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Introduction 
 
 
 

Section I 
 
 
 
 
 
 
 
 
 
 
 

“We cannot direct the wind . . . 
but we can adjust the sails.” 
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Mission and Vision 
 
Vision and mission statements are vitally important for any organization.  They explain why we exist and 
what we hope to contribute to our society. 
 
The mission of the RAPCS is to create a safe and healthy learning environment for middle school youth to 
develop into responsible participants in their education and our diverse society. 
 
We will provide rigorous instruction to prepare children for higher learning, the workplace, and life. 
 
RAPCS will engage our students to think globally and act locally! 

 
 
 

Our guiding principles determine the manner in which our mission and vision will be realized.  Principles 
provide a uniform approach to how we function as a school community.  Decisions are made through the 
framework of our guiding principles.  These principles will transform the way we communicate by providing 
a shared language. 

 
To be crystal clear, these principles will guide the actions, decisions and performance evaluations of all 

stakeholders (board members, administrators, staff, students and parents). 
 

Our Guiding Principles 
Dare   Prepare Care 

Student Centered Instruction Holistic Approach Nurturing Approach 
• Project Based  
• Innovative Instruction 
• Individualization 
• Differentiation 

 
 

• Empowerment 
• Build Character 
• Develop Talent and full 

potential 
• Critical Thinking 

• Collaboration 
• Mentoring 
• Familial 
• Restorative 

approach! 
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Pennsylvania's Code of Professional Practice and Conduct for Educators 
Section 1. Mission 

 
The Professional Standards and Practices Commission is committed to providing leadership for 
improving the quality of education in this Commonwealth by establishing high standards for 
preparation, certification, practice and ethical conduct in the teaching profession. 

 
Section 2. Introduction 

 
(a) Professional conduct defines interactions between the individual educator and students, the 
employing agencies and other professionals. Generally, the responsibility for professional 
conduct rests with the individual professional educator. However, in this Commonwealth, a 
Code of Professional Practice and Conduct (Code) for certificated educators is required by  
statute and violation of specified sections of the Code may constitute a basis for public or private 
reprimand. Violations of the Code may also be used as supporting evidence, though may not 
constitute an independent basis, for the suspension or revocation of a certificate. The 
Professional Standards and Practices Commission (PSPC) was charged by the act of December 
12, 1973 (P. L. 397, No. 141) (24 P. S. § § 12-1251 - 12-1268), known as the Teacher 
Certification Law, with adopting a Code by July 1, 1991. See 24 P. S. § 12-1255(a)(10). 

 
(b) This chapter makes explicit the values of the education profession. When individuals 
become educators in this Commonwealth, they make a moral commitment to uphold these 
values. 
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Section 3. Purpose 

 
(a) Professional educators in this Commonwealth believe that the quality of their services 
directly influences the Nation and its citizens. Professional educators recognize their obligation 
to provide services and to conduct themselves in a manner which places the highest esteem on 
human rights and dignity. Professional educators seek to ensure that every student receives the 
highest quality of service and that every professional maintains a high level of competence from 
entry through ongoing professional development. Professional educators are responsible for the 
development of sound educational policy and obligated to implement that policy and its 
programs to the public. 

 
(b) Professional educators recognize their primary responsibility to the student and the 
development of the student's potential. Central to that development is the professional educator's 
valuing the worth and dignity of every person, student and colleague alike; the pursuit of truth; 
devotion to excellence; acquisition of knowledge; and democratic principles. To those ends, the 
educator engages in continuing professional development and keeps current with research and 
technology. Educators encourage and support the use of resources that best serve the interests 
and needs of students. Within the context of professional excellence, the educator and student 
together explore the challenge and the dignity of the human experience. 

 
Section 4. Practices 

 
(a) Professional practices are behaviors and attitudes that are based on a set of values that the 
professional education community believes and accepts. These values are evidenced by the 
professional educator's conduct toward students and colleagues, and the educator's employer and 
community. When teacher candidates become professional educators in this Commonwealth, 
they are expected to abide by this section. 

 
(b) Professional educators are expected to abide by the following: 

 
(1) Professional educators shall abide by the Public School Code of 1949 (24 
P. S. § § 1- 101 - 27-2702), other school laws of the Commonwealth, sections 
1201(a)(1), (2) and (4) and (b)(1), (2) and (4) of the Public Employee Relations 
Act (43 P. S. § § 1101.1201(a)(1), (2) and (4) and (b)(1), (2) and (4)) and this 
chapter. 

 
(2) Professional educators shall be prepared, and legally certified, in their 
areas of assignment. Educators may not be assigned or willingly accept 
assignments they are not certified to fulfill. Educators may be assigned to or 
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accept assignments outside their certification area on a temporary, short-term, 
emergency basis. Examples: a teacher certified in English filling in a class period 
for a physical education teacher who has that day become ill; a substitute teacher 
certified in elementary education employed as a librarian for several days until the 
district can locate and employ a permanent substitute teacher certified in library 
science. 

 
(3) Professional educators shall maintain high levels of competence 
throughout their careers. 

 
(4) Professional educators shall exhibit consistent and equitable treatment of 
students, fellow educators and parents. They shall respect the civil rights of all 
and not discriminate on the basis of race, national or ethnic origin, culture, 
religion, sex or sexual orientation, marital status, age, political beliefs, 
socioeconomic status, disabling condition or vocational interest. This list of bases 
or discrimination is not all-inclusive. 

 
(5) Professional educators shall accept the value of diversity in educational 
practice. Diversity requires educators to have a range of methodologies and to 
request the necessary tools for effective teaching and learning. 

 
(6) Professional educators shall impart to their students principles of good 
citizenship and societal responsibility. 

 
(7) Professional educators shall exhibit acceptable and professional language 
and communication skills. Their verbal and written communications with parents, 
students and staff shall reflect sensitivity to the fundamental human rights of 
dignity, privacy and respect. 

 
(8) Professional educators shall be open-minded, knowledgeable and use 
appropriate judgment and communication skills when responding to an issue 
within the educational environment. 

 
(9) Professional educators shall keep in confidence information obtained in 
confidence in the course of professional service unless required to be disclosed by 
law or by clear and compelling professional necessity as determined by the 
professional educator. 

 
(10) Professional educators shall exert reasonable effort to protect the student 
from conditions which interfere with learning or are harmful to the student's 
health and safety. 
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Section 5. Conduct 
 
Individual professional conduct reflects upon the practices, values, integrity and reputation of the 
profession. Violation of § § 235.6-235.11 may constitute an independent basis for private or 
public reprimand, and may be used as supporting evidence in cases of certification suspension 
and revocation 
 
Section 6. Legal Obligations 

 
(a) The professional educator may not engage in conduct prohibited by the act of December 12, 
1973 (P. L. 397, No. 141) (24 P. S. § § 12-1251-12-1268), known as the Teacher Certification 
Law. 

 
(b) The professional educator may not engage in conduct prohibited by: 

 
(1) The Public School Code of 1949 (24 P. S. § § 1-101-27-2702) and other 
laws relating to the schools or the education of children. 

 
(2) The applicable laws of the Commonwealth establishing ethics of public 
officials and public employees, including the act of October 4, 1978 (P. L. 883, 
No. 170) (65 P. S. § § 401-413), known as the Public Official and Employee 
Ethics Law. 

 
(c) Violation of subsection (b) shall have been found to exist by an agency of proper jurisdiction 
to be considered an independent basis for discipline. 

 
Section 7. Certification 

 
The professional educator may not: 

 
(1) Accept employment, when not properly certificated, in a position for 
which certification is required. 

 
(2) Assist entry into or continuance in the education profession of an 
unqualified person. 

 
(3) Employ, or recommend for employment, a person who is not certificated 
appropriately for the position. 
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Section 8. Civil Rights 

 
The professional educator may not: 

 
(1) Discriminate on the basis of race, National or ethnic origin, culture, 
religion, sex or sexual orientation, marital status, age, political beliefs, 
socioeconomic status; disabling condition or vocational interest against a student 
or fellow professional. This list of bases of discrimination is not all-inclusive. 

This discrimination shall be found to exist by an agency of proper jurisdiction to be 
considered an independent basis for discipline. 

 
(2) Interfere with a student's or colleague's exercise of political and civil rights and 
responsibilities. 

 
Section 9. Improper Personal or Financial Gain 

 
(1) Accept gratuities, gifts or favors that might impair or appear to impair 
professional judgment. 

 
(2) Exploit a professional relationship for personal gain or advantage. 

 
 
Section 10. Relationships with Students 

 
The professional educator may not: 

 
• Knowingly and intentionally distort or misrepresent evaluations of students. 

 
• Knowingly and intentionally misrepresent subject matter or curriculum. 

 
• Sexually harass or engage in sexual relationships with students. 

 
• Knowingly and intentionally withhold evidence from the proper authorities about 

violations of the legal obligations as defined within this section. 
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Section 11. Professional Relationships 

 
The professional educator may not: 

 
(1) Knowingly and intentionally deny or impede a colleague in the exercise or 
enjoyment of a professional right or privilege in being an educator. 

 
• Knowingly and intentionally distort evaluations of colleagues. 

 
• Sexually harass a fellow employee. 

 
• Use coercive means or promise special treatment to influence professional decisions of 

colleagues. 
 

• Threaten, coerce or discriminate against a colleague who in good faith reports or 
discloses to a governing agency actual or suspected violations of law, agency regulations 
or standards. 

 

 

The Code of Professional Practice and Conduct for Educators can be found at 
22 Pa. Code §§235.1 - 235.11. 
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Staff Information 
 
 
 
 

Section II 
 
 
 
 
 
 
 
 
 
 
 
 
 
To teach our children, is to preserve the future! 
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What the School Expects From Staff 
 
Appearance 

 

The appearance of the entire staff is very important in presenting a neat, clean and professional 
environment and school. Wearing acceptable clothing is necessary to maintain professional 
standards. Clothing should reflect and/or model that of the RAPCS students. RAPCS attire is 
available for purchase. The school adheres to a business casual dress code. Unacceptable attire 
includes, but is not limited to: 

 
Cropped tops  
Sleeveless Shirts 
T-shirts 
Low cut tops 
Skirts or dresses that are not appropriate length or fit 
Jeans 
Sneakers 
Open toe shoes (safety issue) 
Sweat pants, sweat shirts, jogging clothes  

 
Exceptions will be made for physical education teachers, special programs and field trips. The 
Administration reserves the right to speak to any employee if his/her dress is deemed 
inappropriate, despite not being listed above. Failure to comply with the provisions set forth 
herein may result in disciplinary action up to and including termination. 
 
*Zoom Sessions 
The staff appearance identified above remain in effect for staff while hosting and/or 
participating in Zoom or other video conferences. 

 
Attendance and Punctuality 

 

It is the expectation of the Board of Trustees that all employees demonstrate professional conduct 
regarding attendance and punctuality. Absence and lateness will be given consideration in 
connection with performance reviews. Lateness is defined as any report for work later than an 
employee’s start time. Absenteeism is one of the primary reasons for a school’s inability to 
accomplish expected goals since it results in less than optimal student progress, missed deadlines 
and scheduling and coverage problems. (Refer to Section VII of the Employee Handbook for 
guidelines). Absence and lateness control measures will include counseling, verbal warning, 
written warning or reprimand and suspension without pay. Excessive and/or patterns of absence 
abuse and/or lateness may result in termination or non-renewal of contract. 
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Attitude 
 

Good manners, cooperation, and consideration for others are established habits that bring about 
harmony among employees. Profane and abusive language is prohibited. Remember that on and 
off the job, each staff member is a direct reflection of the Richard Allen Preparatory Charter 
School. 

 
Certification Requirements 

 

All educational staff are responsible for obtaining and maintaining the certification(s) required by 
applicable State and Federal law during the term of their employment. Failure to do so is a cause 
for dismissal. Act 48 credits are available and reported through the school for scheduled 
professional development sessions in accordance with the school’s Professional Development 
Plan. The school is not mandated to provide Act 48 credits for meetings and other staff   
activities. 

 
Confidentiality 

 

Communication with parents regarding their child’s education and care is essential. However, 
discussions with parents must be limited to issues directly related to their child’s continued 
success at the school and must comply with Board policies and procedures. It is essential that 
conversations with parents regarding their children be conducted in a confidential manner so that 
other parents or employees who are not involved with the child’s education do not overhear 
comments regarding the child in question. Under no circumstances may employees discuss 
specific issues related to a student’s behavior at the school with anyone other that the student’s 
parents or otherwise authorized individual. 

 
Comments and discussion regarding student performance, behavior and records should not be 
part of public discussion and should only be discussed with appropriate people in an educational 
setting. Material of a confidential nature should be kept as such. 

 
Professional discretion and courtesy should be used in discussing all staff concerns, including but 
not limited to comments regarding other staff members, administration and the Board of  
Trustees. The use of inappropriate language is prohibited. 

 
Failure to maintain confidentiality may result in termination. 
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Parent/Teacher Relationships 
 

Teachers are expected to meet with parents for report card conferences. If a parent is not able to 
come during a designated time, the teacher is responsible for making arrangements to meet with 
the parent at a mutually convenient time. Conferences should also be held on a need or request 
basis. It is the responsibility of the teacher to contact parents about behavioral, attendance or 
academic concerns.  Powerschool and email are excellent tools for communicating with 
parents, but do not replace phone calls and meetings. Please keep a record of all phone calls, 
attempts and copies of letters for your own documentation purposes. 

 
Professionalism 

 

As educators, teachers of RAPCS are expected to act in a student-centered, professional manner 
that reflects the commitment by the school to educate and enhance all areas of student learning. 
Staff members are expected to adhere to Pennsylvania’s Code of Professional Practice and 
Conduct for Educators. Additionally, faculty and staff are expected to model at all times and in 
all areas of the school, the mature and respectful behaviors and actions asked of the students. 
Therefore, RAPCS expects teachers to model the five (5) Propositions of Accomplished Teaching 
as defined by the National Board for Professional Teaching Standards. They are: 

 
• Teachers are committed to students and their learning. 

Accomplished teachers are dedicated to making knowledge accessible to all students. They act 
on the belief that all students can learn. They treat students equitably, recognizing the individual 
differences that distinguish one student from another and taking account of these differences in 
their practice. They adjust their practice based on observation and knowledge of their students’ 
interests, abilities, skills, knowledge, family circumstances and peer relationships. 

 
Accomplished teachers understand how students develop and learn. They incorporate the 
prevailing theories of cognition and intelligence in their practice. They are aware of the 
influence of context and culture on behavior. They develop students’ cognitive capacity and their 
respect for learning. Equally important, they foster students’ self-esteem, motivation, character, 
civic responsibility and their respect for individual, cultural, religious and racial difference. 

 
• Teachers know the subjects they teach and how to teach those subjects to students. 

Accomplished teachers have a rich understanding of the subject(s) they teach and appreciate how 
knowledge in their subject is created, organized, linked to other disciplines and applied to real- 
work settings. While faithfully representing the collective wisdom of our culture and upholding 
the value of disciplinary knowledge, they also develop the critical and analytical capacities of 
their students
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Accomplished teachers command specialized knowledge of how to convey and reveal subject 
matter to students. They are aware of the preconceptions and background knowledge that students 
typically bring to each subject and of strategies and instructional materials that can be of 
assistance. They understand where difficulties are likely to arise and modify their practice 
accordingly. Their instructional repertoire allows them to create multiple paths to the subjects 
they teach, and they are adept at teaching students how to pose and solve their own problems. 
 

• Teachers are responsible for managing and monitoring student learning. 
Accomplished teachers create, enrich, maintain and alter instructional settings to capture and 
sustain the interest of their students and to make the most effective use of time. They also are 
adept at engaging students and adults to assist their teaching and at enlisting their colleagues’ 
knowledge and expertise to complement their own. 

 
Accomplished teachers command a range of generic instructional techniques, know when each is 
appropriate and can implement them as needed. They are as aware of ineffectual or damaging 
practice as they are devoted to elegant practice. 

 
They know how to engage groups of students to ensure a disciplined learning environment, and 
how to organize instruction to allow the schools’ goals for students to be met. They are adept at 
setting norms for social interaction among students and between students and teachers. They 
understand how to motivate students to learn and how to maintain their interest even in the fact 
of temporary failure. 

 
Accomplished teachers can assess the progress of individual students as well as that of the class 
as a whole. They employ multiple methods for measuring student growth and understanding and 
can clearly explain student performance to parents. 

 
• Teachers think systematically about their practice and learn from experience. 

Accomplished teachers are models of educated persons, exemplifying the virtues they seek to 
inspire in students – curiosity, tolerance, honesty, fairness, respect for diversity and appreciation 
of cultural differences – and the capacities that are prerequisites for intellectual growth: the 
ability to reason and take multiple perspectives, to be creative and take risks, and to adopt an 
experimental and problem-solving orientation. 

 
Accomplished teachers draw on their knowledge of human development, subject matter and 
instruction, and their understanding of their students to make principled judgments about sound 
practice. Their decisions are not only grounded in the literature, but also in their experience. 
They engage in lifelong learning which they seek to encourage in their students.
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Striving to strengthen their teaching, accomplished teachers critically examine their practice, seek 
to expand their repertoire, deepen their knowledge, sharpen their judgment and adapt their 
teaching to new findings, ideas and theories. 
 
 
5. Teachers are members of learning communities. 
Accomplished teachers contribute to the effectiveness of the school by working collaboratively 
with other professionals on instructional policy, curriculum development and staff development. 
They can evaluate school progress and the allocation of school resources in light of their 
understanding of state and local educational objectives. They are knowledgeable about 
specialized school and community resources that can be engaged for their students’ benefit and 
are skilled at employing such resources as needed. 

 
Accomplished teachers find ways to work collaboratively and creatively with parents, engaging 
them productively in the work of school. 

 
 
Our commitment to collaborative practice is demonstrated in ensuring that adequate time is  set aside 
for staff collaboration and planning.  Professional Learning Communities and Grade Level  meeting 
sessions are mandatory for all assigned staff.  Your prompt arrival , engagement, and participation are 
both mandated and expected.
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Attendance 
Hours of Work 

 
Employees shall call the designated number (215) 878-1544 or utilize the website tool before 
7:00 AM to report any absence from work. Employees who fail to call in before 7:00 AM may be 
subject to disciplinary action, for tardy calling may result in the lack of coverage. If you have 
called out sick, please contact the  School Secretary by 3:00 p.m. on the same day to let him or 
her know whether or not you will be in the next day. This allows us to make arrangements for 
the following day. 

 
Work hours are 8:15 a.m. to 4:15 p.m. A daily lunch period of 30 minutes will be provided. 
Non-teacher personnel will work as scheduled by the CEO. Exceptions to the normal hours of 
work, both additions and deletions, may be implemented on a temporary basis by respective 
supervisors, as required by the situation. There will be a daily preparation period for instructional 
staff, which must be used for planning, team meetings, professional development and other 
necessary preparation for the improvement of the educational program. 
 
Teachers’ meetings will be announced, and attendance is mandatory. 

 
Many extra-curricular and evening events take place at RAPCS. Teachers are required to attend 
Back to School Night and at least two other evening events (evening report card conferences) and 
are encouraged to attend as many special events as possible. 

 
Failure to abide by the provisions of this section may lead to disciplinary action up to and 
including termination. 

 
Inclement Weather Days 

 
Richard Allen Preparatory Charter School will most likely close on the same days as the School 
District of Philadelphia due to inclement weather or another citywide emergency. To ensure the 
status of the school during inclement weather or other emergencies, please listen to KYW News 
Radio or watch KYW Channel 3 TV, NBC Channel 10 TV and WPVI Channel 6 TV for 
information. Our school closing number is 227.  Notice will also be provided by automatic phone 
call, email notification and on the school website. 

 
Inclement weather may also affect the starting time of the school day. Subject to the CEO’s or 
his/her designee’s approval a reasonable grace period will be allowed for faculty and staff to 
report to work during inclement weather when school is in session. The CEO or his/her 
designee shall determine if any grace period is permitted.  
 
Technologies like Zoom have made it possible for instruction to be delivered during days where 
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students and/or staff are physically unable to be present at the building. On such instructional 
days, staff members will required to check in via Zoom and to ensure appropriate attendance 
and student record keeping for the day have been completed. Notification as to whether school 
will be closed or operating virtually will be sent via email, social media post, phone blast, and 
website. Some news outlets allow for that delineation to be made on their emergency school 
closing lists, as well. 
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School Nurse 
 
The nurse and/or medical assistant will be in their respective offices each morning at 10:00 AM. 
Teachers’ observations of students’ patterns of behavior have been useful in determining the 
s ta tu s  of individual students’ physical and emotional health. While the more obvious defects of 
hearing and vision are usually detected and reported quickly, close cooperation between the 
teacher and nurse may help to solve some of the even more difficult problems of growing 
students. The nurse is ready at any time to make home calls to enlist parental help and 
cooperation when it is needed. Numerous visits to the nurse are unnecessary. Some students 
repeatedly visit the office during the course of the day. Teachers are cautioned to be alert to these 
abuses so they can be eliminated. 

 
A first aid kit is maintained in the nurse’s station. It will be properly stocked at all times for use 
in the event of minor injuries. Should an injury occur, call the office immediately for emergency 
services. Staff members are encouraged to be trained in CPR. 
 
The School Nurse is not a substitute for a Primary Care Physician.  Staff experiencing medical 
issues should contact an Administrator and/or emergency care, if needed. 
 
Our School Nurse will be engaged in student screening and exams onsite at RAPCS during 
COVID-19 virtual learning mode.  We are also making the Nurse available at certain point in the 
day for consultation if there is a student medical or health issue/question. 

 
Safety 

 

Safety of our students and personnel is a matter of primary importance exceeded by no other 
consideration; therefore, every effort will be made to provide a safe environment in which to 
learn and work. All staff members must be familiar with the School Safety Plan. Periodic crisis 
management drills will be conducted. 

 
The Board firmly believes that most accidents and injuries can and should be prevented. All 
employees have a responsibility to themselves, their fellow employees, the Board, and to the 
students to help in this endeavor and to follow all safety procedures necessary to prevent 
accidents and injuries. Any unsafe condition of which an employee is aware must be reported to 
his/her supervisor immediately in writing. 

