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Section 1 – The School

1.1 – Vision and Mission Statement

Mission Statement

To achieve academic excellence and intercultural competence through language immersion education.
Vision Statement

The vision of the school is to:

A. Become a model of students acquiring superior second language skills as the basis for high overall academic achievement.

B. Develop the knowledge and skills in students necessary to be productive and valued citizens in a culturally diverse, global economy.

C. Prepare all students to be academically successful in their choice of secondary and post-secondary education options.

D. Create an innovative school that can be replicated in Colorado and nationally.

1.2 – School Legal Status

The Denver Language School is a Colorado charter school organized pursuant to the Colorado Charter Schools Act, Colo.Rev.Stat. §§ 22-30.5-101 et seq.  The school operates pursuant to a charter granted by the Board of Education of the District on June 18, 2009 and renewed on ______. 

Under the Charter Schools Act, the school is a public school within the District, and its status as a nonprofit corporation does not affect its status as a public school. However, for governance, finance and administrative purposes, the school operates as a Colorado nonprofit corporation.

Section 2 – Articles of Incorporation & Bylaws
Definitions

As used in this Policy Manual, the terms set forth below shall have the following meanings:

“Board” shall mean the Board of Directors of the Denver Language School.

“School” and “DLS” shall mean the Denver Language School.

“District” shall mean the Denver Public School District.

“Principal” shall mean the Board-appointed Principal of the Denver Language School.

“Vice Principal” shall mean the Board-appointed Vice Principal of the Denver Language School. 
“Parent” shall mean a parent or legal guardian of a Denver Language School student.

2.1 – Articles of Incorporation

The undersigned adult natural person(s), acting as incorporator(s) of a corporation under the Colorado Revised Nonprofit Corporation Act, execute(s) the following Articles of Incorporation for such corporation.

ARTICLE I

The name of this corporation is the Denver Language School.

ARTICLE II

The address of the initial registered office of the nonprofit corporation in Colorado is 7350 E. 29th Avenue, Suite 300, Denver, CO 80238. The initial registered agent at such office shall be Brian Weber.

ARTICLE III

The corporation is organized for the following purposes:

To manage and support the educational program of a public charter school in the City and County of Denver, Colorado, all in accordance with the Colorado Charter Schools Act, C.R.S. §§ 22-30.5-101 - 115.B. To perform all other acts necessary or incidental to these purposes and to do whatever is deemed necessary, useful, advisable or conducive, directly or indirectly, to carry such purpose, as set forth in these Articles of Incorporation, including the exercise of all other power and authority enjoyed by corporations by virtue of the provisions of the Colorado Revised Nonprofit Corporation Act, subject to the limitations of Section 501(c)(3) of the Internal Revenue Code and the terms of the corporation’s charter approval and charter contract.

ARTICLE IV

Notwithstanding any other provision of these Articles of Incorporation, the Corporation

shall not carry on any other activities not permitted to be carried on (a) by a corporation exempt from federal income tax under Section 501(c)(3) of the Internal Revenue Code of 1986, as amended, or the corresponding provisions of any future United States Internal Revenue law (together, hereinafter referred to as the “Code”); or (b) by a corporation, contributions to which are deductible under Section 170(c)(2) of the Code. Nor shall the Corporation possess nor exercise any power or authority, whether expressly, by interpretation, or by operation of law, that will or might prevent it at any time from qualifying and continuing to qualify as a corporation described in Section 501(c)(3) of the Code. 
Specifically:

· No part of the assets or net earnings of the Corporation shall ever be used, nor shall the Corporation ever be organized or operated, for purposes that are not exclusively charitable or educational within the meaning of Section 501(c)(3) of the Code.

· The Corporation shall never be operated for the primary purpose of carrying on a trade or business for profit.

· No substantial part of the activities of the Corporation shall consist of carrying on propaganda or otherwise attempting to influence legislation to the extent such activities are prohibited by law; nor shall it to any degree, directly or indirectly, participate in political campaigns on behalf of any candidate for public office.

Nothing contained, herein, however, shall prevent the corporation from supporting or participating in such activities as are authorized by the Colorado Charter Schools Act, COLO. REV. STAT. §§ 22-30.5-101-115, or any successor statutes, to assist the School in maintaining such a charter and such conduct is not and shall not be deemed an attempt to carry on propaganda or to influence legislation.

· At no time shall the Corporation engage in any activities that are unlawful under the laws of the United States, Colorado, or any other jurisdiction where its activities are carried on, respecting discrimination against any individual on bases including, but not limited to, race, national origin, veteran’s status, religion, sex, age, marital status, or disability.

· No solicitation of contributions to the Corporation shall be made, and no gift, bequest, or devise to the Corporation shall be accepted, upon any condition or limitation that would cause the Corporation to lose federal income tax exemption.

· No part of the income or Principal of the corporation shall inure to the benefit of or be distributed to any director, or officer of the corporation or any other private individual, but reimbursement for expenditures or the payment of reasonable compensation for services rendered shall not be deemed to be a distribution of income or Principal. No compensation shall be paid to the Directors or officers of the Corporation, as such, for serving as a Director or officer. Any “conflicting interest transaction,” as that term is defined in COLO. REV. STAT. § 7-128-501 (1998), or any successor statute, shall be carried out in the manner prescribed by that section, provided that additional provisions regarding such transactions may be defined in the bylaws.

· No loans may be made by the corporation to directors or officers. Any director or officer who assents to or participates in making any such loan shall be liable to the corporation for the amount of such loan until it is repaid. The board shall not approve a transaction involving a disqualified person unless it has determined and documented, to its satisfaction, that the consideration provided to the Corporation is equal to or exceeds the benefit to such person.

ARTICLE V

The corporation shall have no voting members, nor membership rights as defined in the

Colorado Revised Nonprofit Corporations Act, but the participation of interested persons in the corporation’s affairs may be provided for in the bylaws.

ARTICLE VI

These articles may be amended as provided in the bylaws.

ARTICLE VII

Upon the dissolution of the corporation, assets shall be distributed for one or more

exempt purposes within the meaning of section 501(c)(3) of the Internal Revenue Code, or the corresponding section of any future statute, to the federal government, or to a state or local government, or another entity organized and operated exclusively for charitable or educational purposes and qualified for tax exemption from Federal income tax under Section 501(c) (3) of the Internal Revenue Code. Specifically, assets not required to discharge liabilities or transfer to a donor or grantor shall be transferred to Denver School District No 1, Denver Public Schools. Any such assets not so disposed of shall be disposed of by a Court of competent jurisdiction of the county in which the Principal office of the corporation in then located, exclusively for such purposes or to such organization or organizations, as said Court shall determine are organized and operated exclusively for such purposes.

ARTICLE VIII

The nonprofit corporation shall have a number of directors as stated in its bylaws, to be

appointed or elected as stated in its bylaws.

ARTICLE IX

Should any person or body regulated by these articles of incorporation, the bylaws or

Board-adopted policies, including the Board, develop in good faith a custom or practice

inconsistent in any particular with the articles, bylaws or policies, such inconsistency shall not, in and of itself, invalidate any action otherwise properly taken. Upon notice of such inconsistency, the Board shall promptly rectify the situation by either amending the articles, bylaws or policy to conform to such practice, or by discontinuing the inconsistent custom or practice. This section does not authorize any violation of the Charter Schools Act, any violation of a charter contract, nor any action that would not permitted to be carried on by a corporation exempt from federal income tax under Section 501(c)(3) of the Code by a corporation, contributions to which are deductible under Section 170(c)(2) of the Code.

