614 an increase of over 100 points. The Hispanic-Latino target was 618, the growth was 646. The sociologically target was 558, the growth was 624.

· Last year’s CAHSEE results show students headed towards academic excellence. 68 percent of the 10th graders passed the English portion of the CAHSEE on their first attempt. Additionally, 53 percent of the 10th graders passed the math portion on their first attempt. Overall, almost half (45%) passed on their first attempt.

· Lifeline Met 18 of 18 AYP criteria set by the Federal Government. The criteria measured participation, percentage of student proficiency, API, and graduation rate.

· Astonishingly, 83% of the class of 2006 enrolled in a post secondary degree program.

Lifeline growth in these areas can be measured by comparing the goals set forth in its charter to current data. The results are as follows:

a) Demonstrate strong literacy skills to enable Lifeline students to read and comprehend at or above grade level – Lifeline has demonstrated that the goal is within reach. With the incorporation of literacy across the total curriculum, the entire staff has worked towards increasing literacy. The work of the staff is evident by the growth of students’ Language Arts scores. In 2003 no class, 7th –11th, had over 50% of the students score basic or above in Language Arts. The 9th grade had the highest percentage, with 46% scoring basic or above. According to the most recent exam all of the classes have a percentage of 50% or better. We currently have 2 classes (7th and 8th) with over 80%. As literacy increased so did the overall GPA and number of students making honor roll.

b) Understand and demonstrate the ability to use mathematics and applied sciences – The growth in Mathematics and Science has been quite significant since Lifeline Education Charter School opened. In the Math department, across all subjects offered (General Math, Geometry, Algebra I and II) there were only two classes in which students scored at or above grade level – General Math and Algebra I. In those instances, the highest class was General Math at 15%. By 2006, all classes scored a percentage of the population at or above grade level. With the largest group scoring at 70%. The Algebra I class showed a 342% increase year over year. Even though program growth is high by percentage, the numbers show that the majority of the students did not score at or above basic. There are still too many students below basic as measured by California’s STAR-9 results. In an attempt to improve the growth across all grade levels we have implemented Project Based learning. Previously this method of instruction was delivered only in the general math classes. The data demonstrated that this approach worked well with our population. The Star results are as follows:
	
	2003
	2006
	Percent growth

	General
	15
	70
	466%

	Algebra I
	7
	24
	342%

	Geometry
	0
	32
	3200%

	Algebra II
	0
	6
	6000%


VIII.
Methodology of Assessing Student Progress 

Students in the Lifeline Education Charter School are assessed in each core curriculum area by a combination of ongoing teacher assessments, portfolios, norm-referenced exams, and any appropriate district performance exam.
In order to track student performance against identified standards and reported on an on-going basis, quantitative and qualitative assessment measures are identified or developed, such as:

· Students take a variety of assessments ranging from individual teacher assessments, development of best work portfolios, on-line assessments, and end of course testing to criteria-referenced and standardized testing (STAR-9/CAT-6).

· In addition to the STAR-9/CAT-6 test, other assessment tools currently used are: 1) Scantron, 2) In-house developed reference exams.

· Students must take individual pre-and post-tests for placement and measurement of learning progress.

· School administrators meet with teachers on a systematic basis to discuss issues and opportunities for enhancing the school's performance and programs.

Use of pre and post testing, portfolio evaluation, criteria and norm referenced tests and teacher observation are the primary tools for measurement of goals.  The Scantron assessment is used three times per year (prior to the school year beginning, mid-year and at the end of the year).  These assessments assist in proper placement of students, as well as instructional planning for teachers. 

The staff is held accountable for the attainment of individual learning goals that have been developed using the California State Standards and recorded on individual student agreements.

Evaluation is defined as the process of interpretation and use of information to make decisions, and judgments regarding the quality and value of student work.  Evaluation of student work is conducted in reference to the annual individualized learning plan and the requirements to meet district and state standards.  The following multiple measurement methods of evaluation for student work in a performance-based learning environment is used by the Lifeline Education Charter School:

· Teacher evaluation of student work includes, but is not limited to, a review of assignments, evaluation of worksheets, projects, and special assignments and locally administered evaluations of student work.  Summative assessments are done at the end of a unit, course or sequence of lessons.  The chapter test, final exam, final draft of a writing project, and senior exhibition are all examples of summative assessments.

· Portfolio evaluation (showcase portfolio) includes a purposeful and systematic collection of selected student work and self-assessment developed over time in collaboration with the teacher.  The Lifeline Education Charter School staff has developed procedures and assessment criteria to review, evaluate and compare student portfolios in order to rank portfolios.  The showcase portfolio is a collection or gathering of a student's best work from all aspects of his learning experiences including examples from academic curriculum, co-curricular activities and examples of work from community service.  Collected work samples are based on annual learning plans.  This showcase portfolio contains finished works that have been revised, polished, edited and proofread several times.

· Norm-referenced exams are specific exams describing a student's performance by comparison to a normal group: e.g. Scholastic Aptitude Test and other nationally recognized exams.  The STAR 9/CAT-6 test is a requirement.

· Performance-based exams are exams that relate student performance directly to performance standards, such as the New Standards exams.  These exams provide an analytical approach to student performance and are used as key criteria to adjust instructional strategies and modify learning plans.  Frequently these exams are developed in-house.

· Criteria based testing shows progress in specific subject or curriculum areas.  It is a common practice for publishers to have an assessment correlated to the text.  This is a possible option within a specific course.  Options exist for correlation of assessments with curriculum.  The school currently uses Scantron. Print-based materials are used to help prepare students for SAT-9, SATs, GED, etc.

· STAR-9/CAT-6 Tests - Lifeline Education Charter School students participate in the STAR-9/CAT-6 test program annually.  State testing and other baseline tests, (i.e. CHSPE, GED, SAT, etc.) may have on-line practice but are administered by teachers at the site. 

All instruction is designed with regular evaluation of student work.  Assignments and examinations measure student performance in each course.  Teachers perform systematic reviews of student work that include, but are not limited to, reviews of assignments, evaluation of progress and evaluations of work completed (quantity and quality).

To improve instruction in all areas, faculty and administrative staff meet four times each year to review assessment outcomes and to develop responsive strategies. They use outcomes from curriculum-based assessments to identify students with low skill levels who are tracked for consideration of special education referral and/or learning enrichment, such as tutoring or homework assistance. SAT 9 outcomes are used to identify areas that are posing a challenge for students, and the curriculum is modified accordingly.  

Lifeline Education Charter School is committed to showing evidence that students are making progress towards meeting:

1) Statewide performance standards as established by AB 265

2) Standards established by sponsoring school district

3) Specific student goals as established by the individual student leaning plan.

IX.
Governance Structure of the School

Lifeline Education Charter School is established and managed as a non-profit corporation.  The non-profit corporation, in accordance with California Law and the Charter School Act, is governed by a designated Board of Directors and Corporate Officers.  Lifeline has appointed the initial Lifeline Education Charter School Board of Directors and corporate officers.  Thereafter, Directors of Lifeline Education Charter School shall be selected and appointed in accordance with the corporate Bylaws of Lifeline Education Charter School.

Lifeline Education Charter School has a two-tier level of governance; designed to promote maximum participation by all stakeholders, especially parents.  This governance structure at board and Charter Advisor Council level follows the Brown Act (Government Code 54950), the Public Records Act (Government Code 6250) and the Conflict of Interest Statutes (Government Code 1090.  The board of the charter school is tasked with ensuring this compliance.

Decision Making

The decision-making processes at the school is decentralized in accordance with the provisions of this charter and detailed below.

· Board of Directors serve as the primary governance agency of the school.  It will include at a minimum, a representative of the public, a representative of the chartering district and a parent.  This local board will comply with the Brown Act and organize the school as a not-for-profit public benefit corporation.  The corporation will operate in accordance with its approved by-laws.

· Site Advisory Council is designed to represent primary stakeholders, especially parents, in the Charter.  It is the primary advisory group to the Board and the Director and is tasked to make recommendations.  As required, this group considers and discusses the potential detriment or benefit of their recommendations for the whole school as well as for each of their constituents.  The Board of Directors and/or the Director will provide specific direction to this group as required.  There are three to five members of the Charter Advisory Council as defined in the by-laws.  This group would be a site council in a traditional school.

The Chair of the Site Advisory Council shall be the Director.  The Director will report directly to the President of the Board of Directors.

Each group represented on the Charter elects its representative(s) from the pool of volunteers by a simple majority vote.  After one year of service, a representative may be re-elected to serve additional years.  The Director serves as a permanent member and chair.

The Site Advisory Council is responsible for making collaborative recommendations to the Board of Directors in relation to the school's total governance, including, but not necessarily limited to:

· Personnel selection

· Fiscal management and accountability

· Educational program / instructional strategies 

· Policies and procedures for operations

The Site Advisory Council makes all recommendations directly to the Board of Directors of the Charter School non-profit corporation or its representative corporate officers.  The Board of Directors empowers the Director to have specifically delegated authority in the daily operations of the school.

Final authority for all matters dealing with the administration or operation of the Lifeline Education Charter School shall reside with the Lifeline Education Charter School Board of Directors.

The Director focuses on planning, developing innovative programs, examining issues of educational leadership and of progress toward meeting the Charter’s stated standards and goals.  The Director provides periodic reports to the Site Advisory Council and makes presentations on school status and achievement to the Board on a regularly scheduled basis.  In the event a resolution to issues or disputes cannot be resolved by the Site Advisory Council, final responsibility for those issues shall rest with the President of the Board of Directors as this individual works in collaboration with the Board of Directors and the Director.

The Site Advisory Council meet on a regularly scheduled basis.  The Director will schedule and conduct these meetings.  The Director is responsible for insuring the recording of minutes and making such minutes a part of the public record.

The Site Advisory Council may make recommendations for amendments to the existing charter by majority vote.  Material revisions of the charter must be submitted for approval to the Board of the Charter School Corporation and the district Board of Education (charter granting authority).

Funding

The Lifeline Education Charter School will receive its funding directly from the State through the direct funding model.  That model provides basic ADA revenue limits plus the categorical block grants, and other state and local revenue, i.e., lottery funds, etc.

The Lifeline Education Charter School will have its own district mailing address, accounts in the country treasury and is responsible for managing the school's own funds.  An account is established at a private bank for the operation of the charter.

Public Access

As a publicly supported, public benefit corporation, Lifeline Education Charter School recognizes its responsibility to promote public access to its deliberations and documents.  Therefore, the Lifeline Education Charter School Board of Directors and Advisory Council shall comply with the Ralph M. Brown Act (Gov. Code §§ 54950, et seq.), Political Reform Act (Gov. Code §§ 87100, et seq. ), Public Records Act (Gov. Code § § 6450, et seq. ), Public Contracts Code, and all other statutes applicable to local public agencies, officers and employees.

Indemnification of District

Day-to-day management of Lifeline Education Charter School shall be performed entirely at the risk of Lifeline Education Charter School, and shall defend, indemnify, and hold harmless the district and its officers, agents, servants, representatives, and employees from and against all loss, including loss of use, liability damage, claims, demands, actions and proceedings and all costs and expenses connected therewith, including reasonable attorneys' fees, of whatsoever cause or nature on account of any damage to or loss or destruction of any property, including employees of the district, or injury to or death of any person, including employees of the district or deprivation of any civil or educational right caused in whole or in part by any negligent act or omission of the Lifeline Education Charter School or any of their officers, agents, servants, representatives, employees or subcontractors, or anyone directly or indirectly employed by any of them, or anyone for whose acts any of them may be liable, regardless of whether or not it is caused in part by a party indemnified under the charter.

Insurance

The Lifeline Education Charter School shall also indemnify and hold the district and their officers, agents, servants, representatives and employees, harmless from and against all claims and liens of all persons based upon the following: a) The furnishing of labor or materials in connection with the performance of work or other operations under the charter, including, but not limited to, attorneys' fees incurred by the district, if so applicable; and b) The provision or failure to provide programs and services to students with disabilities under the IDEA and as implementing regulations, the California Education Code Title 5 of the California Code of Regulations and Section 504 of the Rehabilitation Act of 1973.

Lifeline Education Charter School will take out and maintain, during the term of the charter, such public liability and property damage insurance as shall protect the Lifeline Education Charter School and the district, and their officers, agents, servants, representatives and employees, from all claims for personal injury, including accidental death, to any person as well as from all claims for property damage as well as all claims and liens of all persons for deprivation of civil rights, including rights of persons with disabilities, arising from the operations under the charter, in minimum amounts as set forth as follows: (1) $1,000,000 per occurrence; and (2) $2,000,000 excess insurance.

The Lifeline Education Charter School, its officers, agents, servants, representatives, employees or subcontractors shall not commence operations under this charter until obtaining the insurance required by this document and certificates thereof have been obtained and delivered and approved by the district.

X.
Qualifications to be Employed.

The Lifeline Education Charter School staff and its school management employees will show a high level of commitment to all areas of instruction and school management as demonstrated by, but not limited to, the participation in and development of school programs, workshop attendance and participation in quality improvement teams, as they are established.

All teachers will meet the No Child Left Behind qualifications of being “highly qualified” professionals.  A highly qualified teacher must: 

· have a bachelor’s degree; 

· hold a credential or be in an internship program that leads to completion of an organized teacher-preparation program; 

· be able to demonstrate subject-matter competence. 

Teachers must demonstrate competency for each subject and grade span they teach. 

New teachers—who have earned their credential or have enrolled in an internship program after July 1, 2002—must pass a subject-matter test approved by the California Commission on Teacher Credentialing (CTC) such as the California Subject Examination for Teachers (CSET). The middle and high school teachers must also demonstrate mastery in every subject they are assigned to teach either by passing the appropriate subject-matter exam or through college coursework, such as an undergraduate major, graduate degree, or a university subject-matter program approved by the CTC. 

Experienced teachers can take and pass the same state-approved subject-matter tests as new teachers, or at the secondary level certify completion of the same coursework. Secondary teachers can also demonstrate their subject-matter competence by becoming certified by the National Board for Professional Teaching Standards. 

In addition, experienced teachers can go through the new High Objective Uniform State Standard Evaluation (HOUSSE) process.  This process includes giving points for experience, professional educational service, and relevant college coursework as well as either a direct observation of teaching or a portfolio review of a teacher’s lesson plans and student work for one school year. 

Paraprofessionals (teacher aides) who assist in instruction must have a high school diploma and one of the following: 

· two years of college (48 semester units); 

· an A.A. degree or higher; or 

· a passing score on a local or state test that assesses their knowledge of, and ability to assist in, instructing reading, writing, and mathematics. 

Aides who act primarily as translators, or who do not assist in instruction, do not need to meet these requirements.
Lifeline as Employer: Lifeline Education Charter School is the exclusive employer of all employees of the Charter School for the purposes of collective bargaining.  The chartering district is notified of the employment status of the school's employees.

Contract staff will provide specialized learning opportunities.  Contract staff and services for specialized learning will include learning options for physical education, fine and performing arts, foreign language, etc.

Furthermore, all employees providing instruction or student services to students must:

· must meet the NCLB requirements

· have successfully passed all required DOJ/FBI and LiveScan checks

· have successfully passed all support requirements related to obtaining a clear teaching credential, e.g., tuberculosis and other medical exams.

· demonstrate the ability to be flexible, resourceful, imaginative and proficient in computer based learning opportunities

· demonstrate an understanding of and be proficient in facilitating learning with students of all ages and diverse learning styles

· demonstrate the ability to work as a team

· demonstrate the ability to design, tailor and manage individual learning plans

The Lifeline Education Charter School administrative staff identifies, interviews and recommends hiring to the Board of Directors of individuals who meet these requirements.

All teachers and employees that provide non-administrative services to children receive "at will" agreements that are reviewed annually.  All such agreements issued for teachers are for a period of one year and renewal is directly dependent on:

· annual review of performance by the Director,

· having a full California teaching credential,

· obtain professional development consistent with any requirements of the Lifeline Education Charter School,

· student enrollment and geographical concentration, 

· type and sequence of programs offered.

All employees are hired as "at-will" employees.  Teachers who are "at-will" employees of the Lifeline Education Charter School are required to participate in continuous improvement/professional development program offered annually by the school.  Participation in professional development activities is a prerequisite for continued employment.

The above procedures have been reviewed by and approved by the current Board of Directors.  Disciplinary and expulsion matters are dealt with by the Director working in collaboration with the President, Board of Directors, and human resources staff.  The employee is afforded the right to review and appeal to the Board of Directors.

The Board of Directors' of the Lifeline Education Charter School has developed a comprehensive school wide policy and procedures manual.

Nonsectarian/Nondiscriminatory: In accordance with Education Code 47605 (d) l, the Charter School is nonsectarian in its programs, admission policies, employment practices and all other operations.  The school will not charge tuition, and shall not discriminate against any individual (employee or pupil) on the basis of ethnicity, national origin, gender or disability.

If chartered through the Compton Unified School District Los Angeles County Office of Education, Lifeline Education Charter School will maintain all personnel files (including teacher credentials, background checks, lifescans, etc.) onsite for review at any time.

XI.       WASC Accreditation 

Lifeline Education Charter School has begun the process for attaining WASC accreditation.  We have attended workshops and are currently gathering the information needed to continue with the accreditation.  We expect to be fully accredited by the end of the 2007-2008 school year and will notify Compton Unified School District Los Angeles County Office of Education of any further advances.

VII.
Health and Safety Procedures

Lifeline Education Charter School has adopted and implemented a comprehensive set of policies to ensure that the health and safety of pupils and staff are protected by following all applicable Federal and State (EC-47605) safety laws as they pertain to educational programs and facilities.    A safety committee has been established to carry out all safety issues and concerns.  The health and safety plan at a minimum addresses:

Employee

· Policy requiring instructional and administrative staff to be trained in CPR and basic first aid.

· A comprehensive safety plan has been established that reviews all staff.  All employees of the school undergo a complete Department of Justice Live-Scan (EC- 44237) as a prerequisite for employment and/or contract work with the school.  

· All volunteers in direct student contact must be professional in their conduct, and all confidential items are only handled by certificated or classified personnel.

· Additionally, all employees and volunteers in group-based student settings must meet TB testing requirements for educational institutions.

· Provides each staff a handbook detailing code of conduct and policies & procedures, including Child Abuse Reporting .

School Site

· Posted policies and procedures for responding to disasters and emergencies including earthquakes and fire.

· Policy compliance for administration of all medications (prescribed and non-prescribed) to students

· Currently contracts CUSD for food services

· Policy compliance for storage and listing of hazardous materials, and custodial services.

To continue to ensure the safety of all students and staff and facilities, Lifeline Education Charter School also: 

· Employees four full time security guards.

· Subscribes to a progressive disciplinary code with protection of students/parents rights through due process procedures.  Major infractions as prescribed in the Education Code (48900) are brought before a pre-expulsion panel of administrators at the site and when appropriate, brought before the Board of Directors.

· The school maintains compliance with Section 504 and the Americans with Disabilities Act.

XII.
Racial and Ethnic Balance

Lifeline Education Charter School accommodates pupils of all racial and ethnic backgrounds through an open enrollment policy.  Any-child, regardless of ethnicity, national origin, gender, disability or socioeconomic profile is eligible for admission.  The Lifeline Education Charter School actively recruits students that reflect the diverse population of the state of California.  The school has developed and may distribute promotional and informational materials that appeal to and can be understood by the various racial and ethnic groups to ensure a balance among students that is reflective of the State's population.  Lifeline Education Charter School recruits from within the local community using resources such as: local community newspapers (English and Spanish); developing relationships with community leaders, pastors and local businesses; and participating in community gatherings, local fairs, and other social events. 

XIV.
Admission Requirements

Lifeline Education Charter School operates as a public tuition free school and complies with all laws establishing minimum and maximum age for public school attendance.  No student is denied admission to the school based on ethnicity, creed, gender, national origin, or disability.  Admission to the school requires a commitment from both students, parents, guardians and/or other concerned adult who may be directly responsible for the child's development, i.e., counselors, social workers. 

Applications from new students will be accepted from March 1 through August 1.  If the number of eligible applicants does not exceed the number of vacancies, then all applicants who timely applied will be offered admission.  If there are more eligible applicants than available spaces in a class, then a lottery will be conducted on August 2nd.  A name will be drawn for each vacancy per grade level that exists and each applicant whose name is drawn will be offered admission.
If there are names remaining after all vacancies have been filled, a waiting list will be developed.  The remaining names will be drawn and placed on the waiting list in the order they were drawn.  If a vacancy arises before the commencement of the school year or during the school year, the individual on the waiting list with the lowest number assignment will be offered admission and then removed from the waiting list. 

Lifeline Education Charter School will exempt from the lottery, the siblings of returning students and/or the children of the school’s founders as permitted by the federal guidance on the Charter Schools Program.  If an application is received after the application period has passed, the applicant’s name is added to the waiting list behind the names of the applicants who timely applied.

Students with Exceptional Needs: 

A child with disabilities attending Lifeline Education Charter School shall receive special education instruction or designated instruction and services, or both, in the same manner as a child with disabilities who attends school in other LEAs in California.  Functioning as a school within a district or once granted status as an LEA with full responsibility for providing special education services to its students, Lifeline Education Charter School shall ensure that all children with disabilities enrolled in Lifeline Education Charter School receive special education and instruction in a manner that is consistent with their individualized education program and in compliance with the Individuals with Disabilities Education Act (20 U.S. C. Sec. 1400 et seq.) and implementing regulations.

XV.
Financial and Programmatic Audit

Lifeline Education Charter School has passed all official audits since 2002.  The official audit for 2005-2006 is attached  (see Appendix A).

Lifeline Education Charter School is responsible for all aspects of school operations.  In doing such, the board of directors retains the option to contract for any services deemed necessary for the operation of the school.  Lifeline Education Charter School is fully accountable for establishing expectations, guidelines and, at times, procedures for all contractors.  Lifeline Education Charter School complies with all prescribed state requirements for the operation of a charter school as a not-for-profit public benefit corporation in the state of California.

Lifeline Education Charter School may apply for federal 5010 status, following its incorporation as a California not-for-profit corporation.