 
The teacher or person in charge of an activity is responsible for filling out an accident form 
immediately upon completion of the activity in which a student, staff member, or visitor is 
injured. This form is to be filled out in duplicate – one copy for the CEO and one copy for the 
nurse. Reports must be signed by the person responsible for supervision at the time of the 
accident. Accuracy is important as to date, time, and apparent extent of injury; first aid applied, 
and witness. 
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With regards to the security and safety of the school facility, all staff members will be issued pass 
keys which will allow them access to the building and school areas during school hours.  Staff 
members who lose their key will be required to purchase a replacement for $5.00. Each pass key 
is registered to an individual employee. Employees are discouraged from sharing pass keys. 
Additionally, all exterior doors are to remain closed during the school day. No staff member 
should prop or leave exterior doors open. This places students and staff members in potential 
danger. 

 
Technology 

 

RAPCS is aware of the importance of technology in schools. We expect teachers to incorporate 
technology into their teaching. In addition, teachers are required to use Powerschool regularly. 
All test grades and homework grades must be entered into Powerschool within 3 days of 
the date of the test or assignment. 
Advisory Teachers are also required to input daily attendance for each student in their advisory at 
or before 8:40 AM. Attendance data is input via the Powerschool program.  During virtual 
advisory, attendance must be taken and submitted at or before 8:55 AM. 

 
Data 

 

Individual student data from PSSA and other assessments is available for every student.  
Teachers are expected to use this data to drive classroom instruction and meet individual student 
needs. 

 
Special Needs Students 

 

RAPCS is an inclusive school and follows federal guidelines. The Special Education Staff in 
conjunction with other instructional staff are responsible for implementing the goals and 
accommodations, including grading, in the IEP. Copies of the relevant portions of the IEP (or 
any 504 service agreement) must be maintained in strictest confidence by the students’ teachers 
and referred to in order to implement the IEP. Teacher must maintain all charting and 
documentation required by the IEP or 504. All such documentation must be maintained in 
accordance with the confidentiality requirements of state and federal laws. 

 
All educational staff are expected to report to their respective supervisor and/or special education 
coordinator cases in which a student may be displaying behaviors consistent with a disability or 
other special need. 

 

Homeless Students 
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McKinney Vento Act, Education for Homeless Youth 
The McKinney Vento Act is designed to ensure homeless children and youth are provided with a 
Free and Appropriate Public Education on an equal basis with all other children in the state. 
Program objectives and activities are intended to remove and/or ease the barriers to enrollment 
and educational success for homeless children. 

Under the Pennsylvania's Education for Children and Youth Experiencing Homelessness Program 
State Plan, homeless children are defined as: Children living with a parent in a domestic violence 
shelter; runaway children; children and youth who have been abandoned or forced out of their 
home by parents or other caretakers; and school district-aged parents living in houses for school 
district-aged parents if they have no other available living accommodations. 

Homeless youth are entitled to immediate enrollments and their families are not required to prove 
residency regarding school district enrollment. These students will be enrolled at Insight PA 
without delay. 

Questions about McKinney Vento or services for homeless students should be directed to Ms. 
Smallwood-Jones at esmallwoodjones@rapcs.org  

• Privacy and Homelessness: FERPA 2016 [PDF] 
• FAQ on Education Rights of Children and Youth in Homeless Situations – McKinney 

Vento FAQ’s [PDF] 
• Non-Regulatory Guidance: Ensuring Educational Stability for Children in Foster Care 

– ESSA Q & A [PDF] 
• Grievance Procedures--  Dispute Resolution Policy [PDF] 
• Shelter Directory https://directory.center-school.org/homeless/shelter/search 

 
Responsibilities of RAPCS for Homeless Children and Youth 

1. Identify homeless children and youth with assistance of school personnel and by 
coordination activities with other entities and agencies. 

2. Inform parents or guardians of educational rights and related opportunities available to 
their children, including Head Start programs (including Early Head Start programs), early 
intervention services under Part C of the IDEA, other preschool programs administered by 
the LEA, and provide them with meaningful opportunities to participate in the education of 
their children. 

3. Disseminate public notice of the educational rights of homeless students where children 
and youths receive services under the McKinney-Vento Act (such as schools, family 
shelters and food pantries). 
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4. Mediate enrollment disputes in accordance with the Enrollment Dispute section. 
5. Inform the parent or guardian of a homeless child, youth and any unaccompanied youth, of 

all transportation options, including to the school of origin, and assist in accessing these 
transportation services. 

6. Ensure that unaccompanied youth are immediately enrolled in school pending resolution of 
disputes that might arise over school enrollment or placement. 

7. Assist children and youths who do not have documentation of immunizations or medical 
records to obtain necessary immunizations or necessary medical documentation. 

8. Understand the guidance issued by the Pennsylvania Department of Education (PDE) for 
the education of homeless students and be ready to explain the BEC related to homeless 
education to school district staff. 

9. Get to know the best resources in their community to assist families with referrals for things 
such as shelter, counseling, food and transportation. 

10. Distribute information on the subject of homeless students and arrange staff development 
workshops and presentations for school personnel, including office staff. 

11. Provide standard forms and information about enrollment procedures and key school 
programs to each shelter in their district. 

12. Become familiar with the various program materials that are available from PDE. 
13. Ensure that public notice of the educational rights of homeless students is disseminated in 

locations frequented by parents and guardians of such children and youths, and 
unaccompanied youths, including schools, shelters, public libraries, and soup kitchen, in a 
manner and form understandable to the parents and guardians and unaccompanied youth. 

14. Collaborate with a school district's special education program to ensure that homeless 
children who need special education and related services are located, identified and 
evaluated. This is a requirement under the Individual with Disabilities Education Act 
(IDEA), which mandates that highly mobile children with disabilities, including homeless 
children, be identified and served. 

15. Ensure that homeless youths who have or may have disabilities have a parent or a 
surrogate parent to make special education or early intervention decisions. In the case of 
unaccompanied homeless youth, if a student is disabled or may be disabled and the youth 
does not have a person authorized to make special education decisions, the School will 
work with the following people as temporary surrogate parents: staff in emergency 
shelters; transitional shelters; independent living programs; street outreach programs; and 
state, local educational agency or child welfare agency staff involved in the education or 
care of the child. This rule applies only to unaccompanied homeless youth. 

16. Identify preschool-aged homeless children by working closely with shelters and social 
service agencies in their area. In addition, the liaison should inquire, at the time they are 
enrolling homeless children and youths in school, whether the family has preschool-aged 
children. 
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17. Identify unaccompanied homeless youth while respecting their privacy and dignity by 
providing specific outreach to areas where eligible students who are out of school may 
congregate. 

18. Ensure that unaccompanied youths have opportunities to meet the same challenging state 
academic standards as the state establishes for other children and youths. 

 
 

 
Paraeducators 

 

Paraeducators are valuable members of the school who  assist  students  in  learning. 
According to the federal law, Paraeducators may not be assigned for copying and filing; they 
are to be deployed to work directly with students. Paraeducators must report discipline issues to 
the teacher who is responsible to implement the appropriate consequences. The Special 
Education Teachers are responsible for directly supervising the assistants, relating 
expectations, including him/her in class meetings, and, in general, making sure that the 
assistant is informed, and the classroom climate is appropriate. The teacher will notify the 
administration if the assistant is not meeting requirements, expectations, confidentiality, or has 
frequent lateness or absences. 

 
Paraeducators are required to maintain the same level of confidentiality as all staff members 
and are prohibited from discussing student information outside of the classroom. Assistants 
are expected to exhibit the same level of confidentiality that they would expect for their own 
children. Failure to maintain confidentiality will result in dismissal. 

 
Administrative Assistants/Secretaries 

 
All office Administrative Assistants and clerks have duties and responsibilities associated with 
their positions. Teachers are not to request clerical service of the office staff. Please do not put 
anyone in an embarrassing situation by requiring “personal” work to be done. Please do not 
request to have materials copied that may be in violation of the copyright law. 
 
Enforcing Student Rules 

 
• Employees may not permit a student to use office equipment. 
• Employees may not permit a student to eat anywhere but in the cafeteria and should 

remind students that they may purchase food in the cafeteria only during assigned lunch 
periods. Exceptions will only be made in the event of a special program or incentive. All 
special programs/incentives require the prior approval of the CEO or his designee 

• Teachers must require all students to have a pass in order to be excused to another staff 
member and teachers must, at all times, supervise all students under their control. A 
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properly completed and signed agenda book may be used as a pass 
• Teachers must require students to properly note their time in/out of the classroom in the 

appropriate book. 
 

School Property 
 
All teachers must be alert for misuse of school property. As in other cases of misbehavior, the 
teacher must assume the responsibility for stopping the misuse but must also report serious 
incidents to the administrator. Pupils are most likely to misbehave when they are unsupervised. 
Many discipline problems can be eliminated if everyone does his/her part.  
 
 
Report to Assigned Posts On Time 
 
If you see students in the building before or after school, find out why they are there. See that 
they report to the place where they belong or have them leave the building. NO TEACHER IS 
TO LEAVE HIS OR HER ASSIGNMENT WITHOUT ARRANGING FOR ANOTHER 
TEACHER OR ADMINISTRATOR TO SUPERVISE. 
 
The protocols and expectations listed above related to assigned posts and student supervision are 
in effect for Zoom and other virtual instructional modes.  Staff members are expected to be on all 
assigned Zoom, Google Meet, conference calls and/or phone calls assigned. 

 
Building Maintenance 

 
If a repair needs to be made in your room, please fill out a Request for Repair form. Submit the 
form(s) to the office. Technology problems should be referred to our Technology Coordinator. 

Public Address System 
To prevent abuse of the PA system, the following ground rules will be in effect: 

 
• No building personnel will use the PA system except with the express permission of an 

Administrator. 
• All announcements are to be printed or typed and submitted the preceding day to the 

main office. 
• STUDENTS ARE TO BE QUIET DURING ALL ANNOUNCEMENTS, WHICH WILL 

BE PRECEDED BY THE WORDS, “MAY I HAVE YOUR ATTENTION, PLEASE.” 
• Beginning of the day: 

• Flag salute 
• Announcements 

• When possible, announcements will be made during the homeroom period. 
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Building Communication 

 
All offices and rooms have intercom phones. You must dial 101 in order to reach the front desk. 
All staff members are expected to check their e-mail and mailbox each morning, mid-day and 
after school. Also, all staff members must set up their voicemail at the beginning of the year. 

 
School Business 

 
Telephones are located in all offices for your convenience. Please keep a log of all calls made or 
received from parents. Teachers are expected to call parents regarding student progress.  Parent 
phone calls should not be made during instructional time.  This impacts the learning 
environment of students in class, may breach student confidentiality and is not a best practice 
for effective classroom management. 

 
Cell Phones 

 

Personal Cell phones must be turned off during instructional time. Any emergency calls should 
be directed to the Main Office. RAPCS cell phones are to be kept on at all times during 
instructional time but should be turned to vibrate. 
 

All employees are expected to follow applicable local, state, and federal laws and regulations 
regarding the use of cellphones at all times.  Employees whose job responsibilities include regular 
or occasional driving and who are issued a cellphone for business use are expected to refrain from 
using their phone while driving; use of a cellphone while driving is not required by the company. 
Safety must come before all other concerns. Regardless of the circumstances, including slow or 
stopped traffic, employees are required to use handsfree operations or pull off to the side of the 
road and safely stop the vehicle before placing or accepting a call.  When transporting students, 
employee shall pull off to the side of the road in a safe location and safely stop the vehicle 
before placing or accepting a call. 
 
Solicitation Policy 

 

Solicitation, distribution of literature/printed materials and the sale of merchandise by an 
employee for any purpose is prohibited while an employee is on his/her work time (“work time” 
does not include meal periods, authorized rest breaks or any period when employees are property 
not engaged in the performance of their work tasks). Employees who are not on work time may 
not solicit employees who are on work time or distribute literature/printed materials of any kind 
in working areas. 

 
Solicitation of employees or distribution of advertising materials, handbills or printed or written 
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literature of any kind to employees on the premises of the school by persons who are not school 
employees is prohibited at any time. This policy does not include school-authorized vendors. 

 
The school bulletin boards and other areas where information is posted are provided for 
advertising of school functions or information. Posting of any literature/printed materials 
unrelated to such functions or information is strictly prohibited. 

 
Finances and Fundraisers 

 
No organization or activity at RAPCS is to operate any bank account outside the jurisdiction of 
the school unless approved by the Chief Executive Officer and the Board of Trustees. No 
financial accounts are to be opened unless they are part of the school’s general fund or students’ 
activity account. Violation of the policy will be considered a breach of professional behavior. 
No fund-raising activity is to be undertaken without prior approval of the administration. No 
vendor is to be contracted unless prior approval is given. Staff members who are in violation of 
this policy will be responsible for any financial obligation incurred. Once again, failure to follow 
established policy and procedure will be considered a breach of professional behavior. The 
cooperation of all staff members regarding finances and fund-raising activities is essential. 

 
Field Trips 

 
Requests for field trips must be submitted to the administrator for approval via our online 
application. It is suggested that requests be submitted as far in advance as possible. Sponsoring 
teachers MUST notify all team teachers, specialist teachers, if applicable, nurse or medical 
assistant and Food Services. This is imperative. 

 
The following procedures should be followed when arranging field trips: 
 

• Complete Field Trip application form on the school’s website to obtain approval for 
field trips 

• ADMINISTRATOR must approve purpose, itinerary, and duration of the proposed trip 
• Once approved, teacher makes arrangements with the person/entity in charge of the 

place to be visited 
• Teachers should contact Business Administrative Assistant to schedule 

buses/transportation 
• Parents of students taking field trips must be notified in writing of the trip, needs of 

the students, and length of the stay. School must have signed parental permission 
which should contain medication and emergency treatment authorization before any 
student is removed from school for a field trip 

• All monies for field trips must be collected and submitted to Business 
Administrative Assistant one week prior to the field trip 
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• All permission slips must be collected and list of students attending the trip must 
be collected no less than 48 hours prior to field trip 

• All field trips must be integrated with the mandated curriculum involving pre-
planning as well as follow up. 

• Chaperone ratios should be 10 students to 1 adult. 
 
In order to ensure maximum educational benefits, it is suggested that the following be 
considered: 

 
• The sponsor should make a preliminary visit to the place to be visited, so that one 

can note the values to be derived. 
• Plan the trip carefully with reference to the educational values; otherwise it is likely 

to be only recreational in nature. Have the students discuss the importance of the trip 
and make a list of questions to be answered. 

 
Safety Precautions 

 

• Specific instructions should be given to pupils before leaving. 
• Do not permit any pupil to leave your presence without your knowledge. 
• Point out the dangers that may be encountered before and during the trip. 

 
 

NOTE: Some field trip requests may be denied based upon the discretion 
of the administration. 

 
Coverage 

 

Teachers will be called upon to cover classes due to field trip situations, assemblies, special 
events, emergency illness, or other significant problems. An attempt will be made to 
equalize coverage throughout the school year. Careful records should be kept by the teacher 
and administration of the day and coverage. These are consulted before coverage is assigned 
so that the process is done equally and as fairly as possible. Teachers requesting coverage 
must leave specific assignments for classes and must not direct that the students be assigned 
a “study.” Teachers needing coverage must contact the ADMINISTRATOR so that specific 
assignments can be explained. 

Classrooms 
 

Keep the classroom pleasant, attractive and clean. Class projects, attractive bulletin boards, etc, 
are encouraged as display of student work is an integral part of student learning. Check furniture 
for student writing and carving and report any student who willfully damages school property. 
No broken glass, sharp objects or aerosol cans are to be placed in the wastebaskets. 
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Each teacher is responsible for maintaining the student dress code in his/her classroom. 

All teachers must assume responsibility in the halls. See that students walk in a quiet and orderly 
fashion. Every child is the responsibility of all staff members. 

 
Under no circumstance is the teacher to leave students unsupervised. 
 
During COVID-19 virtual instruction teachers will have the ability to teach from the physical 
school building.  To ensure social distancing, only every other classroom will be utilized for 
instruction.  Classrooms and common spaces will be cleaned and disinfected on a regular basis 
both during the day and in the evening.   

 
At the end of the day, close and lock all windows and doors and turn off all lights and 
computers. 

 
Outside Classes 

 

Outside classes must not be scheduled merely for the sake of taking students outside. Movement 
to the outside should enhance the scheduled activity. As in any class situation, teachers must take 
all precautions for the safety of each student. 

 
Please notify administration of your wish to hold a class outside. Written approval must be 
obtained from the administration prior to leaving the building. 
 
End of the Year Procedures 

 

Employees must complete the School Closing Procedures Checklist at the end of the school year 
or upon employee’s separation from his/her contract in order to receive their paycheck. A copy 
of the checklist has been included in the APPENDIX of this Handbook. 

Staff Complaints and Grievances 
 

• Any staff in the school shall have the right to appeal the application of policies and 
administrative decisions affecting him or her. In presenting such an appeal, the staff shall 
be assured freedom from restraint, interference, coercion, discrimination or reprisal. 

• All grievances shall be handled promptly and expeditiously. 
• All grievances, including those under Title IX of the Education Amendments of 1972, 

shall be handled according to the following procedures. 
 
Steps in Grievance Procedure: 

 
• First Level: Any complainant who has a grievance shall discuss it first with his or her 
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direct administrator/supervisor. However, if the grievance is against the direct 
administrator, the grievant should discuss it with the CEO. 

 
• Second Level: If, as a result of the informal discussion, the matter is not resolved, the 

grievant shall initiate grievance in writing to Chief Executive Officer within five days, 
giving the full details of the grievance. The Chief Executive Officer or his designee shall 
communicate a decision to the grievant in writing within three school days of the receipt 
of the written grievance. 

 
• Third Level: If the grievance remains unresolved, the grievant, no later than five (5) 

school days after the receipt of the above decision, may appeal it to the Personnel 
Committee of the Board of Trustees. The appeal must be made in writing and must give 
details as to why the decision was unsatisfactory. The Personnel Committee shall provide 
a decision in writing to the grievant within ten (10) school days. 

• Fourth Level: If the grievance is not resolved, the grievant may, no later than five (5) 
school days after receipt of the above decision, appeal it to the Board of Trustees. The 
appeal shall be made in writing and must state reasons as to why the decision at the 
previous level was unsatisfactory. The Board, or a committee thereof, shall review the 
grievance and may, at the option of the Board, hold a hearing with the grievant and render 
a decision in writing within forty-five (45) days of receipt of the appeal. If the Board 
decides not to hold a hearing the grievant shall be notified not later than thirty (30) days 
after receipt of the appeal. 

 
 
 
 



 

 32 

 
 
 

Discipline 
 
 
 

Section III 
 
 
 
 
 
 
 
 
 
 
 
 

“Choice, not chance, determines destiny.” 
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Discipline 
 
General Statement 

 

There are certain common types of behavior problems that manifest themselves in virtually 
every classroom. These problems can be eliminated with a caring teacher, a challenging and 
creative instructional program and an established code of conduct. Level 1 infractions will be 
handled by the teacher/team. The administrator will handle level 2 and up infractions. The 
teacher must complete a Disciplinary Record and forward it to the School Climate Manager. 

 
It is extremely important to establish a rapport with the students you teach and their families. 
All students need to feel that teachers care and respect the difficult processes of learning and 
growing. They scrutinize the dispositions and idiosyncrasies of the grown-ups to whom they 
are responsible. No matter what textbook, strategy, or guide you employ, you are the 
curriculum. 
The relationship that you establish with your students and their families will be your most 
effective discipline tool. 

 
Make sure the students are aware of the expectations and the consequences for inappropriate 
behavior. Ideally, these expectations and consequences will be established collaboratively 
with the students. Remember to confer with the students when problems surface. Parental 
conferences, team conferences and conferences with the counselor help to put problems into 
perspective and they can provide you with additional strategies to employ. The administrator 
will also assist you with developing a classroom management program. 

 
Excusing Students From Class 

 

Students should be excused from class only for a valid reason and never without a proper hall 
pass/Agenda Planner. A careful record of the time leaving and returning should be made in 
the sign out/in book. ONLY ONE STUDENT AT A TIME SHOULD BE EXCUSED FROM 
CLASS. Under NO circumstances, should a student be permitted in the halls without the 
proper pass. Students should be excused promptly at the close of class so that they may get 
to the next class on time. If it is necessary to detain an entire class, a part of a class, or an 
individual pupil beyond the close of the module, a note of explanation must be sent to the 
teacher they will report to the next class module. Students are required to report to class on 
time. Discretion should be used in dealing with tardiness. When students report late to class, 
DO NOT send them to the office for an excuse. Admit the students to class and determine 
the disciplinary action that shou ld  be taken according to your classroom management plan. 
Students who complain that they do not feel well should be sent to the nurse. A pass must be 
filled out and sent along with each student. 
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Discipline of Students 
 

The Richard Allen Preparatory Charter School will distribute to parents, staff and the governing 
board, a Code of Student Conduct that calls for a partnership in responsibility. The Richard 
Allen Preparatory Charter School is committed to instilling in students respect for the rights of 
others. 

 
The rules governing discipline and conduct will inform parents, teachers, and administrators 
what is required of students. The adults along with the Board of Trustees are charged with the 
responsibility of helping students to develop self-discipline. The Student Code of Conduct 
delineates the partnership that the School and the larger community share across several broad 
concepts: 

 
• Environment --which includes the climate of the school 
• Education -- which includes preparation and work habits 
• Respect -- which includes treatment of others 
• Participation -- which includes involvement in school activities 
• Expression – which includes dress, as well as verbal and non-verbal issues 

 
The Code of Student Conduct will be distributed to parents, students, and teachers at the 
beginning of each school year (see Student Handbook). The parent and student will be required 
to sign the acknowledgement page that states that the parent understands the Code of Student 
Conduct, including the consequences of unacceptable behavior by students. The 
acknowledgement page also states that the parent has explained and reviewed the Code of 
Student Conduct with the child. The teacher shares responsibility with the parent to ensure a 
safe, secure school for learning. 