ARTICLE X

The incorporator of this corporation is Brian Weber. The name and mailing address of

the individual who causes this document to be delivered for filing and to whom the Secretary of State may deliver notice if filing of this document is refused is:

William P. Bethke, Kutz & Bethke LLC, 363 S. Harlan St., # 104, Lakewood, CO 80226. 
2.2 – By-laws

 SEQ CHAPTER \h \r 1Bylaws of Denver Language School
Exhibit A

Initial Board of Directors

Name





Address
Alan Balczareck




Lan9651@comcast.net 

Diana Brittain-Thompson


2348 Cherry St., Denver, CO 80207

Janine Erickson




1593 E. 131 Place, Thornton, CO 80241

Kristy Fantz




2704 Elmira St., Denver, CO 80248

Tom Gleason




7351 E. 29th Ave., Denver, CO 80238

Kate Hollenbach



2204 Ulster St., Denver, CO 80238

Tammi Holloway



2540 Olive St., Denver, CO 80207

Camilla Modesitt



2939 Emporia Ct., Denver, CO 80238

Mary Seawell




8029 E. 28th Place, Denver, CO 80238

Joshua Zhong




620 S. Holly Circle, Centennial, CO 80112

Sara Murphy




3327 Monaco Parkway, Denver, CO 80207

2.3 - Decision Making

The Denver Language School has been created to serve students.  All decisions by the Board of Directors and the administration should be made within the parameters of the mission and vision of the school, always keeping in mind the interest of students.

2.4 – Policy Making

1) The Board shall be solely responsible for adopting, repealing or amending policies for the Denver Language School. Action by the Board shall be accomplished as set forth in the bylaws. 

2) Proposals for adopting, repealing or amending policies for the school may be made in writing by any member of the Board or by any parent or student submitted through an administrator of the School. When appropriate, policy change proposals shall include adequate information concerning potential fiscal impact on the school.  

3) Except in cases of emergencies, the Board shall follow the following procedure in adopting, repealing or amending policies at the school:
a. First Reading. The proposed policy shall be submitted for approval on first reading at a regular or special meeting of the Board called for that purpose. The proposed policy shall be contained in the Board packet distributed prior to the meeting. At first reading the Board shall receive comments from the sponsor of the proposed policy.  A vote of the Board will be taken after the reading, and if the amendment receives a simple majority vote of the directors present at the meeting, it will be placed on the agenda for a second review at the next meeting of the Board. 
b. Second Reading. If the proposed policy is approved on first reading as set forth in section 2.5(3)(a), it will be placed on the agenda and considered at the next regular or special meeting of the Board called for that purpose. No amendment shall be adopted at second reading unless the amendment receives a two-thirds vote of the directors present at the meeting. If the proposed policy is adopted upon second reading it shall become a policy of the school, and the Policy Manual shall be amended accordingly. 
c. Emergencies. Upon a two-thirds (2/3) vote of the directors present at a regular or special meeting called for that purpose, an emergency may be declared. If an emergency is declared, a policy may be adopted on first reading.

4) Proposed policies should reference the policy provision it will be amending. Ideally, the entire policy will be reprinted with new language in all caps, and language to be deleted lined out. New policies should include the proposed table of contents policy title and code number.

2.5 – Board Member Conflicts of Interest

1) Purpose.  The purpose of the conflict of interest policy is to protect the Denver Language School’s interest when it is contemplating entering into a transaction or arrangement that might benefit the private interest of an officer or director of the Organization or might result in a possible excess benefit transaction. This policy is intended to supplement but not replace any applicable state and federal laws governing conflict of interest applicable to nonprofit and charitable organizations.

2) Definitions:

a. Interested Person: Any director, Principal, or member of a committee with governing board delegated powers, who has a direct or indirect financial interest, as defined below, is an interested person.
b. Financial Interest: A person has a financial interest if the person has, directly or indirectly, through business, investment, or family:

i. An ownership or investment interest in any entity with which the Organization has a transaction or arrangement,

ii. A compensation arrangement with the Organization or with any entity or individual with which the Organization has a transaction or arrangement, or

iii. A potential ownership or investment interest in, or compensation arrangement with, any entity or individual with which the Organization is negotiating a transaction or arrangement.

c. “Compensation” includes direct and indirect remuneration as well as gifts or favors that are not insubstantial.  A financial interest is not necessarily a conflict of interest. Under Article III, Section 2, a person who has a financial interest may have a conflict of interest only if the appropriate governing board or committee decides that a conflict of interest exists.

3) Procedures

a. Duty to Disclose.  In connection with any actual or possible conflict of interest, an interested person must disclose the existence of the financial interest and be given the opportunity to disclose all material facts to the directors and members of committees with governing board delegated powers considering the proposed transaction or arrangement.

b. Determining Whether a Conflict of Interest Exists. After disclosure of the financial interest and all material facts, and after any discussion with the interested person, he/she shall leave the governing board or committee meeting while the determination of a conflict of interest is discussed and voted upon. The remaining board or committee members shall decide if a conflict of interest exists.

c. Procedures for Addressing the Conflict of Interest.  

i. An interested person may make a presentation at the governing board or committee meeting, but after the presentation, he/she shall leave the meeting during the discussion of, and the vote on, the transaction or arrangement involving the possible conflict of interest.
ii. The chairperson of the governing board or committee shall, if appropriate, appoint a disinterested person or committee to investigate alternatives to the proposed transaction or arrangement.
iii. After exercising due diligence, the governing board or committee shall determine whether the Organization can obtain with reasonable efforts a more advantageous transaction or arrangement from a person or entity that would not give rise to a conflict of interest.
iv. If a more advantageous transaction or arrangement is not reasonably possible under circumstances not producing a conflict of interest, the governing board or committee shall determine by a majority vote of the disinterested directors whether the transaction or arrangement is in the Organization’s best interest, for its own benefit, and whether it is fair and reasonable. In conformity with the above determination it shall make its decision as to whether to enter into the transaction or arrangement.

d. Violations of the Conflicts of Interest Policy

i. If the governing board or committee has reasonable cause to believe a member has failed to disclose actual or possible conflicts of interest, it shall inform the member of the basis for such belief and afford the member an opportunity to explain the alleged failure to disclose.
ii. If, after hearing the member’s response and after making further investigation as warranted by the circumstances, the governing board or committee determines the member has failed to disclose an actual or possible conflict of interest, it shall take appropriate disciplinary and corrective action.

4) Records of Proceedings. The minutes of the governing board and all committees with board delegated powers shall contain:
a. The names of the persons who disclosed or otherwise were found to have a financial interest in connection with an actual or possible conflict of interest, the nature of the financial interest, any action taken to determine whether a conflict of interest was present, and the governing board’s or committee’s decision as to whether a conflict of interest in fact existed.

b. The names of the persons who were present for discussions and votes relating to the transaction or arrangement, the content of the discussion, including any alternatives to the proposed transaction or arrangement, and a record of any votes taken in connection with the proceedings.

5) Compensation.

a. A voting member of the governing board who receives compensation, directly or indirectly, from the Organization for services is precluded from voting on matters pertaining to that member’s compensation.
b. A voting member of any committee whose jurisdiction includes compensation matters and who receives compensation, directly or indirectly, from the Organization for services is precluded from voting on matters pertaining to that member’s compensation.
c. No voting member of the governing board or any committee whose jurisdiction includes compensation matters and who receives compensation, directly or indirectly, from the Organization, either individually or collectively, is prohibited from providing information to any committee regarding compensation.

6) Annual Statements. Each director, Principal officer and member of a committee with governing board delegated powers shall annually sign a statement which affirms such person:

a. Has received a copy of the conflicts of interest policy,

b. Has read and understands the policy,

c. Has agreed to comply with the policy, and

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

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

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

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

8) Use of Outside Experts. When conducting the periodic reviews as provided for in Article VII, the Organization may, but need not, use outside advisors. If outside experts are used, their use shall not relieve the governing board of its responsibility for ensuring periodic reviews are conducted.
2.6 – Policy Responsibilities: Day-to-Day Operations.
The business, property and affairs of this Corporation shall be conducted and managed by the Board. The Board shall have full control and responsibility for the affairs and operation of the Corporation and may exercise any and all corporate and School powers, subject only to the requirements of the Articles of Incorporation and these Bylaws. Responsibility for day-to-day operations of the School and for implementation of the policies established by the Board shall generally be the responsibility of contractors, employees or others operating under supervision of the Prinicipal.  The Board shall exercise its powers through:
a. Monitoring and evaluating the School’s performance on educational and non-educational goals and objectives;

b. Timely approving the School annual budget; approving any modifications, borrowing between funds, or transfers between funds; and reviewing, from time to time, actual revenues and expenditures against budget;

c. Negotiating, reviewing and approving the charter agreement; 

d. Causing the preparation and delivery of such reports, applications or other documents required to continue charter status or comply with law;

e. Selecting and retaining the Principal and such other advisers, employees or agents, as needed; 

f. Making provision for appropriate procedures for resolution of disputes within the organization; and.

g. Taking any other action, by policy or otherwise, necessary or proper to safeguard and advance the interests of the School.