The school plans and manages its own budget for all applicable State and Federal categorical funds, lottery funds, discretionary funds, additional ADA monies generated, grants, donations, fundraisers and gifts.

The Lifeline Education Charter School will contract with a district approved audit group to conduct an annual audit of the Charter School using generally accepted accounting procedures.  Such an audit will, at a minimum, verify the accuracy of the school's financial statements, revenue-related data collection, reporting practices, and examine the school's internal controls for general operations.  This audit must be completed within six months of the close of the fiscal year and a copy of the auditor's findings is forwarded to the Board of Directors and the sponsoring district's Board.  No later than thirty days following the submission of the audit report to the charter school Board of Directors, a copy of the report shall be made available to the chief financial officer of the District.  The Lifeline Education Charter School will keep records of all audits on file.  Audit exceptions and deficiencies shall be resolved to the satisfaction of the Compton Unified School District Los Angeles County Office of Education within 90 days.

The District shall receive and review the annual fiscal audit and other programmatic reviews specified in this section.

The Compton Unified School District Los Angeles County Office of Education shall receive 1 % of the total revenue received by the LIFELINE EDUCATION CHARTER SCHOOL for pupils enrolled in the Lifeline Education Charter School, unless the district provides Lifeline Education Charter School with a substantially rent free facility pursuant to a separate administrative services agreement in which case the Compton Unified School District Los Angeles County Office of Education shall receive 3% of total revenue.  The County Office of Education and Lifeline Education Charter School may enter into an administrative services agreement (Memorandum of Understanding) for other services to be provided by the chartering district.  All such services are documented by invoice to the Charter School.

In the event that Lifeline Education Charter School applies for and receives a loan from the Charter School Revolving Loan Fund pursuant to Education Code section 41365, the Lifeline Education Charter School shall furnish a bond to the County Office of Education as a guarantee the loan shall be repaid without any financial loss to the chartering district.

The Lifeline Education Charter School Board of Directors may request that the County Office of Education approve a material revision of the Charter.

The Lifeline Education Charter School Board of Directors will submit a request for renewal of the charter to the Compton Unified School District Los Angeles County Office of Education in accordance with time frames set by the district.

XVI.
Procedures by Which Pupils Can Be Suspended or Expelled

A student handbook, with supportive board approved policies and procedures, establishes clear guidelines for standards of conduct.  This handbook describes due process procedures for special education students.  Discipline standards reflect the school's dedication to the idea that parents/guardians and those adults working with a child at home or in special care situations share an equal responsibility with the student, for regulating student conduct.  Clear expectations for student conduct have been established for students participating in group study programs.  At a minimum, there is zero tolerance for:

· Possession of firearms on school premises, or school sponsored events

· Distribution and/or sale of illegal drugs

· Acts of violence toward other students or staff 

· Destruction of school property (vandalism, theft, etc) 

· Excessive periods of absences without cause

The Board of Directors will establish the policies for suspension and expulsion of its students.  All students subject to suspension and/or expulsion are entitled to and will receive full due process.  Any individual student subject to expulsion will have the right to request the Board of Directors to provide final review of his/her case prior to expulsion.

Also, appropriate policies have been established and distributed as part of the student handbook and clearly describes the school's expectations for students, regarding attendance, Internet protocol, mutual respect, safety and work habits. (Appendix B – Student Handbook)

The Director has the responsibility to initiate appropriate discipline action as necessary.  Students are expected to meet established school conduct and performance standards.  Those students who do not meet these standards will receive appropriate level disciplining and/or remediation.

XVII.
Retirement Systems

Lifeline Education Charter School employees will participate in STRS or PERS as appropriate.  The Board of Directors retains the option to add additional retirement incentive such as a 403B plan in the future.  Participation in STRS or PERS requires all Charter School employees to participate.  No retirement benefits are available to contractors.

XVIII. 
Attendance

The School’s academic calendar shall generally align with the Compton Unified School District’s Los Angeles County Office of Education traditional academic calendar—commencing before September 30 in accordance with State charter school guidelines, and including but not limited to 180 instructional days. 

The number of instructional minutes for all grades shall meet or exceed the State’s requirements in Education Code Section 46201(a)(3) 

Lifeline Education Charter School Parents/guardians are responsible for sending their children to school and providing an explanation for absences. Lifeline Education Charter School has developed attendance policies to encourage regular attendance and for reporting of truancies to appropriate local authorities.  Appendix B – Student Handbook details the attendance policy.
The Charter School is intended as a public alternative school.  Students who opt not to attend this Charter School may attend the district school of their choice on a space available basis and in accordance with existing district enrollment and transfer policies.  District policies and procedures apply for the home district of residence for the student, not the policies and procedures of the sponsoring district.

Students who wish to transfer to another school may do so at any time.  The Director or designee will assist any student, wishing to transfer, to find and choose an appropriate public or private school alternative as needed.

XIX.
Employee Rights

Persons employed by the Lifeline Education Charter School are not considered employees of the chartering district for any purpose whatsoever.  Employees of the Districts who resign from employment to work at the Lifeline Education Charter School and who later wish to return to Districts shall be treated the same as any other former District employee seeking reemployment.

Lifeline Education Charter School maintains full responsibility and liability for hiring and retention practices for all employees of the school.  The sponsoring district, Compton Unified School District Los Angeles County Office of Education, does not employ or retain any responsibility for employment of individuals at the Lifeline Education Charter School.

The Lifeline Education Charter School shall be deemed the exclusive public school employer of the employees of the Lifeline Education Charter School for the purposes of the Educational Employment Relations Act (Gov. Code §§ 3540, et seq.) and the rights of Lifeline Education Charter School employees shall be as specified in this Charter except as modified by any collective bargaining agreement with an elected, recognized exclusive bargaining representative for Lifeline Education Charter School employees.

All teachers and administrative staff will receive an annual review that will serve as the basis of improvement of employment.

All employees are entitled to and will receive due process in any and all disciplinary action.  Due process is detailed in Education Code and school policies and procedures.

XX.
Dispute Resolution Process

Disputes regarding the Charter School shall be resolved with the sponsoring district based on the collaborative review of specific issues by Charter School Board of Directors, Charter School Program Director and the sponsoring Compton Unified School District Superintendent Los Angeles County Office of Education Superintendent.

In the event that any dispute arises relating to this Charter between the chartering district, the Lifeline Education Charter School, the parties hereby agree to initially attempt to settle such dispute by meeting and conferring with each other and to make a good faith attempt to resolve the dispute.

In the event that the parties are unable to resolve any dispute by meeting and conferring, the parties shall then attempt to settle any such dispute by a non-binding mediation, before a single neutral mediator, subject to the following: (a) mediator assigned at random by mutually agreed mediation service provider located within Los Angeles County, (b) demand for mediation must be in writing and must be made by the aggrieved party within forty-five calendar days of the event giving rise to the demand, (c) mediation shall commence within forty-five days of receipt of Mediation Demand, and shall conclude no later than sixty calendar days from the date of receipt by the non-aggrieved party, (d) administrative costs of conducting the mediation shall be shared equally between the District and Lifeline Education Charter School.

In the event that resolution is not reached, the chartering district Board of Trustees is empowered to make the final decision.  The Board of Directors retains all rights for redress under law.

The Compton Unified School District Los Angeles County Office of Education may revoke this Charter by a majority vote of the Governing Board of the District's Board of Trustees.  Revocation of the Charter shall be based upon a written finding that the Lifeline Education Charter School did any of the following:

· Committed a material violation of any of the conditions, standards, or procedures set forth in this Charter;

· Failed to meet or pursue the pupil outcomes identified in the Charter;

· Failed to meet generally accepted accounting principles or engaged in fiscal mismanagement; or

· Violated any provision of law.

Prior to revocation, the Compton Unified School District Los Angeles County Office of Education shall notify the Lifeline Education Charter School of any violation and give the Lifeline Education Charter School a reasonable period of time as determined by the District Board, but in no event to exceed six (6) months within which to correct the violation, unless the Board determines, in writing, that the violation constitutes a severe and imminent threat to the health or safety of students.  In the event a violation is not corrected to the chartering district's satisfaction within the reasonable period of time specified, the chartering district may take action to revoke the Charter.

The Lifeline Education Charter School Board of Directors will adopt policies and processes for airing and resolving internal and external disputes.  The Director is responsible for administering these procedures.

The Compton Unified School District Los Angeles County Office of Education agrees to initially refer all complaints regarding the school operations to the Lifeline Education Charter School Board of Directors and/or the Director for resolution in accordance with adopted policies.  Any interested person is provided a copy of the applicable policies and procedures dealing with dispute and complaint resolution.
In the event that any of the provisions of this Charter are determined to be unenforceable or invalid for any reasons, the remainder of the Charter shall remain in effect unless mutually agreed otherwise by the Compton Unified School District Board of Trustees Los Angeles County Office of Education  Board of Trustees and the Lifeline Education Charter School Board of Directors.

The term of this Charter shall begin the day the State Board of Education approves the redistricting and assigns a number to the Charter and shall expire five (5) years thereafter.

The Compton Unified School District Board of Trustees Los Angeles County Office of Education  Board of Trustees and the Lifeline Education Charter School Board of Directors agree to work together to accomplish all tasks necessary to fully implement this Charter, including the submission of any necessary and duly prepared waiver requests to the State Board of Education.

XXI.
School Closure

Lifeline Education Charter School shall abide by the regulations as set forth in AB1994.  In the event Lifeline Education Charter School closes, the assets and liabilities of the Lifeline Education Charter School will be disposed of by the Board of Trustees in accordance with applicable state and federal law and the asset disposition provisions of the Lifeline Education Charter School’s bylaws.  The Board of Turstees will attend to enumeration and disposing of the assets and liabilities as directed in the bylaws.  The Director shall ensure that a final audit of the Lifeline Education Charter School’s assets and liabilities is performed.

Upon graduation or matriculation, parents or guardians will be provided with a printed or electronic transcript of their students’ academic progress at Lifeline Education Charter School, with other relevant information.  Thus, in the event of a school closure, parents and students will possess an independent copy of potentially necessary pupil records.  Lifeline Education Charter School may also provide for the transfer of such records to a responsible and will school district, county office of education, or other qualified entity, if available at the time the school closes.  In the event that no such willing repository is available, the records shall be disposed of or destroyed in a fashion that will ensure confidentiality of the records.

The decision to close the school shall be documented by an official action of the governing board of the Compton Unified Schoool District Los Angeles County Office of Education.  This action will identify the reason for the school’s closure; whether the charter was revoked, not renewed, or closed voluntarily; and the effective date of closure.

If at all feasible, the charter school closure will occur at the end of an academic year.  The authorizing chartering agency will send a notice of the school closure to the Charter Schools Unit at the California Department of Education (CDE) and to the Compton Unified School District Office of Education. Los Angeles County Office of Education.

Parents and students of the school will be notified in writing as soon as possible of the closure.  Notification will include information on assistance in transferring the students to another appropriate school and a process for the transfer of the student records.

Parents will also be provided with a certified packet of student information that may include the closure notice, grad reports, discipline records, immunization records, completed coursework and credits that meet graduation requirements, etc.

An independent audit for the charter school will be completed within six months of the clsoure of the school to determine the net assets or net liabilities of the charter school.  The assesment will include an accounting of all charter school assets, including cash and account receivable, which may include: reduction in apportionments as a result of audit findings or other investigations; loans; and unpaid staff compensation.  The audit will also assess the disposition of any restricted funds received by or due to the charter school.

The charter school will submit any required year-end financial reports to the CDE and authoring entity.  These reports will be submitted as soon as possible after the closure action and no later than the required deadlines for reporting for the fiscal year. 

Upon completion of the closeout audit, the authorizing agency and the charter school will develop a plan for the repayment of any liabilities, or the disbursement of any remaining assets of the charter school.  As the charter school is a non-profit corporation, the corporation will be dissolved according to its bylaws.

Any outstanding liabilities or disbursement of remaining assets will be settled at the discretion of the Board of Directors of Lifeline Education Charter School.  All remaining AB602 funds will be returned to CUSD  LACOE, while any other remaining categorical funds will be returned to the source of the funds.

Persons employed by Lifeline Education Charter School are not considered employees of the District for any purpose whatsoever.  Charter school employees are employees of the charter school, not the district or county.  In the event Lifeline Education Charter School ceases operations, any charter school employee applying to the District will be treated as the same as any other individual seeking employment with the District. 
Appendix A – Independent Auditors Report/School Financials

Appendix B – Student Handbook
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Lifeline Education Charter School Student/Parent Handbook

Discipline Procedures

Whenever possible, teachers are expected to resolve conflicts inside the classroom.  When this cannot be done without severely disrupting the progression of the lesson, you may dismiss the student from your classroom.  However, the following procedures must be followed:
1. Teachers will be given a uniform hall pass.  ANY TIME A STUDENTS LEAVES YOUR CLASSROOM, S/HE MUST BE IN POSSESSION OF THAT PASS.

2. All faculty members will be issued a walkie-talkie that is to be worn on your person until the end of the school day.  Walkie-talkies, must be signed in and out every work day.  If it is not signed in and out, the faculty member will receive a written warning.  You will be responsible for your walkie-talkie during the school day and if you lose it, you must replace it.   If you need a student removed from your class, you must call to the Discipline and Truancy Advisor to advise of the dismissal.

3. When calling on the walkie-talkie, use the following codes so as not to excite students:

a. Code 1 = fighting

b. Code 2 = suspicion of drugs/alcohol

c. Code 3 = suspicion of weapon

4. You must send a discipline referral with students whenever they are sent out of your class.  If you do not have time to complete a referral at the time of the incident, you may complete it by the end of the school day and submit it to the Discipline and Truancy Advisor.

5. Four copies of the referral will be made: one for the teacher’s file, one for the Campus Administrator, one for the student’s file, and one for the Discipline and Truancy Advisor.

If you have any discipline problems with a student, it is your responsibility to notify his or her parents.  A call log is included in the “Forms” section of this manual.

Cellular Telephones/Pagers

Cellular telephones and pagers must not be on or visible during school hours (7:45 am until 2:45 pm).  This includes between classes and lunch breaks.  If any faculty or staff member sees or hears one of these devices, it will be confiscated until retrieved by a parent (after the second confiscation, the device will be held until the end of the quarter) – NO EXCEPTIONS!
Calls to and from parents do not constitute valid reasons for a students to use a cellular phone.  If a parent needs to contact a student, s/he must call the school office.  A message will be given to the student in a timely manner; or if necessary, the students will be taken out of class to take the call.

Lifeline Education Charter School is not responsible for lost, damaged, or stolen cellular telephones or pagers.  All devices brought to school are done so at students’ risk.

Electronic Media Devices (CD players, DVD players, walkman’s, etc.)

No electronic media devices can be used on campus.  If these devices are brought to school, they must be kept in students’ backpacks.  If any staff member sees them, they will be confiscated until retrieved by a parent.

School Liability for Valuable Belongings

If a student brings any item to school (not related to school or class participation), s/he does so at his or her own risk.  We advise that all electronic devices, large quantities of money, or any items not directly related to students’ education be left at home.

Lifeline Education Charter School is not responsible for lost, damaged, or stolen items in the above category.

Types and Disposition of Infractions


Infractions described in this section shall result in suspension from school and in a mandatory expulsion 
recommendation, unless the Campus Administrator or designee or Superintendent finds and so reports in 
writing that expulsion is not appropriate due to the particular circumstances enumerated in their report.

Class I Infractions (EC 48915)

1. Causing serious physical injury to another person, except in self-defense

2. Possession of any firearm, knife, explosive, or other dangerous object of no reasonable use to the student at school or at a school activity off school grounds 

3. Unlawful sale of any controlled substance listed in Chapter 2 (commencing with Section 11053) of Division 10 of the Health and Safety Code, except for the first offense for the sale of not more than one avoirdupois ounce of marijuana, other than concentrated cannabis

4. Robbery or extortion

5. Assault or battery, as defined in sections 240 and 242 of the Penal Code, upon a school employee

6. Verbal abuse/assault of any school employee or visitor (e.g. Profanity)

7. Tampering with vehicles on school property.  Under no circumstances should students touch vehicles without permission.

8. Graffiti

9. Bullying / intimidation / instigation of fights

10. Inciting or promoting racial tension

11. Gambling


Action to be taken when a student commits a Class I infraction:

1. Referral to Campus Administrator or a designee who will:

a. Determine circumstance/confer with student(s);

b. Notify Compton Sheriff Department and parents;

c. Suspend the student; and

d. Schedule a pre-expulsion hearing.

Class II Infractions (EC 48900)


The following infractions may result in suspension and/or the recommendation for expulsion of a student 
if circumstances justify such action.

1. Caused, attempted to cause, or threatened to cause physical injury to another person

2. Possessed, sold or otherwise furnished any firearm, knife, explosive, or other dangerous object unless (in the case of possession of any such object) the pupil obtained written permission to possess the item from a certificated school employee, which is approved by the Campus Administrator or designee of the Campus Administrator.

3. Unlawfully possessed, used, sold (or otherwise furnished), or been under the influence of any controlled substance, alcoholic beverage or intoxicant of any kind listed in Chapter 2 (beginning with Section 11053) of Division 10 of the Health and Safety Code 

4. Unlawfully offered, arranged or negotiated to sell any controlled substance, alcoholic beverage or intoxicant of any kind listed in Chapter 2 (beginning with Section 11053) of Division 10 of the Health and Safety Code) and then either sold, delivered or otherwise furnished of any person another liquid, substance or material and represented that liquid, substance or material as a controlled substance, alcoholic beverage or intoxicant

5. Committed or attempted to commit robbery or extortion

6. Caused or attempted to cause damage to school property or private property

7. Stole or attempted to steal school property or private property

8. Possessed or used tobacco or any products containing tobacco or nicotine, including (but not limited to) cigarettes, cigars, miniature cigars, clove cigarettes, smokeless tobacco, snuff, chew packets, and betel; however, this section does not prohibit use or possession by a pupil of his or her own prescription products

9. Committed an obscene act or engaged in habitual profanity or vulgarity

10. Unlawful possession, offering, arrangement or negotiation to sell any drug paraphernalia, as defined in 11014.5 of the Health and Safety Code

11. Disrupted school activities or otherwise willfully defied the valid authority of supervisors, teachers, administrators, school officials, or other school personnel engaged in the performance of their duties

12. Knowingly receiving stolen school property or private property

13. Possession of an imitation firearm

14. Committed or attempted to commit a sexual assault as defined in Sections 261, 266c, 286, 288a, or 289 of the Penal Code or committed a sexual battery as defined in section 243.4 of the Penal Code

15. Harassed, threatened or intimidated a pupil who is a complaining witness in a school disciplinary proceeding

16. Aiding or abetting an attempt of physical injury

17. Receipt of an excessive number of referrals (five referrals from faculty in one quarter)

18. Inappropriate romantic / sexual behavior (e.g., kissing, fondling)

19. Possession of pornographic materials including magazines, clothing and pictures.

Action to be taken when a student commits a Class II infraction:

1. Referral to the Campus Administrator or designee who will:

a. Determine circumstances/confer with student(s)

b. Notify Compton Sheriffs Department/Parent as appropriate

c. Assign detention /Saturday School/suspension 

d. Schedule pre-expulsion hearing, if appropriate (automatic for infractions 4 and 10)

Class II Infractions (EC 48900.2) Sexual Harassment

In addition to the reasons specified in Section 48900, a pupil may be suspended from school or recommended for expulsion if the Superintendent or the Campus Administrator or designee of the school in which the pupil is enrolled determines that the pupil has committed sexual harassment as defined in Section 212.5.

For the purposes if this policy, the conduct described in Section 212.5 must be considered by a reasonable person of the same gender as the victim to be sufficiently severe or pervasive to have a negative impact upon the individual’s academic performance or to create an intimidating, hostile or offensive educational environment.

1. Definition of Sexual Harassment (AR 5145):  Sexual harassment consists of unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature.
2. Forms of Sexual Harassment (AR 5145): Forms of sexual harassment include, but are not limited to the following:
a. Verbal harassment: derogatory comments, jokes or slurs;

b. Physical harassment: unnecessary or offensive touching or impeding or blocking movement;

c. Visual harassment: derogatory or offensive posters, cards, cartoons, graffiti, drawings, or gestures; and

d. Sexual favors: unwelcome sexual advances, requests for sexual favors, other verbal or physical conduct of a sexual nature, and any inappropriate displays of affection.

Action to be taken when a student commits sexual harassment (AR 5145):

1. Referral to the Campus Administrator or designee who will follow the AR 5145 Resolution Process:

a. Informal Process: receive complain, counsel student, obtain written statement, conduct follow-up investigation, make disposition recommendation to the Superintendent/designee – suspension or recommended expulsion of the offender
b. Formal Process: If the complaint is not resolved to the satisfaction of the student or his/her parents in the informal process; a written complaint is sent to the Superintendent/designee within 10 days of the informal process.  The Superintendent/designee investigates the complaint and takes action deemed appropriate to resolve the situation.

Class II Infractions (EC 48900.3) Hate Crimes

In addition to the reasons specified in Section 48900 and 48900.2, a pupil in any of grades 4 to 12 (inclusive) may be suspended from school or recommended for expulsion if the Superintendent or the Campus Administrator or designee of the school in which the pupil is enrolled determines that the pupil has caused, attempted to cause, threatened to cause, or participated in an act of hate violence, as defined in subdivision (e) of Section 33032.5.

Action to be taken when a student commits a Class II infraction:

1. Referral to the Campus Administrator or designee who will:

a. Determine circumstance/confer with student(s)

b. Notify Compton Sheriffs Department/parent as appropriate

c. Detention and School Beautification Program (SBP)/Saturday School/suspension

d. Schedule pre-expulsion hearing, if appropriate

Class II Infractions (EC 48900.4) Harassment, Threats, or Intimidation Against a Student

In addition to the reasons specified in Section 48900, 48900.2 and 48900.3, a pupil in any  of grades 4 to 12 (inclusive) may be suspended from school or recommended for expulsion if the Campus Administrator of the school determines that the pupil has intentionally engaged in harassment, threats or intimidation directed against a pupil or group of pupils that is sufficiently severe or pervasive to have the actual and reasonably expected effect of materially disrupting class work, creating substantial disorder and invading the rights of that pupil or group of pupils by creating an intimidating or hostile educational environment.