 
Student centered discipline improves students’ self-esteem and problem-solving skills and 
encourages positive behavior. This helps the school maintain an atmosphere of warmth and 
understanding and helps students develop as individuals and as part of a group. 
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Restorative Practices 
 
Restorative school discipline is not an add-on program for the purposes of behavior management, 
nor does it provide just another tool in the toolbox for staff to use to deal with student behavior. In 
contrast, restorative school discipline represents a school culture that permeates all aspects of 
school organization and relationships within the school as well as relationships between the 
school and its community. Fundamentally, restorative school practices recognize that schools are 
educational institutions, so policy and practice should be educative for individual children and the 
school community. Because schools are educational institutions, the school’s response to 
children’s behavior should be consistent with education’s goals of supporting teaching and 
learning—not punishment, retribution, and exclusion. From the individual child’s perspective, the 
school is acknowledged as a social community where every child belongs and where children’s 
behavioral challenges are addressed through supportive, educational interventions. From a whole-
school perspective, restorative practices have the development of positive relationships and 
peaceful resolution of conflict for staff and students as their primary aims. 

 
In the traditional system of student discipline, we ask:  

¡ What rule was broken? 
¡ Who did it? 
¡ What is the punishment? 

 
Restorative Discipline asks: 

¡ What happened? 
¡ Who has been affected? 
¡ What are we going to do to make things right? 

 
 
Preventive discipline involves: 

 
• Providing interesting choices of activities 
• Redirecting students away from problems and into positive interactions 
• Providing consistent positive communication of positive behavior with minimal attention 

given to misbehavior 
• Having simple rules that are consistent, enforced, and clearly communicated to children 
• Arranging the environment to promote positive behavior and self-control 

 
Providing students with the opportunity and motivation to make choices helps them to: 

 
• Function independently 
• Develop social skills through gentle, encouraged guidance 
• Respect the needs and rights of others 
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• Adapt to routines and simple rules 
• Become a responsible group member 
• Build positive self esteem 

 
In extreme situations, separation from the group may be required for the benefit of the student or 
remainder of the group. If separation is necessary: 

 
• Remove the student from the group calmly, with as little disruption as possible, being 

certain to follow proper process and procedure (notification of NTA, Climate Staff or 
Main Office).  Students may not be placed outside of the learning environment 
without proper supervision 

• State the violated rule 
• Place the student where visual supervision by staff can be maintained at all times 
• Students should not be placed in or sent to “corners” or “hallways” or subjected to other 

humiliating punishments 
• Remember: the primary disciplinarian is the classroom teacher; referrals for disciplinary 

reasons are to be used judiciously and must utilize proper process and procedures 
 
Consult the School Floor Manager for continuous behavior problems. All referrals must involve 
prior written or telephone notice to the parent. 

 
Corporal punishment or physical abuse is absolutely forbidden. Also forbidden is the use of 
public humiliation and/or any other mean-spirited actions. Prudent judgment should be exercised 
in all matters pertaining to student discipline. 

 
No student may be physically restrained in any way unless required to protect the immediate 
safety of the student or others. 

 
Failure to follow these guidelines may result in discharge. The Richard Allen Preparatory 
Charter School policy further forbids the use of any form of verbal, physical, humiliating or 
frightening punishment under any circumstances. Such conduct will result in termination of the 
employee, regardless of position. 
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Detaining Students Before and After School 

 

STUDENTS MUST NOT BE DETAINED BEFORE OR AFTER SCHOOL UNLESS YOU 
HAVE HAD AN OPPORTUNITY TO INFORM THEIR PARENTS. 

 
An after-school detention can be a very effective discipline strategy. Students should be detained 
as soon as possible (within a three-day period) after the infraction occurs. The student should be 
reminded of the responsibility sometime during the class period. It is essential that there be a 
record that the student and parent were told to report and knew it in order to deal effectively with 
the parents of students who ignore such requirements. Parents must be notified and informed of 
the detention and that transportation must be provided for the child by the parent. Be sure to keep 
a log of your detentions for your own personal record. There will be times when a student may 
ask to be excused from reporting after school for very good reasons. Sound judgment and fair 
appraisal should be used in dealing with these requests. 
 
In a virtual modality, students may be required to attend special Zoom sessions and meetings to 
serve as restorative sessions to address in class behaviors.  Staff members must notify both the 
parent and student of such sessions prior to assigning/holding sessions. 

 
Suspending Students from Class 

 

The classroom teacher does not have the authority to suspend a student from class for any given 
period of time. Suspension from class may be suggested in conference with the Floor Manager 
(administrator in their absence), but only the Floor Manager (administrator in their absence) can 
impose it. If the School Climate Manager decides that a student is to be suspended from class, 
the teacher is still responsible for the education of the student and must prepare assignments to 
be completed while the student is out of class. Credit is to be given for work completed. 
 
In the virtual modality, class suspensions will be facilitated by use of Zoom breakout rooms. 

 
Out of School Suspension 

 

School Climate Manager can assign an out of school suspension according to the Code of 
Student  Conduct. Teachers will assign make-up work and/or assignments during the 
suspension. 
 
In a virtual modality, students being suspended will not be allowed to participate in synchronous 
class sessions.  A parent reinstatement conference will be scheduled prior to allowing the 
student back into sessions. 
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Corporal Punishment 

 

UNDER NO CIRCUMSTANCES IS A STUDENT TO BE STRUCK OR OTHERWISE 
PHYSICALLY ABUSED. If a situation becomes intolerable, seek administrative help 
immediately. The administration will not support any teacher who resorts to striking or 
physically abusing any student. Physical punishment of a student by an employee may result in 
disciplinary action up to and including termination. 
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Student Information 
 
 
 

Section IV 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 “Knowing is half the battle….” 
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Student Information 
 
Attendance/Lateness 

 

Student attendance is to be taken each day in every period.  Each morning, Advisory 
attendance must be taken and submitted via Powerschool no later than 9:30 AM.  Advisory 
attendance is utilized to determine each child’s daily attendance. Please note that daily 
attendance and any communication provided related to attendance are legal information and 
must be recorded with fidelity. 

 
When children arrive late to school, they will be given a late slip at the front desk and then 
admitted to class. Students who are late for class are should be marked tardy.  Students arriving 
late to school are marked tardy by the Main Office. If you have any question regarding an 
student attendance that has been changed, please call Mrs. Graham directly at extension 
102. 

 
For the remaining classes taught throughout the day, attendance must be taken in each class 
using a daily roll book, and entered into our computers through either Powerschool. 

 
Please note that even if a student advises you in advance of an absence, the “reason code” 
cannot be entered on the day of the absence. It must still be entered as an absence (A) only using 
Powerschool on the day of the absence and, at least one day later, changed to the proper code 
using Powerschool. 

 
All teachers are required to update student absences in Powerschool with specific excuses 
obtained from documented parent communications (via phone calls, e-mails, notes). Teachers 
must keep these notes and turn them in at the end of the year. This means that upon receipt of 
the excuse, teachers are to immediately change the generic absence code from “A” (Absent) to 
the specific attendance codes listed below. If the student has not returned with an absence 
excuse note, you are to enter a code “1” into the system and it will remain there until a note 
is received. The code “1” is to be used only for students who do not return to school with a 
note. 

 
Although a phone call will be made to the parent/guardian via our automated phone system if a 
student is absent with or without notification to the school, teachers should also be a point of 
contact with parents when a student is absent. Both administration and the Board of Trustees 
have requested that you contact a student’s home on the second day of an absence. Please call the 
home of all absent students each day (or each occurrence) and express your concern about their 
absence. Please document in your files each time you call a student’s home. 
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Attendance Officer/Case Manager 
 

If a student has been out of school in excess of 3 days (not necessarily continuously), the 
homeroom teacher must contact the parent(s)/guardian(s) to determine why the student has been 
absence and ensure the student is safe.  If contact cannot be made, the teacher will refer the 
student to the Attendance Officer for follow up. 

 
Lateness Policy 

 

All employees are expected to be familiar with the school’s lateness policy and cooperate in 
enforcing it. Prompt arrival at the start of the school day is expected of all students at RAPCS. 
Instructional and educational activities commence immediately upon arrival to class. 

 
Students must report to the front desk and fill out a late slip that is to be presented to the 
classroom teacher. The attendance secretary is then contacted by the front desk and the lateness 
will be recorded in Powerschool by the attendance secretary. 

 
Parent/guardian will receive a message via our automated phone system each time his/her child is 
late to school. 
 
In virtual learning, lateness to class is still in effect. 
 
 

General Statement of Non-Discrimination 
 
Richard Allen Preparatory Charter School shall not discriminate against any person on the basis 
of race, sex, color, religion, sexual orientation, national origin, disability or any other 
classification otherwise protected by applicable state and/or federal laws. It shall heretofore 
remain the policy of Richard Allen Preparatory Charter School to admit students of any race, sex, 
color, national origin, religion or sexual orientation, regardless of disability and to afford such 
students all rights, privileges, programs and activities generally accorded or made available to 
students at the school. Richard Allen Preparatory Charter School does not discriminate on the 
basis of race, sex, color, religion, sexual orientation, national origin, disability or any other 
classification otherwise protected by applicable state and/or federal laws in administration of its 
education policies, admission policies, hiring policies, scholarship and aid programs, and other 
school administered programs and operations. 
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Student Complaints and Grievances 
 

• Any student in the school shall have the right to appeal the application of policies and 
administrative decisions affecting him or her. In presenting such an appeal, the student 
shall be assured freedom from restraint, interference, coercion, discrimination or reprisal. 

• All grievances shall be handled promptly and expeditiously. 
• All grievances, including those under Title IX of the Education Amendments of 1972, 

shall be handled according to the following procedures. 
 
Steps in Grievance Procedure 

 
• First Level: Any complainant who has a grievance shall discuss it first with his or her 

homeroom teacher, class advisor, or Case Manager. 
 

• Second Level: If, as a result of the informal discussion, the matter is not resolved, the 
grievant shall initiate grievance in writing to his or her Chief Executive Officer within 
five school days, giving the full details of the grievance. The Chief Executive Officer or 
his designee shall communicate a decision to the grievant in writing within three school 
days of the receipt of the written grievance. 

 
• Third Level: If the grievance remains unresolved, the grievant, no later than five school 

days after the receipt of the above decision, may appeal it to the appropriate next higher 
authority. In the case of a grievance under Title IX, such appeal is to be made to the Title 
IX Coordinator designated by the Board of Trustees of the Richard Allen Preparatory 
Charter School to deal with such complaints. The appeal must be made in writing and 
must give details as to why the decision was unsatisfactory. The Title IX Coordinator 
shall provide a decision in writing to the grievant within ten school days. 

 
• Fourth Level: If the grievance is not resolved, the grievant may, no later than five school 

days after receipt of the above decision, appeal it to the Board of Trustees. The appeal 
shall be made in writing and must state reasons as to why the decision at the previous 
level was unsatisfactory. The Board, or a committee thereof, shall review the grievance 
and may, at the option of the Board, hold a hearing with the grievant and render a 
decision in writing within 45 days of receipt of the appeal. If the Board decides not to 
hold a hearing the grievant shall be notified not later than 30 days after receipt of the 
appeal. 
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Representation 
 
A student shall have the right to present his or her own grievance or may designate a 
representative to appear with him or her at any level of the above procedure. The student who 
chooses to have representation shall provide advance notice of such in writing to the authority at 
the respective procedural level at least two days prior to the hearing on the grievance. 

 
Procedural Safeguards 

 
The Richard Allen Preparatory Charter School adopts the following Procedural Safeguards 
(pursuant to 34 CFR 104.36) in order to prevent illegal discrimination by the Richard Allen 
Preparatory Charter School against persons who, because of handicap or need, are believed to 
need special instruction or related services: 

 
• All such handicapped persons, their parent(s), and guardian(s) have the right to examine 

relevant Richard Allen Preparatory Charter School records. 
 

• All such handicapped persons, their parent(s), and guardian(s) have the right to a hearing 
before the Chief Executive Officer of the Richard Allen Preparatory Charter School on 
any claim of illegal discrimination. To request such a hearing the handicapped person, 
his or her parent(s), or guardian(s) shall deliver to the Office of the Chief Executive 
Officer a written request for a hearing which written request shall describe the alleged 
discriminatory act. Upon receipt of such a request the Chief Executive Officer shall 
schedule a hearing and notify the party requesting the hearing of the date, time, and place 
of the hearing. The Chief Executive Officer may require the attendance of Richard Allen 
Preparatory Charter School personnel or other persons at the hearing. The party requesting 
the hearing, at his or her election, may be represented by counsel at the hearing. At 
the hearing, the party requesting the hearing shall present information to the Chief 
Executive Officer in support of his or her claim of discrimination and the Chief 
Executive Officer may inquire of the party requesting the hearing and others about the 
claim. The Chief Executive Officer may conduct such additional investigation into the 
claim, either before or after the hearing, as he or she determines appropriate. 

 
Within a reasonable time after the hearing the Chief Executive Officer shall 
render a written decision on the mater and provide a copy thereof to the party 
requesting the hearing. 

 
If the party requesting the hearing is dissatisfied with the Chief Executive Officer’s 
decision he or she may, within thirty days following the  decision, request review 
of the decision by the Richard Allen Preparatory Charter School 
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Board of Trustees. To obtain such a review the party shall deliver a written 
request for review by the Board of Trustees to the Chief Executive Officer by no 
later than thirty days after the Chief Executive Officer’s written decision. That 
request for review shall state the party’s reasons for disagreement with the Chief 
Executive Officer’s decision. Upon receipt of such a request for review the Chief 
Executive Officer shall deliver copies of that request for review and his or her 
written decision to each member of the Richard Allen Preparatory Charter School 
Board of Trustees. The Richard Allen Preparatory Charter School Board Trustees 
shall schedule a hearing on the request for review and notify the party requesting 
the review and the Chief Executive Officer of the date, time, and place of the 
hearing. The party requesting review and the Chief Executive Officer may be 
represented by counsel at the hearing. At the hearing the Richard Allen 
Preparatory Charter School Board of Trustees shall hear from the party requesting 
review, the Chief Executive Officer, and such other witnesses as may be presented 
by either the party requesting the review of the Chief Executive Officer. The 
Richard Allen Preparatory Charter School Board of Trustees may conduct 
additional investigation into the claim, either before or after the hearing, as they 
determine appropriate. 

 
Within a reasonable time after the hearing, the Richard Allen Preparatory Charter 
School Board of Trustees shall render a written decision on the matter and provide 
copies thereof to the party requesting review and the Chief Executive Officer. 

 
• Copies of this document shall be delivered to each such handicapped person, his or her 

parent(s) or guardians(s) within a reasonable period of time following identification of the 
person as such a handicapped person and published in subsequent editions of all school 
handbooks. 

 
Notice of Rights Pursuant to IDEA 2004 

 
Federal special education law (IDEA 2004) requires that the Richard Allen Preparatory Charter 
School offer a “free appropriate public education” to all disabled children. 

 
Federal and state regulations and laws define educational disabled children as children suffering 
from certain enumerated disabilities who are between the ages of three and twenty-one and who 
have not yet obtained a high school diploma and who require specially designed instruction as 
defined in the statutes. 
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A “free appropriate public education” consists of specially designed instruction and educational 
related services in accordance with an “individual education program” developed by the school 
in consultation with the student’s parents. 

 
If you suspect that your child is disabled and qualifies for such special services, you may make a 
written referral requesting that the Richard Allen Preparatory Charter School determine your 
child’s eligibility. Such referrals should be addressed to the School ADMINISTRATOR, at 
Richard Allen Preparatory Charter School, 2601 S. 58th Street, Philadelphia, PA 19143. 

 
The special education laws confer many rights and obligations upon parents and schools regarding 
disabled children. Employees should be familiar with these rights, which include but are not 
limited to the rights contained in IDEA 2004 and Chapter 711 of Title 22 of the PA Code. These 
include, but are not limited to, the following which are listed in Title 20, United States Code, 
Section 141(b): 

 
• Parents may examine all relevant records with respect to the identification, evaluation, 

and educational placement of the child, and the provision of a free appropriate education. 
 

• Parents may obtain an independent education evaluation at their own expense. 
 

• The Richard Allen Preparatory Charter School must adopt procedures to protect the rights 
of the child whenever the parents of the child are unknown or unavailable or whenever 
the child is a ward of the state. Such procedures may include the assignment of an 
individual who is not an employee of the school or the state department of education, to 
act as a surrogate for the child’s parents or guardian. 

 
• The Richard Allen Preparatory Charter School must give the child’s parents or guardian 

prior written notice whenever the Richard Allen Preparatory Charter School proposes to 
initiate or change, or refuses to initiate or change the identification, evaluation, or 
educational placement of the child or the provision of a free appropriate public education. 
The school must adopt procedures designed to assure that this notice fully informs the 
parents or legal guardian in their native language of all procedures available under 
Section 1415, unless it is clearly not feasible to do so. 

 
• The Richard Allen Preparatory Charter School must adopt procedures which include the 

opportunity to present complaints with respect to any matter relating to the identification, 
evaluation, or educational placement of the child, or the provision of free appropriate 
public education to such child. 
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• Whenever Richard Allen Preparatory Charter School receives such a complaint, the 
child’s parents or guardian shall have the opportunity for an impartial due process hearing 
which shall be conducted by an administrative hearing officer. The hearing officer shall 
not be an employee of any agency involved with the education or care of the child. The 
administrative hearing officer’s decision may be appealed to U. S. District Court. 

 
Directory Information 

 
Federal law requires that schools may release limited “directory information” such as students’ 
name, address, telephone number and other information typically found in school yearbooks 
or athletic programs upon the request of non-school entities. In accordance with the 
Family Educational Rights and Privacy Act of 1975 (P.L. 93-380, section 513, as amended), 
parents may prevent this from happening by giving the school a written request not to 
release directory information. This information must be given to the office of the Chief 
Executive Officer by September 30, 2020. 

 
Sexual Misconduct and Harassment Policy 

 
This is to reaffirm the policy of the Richard Allen Preparatory Charter School that sexual 
harassment and/or misconduct of a student is prohibited. Sexual harassment, or harassment 
because of one’s gender has been defined by the Equal Employment Opportunity Commission 
(EEOC), as well as by federal, state and local laws, and for the purpose of this policy, the 
school has adopted this definition. This policy covers student on student as well as 
employee on student sexual harassment and misconduct. 

 
Sexual advances, request for sexual favors, or other verbal or physical acts of a sexual nature 
constitute sexual harassment when: 

 
(1) submission to such conduct is made either explicitly or implicitly a term 
or condition of a student’s success in school, 

 
(2) submission to or rejection of such conduct by a student is used as the basis 
for school decisions affecting such student, or 

 
(3) such conduct has the purpose or effect of unreasonably interfering with 
a student’s work performance or creating an intimidating, hostile, or  offensive 
school environment. 
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Sexual misconduct comprises a broad range of behaviors focused on sex that may or may not 
be sexual in nature. Any intercourse or other intentional sexual touching or activity without the 
other person’s consent is sexual assault, which is a form of sexual misconduct under this 
Policy. Sexual harassment, sexual exploitation, stalking, domestic violence, and dating 
violence are also forms of sexual misconduct. Any intercourse or intentional sexual touching 
involving an employee/adult and a student is sexual misconduct.  Intimidation for one of these 
purposes is sexual misconduct, as is retaliation following an incident of alleged sexual 
misconduct or attempted sexual misconduct. Misconduct can occur between strangers or 
acquaintances, or people who know each other well, including between people involved in an 
intimate or sexual relationship, can be committed by anyone regardless of gender identity, and 
can occur between people of the same or different sex or gender. This Policy prohibits all 
forms of sexual misconduct. 
 
Victims of sexual misconduct may file a report with the Philadelphia Police Department. 
Victims may also file a report with the School’s CEO/Title IX Coordinator.  
  
The victim of the sexual assault may choose for the investigation to be pursued through the 
criminal justice system and the School’s disciplinary procedures. The School and the criminal 
justice system work independently from each other. Law enforcement officers do not 
determine whether a violation of this Policy has occurred. The Title IX Coordinator will guide 
the victim through the available options and support the victim in his or her decision. 
 
Reporting Policies and Protocols 
The Richard Allen Preparatory Charter School strongly encourages all members of the School 
community to report information about any incident of sexual misconduct as soon as possible, 
whether the incident occurred on or off campus. Reports can be made either to the School 
and/or to law enforcement. 
  
Reporting to the School 
An incident of sexual misconduct may be reported directly to the School’s CEO/Title IX 
Coordinator. If the School’s CEO/Title IX Coordinator is the alleged perpetrator of the sexual 
misconduct, the report should be submitted to the School’s Board of Trustees.  Filing a report 
with a School official will not obligate the victim to prosecute, nor will it subject the victim to 
scrutiny or judgmental opinions from officers. 
  
An individual who has experienced an incident of sexual misconduct may report the incident at 
any time, regardless of how much time has elapsed since the incident occurred. The School is 
committed to supporting the rights of a person reporting an incident of sexual misconduct to 
make an informed choice among options and services available. 
  
The School will respond to all reports in a manner that treats each individual with dignity and 
respect and will take prompt responsive action to end any misconduct, prevent its recurrence, 
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and address its effects. 
  
Reporting to Law Enforcement 
An incident of sexual misconduct can be reported to law enforcement at any time, 24 hours a 
day/7 days a week, by calling 911. 
 
At the complainant’s request, the School will assist the complainant in contacting law 
enforcement. If the complainant decides to pursue the criminal process, the School will 
cooperate with law enforcement agencies to the extent permitted by law. A complainant has 
the option to decide whether or not to participate in any investigation conducted by law 
enforcement. Filing a police report will: 
  

• ensure that a victim of sexual assault receives the necessary medical treatment and tests 
• provide the opportunity for collection of evidence helpful in prosecution, which cannot 

be obtained later (ideally a victim of sexual assault should not wash, douche, use the 
toilet, or change clothing prior to a medical/legal exam) 

• assure the victim has a referral to confidential counseling from counselors specifically 
trained in the area of sexual assault 

 
Recent court cases have recognized acts of harassment directed at a person because of gender 
to be sexual harassment, despite the intent behind the act. The School adopts this interpretation 
as part of this policy. Sexual harassment is a violation of federal and state laws and may expose 
not only the school, but individuals to significant liability under the law. Any student who feels 
he or she is being subjected to sexually harassing behavior of any kind is encouraged to object 
to the behavior and report the behavior to his/her CEO or other appropriate officials as 
indicated in the “Procedures for Making Complaints” (see Board Policy and Procedures 
Manual, “Policy for Preventing Sexual Harassment of Students”). It is a violation of this policy 
to retaliate or engage in any form of reprisal because a student has raised a concern, filed a 
complaint of, or been a witness to sexual harassment. CEO who receives a sexual 
harassment complaint or who has reason to believe sexual harassment is occurring shall refer 
to the procedures for processing sexual harassment complaints. 
 