2.7 – Books & Records
Any Director may, pursuant to direction of the Board or as otherwise permitted by policy, inspect, as needed, any and all books and records of the Corporation.  Such inspection may be requested by any Director, and may be carried out by all Directors at any regular meeting of the Board, or by any individual director upon direction of the Board.  

2.8 – Directors — Number
The Board shall consist of not less than six (6) nor more than twelve (12) Directors.  Directors shall be appointed by a majority vote of all Directors, from time to time.  Any action to increase or decrease the number of Directors to no more than twelve (12) nor less than six (6), whether expressly or by implication through appointment of Directors or decisions not to fill vacancies, may be taken by a majority vote of all Directors. The Initial Directors are listed in Exhibit A, which is incorporated in these bylaws as if restated here.

2.9 – Directors Composition
The Board shall maintain to the best of its ability to consist of no more than 40% of parents of students attending the school. The board composition goal should be 60% community members/ 40% DLS parents members.
2.10 – Appointment & Tenure of Directors
Directors shall be appointed by majority vote of Directors then serving on the Board. Appointments shall be to a term of three years, but in any event until such Director’s successor has been appointed and qualified, or until the Director’s earlier death, resignation or removal.  Terms may be staggered.  New appointments shall be made each calendar year, generally during a meeting in June, July or August, or as needed to fill vacancies.  No decrease in the number of Directors will have the effect of shortening the term of any incumbent Director.  Directors may be re-elected.  The timing of elections after the initial formation of the Board will be arranged by the Board so that the terms of directors are staggered.  Election to a vacancy thereafter will be for the remainder of an unexpired term.  Directors may be re-appointed, but in no event serve more than  nine (9) consecutive years.

2.11 – Officers & Assistants
The Board shall select from among the Directors a Chair, Vice-Chair, Secretary and Treasurer.  Generally, appointment of officers shall take place annually at a meeting held in June, July or August.  Officers shall serve for a term of one year, but in any event until such Officer’s successor has been appointed and qualified, or until the Officer’s earlier death, resignation or removal.

a.  Chair.  The Chair shall call and preside over Board meetings and carry out any other function assigned the Chair by these bylaws;.

b.  Vice Chair.  The Vice Chair shall serve as Chair in the absence or inability of the Chair and may be delegated by the Chair any duties or powers of the Chair.  The Vice Chair may also serve as either Secretary or Treasurer.  Upon full assumption of the office of Chair, the office of Vice Chair and any other office held by that person shall be vacant.

c.  Secretary.  The Secretary shall make provision for — minutes to be kept of all meetings of the Board of directors; all directors to have current copies of the Corporation’s organic documents; communication to the constituencies of the Corporation on a regular basis; all notices required by these bylaws, the Sunshine Act or by vote of the Board; reporting of any communications made to the Board; and publication of such reports, articles or communications as the Board may direct from time to time.

d.  Treasurer.  The Treasurer shall make provision for — the secure deposit of the funds of the Corporation; a full and accurate account of receipts and expenditures; maintenance of such books of account and records as are necessary to demonstrate compliance with all provisions of the charter contract and bylaws of this Corporation; a financial statement to be submitted at every meeting of the Corporation and at other times when requested by the Board; and for the accounts to be subject to an annual audit by an Certified Professional Accountant or other appropriately qualified individual. 

e.  Assistants.  The Board may appoint assistant secretaries, assistant treasurers, or other assistants who may carry out any action an officer is required to make provision for, subject to the oversight of such officer. 

2.12 – Removal; Absence or Inability; Resignation; Vacancies
A Director or officer may be removed, with or without cause, by vote of a majority of all other voting directors then serving on the Board. Removal shall be made effective on a date certain. In the absence or inability of any officer, the Board may delegate the powers and duties of such officer, except as otherwise provided herein, to any director. A Director or officer may resign at any time by submitting a written resignation to the Principal or Board Chair.  Resignations shall be irrevocable upon submission.  Upon vacancy for a directorship or an unexpired term in any office, the vacancy may be filled by remaining voting directors.  Unless a Director is unable or unwilling to serve, or removed, the Director shall continue in office until a replacement is appointed and qualified.

2.13 – Notice of Actions Affecting Board Composition & Officers
Meetings at which Directors are appointed, vacancies filled, officers appointed, or officers or Directors removed shall only take place where advance notice has been given, both to the public as required by law, and individually delivered to all Directors no less than seventy-two (72) hours before said meeting. 

2.14 – Board Review of Administrative Procedures

1) The Board need not review administrative policies and regulations in advance of issuance except as required by law. However, when there is a potential for strong parental, student or staff reaction, the policy or regulation should be approved by the Board in advance.

2) Administrative policies and regulations should reference existing Board policy when applicable.

3) The Board reserves the right to review administrative policies and regulations at its discretion. However, the Board shall revise or veto such regulations only when, in its judgment, such regulations are inconsistent with the Board’s policies.

2.15 – Board Self Evaluation

The Board believes that efficient and effective performance of the Board itself can have a significant impact on the overall success of the school.  Therefore, the Board will conduct an annual evaluation of its own work. 

Section 3 – Meetings, Committees & Related Organizations

3.1 – Regular & Special Meetings; Cancellation
Regular meetings of the Board shall be held during the year, the times to be fixed by the Board in advance. Special meetings may be called by the Board Chair or by a majority of the Board, with notice as required by Section 3.2. Regular meetings may be canceled by the Chair. An effort will be made to give actual advance notice of cancellations to each director.  

3.2 – Notice — Sunshine Act
The Board shall conduct all meetings in accordance with the Sunshine Act.  Notice of regular Board meetings shall be given in writing, in advance of the date of said meeting, to each Director, provided that notice of a schedule of fixed meeting dates shall suffice as notice to Directors.  No director may vote by proxy and no action without vote in public session may be taken by the Board.  Directors may attend Board meetings and vote electronically.  The Board shall designate the place of posting, as required by that Act.

3.3 – Quorum —Manner of Acting
One-half of the directors eligible to vote on a matter shall constitute a quorum for conducting business and a majority of a quorum shall be sufficient to take action on any subject not requiring some greater number or permitted by some lesser number, as specifically stated in these bylaws.  

3.4 –  SEQ CHAPTER \h \r 1Parliamentary Procedure
The Board shall follow ordinary rules of practice for a small board, and may use Robert’s Rules of Order, Newly Revised (10th ed.) as a nonbinding reference on parliamentary procedure.
3.5 – Committees
The Board may designate, discharge or dissolve, such committees as it deems necessary or appropriate.  The resolution designating a committee shall define the charge given to such committee.  The Chair shall appoint the members of committees so designated, except that an accountability committee shall be appointed or elected as directed by the Board, and a finance and audit committee shall be chaired by the Treasurer.  All committee meetings shall be recorded in minutes, which shall be forwarded to the Board.  Minutes of committee meetings on topics for which an executive session would be permitted or required by the Sunshine Act, if conducted by the Board, shall not be publicly disclosed.  No committee shall have power to (a) purchase or sell any property of the Corporation; (b) amend the articles of incorporation or bylaws; (c) elect, appoint or remove any Director or officer; (d) enter into any contract in the name of the Corporation; (d) exercise any power reserved to the Board or PRINCIPAL, (e) make any fundamental change; nor (f) take any action whatsoever not specifically delegated to it in a written charge adopted by the Board.

3.6 – Related Organizations
The Board may exercise any power to appoint a Director or Directors, to serve as a member of, or to otherwise act through a corporation created for ancillary purposes, including but not limited to supporting School facilities or managing multiple campuses, as such powers are defined in the organizing documents of that corporation and accepted by the Board.  The Board may also exercise the power to authorize or approve a parent organization, or other affiliated body, of the School.

3.7 – Dissolution & Reorganization
 SEQ CHAPTER \h \r 1The Board may dissolve or require the reorganization, upon such terms as the Board dictates and otherwise consistently with these bylaws, of any committee.  The Board may withdraw its authorization or approval of or withdraw from participation in a related organization, or may condition continued authorization or participation on appropriate reorganization.