Action to be taken when a student commits a Class II infraction:

2. Referral to the Campus Administrator or designee who will:

a. Determine circumstance/confer with student(s)

b. Notify Compton Sheriffs Department/parent as appropriate

c. Detention and School Beautification Program (SBP)/Saturday School/suspension

d. Schedule pre-expulsion hearing, if appropriate

Class II Infractions (EC 48900.4) Terrorist Threats Against School Official and/or School Property or both.

In addition to the reasons specified in Section 48900, 48900.2, 48900.3, and 48900.4, a pupil may be suspended from school or recommended for expulsion if the Campus Administrator of the school determines that the pupil has made Terrorist threats against school officials or school property, or both.  (b) For the purposes of this section, “terrorist threat” shall include any statement, whether written or oral, by a person who willfully threatens to commit a crime which will result in death, great bodily injury to another person or property damage in excess of one thousand dollars ($1,000) with the specific intent that the statement is to be taken as a threat, even if there is no intent of actually carrying it out, which, on its face and under the circumstances in which it is made, is so unequivocal, unconditional, immediate, and specific as to convey to the person threatened, a gravity of purpose and an immediate prospect  of execution of the threat, and thereby causes that person reasonably to be in sustained fear for his or her own safety or for his or her immediate family’s safety or for the protection of school property or the personal  property of the person threatened or his or her personal property.

Action to be taken when a student commits a Class II infraction:

1. Referral to the Campus Administrator or designee who will:

a. Determine circumstances/confer with student(s)

b. Notify Compton Sheriffs Department/Parent as appropriate

c. Assign detention /Saturday School/suspension 

d. Schedule pre-expulsion hearing, if appropriate

Referral Steps for Specific Infractions (EC 48915/48900 may apply)
The following are general solutions to the listed infractions.  The administration reserves the right to address each situation on a case by case basis and to alter the severity of consequences.

Counseling will accompany suspension in most circumstances.

Alcohol

Possession, usage, sale, furnishing, or being under the influence of alcohol is a violation of EC 48900.

Referrals steps including parent contact by phone or in person:

1st Offense: Campus Administrator or Designee

1. Determine circumstance/confer with student(s).

2. Notify Compton Sheriffs Department/parent as appropriate.

3. Place on 5-day suspension pending scheduled pre-expulsion hearing, if appropriate.

a. Place on Lifeline’s Substance Abuse Contract.

b. Parent/guardian must enroll student(s) in a substance abuse program.  Certificate of enrollment and completion must be shown to Lifeline Charter School.

2nd Offense: Campus Administrator

1. Determine circumstance/confer with student(s).

2. Notify Compton Sheriffs Department/parent as appropriate.

3. Place on 5-day suspension pending scheduled pre-expulsion hearing, if appropriate (expulsion hearing if appropriate).

Cheating/Plagiarism


This includes cheating on tests, falsifying assignments, etc.


1st Offense: Teacher

1. Counsel/warn student.

2. Contact parent.

3. Assign consequences as needed.

4. Refer to Campus Administrator or designee as appropriate.


The following referral steps follow the first offense and include parent contact by phone or in person by teacher.


Further offenses: Campus Administrator or designee

1. Assign Saturday School.

2. Assign home suspension (1-5 days).

3. Refer to Student Success Team.

Classroom Disruptions

Every pupil is expected to attend class punctually and regularly, obey directions from the teacher and others in authority, observe good order and propriety of deportment, are diligent in study, be respectful to the teacher and others in authority, and be kind and courteous to classmates.  Other classroom deportment standards must be predetermined by the teacher and shared with students.

Referral steps including parent contact by phone or in person:


1st Offense: Teacher

1. Counsel student(s).


2nd Offense: Counselor 

1. Counsel student.

2. Assign Saturday School.


3rd Offense: Campus Administrator or designee

1. Counsel students.

2. Assign detention.

3. Saturday School/home suspension

4. Make schedule modification.

Closed Campus Violations

Any student who leaves the Lifeline Charter School campus during the school day is in violation of the Closed Campus policy unless s/he has parental approval on record in the Attendance Office (note or phone call) prior to leaving campus.  Any certificated or classified person who is responsible for student attendance shall refer a student in violation of this policy to the Campus Administrator or designee.

Students must sign out at the reception desk if leaving school before the scheduled time.

Students who become ill during the school day must go to the administration office to get clearance to leave campus, and must sign out at the reception desk before leaving school.  These absences must be cleared either by parent note or phone call within 48 hours of the student’s return to school.

Referral steps including parent contact by phone or in person:

1st Offense: Campus Administrator or designee

1. Counsel student regarding further offenses.

2. Assign Saturday School.


Further Offenses: Campus Administrator or designee

1. Saturday School

2. Assign Clean Sweep Citation.

3. Assign home suspension (1-3 days).

4. Refer to Student Success Team.

Defiance/Insubordination

Every student is expected to attend school punctually and regularly, conform to the regulations of the school, promptly obey all directions of teachers and others in authority, observe good order and propriety of deportment, be diligent in study, be respectful to teachers and other in authority, be kind and courteous to schoolmates, and refrain entirely from the use of profane and vulgar language (Title V, 300).  In addition, defiance is the persistent, willful defying of the valid authority of a supervisor, teacher, substitute teacher, aide, any other classified personnel, or administrator.  Insubordination is the open, bold, resistant, and persistent disobedience of authority.  Defiance and insubordination infractions are aggressive, argumentative, and confrontational in nature.

Referral steps including parent contact by phone or in person:

1st Offense: Campus Administrator or designee

1. Counsel student on consequences.

2. Assign Saturday School.

3. Assign home suspension (1 day).


2nd Offense: Campus Administrator or designee

1. Assign additional Saturday School.

2. Assign home suspension (1-3 days).


3rd Offense: Campus Administrator or designee

1. Assign home suspension (3 days).

2. Refer to Student Success Team.

3. Schedule expulsion hearing, if appropriate.


4th offense (or more): Campus Administrator or designee

1. Assign home suspension (5 days).

2. Referral to Student Success Team; expulsion hearing.
For profanity directed towards a staff member:

Suggestions:

1st Offense: 1 day on-campus suspension

2nd Offense: 1-3 day at-home suspension

3rd Offense: Expulsion

Dress Code

The Board of Trustees has determined that student may not remain at school dressed in a manner that (1) creates a safety hazard for said student or for other students at school, and/or (2) constitutes a serious and unnecessary distraction to the learning process or tends to disrupt campus order.

When the Campus Administrator or his/ her designee determines that a student’s attire is in violation of this policy, the student will be required to modify his or her clothing and/or apparel in such a manner that it no longer violates this policy.  If necessary and with parental permission, the student may be taken or sent home to modify unacceptable dress and return to school.  Refusal to take steps as described in this policy shall be cause for disciplinary action against the student.

2. Uniform must be worn fully and neatly at all times.

a. Ash grey or khaki pants – oversized, baggy or sagged pants are not permitted.

Baggy Pants: When pulled and pinched, the waistline of the pants (located at the hipbone of the student) will not have more than one inch of excess material; pants worn will not be more than one size larger than student’s actual size.

Sagged Pants: The waistline of student’s pants is to be located at his or her hipbone.  With pants worn correctly, the crotch of the pants will not hang below the torso.  The length of hemmed pants will be no longer than the heel of the shoe.  

Students are not permitted to wear rubber bands at the bottom of their pants.  Pants should fall freely and neatly.

b. Young ladies may wear skirts; skirts must be as long as the tip of the third finger when arms are at side.

c. Official Lifeline Charter School uniform shirts (may be purchased at Registrar’s office).  Shirts worn under uniforms must be WHITE only.

d. Hats/caps are not permitted unless advance notice of specific occasion is given.

e. Students’ hair must be groomed neatly at all times (neat braids are acceptable for young ladies and young men).  All hair must be comparable to a natural hair color.  No neon or extreme hair color.  For young men, all facial hair must be neat and not excessive.

f. Excessive jewelry is not permitted.  This includes long, thick chains with large medallions.  Young men may not wear earrings of any type.


Note: Females are permitted only one earring per lower lobe.  Males are not 
permitted to wear any earrings.  Tongue rings, lip rings, eye brow piercing, 
chin 
piercing, toe rings, and other rings on any other body part, are strictly 
forbidden for 
both males and females.

3. Shoes must be worn at all times.  A substantial sole is required and enclosed footwear is highly encouraged.

Platform shoes (over 3 inches), slippers, beach style thong shoes and METAL REINFORCED footwear are not permitted.

Periodically, Lifeline Charter School will allow students “Free Dress” days in which they may wear clothes that are not their uniforms.   During these specified days, students may not wear the following:

1. Extremely brief garments that are distracting to the educational environment are not appropriate.  Those garments include:
a. Halter-tops, tube tops, or tops with straps less than 1 inch wide,

b. White sleeveless undershirts worn as an outside garment,

c. Strapless or off-the-shoulder apparel,

d. See-through garments such as blouses, tops, shirts, skirts, etc.,

e. Low-cut garments or any clothing that reveals underwear, and

f. Bare midriff garments.

g. Skirts should be worn no higher than 3 inches above the knee.

Jackets or cover-ups to conceal brief clothing that reveals bras or midriffs are not acceptable

2. Garments with violent, suggestive or obscene statements will not be allowed.  Garments or accessories with slogans or pictures depicting or promoting drugs, alcohol, tobacco, weapons or other controlled substances are not appropriate.

3. Earrings, jewelry or accessories that present a safety hazard to the wearer or others, are not suitable for school wear.          

Spiked or studded jewelry of any kind, including ankle bands, bracelets, chokers, rings, gloves and belts are not acceptable.

1. Only prescriptions sunglasses may be worn in classrooms or offices.  Other types of sunglasses may be worn on campus outside of class.

2. Identified gang attire is prohibited.  This type of attire includes:

a. Bandanas, hairnets, hair rollers or hair picks;

b. Overalls with straps unbuckled or not worn correctly on shoulders;

c. Oversized, sagged or baggy pants;

d. Lettered or numbered belt buckles;

e. Apparel with emblems, printing, etc. that creates animosity between groups and/or individuals

f. Chains of any type such as wallet safeguards or chokers, safety pins worn on the outside if clothing and excessively long belts (sized belts must be worn in the belt loops);

g. Oversized shirts or jackets (actual size or one size larger than actual size is acceptable); and

h. Clothing worn in such a manner that would conceal any weapon, beeper, or contraband that could be carried on the person.

For the safety of all Lifeline students and staff, the administration reserves the right to ban any clothing style that indicates gang affiliation, violence, drug use or any clothing style that distracts from the learning environment.

Referral steps for dress code violation including parent contact by phone or in person:

1st Offense: Campus Administrator or designee

1. Review dress code with students (and parent if appropriate).

2. Correct situation; send home if necessary.

3. Counsel students regarding consequences of future violations.

2nd Offense: Campus Administrator or designee

1. Correct situation; send home if necessary.

2. Assign Saturday School.

3. Assign home suspension (2 days).

3rd Offense:  Campus Administrator or designee

1. Hearing for dismissal

2. Refer to Student Success Team.

4th Offense: Campus Administrator or designee

1. Schedule expulsion hearing.

Drugs

Possess, use, sale, furnish, or being under the influence of a controlled substance is a violation of EC 48900.

Referral steps following including parent contact by phone or in person:

1st Offense: Campus Administrator or designee

1. Determine circumstances/confer with student.

2. Notify Compton Sheriffs Department as appropriate.

3. Place on 5-day suspension pending scheduled pre-expulsion hearing, if appropriate.

a. Place on Lifeline Substance Abuse Contract.

b. Parent(s)/guardian(s) must enroll students in a substance abuse program.  A certificate of enrollment and completion must be shown to Lifeline Charter School.

2nd Offense: Campus Administrator or designee

1. Determine circumstances/confer with student.

2. Notify Compton Sheriffs Department.

3. Place on 5-day suspension pending schedules pre-expulsion hearing.

Fighting


Fighting is defined as students actually engaged in mutual combat or battle.


IMPORTANT: There is no longer a “first punch” rule.  All fight participants are considered responsible for the following reasons:

a. In most cases, both students know a fight is becoming eminent.  Even if a student doesn’t throw the first punch, s/he is responsible for alerting school personnel so the situation can be addressed (if a student does alert an adult, but is still the “victim” of a fight, expulsion may not be justified).

b. A student may not have thrown the first punch, but s/he may have instigated the fight.


Referral steps (for both students) including parent contact by phone or in person:


1st Offense: Campus Administrator or designee 

1. Counsel Student.

2. Assign home suspension (1-3 days) with mandatory counseling.

3. Schedule expulsion hearing (depending upon severity of situation).

2nd Offense: Campus Administrator or designee

Schedule Expulsion Hearing

Fire Alarm/Fire Extinguisher

Tampering with any public fire alarm presents a clear and present danger to persons who depend upon such devices for their safety.

Referral steps including parent contact by phone or in person:


1st Offense: Campus Administrator or designee

1. Assign home suspension (1-3 days).

2. Contact Fire Marshall’s office.

2nd Offense: Campus Administrator or designee

1. Assign home suspension (1-3 days).

2. Refer to Student Success Team.

3. Contact Fire Marshall’s office.

4. Schedule pre-expulsion hearing.

Fire Works

It is unlawful to sell, buy, possess or use fireworks on or near school campuses or during school related activities.

Referral steps including parent contact by phone or in person:

1st Offense: Campus Administrator or designee

1. Assign home suspension (1-3 days).

2. Notify Compton Sheriffs Department as appropriate.

2nd Offense: Campus Administrator or designee

1. Assign home suspension (3-5 days).

2. Refer to Student Success Team.

3. Notify Compton Sheriffs Department as appropriate.

Forgery

Forgery includes (but is not limited to) forging parent notes, making unauthorized phone calls, forging passes, and altering report cards.

Referral steps including parent contact by phone or in person:

1st Offense: Campus Administrator or designee

1. Assign Saturday School.

2. Assign home suspension (1-3 days).

2nd Offense: Campus Administrator or designee

1. Assign home suspension (1-5 days).

3rd Offense: Campus Administrator or Designee

1. Assign home suspension (3-5 days).

2. Possible pre-expulsion

3. Refer to Student Success Team.

Graffiti (BP 5709)

This section is defined as “caused or attempted to cause damage to school or private property; or placed graffiti, tagged or in any way painted or written on any school property without specific permission of school authorities; or placed graffiti on school or private property while going to or from school or any school related activity.”

Referral steps including parent contact by phone or in person:

1st Offense: Campus Administrator or designee

1. Place on 5-day suspension pending scheduled pre-expulsion hearing.

a. Contact Compton Sheriffs Department as appropriate.

b. Obtain restitution.

2. Referral to Juvenile Probation for inclusion in county graffiti program.

3. Prepare for expulsion and restitution.

Lack of Materials/Effort


Students are expected to bring necessary materials to class and participate fully in order to 
achieve success.  Those students who do not bring materials have typically proven to be a 
distraction in the class.

Lifeline Education Charter School will sell pens, pencils and paper to students for classroom use.  All purchases must be made before school or during lunch.

1st Offense: Teacher

1. Counsel student.

2. Parent contact by phone or in person.

2nd Offense: Counselor 

1. Counsel student.

2. Possible Saturday School.

3. Contact parent by phone.

3rd Offense: Campus Administrator or designee

1. Treat as defiance.

2. Student must participate in Student Behavior Modification activity as deemed necessary.

Laser Pens/Pointers

No student shall possess a laser pointer on any elementary or secondary school premises unless possession of laser pointer is for a valid instructional or other school related purposes, including employment.  Students in possession of a laser pen/pointer are in violation of Penal Code 417.27 (b).

Referral steps following confiscation of device by teacher and parent contact by phone or in person:

1st Offense: Campus Administrator or designee

1. Confiscate item.

2. Contact Compton Sheriffs Department as appropriate.

3. Assign Saturday School.

Further Offenses: Campus Administrator or designee

1. Confiscate item.



2. Contact Compton Sheriffs Department as appropriate.

3. Assign home suspension (1-3 days).

4. Refer to Student Success Team.

“Other School” Violations

Lifeline students are not allowed to be on other school campuses one hour before school, during or one hour after their school day.

Referral steps following parent contact by phone or in person:

1st Offense: Campus Administrator or designee

1. Assign Saturday School.


2nd Offense: Campus Administrator or designee

1. In-School Suspension.

2. Assign home suspension (1-3 days).

3. Refer to Student Success Team.

Pagers, Cellular Telephones, and other Personal Electronics

Pagers and cellular telephones are not to be turned on or visible during school hours.  Possession of pagers or cellular telephones on campus may lead to notification of the Compton Sheriffs Department (Ed. Code 48901.5).  

· No school shall permit the possession or use of any electronic signaling device that operates through the transmission or receipt of radio waves, including, but no limited to, paging and signaling equipment by pupils of the school while the pupils are on campus, while attending school-sponsored activities, or while under the supervision and control of school district employees, without prior consent of the Campus Administrator or designee or his or designee.  No pupil shall be prohibited from possessing or using an electronic signaling device that is determined by a licensed physician or surgeon to be essential for the health of the pupil and use of which is limited for purposes related tot eh health of the pupil.

· The governing board of each school district shall take all steps it deems practical within existing resources to discourage pupils from possessing or using electronic devices, except where the use of an electronic signaling device is essential for the health of a pupil.

Referral steps following confiscation of device by teacher and parent contact by phone or in person:


1st Offense: Campus Administrator or designee

1. Confiscate device; counsel student.

2. 1-3 day on-campus suspension.

3. Contact Compton Sheriffs Department as appropriate.

2nd Offense: Campus Administrator or designee

1. Confiscate device for remainder of the semester or until parent comes to school to retrieve the device.

2. Contact Compton Sheriffs Department as appropriate.

3. Assign Saturday School.

Lifeline Charter School is in no way responsible for lost, confiscated or allegedly stolen items of personal property.

Unauthorized Use of Parking Lot


Students who drive cars to school should park on the street.


Referral Steps following parent contact by phone or in person:


1st Offense: Campus Administrator or designee

1. Warn student; student must move vehicle at next break.

2nd Offense: Campus Administrator or designee

1. Assign Saturday School.

3rd Offense: Campus Administrator or designee

1. Vehicle will be towed

2. Assign home suspension (1-3 days)

Pepper Spray, OC Sprays (Oleoresin Capsicum), Other Chemical Incapacitators

Possession of pepper spray, OC spray, chemical incapacitators, or other personal protection disabling chemicals is prohibited on campus as dangerous objects of no particular use to pupils.  Use of a chemical incapacitator on campus or at a school event can be treated as a second offense.

Referral steps including parent contact by phone or in person:


1st Offense: Campus Administrator or designee

1. Confiscate the device.

2. Assign Saturday School.

3. Notify Compton Sheriffs Department as appropriate.

2nd Offense: Campus Administrator or designee

1. Confiscate the device.

2. Assign home suspension (3-5 days).

3. Pre-expulsion process if appropriate

4. Notify Compton Sheriffs Department as appropriate.

Profanity/Vulgarity

Profanity is considered any word or phrase that is generally offensive to individuals or groups of individuals.  Vulgarity is any action or gesture that is lewd or offensive.  Profanity and vulgarity are not tolerated at Lifeline Charter School.


Referral steps including parent contact by phone or in person:


1st Offense: Campus Administrator or designee

1. Assign home suspension (1-3 days). 

2nd Offense: Campus Administrator or designee

1. Assign home suspension (3-5 days).

2. Refer to Student Success Team.

3. Schedule expulsion hearing.

Radio/Tape Players

Radios, tape players, CD players, walkmans, and other electronic listening devices are prohibited on campus.

Referral steps following confiscation of device by teacher or campus representative and parent contact by phone or in person:

1st Offense: Campus Administrator or designee

1. Hold device until parents retrieves it.

2. Possible Saturday School

2nd Offense: Campus Administrator or designee

1. Confiscate device for remainder of the semester. 

2. Assign Saturday School.

Lifeline Charter School is in no way responsible for lost, confiscated or allegedly stolen items of personal property.

Theft


Theft is the act of stealing or attempting to steal school or private property.


Referral steps including parent contact by phone or in person:


1st Offense: Campus Administrator or designee

1. Contact Compton Sheriffs Department as appropriate.

2. Obtain restitution.

3. Saturday School/Suspension (1-5 days).

4. Possible pre-expulsion 

2nd Offense: Campus Administrator or designee

1. Contact Compton Sheriffs Department as appropriate.

2. Obtain restitution.

3. Assign home suspension (3-5 days).

4. Possible pre-expulsion

3rd Offense: Campus Administrator or designee

1. Contact Compton Sheriffs Department.

2. Obtain restitution.

3. Assign home suspension (5 days).

4. Prepare for expulsion hearing.

Lifeline Charter School is in no way responsible for lost, confiscated or allegedly stolen items of personal property.

Tobacco

No school shall permit smoking or the use of tobacco (or any product containing tobacco or nicotine) by students while they are on or near school grounds or attending a school-sponsored activity.

Referral steps including parent contact by phone or in person:

1st Offense: Campus Administrator or designee

1. Contact Compton Sheriffs Department as appropriate.

2. Assign Saturday School session or Tobacco Awareness workshop (failure to attend constitutes failure to serve Saturday School).

2nd Offense: Campus Administrator or designee

1. Assign home suspension (1-3) days.

2. Assign mandatory attendance at smoking cessation class (or comparable program).

3rd Offense: Campus Administrator or designee

1. Assign home suspension (3-5 days).

2. Refer to Student Success Team.

Vandalism

Every person who maliciously defaces, damages or destroys any real or personal property not his own…is guilty of vandalism (Penal Code 594 a).