School Policy on Confidentiality 
The School encourages victims of sexual misconduct to talk to somebody about what 
happened, so victims can get the support they need, and so the School can respond 
appropriately. 
  
This policy is intended to make students aware of the various reporting and confidential 
disclosure options available to them, so they can make informed choices about where to turn 
should they become a victim of sexual misconduct. The School encourages victims to talk to 
someone identified in one or more of these groups. 
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Privileged and Confidential Communications – Professional & Pastoral Counselors 
Privileged and Confidential Communications – Professional & Pastoral Counselors 
Professional, licensed counselors and pastoral counselors who provide mental-health 
counseling to members of the community (and including those who act in that role under the 
supervision of a licensed counselor) are not required to report any information about an 
incident to the Title IX coordinator without a victim’s permission. The School does not 
provide professional or pastoral counseling but can assist a victim of sexual misconduct in 
obtaining support services from these groups or agencies. Contact information for these 
support organizations is listed in Section 4 of this Policy. 
  
A victim who at first requests confidentiality may later decide to file a complaint with the 
School or report the incident to local law enforcement, and thus have the incident fully 
investigated. 
  
NOTE: While these professional and pastoral counselors and advocates may maintain a 
victim’s confidentiality vis-à-vis the School, they may have reporting or other obligations 
under state law. 
  
ALSO NOTE: If the School determines that the alleged perpetrator(s) pose a serious and 
immediate threat to the School community, the School’s Director of Education may be called 
upon to issue a timely warning to the community. Any such warning should not include any 
information that identifies the victim. 
  
Reporting to Title IX Coordinator 
When a victim tells the Title IX Coordinator about an incident of sexual misconduct, the 
victim has the right to expect the School to take immediate and appropriate steps to investigate 
what happened and to resolve the matter promptly and equitably. 
  
To the extent possible, information reported to the Title IX Coordinator will be shared only 
with people responsible for handling the School’s response to the report. The Title IX 
Coordinator should not share information with law enforcement without the victim’s consent 
or unless the victim has also reported the incident to law enforcement. 
  
Before a victim reveals any information to the Title IX Coordinator, the Coordinator should 
ensure that the victim understands the Coordinator’s reporting obligations – and, if the victim 
wants to maintain confidentiality, direct the victim to confidential resources. If the victim 
wants to tell the Title IX Coordinator what happened but also maintain confidentiality, the 
Coordinator should tell the victim that the School will consider the request, but cannot 
guarantee that the School will be able to honor it 
  
The Title IX Coordinator will not pressure a victim to request confidentiality, but will honor 
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and support the victim’s wishes, including for the School to fully investigate an incident. By 
the same token, the Title IX Coordinator will not pressure a victim to make a full report if the 
victim is not ready to. 
  
Requesting Confidentiality From the School: How the School Will Weigh the Request 
and Respond 
If a victim discloses an incident to the Title IX Coordinator but wishes to maintain 
confidentiality or requests that no investigation into a particular incident be conducted or 
disciplinary action taken, the School must weigh that request against the School’s obligation to 
provide a safe, non-discriminatory environment for all students, including the victim. 
  
If the School honors the request for confidentiality, a victim must understand that the School’s 
ability to meaningfully investigate the incident and pursue disciplinary action against the 
alleged perpetrator(s) may be limited. 
  
Although rare, there are times when the School may not be able to honor a victim’s request in 
order to provide a safe, non-discriminatory environment for all students. 
  
The Title IX Coordinator will evaluate requests for confidentiality. When weighing a victim’s 
request for confidentiality or that no investigation or discipline be pursued, the Title IX 
Coordinator will consider a range of factors, including the following: 
  

• The increased risk that the alleged perpetrator will commit additional acts of sexual 
misconduct or other violence, such as: 

o whether there have been other sexual misconduct complaints about the same 
alleged perpetrator; 

o whether the alleged perpetrator has a history of arrests or records from a prior 
school indicating a history of violence; 

o whether the alleged perpetrator threatened further sexual misconduct or other 
violence against the victim or others; 

o whether the sexual misconduct was committed by multiple perpetrators; 
• whether the sexual misconduct was perpetrated with a weapon; 
• whether the victim is a minor; 
• whether the School possesses other means to obtain relevant evidence of the sexual 

misconduct (e.g., security cameras or personnel, physical evidence); 
• whether the victim’s report reveals a pattern of perpetration (e.g., via illicit use of drugs 

or alcohol) at a given location or by a particular group. 
The presence of one or more of these factors could lead the School to investigate and, if 
appropriate, pursue disciplinary action. If none of these factors is present, the School will 
likely respect the victim’s request for confidentiality. 
  
If the School determines that it cannot maintain a victim’s confidentiality, the School will 



 

 51 

inform the victim prior to starting an investigation and will, to the extent possible, only share 
information with people responsible for handling the School’s response. 
The School will remain ever mindful of the victim’s well-being, and will take ongoing steps to 
protect the victim from retaliation or harm and work with the victim to create a safety plan. 
Retaliation against the victim, whether by students or School employees, will not be tolerated. 
The School will also: 
  

• assist the victim in accessing other available victim advocacy, academic support, 
counseling, disability, health or mental health services, and legal assistance; 

• provide other security and support, which could include issuing a no-contact order, 
helping arrange a change of course schedules (including for the alleged perpetrator 
pending the outcome of an investigation) or adjustments for assignments or tests; and 

• inform the victim of the right to report a crime to local law enforcement – and provide 
the victim with assistance if the victim wishes to do so. 

  
The School may not require a victim to participate in any investigation or disciplinary 
proceeding. 
  
Because the School is under a continuing obligation to address the issue of sexual violence 
campus-wide, reports of sexual violence (including non-identifying reports) will also prompt 
the School to consider broader remedial action – such as increased monitoring, supervision or 
security at locations where the reported sexual violence occurred; increasing education and 
prevention efforts, including to targeted population groups; conducting climate assessments/ 
victimization surveys; and/or revisiting its policies and practices. 
  
If the School determines that it can respect a victim’s request for confidentiality, the 
School will also take immediate action as necessary to protect and assist the victim. 

 
 
All employees are expected to be familiar and comply with all policies applicable to 
discrimination and sexual harassment. 

 
Notification of Rights Under FERPA 

 
The Family Educational Rights and Privacy Act (“FERPA”) affords parents and students over 
18 years of age (“eligible students”) certain rights with respect to the student’s education records. 

 
All employees are obligated to comply with all applicable provisions of FERPA and equivalent 
state laws and regulations: 

 
• The right to inspect and review student’s education records within 45 days of the day the 

school receives a request for access. Parents or eligible students should submit to the 
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Chief Executive Officer a written request that identifies the record(s) they wish to inspect. 
The Chief Executive Officer will make arrangements for access and notify the parent 
or eligible student of the time and place where the records may be inspected. 

 
• The right to request the amendment of the student’s education records that the parent 

or eligible student believes are inaccurate or misleading. Parents or eligible students 
may ask the school to amend a record that they believe is inaccurate or misleading. 
They should notify the Chief Executive Officer in writing, clearly identifying the part 
of the record they want changed, and specify why it is inaccurate or misleading. If the 
school decides not to amend the record as requested by the parent or eligible student, 
the school will notify the parent or eligible student of the decision and advise them of 
their right to a hearing regarding the request for amendment. Additional information 
regarding the hearing procedures will be provided to the parent or eligible student when 
notified of the right to a hearing. 

 
• The right to consent to disclosure of personally identifiable information contained in 

the student’s education records, except to the extent that FERPA authorizes disclosure 
without consent.  One exception which permits disclosure without consent is disclosure 
to school officials with legitimate educational interests. A school official is a person 
employed by the school as an administrator, supervisor, instructor, or support staff 
member (including health or medical staff and law enforcement unit personnel); a person 
serving on the Board of Trustees; a person or company with whom the school has 
contracted to perform a special task (such as attorney, auditor, medical consultant, 
or therapist); or parent or student serving on an official committee, such as disciplinary 
or grievance committee, or assisting other school official in performing his/her tasks. 
A school official has a legitimate educational interest if the official needs to review 
an education record in order to fulfill his/her professional responsibility. Upon request, 
the Richard Allen Preparatory Charter School discloses education records without 
consent to officials of other school districts in which a student seeks or intends to enroll. 

 
• The right to file a complaint with the U.S. Department of Education concerning alleged 

failures by the school to comply with the requirements of FERPA. The name and address 
of the Office that administers FERPA is: 

 
Family Policy Compliance Office 
U. S. Department of Education 
400 Maryland Avenue, S.W. 
Washington, D.C. 20212-4605 
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Grade Reporting 
 

Section V. 
 
 
 
 
 
 
 
 
 
 
 
 

“Act as though it were impossible to fail”.
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Grade Reporting 
 
All teachers at Richard Allen Preparatory Charter School are required to report student 
progress using the Powerschool Grade Reporting System. Teachers must abide by the 
closing dates of each marking period as dictated by the current school calendar. 
 
Grading scales and other grading policies determined by the school must be adhered to 
by all instructional staff.  Changing grade weights and/or criteria will impact grading 
calculations and disrupt the Student Information System efficacy.  If you have questions 
or concerns related to grading criteria, please contact an Administrator. 

 
All test grades and homework grades must be entered into Powerschool within 3 days of 
the date of the test or assignment. 
 
Teachers must also be diligent in communicating inconsistencies and/or concerns with student 
progress/grades to parents and administrators.  This will ensure students do not fall through 
the cracks academically. 
 
Gradebooks, disciplinary referrals, and attendance records will be checked routinely for all 
teachers. 

 
Data 

 

Teachers are expected to use individual student test and skill data in planning instruction. 
Additionally, all assessments (tests, quizzes, projects, homework, and classwork) are to be 
entered into the grading system. 
Should a staff member utilized a traditional grade book in addition to Powerschool, that 
book will be turned in at the end of the school year. 
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Emergency Procedures 
 
 
 

Section VI. 
 
 
 
 
 
 
 
 
 
 
 
 
 

“If better is possible, good is not enough.” 
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Emergency Procedures 
 

Emergency Drill 
 

All students and teachers will note the directions for leaving the building during an 
emergency drill. Emergency drills will be held monthly throughout the school year. These 
drills shall be at irregular intervals and at different times during the school day. 

 
• When the alarm is sounded, respond promptly and quietly. Close all classroom windows. 

Teachers are responsible to see that all students have vacated the classroom. Close the 
door of the classroom after all students have left. 

 
• Keep students in line on either side of the hall. Prevent talking, running, or boisterous 

action. Any student who is not cooperating should be referred to the administrator. 
 
• The prime motive in the emergency drill is to empty the building as quickly as possible 

with the least possible confusion. Whenever the fire alarm rings, the building is to be 
evacuated by ALL occupants. 

 
• Under normal circumstances use the exits indicated for the individual classroom. 

 
• Lead students to the designated areas and check the class with your roll book. 

 
 
 

Emergency Opening/Closing 
 

A telephone chain will be set up early in the school term so that everyone will be notified if 
school is closed for any reason (other than inclement weather). In addition, radio station 
KYW and television channels 3, 6 and 10 will carry our school closing bulletins. The 
emergency closing number for the Richard Allen Preparatory Charter School is 227. The 
decision to close school will be made as early as possible and, in all cases, by 6:30 A.M. 

 
In addition, Richard Allen Preparatory Charter School has purchased software 
(ALERTNOW) that will allow us to notify you via a computer-generated telephone call 
within minutes of any emergency situation at our school.  Mass emails and website 
notification will also be provided.
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Payroll, Benefits and Leave 
 
 
 

Section VII 
 
 
 
 
 
 
 
 
 
 

“The harder you work the luckier you get.” 
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Payroll, Benefits and Leave 
 
Benefits 

 

The Board of Trustees of Richard Allen Preparatory Charter School offers certain benefits to 
eligible employees. These benefits may be increased, decreased, changed, or revoked at the sole 
discretion of the Board of Trustees. 

 
As of July 1, 2018, the following benefit packages are available for full time employees: 

 
• Medical insurance premiums for all full-time employees hired after July 1, 2001 at no 

cost to the employee; 
• Supplemental insurance programs to employees with no cost being borne by the school. 

 
Leave Policies 

 

The Board of Trustees recognizes the need of employees to have leaves of medical, family and 
personal absence for a variety of reasons. The following provides a preliminary policy for all 
such leaves of absence. Records of attendance shall be maintained for each employee. Absences 
and reasons for the absences shall be noted. These records shall be part of the evaluation of the 
employee’s service. 

 
Proof of need for a leave of absence such as a physician’s signed certification of illness or 
disability shall be presented by the employee to the Chief Executive Officer. Any employee on 
leave shall be denied approval for engaging in any remunerative activity. Non-compliance with 
this provision will be a basis for employee dismissal from service. 

 
Personal Leave And Absence Due to Illness 

 

Sick Leave Details  

• Sick leave may be used for personal physical or mental illness, the care of a sick 
child, spouse, parent, or parent of a spouse, routine health checks, or to address the 
physical, psychological, and legal effects of domestic abuse. 

 
•  Full-time employees will earn sick leave at a rate of one day per month.  Sick leave 

is earned the 15th of each month.  A maximum of ten (10) sick days are accrued for 
each school year. Employees will  be compensated for sick days accrued, but not 
used at a rate of $40.00 per day 

• Hourly employees are not eligible to earn sick leave  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• Sick leave can only be used if accrued. Sick leave may be advanced if extenuating 
circumstances arise as approved in writing by the Chief Executive Officer. Should 
an employee resign or be terminated from his/her position before accruing advanced 
sick days, the employee’s  final paycheck will be adjusted to compensate for any 
discrepancy   

• Employees must provide a note/certificate from a state certified or licensed 
physician  if sickness exceeds two (2) working days and the Employer requests 
verification   

• Personal leave days are accrued at a rate of one (1) personal leave day every ninety 
(90) days beginning September 15, 2021 for a maximum of three (3) personal leave 
days per academic year for all 10 month employees of the charter school.  
Employees will be compensated for personal days accrued, but not used at a rate of 
$100.00 per unused personal leave day.  Personal leave may not be accrued/used for 
any employees beyond the academic year 

• Personal and sick leave may not be used to extend a paid holiday. If personal leave 
is taken on a day immediately prior to or after a paid holiday, employee will not be 
compensated for the holiday period.  If sick leave is taken on a day immediately 
prior to or after a paid holiday, employee will not be compensated for the holiday 
period unless a signed physician’s note is presented.  

• Employees exhibiting a pattern of using personal leave or personal illness days to 
extend weekends will receive consequences up to and including loss of pay or loss 
of employment.  Any employee requesting personal illness leave in excess of two 
(2) days must submit an original signed physician’s note. Employees not presenting 
a physician’s note will not be paid for time taken.  

An employee whose absence exceeds two (2) consecutive days must provide a physician’s 
signed certification of illness or disability. Any employee who has exhausted his or her personal 
leave days must provide a physician’s signed certification of illness or disability for each absence 
due to illness. 
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COVID-19 Sick Leave: 

Employees who are required to quarantine or isolate due to the employee having 
tested positive for COVID-19 will receive up to two weeks (eighty hours) of paid 
leave for the quarantine period. Similarly, employees who are required to 
quarantine or isolate due to exposure/possible exposure at works and mandated to 
the CEO and/or school policy will receive up to two weeks (eighty hours) of paid 
leave. 

 

Bereavement Leave  
 
All employees are entitled to an absence not to exceed three (3) days, without loss of pay, in case  
of death of immediate family, which includes husband, wife, child, stepchild, mother, father,  
mother-in-law, or father-in-law.  All employees are entitled to one (1) day with pay in the case of  
death of siblings or grandparents. This leave may be extended by the use of personal day leave as  
provided by policy.  All absences for such purposes shall be approved by the immediate  
supervisor.  Employee must submit a funeral card to the Administrative Assistant in the Main  
Office upon return from bereavement leave.  

Commencement 
 

All employees are entitled to an absence of one day to attend commencement exercises of said 
employee or child of employee.  

Family Medical Leave Act (FMLA) 
 

Note that the Richard Allen Preparatory Charter School uses the FMLA Act as a guide. Because 
the school employs less than the number of employees needed to mandate FMLA, the school is 
not required to provide FMLA benefits/protection. Eligible employees have the right under 
federal law to take a total of 12 weeks of unpaid leave during any 12-month period for certain 
family or personal health care needs. Please refer to the FMLA policy contained in the Policy 
and Procedures Manual. See “Uncompensated Leave”. 
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Holiday 
 

The Board recognizes various holiday closings. Eligible employees will receive holiday pay for 
scheduled school holiday closures according to the approved calendar. 

 
Employees must work the last scheduled day before and the first scheduled day after the holiday 
to be paid for the holiday, except when the employee is: 

 
• Off on approved leave time 
• Off at CEO’s request for any reason 
• Off due to closure of school because of inclement weather 
• Off due to sickness with a doctor’s note verifying need for absence 

 
If an employee requests leave on the last scheduled day before and/or the first scheduled day 
after a holiday, if such request is granted, any such day(s) shall be without pay unless for 
for religious reasons. Employee will be paid only for the holiday. 

 
Jury Duty Leave 
 

Employees who serve on a regular basis shall be protected against loss of pay occasioned by jury 
duty in accordance with the following guidelines. Should an employee be called for jury duty, 
that information shall be reported to the Chief Executive Officer by the employee. Employees 
called for jury duty shall normally be permitted to serve and will not be penalized in any way for 
doing so. They shall receive normal pay for the period of jury duty, but any compensation 
received from such duty that is in excess of actual expenses shall be credited against such pay. If 
the jury is not in session for a day or more, the employee shall return to the school. 
 
Uncompensated Leave 

 

The Board of Trustees recognizes that in certain instances an employee may request extended 
leave for unique personal reasons and the school would benefit from the return to service of the 
employee. Requests for leave for reasons other than those stated below shall be made in writing 
and submitted to the Chief Executive Office who will make a recommendation to the Board of 
Trustees for approval or disapproval. The Board of Trustees shall make the final determination 
in each case. 
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Approval may be given for the following purposes: 
 

• the birth and care of the newborn child of the employee; 
 

• placement with the employee of a son or daughter for adoption or foster care; 
 

• to care for an immediate family member (spouse, child, or parent) with a serious health 
condition; or 

 
• to take medical leave when the employee is unable to work because of a serious health 

condition. 
 
RAPCS will provide benefits as required by the Family and Medical Leave Act (“FMLA”) as 
required by law. Eligible employees shall be entitled to an uncompensated leave of twelve (12) 
weeks, including notice to the employer. The leave shall commence on the employee’s stated 
date and shall be counted continuously (this includes days compensated through sick leave/ 
personal illness leave, personal leave, disability insurance plan or other income protection plan) 
unless the request is for intermittent leave as defined in FMLA. Note: Under the FMLA, leave 
for the birth or adoption or foster care of a child does not qualify for an intermittent or reduced 
schedule leave unless the employee and employer agree otherwise. 

 
Under FMLA, health benefits must be maintained while employee is on leave. If employee does 
not return to work after the 12 week leave (or terminates his/her position while on approved 
leave), all benefits will be terminated by employer. However, employee may COBRA benefits 
through the employer upon termination of employment or if leave goes beyond 12 weeks. 

 
The 12 month period during which a 12 week leave is sought shall commence on September 1st 
of the then current school year. 

 
The employee returning from leave may be reassigned either in the employee’s former or an 
equivalent position. 
 
Any employee on leave for a maximum of one year, shall continue as a member of the school 
health insurance plan(s) and other benefit programs. Upon returning to service, the employee 
will be allowed credit for salary increments as though the employee were in active service, 
provided the employee agrees, in writing prior to the leave, to serve upon its termination, for a 
period equal to that leave. 

 
Employees shall pay their share of health insurance premiums while on leave unless other 
arrangements are made prior to commencement of the leave. 

 
“Smoothing” 
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All ten month employees shall be paid in 26 equal salary installments via direct deposit on a bi- 
weekly schedule from September through August supplied by the business manager. 

 
Employees who are not in a pay status on any particular day in accordance with the Board 
adopted school calendar for ten month staff shall have a prorated salary recalculated for the 
remaining portion of the contract period. Pay status shall be defined as receiving compensation – 
present, paid sick leave or paid personal leave. 

 
The pro-rated salary shall be calculated by dividing the number of days in a pay status by the 
total days required under the contract. The remaining compensation due shall be derived by 
calculating the difference between the prorated salary and the compensation received. The 
remaining compensation shall be spread evenly over the remaining pay periods. 

 
Sabbatical Leave of Absence 

 

There are no provisions for sabbatical leaves of any kind or type at this time. 
 
 Paycheck Deductions 

 

Richard Allen Preparatory Charter School is required by law to make the following involuntary 
deductions from your paycheck. 

 
• Federal income tax 
• State income tax 
• Social Security and Medicare 
• State Disability Insurance where applicable 
• Court ordered garnishments 
• Local income taxes 
• Other State mandated taxes where legislated 
• Pennsylvania Public School Employees’ Retirement System contribution or other pension 

program 
• Employee requested deductions  

 
Any changes in your marital status or dependents must be reported promptly for withholding 
purposes by completing a new W-4 form. These may be obtained in the CEO’s office. 
Deductions may also be made from your paycheck, among other reasons, for loss of petty cash or 
for the failure to return school property or equipment or as a deduction for the use of unaccrued 
paid leave time upon the termination of employment. Voluntary deductions may also be made to 
plans as approved by the Board of Trustees. 
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Pay Periods 
 

Standard pay periods are Sunday through the second Saturday. Pay dates are Friday following 
the end of the pay period. 
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Tuition Reimbursement 

 

Richard Allen Preparatory Charter School offers a tuition reimbursement program for its salaried 
full time employees from July 1st through June 30th each year with the following provisos: 

 
• Course must be pre-approved by administration and be job related; 
• Employee must obtain a grade of B or above in order to be reimbursed, 
• Reimbursement is not to exceed $3,000 ($4,500 for Special Education Teachers) per 

employee per academic year provided the employee returns for the following 
academic year.  Reimbursement is limited to $1,500 for employees not guaranteeing 
return to employment. 