3.8 – Public Attendance at Board Meetings

1) The school desires to provide opportunities for any member of the community to express interest in and concern for the school.  Accordingly, the public is cordially invited to attend all open meetings of the Board.  A pre-scheduled time for public comment shall be a part of every regular Board meeting. The Board has adopted the DPS School Board policy regarding the allowable number of speakers.  The Board will adhere to the published agenda and timeline.

2) Public Comments guidelines. Generally, the Board members do not respond to public comment during the meeting. People wishing to speak during the public comment session at the end of the board meeting need to sign up in advance with the board secretary. Time – Each speaker may speak for up to three minutes. The speakers should conclude their remarks when the buzzer sounds. The Board generally allows up to 15 minutes total for public comment. Topics – Speakers may address an item on the Board agenda or may address an item not on the agenda. However, all comments should address a matter related to Denver Language School. The Board will not hear public comment that involves an individual staff member, a personnel action, a student disciplinary matter, an individual student, or pending litigation. Public comments should be phrased as comments, not questions to the board or administration.  Public comment is not a question and answer session.
3) Meetings are closed to the public only when the Board is meeting in executive session.  An executive session may be called only to discuss matters not appropriate for public discussion pursuant to Colo. Rev. Stat. §24-6-402.  An executive session may be called only upon the affirmative vote of two-thirds of the quorum present.  No formal action of the Board may be taken in any executive session.

4) Persons who wish to make requests, presentations, or proposals to the Board should direct any inquiry to the Principal, who will respond according to the following procedures:

a) The Principal will consult with the Chair and, if appropriate, other Board members about including the request on the agenda for the next regularly scheduled Board meeting.

b) If the item is included on the agenda, the Board will receive in their packet for the next regularly scheduled meeting written information directly from the person making the request.  If specific Board action is being requested, that action should be in the written document.

c) The person may present their information orally to the Board when the agenda item is discussed.

d) The Board reserves the right to establish reasonable time limits for public comment and presentations.

Section 4 – Administration

4.1 – Administrative Structure

1) The Board shall rely on the Principal to recommend professional and administrative leadership.  The Principal shall be hired by and report directly to the Board of Directors.  

2) The Principal will, directly or indirectly, supervise all other staff members employed by the school). He or she, in concert with the Administration, will be ultimately responsible for selecting staff members, conducting staff reviews and recommending compensation levels.

3)  SEQ CHAPTER \h \r 1The Principal shall have general and active control of the affairs, business and supervision of agents and employees of the Corporation.  
4) The Principal shall see that all Board policies are carried into effect. The Principal has all powers of a chief administrative officer conferred by law and all perform all other duties incident to being the chief executive officer of the School. 
5) The Principal shall be entitled to fully participate in all Board meetings, including intra-Board email communications or electronic meetings, except concerning the Principal contract, compensation, evaluation or the resolution of an investigation or grievance against the Principal.  
6) The Board will annually evaluate the performance of the Principal. A report of the committee’s findings will be presented and a determination will be made about the continued employment and compensation level of the Leadership Team for the following year.  The Principal is employed at-will; no right of continued employment is created by the provision of regular or periodic evaluation of performance.
7) Managers.  The Board may also appoint or designate, or delegate the power to appoint such other managers, assistants and agents, including, without limitation, a chief financial officer or controller, as it may consider necessary or useful. 

8) Fringe Benefits, Holidays and Vacations: 

a. Leave. The Principal will be credited with 12 days of paid leave for the school and fiscal year. Such leave may be used on what would otherwise be duty days for illness, bereavement, or any other bona fide personal or professional obligation. 

b. Accrual of Leave/Cash Option. Leave time that the Principal does not use during the school and fiscal year may carry over to the next year, up to no more than twenty (20) days of entitlement to leave, total. At no time will the Principal be entitled to maintain or carry forward more than twenty (20) days of leave. Unused leave shall be cashed out at a per diem rate upon the Board’s decision to terminate or not to renew this contract or upon the Principal’s decision to terminate employment with the notice provided in § 4.1-9, below. 
c. Holidays. The Principal will be entitled to take off any individual days identified as school holidays on the school calendar (e.g., Memorial Day) or, during periods school is not in session for students or teachers, days that would be holidays for employees of the state of Colorado (e.g., July 4 or Christmas day). Such holidays do not include regular school breaks (e.g., all of winter break, spring break, summer break). 
d. Vacation & Outside Work. During regular school breaks (e.g., fall break, Christmas break, spring break, or summer break), the Principal may schedule work and/or take vacation at her discretion. Notwithstanding the Principal’s discretion on use of time during school breaks, the Board may require work during certain hours or calendar days of such breaks as may be necessary to complete important school business. The Principal’s position is salaried and exempt and no “overtime” compensation in any form will be earned or paid. The Principal may engage in consultative work, charitable activities, speaking engagements, writing, lecturing, or other professional duties or obligations, for pay or as a volunteer, provided that the Principal disclose such activities and ensure they do not create a conflict of interest , as reasonably judged by the board. Further, such activities shallnot in any way interfere with fulfilling all responsibilities of his/her office and do not reflect adversely on the reputation or other interests of the School. 
e. Insurance. The School will provide the Principal with school leaders’ errors and omissions coverage for liability (with the School to be responsible for payment of any deductibles, stop-losses or co-pays on the same). The School will provide group health insurance (including dental and vision coverage) and group life insurance. 
f. PERA & Retirement. The School will make appropriate contributions to (and related deductions from salary to support) the PERA retirement and disability fund. 
g. Professional Dues & Conferences. The School will pay the cost of the Principal’s dues for membership in those professional associations as approved by the Board. The Principal is encouraged to engage in personal professional growth activities. With advance notice and approval of the Board, the School will pay costs of attendance at such activities. The Principal will regularly report to the Board: 
i. Upcoming activities she intends to attend and their purposes; 
ii. The results of activities attended and a summary of the useful information obtained through such activities; and 
iii.  Estimated expenses. 
h. Cell Phone, Travel & Expenses. The School will pay the cost of a cell phone, held in the School’s name, to be used for business purposes. The Principal shall be responsible for separate costs, if any, incurred for personal use of this business cell phone. The School will reimburse reasonable out-of-pocket expenses for the Principal’s travel on approved business within the state of Colorado. Such expenses shall be properly documented and submitted for reimbursement within thirty (30) days of being incurred. The Principal must request the Board’s advance approval for professional travel expenses for travel outside the state, or other business expenses exceeding $200. Such requests may be approved or denied in the sole discretion of the Board. 
9) End of Employment. 
a. Voluntary Quit/Notice. In view of the importance of the Principal to the opening and operation of the School, the Principal agrees to provide no less than thirty (30) days notice of any intent to quit this employment. Failure to provide such notice shall result in forfeiture of any accrued leave not yet used or cashed out. 
b. Dispute Resolution Notice. The parties agree that in the event either of them believes that the conduct of the other has violated the terms of this contract or of controlling law, they shall provide notice to such effect to the other within a reasonable time, not to exceed thirty (30) days, of becoming aware of the circumstances underlying such a dispute. 
c. Negotiation & Mediation. Following any notice under § 4.1-9, the parties will attempt in good faith to negotiate a resolution of the dispute. Should the dispute remain unresolved, the parties will submit the matter to an independent mediator. The parties will agree upon a mediator within 15 calendar days following a request for mediation. If the parties are unable to agree upon a mediator within that time, the party that first requested mediation shall obtain a list of five names from the Judicial Arbiter Group, Denver, Colorado (JAG), and submit them to the other party, who shall strike one, return the list to the moving party, and so forth, until one name remains. The remaining person shall be the mediator. This striking process shall be completed within 10 days after delivery of the list by JAG. The mediation shall be scheduled and concluded within 60 days of the mediator’s selection. The mediation process shall be closed to the public and all information submitted during mediation shall be confidential to the extent permitted by law. At the conclusion of the mediation, if the dispute is still not resolved, the mediator shall make an advisory recommendation to the Board. The decision of the Board to accept or reject, in whole or in part, such recommendation is committed to the discretion of the Board, and shall be final. The School shall pay the costs of the mediator. 