Referral steps including parent contact by phone or in person:

1st Offense: Campus Administrator or designee

1. Contact Compton Sheriffs department as appropriate.

2. Obtain restitution.

3. Saturday School/Suspension (1-5 days).

4. Possible pre-expulsion


2nd Offense: Campus Administrator or designee

1. Contact Compton Sheriffs Department as appropriate.

2. Obtain restitution.

3. Assign home suspension (3-5 days).

4. Possible pre-expulsion


3rd Offense: Campus Administrator or designee

1. Contact Compton Sheriffs Department as appropriate.

2. Obtain restitution.

3. Assign home suspension (5 days).

Prepare for expulsion hearing

Weapons

No school shall permit any student to possess, sell, or otherwise furnish any firearm, knife, explosive or other dangerous object unless, in the case of possession of any such object, the pupil had obtained written permission to possess the item from a certificated school employee and concurred by the Campus Administrator or designee/designee. (EC48900, 48915)

Referral steps including parent contact by phone or in person:

1st Offense: Campus Administrator or designee

1. Determine circumstances/ confer with student(s).

2. Notify Compton Sheriffs Department.

3. Place on 5-day home suspension pending scheduled pre-expulsion hearing.

4. Schedule Expulsion Panel hearing.

Internet Use

All students and parents must sign an Internet User Agreement.  Students must abide by the terms of the agreement in its entirety.

Referral steps including parent contact by phone or in person:

1st Offense: Counselor 

1. Revoke internet privileges.

2. Possible removal from class

2nd Offense: Campus Administrator or designee.

1. Revoke internet privileges.

2. Assign home suspension (1-5 days).

3. Remove from class.

Infractions Enforced by Compton Police Department

In addition to the above information contained in the preceding pages in this handbook, consequences for the following infractions will be strictly enforced by the Compton Sheriffs Department.

Abuse of a Teacher or Child

a. A pupil shall not be suspended from school or recommended for expulsion unless the Campus Administrator determines that the pupil has done any of the following: caused, attempted to cause, or threatened to cause physical injury to another person.  (Education Code Section 48900)

b. Every parent or guardian, or other person who upbraids, insults or abuses any teacher of the public schools in the presence of a hearing pupil is guilty of a misdemeanor. (EC 44811)

c. Verbal abuse of a schoolteacher in the presence of other school personnel or pupils on the school premises or at any assigned school activity is a misdemeanor. (EC44812)

d. It is the duty of the school employee to report an attack, an assault, or a menace by a pupil to law enforcement authorities.  Failure to do so is a misdemeanor.  Any person discouraging such a result is guilty of a misdemeanor.  (EC 4401: Any person who urges a person so threatened not to report such an incident is guilty of a misdemeanor).

e. Designated school personnel are responsible for reporting cases of suspected child abuse to a child protective agency.  (Penal Code Section 11166)

f. Any person who annoys or molests a child under 18 is guilty of a misdemeanor. (PC 647a)

Gambling

Every person who deals, plays or carries on, opens or causes to be opened, or conducts either as owner or employee, whether for hire or not, any game of faro, monte, roulette, lansquenet, rouge et noire, rondo, tan, fan-tan, stud-horst poker, seven-and-a-half, twenty-one, hokey-pokey, or any banking or percentage game played with cards, dice or any device, for money, checks, credit, or other representative value, and every person who plays or bets against any of such prohibited games, is guilty of a misdemeanor and shall be punishable by a fine not less than one hundred dollars ($100) nor more than one thousand dollars ($1,000), or by imprisonment in the county jail not exceeding six months, or by both such fine and imprisonment. (PC 330)

Loitering

Loitering is defined as: to linger or idle about without an obvious school purpose.  Every person who loiters about any school is a vagrant and is a guilty of a misdemeanor. (PC 653g)

Malicious Mischief

A pupil who defaces, damages, or destroys any school property is liable to suspension or expulsion. 

(Title V, 305)

Malicious Mischief

Every person who sells, distributes, displays, or gives away any harmful matter, i.e. pornography, to a minor is guilty of a misdemeanor. (PC 313.1)

Vicious Habits

Children with filthy or vicious habits may be excluded.  (EC 48211) Indecent exposure in a willful and lewd manner constitutes a misdemeanor. (PC 314)

Guidelines for Corrective Measures

Assigning Detention

All teachers should use detention as a measure of discipline as needed in their classrooms.  You do not need permission to assign detention.

Procedures for After-School Detention:

1. An administrator will be assigned the responsibility to facilitate detention.

2. Each detention session will last one hour.

3. Detention cannot be assigned on the same day of an incident.  Parents must receive notice that their child will be staying after school to serve detention.

4. At the end of the school day, teachers should send a completed “Detention Assignment Form” (see “Forms” section) to the Campus Administrator to request that students serve detention.  It will be the responsibility of the Campus Administrator to ensure those parents are contacted. 

5. Teachers cannot assign detention to an entire class at one time.

6. If you desire that a student do a specific assignment during detention, inform the staff member who will be overseeing detention on that day.

What should students do during detention?

Here are your options:

· You may engage students in a discussion about their behavior.  Students should only talk to the teacher during detention – NO EXCEPTIONS!

· Students may perform campus clean-up duties.

· You may assign standards that address the student’s specific infraction.

· You may require that students sit quietly, in an upright position, hands folded, and feet flat on the floor.

· Students should not complete homework or make-up work during detention.  Remember, this is supposed to be an inconvenience for them, not an opportunity to have more free time when they get home.

*Any student who serves more than three detentions during a month requires a parent conference and will be suspended until the parent meets with the teacher and an administrator.

Student Rules for Detention

After school detention will be 1 hour in duration.  Detention is intended to serve as a disciplinary aid in improving students’ behavior and/or problems with attendance. Any student who has been assigned detention must return the signed disciplined letter to school by 8:00 am on the day following the day the infraction occurred.  Failure to do so will result in double detention.  If the letter is not returned to the school in two days, the student will be suspended until a parent reports for a conference.

Students assigned to detention must adhere to the following rules:

1. Attend detention on the assigned day.

2. Arrive to detention on time.  A late student will be considered a no-show, and an extra day of detention must be served.  2 no-shows = 1 day at home suspension.  A parent conference will be required for the student to return to school.

3. Follow all directions given by the detention facilitator.

4. No talking, standing up, or moving around without permission.

5. No passes will be given for the restroom or to get water.  Take care of all personal needs before detention begins.

6. Students will not be allowed to go to their lockers during detention.

7. Any student who creates a disturbance will be asked to leave.  In this case, the student will be required to serve an extra day of detention or suspended.

Saturday School Rules

Saturday School hours are 8:00 am until noon. Students assigned to Saturday school may be instructed to complete tasks in lieu of or in addition to class work.  These tasks may include campus cleanup/School Beautification.

All students assigned to Saturday School must adhere to the following rules (all Lifeline Charter School general rules and policies apply when Saturday School is in session):

1. Students will follow all instructions given by their Saturday School supervisor.

2. Students are expected to remain awake during the entire period.

3. Students are not allowed to talk, chew gum, eat, drink, or play games.

4. If a student fails to follow directions or disrupts the Saturday school in any manner, s/he will be dismissed with no credit for time served. 

Failure to serve Saturday School will result in suspension and expulsion.  In addition students will receive an absence on their report.

Suspension

When a student is on home suspension, they may not participate in any activity associated with Lifeline Charter School.  These activities include, but are not limited to:

· Sporting events (as an athlete or spectator)

· Dances (including proms)

· Field Trips

· Graduation

In addition, parents of students serving home suspension must meet with the Dean of Students prior to their children being allowed back to school.

Student Success Team (SST)

The Student Success Team is assembled to cooperatively resolve extreme situations (situations in which a student is being considered for expulsion or dismissal) and/or to determine appropriate consequences for students involved in those situations.  This team is comprised of:

· The Campus Administrator
· Two faculty members (neither of which was involved in the situation)
· 2 officials representing the PTA
The SST will hear from all involved in the situation before submitting their decision.  The recommendation is final.

*Parents are required to attend any hearing involving their student.
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Lifeline Education Charter School Employee Handbook

Introduction

This Handbook summarizes the Lifeline Education Charter School’s (hereinafter referred to as “School” or “Company”) personnel policies applicable to all employees.  Please review these policies carefully.  If you have any questions about the policies outlined in this Handbook, or if you have any other personnel related questions, whether related to policies specifically addressed in this Handbook, please consult your supervisor or the Director of Human Resources.    

This Handbook is intended only as a guide to the School’s personnel policies, outlining and highlighting those policies and practices.  It is not, therefore, intended to create any expectations of continued employment, or an employment contract, express or implied.  If you have received an employment contract, the provisions of the employment contract control over any conflicting provisions contained in this Handbook. This Handbook supersedes any previously issued handbooks, policies, benefit statements and/or memoranda, whether written or verbal, including those that are inconsistent with the policies described herein.  

The School reserves the right to alter, modify, amend, delete and/or supplement any employment policy or practice (including, but not limited to, areas involving hiring policies and procedures, general work place policies, hours of work, overtime and attendance, standards of conduct, employee benefits, employment evaluation and separation) with or without notice to you.  Only the Board of Directors may alter the at-will employment status of any of its employees.  
Once you have reviewed this Handbook, please sign the employee acknowledgement form and return to Human Resources Department.  This signed acknowledgement demonstrates to the School that you have read, understand and agree to comply with the policies outlined in the Handbook.

Hiring Policies and Procedures

At Will Employment

Unless you were provided a “Fixed Term Contract” of employment, your employment at the School is at-will. This means you or the School could choose to conclude the relationship with or without “cause,” i.e. with or with a reason, and with or without notice. Regardless of how you hold employment with the School, this Handbook does not in any way reflect a modification to the specific terms of your employment relationship, and this Handbook does not constitute a contract of employment, either express or implied, between you and the School.  Accordingly, unless otherwise identified in a specific employment agreement, either you or the School may terminate this relationship at any time, for any reason, with or without cause, and with or without notice.  If you are unsure of your employment status, please consult your supervisor or the Director of Human Resources. 
Nothing contained in this Handbook, the employment application, School memoranda or other materials provided to any employee in connection with his/her employment, other than a signed, approved employment contract, shall require the School to have “cause” or reason to terminate an employee or otherwise restrict the School’s right to terminate an employee at any time for any reason.  No School representative is authorized to modify this policy for any employee, unless in writing, signed and approved by the Board of Directors. 

Equal Employment Opportunity Policy

The School is an equal opportunity employer.  It is the policy of the School to afford equal employment and advancement opportunities to all qualified individuals without regard to race, creed, color, religion, national origin, ethnicity, ancestry, sex, sexual orientation, age, physical or mental disability, marital status, citizenship status, medical condition, or any other legally protected status.  This policy extends to all employees and to all aspects of the employment relationship, including the hiring of new employees and the training, transfer, promotion, compensation and benefits of existing employees.  Furthermore, the School prohibits all unlawful discrimination against any employee or applicant for employment in its programs or activities based on race, color, religion, sex, gender, ethnic group identification, age, national origin, ancestry, genetic characteristics, mental or physical disability, marital status, sexual orientation or other category protected by law.  

To comply with applicable laws ensuring equal employment opportunities to qualified individuals with a disability, the School will make reasonable accommodations for the known physical or mental limitations of an otherwise qualified individual with a disability who is an applicant or an employee unless undue hardship would result.  In order to perform the essential functions of the job, any applicant or employee requiring an accommodation should contact the Human Resources Department and request such an accommodation.

If you believe prohibited discrimination has occurred, please contact your direct supervisor or the Director of Human Resources immediately.  Reports will be investigated and appropriate corrective action will be taken.  

Immigration Compliance
The School does not discriminate against any individual because of his or her national origin, citizenship or intent to become a U.S. citizen in compliance with the Immigration Reform and Control Act of 1986.  It is, however, the policy of the School to only employ those individuals that are authorized to work in the United States.  In furtherance thereof, the School requires each prospective employee to provide documents verifying his or her identity and authorization to be legally employed in the United States.  The employee will also be required to sign a legal verification attesting to her/his authorization to be legally employed in the United States.  

Employee Classification

The School’s employees are classified in the following categories:  Executive/Administrative, Credentialed and Non-Credential. Credential and Non-Credentialed employees may be full-time or part-time or temporary.

Administrative / Executive:  Administrative and Executive employees are those employees with job assignments that require the use of specific administrative and/or execute skills, including the exercise of discretion, the supervision of others, the development and implementation of School or department policies and procedures.  Administrative employees are compensated on a salary basis.

Certificated:


Certificated employees are those individuals who hold a teaching position for which a valid California Teacher’s credential is required. Credentialed employees are paid on a salary basis. 

Full Time Certificated: 

Full time certificated employees work at least 30 hours per week. 

Part Time Certificated:  

Part time certificated employees work 29 hours per week or less. 

Non-Certificated, Hourly:  

Hourly employees are those employees who do not regularly supervise the work or two or more persons, who do not routinely exercise significant discretion and who job assignments are paid on an hourly basis. Persons holding these positions are eligible for overtime pay for hours worked in excess of eight (8) hours in any work day or more than forty (40) hours in any work week.  Hourly employees may be full or part time.

Full Time Hourly:  

Full time employees are those employees who are scheduled to work at least 30 hours in a week.

Part Time Hourly:  

Part time employees are those employees who are regularly scheduled to work less than 30 hours in a week.

Non-Certificated, Salaried:
Salaried, non-certificated employees are paid a monthly salary, regularly supervise two or more persons, and/or have specialized training, utilize special skills and exercise independent judgment or have a confidential administrative relationship to the School.

Temporary:  Temporary employees are those employees who are hired for a limited time period, or for a specific project and who do not have a written Fixed Term Contract of employment. A temporary employee may be a certificated, non-certificated or administrative employee.
Part time and temporary employees are not entitled to benefits provided by the School.  Independent contractors, consultants and leased employees (i.e., those working for an employment agency) are not employees of the School and are not eligible for benefits provided by the School.  If you have any questions about your classification, please consult with your supervisor or the Human Resources Department.   

Introductory Period
The first 90 days of employment for every new employee, irrespective of classification, is considered an introductory period.  During this introductory period, employees will not be eligible for or accrue any benefits.  This period is intended to serve as a time for you and the School to determine whether further employment with the School is desired.  The School may, in its discretion, evaluate your performance, either formally or informally, at the end of this introductory period.  In its sole and complete discretion, the School may extend the duration of the introductory period.  The introductory period does not change the at-will status of the School’s employees.

Relationships Between Employees
While the School’s policies do not permit discrimination based on an individual’s marital status, the individual’s relations to another School employee or his or her lawful off duty conduct, some situations can create conflicts of interest requiring the School to take the employee’s relationship with another employee into account.  

An employee should not be in a supervisory role with another employee who is a relative (i.e., sibling, parent, spouse, domestic partner, etc.).  Supervisors should avoid situations that result in actual or perceived conflicts of interest with supervised employees and situations of favoritism.  

A supervisor should avoid forming special social relationships or dating employees under his or her direct supervision, or with other employees that would create actual or perceived conflicts of interest and situations of favoritism.  If such relationship arises, both employees should notify the School so that appropriate measures can be taken to prevent conflicts of interest or favoritism.  

The School reserves the right to take appropriate action if employee relationships interfere with the safety, morale or security of the School, or if the relationships create an actual or perceived conflict of interest of favoritism.

Certification and Licensure of Instructional Staff
All Lifeline Education Charter School teachers are required to hold a current California Commission on Teacher Credentialing certificate or permit equivalent to that which a teacher in other public schools would be required to hold and may be required to meet certain federal requirements related to subject-matter expertise. All teachers are required to be NCLB compliant.  It is the responsibility of all instructional staff to provide and maintain such certificate, permit or other documentation to the Human Resources Department. If an instructional staff employee believes that he or she is assigned to teach in a subject in which he or she does not have subject matter competence, the employee should immediately report the same to Human Resources Department.  

Tuberculosis Testing
No person shall be employed by the School unless the employee has submitted proof of an examination showing that the employee is free of active tuberculosis.  Employees transferring from other public or private schools within the State of California must either provide proof of an examination within the previous 60 days or a certification showing that he or she was examined within the past four years and was found to be free of communicable tuberculosis.    

The tuberculosis test shall consist of an approved intradermal tuberculin test, which if positive shall be followed by an X-ray of the lungs.  

All employees shall be required to undergo the foregoing examination at least once every four (4) years.  After such examination, each employee shall cause to be on file with the School a certificate from the examining physician showing the employee was examined and found free from active tuberculosis.  

The examination for applicants for employment is a condition of initial employment.  Therefore, the expense incident thereto shall be borne by the applicant.  The cost of the examination required of existing employees shall be a reimbursable expense.  Employees should follow the School’s reimbursement procedures.  

The County Health Department may provide skin testing to employees at regular intervals at no cost to the employee.  The availability of this testing may be announced by the School.  
Criminal Background Checks
As a condition of employment, the School requires all applicants for employment to do electronic fingerprinting by means of Live Scan Service.  The electronic submission is forwarded directly to the Department of Justice for the purpose of obtaining criminal record summary information from the Department of Justice and Federal Bureau of Investigation.  The School will not employ a person who has been convicted of a violent or serious felony or a person who would be prohibited from employment by a public school district because of his or her conviction for any crime, unless an applicable exception applies.  The School will not employ any applicant until the Department of Justice completes its check of the state criminal history file as provided by law.  The School shall also request subsequent arrest notification from the Department of Justice and take all necessary action based upon such further notification.
General Workplace Policies

Prohibition of Harassment and Protection Against Retaliation
Policy

The School is committed to providing a workplace and educational environment free of sexual harassment, as well as harassment based on such factors as race, religion, creed, color, ethnicity, national origin, ancestry, age, medical condition, marital status, sex, sexual orientation, citizenship status, disability or any other category protected by law.  The School will not condone or tolerate harassment of any type by any employee, whether supervisory or co-employee, against an employee, third party vendor or student.  The School also does not condone or tolerate harassment of its employees by any third parties or students.  The School will promptly and thoroughly investigate any complaint of harassment and take appropriate corrective action, if warranted.

The School will take all reasonable steps to prevent discrimination and unlawful harassment from occurring.  Sexual or other unlawful harassment in employment violates the School’s policy and is prohibited under Title VII of the Civil Rights Act (42 U.S.C. sections 2000e, et seq.) and the California Fair Employment and Housing Act (Govt. Code sections 12940, et seq.).  

Definition of Harassment

Harassment includes verbal, physical or visual conduct that creates an intimidating, offensive or hostile working or educational environment or that unreasonably interferes with job performance.  Verbal harassment includes, but is not limited to, epithets, derogatory comments or slurs based on a protected category.  Physical harassment includes, but is not limited to, assault, impeding or blocking movement or any physical interference with normal work or movement, when directed at a legally protected individual.  Visual harassment includes, but is not limited to, derogatory posters, cartoons or drawings on a basis protected by law.  

Definition of Sexual Harassment

Federal law defines sexual harassment as unwelcome sexual conduct that is a term or condition of employment.  The Equal Employment Opportunity Commission's Guidelines define two types of sexual harassment: "quid pro quo" and "hostile environment."  "Unwelcome" sexual conduct constitutes sexual harassment when "submission to such conduct is made either explicitly or implicitly a term or condition of an individual's employment,"  "Quid pro quo harassment" occurs when "submission to or rejection of such conduct by an individual is used as the basis for employment decisions affecting such individual."  A “hostile environment” claim for harassment occurs when discrimination based on sex has created a hostile or abusive work environment.  

California law defines unlawful sexual harassment in largely the same ways.  Sexual harassment occurs where a term of employment (i.e., compensation or in terms, conditions or privileges of employment), academic status or progress (i.e., a student’s grades or promotion to the next grade) is explicitly or implicitly conditioned upon submission to unwelcome sexual advances, as more fully described below.  Sexual harassment also occurs where the submission to, or rejection of, the conduct by the individual is used as the basis of academic or employment decisions affecting the individual.  Additionally, sexual harassment occurs where harassment (unwanted sexual advances, visual, verbal or physical conduct of a sexual nature) is sufficiently severe, persistent, pervasive or objectively offensive so as to alter the conditions of employment and create an abusive or hostile educational or working environment or to limit the individual’s ability to participate in or benefit from an education program or activity. Sexual harassment occurs where the conduct has the purpose or effect of having a negative impact on the individual’s academic performance, work or progress or has the purpose or effect of creating an intimidating, hostile, or offensive educational or working environment.  Finally, sexual harassment occurs where submission to, or rejection of, the conduct by the individual is used as the basis for any decision affecting the individual regarding benefits and services, honors, programs or activities available at or through the School.  

The educational environment includes, but is not limited to, the School’s campus or grounds, the properties controlled or owned by the School and off-campus, if such activity is School sponsored or is conducted by organizations sponsored by or under the jurisdiction of the School.  
The following are examples of offensive behavior:

· Unwanted sexual advances, flirtations, touching or requests for sexual favors;

· Verbal abuse of a sexual nature;

· Graphic or suggestive comments about dress or body and the sexual uses to which it could be put;

· Unwarranted graphic discussion of sexual acts.

· Sexually degrading words;

· Suggestive or obscene letters, notes or invitations; 

· Verbal harassment including, but not limited to, unwelcome epithets, jokes, derogatory comments, or slurs of a sexual nature, or sexually degrading words used to describe a person;  
· Physical harassment including, but not limited to, assault, impeding or blocking movement or any physical interference with normal work or school activities or movement, when done because of your sex;  

· Visual harassment including, but not limited to, leering, making sexual or obscene gestures, displaying sexually explicit or derogatory posters, cartoons or drawings, or computer-generated images of a sexual nature; 
· Making or threatening retaliatory action after receiving a negative response to sexual advances.

What to do if Sexual and Other Unlawful Harassment Occurs

Internal Procedures:

Each supervisor has the responsibility to maintain a work place and educational environment free from any form of sexual or other unlawful harassment.  Consequently, should your supervisor or the Director of Human Resources become aware of any conduct that may constitute sexual harassment or other prohibited behavior, immediate action will be taken to address and remediate such conduct. 

Any employee who has experienced or is aware of a situation that is believed to be sexually or otherwise unlawfully harassing has a responsibility to report the situation immediately to your supervisor.  If the employee is not comfortable contacting the supervisor or if that individual is not available, the employee should contact the Director of Human Resources; 1826 Orange Tree Lane, Redlands, CA 92374; 909-307-6312, ext. 222.  A Harassment Complaint Form may be obtained from the Human Resources Department.  The Director of Human Resources will conduct a prompt investigation and take appropriate corrective action where warranted.  Complaints will be handled as discreetly as possible, consistent with the need to investigate effectively and promptly resolve the matter.  Complaints relating to discrimination other than employment discrimination must be filed within six months of the alleged discrimination or when the complainant first obtained knowledge of the alleged discrimination, unless an extension has been obtained by the Superintendent of Public Instruction of the State of California.  