• Should an employee receive tuition reimbursement in excess of $1,500.00 and voluntarily 
leave the charter school or employment be terminated by the charter school due to breach 
of the employment contract by the employee during the first six (6) months of the 
academic year following receipt of reimbursement, all funds in excess of $1,500.00 will 
be due in full immediately upon notification of non-return or vacating position 

• Tuition reimbursement funding is limited, consequently employees not receiving prior 
approval for courses may not be eligible to receive reimbursement. 

 
In order to be reimbursed, employee must complete a Tuition Reimbursement Form, provide a 
copy of his/her grade report for the course and a copy of his/her receipt for tuition for the course 
to CEO’s Administrative Assistant. Tuition reimbursement checks are processed through our 
business office. 
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Employee Related 
Policies and Procedures 

 
 
 

Section VIII 
 
 
 
 
 
 
 
 
 
 

“It’s what you learn after you know it all 
that counts.” 
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FEDERAL AND STATE LAWS AND RELATED POLICIES 
 
 
Display Of and Salute to Flag – Pledge of Allegiance 

 

Pupils attending the Richard Allen Preparatory Charter School on every school day will be asked 
to salute the United States flag and recite the Pledge of Allegiance to the flag, which salute and 
Pledge of Allegiance shall be rendered with the right hand over the heart. 

 
If a student has conscientious objections which interfere with full participation in the flag salute 
or Pledge of Allegiance, said student shall maintain a respectful attitude throughout the 
ceremony. 

 
Equal Opportunity Statement 

 

The Richard Allen Preparatory Charter School is an equal opportunity employer. RAPCS has 
been and remains committed to the principle and practice of equal employment and educational 
opportunity. 

 
Any person having concerns or wishing to make any inquiries concerning the school’s 
compliance with federal regulations may the Richard Allen Preparatory Charter School, 2601 S. 
58th Street, Philadelphia, PA 19143, or by telephone at 215-878-1544. 

 
Legislated Benefits 

 

Workers’ Compensation Insurance 
 
Richard Allen Preparatory Charter School furnishes Workers’ Compensation Insurance at its 
expense. Workers’ Compensation Insurance covers the employee for medical expenses and loss 
of work due to an injury incurred while on the job. The date that compensation payments begin 
is generally based on the first day of the employee’s hospitalization or the date of the injury if an 
employee is not hospitalized. If injured on the job, the employee must immediately report it to 
the CEO regardless of how minor the injury may be or seem. 
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Unemployment Insurance 
Richard Allen Preparatory Charter School pays unemployment taxes. In the event of 
unemployment arising from termination, the employee may be eligible for unemployment 
benefits. He/She must file a claim in order to collect this benefit. For further information contact 
the Department of Labor/Employment. 

 
Social Security 

 

Employees of the Richard Allen Preparatory Charter School are covered under the provisions of 
Federal Social Security law (F.I.C.A.). 

 
Consolidated Omnibus Budget Reconciliation Act (COBRA) 

 

This act provides that a group health care plan must provide each employee, and particularly 
those employees enrolled in a group health care plan who would otherwise lose health coverage, 
with the opportunity to elect continued coverage under the plan within a specified period of time. 
Premiums for continued coverage will be at the employee’s expense. 

 
Sexual Harassment Policy 

 

This is to reaffirm the policy of the Richard Allen Preparatory Charter School that sexual 
harassment of a school employee or applicant for employment is prohibited. Sexual harassment, 
or harassment because of one’s gender, has been defined by the Equal Employment Opportunity 
Commission (EEOC), as well as by federal, state and local laws, and for the purposes of this 
policy, the school has adopted this definition. 

 
Unwelcome sexual advances, requests for sexual favors, or other verbal or physical acts of a 
sexual nature constitute sexual harassment when: 

 
(1) submission to such conduct is made either explicitly or implicitly a term or 

condition of an individual’s employment, 
 
(2) submission to or rejection of such conduct by an individual is used as the basis for 
employment decisions affecting such individual, or 

 
(3) such conduct has the purpose or effect of unreasonably interfering with an individual’s 
work performance or creating an intimidating, hostile, or offensive work environment. 
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Sexual harassment is a violation of federal and state laws and the Philadelphia Fair Practices 
Ordinance, and may expose not only the school, but individuals to significant liability under the 
law. 

 
While sexual harassment will not be tolerated by any employee, supervisors shall be held to a 
higher standard of conduct and shall be subject to a higher level of discipline when engaging in 
sexual harassment. 

 
Any person who feels he or she is being subjected to sexually harassing behavior of any kind is 
encouraged to object to the behavior and/or report the behavior to his/her supervisor or other 
appropriate official(s) as indicated in Section 316. Policy for Preventing Sexual Harassment of 
Employees, “Procedures for Making Complaints” (see Section IX). It is a violation of this policy 
to retaliate or engage in any form of reprisal because a person has raised a concern, filed a 
complaint of, or been a witness to sexual harassment. Any supervisor who receives a sexual 
harassment complaint or who has reason to believe sexual harassment is occurring shall refer to 
the procedures for processing sexual harassment complaints. 

 
All employees are expected to be familiar and comply with all policies applicable to 
discrimination and sexual harassment. 

 
State Requirements 

 

All employees must comply with state requirements such as, but not limited to, fingerprinting, 
certification, child abuse index, criminal record statement, tuberculin test, first aid/CPR, and 
physician’s reports. Employees are also required to provide transcripts to verify units earned or 
in-service hours. These requirements must be completed prior to beginning employment, and the 
information must be submitted to the CEO. Any cost is the responsibility of the employee. 

 
Student Equal Opportunity Statement 

 

Employees are expected to treat all students and parents/guardians fairly and equitably and shall 
not discriminate against them for any reason. Failure to comply may result in disciplinary action 
up to and including termination. 

 
Retaliation 

 

RAPCS will not retaliate against any employee who engages in lawfully protected conduct 
including but not limited to the report of or participation in investigations of sexual harassment 
or discrimination or other violation of the law. 
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Whistleblower Act--Employee Protection 
 

All employees of Richard Allen Preparatory Charter School are subject to the obligations 
and protections of the Pennsylvania Whistleblower Law, 43 Pa. C.S. §§ 1421-1428. 
RAPCS will not discharge, threaten or otherwise discriminate or retaliate against an 
employee regarding the employee’s compensation, terms, conditions, location or privileges 
of employment because of  the employee or a person acting on behalf of the employee 
makes a good faith report or is about to report to the school or an appropriate authority an 
instance of wrongdoing, which is not merely technical or minimal, or an instance of 
substantial waste, abuse, misuse, destruction or loss        of RAPCS’s funds or resources. 

 
Richard Allen Preparatory Charter School will not discharge, threaten or otherwise 
discriminate or retaliate against an employee regarding the employee’s compensation, 
terms, conditions, location or privileges of employment because the employee is 
requested by an appropriate authority to participate in an investigation, hearing or inquiry 
held by an appropriate authority or in a court action. 

 
Workers’ Right To Know 

 

In the workplace your employer must: 
 

• Compile a list of hazardous substances present in your facility on a Workplace 
Survey. 

 
• Label containers of hazardous substances with the common or chemical 

names and Chemical Abstract Service number of the hazardous substances. 
 

• Make available to you upon request: 
 

• The Workplace Survey of hazardous substances. 
• The Environmental Survey of hazardous substances. 
• Fact Sheets on hazardous substances. 
• Workplace Hazardous Substances List. 

 
• Annually train you about the health and safety risks of working with hazardous 

substances, necessary safety practices and control methods, and the provisions 
of the Right to Know Law. 
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To protect your health at your job you should find out what chemicals you are exposed 
to by requesting the Workplace Survey. You should also find out the health effects 
from exposureto those chemicals by obtaining Hazardous Substance Fact Sheets. 
Please contact the CEO if you have questions. 

 
Abuse/Endangerment of Students 

 

The Richard Allen Preparatory Charter School policy absolutely forbids any form of 
verbal or physical abuse, including unnecessary or unwanted physical contact with 
students. Any individual found guilty of this type of conduct will be subject to appropriate 
discipline that could include termination of employment, suspension or expulsion from 
school. 

 
In addition, staff members are legally required to notify the CEO and/or his/her designee 
if child abuse is suspected. 

 
Change of Employee Status or Address 

 

It is the employee’s responsibility to immediately advise the CEO of any change in marital 
status, dependents, telephone, address or name. The CEO must immediately submit a 
Personnel Action Form to the business office indicating any such changes. 

 
Conflict of Interest 
 

Employees have an obligation to conduct business within guidelines that prohibit actual or 
potential conflicts of interest. 

 
An actual or potential conflict of interest occurs when an employee is in a position to 
influence a decision that may result in a personal gain for that employee or for a relative as 
a result of the organization’s business dealings. 

 
Loss of Employee Personal Property on School Premises 

 

The Richard Allen Preparatory Charter School is not liable for loss, damage or theft of an 
employee’s personal property on its premises. Employees are urged not to leave personal 
property at work and not to leave personal items unattended; the securing of all valuables 
is essential.  Please note that student property confiscated by staff is the responsibiltity of 
staff members, unless the employee turns property over to Administration or immediate 
supervisor. 
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 Parental Complaints – Procedures 
It is the intent of the Board of Trustees and the school staff that concerns should be 
resolved as quickly and amicably as possible with the best interests of the students held 
firmly in mind. The procedures will be known by staff and parents so that 
communication about concerns can be carried out in an open and convenient way. 

 
If the complaint concerns something that has occurred in the classroom, then the 
following steps should be followed: 

 
The parent should contact the child’s teacher and discuss the issue on the telephone or in 
person. Every effort should be made to resolve the parental complaint/concern at the 
teacher level. Since parents are considered to be essential partners in the educational 
process, each teacher must make a conscientious effort to interact with parents on an as-
needed basis. It must be noted that the 30 minutes after students are dismissed each day 
provide some opportunities for parental contacts. 

 
If the concern remains unresolved, then the parent should meet with the 
ADMINISTRATOR. If the parent has not obtained a satisfactory resolution to the 
concern after meeting with the appropriate administrator, then the parent should contact 
the CEO. 

 
If the concern has not been resolved to a level of satisfaction to the parent, the parent may 
write to the President of the Board of Trustees about the concern and ask for a committee 
of Trustee members to hear the concern and make a recommendation. 

 
If the complaint concerns an issue not directly related to the parent’s child but reflects a 
concern about a classroom practice, school rule, procedure, or practice, the following 
steps should be followed: 

 
The parent should request to discuss the concern with the classroom teacher, school nurse, 
or the CEO or his designee (ADMINISTRATOR) depending on the type of issue. A 
classroom issue is best addressed to the teacher, while a school-wide concern should be 
addressed to the CEO or his designee (ADMINISTRATOR). 

 
If the informal discussion does not resolve the concern, then the parent should file a 
written complaint with the CEO who will conduct an investigation into the matter and 
report the findings to the parent. 

 
If the findings of the CEO do not result in a satisfactory conclusion of the matter, the parent 
should address the matter in writing to the President of the Board of Trustees who will 
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assign the matter to a committee of the Board to investigate and prepare recommendations 
for the full Board’s consideration. 
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Performance Reviews/Evaluation of Staff 
 

A. Teachers and Administrators 
 

All employees of the School have the continuing responsibility of engaging in a program of 
evaluation consistent with legal and professional guidelines. Such evaluation shall seek to 
make each employee more effective in achieving School goals. Employees shall be evaluated 
in writing periodically according to established standards. As instructional leaders, the    
ADMINISTRATOR will be required to demonstrate that the students are achieving in all 
areas –      academic and non-academic. Academic achievement will be monitored/evaluated 
in part by results on the prescribed standardized tests that will be administered in the 
appropriate grade levels. The CEO shall have the authority to develop a school wide 
program in accordance with applicable law and Board direction. 

 
Procedures such as use of evaluation forms shall be uniform for each employee category. 
Major emphasis shall be placed on the identification and development of the knowledge, 
skills, and attitudes which improve employee competency. To the greatest extent, evaluation 
shall be cooperative with effort made to involve the employee in developing specific 
performance goals and methods of attaining such goals. Findings shall be objective 
involving citing observable and verifiable data. Employee strengths, as well as weakness, 
should be recognized. The goals of the School shall be the determining factors in any 
recommendation. All materials shall be held confidential, shared only as the law may 
provide. The working of any report shall be clear in language and intent. The employee 
shall be permitted to file a response to any supervisor’s recommendation. 

 
B. Professional and Non-Professional Support Staff 

 
Other staff members will be evaluated according to the skills and competencies inherent in 
their job description and/or certification. Those who have teaching responsibilities will be 
accountable for relevant teaching skills as well as those competencies directly connected to 
their particular field. 

 
Personal Safety 

 

The Richard Allen Preparatory Charter School makes every effort to safeguard its faculty and 
staff from any personal attack or other act of violence associated with employment at the 
school. Faculty and staff shall immediately report in writing to the CEO or designee all 
incidents of assault against them personally in connection with their employment, or against 
another which the faculty or staff member witnessed or otherwise possesses knowledge or 
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information. Any case of assault on a faculty or staff member on or off school property when the 
employee is engaged in school business shall be promptly reported in writing to the CEO. 

 
Personal Use of School Property 

 

Employees are prohibited from using school property or property in the custody of the 
school, including school computers, and computer software for personal use. 

 
Personnel Files 

 

The Richard Allen Preparatory Charter School maintains personnel files on all employees. 
 
Employees may request copies of their file by following these protocols: 
• All active employees are entitled to one (1) copy of their personnel file per school year (July 

through June). 
• Requests must be made in writing.  On the request indicate whether you need a full copy of 

the file, all documents from a particular date, or specific documents. 
• Please note that a higher volume of these requests occur at the end of the school year and may 

result in a delay of processing time.  We will process these requests in the order they are 
received. 

• We are unable to fax or email employee files.  All files will be mailed or available for 
pickup.    

Petty Cash/Collected Money 
 

All petty cash and all monies collected must be deposited with the CEO or his/her designee. It is 
the responsibility of the employee depositing petty cash or monies collected to receive a receipt 
for this cash. Petty cash and any collected monies may not be brought home. Until such monies 
are deposited with the CEO, they are the responsibility of the employee who received them. 
Until time of deposit this employee will be held responsible for reimbursing petty cash or 
monies collected if lost or stolen. Students are not to be permitted to hold any monies collected. 

 
Policy Change 

 

It is inevitable that new policies will need to be written from time to time and that old policies 
will need to be revised. A diligent effort has been made to be as comprehensive as possible in 
preparing this Handbook. However, this handbook is not a contract of employment. It merely 
establishes guidelines for daily activities. 

 
In the event of any conflict between this Handbook and the Policy and Procedures Manual, the 
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Policy and Procedures Manual shall take precedence. 
 
Problem Solving Process 

 

The Richard Allen Preparatory Charter School is committed to maintaining a positive and 
pleasant environment in which to work. The best and most rewarding employee- management 
system comes from a direct relationship between management and employees. Employees are 
encouraged to see their supervisor if you encounter work-related problems. 
  

Proselytizing/Political Advocacy 
 

Employees are prohibited from advocating or teaching religious and political viewpoints during 
working hours in working areas, except as approved as part of the school curriculum. 

 
Purchase of Equipment and Materials 

 

Employees must obtain advance approval in writing for the purchase of classroom equipment or 
materials. Should advance approval not be obtained such expenditures may not be reimbursed. 

 
Rehire Policy 

 

If an employee resigns and is re-hired, employee’s date of hire will become the date the 
employee returns to work, not the original date of hire. The employee will then be eligible for 
benefits according to the schedule that applies to all new hires. 

 
Resignation 

 

In order to resign, at least 30 days advance notice in writing to the CEO indicating the last day 
of work is required. This date will be considered the effective date of resignation. 
Failure to provide such notice can result in Board action which can include immediate 
termination of benefits and deduction of professional development costs from rollover pay or 
such other sanctions as deemed appropriate by the Board. 

 
School properties such as keys, computers, credit cards, forms, money, etc., must be returned by 
each employee on the last day of work. An employee’s last paycheck will not be issued until all 
obligations are settled. 

 
Termination/Non-Renewal of Contract 

 

Upon separation from employment, school property such as keys, computers, credit cards, forms, 
money, etc., must be returned by each employee on the last day of work. An employee’s last 
paycheck will not be issued until all obligations are settled. 
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Employee Smoking 
For the purposes of this policy, “smoking” shall mean all uses of tobacco, including cigars, 
cigarettes and pipes. 

 
The Board recognizes that smoking inside the school building presents a health and safety 
hazard which can have serious consequences for the smoker and the nonsmoker and the 
safety of the school and is, therefore, of concern to the Board. To protect students, 
employees, and visitors from an environment that may be harmful while school is in session, 
smoking is prohibited in the school building(s). Smoking by employees is permitted outside 
of the school building, but not in the presence of students and only in the designated area. 
(See Section IX, Board Policy and Procedure, Section 313, “Employee Smoking”). 

 
Solicitation/Distribution 

 

Under no circumstances may an employee solicit monies or signatures for any reason and 
shall not distribute/post any materials on school premises unless prior written approval is 
received from the CEO for all fundraising or other collections of fees or monies from 
students, parents or other employees. 

 
Substance Abuse Policy/Rules 

 

Employees who violate any of the following work rules will be subject to discipline up to and 
including discharge. 

 
If employee is found in possession of suspected controlled substances, referral must be made 
to law enforcement authorities immediately. If an employee is arrested for possession, sale 
or manufacture of a controlled substance on or off school premises, the employee should be 
immediately suspended without pay pending resolution of the criminal charges. An 
employee convicted of possession, sale or manufacture of a controlled substance on or off 
school property is to be recommended for immediate dismissal. 

 
• The manufacture, use, possession, sale or distribution, or possession with intent to 

sell or distribute any narcotic drug, hallucinogenic drug, amphetamine, 
barbiturate, marijuana, any chemical or chemical compound which releases  
vapors or fumes causing a condition of intoxication, inebriation, excitement, 
stupefaction or dulling of the brain or nervous system, alcohol, or any other 
controlled substance on or in school work sites is prohibited. 

 
For the purpose of this policy “worksite” shall include (1) any school building or any school 
premises and any school-owned vehicles or any other school approved vehicle used to transport 
students to and from school or school activities, (2) off-school property during any school- 
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sponsored or school-approved activity, event or function such as a field trip or athletic event, 
where students are under the jurisdiction of the school and (3) any location where an activity 
such as a banquet sponsored and organized by parents is held and at which students are in 
attendance. 

 
• Being under the influence of any substance listed in (a) on school premises, in 

school supplied vehicles, or during working hours. “Being under the influence”  
of alcohol is defined as a blood alcohol content of .04; “being under the influence” 
of any of the other substances listed in (a) above is defined as testing positive at a 
specific level. 

 
• Refusing consent to testing or refusing to submit a urine, blood, breath or other 

sample when requested by the administration. 
 

• Refusing to submit to an inspection when requested by the administration. 
 

• Failing to adhere to the requirements of any drug or alcohol treatment or 
counseling program in which the employee is enrolled. 

 
• Conviction under any criminal drug statute, or failure to inform your employer 

within five (5) days after a conviction. 
 

All applicants and employees will be subject to pre-employment and reasonable suspicion 
substance abuse testing. 

 
Under certain circumstances, the employer will consider continuing the employment of an 
employee who has violated a substance abuse rule on a one time only basis, or of an 
employee who has volunteered that he/she has a substance abuse problem, provided the 
employee has entered into an approved treatment or counseling program. A determination of 
continued employment will be based upon consideration of the rule violated, the specific 
circumstances involved, as well as the employee’s overall work record. 

 
Employees who enter into a drug or alcohol treatment or a counseling program may, at the 
Board’s discretion be required to comply with more stringent testing or other requirements 
that found in this policy. 

 
Within the limits established by law, the administration reserves the right to inspect all 
personal areas on school premises including, and without limitation, employee desks and 
workspaces and school vehicles, without notice, to search for controlled substances or other 
items that should not be kept on school premises. 
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Suicide Behavior 
 

Any suggestion, demonstration or communication of an intention to commit suicide must be 
taken most seriously. The Richard Allen Preparatory Charter School Board recognizes that 
self-destructive behavior and suicide occur among children and adolescents. Students who 
experience depression, and other mental health issues associated with depression, pose a 
serious threat to themselves and others and are unable to benefit from the educational 
program offered by the school. 

 
Students exhibiting suicidal ideations, behaviors and/or threats are in need of immediate 
intervention. The CEO is authorized to develop procedures that focus on immediate support 
for the student, parental contact and appropriate referral. All staff are reminded that it is their 
obligation to report potential suicide cases. 

 
Workplace Violence Statement 

 

The Richard Allen Preparatory Charter School values a supportive and harmonious work 
environment. We will not tolerate any type of threat, verbal or otherwise, that occurs in the 
workplace. For the purpose of this statement, a threat will include, but is not limited to, any 
statement or action by an individual that indicates an intent to cause present and/or future 
danger to either: 

 
• The school, including property 
• A parent or child 
• Another employee 
• A contractor or vendor 
• Volunteers and guests 

 
All employees have the responsibility to report any type of threatening statement or actions 
to the CEO. The CEO’s responsibility will be to promptly investigate any reports of such 
behavior and take the appropriate corrective action. 
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BOARD POLICY AND PROCEDURES 
 
 

EMPLOYEES 
 
 
 

Section IX 
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EQUAL EMPLOYMENT OPPORTUNITY 
 
 
Date Adopted: 

 
1. Purpose 

 
1.1 RAPCS Charter School has been and remains committed to the principle 
and practice of equal employment opportunity for all persons without regard to 
race, color, religion, age, sex, sexual orientation, ancestry, national origin, 
handicap, disabled or Vietnam era veteran status, consistent with job  
qualifications and safe performance of work requirements. Richard Allen 
Preparatory Charter School seeks to recruit, hire and place into available jobs the 
most qualified persons and to administer personnel matters such as compensation, 
benefits, promotion, training, layoffs, discipline, termination and Charter 
sponsored educational, social and recreational programs in accordance with this 
policy. In addition to applying equal employment principles in all its personnel 
decisions, the Charter is committed to affirmative action to assure equal 
opportunity. It shall take positive steps to make its policy known and to 
encourage all qualified minorities, women, handicapped persons, and covered 
veterans to seek employment with or advancement within the Charter. 