10) Survival of Duty. The duty to provide the notice required, consult, and mediate under this contract shall survive the expiration or termination of the contract. 

11) Exhaustion. The parties agree that disputes at the highest level of an organization tend to have detrimental effects, regardless of the merits of the dispute, on the organization as a whole. Accordingly, the parties agree that they each must exhaust the procedure outlined in §§ 4.1-0 above before filing a notice, charge, complaint or claim of any description with any court or administrative agency and that any willful failure to use this procedure may be treated by the other party as a waiver or other bar to such claims
Section 5 – Personnel

5.1 – Staffing Philosophy and Goals

1) The school will endeavor to employ a well-qualified, compassionate and dedicated staff to develop and carry out an exceptional educational program.

2) The Board’s specific goals with regard to staff selection and retention are:

a. Recruit, select, employ and retain the best qualified personnel available.

b. Provide equal employment opportunities for all candidates.

c. Develop effective working relationships conducive to high levels of staff performance and satisfaction.

d. Develop and manage staff compensation, leave and benefit programs in ways that attract and retain qualified employees.

e. Effectively administer contracts and personnel policies with the aim of safeguarding good relations between the Board and its staff and provide for appropriate due process.

5.2 – Equal Opportunity Employment

It is the policy of the school that all decisions about staff assignments, promotion, demotion, transfer, determination of salaries, benefits, and selection for training shall be made without regard to race, color, religion, national origin, gender, sexual orientation, or age. The school also makes reasonable, necessary accommodations for employees with disabilities.

5.3 – Employee Evaluations

The school will conduct periodic performance reviews for employees.  Employees shall generally receive annual written performance evaluations.  Performance evaluations may be scheduled more frequently, at the discretion of the Leadership Team and in compliance with applicable laws and school policies.  Employees will also be expected to provide written self-evaluations for the prior year’s performance and a development plan for the next review period that will be incorporated into the formal evaluation.  The purpose of the review is to evaluate the employee's current level of performance, to examine the progress made since the last review, and to establish goals for the employee's next review period.  During their performance reviews, employees are encouraged to discuss any issues raised, as well as any opportunities for advancement or career development within the school. After receiving their performance evaluation, employees will be required to sign the evaluation.  Such signature does not necessarily imply agreement with the performance evaluation.

Notwithstanding this policy, each employee may be terminated by the Principal at their discretion, in compliance with employment policies and applicable laws, with or without cause.  Each employee specifically acknowledges, in writing, that he/she is an at-will employee and that there have been no promises of continued employment at the school from any of its agents or representatives.  
5.4 – Handling of Confidential Information

Many employees will be exposed to and have access to information which is of a confidential nature. Such information should not be shared with unauthorized personnel. In cases where the confidentiality of information is in question, employees should consult with the Principal. Violations of this policy may lead to disciplinary action up to and including termination.

5.5  – Staff Conflicts of Interest

1) At no time shall any employees of the school engage in any employment that would a) affect their usefulness as employees of the school; b) make time and/or energy demands upon the individual that interfere with their effectiveness in performing their contractual duties; c) compromise or embarrass the school; d) adversely affect their employment status or professional standing; e) use school resources for outside gain or f) in any way conflict with or violate professional ethics.

2) Employees shall not engage in any other employment or in any private business during the hours required to fulfill assigned educational duties.  An employee must have the Principal’s prior written consent before engaging in any outside employment that would occupy regular school business hours.

3) Employees shall not sell any books, supplies, musical instruments, or equipment or supplies of any kind to any student nor to the parents or guardians of any student unless prior approval has been obtained from the Principal.

4) No administrator shall be responsible for the supervision and/or evaluation of a relative.

Section 6 – Board/School Policies

Several key policies follow.  The Student Handbook and/or the Employee Handbook also contain relevant employee/school/student/community policies.  Please remember to always refer to the Student Handbook and/or the Employee Handbook if you are unable to locate a policy here.

Administration in Policy Absence 
If a situation should arise in which there appears to be no applicable Board policy or school rule, the certificated personnel shall be expected to exercise reasonable and professional judgment. In such situations, the certificated personnel in the building in cooperation with the Principal have the responsibility for considering development of applicable rules.

6.1 - Alcohol and Drug Policy

1) It is the school’s desire to provide a drug-free, healthful, and safe workplace. To promote this goal, employees are required to report to work in appropriate mental and physical condition to perform their jobs in a satisfactory manner.

2) While on school premises and while conducting business-related activities off school premises, no employee may use, possess, distribute, sell, or be under the influence of alcohol or illegal drugs. The legal use of prescribed drugs is permitted on the job or while conducting business related activities off school premises only if it does not impair an employee's ability to perform the essential functions of the job effectively and in a safe manner that does not endanger other individuals in the workplace.  The Board may, at its discretion, occasionally authorize the use of alcohol on school premises for special events provided that a licensed caterer or similar organization supervises the serving of alcohol.

3) Violations of this policy may lead to disciplinary action, up to and including immediate termination of employment, and/or successful completion of a substance abuse rehabilitation or treatment program. Such violations may also have legal consequences.

4) Under the Drug-Free Workplace Act, an employee who performs work for a government contract or grant must notify the school of a criminal conviction for drug-related activity occurring in the workplace. The report must be made within five days of the conviction.

6.2 - Harassment Policy

It is the policy of the Board to maintain a workplace free of sexual harassment (which includes harassment based on gender, pregnancy, childbirth, or related medical condi​tions), as well as harassment based on factors such as race, color, religion, national origin, ancestry, age, physical disability, mental disability, medical condition, marital status, sexual orientation, family care or medical leave status, or veteran status. The school strongly disapproves of and will not tolerate harassment of employees by managers, supervisors, or co‑workers.  Similarly, the school will not tolerate harassment by its employees of non‑employees with whom school employees have a business, service, or professional relationship.   Complaints of harassment will be handled without delay and in a manner that considers the interests of both the complainant and the respondent.

1) Definitions:

a) Harassment includes verbal, physical, and visual conduct that creates an intimidating, offensive, or hostile working environment or that interferes with work performance. Such conduct constitutes harassment when (a) submission to the conduct is made either an explicit or implicit condition of employment; (b) submission to or rejection of the conduct is used as the basis for an employment decision; or (c) the harassment interferes with an employee's work performance or creates an intimidating, hostile, or offensive work environment.

Harassing conduct can take many forms and includes, but is not limited to, the following: slurs, jokes, statements, gestures, assault, impeding or blocking another's movement or otherwise physically interfering with normal work, pictures, drawings, or cartoons based upon an employee's sex, race, color, national origin, religion, age, physical disability, mental disability, medical condition, ancestry, marital status, sexual orientation, family care or medical leave status, or veteran status.

b) Sexually harassing conduct in particular includes all of these prohibited actions as well as other unwelcome conduct such as requests for sexual favors, conversation containing sexual comments, and unwelcome sexual advances.  

2) Reporting.  Any employee witnessing or suffering harassment shall immediately report the matter to a supervisor or to the Principal.  The Principal will initiate an investigation process.  If the complaint is against the Principal, the employee is encouraged to report the matter to the Chair of the Board.  Retaliation is prohibited for reports of harassment made in good faith.

3) Notice to Employees.  Notice of and training on this policy shall occur annually.  In addition, written notice shall be posted in employee lounges and/or work areas.

4) Investigation Process.  The Principal shall develop an administrative policy outlining the investigation process.

6.3 - Nondiscrimination Policy

It is the policy of the Denver Language School to recruit, hire, train, educate, promote, and administer all personnel and instructional actions, without regard to race, religion, gender, sexual preference, age, national origin, disability, marital status, or public assistance.  The school will not tolerate any discrimination, and any such conduct is prohibited.  The school also prohibits any form of discipline or retaliation for reporting incidents.