If the employee is not satisfied with the outcome of the investigation, the employee, in writing, should bring the matter to the attention of the Director.  If the complaint alleges wrongdoing other than employment discrimination, the Director of Human Resources will conduct a prompt investigation where the complainant, his/her representative or both, and representatives of the School, may present information relevant to the complaint, and the complainant and School representatives shall have an opportunity to meet to discuss the complaint or to question each other and each other’s witnesses.  The Director shall prepare a written decision, which decision shall contain the findings and disposition of the complaint, including corrective actions if any, the rationale for such disposition, notice of the complainant’s right to appeal the decision to the Department of Education, and the procedures to be followed for initiating an appeal to the Department.  Within 60 days of receipt of the complaint, the Director will send a copy of the written decision to the complainant.  Complaints will be handled as discreetly as possible, consistent with the need to investigate effectively and promptly resolve the matter.  The Director of Human Resources will be knowledgeable of the laws/programs that he/she is assigned to investigate.    If the complaint alleges employment discrimination, the School will send it to the Department of Fair Employment and Housing (the “Department”) for investigation as required by law.  
Any employee found to have participated in improper harassment will be subject to disciplinary action, up to and including possible dismissal.  

External Procedures:  Filing a Complaint with the Department.  

Employees or job applicants who believe that they have experienced unlawful employment discrimination may file a complaint directly with the Department.  The Department serves as a neutral fact-finder and attempts to help the parties voluntarily resolve disputes.  If the Department finds sufficient evidence to establish discrimination occurred and settlement efforts fail, the Department may file a formal accusation.  The accusation will lead to either a public hearing before the Fair Employment and Housing Commission (the “Commission”) or a lawsuit filed by the Department on behalf of the complaining party.

If the Commission finds that discrimination has occurred, it can order remedies including:  fines or damages for emotional distress from each employer or person found to have violated the law; hiring or reinstatement; back pay or promotion; changes in the policies or practices of the involved employer.  

Employees can also pursue the matter through a private lawsuit in civil court after a complaint has been filed with the Department and a Right to Sue Notice has been issued.  For more information, contact the Department and Commission toll free at (800) 884-1684, in the Sacramento area and out of state at (916) 227-0551 or visit its website at www.dfeh.ca.gov.  To contact the nearest field office of the Equal Employment Opportunity Commission (“EEOC”), call 1-800-669-4000.  You should be aware that state and federal law provide time limits within which complaints must be filed.  Contact the relevant agency to determine the applicable time limit. 

Retaliation Policy

It is in violation of the School’s policy for the School or any employee to demote, suspend, reduce, fail to hire or consider for hire, fail to give equal consideration in making employment decisions, fail to treat impartially in the context of any recommendations for subsequent employment that the School may make, adversely affect working conditions or otherwise deny any employment benefit to an individual because that individual has opposed practices prohibited by law or has filed a complaint, testified, assisted or participated in any manner in an investigation, proceeding or hearing conducted by the Commission or Department or their staff.  Any employee retaliating against another employee, applicant or student will be disciplined, up to and including termination.
Examples of protected activities under the School’s retaliation policy include seeking advice from the Department or Commission; filing a complaint with the Department or Commission, irrespective of whether the complaint is actually sustained; opposing employment practices the employee reasonably believes to exist and believes to be a violation of the law; participating in an activity that is perceived by the School as opposition to discrimination, whether or not so intended by the employee expressing the opposition; participating in the proceeding of a local human rights or civil rights agency on a legal basis.  
Nothing in this policy shall be construed to prevent the School from enforcing reasonable disciplinary policies and practices, nor from demonstrating that the actions of an applicant or employee were either disruptive or otherwise detrimental to legitimate business interests so as to justify the denial of an employment benefit.  
Workplace Violence
The School takes the safety and security of its employees seriously.  The School does not tolerate acts or threats of physical violence, including but not limited to intimidation, harassment and/or coercion, that involve or affect the School or that occur, or are likely to occur, on School property.  You should report any act or threat of violence immediately to the Director of Human Resources.
Open Door Policy
The School wishes to provide the most positive and productive work environment possible.  To that end, it has an open door policy where it welcomes your questions, suggestions or complaints relating to your job, conditions of employment, the School or the treatment you are receiving.  Other than in situations involving harassment (as outlined and described above), please contact your supervisor with your questions or concerns.  If the situation is not resolved to your satisfaction, please contact the Human Resources Director, preferably in writing, who will further investigate the issue.

Drug Free Workplace
It is the School’s policy to maintain a drug and alcohol-free workplace.  No employee may use, possess, offer for sale or be under the influence of any illegal drugs or alcohol during working hours, including lunch and break periods, in the presence of pupils or on School property at any time.  

Engaging in any of the activities above shall be considered a violation of School policy and the violator will be subject to discipline, up to and including termination.  The School complies with all federal and state laws and regulations regarding drug use while on the job.  

Smoking
All School buildings and facilities are non-smoking facilities.

Health, Safety and Security Policies

The School is committed to providing and maintaining a healthy and safe work environment for all employees.  Accordingly, the School has instituted an Injury and Illness Prevention Program designed to protect the health and safety of all personnel.  Every employee will receive a copy of the Injury and Illness Prevention Program, which is kept by the Human Resource Department and is available for your review.

You are required to know and comply with the School’s general safety rules and to follow safe and healthy work practices at all times.  You are required to immediately report to your supervisor any potential health or safety hazards and all injuries or accidents.

In compliance with Proposition 65, the School will inform all employees of any known exposure to a chemical known to cause cancer or reproductive toxicity.  

The School has also developed guidelines to help maintain a secure workplace.  Be aware of unknown persons loitering in parking areas, walkways, entrances, exits and service areas.  Report any suspicious persons or activities to security personnel or to your supervisor.  Secure your desk or office at the end of the day.  When called away from your work area for an extended length of time, do not leave valuable or personal articles around your workstation that may be accessible.  You should immediately notify your supervisor when keys are missing or if security access codes, identification materials, or passes have been breached.  The security of the facilities, as well as the welfare of our employees, depends upon the alertness and sensitivity of every individual.  

Company Property Inspections
The School is committed to providing a work environment that is safe and free of illegal drugs, alcohol, firearms, explosives and other improper materials.  Additionally, the School provides property and facilities to its employees to carry out business on behalf of the School.  Accordingly, employees do not have a reasonable expectation of privacy when using any School property or facilities.  In accordance with these policies, all School facilities and property, including all items contained therein, may be inspected by the School at any time, with or without prior notice to the employee.  School property includes all desks, storage areas, work stations, lockers, file cabinets, computers, telephone systems, email systems and other storage devices.   

The School also reserves the right to inspect any vehicle, its trunk, glove compartment or any container therein that is parked on the School property or premises.  The School reserves the right to deny entry to any person who refuses to cooperate with any inspections by the School.  Any employee who fails to cooperate with inspections may be subject to disciplinary action, up to and including dismissal.

Soliciting/Conducting Personal Business While on Duty
Employees are not permitted to conduct personal business or solicit personal business for any cause or organization while on-duty, or when the employee being solicited is supposed to be working.  This prohibition includes distributing literature and other material.  Distribution of materials is also against the School’s policy if it interferes with access to facility premises, if it results in litter or is conducted in areas where other employees are working.  Solicitation during non-work time, e.g., paid breaks, lunch periods or other such non-work periods, is permissible.  Entry on the School premises by non-employees is not permitted, unless related to official School business.  Solicitation or distribution of written materials by non-employees is strictly prohibited.

Use of Company Communication Equipment and Technology
All School owned communications equipment and technology, including computers, electronic mail systems, voicemail systems, internet access, software, telephone systems, document transmission systems and handheld data processing systems remain the property of the School and are provided to the employee to carry out business on behalf of the School, unless previously authorized for non-business use.  Employees have no expectation of privacy in any communications made using School owned equipment and technology.  Communications (including any attached message or data) made using School owned communications equipment and technology are subject to review, inspection and monitoring by the School.
Additionally, the School uses technology protection measures that protect against Internet access (by both minors and adults) to visual depictions that are obscene, child pornography and/or with respect to use by minors, images harmful to minors.  These measures may include, but are not limited to, installing a blocking system to block specific internet sites, setting Internet browsers to block access to adult sites, using a filtering system that will filter all Internet traffic and report potential instances of misuse and using a spam filter.
Passwords used in connection with the School’s communications equipment and technology are intended to restrict unauthorized use only, not to restrict access of authorized School employees.  Therefore, employees are required to provide to the information technology manager all passwords used in connection with the School’s communications equipment and technology any time the employee’s passwords are created or change.  In addition, employees are required to safeguard their passwords to limit unauthorized use of computers by minors in accordance with the Student Internet Use Policy and Agreement.  Employees that do not safeguard their passwords from unauthorized student use, or that allow a student to access computers in violation of the Student Internet Use Policy and Agreement, will be subject to discipline, up to and including termination.
Internet use, unless previously authorized, is for business purposes only.  All employees using the internet through the School’s communications equipment and technology must respect all copyright laws.  Employees are not permitted to copy, retrieve, modify or forward copyrighted materials unless authorized by law or with express written permission of the owner of the copyright.  Employees are not permitted to use the School’s communications equipment and technology to view visual images that are obscene, child pornography and/or images harmful to minors.
The e-mail system and internet access is not to be used in any way that may be disruptive, harassing or offensive to others, illegal or harmful to morale.  For example, sexually explicit images, ethnic slurs, racial epithets or anything else that may be construed as harassment or disparagement of others based on their race, national origin, gender, sexual orientation, age, religious beliefs or political beliefs may not be displayed or transmitted.  The e-mail system and internet access is not to be used in any manner that is against the policies of the School, contrary to the best interest of the School or for personal gain or profit of the employee against the interests of the School.  Employees must not use the School’s communications equipment and technology for the unauthorized disclosure, use and dissemination of personal information regarding students.
Employees should not attempt to gain access to another employee’s email files or voicemail messages without the latter’s express permission.  Each employee is responsible for the content of the messages sent our using his/her School issued equipment.  It is strictly prohibited to use another employee’s computer to send messages to create the appearance that they are from that employee, unless that employee expressly authorizes such use.

Participation in Recreational or Social Activities

Employees may participate in activities sponsored by or supported by the School.  Participation in such activities is strictly voluntary.  As such, employees have no obligation to participate in recreational or social activities and no employee has work-related duties requiring such participation.  An employee’s participation in social and recreational activities is at the employee’s own risk and the School disclaims any and all liability arising out of the employee’s participation in these activities.

Personnel Files and Record Keeping Protocols
At the time of your employment, a personnel file is established for you.  Please keep the Human Resources Department advised of changes that should be reflected in your personnel file.  Such changes include:  change in name, address, telephone number, marital status, number of dependents and person(s) to notify in case of emergency.  Prompt notification of these changes is essential and will enable the School to contact you should the change affect your other records. 

You have the right to inspect certain documents in your personnel file, as provided by law, in the presence of a School representative, at a mutually convenient time.  No copies of documents in your file may be made with the exception of documents you have previously signed.  You may add your comments to any disputed item in the file.  A request for information contained in the personnel file must be directed to the Human Resources Department.  

The School will restrict disclosure of your personnel file to authorized individuals within the School.  Only the Director of Human Resources is authorized to release information about current or former employees.  The School will cooperate with requests from authorized law enforcement or local, state or federal agencies conducting official investigations or as otherwise legally required.  
Hours of Work, Overtime and Attendance

Work Hours and Schedules
The School’s normal working hours are from 7 a.m. – 3:30 p.m., Monday through Friday.  The work schedule for full-time, non-certificated employees is normally 40 hours per week.  Your supervisor will assign your work schedule.
Teachers must be at school from 7:30 am until 3:30 pm each school day.  It is mandatory that teachers sign in when arriving to school and out when leaving campus (including lunch breaks).  Failure to sign in and out may result in discrepancies in pay.  This will be strictly enforced.  

Teachers are allowed ten sick days and two personal days during the school year.  For these ten days, teachers will be compensated their usual salary.  Any absences that exceed those ten days will result in loss of pay equivalent to one day’s salary for each day.

*First year teachers are not allowed any personal or sick days during the first 60 days of employment.  Any days missed in that 60 day period will be without pay.  After this probationary period, they will be allowed the same ten sick and two personal days as the other teachers. 

Each teacher will receive a 30-minute lunch break every day.
Tardiness: If you will be tardy to school on any given workday, please notify the Office Manager at least one hour before school begins.  If you are tardy more than five times in one semester, you will be written up.  If you are tardy more than eight times, you must attend a meeting with the superintendent.  If you are tardy more than thirteen times in one semester, disciplinary action (including possible termination) will be taken.

Absences:  Please notify the administration in writing 48 hours in advance if you need to request a day off.   If you will be unexpectedly absent on any given workday, please notify the Office Manager by 6:30 am on the day of your absence.  If your absence will continue for more than one day, please notify the Campus Administrator or his designee before the end of the first day of your absence.  Excessive unexcused absences could lead to disciplinary actions and loss of pay.

Overtime
The School follows all federal and state laws regarding the payment of overtime wages by compensating all hourly, non-certificated employees for overtime hours worked.  For purposes of overtime calculations for non-certificated employees, the School’s workweek begins on Monday and ends the following Sunday.  The workday begins at midnight and ends the following day at 11:59 p.m.  You will be informed when you are required to work overtime hours.  All overtime hours worked must be preauthorized in writing by your supervisor.
Only those hours that are actually worked are counted to determine an employee’s overtime pay.  Compensated holidays, for example, are not hours worked and are therefore not counted in overtime calculations.  

Make Up Time
You may request in writing that you be able to make up work time that is or would be lost as a result of a personal obligation.  The hours of that make up work may only be performed in the same workweek in which the work time was lost and must not exceed 11 hours of work in one day or 40 hours of work in one week.  You shall provide a signed written request for each occasion that you make a request to make up work time and authorization is at the option of the School.  

Make up time is not encouraged.

Work Breaks
All employees are allowed one 30 minute (or 60 minute) unpaid meal break each work day where the employee works more than six (6) hours in one day.  Employees are not allowed to work more than five (5) hours in one period without taking a meal break, unless the employee does not work more than six (6) hours in one day.   

Employees must take two ten-minute paid break periods for each full workday, as close as practicable to the mid-point of any continuous four (4) hour work period.   Employees should contact their supervisor to schedule their meal and break periods.

Pay Days
Paydays are scheduled on the 10th and 25th of the month for non-certificated, hourly employees and the 25th of the month for all other employees.  Each paycheck will include earnings for all reported work performed through the end of the payroll period.  In the event that a regularly scheduled payday falls on a weekend or holiday, employees will receive their pay on the previous day of work before the day(s) off.  

You should promptly notify the payroll department if you have a question regarding the calculations of your paycheck; any corrections will be noted and will appear on the following payroll.

Direct Deposit

Lifeline Education Charter School offers automatic direct payroll deposit for all employees. You may begin and stop direct deposit at any time.  To begin direct deposit, you must complete a form (available from the payroll department) and return it to payroll at least 10 days before the pay period for which you would like the service to begin.  You should carefully monitor your payroll deposit statements for the first two pay periods after the service begins.

To stop direct deposit, complete the form available from the payroll department and return it to payroll at least 10 days before the pay period for which you would like the service to end.  You should receive a regular payroll check on the first pay period after the receipt of the form, provided it is received no later than 10 days before the end of the pay period.
Payroll Withholdings

The School is required by law to withhold Federal Income Tax, State Income Tax, Social Security (FICA) and State Disability Insurance from each employee’s pay as follows:

Federal Income Tax Withholding:  The amount varies with the number of exemptions the employee claims and the gross pay amount.

State Income Tax Withholding:  The amount varies with the number of exemptions the employee claims and the gross pay amount.
Social Security (FICA) [CalPERS employees only]:  The Federal Insurance Contribution Act requires that a certain percentage of employee earnings be deducted and forwarded to the federal government, together with an equal amount contributed by the School.

State Disability Insurance (SDI):  This state fund is used to provide benefits to those out of work because of illness or disability.

The School is a participant in the California State Teachers’ Retirement System (CalSTRS) and the California Public Employees’ Retirement System (CalPERS); therefore, employee membership in these programs is mandatory for those who qualify. 
California State Teachers’ Retirement System (CalSTRS): If you are employed to perform creditable service on a full-time basis or more than 50% of the time, you will become a CalSTRS DB Program member on the first day of employment.  Membership is mandatory to those who qualify. Income to CalSTRS is derived from certificated member contributions, employing school contributions, and other investment earnings. 

California Public Employees’ Retirement System (CalPERS):  Classified (usually non-teacher) employees with an appointment of half time or more and an appointment longer than six months will be enrolled automatically by the payroll office in the California Public Employees' Retirement System. Membership in this system involves both the employee and school contributions. Membership is mandatory. CalPERS provides a variety of retirement and health benefit programs and services to classified employees.

Every deduction from your paycheck is explained on your check voucher.  If you do not understand the deductions, ask the payroll department to explain them to you.

You may change the number of withholding allowances you wish to claim for Federal Income Tax purposes at any time by filling out a new W-4 form and submitting it to the payroll department.  The School’s business office maintains a supply of these forms or you may download the form from the internet. 

All Federal, State and Social Security taxes will be automatically deducted from paychecks.  The Federal Withholding Tax deduction is determined by the employee’s W-4 form, which should be completed upon hire.  It is the employee’s responsibility to report any changes in filing status to the payroll department.  It is also the employee’s responsibility to fill out a new W-4 form if his/her filing status changes.

At the end of the calendar year, a “withholding statement” (W-2) will be prepared and forwarded to each employee for use in connection with preparation of income tax returns.  The W-2 shows Social Security information, taxes withheld and total wages.

The School offers programs and benefits beyond those required by law.  Employees who wish to participate in these programs may voluntarily authorize deductions form their paychecks. Contact the Benefits Administrator to find out other programs that are available. 
Attendance Policy
Employees are expected to adhere to regular attendance and to be punctual.  If you find it necessary to be absent or late, you are expected to arrange it in advance with your supervisor. If it is not possible to arrange your absence or tardiness in advance, you must notify your supervisor no later that one -half hour before the start of your workday.  If you are absent from work longer than one day, you are expected to keep your supervisor sufficiently informed of your situation.  

Excessive absenteeism and tardiness will not be tolerated and will lead to disciplinary action, up to and including termination.  An absence or tardiness without notification to your supervisor will lead to disciplinary action, up to and including termination.

If you fail to come to work for three consecutive work days without authorization, the School will presume that you have voluntarily terminated your position with the School at the close of business of the third missed day.  

Time Records
Non-Certificated, hourly employees must accurately keep time records reflecting all regular hours and overtime hours worked and meal periods taken.  Time records must be signed by employees, verifying and attesting to the truth of the information contained therein.  All absences, tardies and overtime must be accurately reflected on the time record.

Mandatory Training and Meetings 
The School will pay non-certificated employees for attendance at mandatory trainings, lectures and meetings outside of regular working hours only in the following circumstances:

1.
Your present working conditions or your continuation of employment is not adversely affected by nonattendance;

2.
The course, meeting or lecture is not directly related to your job, meaning it is not designed to make you handle your job more effectively (as distinguished from training you for another job or to a new or additional skill); or 

3.
You do not perform any productive work during such attendance.

Standards of Conduct

Personal Appearance
Employees are expected to wear clothes that are neat, clean and professional while on duty.  Employees are expected to appear well groomed and appear within professionally accepted standards suitable for the employee’s position, and must at all time wear shoes.  The Human Resources Office will inform you of any specific dress requirements for your position.  
Teachers at Lifeline Education Charter School will abide by the following schedule when dressing for work or work-related events:

· Mondays and Wednesdays: School Uniforms (see below)

· Tuesdays and Thursdays:  Professional Attire (refer to the employee handbook for guidelines)

· Fridays: “Free Dress”

Teachers are expected to be neat and well groomed at all times, as to be examples for students.  The uniform consists of:

· Standard Lifeline Education Charter School shirts ( 2 provided; teachers may purchase additional shirts)

· Black, ash grey, or khaki pants (women may also wear black, ash grey or khaki skirts that are as long as the tip of the middle finger when arms are extended at the side) 

· Pantyhose must be worn with skirts

· Fully enclosed casual or dress shoes (tennis shoes, platform shoes over 3 inches, slippers, beach style thong shoes and metal reinforced footwear are not permitted)

“Free Dress” Guidelines and Restrictions:

· Shorts that extend to the knee or below may be worn.  

· Women may wear loose-fitting capri pants.

· No sleeveless shirts of any kind may be worn to school.  This includes tank tops, “spaghetti straps” and halter shirts.

· Loose fitting athletic jogging suits are permitted.

· Tennis shoes and sandals (excluding thong styles) may be worn.

Please refer to the employee handbook for extensive guidelines

Prohibited Conduct
The School expects that all employees will conduct themselves in a professional and courteous manner while on duty.  Employees engaging in misconduct will be subject to disciplinary action up to and including termination of employment.  The following is a list of conduct that is prohibited by the School.  This list is not exhaustive and is intended only to provide you with examples of the type of conduct that will not be tolerated by the School.  The specification of this list of conduct in no way alters the “at-will” or “fixed term” employment relationship the employee has with the School.