 
2. Authority 

 
2.1 The Chief Executive Officer has overall authority for the Charter equal 
employment policy and shall designate such personnel as he deems appropriate to 
implement the policy. 

 
3. Responsibility 

 
3.1 All administrators, supervisors and managers shall be made aware of this 
policy and shall fulfill their responsibilities in a manner which reflects and fosters 
the Charter’s equal employment policy. All other employees are expected to 
conduct themselves at work in a way consistent with this policy. All employees 
are expected to deal fairly and courteously with one another to ensure a work 
environment free of intimidation and harassment. Ethnic, racist, or sexist slurs or 
other personal derogation not related to legitimate factors concerning work are 
offensive and unacceptable employee behavior. Sexual harassment is also a form 
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of unlawful and unacceptable sex discrimination and includes unwelcome sexual 
advances, requests for sexual favors, and other verbal or physical conduct of a 
sexual nature. 

 
4. Implementation 

 
4.1 Any employee who violates this policy commits misconduct for which 
appropriate discipline may be imposed, up to and including termination. Any 
employee who believes s/he has been subjected to unlawful discrimination or 
harassment should make a complaint to his/her immediate supervisor or, if 
appropriate, the CEO in writing. Employees are encouraged to contact the Chief 
Executive Officer for information on making complaints. 

 
4.2 Employee may proceed to the Board of Trustees if the complaint is with 
the CEO or not addressed by the CEO. 
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EMPLOYEEE EXPENSE REIMBURSEMENT REGULATIONS 
1. Purpose 

 
1.1 To establish the policies and procedures governing the reimbursement of 
travel and other reasonable and proper expenses incurred by employees in the 
performance of official and necessary School business. 

 
2. Authorization and Approval of Travel and Reimbursements 

 
The CEO is responsible for authorizing travel on necessary and essential School business and the 
subsequent approval of incurred expenditures. The intent of reimbursement is to defray those 
expenses the employee would not ordinarily have incurred had the employee not been traveling 
on behalf of the school. 

 
2.1 Expenditures for out of town travel require the approval of the CEO in 
advance of such travel. 

 
2.2 Expenditures in excess of the limitations established in these procedures 
will be approved only if fully documented and a review of the circumstances 
indicates that such expenditures were necessary and in the best interests of the 
School. Approval of the appropriate CEO is required. 

 
2.3 Conference Participation: 

 
(a) Participation in any one conference will be limited to a number 
such that there shall be substitute teacher coverage during the period of 
conference attendance. 

 
2.4 Request for Reimbursement 

 
(a) Employees will be reimbursed for approved expenditures 
within the policies and limitations established herein. Employee 
Expense Reimbursement will be requested on a form to be provided by 
the school for routine or out of state travel. Receipts for transportation, 
hotel accommodations, taxi fares, tolls, etc., must be obtained and 
attached to the form. 
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(b) All requests for reimbursement of travel expenses are subject to review by 

the Chief Executive Officer to verify the official nature of the expenditure 
and the reasonableness of the charges. Expenditures not deemed 
necessary or reasonable will not be reimbursed. 

 
2.5 Reimbursable Expenses 

 
(a) Travel within city should be submitted for reimbursement on a 
monthly basis. 

 
• By Automobile: 

 
(1) The shortest distance to the destination should generally be 
taken. Exceptions may be made when expressways or other 
highways are more convenient or require less time. Records must 
be kept of the distances between stops so that entries on the 
Reimbursement form will be accurate. In listing trips, indicate the 
start destination (school/location) of each trip and the miles 
covered. Show the total reimbursable miles covered for the day in 
the prescribed block, rounding the total to the nearest mile. A 
mileage reimbursement rate equal to the amount allowed by the 
Internal Revenue Service will be used to determine reimbursement 
amounts. Parking fees are reimbursable when parking at 
commercial parking areas is necessary. Parking fees are 
reimbursable with respect to the regular or normal work location. 

 
(2) Mileage reimbursement will not be granted for the first stop 
of each workday where the first stop of the workday commences 
from the employee’s home, or for the trip home from the last work 
location of the day. These two trips are equivalent to going to  
work and returning home after work each day and are not 
reimbursable. Mileage after the first stop through the last official 
stop of the day is reimbursable. 

 
(c) Travel via public transportation: 

 
(1) Generally, the least expensive mode of travel should be used. 
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Enter the total fares for the day in the amount column on the 
reimbursement form. The cost of travel to and from home and an 
employee’s school or office is not an allowable expense. 

 
(d) Meals While in Travel Status 

(1) Meal allowance will be made for travel of over four (4) hours. 
All meals while on travel status are reimbursable, without 
documentation, at the following rates (taxes and tips included): 
 
Meal Allowances: 
Breakfast $ 10.00 
Luncheon $10.00 
Dinner $20.00 
Total Per Day $40.00 

Meals that are part of an official function (conventions, etc.) will be reimbursed in the amount 
actually expended and should not be included in the meal allowance. A receipt must accompany 
the reimbursement request for such meals. Meals that are included in the registration fee should 
not be included in the request for meal allowance. 
 

2.6 Other Expenses: 
 

Telephone costs in the conduct of official business are reimbursable. While the school 
recognizes that staff members may decide to make parent phone calls outside of 
normal school hours, calls made on personal cell phones are not reimbursable.  
Employees provided with school cellular phones should utilize those phones to conduct 
official business while traveling. Employees with school issued cell phones will not be 
reimbursed for hotel phone charges. 

 
• Valet expenses (dry cleaning, laundering) and other such personal expenses are not 

reimbursable. 
 

• Reasonable tips for carrying luggage at place of lodging will be allowed. 
 

• Use of a rental car is not reimbursable unless it can be shown that it was essential in the 
conduct of the official business and/or in the best interests of the School. Approval for 
use of a rental car must be secured in advance of travel. 

 
• Upon conclusion of travel, and within ten (10) business days, a reimbursement request 

form must be completed and signed by the CEO. 
 

• Additional requests for travel will be denied to an employee who has not submitted in a 
timely fashion. 
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2.7 Vacation Preceding/Following Travel 
 

(a) When an official period of travel is preceded or followed by an 
approved employee vacation or other non-work day, only such expenses 
that are a part of the official travel may be charged. 

 
(b) Transportation costs will be reimbursed up to the approved value 
of the roundtrip cost to and from the point of destination of the official 
travel. 
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310.  EMPLOYEEE LEAVES OF ABSENCE 

 
Date Adopted: 

 
 
1. Purpose 

 
1.1 The Board of Trustees recognizes the need of employees to have leaves of 
medical, family and personal absence for a variety of reasons. 

 
1.2 The Board reserves the right to specify the conditions under which 
uncompensated leave may be taken. The following outline is a preliminary policy 
for all such leaves of absence. Specific information will be outlined in the 
Employee Handbook. 

 
2. Guidelines 

 
2.1 There shall be printed regulations defining types of leaves, time limits for 
absence, permissible activities during leave, benefits, and salary, if applicable. 

 
2.2 Proof of need for a leave of absence such as a physician's signed 
certification of illness or disability which shall be presented by the employee. 

 
2.3 Any employee on leave shall be denied approval for engaging in any 
remunerative activity. Non-compliance of this provision will be a basis for 
employee dismissal from service. 

 
2.4 An employee whose absence exceeds two consecutive days must provide 
a physician’s signed certification of illness or disability. 

 
2.5 Records of attendance shall be maintained for each employee. Absences 
and reasons for the absences shall be noted. These records shall be part of the 
evaluation of the employee’s service. 

 
2.8 Provision shall be made for an employee’s absence not covered by sick 
leave or disability regulation. Such excused absences will include excused 
absence because of: 
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(a) In case of death of immediate family which includes husband, 
wife, child, stepchild, mother, father, mother-in-law, father-in-law, all 
employees are entitled to an absence of three (3) days without loss of pay. 
All employees are entitled to one (1) day without loss of pay in the case of 
death of siblings, grandparents. This leave may be extended by the use of 
personal leave as provided by policy. All such absences for such purposes 
shall be approved by the CEO. Leave for the death of a staff member will 
be determined by the administration. 

 
(b) Commencement of employee or high school/college 
commencement of child of the employee. 

 
3. Uncompensated Leave 

 
3.1 The Board recognizes that in certain instances an employee may request 
extended leave for unique personal reasons and the school would benefit from the 
return to service of the employee. Requests for leave for reasons other than those 
stated below shall be made in writing and submitted to the CEO who will make a 
recommendation to the Board of Trustees for approval or disapproval. The Board 
of Trustees shall make the final determination in each case. 

 
3.2 Approval may be given for the following purposes: 

 
• Birth and care of the newborn child of the employee; 

 
• Placement with the employee of a son or daughter for adoption or foster care; 

 
• Care for an immediate family member (spouse, child, or parent) with a serious health 

condition; or 
 

• Take medical leave when the employee is unable to work because of a serious health 
condition. 

 
• RAPCS will provide benefits as required by the Family and Medical Leave Act 

(“FMLA”) as required by law. Eligible employees shall be entitled to an 
uncompensated leave of twelve (12) weeks, including notice to the employer. The 
leave shall commence on the employee’s stated date and shall be counted 
continuously (this includes days compensated through sick leave/personal illness 
leave, personal leave, disability insurance plan or other income protection plan.) 
unless the request is for intermittent leave as defined in FMLA. Note: Under the 
FMLA, leave for the birth or adoption or foster care of a child does not qualify for 
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an intermittent or reduced schedule leave unless the employee and employer agree 
otherwise. 

 
• Under FMLA, health benefits must be maintained while employee is on leave. If 

employee does not return to work after the 12 week leave (or terminates his/her 
position while on approved leave), all benefits will be terminated by employer. 
However, employee may COBRA benefits through the employer upon termination 
of employment or if leave goes beyond 12 weeks. 

 
3.3 The employee returning from leave may be reassigned either in the 
employee’s former or an equivalent position. 

 
3.4 An employee on leave for a maximum of one year shall continue as a 
member of school health insurance plan(s) and other benefit programs. Upon 
returning to service, the employee will be allowed credit for salary increments as 
though the employee were in active service, provided the employee agrees, in 
writing prior to the leave, to serve upon its termination, for a period equal to that 
leave. 

 
3.5 Employees shall pay their share of health insurance premiums while on 
leave unless other arrangements are made prior to commencement of the leave. 

 
3.6 The 12 month period during which a 12 week leave is sought shall 
commence on September 1 of the then current school year. 

 
4. Sabbatical Leave of Absence 

 
4.1 There are no provisions for sabbatical leaves of any kind or type at this time. 

 
5. Personal Leave 

 
5.1 Employees are entitled to three personal days over a 10 month academic 
year which can be used at the employee’s discretion with the administrator’s 
knowledge. Personal leave may not be used preceding or following holiday and 
vacation days. Dispensation of unused leave days will be determined annually by 
the Board of Trustees. Personal Leave days will be accumulated at a rate of one 
each 90 days beginning September 15, 2020, for a total of three (3) days.
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6. Holiday 

 
6.1 Eligible employees will receive holiday pay for scheduled school holiday closures 

according to the approved calendar. Employees must work the last scheduled day 
before and the first scheduled day after the holiday to be paid for the holiday, 
except when the employee is: 

 
• Off on approved leave time 
• Off at CEO’s request for any reason 
• Off due to closure of school because of inclement weather 
• Off due to sickness with a doctor’s note verifying need for absence 

 
6.2 If an employee requests leave on the last scheduled day before and/or the first 

scheduled day after a holiday, if such request is granted, any such day(s) shall be 
without pay unless for religious reasons. Employee will be paid only for the 

holiday. 
 
Personal Leave and Absence Due to Illness 

 
It is the policy of the Richard Allen Preparatory Charter School, Inc. to provide all eligible 
employees with paid time off for personal injury or illness. Sick leave is defined as absence from 
work due to illness or injury; required medical, dental, mental health, or optical appointments of 
an employee or his/her immediate family that may not be scheduled outside of work hours. Sick 
leave shall also be available to an employee who is caretaker of a member of his/her immediate 
family* who is ill on days during which he/she is normally scheduled to work. 

 
An employee shall be paid at his/her straight time hourly rate for a normal workday. The 
employer shall not pay sick leave to any employee injured in an accident compensated by 
Worker’s Compensation or Disability plan. 

 
 
Sick Leave Details 

 
• Full-time employees will earn sick leave at a rate of one day a month.  Sick leave is 

earned the 15th of each month (maximum of 10 days per academic year) 
• Hourly employees are not eligible to earn sick leave 
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• Sick leave may be used for personal physical or mental illness, the care of a sick 
child, spouse, parent, or parent of a spouse, routine health checks, or to address the 
physical, psychological, and legal effects of domestic abuse. 

 
•  Full-time employees will earn sick leave at a rate of one day per month.  Sick leave 

is earned the 15th of each month.  A maximum of ten (10) sick days are accrued for 
each school year. Employees will  be compensated for sick days accrued, but not 
used at a rate of $40.00 per day 

• Hourly employees are not eligible to earn sick leave   

• Sick leave can only be used if accrued. Sick leave may be advanced if extenuating 
circumstances arise as approved in writing by the Chief Executive Officer. Should 
an employee resign or be terminated from his/her position before accruing advanced 
sick days, the employee’s  final pay check will be adjusted to compensate for any 
discrepancy   

• Employees must provide a note/certificate from a state certified or licensed 
physician  if sickness exceeds two (2) working days and the Employer requests 
verification   

COVID-19 Sick Leave: 

Employees who are required to quarantine or isolate due to the employee having 
tested positive for COVID-19 will receive up to two weeks (eighty hours) of paid 
leave for the quarantine period. Similarly, employees who are required to quarantine 
or isolate due to exposure/possible exposure at works and mandated to the CEO 
and/or school policy will receive up to two weeks (eighty hours) of paid leave. 

 

Teachers shall accrue one (1) personal illness day per month of service during the school year, 
not to exceed ten (10). If a staff member must use more sick days than are in his or her reserve, 
the employee may be advanced days by the CEO up to the maximum of ten (10) sick days. 
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Personal Leave Details 
 

• Personal leave days are accrued at a rate of one (1) personal leave day every ninety (90) 
days beginning September 15, 2020 for a maximum of three (3) personal leave days per 
academic year.  Employees will be compensated for personal days accrued, but not used 
at a rate of $100.00 per unused personal leave day. 

• Personal leave may not be used to extend a paid holiday. If personal leave is taken on a 
day immediately prior to or after a paid holiday, employee will not be compensated for 
the holiday period. 

• Employees exhibiting a pattern of using personal leave or personal illness days to extend 
weekends will receive consequences up to and including loss of pay or loss of 
employment. 

 
Any employee requesting personal illness leave in excess of two (2) days must submit an 
original signed physician’s note.  Employees not presenting a physician’s note will not be paid 
for time taken. If an employee has exhausted his/her personal leave time, he/she will be required 
to submit a physician’s note after each personal illness day taken. 
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FREEDOM OF SPEECH IN NON-INSTRUCTIONAL SETTINGS 
 
1. Purpose 

 
1.1 The Board acknowledges the right of its professional employees as 
citizens in a democratic society to speak out on issues of public concern. When 
those issues are related to the school and its programs, however, the employee’s 
freedom of expression must be balanced against the interest of this school. 

 
2. Guidelines 

 
2.1 The following guidelines are adopted by the Board to help clarify and 
therefore avoid situations in which the employee’s expression could conflict with 
the school’s interests. In situations in which the teacher is not engaged in the 
performance of professional duties s/he should: 

 
State clearly that his/her expression represents personal views and not 
necessarily those of the school; 

 
not direct his/her expression toward any individual(s) with whom s/he 
would normally be in contact in the performance of duties in order to 
avoid the disruption of cooperative staff relationships; 

 
refrain from expressions that would interfere with the maintenance of 
discipline by school officials; 

 
refrain from making public expressions which s/he knows to be false or 
made without regard for truth or accuracy; 

 
not make threats against coworkers, supervisors or other school officials.
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EMPLOYEE SMOKING 

 
1. Purpose 

 
1.1 The Board recognizes that smoking inside the school building presents a 
health and safety hazard which can have serious consequences for the smoker 
and the nonsmoker and the safety of the school and is, therefore, of concern to 
the Board. 

 
2. Definition 

 
2.1 For the purposes of this policy, “smoking” shall mean all uses of 
tobacco, including cigars, cigarettes, and pipes. 

 
3. Authority 

 
3.1 To protect students, employees, and visitors from an environment that 
may be harmful while school is in session, smoking is prohibited in the school 
building(s). Smoking by employees is permitted outside of the school building, 
but not in the presence of students and only in the designated area. 

 
JURY DUTY 

 
1. Purpose 

 
1.1 Employees who serve on a regular basis shall be protected against loss 
of pay occasioned by jury duty in accordance with the following guidelines. 

 
1.2 Guidelines:  Should an employee be called for jury duty, that information 
shall be reported to the Chief Executive Officer by the employee. Employees 
called for jury duty shall normally be permitted to serve and will not be 
penalized in any way for doing so. They shall receive normal pay for the period 
of jury duty, but any compensation received from such duty that is in excess of 
actual expenses shall be credited against such pay. If the jury is not in session 
for a day or more, the employee shall return to the school. 
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EMPLOYEEE EVALUATION 
 
1. Purpose 

 
1.1 All employees of the School have the continuing responsibility of 
engaging in a program of evaluation consistent with legal and professional 
guidelines. Such evaluation shall seek to make each employee more effective in 
achieving School goals. 

 
2. Delegation of Responsibility 

 
2.1 The CEO shall have the authority to develop a school wide program in 
accordance with the law, professional standards, and the guidelines of this policy. 

 
3. Guidelines 

 
3.1 Procedures such as use of evaluation forms shall be uniform for each 
employee category. Major emphasis shall be placed on the identification and 
development of the knowledge, skills, and attitudes which improve employee 
competency. To the greatest extent, evaluation shall be cooperative with effort 
made to involve the employee in developing specific performance goals and 
methods for attaining such goals. Findings shall be objective involving citing 
observable and verifiable data. Employee strengths, as well as weakness, should 
be recognized. The goals of the School shall be the determining factors in any 
recommendation. All materials shall be held confidential, shared only as the law 
may provide. The wording of any report shall be clear in language and intent. 
The employee shall be permitted to file a response to any supervisor's 
recommendation. 

 
3.2 The Board of Trustees shall have final approval in compensation, 
termination and renewal of personnel. 
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316. POLICY FOR PREVENTING SEXUAL HARASSMENT OF EMPLOYEEES 

 
Definition 

 
This is to reaffirm the policy of the Richard Allen Preparatory Charter School that sexual 
harassment of a School employee or applicant for employment is prohibited. Sexual harassment, 
or harassment because of one’s gender has been defined by the Equal Employment Opportunity 
Commission (EEOC), as well as by federal, state and local laws, and for the purposes of this 
Policy, School has adopted this definition. 

 
Unwelcome sexual advances, requests for sexual favors, or other verbal or physical acts of a 
sexual nature constitute sexual harassment when: 

 
(1) Submission to such conduct is made either explicitly or implicitly a term 
or condition of an individual's employment, 

 
(2) Submission to or rejection of such conduct by an individual is used as the 
basis for employment decisions affecting such individual, or 

 
(3) Such conduct has the purpose or effect of unreasonably interfering with an 
individual’s work performance or creating an intimidating, hostile, or offensive 
work environment. 

 
Sexual harassment is a violation of federal and state laws and the Philadelphia Fair Practices 
Ordinance, and may expose not only the school, but individuals to significant liability under the 
law. 

 
While sexual harassment will not be tolerated by any employee, supervisors shall be held to a 
higher standard of conduct and shall be subject to a higher level of discipline when engaging in 
sexual harassment. 

 
Any person who feels he or she is being subjected to sexually harassing behavior of any kind is 
encouraged to object to the behavior and/or report the behavior to his/her supervisor or other 
appropriate official(s) as indicated in the “Procedures for Processing Sexual Harassment 
Complaints” and Board Policy which is incorporated herewith. It is a violation of this policy to 
retaliate or engage in any form of reprisal because a person has raised a concern, filed a 
complaint of, or been a witness to sexual harassment. Any supervisor who receives a sexual 
harassment complaint or who has reason to believe sexual harassment is occurring shall refer to 
the procedures for processing sexual harassment complaints. 
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It shall also be the policy of the School that the basic rights of all concerned must be respected at 
all times. 
Prohibited Conduct 

 
The following are examples of acts which violate the School’s Sexual Harassment Policy. These 
examples are not to be construed as an all-inclusive list of prohibited acts under the Policy. 

 
A. Physical assaults of a sexual nature, such as: 

 
(1) Rape, sexual battery, molestation or attempts to commit those offenses, or 
committing an act with intent to cause fear in another of immediate bodily harm 
or death; and 

 
(2) Intentional physical contact which is sexual in nature, such as touching, 
pinching, patting, grabbing, brushing against another employee’s body, or poking 
another employee’s body, or touching of the clothing covering the immediate area 
of the complainant's intimate body parts. 

 
B. Unwelcome sexual advances, propositions or other sexual comments, such as: 

 
(1) Sexually oriented gestures, sounds, remarks, jokes or comments about a 
person’s sexuality or sexual experience directed at or made in the presence of any 
employee; 

 
(2) Preferential treatment or promise of preferential treatment for submitting 
to sexual conduct, including soliciting or attempting to solicit any employee to 
engage in sexual activity for compensation or reward; and 

 
(3) Subjecting, or threatening to subject, an employee to unwelcome sexual 
attention or conduct or intentionally making job performance more difficult 
because of the employee’s gender. 

 
C. Display of publications anywhere in the School’s workplace such as: 

 
(1) Displaying pictures, posters, cartoons, calendars, graffiti, objects, 
promotional materials, reading materials, music or other materials that are 
sexually suggestive, sexually demeaning, or pornographic. 
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Exceptions will be considered in situations where nudity or sexually explicit language is 
necessary to convey a message important to public health and/or safety or pedagogically 
appropriate. 

 
Subject to the foregoing exceptions, visual material will be presumed to be sexually suggestive if 
it depicts a person of either sex who is nude or seminude and/or who is posed for the obvious 
purposes of displaying or drawing attention to private portions of his or her body. 