6.4 - Salary Policy 
The school is committed to compensating its employees equitably and in a manner that reflects the requirements and responsibilities of their positions and are comparable to the pay received by similarly situated employees in other organizations in the area, as determined by the Board.  Compensation for every position will be determined by several factors, which may include but not necessarily require job analysis and evaluation, the essential duties and responsibilities of the job, and salary survey data on pay practices of other employers. The school shall periodically review its salary administration program and restructure it as necessary. Annual adjustments to compensation will be based solely on merit.
6.5 - Smoking Policy

In keeping with the school’s intent to provide a safe and healthful work environment, smoking is prohibited throughout school premises or while accompanying students offsite as a representative of the school. This policy applies equally to all employees, students, and visitors. Violations of this policy may lead to disciplinary action, up to and including immediate termination of employment.

6.6 - Teacher Qualification Policy

1) The Board believes that teachers should have three essential qualifications:  

a) They will be highly skilled in their subject areas.

b) They will have a demonstrated commitment to education.

c) They will have a genuine interest in children. 

2) Staff members will comply with the background checks provision of the state law including a check with the Colorado Department of Education to determine if there is any information on record indicating the applicant has been convicted of a crime involving unlawful sexual behavior or unlawful behavior involving children, and fingerprinting for the Colorado Bureau of Investigation.  In addition to these required checks, when reasonable and possible, the school will interview former employers of all staff members and may, at its discretion, conduct financial background checks.
6.7 – Financial & Accounting Policies
Financial Policies and Operational Guidelines

The Principal or his/her designee shall be responsible for properly accounting for all funds received and all expenses incurred in the operation of the School.  No funds shall be expended until the annual budget is approved by the Board of Directors. The Principal shall exercise his/her responsibility to the highest ethical standards and shall conform to generally accepted accounting principles for government accounting. Such accounting shall be done in a manner that is easily reviewed by the Board and lends itself to auditing and reporting to the Denver Public School District (“DPS”).  Financial statements shall be prepared for presentation and reporting for every regularly scheduled board meeting.  Financial statements will be made available to board members in the board packets prior to the scheduled meeting.

POLICIES & PROCESSES

Proper cash and liquidity management are high priorities for the Denver Language School ("School").  In addition to the information specific to the management of the School’s bank accounts detailed below, the following guidelines are followed to maximize working capital and reduce the likelihood of fraud or losses associated with high-risk financial activities:

1. Financial Controls
Authorization for signatures necessary on contracts, checks, and orders for payment, receipt or deposit or withdrawal of money, and access to securities of the School shall be provided by resolution of the Board. 

1. The Principal or his/her designee is authorized to purchase goods and/or services for the School shall follow the procedures set forth in these policies. 

2. The Principal and the Finance Committee shall be responsible for reviewing and recommending an annual operating and capital budget to the Board for approval.
3. The Board shall be responsible for adopting the annual operating and capital budgets and supplemental budgets, and shall comply with all mandated reserve requirements (Tabor). 

4. No expense shall be incurred in excess of the total budgetary appropriations without prior approval of the Board. 

5. The Principal shall be responsible for and ensure compliance with auditing requirements following Governmental auditing & reporting requirements.

6. Annually the Board of Directors will meet with the auditors performing the annual audits (w/o staff) to discuss and review their audit reports and findings (i.e. management letter.)

2. Check-Signing Authority

1. Checks up to and including $10,000.00 require one signature.  Authorized signers include the Principal, Board Chairperson or Treasurer.

2. Checks over $10,000.00 for approved contracts, purchases, and/or facility leases, require a second signature of the Board Chairperson or Treasurer.
3. No authorized signer may issue checks payable to themselves.
3. Cash Receipts

1. All checks received by the School shall be promptly endorsed with an approved ink stamp, indicating the account to which the funds will be deposited.

2. All cash receipts, when operationally feasible, shall be deposited within 3 business days of receipt by the Principal or his/her delegate.  Total cash receipts exceeding $15,000.00 must be deposited in person within 2 business days.  Under no circumstances may cash receipts more than $300.00 remain undeposited longer than 5 business days.

3. The duties of collecting cash, maintaining documentation, preparing deposits, and reconciling records should be separated among different individuals.  These procedures shall be written and filed in the main office.  

4. Cash Disbursements

1. An authorized check signer will make disbursements only upon review 
and approval of the transaction. This will include review for the existence of proper supporting documentation, such as a purchase order and evidence of the receipts of the goods and services, names of those involved in meetings, verification that the expenditures are not reimbursable with funds from another School, etc.  Reimbursements made to the Principal shall be signed by the Board Chairperson or Treasurer.

2. All payments will be made as close to the contractually committed due date without incurring late penalties or fees.
3. The procedure for collecting and verifying documentation, etc, follows procedures within all entities of the School. 

4. Disbursements will be mailed or delivered to the payee within 2 business days of check drafting and signature.

5. Expense reimbursements 

1. Appropriate reimbursable expenses include but are not limited to:

1. Support for the Board of Directors.

2. Support for the Principal.

3. Support for staff activities that support the advancement of the School.

2. Reimbursement will not be made for:

1. Expenses reimbursable by another agency, School, or person (i.e. travel expenses that have been paid by a national agency).

2. Expenditures without proper documentation, including but not limited to receipts when available, date, location, those in attendance, purpose and description of how the activity advances the School. 

3. Travel, registrations, meals, etc, for family members or spouses of Board members or School staff unless spouse programming is specifically detailed in the conference program.

4. Other restrictions may be determined by the Board at any time.

5. Accounts

The School shall maintain its cash accounts in banking institutions that are federally insured under the Public Depository Protection Act (PDPA). All nonproductive funds shall be invested in accordance with the Investment Policy established by the Board.

All bank and investment account reconciliation should be performed no less than once a month.  The reconciliations shall be reviewed by the Principal and Treasurer monthly.
6. Authority to Sign

Orders of withdrawal (checks) shall bear the signature of one of the following staff members or Officers: 

1. Principal 

2. Board Chairperson or Treasurer

3. Others as designated in writing by Board Chairperson

Any checks payable to any one of the above-named persons shall be signed by someone other than the payee.

7. Borrowing of Funds

From time to time it may be necessary for the School to borrow funds from outside sources to fund operations and expansion. This will be necessary because of the seasonality of income from fees, donations, and other revenue, and due to major expansions or revisions of the School programs.

Funds are to be borrowed only as required to meet these needs, and borrowing is to be consistent with sound fiscal and management practices. Borrowings are not intended to make up for inadequate planning or spending above budgeted levels.

All borrowing must be approved by the Board of Directors at the time of borrowing, even if the borrowing is included in the current operating budget.

Borrowing funds should be done within the following guidelines:

1. Borrowing should be within appropriate limits approved by the Board prior to the time of borrowing. 

2. Amounts should be borrowed at the lowest available interest rates. 

3. Most borrowing will be done at short-term conditions due to the seasonal nature of income. Long-term borrowing will be done only if rates are favorable and amounts for short-term would be at the same minimum level. 

8. Contracts and Agreements

The Principal is authorized to sign contracts, purchase agreements (non-recurring) with a total commitment amounts less than $30,000.00.  This includes vendor services, Independent Contractors/Consultants, and the Denver Public Schools commitments on behalf of their school unless specified otherwise by the Director and/or Board.  All multi-year agreements and purchases exceeding $30,000.00 must be approved by the Board.
9. Debit/Credit Cards 

The Principal is responsible for proper management & documentation of debit/credit card purchases. 
· The credit card cannot be used for cash advances, personal or non-business related purchases or the purchase of alcohol. 
· All school entities are tax-exempt. As such when using the credit card, the user should ensure that the vendor is provided with the tax-exempt forms and that, when possible, they are not charged state sales tax. 
· Card numbers should not be distributed beyond the cardholder’s designee and should not be saved in online accounts to which others have access. 
· The cardholder is responsible for ensuring the credit card purchases are within budget and properly approved. 
· Receipts need to be turned in to the business manager and board treasurer no later than one week of the closing date of the statement. Receipts must be taped to a sheet of 8.5 X 11” plain paper, with the amount matching the statement circled. 
· Any receipts for meals or entertainment must clearly indicate the names of all persons attending the meal and the business purpose of the meeting

Misuse of or incomplete documentation for any School debit/credit cards will result in immediate card termination and an investigation should be conducted to determine if additional disciplinary steps should be taken. 

10. Preparation of Financial Statements and Annual Budget Development and Review

The School shall complete monthly financial statements by the 10th of each month, and submit those financials to the Finance Committee for review, prior to the Board meeting.