· Unexcused absence and/or lack of punctuality

· Release of confidential information without authorization

· Possession of or reporting to work while under the influence of alcohol or illegal drugs and controlled substances

· Theft or embezzlement

· Willful destruction of property

· Conviction of a felony or conviction of a misdemeanor making the employee unfit for the position

· Falsification, fraud or omission of pertinent information when applying for a position

· Any willful act that endangers the safety, health or wellbeing of another individual

· Horseplay 

· Any act of sufficient magnitude to cause disruption of work or gross discredit to the school

· Misuse of School property or funds

· Possession of firearms, or any other dangerous weapon, while acting within the course of School or your employment with the School

· Acts of discrimination or illegal harassment based on gender, ethnicity or any other basis protected by state or federal law

· Failure to comply with the School’s safety procedures

· Insubordination

· Failure to follow any known policy or procedure of the School or gross negligence that results in a loss to the School

· Violations of federal, state or local laws affecting the organization or your employment with the organization

· Unacceptable job performance

· Dishonesty

· Failure to keep a required license, certification or permit current and in good standing

· Recording the work time of any other employee, or allowing any other employee to record time on your time record or falsifying any time record

· Unreported absence of any three consecutively scheduled workdays

· Unauthorized use of School equipment, materials, time or property

· Working unauthorized overtime or refusing to work assigned overtime

· Abuse of sick leave

· Sleeping or malingering on the job
· Creating, participating in, or perpetuating a hostile work environment

· Jeopardizing or participating in conduct that jeopardizes the safety of staff, parents or students.

· Failure to report conduct of others that jeopardizes or threatens to jeopardize the safety of staff, parents or students or the failure to report incidents of theft, fraud, embezzlement of School property or resources.

Confidential Information 
All information relating to students, including schools attended, addresses, contact numbers and progress information is confidential in nature, and may not be shared with or distributed to unauthorized parties.  All records concerning special education pupils shall be kept strictly confidential and maintained in separate files.

Conflict of Interest
All employees must avoid situations involving actual or potential conflict of interest.  An employee involved in any relationships or situations that he or she believes may constitute a conflict of interest, should immediately and fully disclose the relevant circumstances to his or her immediate supervisor, or any other appropriate supervisor, for a determination about whether a potential or actual conflict exists.  If an actual or potential conflict is determined, the School may take whatever corrective action appears appropriate according to the circumstances.  Failure to disclose facts related to a potential or actual conflict of interest shall constitute grounds for disciplinary action.  

Child Neglect and Abuse Reporting
Any employee who knows or reasonably suspects a child has been the victim of child abuse shall report the instance to Child Protective Services or to or the county welfare office.  Child abuse is broadly defined as “a physical injury that is inflicted by other than accidental means on a child by another person.”  School employees are required to report instances of child abuse when the employee has a “reasonable suspicion” that child abuse or neglect has occurred.  Reasonable suspicion arises when the facts surrounding the incident or suspicion could cause a reasonable person in a like position to suspect child abuse or neglect.  

Child abuse should be reported immediately by phone to Child Protective Services.  The phone call is to be followed by a written report prepared by the employee within thirty-six (36) hours.  There is no duty for the reporter to contact the child’s parents.    

Reporting the information regarding a case of possible child abuse or neglect to your supervisor, the School principal, a School counselor, coworker or other person shall not be a substitute for making a mandated report to Child Protective Services.
Outside Employment
Employees are required to inform the School, and receive approval, before accepting any employment or consulting relationship with another person or entity while employed by the School.  While the School does not uniformly prohibit outside employment, employees will not be permitted to accept outside work that is competitive with the School, that creates a conflict of interest or that interferes with the employee’s work for the School. The School will hold all employees to the same standards of performance and scheduling demands and will not make any exceptions for employees who also hold outside jobs.

Expense Reimbursements
The School will reimburse employees for certain reasonably necessary expenses incurred in the furtherance of School business.  In order to be eligible for reimbursement, employees must follow the protocol set forth in the School’s policy regarding expenditures, a copy of which may be obtained from the business services department.  In general, all expenses must have been previously approved in writing by your supervisor.  All reimbursement forms signed by the employee and supervisor must be complete and submitted to the business services department.  
Faculty Cooperation

All faculty and staff are expected to address and respond to one another with cordiality and consideration.  Please be considerate of individual and collective responsibilities and recognize that every staff member is part of a network of individual lifestyles and obligations.  

Any disagreements between co-workers and/or supervisors should be handled privately and maturely.  Refrain from discussing these disagreements with a third party in any way that could spread ill will or disrespect, as it negatively affects staff morale (and ultimately, could affect professional performance).  If necessary, concerns for co-workers should be taken to the Campus Administrator only.  This should be done only after the parties involved have attempted (but failed) to resolve the situation amongst themselves
Cellular Telephone Use

Cellular telephones must be kept off during class time; they may be used only during lunch breaks and preparation periods.  Under no circumstances are teachers permitted to use cellular telephones when classes are in session.  

Documentation Binders

All teachers are expected to keep administrative documentation (including, but not limited to memos, disciplinary referrals, daily behavioral logs, SST forms, parental notifications) in a binder that will be provided by the administration.  This binder must be made readily available for checks by the Campus Administrator or his designee.

Classroom Procedures
Classroom Procedures

All systems/standards outlined in this manual are expected to be followed consistently.  New ideas are encouraged, but no new system may be implemented without prior approval by the school administration.

Classroom Rules

Classroom rules must be posted prominently in the classroom by the Friday before school begins (August 26, 2005).  Teachers must give students a copy of those rules to take home with them on the first day of school.  Handouts should have a designated area for parents to sign.

Attendance

Attendance is to be taken during the first five minutes of each period.  The official roll must be taken during third period.  The following criteria is to be followed when taking the official roll during third period:

· Call roll verbally.

· Use black ink only.

·  Do not make stray marks on the attendance sheet.

· If you make a mistake on the attendance sheet, make a single diagonal line (/) through the mistake and initial it.

· An attendance clerk will pick up attendance each day.

· Sign the attendance sheet every Friday.

· Marks

· If a student is absent write “A.”
· Leave boxes for present students blank.

Only teachers are permitted to take attendance.  If a teacher is absent, someone will be assigned by the Campus Administrator to take attendance for that class.

Tardy Policy

Students must be in their seats when the tardy bell rings. Teachers must keep a record of students who are tardy.  The following tardy policy will be followed school-wide:

· Three (3) tardies in one quarter: Office will call parent or guardian

· Five (5) tardies in one quarter: Office will call parent; student will serve after school detention

· Seven (7) tardies in one quarter: Mandatory conference with student, parent, teacher, and administrator

· The student and his or her parent/guardian will be required to sign an attendance contract after seven (7) tardies in one quarter.

IMPORTANT: If a student is absent for more than 15 minutes of any class, s/he will be marked absent, unless s/he was called out for an emergency!  A parent picking a student up early does not constitute an emergency.

Absence Policy

All absences – excused or unexcused – take away from a student’s classroom instruction.  Every time a student is absent, the parent will receive notification via telephone.  If a student acquires 10 absences in one semester, he or she will be reported to truancy officials and possibly released from Lifeline Education Charter School.
· Three (3) absences: Letter to student’s home

· Six (6) absences: Letter to student’s home

· Nine (9) absences: Referral to truancy officials and possible dismissal from Lifeline Education Charter School

If a student is absent, s/he must bring a letter signed by a parent of guardian and s/he will not be admitted into class the next day without an “Admittance Slip” from the office.  All absences in excess of two consecutive days may be excused only with a doctor’s note or verification of familial emergency.  If a student’s absence is unexcused, teachers may withhold make-up work.  

If a parent expects his or her child to be absent for an extended period of time (due to illness or death in the immediate family), the parent should visit the student’s counselor in person to make arrangements for the student to receive credit for course work.

Student’s grades will be held and s/he will be withdrawn from the school for excessive absences (excused or unexcused).  In cases of verified emergency or illness, a student may be permitted to remain in school despite excessive absences.  Excessive absences are defined in the following ways:

· Nine (9) absences in one semester

· Eighteen (18) absences in one year

· Absent 10% of days enrolled at Lifeline Education Charter School during one or two semesters. 

Attendance and Tests

Students will not be able to take make-up tests or quizzes unless their absence is evaluated by the teacher and/or administrator.  Common acceptable excuses are medical hospitalization, death of immediate relative, or voting.  Excuses are evaluated at the discretion of the teacher/administrator.  In such circumstances, a parent note would not suffice (the note may excuse the absence, but it will not allow the student to take the test/quiz.  This is an attempt to eliminate excessive Friday absences (a common testing day), and students taking extra time to prepare for assessments.

Lesson Plans

The administration believes it is important to know what is being taught in each teacher’s classroom.  Though this is not an attempt to micromanage, the administration recognizes its responsibility and liability for what is taught in the classroom.  Teachers are guided with a printed curriculum guide and as needed or as scheduled the administrative team will partner a specialist to help with the   

Lesson plans should include objectives, methods of instruction and CA state standards that will be addressed in the lesson (please visit www.cde.ca.gov/standards/ for a complete list of standards).  CA State Standards that will be addressed must be displayed in the classroom and updated monthly.  The lesson plan template that should be used by all teachers can be found in the “Forms” section of this manual. 
All teachers will attend weekly meetings with their department heads to discuss curriculum, lesson planning and student progress.  Please refer to the calendar included in this manual for dates and times.

All teachers are expected to prepare themselves for classroom performance by having lesson plans and projects ready one month in advance.  This is for planning purposes only, and it is understood that actual lessons may vary according to student progress.  Lesson plans are due on the Fourth Monday of the month at 8:00 am for the following month.  
Assignment Syllabus

Each Monday, 6th-8th grade students are given syllabi that itemize the week’s assignments for all their classes.  Each teacher is responsible for submitting the syllabi for his/her classes to the Campus Administrator or his designee on Thursday of the preceding week.

Parents are expected to sign their students’ syllabi and return them with their child.  Syllabi will be checked each Tuesday morning.  The office will call the parent of any student with an unsigned syllabus.  If the student returns to school Wednesday without a parent’s signature, the student will not be allowed into the school.

Student Portfolios

Teachers must create and maintain a portfolio on every student.  This portfolio must be updated weekly with all assignments that students complete (including tests and quizzes).  Teachers may have students update their portfolios, but they (teachers) must check for accuracy.  Portfolios should be available at all times to show student progress. 

The Office Manager will give teachers containers in which to store portfolios.  Portfolios consist of completed student assignments kept in manila folders.  Assignment sheets are attached to the inside front cover of the folder.  The sample assignment sheet in the “Forms” section of this handbook may be copied and used in the classroom.

Grading

Students’ grades in their classes are dependent upon performance in the following areas: class work, homework, tests/quizzes and projects.  Extra Credit is given at teachers’ discretion.

Teachers must submit a written explanation of their grading policies to the Campus Administrator or his designee and the Director one week before school starts.  This system must be approved before it can be implemented in the classroom. 

Teachers must make students aware of their grading policies before the first assignment is distributed.  Teachers are expected to remain consistent in their grading policies and allow the same opportunities and consequences for all students. Grades are given by teachers and are final unless incompetence or bias can be proven.

Failure to complete a significant number of homework assignments may result in failure of the class.  

Homework

Homework is an integral part of students’ academic careers.  It is to be used as a tool to enhance what was taught in class.  All teachers are expected to assign homework to their students at least three days per week.  In middle school, homework should take students approximately 30 minutes to complete. For high school students, 45 minutes to one hour should be required for each assignment along with all projects.

Progress Reports

Progress reports are given at the end of each quarter.  These notices are specifically designed to notify parents of their students’ academic standing prior to the release of official semester grades.  These progress reports will be sent to students’ homes via mail from the Registrar’s Office.

Failing Reports

It is important for parents to be kept abreast of their students’ progress.  Teachers are to make phone calls to parents as soon as a student’s grades begin to decline.  All phone calls to parents, as well as disciplinary action against any students, are to be documented.  Please see the “Forms” section for the Parent Call Log.

It is mandatory for teachers to submit monthly failing reports for students who are failing (current grade of “F”) or are in danger of failing (current grade of “D”).   One copy will be given back to the teacher to keep in his or her Documentation Binder; one copy will be given to the Campus Administrator or his designee; two copies will be given to the Registrar (one for the student’s file, one to be sent home, and one to the Director). See calendar for failing report due dates.

If a student fails to complete assignments near the end of a quarter, his or her grade may decline enough to constitute an “F” in that class.  This failing grade will appear on that student’s report card even if no Failing Report was sent home.

Semester Grades and transcripts

Semester grades are issued in January and in June.  These grades are considered official and are entered onto students’ official transcripts.  Transcripts may be requested, in writing, at the Registrar’s Office.  Transcript requests will be fulfilled within 72 hours (not including weekends).  All transcripts follow students from school to school in cases of transfers.

Lifeline Education Charter School will not release transcripts for any student (including graduating seniors) if they have any outstanding financial obligations.  Unofficial transcripts can be received upon request.  Official transcripts are stamped and mailed in a sealed envelope, but can be picked up in person as well. 

IMPORTANT NOTE: Any student who enters Lifeline less than 21 school days before the end of a grading period will be given the grades on the transcript from the last school attended – regardless of his or her performance since entering Lifeline.  That student’s grade from Lifeline will begin at the start of the next grading period.

Honor Roll

Students who achieve a Grade Point Average of 3.0 and above without receiving a D or F in any class will be recognized as an Honor Roll student.  Honor Roll students will be announced quarterly at an assembly and be awarded a certificate of achievement.  Students receiving High Honors will be also acknowledged quarterly at the ceremony and be awarded a special certificate and medal.  All Honor Roll and High Honor students will also be posted on the Wall of Fame.

Student Withdrawal (Prior to end of semester)

A parent or guardian must officially withdraw a student in person.  Failure to do so will be considered an “unofficial” withdrawal and result in a grade of “F” for all of the student’s courses.  Students who are “officially” withdrawn will receive grades of “No Credit” (NC).  All withdrawal grades will appear on student transcripts. 

The Office Manager will give written notification to teachers, the Campus Administrator, and place one copy in the student’s file within 24 hours of withdrawal.

Academic Probation

Students at Lifeline Education Charter School are expected to maintain a Grade Point Average (GPA) of at least 2.0.  If a student’s GPA drops below a 2.0 s/he will be placed on academic probation (via contract).  Parents will be required to meet with the Campus Administrator or his designee to discuss their student’s academic future.

Summer School

If a student receives a failing grade in any course, s/he is required to attend Summer school to repeat the course.    Students may only take one or two courses during a Summer school session, regardless of grades or credits needed to graduate.

Field Trips

Students may be encouraged to participate in educational field trips that are related to classroom curriculum.  All trips will be well supervised by Lifeline Education Charter School Faculty members, and parents are encouraged to attend as chaperones.  If a field trip is planned, parents will receive adequate notice.  Students will not be allowed participate in field trips without parents’ written permission. All Lifeline Education Charter School rules apply when students are on field trips.

If teachers would like to take students on a specific trip, the request must be made in writing to the Campus Administrator or his designee during the first two weeks of school.

Before a student participates in a school-sponsored field trip, it is the parent’s responsibility to inform the school of any emergency medical information, allergies, etc.

Fundraising

No fundraising of any kind will be done by Lifeline Education Charter School faculty or staff without prior approval from the Campus Administrator or his designee and final adoption from the Director and Board of Directors.
Area of Responsibility

All staff


The staff – including administrative and certificated – shall have the responsibility to teach correct behavior at 
each grade/age level.  This shall include:

1. Promptness

2. Honesty in conduct and communication

3. Respect for oneself

4. Empathy for others

5. Respect for law and authority

6. Respect for the rights of others

7. Respect for the property of others

8. Courtesy

9. Appropriate male-female relationships

10. The difference between freedom and license


In addition, pupils in Lifeline Education Charter School are to receive instruction in proper conduct

· In the classroom,

· In assemblies,

· In the lunchroom,

· In the hallways, and

· To and from school.

Director

Primary Purpose:

Direct, and manage instructional program and supervise operations and personnel at campus level. Provide leadership to ensure high standards of instructional service. Oversee compliance with district policies, success of instructional programs, and operation of all campus activities. Recruit and train site Director to transition into fall site leadership.

Qualifications:

Special Knowledge/Skills:

· Working knowledge of curriculum and instruction

· Ability to evaluate instructional program and teaching effectiveness

· Ability to manage budget and personnel

· Ability to coordinate campus functions

· Ability to interpret policy, procedures, and data

· Strong organizational, communication, public relations, and interpersonal skills

Experience:

Five years experience as a classroom teacher or equivalent years experience in an instructional leadership role.

Major Responsibilities and Duties:

Instructional Management

1. Monitor instructional and managerial processes to ensure that program activities are related to program outcomes and use ongoing assessment to identify problems and take corrective actions.

2. Regularly consult the administrative committee about planning, operation, supervision, and evaluation of the campuses education program. Include students and community representatives when appropriate.

School or Organization Morale

3. Provide instructional resources and materials to support teaching staff in accomplishing instructional goals.

4. Foster collegiality and team building amongst administrative and staff members. Encourage their active involvement in decision-making process.

5. Provide for two-way communication with Board President, staff, students, parents, and community.

6. Communicate and promote expectations for high-level performance to directors, administrators, and staff. Recognize excellence and achievement.

7. Anticipate and identify conflicts to ensure effective and quick resolution.

School or Organization Improvement

8. Build common vision for school improvement with staff. Direct planning activities and put programs in place with staff to ensure attainment of school's mission.

9. Identify, analyze, and apply research findings (e.g., effective school correlates) to promote school improvement.

10. Develop and set annual campus performance objectives for each of the Academic Performance Indicators using the campus planning process.

11. Develop, maintain, and use information systems and records necessary to show campus progress on performance objectives addressing each Academic Excellence Indicator.

Personnel Management

12. Along with Campus Administrators, interview, select, and orient new staff. Approve all personnel assigned to campus.

13. Along with Campus Administrators, define expectations for staff performance with regard to instructional strategies, classroom management, and communication with the public.

14. Along with Campus Administrators, observe employee performance, record observations, and conduct evaluation conferences with staff.

15. Along with Campus Administrators, assign and promote campus personnel.

16. Make recommendations to Board President on termination, suspension, or non-renewal of employees assigned to campus.

17. Along with Campus Administrators, work with campus-level planning and decision-making committees to plan professional development activities.

18. Confer with administration regarding their professional growth. Work with them to develop and accomplish improvement goals.

Management of Fiscal, Administrative, and Facilities Functions

19. Comply with district policies and state and federal laws and regulations affecting the schools.

20. Develop campus budgets based on documented program needs, estimated enrollment, personnel, and other fiscal needs. Keep programs within budget limits. Maintain fiscal control. Accurately report fiscal information.

21. Compile, maintain, and file all physical and computerized reports, records, and other documents required including accurate and timely reports of maximum attendance.

22. Work with Campus Administrators to ensure clean, orderly, and safe campuses.

23. Maintain accurate student accounting system.

Student Management

24. Work with Campus Administrators and faculty to develop a student discipline management system that results in positive student behavior and enhances the schools climate.

25. Ensure that schools rules are uniformly observed and that student discipline is appropriate and equitable in accordance with Student Code of Conduct and student handbook.

26. Conduct conferences about student and school issues with Campus Administrators and teachers.

Professional Growth and Development

27. Develop professional leadership appropriate to job assignment.

28. Demonstrate professional, ethical, and responsible behavior. Serve as a role model for all staff.

School or Community Relations

29. Articulate the school's mission to the community and solicit its support in realizing the mission.

30. Demonstrate awareness of both campuses and the community’s needs and initiate activities to meet those needs.

31. Use appropriate and effective techniques to encourage community and parent involvement.

Supervisory Responsibilities:

Along with Campus Administrators, supervise administrative staff and evaluate the performance of staff teachers, instructional aides, and clerical support staff.

Working Conditions:

Mental Demands/Physical Demands/Environmental Factors:

Maintain emotional control under stress. Occasional district wide and statewide travel; frequent prolonged and irregular hours.

The foregoing statements describe the general purpose and responsibilities assigned to this job and are not an exhaustive list of all responsibilities and duties that may be assigned or skills that may be required.


Campus Administrator


Primary Purpose:

Direct, and manage instructional program and supervise operations and personnel at campus level. Provide leadership to ensure high standards of instructional service. Oversee compliance with district policies, success of instructional programs, and operation of all campus activities.  Campus Administrator’s will have weekly meetings with the Director to discuss the status of the school’s.  
Qualifications:
The individual considered for this position must have a valid administrative credential.
Special Knowledge/Skills:

· Working knowledge of curriculum and instruction

· Ability to evaluate instructional program and teaching effectiveness

· Ability to manage personnel

· Ability to coordinate campus functions

· Ability to interpret policy, procedures, and data

· Strong organizational, communication, public relations, and interpersonal skills

Experience:

Three years experience as a classroom teacher or equivalent years experience in an instructional leadership role.

Major Responsibilities and Duties:

Instructional Management

32. Monitor instructional and managerial processes to ensure that program activities are related to program outcomes and use ongoing assessment to identify problems and take corrective actions.

33. Regularly consult the campus-level committee about planning, operation, supervision, and evaluation of campus education program. Include students and community representatives when appropriate.

34. Provide a weekly report by 8:00am Monday morning for the previous week to the Director.

School or Organization Morale

35. Along with the Director , provide instructional resources and materials to support teaching staff in accomplishing instructional goals.

36. Foster collegiality and team building among staff members. Encourage their active involvement in decision-making process.

37. Provide for two-way communication with Director, staff, students, parents, and community.

38. Communicate and promote expectations for high-level performance to staff and students. Recognize excellence and achievement.

39. Anticipate and identify conflicts to ensure effective and quick resolution.

School or Organization Improvement

40. Build common vision for school improvement with Director and Staff. Direct planning activities and put programs in place with staff to ensure attainment of school's mission.

41. Identify, analyze, and apply research findings (e.g., effective school correlates) to promote school improvement.

42. Develop and set annual campus performance objectives for each of the Academic Performance Indicators using the campus planning process.

43. Develop, maintain, and use information systems and records necessary to show campus progress on performance objectives addressing each Academic Excellence Indicator.

Personnel Management

44. Along with Director, interview, select, and orient new staff. Along with the Director, discuss performance of all personnel assigned to campus.

45. With Director, define expectations for staff performance with regard to instructional strategies, classroom management, and communication with the public.

46. Observe employee performance, record observations, and conduct evaluation conferences with staff.

47. Assign and promote campus personnel.

48. Make recommendations to Director on termination, suspension, or non-renewal of employees assigned to campus.

49. Work with campus-level planning and decision-making committees to plan professional development activities.

50. Confer with subordinates regarding their professional growth. Work with them to develop and accomplish improvement goals.
51. Ensure all staff has a valid California Teaching Credential that is required in the area of academic assignment
Management of Fiscal, Administrative, and Facilities Functions

52. Comply with district policies and state and federal laws and regulations affecting the schools.

53. Manage use of school facilities and coordinate space assignments. Supervise maintenance of facilities to ensure a clean, orderly, and safe campus.