 
(1) Displaying or publicizing, in the work environment, materials that are 
sexually revealing, sexually suggestive, sexually demeaning or pornographic; 

 
(2) Displaying signs or other materials purporting to segregate an employee 
by gender in any area of the work place (other than rest rooms and similar semi- 
private lockers/ changing rooms); or 

 
(3) Possession of such material in a manner that it is reasonably foreseeable 
that they might be seen by others. 

 
D. Sexual favoritism. Impact on other employees: 

 
The granting or withholding of employment opportunities and benefits including, but not limited 
to, job assignments, discipline, promotion, evaluation and compensation constitute sexual 
harassment when it is based on sexual favoritism and is prohibited. 

 
E. Other Forms of Prohibited Sexual Harassment: 

 
Other conduct that has the purpose or effect of unreasonably interfering with an employee’s work 
performance or working conditions on the basis of gender may also constitute sexual harassment, 
and therefore, is prohibited. Examples of conduct which, when based upon gender, constitute 
prohibited sexual harassment include: 

 
(1) Assigning disagreeable or unsafe duties; or not making comparable 
assignments that would tend to disadvantage an employee’s development or 
career; 

 
(2) Withholding information, materials, equipment or supplies which are 
necessary for the efficient performance of a job; 

 
(3) Unreasonably failing to cooperate or assist employees with work-related matters; 
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(4) Interfering with an employee’s efforts to satisfactorily complete a job assignment; 
 
(5) Maintaining unequal standards of performance; 

 
(6) Ostracizing employees, or otherwise making it known to employees that 
they are not welcome in the work place because of their gender; or 

 
(7) Referring to employees by sexually denigrating or insulting names 
because of their gender. 

 
F. Retaliation for sexual harassment complaints. Examples of retaliation may include: 

 
(1) Arbitrary discipline, threats, unwarranted change of work assignments, 
providing inaccurate work information, or failing to cooperate or discuss work- 
related matters with any employee because that employee has complained about, 
been a witness to or resisted harassment, discrimination or retaliation; and 

 
(2) Intentionally pressuring, falsely denying, lying about, or covering up or 
attempting to cover up conduct such as that described in any item above. 

 
Procedures for Making Complaints 

 
The School is committed to resolving these complaints as quickly and efficiently as possible. If 
you believe that you have been sexually harassed, or have knowledge that others have been 
sexually harassed, you are encouraged to contact your supervisor. 

 
The employee may seek either an informal or formal resolution to their complaint: 

 
A. Informal 

 
Where behaviors may be offensive and the offended party has a desire to stop the behaviors 
without formal procedure, the employee may notify the offending party directly, but is not 
required to do so. The employee may also request a supervisor to intervene by notifying the 
alleged offender that the specific offensive behavior(s) will not be tolerated in the work place. In 
such case, the supervisor must discuss the matter with the alleged offender, and, if warranted, 
require that he/she participate in non-disciplinary counseling. The supervisor shall document 
actions taken and inform the CEO in writing. Copies will also be forwarded to the President of 
the Board of Trustees. 

 
 
 
 



 

 100 

B. Formal 
 
An individual who believes that he/she has been sexually harassed can file a complaint 
requesting an investigation into the allegation. Formal complaints shall be taken in writing and 
signed by the complainant. A thorough and complete investigation shall be conducted by the 
CEO. Copies will be forwarded to the President of the Board of Trustees. 

 
To the extent possible and allowed by law, confidentiality shall be maintained within the confines 
of the investigation of the alleged prohibited behavior. All parties will be treated with dignity and 
due process. 

 
Procedures for Investigations and Resolving Complaints 

 
A. Equal Employment Opportunity Officer 

 
The CEO shall be designated as the EEO Officer capable of conducting a thorough and complete 
investigation. The CEO shall seek advice and assistance from the Board if the CEO believes that 
he/she lacks the capacity to conduct a thorough and complete investigation or the alleged 
misconduct. If the administrator in charge is the alleged harasser or is alleged to have been 
responsible for the harassment, the Board President will conduct the investigation. 

 
B. Conducting Investigations 

 
The CEO, after receiving a complaint of sexual harassment, shall take the details of the 
complaint in writing and have the complainant sign it. All complaints of sexual harassment 
against a school employee shall be received, investigated and disposed of in accordance with the 
procedures set forth in this Policy, and complainants shall be notified of the final disposition/ 
action taken by the School. 

 
If the complaint involves sexual assault, rape or conduct of a criminal nature, the Philadelphia 
Police Department shall be contacted, and a report of the incident made 

 
The assigned investigator shall attempt to secure statements from all participants in, and 
witnesses to the alleged incident. The accused shall have the right of representation during his/ 
her interview as required by the applicable collective bargaining agreement or practice. 

 
All investigations shall be completed by the assigned investigator within sixty (60) days from the 
filing date of the complaint. Extenuating circumstances for not being able to comply with the 
deadline must be approved by the President of the Board of Trustees. The extension must be a 
specified period of time not exceeding twenty-five (25) days and must be communicated to the 
complainant. 
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If the charge is substantiated, the CEO shall determine the appropriate level of discipline 
consistent with the School’s strong policy against sexual harassment. Documents regarding 
substantiated charges of sexual harassment shall be placed in the accused employee’s 
personnel file. Documents regarding unsubstantiated charges shall not be placed in personnel 
files. 

 
C. Training 

 
It is the responsibility of the school to ensure that all supervisory personnel receive the 
appropriate training to enforce this Policy. 

 
Conclusion 

 
(1) If any section of this procedure is declared invalid, the remaining 
sections shall remain valid and unaffected. 
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APPENDIX A 
 
SAMPLE SCHOOL CLOSING PROCEDURES CHECKLIST 

 
Teachers are to personally perform the check-out procedures listed below. 

 
• Inventory (form to be provided ) and label all furniture with your room number.  

Labels will be placed in your mailbox. Return the Inventory Form to Monique Dean. 
 

• Pack all books, supplies and materials in your classroom 
 

• Remove all bulletin board displays and wall displays. 
 

• Take personal items home. 
 

• Copies of all roll sheets and report cards should be placed in the student’s file.  
Grade books (or hard copies of computer information) should be submitted to Rhonda 
Graham. 

• If a student has a lost textbook(s) and/or library book(s) and the school has not received 
reimbursement, the report card will not be sent. Attach the form to the report card and 
give to Rhonda Graham. 

 
• Complete the attached form for necessary repairs needed to your classroom. 

 
• Submit ALL school keys (classroom, bathroom, desk, cabinets, etc.) and scantron card in 

the envelope (will be provided) and give to Monique Dean. 
 
• Stack all classroom chairs and push desks to one side of the classroom. 

 
• Employee Handbook, Safe School Binder, and Flip Book should be placed in your desk 

drawer. 
 
• Summer contact information: Do we know where you can be reached during  the summer? 

Please provide Rhonda Graham with the information on a 3” x 5” card. 
 
• Emergency Certification – see Monique Dean if you need an application to apply for 

Emergency Certification for the 2009-2010 school (you must apply for each school year). 
 
• Ensure all computers are operable. Label any computer that is inoperable by affixing a 3” 

x 5” card  with clear  tape with the words inoperable. Feel  free to include  a brief 
description of the problem. 
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APPENDIX B 
 

Richard Allen Preparatory Charter School 
 
 
Acceptable Use Policy for the Exploration and Utilization of the Internet 
As a Tool for Learning by Students and Staff 

 
Purpose of the Rule 

 
The purpose of this rule is to establish a policy for the acceptable use of the Internet as a tool for 
learning in the Mathematics, Science and Technology Community Charter School (hereinafter 
referred to as RAPCS). In summary, the rule affirms that neither employees nor students may 
use the Internet to do any action or receive and/or communicate any language that the employee 
or student could not do in person. Any act or word prohibited by federal, state, and/or local law, 
or if done by a RAPCS employee or student in person, is similarly forbidden by this rule to be 
done by any employee or student by or through the Internet. Additionally, the rule reflects that 
there is no expectation of privacy in the use of e-mail or Internet communications when such 
communications occur over RAPCS-provided equipment by RAPCS employees, students, or 
others. 

 
Student usage of any kind, including under a teacher’s username, is only permitted after student 
and parent sign-off on the Acceptable Use Policy. 

 
All staff and members of the Board of Trustees are also expected to sign-off on the Acceptable 
Use Policy in order to maintain or gain access to the Internet. 

 
“Guest” access to the Internet shall be granted by the CEO or Deputy CEO to persons other than 
students, staff and members of the Board of Trustees only after sign-off on the Acceptable Use 
Policy. 

 
Purpose of Access to the Internet 

 
The purpose of providing students and employees access to the Internet is to promote academic 
excellence in achieving RAPCS’s educational objectives. This computer technology provides 
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resource sharing, innovation and communication that will help launch today's schools into the 
information age. 

 
I. Resources Available on the Internet 

 
Students and employees of RAPCS have access to the following resources: 

 
A. Electronic mail communication throughout the world; 

 
B. Local, national and worldwide information and news; 

 
C. Correspondence with scientists at research institutions; 

 
D. Access to public domain software of all types; 

 
E. Collaboration with peers on projects and problem solving strategies; 

 
F. Science Learning Network (SLN), Library of Congress, Educational Resource and 

Information Center (ERIC), Smithsonian Museums, and many university library catalogs. 
 
II. Acceptable Use Policy 

 
Utilization of the Internet by students and employees must be in support of and consistent with 
the educational objectives of RAPCS. When utilizing the Internet all users must adhere to the 
provisions of this rule and the standards of conduct established in the RAPCS Code of Student 
Conduct. 

 
A. Transmission of any material in violation of local, state, and federal law or regulation 

is prohibited. This includes, but is not limited to, copyright material, threatening or obscene 
material or material protected by trade secret. 

 
1. Obscene material is that material which: 

 
a) The average person, applying contemporary community standards, 

would find, taken as a whole, appeals to the prurient interest; 
 

b) Depicts or describes, in a patently offensive way, sexual conduct; 
 

c) Taken as a whole, lacks serious literary, artistic, political, or scientific 
value; and 
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d) The CEO and/or Deputy CEO, in consultation with the Technology 

Committee of the Board of Trustees have determined to be obscene applying items “a)” through 
“c)” above. 

 
B. Teachers may work directly with small groups of students or with an entire class. 

Internet access will be limited to those sites approved by the teacher and previewed in advance, 
within a week prior to use. Use of directed searches does not require parental permission since 
the Internet sites will be screened in advance by the teacher. Teachers will be responsible for 
reviewing the Internet policy and procedures with students prior to any directed searches. 

 
C. Use of the Internet for product advertisement, commercial activities, political 

campaigning or solicitation is prohibited. 
 
III. Privilege 

 
Accessing the Internet through RAPCS equipment is a privilege, not a right, and inappropriate 
use, including violation of this rule, may result in cancellation of the privilege. 

 
A. RAPCS administrators are delegated the authority to determine appropriate and 

acceptable use as provided under this policy including selection, installation, monitoring and 
updating technology protection measure(s) that protect against Internet access by both adults and 
minors to visual depictions that are obscene, child pornography, or, with respect to use of the 
computers by minors, harmful to minors. This Internet safety policy also includes monitoring the 
online activities of minors. 

 
B. Any user account may be closed, suspended or revoked at any time a RAPCS 

administrator determines an account user or holder has used the Internet in an inappropriate or 
unacceptable manner in violation of this or any other applicable RAPCS rule.  Suspension or 
revocation of student access for a period in excess of five school days shall be enforced after an 
informal due process hearing conducted by the CEO or Deputy CEO. 

 
C. Inappropriate or unacceptable use is defined as use that violates RAPCS’s purpose in 

providing students and employees access to the Internet and use that violates the Code of Student 
Conduct or the provisions of this policy. 

 
D. Access to the Internet in school as a tool for learning is automatic. Parents will be 

advised in writing of their rights to indicate that they do not want their child to access the 
Internet in school. 
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IV. Monitoring 
 
RAPCS reserves the right to review any material on user accounts for purposes of maintaining 
the computer system and/or monitoring student and staff compliance with this Acceptable Use 
Policy. 

 
A. Students and Staff should expect only limited privacy in the contents of personal files on the 
school’s system. The situation is similar to the rights students have in the privacy of their locker. 

 
B. Routine maintenance and monitoring of the school’s web site or other systems, including e- 
mail, may lead to discovery that the user has violated this Policy or the law. 

 
C. An individual search will be conducted if there is reasonable suspicion that a user has 
violated this Policy or the law. The investigation will be reasonable and related to the suspected 
violation. 

 
 
files. 

D. Parents have the right at any time to request to see the contents of their child's e-mail 

 

E. Due Process 
 

• The School will cooperate fully with local, state, or federal officials in any investigation 
related to any illegal activities conducted via the school intranet or on the Internet. 

 
• In the event there is a claim that you have violated this Policy in your use of the school 

intranet or on the Internet, you will be provided with a written notice of the suspected 
violation and an opportunity to present an explanation before a neutral administrator. 

 
• If the violation also involves a violation of other provisions of other school rules, it will 

be handled in a manner described in the school rules. Additional restrictions may be 
placed on your use of your Internet account. 
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V. Network Rules 

 
All users are expected to abide by the generally accepted rules of network etiquette. These rules 
include, but are not limited to, the following: 

 
A. Be polite. Do not get abusive in your message to others. 

 
B. Use appropriate language. Do not swear, use profanity, use vulgarities or any other 
inappropriate language. 

 
C. Do not engage in activities which are prohibited under local, state or federal law. 

 
D. Do not engage in unauthorized access, including so-called “hacking” and other 

unlawful activities. 
 

E. Do not reveal your personal address and/or telephone number nor that of other 
students and employees. 

 
F. Do not agree to meet with someone you have met online without their parent/ 
guardian's approval and participation. 

 
G. Promptly disclose to your administrator any message you receive that is inappropriate 
or makes you feel uncomfortable. 

 
H. Note that electronic mail (e-mail) is not guaranteed to be private. People who operate 
the system do have access to all mail. Messages relating to or in support of illegal 
activities may be reported to the authorities and may result in the loss of user privileges. 

 
I. Do not use the network in such a way that would be disruptive to others. 

 
J. All communications and information accessible via the network should be assumed to 
be private property. 

 
K. Do not use the network to send or receive messages that discriminate based on  
gender, race, color, religion, ethnic or national origin, political beliefs, marital status, age, 
sexual orientation, social and family background, linguistic preference, disability or that 
are inflammatory. 
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SOCIAL MEDIA AND NETWORKING GUIDELINES POLICY 
 
The Board of Trustees of Richard Allen Preparatory Charter School (“Charter School”) recognizes 
that today’s learning environment involves collaborating, learning and sharing with others on the 
Internet and social media, including such services as Facebook, Twitter, MySpace, Shutterfly, 
LinkedIn, YouTube, Wikipedia, internet blogs, wikis, instant messaging programs and many other 
tools through which people connect and share information.  
 
The Board of Trustees of Charter School also recognizes the importance of keeping an orderly and 
respectful learning environment for the success of Charter School’s educational program. With 
this in mind, Charter School has developed the following policy to provide direction and guidance 
for students when participating in online social media activities 
 
RESPONSIBILITY  
 
Whether or not a person chooses to participate in social media and networking activities is his or 
her own decision. However, to the extent that parents and students and members of the school 
community represent Charter School to each other and to the wider community, participation 
should be done responsibly, keeping in mind both how the location where one chooses to 
participate and how the content one posts reflects on that person individually and on Charter 
School.  
 
Any issues concerning the privacy of Charter School students, confidentiality of sensitive 
information, and respect for copyrights and trademarks are all important to understand before 
participating in an online social environment. This Charter School Policy encourages students to 
participate in social networking and to strive to create an atmosphere of trust and individual 
accountability, keeping in mind that information produced by Charter School, including parents 
and students, is a reflection on the entire Charter School community and is subject to Charter 
School’s Acceptable Use Policy, the Family Education Rights Privacy Act (“FERPA”), Charter 
School’s mission, and all other applicable policies, and federal and state laws. By accessing, 
creating or contributing to social media for classroom or school use, you agree to abide by this 
Policy.  
 
Please read the Policy carefully before making use of social media. If there are any doubts or 
concerns about how this Policy applies to a specific situation or how it might apply to some new 
form of social media in the future, please err on the side of caution and direct all questions and 
concerns to the Chief Executive Officer (“CEO”) before making use of such social media outlets. 
In the rapidly expanding world of electronic communication, social media can mean many things. 
Social media includes all means of communicating or posting information or content of any sort 
on the Internet, including to your own or someone else’s web log or blog, journal or diary, 
personal web site, social networking or affinity web site, web bulletin board or a chat room, 
whether or not affiliated with RAPCS as well as any other form of electronic communication. 
Three basic beliefs apply to your activities online. Ultimately, you are solely responsible for what 
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you post online. Before creating online content, consider some of the risks and rewards that are 
involved.  
 
 
SOCIAL MEDIA AND NETWORKING WITHIN THE CLASSROOM  
 
General Guidelines  
 
1. Consult the Student Code of Conduct. Be aware that all existing policies and behavior 
guidelines extend to Charter School-related activities in the online environment as well as on the 
Charter School premises.  
 
 i. Misappropriation and posting to any social media and networking websites of 
individuals’ names, including Charter School faculty, staff, employees, parents and students, and 
identifying information may be considered a violation of Charter School’s Code of Conduct, 
Employee Handbook, as well as FERPA.  
 
2. Use good judgment. Think about the type of image that you want to convey on behalf of Charter 
School when posting to social media and networking websites. Remember that what you post will 
be viewed and archived permanently online once you hit the “post” or “publish” button. On sites 
where you publicize your professional or educational affiliation, make sure that your profile 
adheres to the established criteria.  
 
3. Provide value. Think about what you have to offer the community, including relevant blog 
posts, news tweets, or homework help, and focus on providing that consistently. Look for 
opportunities on these social sites to offer recommendations or services to engage patrons and 
provide value to the Charter School community and your community. Avoid being an Internet 
“troll” by posting or passing along mass e-mail forwards and urban legends (i.e., funny stories, 
videos, non-school photos and other “SPAM”).  
 
4. Accept responsibility. If you are wrong about something, admit it and move on. It is best to be 
honest about it and apologize, rather than to deny it or cover it up.   
 
5. Copyright and Fair Use.  
 
 i. Be sure to abide by all copyright laws and fair use guidelines. See 
http://www.copyright.gov/.  
 
 ii. It is recommended to hyperlink to outside sources when necessary, but always be sure 
that the content to which you are hyperlinking is appropriate and consistent with guidelines and 
this Policy.  
 
 iii. Be sure not to plagiarize and give credit where it is due. If you are re-posting photos, 



 

 110 

videos, poems, music, text, artwork or other copyrightable material, take the extra step of 
identifying the creator of the materials to the extent reasonably possible. Be aware that 
photographs taken by professional photographers cannot be scanned and used on the Internet 
without the photographer’s permission – even if they are photographs of you and for which you 
paid. It is often possible to pay the photographer for “digital rights” to photos.  
 
 iv. You may not place copies of Charter School’s trademarks, logos, or symbols on a 
website, blog, or web page without prior written approval from Charter School.  
 
6. Profiles and Identity  
 
 i. Remember your association and responsibility to Charter School in online social 
environments. Remember how you present yourself online should be comparable to how you 
represent yourself in person.  
 
 ii. Be cautious in how you create your profile, bio, avatar, etc. For your personal safety, no 
identifying personal information, such as full names, addresses, or phone numbers should appear 
on blogs or wikis or other social media and networking websites.  
 
 iii. When uploading digital pictures or avatars that represent you, make sure you select a 
Charter School-appropriate image. Also, remember not to utilize protected images.  
 
7. Social Bookmarking  
 
 i. Be aware that others can view the sites that you bookmark, and be aware of words used 
to tag or describe the bookmark. Be aware of URL shortening services and verify the landing site 
before submitting a link as a bookmark.  
 
 ii. Remember that you do not control what appears on landing pages in the future, so, if 
possible, attempt to link directly to the page or resource. Return to these links as often as possible 
to verify the accuracy and appropriate nature of such pages and resources.  
 
8.  Disclaimers  
 
When posting to social media, be sure to make it clear that the information is representative of 
your views and opinions and not that of Charter School. Charter School students and parents must 
include disclaimers within any postings to social media in which they either identify themselves or 
are likely to be identified as affiliated with Charter School that the views and opinions are their 
own and do not reflect on Charter School. An example disclaimer states, “The postings on this site 
are my own and do not necessarily represent NAME OF Charter School’s positions, strategies or 
opinions.” Posting a standard disclaimer does not, by itself, exempt Charter School students and 
parents from personal responsibility when posting on social media or online forums.  
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EMPLOYEE GUIDELINES FOR PARTICIPATION IN SOCIAL MEDIA AND NETWORKING 
WEBSITES WITHIN THE CLASSROOM OR ON SCHOOL OWNED COMPUTERS  
 
Personal Responsibility  
 
Charter School employees are personally responsible for the content they publish online. Be 
mindful that what is published will be public for a long time, so protect your privacy along with 
the privacy of Charter School, its students and families. Once materials are published online, they 
may be out of your control. Online behavior should reflect the same standards of honesty, respect 
and consideration that you use face-to-face and should be carried out consistent with the standards 
applied at Charter School and in furtherance of Charter School’s mission.  
 
Do not participate in spreading false or unsubstantiated rumors or false information. Remember 
that social media resources are an extension of your classroom. When posting on social media, 
what is inappropriate in a classroom should be deemed inappropriate online. The lines between 
public and private, personal and professional are blurred in the digital world. By virtue of being 
identified as a Charter School employee online, you are now connected to colleagues, students, 
parents, and the school community. You should ensure that content associated with you is 
consistent with your work at Charter School. When contributing online, do not post confidential 
student information. Such posting is a violation of FERPA and Charter School policy.  
 
Before posting videos and photographs of students to any social media or online forum, notify the 
CEO in advance of posting them, letting him or her know the content of what you intend to post, 
where you intend to post it, and the identity of any Charter School students depicted in the media. 
Photographs, videos and other digital content identifying Charter School students or their families 
should not be posted online without approval from the CEO. Materials and information posted to 
social media should ONLY be posted to online forums that provide protection against general 
public access and have tools in place to limit access only to identified or invited persons.  
Use of student time for social media and networking activities should have an articulated and 
defined educational and instructional purpose consistent with Charter School’s mission and 
purpose.  
 