The annual budget is the financial plan for the operation of the School.  The annual operating budget will be based on a fiscal year that runs from July 1 to June 30.  It provides the framework for both expenditures and revenues for the fiscal year and translates into financial terms the educational programs and goals of the schools.  The operating budget shall ultimately support the vision and mission of the school.  In April of each fiscal year, the Principal shall propose to the Board [Finance Committee] a budget for the upcoming fiscal year.  Such budget proposals will contain recommendations for staff compensation and benefits.  As a contractual agreement with Denver Public Schools, the Board will approve the final budget and submit it by June 1st.

By June of each fiscal year, the Principal will obtain the Board’s final approval for any budget appropriations or revisions for the current fiscal year budget prior to the close of year end.  
11. Annual Review

This Policy is to be reviewed on an annual basis.

6.8 – Student Handbook

Section 7 - Policies Concerning Facility Use

7.1 - Property, Building Facilities Use

1) It is the Board’s policy to make school owned and occupied property, buildings and facilities available to associated school groups and the community when not in use for school activities.

2) Permission for use of school property, buildings and facilities shall not constitute a board or school endorsement of any organization, the beliefs of an organization or group, not the expression of any opinion regarding the nomination, retention, election or defeat of any candidate, nor the expression of any opinion as to the passage or defeat of any issue.

3) The Board reserves and delegates to the administration, the right to refuse approval or to cancel any and all activities for the use of a school owned property, building or its facilities when it is deemed that such action is necessary for the best interests of the school. 

4) Board policies and regulations, which govern school use of facilities, shall, when applicable, also govern associated school groups and community use of school facilities.

5) Any activity within the scope of law defining and regulating gambling or gaming may not be conducted in or on school property, buildings, or facilities.

Section 8 - Board Section

8.1 - Board Code of Conduct
Denver Language School: Board Code of Conduct 
Board Governance 

1. Attend all regularly scheduled board meetings, insofar as possible, and review advance materials about issues to be considered on each agenda. 

2. In consultation with the community, and Principal, set the vision for DLS. 

3. Maintain confidentiality of information and discussion conducted in executive session. 

4. Review essential facts, consider others’ ideas, and then present personal opinions during board deliberations, but, once the board vote has been taken, support board decisions regardless of individual positions. 

5. Act only as a member of the board and do not assume any individual authority, unless otherwise directed by the board. 

6. Rely on school policies, customs, or practices when making board decisions. 

7. Seek legal counsel when required for full and informed board consideration of issues requiring legal expertise. 

8. Expect an equitable amount of board meeting time to be spent both learning about educational programs and conducting the business of the board. 

9. Maintain a priority board focus on increasing student achievement and ensuring efficient use of educational resources. 

Board-Administration Relations 

1. Recognize that a board member’s responsibility is to see that schools are well run but not to run them. 

2. Provide policy support for school administrators in the performance of their duties and delegate authority commensurate with those responsibilities. 

3. Expect the Principal to keep the board adequately informed through regular written and oral reports. 

4. Refer complaints, requests, and concerns to the Principal or other appropriate staff members. 

5. Avoid making commitments that may compromise the decision-making ability of the board or administrators. 

6. Maintain open and candid communication with the Principal. 

7. Hold the Principal accountable by jointly creating job performance standards and at least annually perform a comprehensive evaluation process based on the job description, contract, and identified performance standards. 

Board Member Relations 

1. Retain independent judgment and refuse to surrender that judgment to special interest groups or individuals. 

2. Voice opinions respectfully and maintain positive relations with the other board members, administrators, school staff, and members of the public. 

3. Individual board members shall not give directives to any school administrator or employee, publicly or privately. 

Community Relations 

1. Perform a liaison communications role by interpreting the attitudes, wishes, and needs of both the community and the school. 

2. Consider the needs of the entire community and vote for what seems best for the students. 

3. Encourage collaboration between the school and the community. 

4. Request that periodic surveys be conducted with the community to assess the quality of education services and use the data to establish and monitor goals. 

Conflict of Interest 

1. Do not use board membership for political, personal, or financial advancement. 

2. Do not solicit or receive directly or indirectly any gift or compensation in return for making a recommendation or casting a vote. 

3. Remove oneself from board deliberation and votes when necessary to avoid the appearance of conflict of interest. 

Board Preparation and Training 

1. Be informed about educational issues through individual study and by participating in board development opportunities. 

2. Support new board members. 

3. Ensure that adequate board orientation and team building opportunities are available for board members and administrators. 

4. Associate with board members from others schools to discuss school problems and collaborate on school improvement initiatives. 

I agree to the principles outlines in the Board Code of Conduct and will do everything in my power to work as a productive positive member of the leadership team. 

Signed: 

Date:

Section 9 - Budget Section

9.1 - Financial and Accounting Policy

1) Fiscal Accounting and Reporting. The Principal or his/her designee shall be responsible for properly accounting for all funds received and all expenses incurred in the operation of the school. No funds shall be expended without prior budgetary approval by the Board.  The Principal shall exercise his/her responsibility to the highest ethical standards and shall conform to generally accepted principles for government accounting. Such accounting shall be done in a manner that is easily reviewed by the Board and lends itself to auditing and reporting to the District. Financial statements shall be prepared for presentation and reporting for every regularly scheduled board meeting. Financial statements will be made available to board members in the board packets prior to the scheduled meeting.

2) Preparation and Adoption of Annual Operating Budget. The annual budget is the financial plan for the operation of the school. The annual operating budget will be based on a fiscal year that runs from July 1 to June 30. It provides the framework for both expenditures and revenues for the fiscal year and translates into financial terms the educational programs and goals of the schools. The operating budget should ultimately support the vision and mission of the school. The Board assigns to the Principal or his/her designee the overall responsibility for the preparation and administration of the budget. The annual budget shall contain the following sections and corresponding detail: Revenues, Operating Expenses broken down by staff salaries, employee benefits, purchased services, supplies and materials, capital outlays, and facility costs, and Revenues over Expenses, and Transfers to Capital Reserves. In addition, the Board will annually review a three-year budget, historical income and expense statements, and a cash flow forecast for the upcoming year.  The annual budget and supporting documents for the upcoming year shall be submitted for review and approval by the board during the April board meeting, or as soon as practicable prior to the upcoming year.

3) Financial Accounting Audits. In accordance with state law, all funds and accounts of the school shall be audited annually after the close of each fiscal year within the time period required by the Denver Public School District. The Board shall appoint an independent auditor licensed to practice in Colorado and knowledgeable in government/non-profit accounting to conduct the audit. The independent auditor shall submit a report to the Board that includes the audited financial statements and an opinion regarding those financial statements. The auditor will also include in the report any information and documentation required by the District.

Audit Committee: The Chair, Secretary and Treasurer of the Board of the school shall constitute the audit committee. The independent auditor shall report directly to the audit committee.

Section 10 - School Curriculum , Calendar,  Admissions, & Language Use Policy
10.1 Curriculum

Any curriculum or program model changes must be approved by the board.

10.2  Instructional Materials

The Board delegates authority to the Academic Directorto establish standards for appropriate textbooks, computer software and equivalent learning materials.  Individual teachers should be given the greatest autonomy possible in selecting instructional materials, with final approval from the Academic Director. All materials in target language subject area need to be purchased or translated into the target language (English textbooks are not allowed for the target language subject areas). Any exception will need prior board approval. The DLS Board of Directors need to be well informed by the administration of any translation resources that are needed for materials, so we can provide adequate funding in the budget in order to provide sufficient materials in the target language.10.2  School Calendar

DLS will follow the DPS calendar.  Any changes to the DPS school calendar must be approved annually by the board.
10.3 Admissions
1) Note: No particular type of applicant is guaranteed admission in the First Round.

2) Note: At Denver Language School, there are two separate and distinct programs, each with

their own lottery – DLS Spanish Program and DLS Mandarin Program.

3) Note: Up to 20% of all seats are reserved for students who are either children of current full-time

staff members, children of DLS Board members, children of DLS Founding members OR

Mayfair Park residents.