Student Management

54. Ensure that school rules are uniformly observed and that student discipline is appropriate and equitable in accordance with Student Code of Conduct and student handbook.

55. Conduct conferences about student and school issues with parents, students, and teachers.
56. Coordinates department programs, seminars, workshops, travel arrangements, special projects, and/or events; may coordinate program/project development and planning.
Professional Growth and Development

57. Demonstrate professional, ethical, and responsible behavior. Serve as a role model for all campus staff.

School or Community Relations

58. Articulate the school's mission to the community and solicit its support in realizing the mission.

59. Demonstrate awareness of school and community needs and initiate activities to meet those needs.

60. Use appropriate and effective techniques to encourage community and parent involvement.

Supervisory Responsibilities:

Supervise and evaluate the performance of staff assigned to campus including, teachers, instructional aides, and clerical support staff.

Working Conditions:

Mental Demands/Physical Demands/Environmental Factors:

Maintain emotional control under stress. Occasional district wide and statewide travel; frequent prolonged and irregular hours.

Office Manager

Primary Purpose

Perform complex, specialized clerical duties to maintain complete accurate student academic school records; assure accurate grade histories; enroll, transfer and drop students according to established procedures.
Qualifications:

Education/Certification:

· High school diploma or GED

Special Knowledge/Skills:

· Knowledge of school requirements for graduation.

· Knowledge of state regulations related to dropping, enrolling and transferring students.

· Communicate effectively both orally and in writing.

· Interpersonal skills using tact, patience, and courtesy.

· Able to perform complex, specialized clerical tasks requiring accuracy.

· Able to establish and maintain cooperative and effective working relationships with others.

· Meet schedules and deadlines.

· Proficient keyboarding skills

· Effective organization, communication, and interpersonal skills

· Ability to follow written instructions
· Provide information and assistance to parents, the general public and other staff members in a helpful, courteous and timely manner.

· Communicate clearly and concisely, both orally and in writing.
Experience:

One-year clerical experience in office setting

Major Responsibilities and Duties:

1. Process and transmit requests for transcripts to determine academic credit eligibility for graduation.

2. Maintain confidential student files related to grades, enter awards, honors and test results into students’ permanent records; maintain other confidential files and records as directed.

3. Enroll new and returning students, obtain immunization and other information.

4. Withdraw students according to established procedures; complete required forms.

5. Attend weekly meetings with the Director on Tuesday at 11:00am.  Time and date are to be changed as needed.

6. Verify student residency, assist with transfers and respond to inquiries.

7. Operate a computer to maintain student information including student demographics and test scores; operate a variety of equipment.

8. Provide a weekly report by 8:00am Monday morning for the previous week to the supervisor.

9. Reviews, reconciles, and evaluates monthly ledgers, budgets, and financial reporting system reports for unit accounts; assists with fiscal planning, development, or designee.

10. Processes payroll time sheets, sick and annual leave documents, travel reimbursements, purchasing documents, and/or employment documents for faculty, staff, and students.

11. Ensures that all parents fill out a Free and Reduced Lunch Program.  Oversee the Free and Reduced Program.  Compile and submit pertinent reporting to the State of California Department of Nutrition in a timely manner.

12. Pertinent Federal, State and local laws, codes and regulations

13. Assists with the development and implementation of reporting procedures; oversees maintenance of department records and/or inventories.

14. Oversees and provides personal computer functions such as scheduled and special reports, correspondence, and database management.

15. Performs miscellaneous job-related duties as assigned.

Supervisory Responsibilities:

61. Supervise clerical staff. 
62. Provide instructional resources and materials to clerical staff in accomplishing instructional goals.

63. Foster collegiality and team building among staff members. Encourage their active involvement in decision-making process.

64. Provide for two-way communication with Director, staff, students, parents, and community.

65. Communicate and promote expectations for high-level performance to staff and students. Recognize excellence and achievement.

66. Anticipate and identify conflicts to ensure effective and quick resolution.

Equipment Used:

Personal computer, printer, calculator, fax machine, and copier.

Working Conditions:

Mental Demands/Physical Demands/Environmental Factors:

Maintain emotional control under stress; work with frequent interruptions, may require occasional overtime work.

Teachers


Teachers are responsible for advocating students’ self-control and maintaining a controlled classroom 
environment.  Teachers enforce the rules and regulations of the school and give support to the Campus 
Administrator in maintaining school policy.  


It is the obligation of each teacher to establish a set of rules and guidelines to be enforced in his/her 
classroom and to review these rules and guidelines with all classes at the beginning of each semester.

1. Teachers and other certificated personnel will exercise sound professional judgment in employing preventive, therapeutic, and other corrective measures to promote acceptable pupil behavior.

2. Teacher obligations for maintaining good discipline:

a. Establish a classroom atmosphere that is conducive to a positive student-teacher relationship.

b. Conduct a well-planned and effective classroom program of instruction.

c. Initiate and enforce a set of classroom regulations that promote and support effective learning and that are in accordance with discipline policies of Lifeline Education Charter School.

d. Communicate with parents when there is a problem. Though the most effective method of influencing individuals is the face-to-face conference, this method may not be possible with every parent.  Therefore, the following methods are also recognized as acceptable steps in this communication process:

i. progress report

ii. phone conference

iii. behavior report mailed home

e. Cooperate fully with administrators and other classroom teachers in enforcing general school rules.

f. Take appropriate steps in handling discipline problems for which you may be directly responsible.

g. Make prompt referrals when a student’s conduct and record indicate more than routine controls are needed.

h. Teachers will be responsible for all classroom equipment and for their classroom.

3. Ability to help students achieve extraordinary academic results. 

4. Ability to inspire confidence and trust in parents and colleagues. 

5. Expert knowledge of child cognitive development and different learning styles, California State Standards, subject-specific frameworks and assessments. 

6. Establish a culture of high expectations that includes college preparation for all students. 

7. Collaborate closely with Lifeline faculty and staff to align curriculum across subjects, improve own and others instructional practices, and share best practices. 

8. Actively participate in professional development activities, including: training sessions and working with Director. 

9. Provide students and their families with regular and timely information on classroom activities and student progress; finds ways to involve parents/guardians in their student’s education. 

10. Identify unique student needs and collaborate with other team members and outside service providers; diagnose and address learning challenges. 

11. Demonstrate knowledge of, and support Lifeline’s mission, vision, value statements, standards, policies and procedures, operating instructions, confidentiality standards, and the code of ethical behavior. 

12. Perform other related duties as needed. 

13. Work cooperatively with special education teachers to modify curriculum as needed for special education students according to guidelines established in Individual Education Plans (IEP).

14. Work with other members of staff to determine instructional goals, objectives, and methods according to district requirements.

15. Oversee academic After-School Program.

16. Help students analyze and improve study methods and habits.

17. Conduct ongoing assessment of student achievement through formal and informal testing.

18. Be a positive role model for students, support mission of school.

19. Create classroom environment conducive to learning and appropriate for the physical, social, and emotional development of students.

20. Manage student behavior in accordance with Student Code of Conduct and student handbook.

21. Take all necessary and reasonable precautions to protect students, equipment, materials, and facilities.

22. Maintain confidentiality of student records/affairs.

23. Establish and maintain open communication by conducting conferences with parents and students. Include the Campus Administrator and other teachers when necessary.

24. Maintain a professional relationship with colleagues, students, parents, and community members.

25. Use effective communication skills to present information accurately and clearly.

26. Participate in staff development activities to improve job‑related skills.

27. Keep informed of and comply with state and school regulations and policies for classroom teachers.

28. Compile, maintain, and file all reports, records, and other documents required.

29. Attend and participate in all faculty meetings and serve on staff committees as required.

Instructional Aides

Primary Purpose:

Assist teacher in preparation and management of classroom activities and administrative requirements. Work under supervision of certified teacher.

Qualifications:

Education/Certification:

High school diploma or GED

Special Knowledge/Skills:

Ability to work well with children

Ability to communicate effectively

Experience:

Some experience working with children

Major Responsibilities and Duties:

Instructional Support

1. Assist teacher in preparing instructional materials and classroom displays.

2. Assist with administration and scoring of objective testing instruments or work assignments.

3. Help maintain neat and orderly classroom.

4. Help with inventory, care, and maintenance of equipment.

5. Help teacher keep administrative records and prepare required reports.

6. Provide orientation and assistance to substitute teachers.

Student Management

7. Conduct instructional exercises assigned by the teacher; work with individual students or small groups.

8. Help supervise students throughout school day, inside and outside classroom. This includes lunchroom, bus, and playground duty.

9. Keep teacher informed of special needs or problems of individual students.

Other

10. Participate in staff development training programs to improve job performance.

11. Participate in faculty meeting and special events as assigned.

Supervisory Responsibilities:

None.

Equipment Used:

Copier, personal computer, typewriter, and audiovisual equipment.

Working Conditions:

Mental Demands/Physical Demands/Environmental Factors:

Maintain emotional control under stress. Moderate standing, stooping, bending, and lifting.

Instructional Support

1. Assist teacher in preparing instructional materials and classroom displays.

2. Assist with administration and scoring of objective testing instruments or work assignments.

3. Help maintain neat and orderly classroom.

4. Help with inventory, care, and maintenance of equipment.

5. Help teacher keep administrative records and prepare required reports.

6. Provide orientation and assistance to substitute teachers.

7. Assist instruction during the academic After-School Program.

Student Management

8. Conduct instructional exercises assigned by the teacher; work with individual students or small groups.

9. Help supervise students throughout school day, inside and outside classroom. This includes lunchroom and playground duty.

10. Keep teacher informed of special needs or problems of individual students.

Other

11. Participate in staff development training programs to improve job performance.

12. Participate in faculty meetings and special events as assigned.

Counselors


Counselors, under the direction of the Campus Administrator or designee, have the responsibility for the 
student guidance program.  They will:

1. Assist students in planning an appropriate educational program;

2. Confer with students regarding problems of adjustment; and

3. Act as resources to teachers for working with students, parents and community agencies.

Extra Curricular Activities


1. Teachers are expected to support extracurricular activities.  Each teacher may be required to 
work a certain number of events during the school year.  However, all are encouraged to show 
their support for students by attending extracurricular activities whenever possible.

2.  At Lifeline Education Charter School, academic performance takes priority over 
extracurricular activities.  For this reason, students must meet certain academic criteria to 
become eligible to participate in extracurricular activities.  No student may participate in an 
extracurricular activity if his or her GPA falls below a 2.0.  In addition, no student may 
participate in an extracurricular activity if they have a failing grade in any class.


Students who have presented repeated discipline problems to teachers or administrators will 
not be permitted to participate in extracurricular activities.


3.  Students who participate in extracurricular activities are expected to conduct themselves in 
an exemplary manner while participating in or viewing those events.  Unsportsmanlike 
conduct will not be tolerated and will be punishable by Lifeline Education Charter School 
administration.  Such action may include removal from the team/club and ineligibility to 
participate in activities for the remainder of the school year.


4.  School dances are organized with students’ enjoyment and safety in mind.  For this reason, 
the following rules must be followed.

a. Lifeline Education Charter School Students must present a valid student ID card to enter school dances – NO EXCEPTIONS.

b. All guests must be pre-approved by the administration prior to the day of the event.

c. Absolutely no alcohol, drugs or tobacco products are permitted.


d. Staff members, chaperones and security may refuse to admit or dismiss any attendee   of school dances if warranted by his or her conduct.

e. Free Dress code applies to school dance attire and is pre-described prior to the dance/event.

Student Publications

The Campus Administrator and the person s/he designates are in control of the integrity and content of all student publications.  Students who participate in those publications must follow the directions of those two individuals.  

Students should understand that publications are not a forum for personal opinion.  They must follow rules of journalistic integrity.  Materials in all publications should be written and/or published in good taste and in consideration of the purposes for which it is intended.
Employee Benefits

Holidays

The following holidays are observed by Lifeline Education Charter School: 

· New Year's Day

· Martin Luther King, Jr., Birthday

· President’s Day

· Memorial Day

· Independence Day

· Labor Day 

· Veteran’s Day

· Thanksgiving

· Friday after Thanksgiving

· Day before Christmas

· Christmas Day 

When a holiday falls on Saturday, the preceding Friday will be celebrated as the holiday; if it falls on Sunday, the following Monday will be celebrated as the holiday.
Vacation
The School provides vacation benefits to eligible employees to enable them to take paid time off for rest and recreation.  The School believes that this time is valuable for employees in order to enhance their productivity and to make their work experience with the School personally satisfying. If you are a non-certificated employee, consult the vacation policy applicable to your position to determine the exact vacation benefit you accrue. If you are a certificated, administrative or executive employee, you accrue vacation benefits as provided for in your contract of employment.
Vacation accruals may not exceed twice an employee’s current annual entitlement. Once this maximum is reached, all further accruals will cease. Vacation accruals will recommence after the employee has taken vacation and his or her accrued hours have dropped below the two-year maximum.

No vacation accrues during any unpaid leave of absence or while on disability salary continuation.  Vacation accruals recommence when the employee returns to work.

On termination of employment, the employee is paid all accrued but unused vacation at the employee’s base rate of pay at the time of his or her termination.

All vacations must be approved in advance by the employee’s immediate supervisor.  

Mandatory use of Vacation During Company Shutdown

Lifeline Education Charter School ceases operation between Christmas and New Year’s.  Employees are required to use accrued vacation days during this school shutdown.

Sick Leave

Sick leave is a benefit provided by the School that employees accumulate in order to provide a cushion for incapacitation due to illness or injury.  It is intended to be used only when actually required to recover from illness or injury; sick leave is not for “personal” absences.  Time off for medical and dental appointments will be treated as sick leave.  However, an employee may use up to one-half of the employee’s annual accrual to attend to the illness of his or her child, parent, spouse or domestic partner.  The School will not tolerate abuse or misuse of your sick leave privilege.  

If you are a certificated, administrative or executive employee, consult your contract of employment for your sick leave rights. If you are a full-time, regular, non-certificated employee, after completing the introductory period of 90 days, you accrue paid sick leave at the rate of .833 days per month.  The School does not pay employees in lieu of unused sick leave, nor is sick leave paid out upon termination of employment.

If you are absent three (3) or more days due to illness, medical evidence of your illness and/or medical certification of your fitness to return to work satisfactory to the School will be required before the School honors any sick pay requests.  The School reserves the right to visit you while you are receiving sick pay.  If there is evidence of misuse of sick leave, sick pay will not be provided.  Once an employee has exhausted sick leave, the employee may continue on an unpaid medical leave, if eligible under applicable medical leave law, depending upon the facts and circumstances of the employee’s basis for leave beyond the accrued sick leave.   

Insurance Benefits

Health Insurance

Following your 90-day introductory period, you are eligible for medical coverage if you are a full time regular employee working for the School.  The benefits paid by Lifeline Education Charter School for full time employees are 100% of the following: Medical HMO $20 co- pay plan, Dental and Vision Insurance.  An option for the employee to purchase additional family coverage is available. You can receive more information about the School’s benefit program from the Benefits Administrator. The employee’s portion of monthly premiums will be deducted from the employee’s paycheck.  
Unless otherwise mandated by law, employees on a leave of absence of more than 30 days are responsible for selecting continuing health coverage and paying the premium for such coverage.  Failure to timely request and pay for such coverage will result in the loss of coverage.

Disability Insurance

All employees are enrolled in California State Disability Insurance (SDI), which is a partial wage-replacement insurance plan for California workers.  Employees may be eligible for SDI when they are ill or have non-work related injuries, or may be eligible for work related injuries if they are receiving workers’ compensation at a weekly rate less than the SDI rate.  Specific rules and regulations relating to SDI eligibility are available from the Human Resources Department. 
Family Leave Insurance

Employees covered by the California Disability Insurance program are also covered by the California Paid Family Leave Insurance program.  Eligible employees are entitled to receive up to six weeks of wage replacement benefits when they suffer a wage loss for taking time off to care for a seriously ill child, spouse, parent or domestic partner or to bond with a new child within one year of birth or placement of the child in connection with foster care or adoption.  Specific rules and regulations relating the Family Leave Insurance are available from the Human Resources Department. 
Workers’ Compensation Insurance

Eligible employees are entitled to Workers’ Compensation Insurance benefits when suffering from an occupational illness or injury.  This benefit is provided at no cost to the employee.  See below for a further description of making a claim for Workers’ Compensation Insurance benefits.

Leaves of Absence
Under certain circumstances, the School may grant leaves of absence to employees.  Employees must submit requests for leaves of absence in writing to the Human Resources Department as far in advance as is practicable.  While on leave, employees should occasionally keep in contact with the Human Resources Department and must notify the Human Resources Department if the date to return to work changes.  If an employee’s leave expires and fails to return to work without contacting the Human Resources Department, it will be presumed that the employee abandoned his/her position with the School and employment may be terminated.  If an employee is unable or unwilling to return to work at the expiration of his/her leave of absence, his/her employment may be terminated.

This Handbook summarizes leaves that may be available to employees.  Most leave policies have differing requirements for eligibility, duration, benefits, etc.  Therefore, employees should contact the Human Resources Department to request specific information relating to a particular leave policy.  

While out on a leave of absence, employees may not accept employment with another company or person unless agreed to in advance in writing by the School’s Director. Acceptance of employment in violation of this policy will be considered an abandonment of the employee’s position with the School, and employment may be terminated.  Employees shall not apply for unemployment compensation insurance while out on leave.

Family Care and Medical Leave

The School complies with the federal Family and Medical Leave Act (FMLA) and the California Family Rights Act (CFRA), both of which require the School to permit each eligible employee to take up to 12 work weeks of leave in any 12-month period for the birth or adoption of a child, the employee’s own serious health condition or for the serious health condition of the employee’s child, parent or spouse.  For ease of reference in this policy, all leave taken under both FMLA and CFRA will be referred to as “FMLA leave.”

Eligible Employees

Employees may be eligible for FMLA leave if they have:

· Been employed by the School for at least 12 months; and

· Worked at least 1,250 hours during the 12-month period immediately preceding commencement of the FMLA leave; and

· Work at a location in which the employer has at least 50 employees within 75 miles radius of the employee’s work site.

Reasons for Taking Leave

The 12-week FMLA leave includes any time taken for any of the following reasons:

· Care for the employee’s newborn child or a child placed with the employee for adoption or foster care;

· For your own serious health condition that makes the employee unable to perform any one or more of the essential functions of his or her job;

· Care for a spouse, child or parent with a serious health condition

A “serious health condition” is an illness, injury, impairment, or physical or mental condition that involves:  1) inpatient care in a hospital, hospice or residential health care facility or 2) continuing treatment by a health care provider.

An employee that takes leave may elect, or the School may require the employee, to substitute any of the employee’s accrued vacation leave or other accrued time off (if any) during this period or any other paid or unpaid time off negotiated with the School.  If an employee takes leave because of the employee’s own serious health condition, the employee may elect, or the School may require the employee, to substitute accrued sick leave during the period of the leave.  An employee shall not use sick leave during a period of leave in connection with the birth, adoption or foster care of a child or to care for a child, parent or spouse with a serious health condition, unless otherwise permitted by law or mutually agreed to by the employee and the School.  

Length of FMLA Leave

Leave can be taken in one or more periods, but may not exceed 12 work weeks in any 12-month period.  Leave taken for a pregnancy disability is not included in this 12 week calculation.  

12 work weeks means the equivalent of twelve of the employee’s normally scheduled work weeks.  For a full-time employee who works five eight-hour days per week, 12 work weeks means 60 working and/or paid eight-hour days.  The 12-month period in which 12 weeks of leave may be taken is the 12-month period immediately preceding the commencement of any FMLA leave.  

If FMLA leave is taken because of the employee’s own serous health condition or the serious health condition of the employee’s spouse, parent or child, the leave may be taken intermittently or on a reduced leave schedule when medically necessary, as determined by the health care provider of the person with the serious health condition.

If FMLA leave is taken because of the birth of the employee’s child or the placement of a child with the employee for adoption or foster care, the minimum duration of leave is two weeks, except that the School will grant a request for FMLA leave for this purpose of at least one day but less than two weeks’ duration on any two occasions.

Health Benefits

The provisions of the School’s various employee benefit plans govern continuing eligibility during FMLA leave, and these provisions may change from time to time.  Payment of premiums while on FMLA leave remains the same as if the employee were not on leave.  Thus, the employee is required to pay any premium payments for him/her and dependents during leave that would have been made if he/she were not on leave, while the School continues to pay the benefits at the same level as if the employee were not on leave.  When a request for FMLA leave is granted, the School will give he employee written confirmation of the arrangements made for the payment of insurance premiums during the leave period.  

If the employee out on leave chooses not to return to work from a leave allowed by this policy after the expiry of the leave, the employee will be required to repay the School the premium amounts it paid during leave, unless the employee does not return to work because of circumstances beyond his/her control or because of recurrence, continuation or onset of a serious health condition.

Medical Certifications

An employee requesting FMLA leave because of his/her own or a relative’s serious health condition must provide medical certification from the appropriate health care provider on a form supplied by the School.  Failure to provide the required certification in a timely manner (within 15 days of the leave request) may result in denial of the leave request until such certification is provided.

If the School has reason to doubt the medical certification supporting a leave because of the employee’s own serious health condition, the School may request a second opinion by a health care provider of its choice (paid for by the School).  If the second opinion differs from the first one, the School will pay for a third, mutually agreeable, health care provider to provide a final and binding opinion.

Recertifications are required if leave is sought after expiration of the time estimated by the health care provider.  Failure to submit recertifications can result in termination of the leave.

Procedures for Requesting and Scheduling FMLA Leave

An employee should request FMLA leave by completing a Request for Leave form (available from the Benefits Administrator and submitting it to the Director of Human Resources.  An employee asking for a Request for Leave form will receive a copy of the School’s then-current FMLA leave policy.