Requests for Social Media and Networking Websites  
 
Charter School understands that technology is constantly changing and that many sites have 
pedagogical significance for student use. Requests will be reviewed by the CEO and the Board of 
Trustees, if necessary, and this Policy will be updated periodically throughout the school year as 
needed.  
 
STUDENT GUIDELINES FOR PARTICIPATION IN SOCIAL MEDIA AND NETWORKING 
WEBSITES WITHIN THE CLASSROOM OR ON SCHOOL OWNED COMPUTERS  
 
Due to the wealth of new social media and networking tools available to students, student 
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materials, products, and documents have the potential to reach audiences far beyond the 
classroom. This translates into a greater level of responsibility and accountability for everyone, 
particularly Charter School students. Below are guidelines that Charter School students should 
adhere to when using web tools in the classroom or in any way related to Charter School activities. 
All Charter School students represent Charter School even when not posting to social media 
during class time, so these guidelines should be followed whenever posting material that could 
identify you or your relationship to Charter School:  
 
Be aware of what you post online. Social media venues are very public and what you contribute 
leaves a digital footprint for all to see. Comments expressed via social networking websites under 
the impression of a “private conversation” may still end up being shared in a more public domain, 
even with privacy settings on maximum. The internet is out there forever and available to anyone, 
so always use caution and common sense. Do not post anything that you would not want friends, 
enemies, parents, teachers or a future employer to see.  
 
Follow the Student Code of Conduct when writing online. It is acceptable to disagree with others’ 
opinions, however, please express dissent in a respectful manner. Make sure that criticism is 
constructive and not hurtful. What is inappropriate in the classroom is inappropriate online.  
 
The First Amendment protects the First Amendment rights of students’ speech online. However, 
the laws and courts have ruled that schools can discipline students if their speech on school 
grounds is lewd, vulgar, indecent, or offensive or meant to intimidate or bully, or causes a 
substantial disruption to the school environment.  
 
Be safe online and never give out personal information, including, but not limited to, last names, 
phone numbers, addresses, exact birthdates, and pictures. Do not write about other people without 
their permission or share their personal information. Do not share your password with anyone 
besides your teachers and parents.  
 
Linking to other websites to support your thoughts and ideas is recommended. However, be sure to 
read the entire article before linking to ensure that all information is appropriate for a school 
setting.  
 
Do not use other people’s intellectual property without their permission. Understand copyright and 
fair use laws. Be aware that it is a violation of copyright law to copy and paste another’s thoughts 
and work. Cite the sources you use, and it is good practice to link to the actual website when 
appropriate.  
 
Be aware that pictures, videos, songs, and audio clips may also be protected under copyright laws. 
Verify that you have permission to use the images, videos, songs or other clips.  
 
Do not misrepresent yourself by using someone else’s identity.  
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Blogs and wiki posts should be well written. If you edit someone else’s work, be sure it is in the 
spirit of improving the writing.  
 
If you run across inappropriate materials that make you feel uncomfortable, or is not respectful, 
tell your teachers or parents immediately.  
 
Students who do not abide by these terms and conditions may lose their opportunity to access 
future use of social media and online tools.  
 
GUIDELINES FOR PARTICIPATION BY STUDENTS OUTSIDE OF SCHOOL AND/OR ON 
PERSONAL TECHNOLOGY RESOURCES  
 
Charter School’s ability to control student off-campus speech, in all forms, must be balanced 
against students’ First Amendment right to freedom of expression.  
 
Free speech protects students who want to participate in social networking, but the laws and courts 
have ruled that schools can discipline students if their speech, including online postings, materially 
interfere or substantially disrupt school operations.  
 
A student’s out-of-school use of social media and networking websites may be held to be in 
violation of Charter School’s Code of Conduct. Such conduct is further subject to the involvement 
of federal, state and/or local authorities and law enforcement where deemed appropriate by Charter 
School Administration,  and to the extent permitted by applicable federal and state laws and 
regulations, if the student product on these sites: Causes material interference or substantial 
disruption to Charter School’s operations; or Interferes with the individual rights of others; or 
Threatens serious harm to Charter School or the community; or encourages unlawful activity.  
 
It is important for student to keep in mind that all information and materials produced by them on 
social media and networking websites are a reflection on the entire Charter School community. If 
the students’ postings to or participation in any website results in false accusations, harassment, 
bullying, cyber bullying, defamation, libel and/or slander about a member of the Charter School 
community, it may be a violation of Charter School’s Code of Conduct, Charter School’s Anti-
Bullying Policy, and state and/or federal law.  
 
In addition, the posting of Charter School property including, but not limited to, photographs, 
logos, and names, may be a violation of Charter School’s Acceptable Use Policy, FERPA, federal 
copyright laws, a violation of a the right to privacy, and/or may be considered trademark 
infringement.  
 
At no point while at school or during the school day are students allowed to access their personal 
social media or conduct personal social networking activities via Charter School technology 
resources or their own personal technology resources.  
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Off-Campus Communications between Employees and Students 
 
Charter School has provided the employees and students with the means to communicate 
electronically concerning school matters. Therefore, unless given prior permission by the CEO, 
online interaction between employees and students is only allowed in Charter School-sponsored 
course websites, Charter School e-mail, and other Charter School-sponsored online spaces. 
Interactions on Charter School-sponsored online spaces should be sufficient for online 
communications between Charter School employees and students. This Policy is not intended to 
violate an employee’s or student’s First Amendment Right to Free Speech.  
 
USING SOCIAL MEDIA AT WORK  
 
Employees must refrain from using social media while on work time or on equipment that RAPCS 
provides, unless it is work-related as authorized by your manager or consistent with the Equipment 
Policy. Do not use RAPCS email addresses to register on social networks, blogs or other online 
tools utilized for personal use.  
 
GUIDELINES FOR USE OF TELEPHONES WITHIN THE CLASSROOM OR ON SCHOOL 
PROPERTY  
 
Charter School telephones are intended for the use of conducting business and school operations. 
Personal usage of Charter School telephones during business hours is discouraged except for 
extreme emergencies. All personal telephone calls should be kept brief to avoid congestion on 
Charter School’s telephone system. Charter School phones are not to be used for any long distance 
calls that are not strictly school-related.  
 
If a personally owned telephone is brought into a classroom, the telephone must be turned off. 
Only when class is not in session may Charter School students or employees check their phones 
for messages and make or receive personal calls. Charter School reserves the right to request 
personal telephones not be brought onto Charter School property. Charter School students or 
employees may not use personal telephones for text messaging or picture messaging while in the 
classroom.  
 
Charter school students and employees shall not access, send, receive or download any text or 
picture message that could be viewed as derogatory, defamatory, obscene or otherwise 
inappropriate. All text and picture messaging is expected to conform to all Charter School 
guidelines and policies. If a personally owned cellular telephone has picture-taking functionality, 
Charter School students and employees may not use such telephones to take pictures while in the 
classroom.  
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PARENT GUIDELINES  
 
Social media and networking tools can be powerful tools that facilitate communications between 
Charter School teachers, students and parents. Charter School encourages parents to engage in 
such communications when appropriate, but requests that parents act responsibly and respectfully 
at all times, understanding that their conduct not only reflects on the Charter School community, 
but will also be a model for Charter School students as well.  
 
Parents should adhere to the following guidelines:  
 
Parents shall not attempt to destroy or harm any Charter School information online.  
 
Parents shall not use Charter School classroom social media for any illegal activity, including 
dissemination of personal or private information about Charter School employees and students, in 
violation of federal and state laws.  
 
Parents shall not conduct themselves in a manner inconsistent with the Charter School and student 
guidelines above.  
 
DISCIPLINE  
 
Charter School investigates and responds to all reports of violations of this Policy. Violations of 
this Policy can result in disciplinary action up to and including expulsion for students and 
termination for employees. The appropriate discipline will be determined based on the nature and 
factors of the blog and/or social media or networking posts. Charter School reserves the right to 
take legal action where necessary against a party who engage in prohibited or unlawful conduct.  
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VI. Services 
 
Use of any information obtained via the Internet is at the user’s own risk. RAPCS will not be 
responsible for any damages a user may suffer. This includes loss of data resulting from delays, 
non-deliveries, mis-deliveries, or service interruptions caused by negligence, errors, or 
omissions. 

 
RAPCS denies responsibility for the accuracy or quality of information obtained through its 
services. All users need to consider the source of any information they obtain, and consider how 
valid that information may be. 

 
RAPCS makes no expressed or implied warranties for the Internet access it provides.  RAPCS 
cannot completely eliminate access to information that is offensive or illegal and residing on 
networks outside of RAPCS School. The accuracy and quality of information obtained cannot 
be guaranteed. RAPCS School will not guarantee the availability of access to the Internet and 
will not be responsible for any information that may be lost, damaged, or unavailable due to 
technical or other difficulties. Information sent or received cannot be assured to be private. 

 
VII. Security 

 
Security on any computer network is a high priority, especially when the system involves many 
users. 

 
A. If a user can identify a security problem on the network, the user must notify a system 
administrator. The user must not demonstrate the problem to others. 

 
B. Users must not use another individual’s account without written permission from that 
individual. Attempts to log into the system as any other user will result in cancellation of 
user privileges. Attempts to log into the Internet as a system administrator may result in 
the cancellation of user privileges. 

 
C. Any user that has been determined by administrators to have violated this rule may be 
denied future access to the Internet through the RAPCS network. 

 
D. A student or employee with a history of utilizing other computer systems in an 
inappropriate or unacceptable manner may be denied access to the Internet through the 
RAPCS network. 
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VIII. Vandalism and Harassment 
 
Vandalism and harassment when utilizing the Internet will result in cancellation of user 
privileges. This includes, but is not limited to, the uploading or creation of computer viruses and 
the attempt to destroy, harm or modify data of another user. 

 
IX. Procedures for Use 

 
Student users must always get permission from their teachers or facilitators before using the 
network or accessing any specific file or application. Student users must also follow written and 
oral classroom instructions. 

 
A. All users have the same right to use the equipment. Therefore, users shall not play 
games or use the computer resources for non-academic activities when other users require 
the system for academic purposes. In addition, users shall not waste nor take supplies, 
such as paper, printer ribbons, toner, and diskettes, that are provided by RAPCS. 

 
B. Teachers are responsible for teaching proper techniques and standards for 
participation, for guiding student access to appropriate sections of the Internet, and for 
assuring that students understand that if they misuse the network they will lose their 
privilege to access the Internet from the classroom environment. 

 
X. Inappropriate Material 

 
On a global network, it is impossible to control effectively the content of data and an industrious 
user may discover inappropriate material. Inappropriate material is that material that is 
determined inconsistent with the goals, objectives and policies of the educational mission of 
RAPCS. 

 
Access and use of the Internet is for use as a regular instructional activity. It is the user's 
responsibility not to initiate access to materials that are inconsistent with the goals, objectives 
and policies of the educational mission of the RAPCS. 

 
XI. Disciplinary Actions for Improper Use 

 
The act of accessing the Internet through the RAPCS’s network signifies that the user will abide 
by the provisions of this rule. 

 
Any user violating this rule, or applicable local, state, or federal law or regulation is subject to 
loss of network access privileges and other disciplinary actions including legal actions.  The 



 

 118 

length of such denial of access shall be reasonably related to the severity of the violation and 
shall be governed by procedural safeguards. 

 
XII. Certifications 

 
Richard Allen Preparatory Charter School, through its Board of Trustees, certifies as follows: 

 
(A) Richard Allen Preparatory Charter School has complied with the requirements of the 
Children’s Internet Protection Act, as codified at 47 U.S.C. § 254(h) and (l). 

 
Employees shall sign the Agreement and Consent to Acceptable Use Policy and return to the 
CEO.



 

 119 

  
 

APPENDIX D 
 

Richard Allen Preparatory Charter School 

TO: All Staff Members 

FROM: Lawrence F. Jones, Jr. 
Chief Executive Officer 

 
RE: Procedures for Reporting of Absences 

 

The procedures listed below should be followed when reporting absences: 
 
Please utilize the online absence notification system to report absence and call the Main Office at 
(215)878-1544 by no later than 6:30 a.m. when calling out. Please remember that personal leave 
time will not be approved to use either before or after a scheduled holiday. Teachers/Instructional 
staff requesting to leave early or amend their schedule must receive approval from the 
ADMINISTRATOR and notify the CEO or his designee. 

 
If you have called out sick, please contact School Secretary by 2:00 p.m. on the same day to  
let her know whether or not you will be in the next day. This allows us to make 
arrangements for the following day. If you do not call by 2:00 p.m., arrangements will be 
made for a substitute and the cost of the substitute will be charged to you. 
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APPENDIX E 

 
 
2601 S. 58th Street 

Richard Allen Preparatory Charter School, Inc. 
 

Philadelphia, PA 19143 
 

EXTRA CURRICULAR ACTIVITIES 
STUDENT/STAFF HANDBOOK 

(Quick Reference Booklet) 
(For official Board Policy and Procedures, please refer to our manual located in the administrative office) 

 
The Richard Allen Preparatory Charter School encourages all students to participate in 

extra curricular activities. We believe extra curricular activities benefit our students in a variety 
of ways including team building, personal responsibility, and promotion of school spirit. There 
are many activities offered at our school, and although participation is not mandatory, we 
encourage all students to find at least one activity they would enjoy. Please have any student 
participating read the following and have it signed by their Parent/Guardian before attending 
meetings and practices. 

 
Purpose 

The Board of Trustees believes that the goals and objectives of RAPCS Charter School are best 
achieved by a diversity of learning experiences, some of which are more appropriately conducted 
outside the regular or required curricular program 

 
Definition 

For the purposes of this policy, “extra curricular activities” shall be those activities which are 
sponsored or approved by the Board but are not offered for credit toward matriculation. Such 
activities shall ordinarily be conducted wholly or partly outside the regular school day, contribute 
to attainment of School objectives and be available to all students who voluntarily elect to 
participate, subject to the eligibility requirements of this policy. 

 
The program of interscholastic athletics, including varsity sports, shall be considered extra 
curricular and shall be defined as all activities relating to competitive sports, contests, games, 
events or exhibitions involving individual students or teams of students of this school when such 
activities occur between schools 
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Authority 
Interscholastic Activities shall not be scheduled to conflict with any educational activity necessary 
for meeting the requirements of the officially approved curriculum.  Any extra curricular activity 
shall be considered to be under the sponsorship of this School when it has been recommended by 
the CEO and approved by the Board of Trustees. 
 
The School shall maintain the program of extracurricular activities at no cost to the participating 
students, except that the School’s responsibility for the provision of supplies shall have the same 
exemptions as listed in the School’s policy on regular school supplies. Students may be required 
to assume all or part of the costs of travel and attendance at extra curricular events and trips. 

 
A faculty member shall be present at each game or contest and shall remain with his/her group or 
team until it leaves the building or grounds where the event is held. 
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2601 S. 58th Street 
Richard Allen Preparatory Charter School, Inc. 

 
Philadelphia, PA 19143 

 

Telephone: (215) 878-1544 Fax: (215) 727-0711 
www.RAPCS.org 

 
EXTRA CURRICULAR POLICIES: 

 
Extra curricular activities are offered as a benefit to enhance student’s educational 

experience. They are a privilege, however, and not a right of the student. Students participating 
are bound by the guidelines and rules set forth in this handbook, along with other guidelines that 
may be attached by the sponsor of their specific activities. Failure to follow said guidelines can 
result in disciplinary action from the sponsor, suspension from activities, or expulsion from 
activities. 

 
• GRADING POLICY: Every student participating in extra curricular activities shall 

have earned a grade no lower than a 70 or grade point average of 1.75 in all subject areas 
at the last report period, and during the duration of the activity’s “season”. Coaches may 
also enforce a weekly checklist grade policy at their discretion. Students can be placed 
on academic probation and required to attend tutoring in order to remain in the activity.  
Exceptions may be made with administrative approval 

 
 

3. ATTENDANCE POLICY: All students participating in extra curricular 
activities must be in good standing with the school’s attendance policy and have only 
excused absences on the school’s roll. Three unexcused absences or lateness during a 
report period may make the student ineligible for extracurricular activities. If a student 
has an unexcused tardiness on the day of the activity after ½ block, the student is not 
eligible to play. An accumulation of unexcused tardiness may lead to suspension from 
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activities or disciplinary action. An excused tardiness is not in question. Attendance at 
practices/meetings is at the sponsor’s discretion. Practices/events may fall on weekends. 
Furthermore, a student may be suspended or dismissed from an extra curricular activity 
for poor attendance at practices/meetings or events. Students participating in events 
must attend school on the day of their scheduled meetings, unless they are participating 
in a high school visit or other school sponsored activity that particular day. 

 
• BEHAVIOR POLICY: All students involved in extra curricular activities must be in 

compliance with the rules set forth in the Richard Allen Preparatory Charter School 
Student Handbook. Infractions will be dealt with by the Sponsor and/or the 
Administration. Discipline problems at practices, meetings, games, and events will not 
be tolerated. They may result in suspension from the activity and/or school. Individual 
behavior policy for each activity is at the discretion of the coach. Any level II 
behavior infraction that violates the RAPCS code of student conduct will be dealt 
with at the Administration’s discretion. 

 
• DRUG USE: Students must not use drugs, hormones, blood doping or similar means for 

the purpose of body-building or the enhancement of athletic performance. Violations will 
lead to disqualification from extra curricular activities and disciplinary action. 

 
6. GUEST/SPECTATOR POLICY: All fans and spectators at events must 
comply with the rules set by the sponsor or league. In cases of sporting events, 
spectators are not allowed on the field of play at anytime for any reason. Foul language 
or threatening behavior will not be tolerated. RAPCS reserves the right to remove 
anyone from any activity that violates the rules of the school and/or league. 

 
7. EVENING EVENTS: Night games starting well after the regular school hours 
are part of several extra curricular activities. In the event of a night game, students must 
leave campus and return during the proper time established by their sponsor. Students 
are not permitted to stay in the building unsupervised to wait until a night game begins. 
Students may stay after regular school hours only if they are accompanied and 
supervised by a sponsor or staff member at all times. 

 
8. AWAY EVENTS: For some activities and leagues, transportation will be 
provided by RAPCS. For others, it is not. Please be advised that attendance in 
those events may be and can be deemed mandatory by the coach or sponsor. 

 
• PHYSICALS: No student will participate in any extra curricular athletic event 

including practice or intramural sports without a current physical examination (from 
that school year) by a licensed physician.  

• UNIFORMS: Uniforms are not to be used for gym class or any other activities except 
for events specified by the sponsor. Team members are responsible for their uniforms 
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which are to be worn to league and sponsor’s specifications. 
 
• WEATHER/POSTPONEMENT: If school is cancelled or dismissed early for an 

emergency situation, all extra curricular school activities are also cancelled. All evening 
activities shall be rescheduled. Teams that have events scheduled the next day may 
request to practice and a decision will be made by the Athletic Director and 
Administration. Such requests should be rare due to the overriding consideration which 
is safety. 

 
• A student’s parent(s) may appeal an eligibility ruling by a coach or sponsor to the CEO. 
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SPONSOR’S 
RESPONSIBITLTIES: 

 
As a sponsor or coach of an extra curricular activity, you are a paid employee of 

RAPCS. There are obligations and responsibilities to the students in attendance that must 
always be considered. Sponsors are required to be with the students at all times during 
practices/meetings, and events. In the event that a game or activity is scheduled after regular 
school hours and down time occurs, students participating must be monitored at all times. 

 
• No student participating in an activity is to be left in the building or field alone for any 

reason. In the event of a night game or activity after school hours, students must 
leave the school campus and return at the scheduled time UNLESS 
ARRANGEMENTS HAVE BEEN MADE WITH THE COACH/SPONSOR FOR 
SUPERVISION. 

 
• Sponsors must also take attendance for every activity or meeting and submit a copy 

of the attendance sheet to the front desk. Lastly, no sponsor is to leave or end a 
practice/ meeting until all students participating (not spectators) have transportation 
home. In the event of a cancellation, it is the sponsor’s responsibility to notify team 
members. 

 
• Common areas and the RAPCS bus may be used by all sponsors in accordance with 

Title 
IX. They must, however, be signed out in advance by our Athletic Director. The 
Athletic Director has the right to remove any team/organization from any area if it 
has not been appropriately signed out in advance. Common areas are to be clean 
after practice/events have ended. Hallways and classrooms may be used for certain 
activities, but main corridors must remain clear according to the fire code. 

 
• Men’s and Women’s sports will receive equal funding and opportunity in accordance 

with Title IX law.  
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APPENDIX F 
 
Receipt and Acknowledgement of Employee Handbook 

 
Please read the following statements and sign below. Please return the signed form to the 
CEO. 

 
UNDERSTANDING AND ACKNOWLEDGING RECEIPT OF THE EMPLOYEE 
HANDBOOK 

 
I have reviewed and read a copy of the Richard Allen Preparatory Charter School Employee 
Handbook. I understand that the policies and benefits described in it are subject to change at 
the sole discretion of the school at any time. The equal employment opportunity, harassment 
and discrimination policies will be updated as mandated by the Federal government. 

 
Further, I understand that employees are required to comply with all policies promulgated by 
the Richard Allen Preparatory Charter School Board of Trustees and any procedures required 
to effectuate said policies. I also understand that all employees must honor the provisions in 
the Employee Handbook. 

 
This Employee Handbook replaces and supersedes all other previous Employee Handbooks 
for Richard Allen Preparatory Charter School as of August, 2020. 

 
Confidential Information 
I am aware that, during the course of my employment, confidential information will be made 
available to me. I understand that this information is proprietary and critical to the success of 
the school and must not be given out or used outside the scope of my employment with the 
school or with non-employees. In the event of termination of employment, whether 
voluntary or involuntary, I hereby agree not to utilize or exploit this information with any 
other individual or company. 

 
 

  

Employee Signature Position 
 

                                             
 
   Employee Printed Name        Date  
 

You MUST complete and return this form to the CEO in order to be granted 
Internet access. You should make and retain a signed copy for your personal 
records. 
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Employee Consent 

 
 
 
I have read and understand Richard Allen Preparatory Charter School’s “acceptable use and 
social media policy”. I understand and will abide by these guidelines. I further understand 
that violation of these guidelines may result in the loss of access privileges and that legal 
action may be taken. 

 
 
 
Employee’s Name (please print):           

 
 
Employee’s Signature:            

 
 
 
Original - Employee File 
 