Employees should provide not less than 30 days notice or if such notice is not possible, as soon as is practicable, for foreseeable childbirth, placement or any planned medical treatment for the employee or his/her spouse, child or parent.  Failure to provide such notice is grounds for denial of a leave request, except in situations where the need for FMLA leave is an emergency or otherwise unforeseeable.

If an employee needs intermittent leave or leave on a reduced leave schedule that is foreseeable based on planned medical treatment for the employee or a family member, the employee may be transferred temporarily to an available alternative position for which he/she is qualified that has equivalent pay and benefits and that better accommodates recurring periods of leave than the employee’s regular position.

In most cases, the School will respond to a FMLA leave request within 5 days of acquiring knowledge that the leave is being taken for an FMLA-qualifying reason and, in any event, within 10 days of receiving the request.  If an FMLA leave request is granted, the School will notify the employee in writing that the leave will be counted against the employee’s FMLA leave entitlement.  This notice will explain the employee’s obligations and the consequences of failing to satisfy them.

Return to Work
Upon timely return at the expiration of the FMLA leave period, an employee is entitled to the same or comparable position that is virtually identical to the employee’s original position in terms of pay, benefits and working conditions, including privileges, perquisites and status, unless the same position and any comparable position(s) have ceased to exist because of legitimate business reasons unrelated to the employee’s FMLA leave.  Certain key employees may be subject to reinstatement limitations in certain circumstances.  If you are a key employee, you will be notified of the potential reinstatement limitations when you request FMLA leave.

Before an employee will be permitted to return from FMLA leave taken because of his or her own serious health condition, the employee must obtain a certification from his or her health care provider that he or she is able to resume work.

Pregnancy Disability Leave

The School complies with the requirements of the California Pregnancy Disability Act, in addition to other family and medical leaves required by law.  The School will give each female employee an unpaid leave of absence of up to four months, as needed, for the period(s) of time a woman is actually disabled by pregnancy, childbirth or related medical conditions.

Eligibility

To be eligible, the employee must be disabled by pregnancy, childbirth or a related medical condition and must provide appropriate medical certification concerning the disability.  

Reasons to Take Leave

The employee is entitled to take up to four months of pregnancy disability leave if the employee is actually disabled by her pregnancy, childbirth or a related medical condition.  This includes time off needed for prenatal care, severe morning sickness, doctor-ordered bed rest, childbirth, recovery from childbirth and any related medical condition.  Generally, the employee is unable to work at all or is unable to perform any one or more of the essential functions of her job without undue risk to herself, the successful completion of her pregnancy, or to other persons because of pregnancy or childbirth, or because of any medically recognized physical or mental condition that is related to pregnancy or childbirth (including severe morning sickness).  
Length of Pregnancy Disability Leave

Pregnancy disability leave may be taken in one or more periods, but not to exceed four months total.  “Four months” means the number of days the employee would normally work within four months.  For a full time employee who works five eight-hour days per week, four months means 88 working and/or paid eight-hour days of leave entitlement based on an average of 22 working days per month for four months.  
Pregnancy disability leave is not counted as leave taken under FMLA or CFRA.  

Periodic absences for pregnancy-related illness of limited duration taken prior to an actual leave may be subtracted from the four months of disability leave for pregnancy.  
Pregnancy disability leave may be taken intermittently or on a reduced leave schedule when medically advisable, as determined by the employee’s healthcare provider.  If an employee requires intermittent leave or leave on a reduced leave schedule that is foreseeable based on planned medical treatment, the employee may be transferred temporarily to an available alternative position for which he or she is qualified that has equivalent pay and benefits that better accommodates recurring periods of leave than the employee’s regular position.

Pay During Pregnancy Disability
An employee on pregnancy disability leave must use all accrued paid sick leave and may use any or all accrued vacation during the otherwise unpaid leave period.  The receipt of vacation pay, sick leave pay or state disability insurance benefits will not extend the length of pregnancy disability leave.

Employee Benefits

The provisions of the School’s various employee benefit plans govern continued eligibility during pregnancy disability leave and these provisions may change from time to time.  When a request for pregnancy disability leave is granted, the School will give the employee written confirmation of his/her eligibility to continue the various employee benefit plans and if appropriate, will confirm the arrangements made for the payment of insurance premiums during the leave period.

An employee on pregnancy disability leave remains an employee of the School and a leave will not constitute a break in service for purposes of longevity and/or seniority.  When an employee returns from pregnancy disability leave, she will resume her benefits in the same manner and the same level as provided with the leave began, without any new qualification period, physical exam, etc.  

Medical Certifications

An employee requesting a pregnancy disability leave must provide medical certification from her healthcare provider on a form supplied by the School, which may be obtained from the benefits administrator.  Failure to provide the required certification in a timely manner (within 15 days of the leave request) may result in a denial of the leave request until such certification is provided.

Re-certifications are required if leave is sought after expiration of the time estimated by the healthcare provider.  Failure to submit required re-certification can result in termination of leave.  

Requesting and Scheduling Pregnancy Disability Leave

An employee should request pregnancy disability leave by completing a Request for Leave form (available from the Benefits Administrator and submitting it to the Director of Human Resources.  An employee asking for a Request for Leave form will be provided a current copy of the School’s pregnancy disability leave policy.

Employees should provide not less than thirty (30) days or if such notice is not possible, as soon as is practicable if the need for the leave is foreseeable.  Failure to provide such notice is grounds for denial of the leave request, except if the need for pregnancy disability leave was an emergency and was otherwise unforeseeable.  

Where possible, employees must make a reasonable effort to schedule foreseeable planned medical treatments so as not to unduly disrupt the School’s operation.  

In most cases, the School will respond to a pregnancy disability leave request within two days of acquiring knowledge that the leave qualifies as pregnancy disability and, in any event, within ten days of receiving the request.  If a pregnancy disability leave request is granted, the School will notify the employee in writing and leave will be counted against the employee’s pregnancy disability leave entitlement.  This notice will explain the employee’s obligations and the consequences of failing to satisfy them.  

Return to Work

Upon timely return at the expiration of the pregnancy disability leave period, an employee is entitled to the same position unless the employee would not otherwise have been employed in the same position (at the time reinstatement is requested) because of legitimate business reasons unrelated to the pregnancy disability leave or if the means to preserve the position would substantially undermine the School’s ability to operate the business safely and efficiently.

If the employee is not reinstated to the same position, she must be reinstated to a comparable position unless there is no comparable position available or filling the available position with the returning employee would substantially undermine the School’s ability to operate the business safely and efficiently. 

When a request for pregnancy disability leave is granted to an employee, the School will provide the employee with a guarantee to reinstate the employee to the same position or to a comparable position, unless justified by law.  The guarantee will be provided in writing if requested by the employee.  

Before an employee will be permitted to return from a pregnancy disability leave of five days or more, the employee must obtain a certification from her healthcare provider that she is able to resume work.  If the employee can return to work with limitations, the School will evaluate those limitations, and if possible, will accommodate the employee as required by law. 

Medical Leave of Absence

At the discretion of the Director, an unpaid medical leave of absence may be granted up to 60 days to employees who are not eligible for other leaves.  Ask the Benefits Administrator for information on medical leaves of absence, and any implications unpaid medical leave may have on your eligibility for employee benefits, including medical benefit plan coverage.  
Personal Leave of Absence

The School recognizes that special situations may arise where an employee must leave his or her job temporarily.  At its discretion, the Director may grant employees unpaid leaves of absences.  Taking an unpaid personal leave of absence may affect your eligibility for employee benefits, including medical benefit plan coverage.  Ask the benefits administrator for information on personal leaves of absence.

Funeral/Bereavement Leave

Bereavement leave is provided to all regular employees in the event of the death of any member of the immediate family. Bereavement leave must not exceed three (3) days, unless out-of-state or necessary travel beyond 300 miles is required, in which case an additional two (2) days will be granted.  

For purposes of this policy, an employee’s immediate family member includes a current spouse, parent, legal guardian, sibling, child, current parent-, sister-, or brother-in-law, grandparent, grand child, or domestic partner.  
If any employee requires more than the allotted days off for bereavement leave, the employee may request additional unpaid leave or may request the opportunity to use any accrued vacation time, which may be granted in the discretion of the School.
Military Leave of Absence

The School will grant employees a military leave of absence as required by the Uniformed Services Employment and Re-employment Rights Act.  Leave is available for active duty, various types of training duty, full time National Guard duty, examinations to determine fitness for military duty, and funeral honors duty performed by National Guard or Reserve members.  Except in certain circumstances, total military leave taken must not exceed five years.

Please inform your supervisor of any anticipated military leave of absence as soon in advance as possible.  Please ask the Benefits Administrator how military leave will affect your benefits, and whether you will receive any compensation during your military leave.

Drug and Alcohol Rehabilitation Leave

The School will reasonably accommodate an employee who voluntarily enters and participates in an alcohol or drug rehabilitation program, including potentially providing unpaid leave to participate in the program.  The School will not pay for the costs incurred in attending a rehabilitation program.  An employee who wishes to identify him or herself as an individual in need of the assistance of an alcohol or drug rehabilitation program may contact the Director of Human Resources. The School will take all reasonable steps necessary to maintain the employee’s privacy in this situation.  The employee may use accrued sick leave or accrued vacation time, if any, during requested leave.

Nothing in this policy shall prohibit the School from refusing to hire or discharge an employee who, because of his or her current use of alcohol or drugs, is unable to perform his/her duties or cannot perform the duties in a manner that would not endanger his/her health or safety or the health or safety of others.

Time Off for Adult Literacy Programs

The School will reasonably accommodate and assist any employee who reveals a problem of illiteracy and requests employer assistance in enrolling in an adult literacy education program.  Employees will be required to bear the cost associated with enrollment in an adult literacy education program, but the School will assist the employee by providing the locations of local literacy education programs.  The School may also arrange for a literacy education provider to visit the School.  

An employee who wishes to reveal a problem of illiteracy and request School assistance should contact the Director of Human Resources. The School will take all reasonable steps to safeguard the employee’s privacy.  Non-certificated, hourly employees may use accrued vacation pay if available to make up for the work that is missed to attend literacy classes.

Time Off to Attend Child’s School Discipline

Any employee who is a parent or legal guardian of a child that has received written notice from the child’s school requesting his or her attendance at a disciplinary conference is entitled to take unpaid leave to attend the conference.  Please contact your supervisor to determine eligibility and scheduling before taking any leave to attend a disciplinary conference.

Time Off to Attend Child’s School Activities

Employees that are parents, guardians or grandparents with custody of a child in kindergarten, grades 1-12 or with a child in a licensed day care facility, may wish to take time off to visit the school of your child for a school activity.  Employees may take off up to eight hours each calendar month (up to a maximum of 40 hours each school year), provided the employee gives reasonable notice to the Company of the planned absence.  The School requires documentation from the school noting the date and time of your visit.

If both parents of a child work for the School, the first parent to provide notice may take the time off, unless the School approves both parents taking time off simultaneously.

Time Off to Serve as Election Official

Any employee who serves as an election official is eligible for unpaid leave on Election Day for purposes of service.  Please notify your supervisor of your commitment to act as election official as far in advance as possible.  

Time Off for Jury and Witness Duty

The School will provide employees 10 days paid leave to serve as required by law, on a jury or grand jury if the employee provides reasonable advance notice.  The School will also provide employees leave to appear in court or other judicial proceeding as a witness to comply with a valid subpoena or other court order.  Please notify your supervisor of your commitment to serve on a jury or as a witness as far in advance as possible.  A copy of the court document must be provided to the Human Resources Department.
Time Off for Victims of Crime or Domestic Violence

Employees who are victims of domestic violence or sexual assault will be given time off as necessary in accordance with the law.  Employees may be required to provide reasonable advanced notice of the need for time off if feasible and documentation establishing the right to such time off may be requested.  The School will take all reasonable steps to maintain the confidentiality of any employee requesting crime victim/domestic violence leave.  Please notify the Director of Human Resources of your need to seek relief as far in advance as possible.  If applicable, an employee may use accrued vacation leave for these purposes.  

Time Off for Victims of Crime

An Employee who is a victim of certain crimes (violent felonies, felony thefts and serious felonies as defined by law) or is an immediate family member of a victim, is a registered domestic partner of a victim or the child of a registered domestic partner of a victim will be given time off as necessary in accordance with the law.  Employees may be required to provide reasonable advanced notice of the need for time off if feasible and documentation establishing the right to such time off may be requested.  The School will take all reasonable steps to maintain the confidentiality of any employee requesting crime victim leave.  Please notify the Director of Human Resources of your need for time off as far in advance as possible.  As applicable, an employee may use accrued vacation leave or sick leave for crime victim leave purposes.  

Time Off for Volunteer Firefighters

Employees who perform emergency duties as volunteer firefighters, reserve peace officers or emergency rescue personnel will be given time off as necessary in accordance with the law.  Employees are requested to alert their supervisor of their status as volunteer firefighters, reserve peace officers or emergency rescue personnel so that the School will have advanced notice of the employee’s potential need to leave the School in the event of an emergency.  Any time an employee must perform emergency duties, he/she must notify their supervisor before leaving the School’s premises. 

Time Off for Voting

Employees who do not have sufficient time outside of their regular working hours to vote in a statewide election may request time off to vote.  If possible, employees should make their request at least two days in advance of the election.  Up to two hours of paid time off will be provided, at the beginning or the end of the employee’s regular shift, whichever will allow the most free time for voting and the least time off work.  Please contact your supervisor to request and schedule time off to vote.

Workers’ Compensation Leave

Employees that are temporarily totally disabled due to a work-related illness or injury will be placed on workers’ compensation leave.  The duration of your leave will depend upon the rate of your recovery and the business needs of the School.  Workers’ compensation leave will run concurrently with any other applicable medical leave of absence.  

Employment Evaluation and Separation

Employee Reviews and Evaluations
Each employee will receive periodic performance reviews conducted by their immediate supervisor.  Performance evaluations will be conducted annually. The frequency of performance evaluations may vary depending upon length of service, job position, past performance, changes in job duties or recurring performance problems.

Your performance evaluations may review factors such as the quality and quantity of the work you perform, your knowledge of the job, your initiative, your work attitude, and your attitude toward others.  The performance evaluations are intended to make you aware of your progress, areas for improvement and objectives or goals for future work performance.  Favorable performance evaluations doe not guarantee increases in salary or promotions or retention of your job.  Salary increases and promotions are solely within the discretion of the School and depend upon many factors in addition to performance.  After the review, you will be required to sign the evaluation report simply to acknowledge that is has been presented to you, that you have discussed it with your supervisor, and that you are aware of its contents.  The evaluation system in no way alters the employment at-will relationship.

Newly hired employees will have their performance goals reviewed by their supervisor within the first 90 days of employment.

Discipline and Involuntary Termination
Violation of the School’s policies and rules may warrant disciplinary action, which may take multiple forms, including verbal warnings, written warnings, suspensions or termination.  The School’s disciplinary system is informal and the School may, in its sole discretion, utilize any form of discipline it deems appropriate under the circumstances, up to and including termination of employment upon the first offense.

Voluntary Termination
Unless you have a “Fixed Term Contract,” you or the School may terminate the employment relationship at any time, with or without notice and with or without cause.  While it is not required, the School requests that employees electing to resign give as much advance notice as possible (preferably two weeks) to allow the School to plan for your departure.

Regardless of your position, should you decide to separate your employment with the School, an exit interview will normally be scheduled on the last day of work with your supervisor or the Director of Human Resources. The purposes of the exit interview is to review eligibility for benefit conversion, to ensure that all necessary forms are completed, to collect any company property (including keys, equipment, documents and records) that may be in the employee’s possession, to review the employee’s obligations regarding confidential information, and to provide the employee with the opportunity to make any constructive comments and suggestions on improving the working environment at the School.  The School appreciates receiving candid opinions of the employee’s employment.  Final pay, including pay for any earned but unused vacation time, will be provided in accordance with state law.

References
All requests for references and employment verifications must be promptly directed to the Director of Human Resources.  When contacted for a reference or employment verification, the School will only provide information concerning dates of employment and the title of the last position held.  Other employees may not provide any employment verifications or act as a reference for any other employees.
Internal Complaint Procedures

It is the policy of the Lifeline Education Charter School (the “School”) to maintain a positive and productive working environment.  There are some circumstances, however, when employees may take issue with other employees or supervisors.  Employees that have complaints against other employees or supervisors that do not involve complaints of discrimination or harassment or violations of law, are encouraged to first address the issue with the person directly using conflict resolution skills without the intervention of a supervisor or other School administrator. If, however, the employee does not feel comfortable with this approach or the complaint involves harassment, discrimination or other violation of law, the employee must use the below identified complaint procedure.  

Internal Procedures:

Each supervisor has the responsibility to maintain a work place and educational environment free from any form of sexual or other unlawful harassment or conduct.  Consequently, should your supervisor or the Director of Human Resources become aware of any conduct that may constitute sexual harassment or other prohibited behavior, immediate action will be taken to address and remediate such conduct. 

Any employee who has experienced or is aware of a situation that is believed to be sexually and/or otherwise unlawfully harassing or otherwise unlawful has a responsibility to report the situation immediately to the Director of Human Resources, 1826 Orange Tree Lane, Redlands, CA 92374, 909-307-6312, ext. 222. If the employee is not comfortable contacting the Director of Human Resources, the employee should contact the Director, 357 E. Palmer, Compton, CA 90221, (310) 605-2510.  A Harassment/Retaliation/Unlawful Conduct Complaint Form may be obtained from the Director of Human Resources  The Director of Human Resources will conduct a prompt investigation and take appropriate corrective action where warranted.  Complaints will be handled as discreetly as possible, consistent with the need to investigate effectively and promptly resolve the matter.  Complaints relating to discrimination, other than employment discrimination, must be filed within six months of the alleged discrimination or when the complainant first obtained knowledge of the alleged discrimination, unless an extension has been obtained by the Superintendent of Public Instruction of the State of California.  

Claims of discrimination:  If the employee is not satisfied with the outcome of an investigation of a discrimination claim, the employee, in writing, should bring the matter to the attention of the Director.  If the complaint alleges wrongdoing involving discrimination, other than employment discrimination, the e Director will conduct a prompt investigation where the complainant, his/her representative or both, and representatives of the School, may present information relevant to the complaint, and the complainant and School representatives shall have an opportunity to meet to discuss the complaint or to question each other and each other’s witnesses.  The Director shall prepare a written decision, which decision shall contain the findings and disposition of the complaint, including corrective actions if any, the rationale for such disposition, notice of the complainant’s right to appeal the decision to the Department of Education, and the procedures to be followed for initiating an appeal to the Department.  Within 60 days of receipt of the complaint, the Director will send a copy of the written decision to the complainant.

Complaints will be handled as discreetly as possible, consistent with the need to investigate effectively and promptly resolve the matter. The Director of Human Resources will be knowledgeable of the laws/programs that he/she is assigned to investigate.  If the complaint alleges employment discrimination, the School will send it to the Department of Fair Employment and Housing (the “DFEH”) for investigation as required by law.  
Any employee found to have participated in improper harassment will be subject to disciplinary action, up to and including possible dismissal.  

External Procedures:  Filing a Complaint with the DFEH.  

Employees or job applicants who believe that they have experienced unlawful employment discrimination may file a complaint directly with the DFEH.  The DFEH serves as a neutral fact-finder and attempts to help the parties voluntarily resolve disputes.  If the DFEH finds sufficient evidence to establish discrimination occurred and settlement efforts fail, the DFEH may file a formal accusation.  The accusation will lead to either a public hearing before the Fair Employment and Housing Commission (the “Commission”) or a lawsuit filed by the DFEH on behalf of the complaining party.

If the Commission finds that discrimination has occurred, it can order remedies including:  fines or damages for emotional distress from each employer or person found to have violated the law; hiring or reinstatement; back pay or promotion; changes in the policies or practices of the involved employer.  

Employees can also pursue the matter through a private lawsuit in civil court after a complaint has been filed with the DFEH and a Right to Sue Notice has been issued.  For more information, contact the DFEH and Commission toll free at (800) 884-1684, in the Sacramento area and out of state at (916) 227-0551 or visit its website at www.dfeh.ca.gov.  To contact the nearest field office of the Equal Employment Opportunity Commission (“EEOC”), call 1-800-669-4000.  You should be aware that state and federal law provide time limits within which complaints must be filed.  Contact the relevant agency to determine the applicable time limit. 

Retaliation Policy

It is in violation of the School’s policy for the School or any employee to demote, suspend, reduce, fail to hire or consider for hire, fail to give equal consideration in making employment decisions, fail to treat impartially in the context of any recommendations for subsequent employment that the School may make, adversely affect working conditions or otherwise deny any employment benefit to an individual because that individual has opposed practices prohibited by law or has filed a complaint, testified, assisted or participated in any manner in an investigation, proceeding or hearing conducted by the Commission or DFEH or their staff.  Any employee retaliating against another employee, applicant or student will be disciplined, up to and including termination.  
Examples of protected activities under the School’s retaliation policy include seeking advice from the DFEH or Commission; filing a complaint with the DFEH or Commission, irrespective of whether the complaint is actually sustained; opposing employment practices the employee reasonably believes to exist and believes to be a violation of the law; participating in an activity that is perceived by the School as opposition to discrimination, whether or not so intended by the employee expressing the opposition; participating in the proceeding of a local human rights or civil rights agency on a legal basis.  
Nothing in this policy shall be construed to prevent the School from enforcing reasonable disciplinary policies and practices, nor from demonstrating that the actions of an applicant or employee were either disruptive or otherwise detrimental to legitimate business interests so as to justify the denial of an employment benefit. 
HANDBOOK RESPONSIBILITY CONTRACT

As a member of the faculty of Lifeline Education Charter School, I understand that I am responsible for the information contained in this handbook. I have received clear explanation regarding its contents. I agree to follow the policies procedures and instructions set forth in it and to abide by and enforce the rules of Lifeline Education Charter School. I understand that failure to do the above may result in disciplinary action, including dismissal.

I recognize that I may receive written correspondence as addendum to this handbook and that I am also responsible for that information.

Furthermore, I agree to be an example to all Lifeline Education Charter School students and to conduct myself in a respectful and responsible manner.

_____________________________________
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