4) If seats are not filled with students identified under 3, above, the remaining seats will be made

5) available to all others If there are more applicants than seats under either paragraph 3 or 4, applicants will be prioritized as follows: Applicants with a sibling currently-attending DLS (may be a Denver resident or Non-Denver resident); Denver Residents; Non-Denver Residents

6) Denver Language School makes every attempt to accommodate siblings who

apply together in the same school year.  If siblings apply together in the same school year and one sibling is admitted, his or her sibling will be admitted even if this would cause the class to exceed ordinary classroom size.  However, the sibling would need to meet the target language admission policy to be admitted as described below if applying to second grade and above. 
10.4 Target Language Admissions
Kindergarten and 1st grade is open enrollment through the lottery regardless, of the student’s previous language abilities in the target language. For enrollment for 2nd grade or above, DLS has a language proficiency requirement for these upper grades. DLS will implement the SOPA and ELLOPA test and grade this test using the Junior ACTFL scale of proficiency. This is not an academic test in any subject area. DLS will only test language proficiency in speaking (grammar and vocabulary), comprehension, and oral fluency in the target language. The incoming students must be reasonably within the scale range of current DLS student’s proficiency levels at the requested grade level.  

Early Language Listening and Oral Proficiency Assessment (ELLOPA) and 

Student Oral Proficiency Assessment (SOPA) Score Interpretation Guide

The ELLOPA (Pre-K through Grade 2) and SOPA (Grades 3-8) were developed by the Center for Applied Linguistics in 2001 as an interactive listening and speaking assessment designed for children learning an additional language in a school setting. The goal of the assessments is to allow students to demonstrate their highest level of performance in oral fluency, grammar (speaking), vocabulary (speaking), and listening comprehension. 

The ELLOPA and SOPA interviews consists of several activities that follow the natural development of language skills, focusing on what the students can do at their highest proficiency level (both quality and quantity) in the language they are learning. The interview begins with a listening comprehension activity, taking into consideration that receptive skills are less demanding than productive skills. This order helps put the students at ease and allows them immediate success thus building their confidence before they are asked to speak in the target language. The students are encouraged to say as much as they can and to demonstrate their highest proficiency level during the interview, which takes approximately 15-20 minutes to complete. 
Rating Scale:

The ELLOPA-Rating Profile is a subset of the COPE/SOPA-Rating Scale (The CAL Oral Proficiency Exam/Student Oral Proficiency Assessment Rating Scale) and on the Performance Guidelines for K-12 Learners developed by the American Council on the Teaching of Foreign Languages (ACTFL) and the ACFTL Listening and Speaking Proficiency Guidelines. 

The nine proficiency sublevels of the COPE/SOPA–RS are:

1 – Junior Novice - Low (JNL)

2 – Junior Novice - Mid (JNM)

3 – Junior Novice - High (JNH)

4 – Junior Intermediate - Low (JIL)

5 – Junior Intermediate - Mid (JIM)

6 – Junior Intermediate - High (JIH)

7 – Junior Advanced - Low (JAL)

8 – Junior Advanced - Mid (JAM)

9 – Junior Advanced - High (JAH)

The five skills areas are:

Oral Fluency (OF)

Grammar (Gr) speaking

Vocabulary (Vo) speaking

Listening Comprehension (LC)

Communication Strategies (CS)

10.4 Language Use Policy
At DLS by the by the second half of the year in first grade, DLS students will be expected to use the target language during classroom academic time and are encouraged to do so during all public interactions in the classroom. Teachers cannot permit students to use English in the target language classrooms for second grade and above, and there should be appropriate correcting strategies when students do accidently or intentionally use English. 

Since DLS has a policy of “No English in the Target Language Classroom, ” DLS parents need to be informed before they enroll their children in the school and should be reminded during subsequent enrollment and orientation meetings.

Parents of younger children in particular often want to volunteer in the classroom, and DLS encourages parents to volunteer their time. However, unless parents speak the immersion language or are willing to learn some basic vocabulary and key phrases to use in the target language classroom (e.g. Where are the scissors?) they should be given other opportunities to observe progress in their child's room or to volunteer in ways that do not compromise our language use policy. Parents who speak even a little bit of the immersion language can be used as assistants in guided reading programs listening to students read in the immersion language or in English. 

Parents who don’t speak the immersion language can work on teacher requested projects, bulletin board materials, collating, etc. on tables just outside the classroom where they may have visual contact but are not present in the room. Other parent volunteer jobs requiring little or no knowledge of the immersion language include:

· Organize regular after school tutoring sessions using the school’s native speaking classroom assistants, if these assistants are available.

· Chaperone during field trips.

· Supervise lunch room or playground time.

Further, the DLS administration needs to be mindful of the introduction of English during the school day. DLS needs to minimize things such as school assemblies in English. One approach could be one assembly per month in English while the rest of the assemblies are in the target language. Or, another approach would be the 1st 10 minutes of the assembly is in English, and the remainder of the assembly is in the appropriate target language.  

The administration also needs to provide opportunities to increase social language in the target language outside the target language classrooms. This could include reading the lunch menu in the target language, teachers using the target language to interact with children on the playground, enrichment activities, and inviting guest speakers to speak about subject areas in the target language. 

Section 11 – Grievance Policy
11.1 – Scope
This process is available for any complaint, grievance or concern by a student, parent, staff member or other appropriately interested person involving a dispute or issue at the School, with the exception of matters involved in policy-making and disputes that are covered by another, more specific, grievance or dispute resolution procedure.  For example, this process does not cover:

· School policy disagreements over items on which Board action is already pending or has already been taken.

· Disputes between the School and the school district, or any third party (e.g., a commercial contractor, vendor, etc.).

· Disputes that are already being heard in another forum (e.g., by the school district, before another outside agency or court).

11.2 – Purpose
The purpose of this procedure is to resolve all disputes at the lowest appropriate level and to provide a defined mechanism for disputes that are not resolved at lower levels to be investigated and resolved or, if not resolved, to reach the School’s governing Board.

11.3 – Process

Individual Responsibility for Dispute Resolution — Step 1 — General Rule.  Anyone who believes they have a dispute within the scope of this policy should first raise and attempt to resolve the issue with any person who is the subject or source of the dispute.  Thus, in general: 

· Disputes about classroom or related practices should first be raised with the teacher(s) involved.

· Disputes about parental behavior should first be raised with the parent(s) involved.

· Disputes about school-wide practices or actions of the administration should first be raised with the administration.

· Individual employment matters should first be discussed with an immediate supervisor.

Initiation of a Grievance or Request for Dispute Resolution Assistance — Step 2.  If an issue or dispute is not resolved at Step 1, any student, parent, staff member, or other properly interested party, who wishes to initiate a formal grievance or request for dispute resolution assistance may do so by filling out the grievance/dispute resolution assistance form (attached as Appendix A) and submitting that form (with any appropriate attachments) to the Office Manager for processing.  The Office Manager shall give the grievant a copy of this policy; note the date a grievance or request for dispute resolution assistance is received; maintain a file containing the original; immediately provide copies of the same to the Principal; and file any reports of action taken.   

Tracking & Status Reports to the Board. The Principal is responsible for making sure matters are dealt with in a timely manner and that the steps taken and any resolution achieved is properly implemented and documented.  

The Principal will report all filed and pending grievances and requests for dispute resolution assistance and their status at each regular meeting of the Board.  Reports under this section are intended to be for informational purposes only and not to in any way prejudge the merits of a matter.   

Principal Response.  The Principal may respond at Step 2 by:

· Directing or conducting investigation.

· Notifying persons named or affected by the dispute and giving such persons an opportunity to respond.

· Conducting or arranging for meetings among the affected persons and any form of mediation, facilitation or other voluntary dispute resolution process that may resolve the dispute.

· Finding that the dispute is not within the scope of this policy.

· Directing changes in classroom or school practices or behavior to resolve the dispute.

· Finding that the position of the initiating party lacks merit and no further action is warranted.

· Forwarding a matter already resolved at the administrative level, whether as a result of formal grievance proceedings or otherwise, together with any recommendations, to the Board for actions to be taken by the School in order to resolve the dispute, avoid future issues and/or improve School operations.

Board Review — Step 3 — Initiation. The Board shall review a dispute under the following circumstances:

· If the Principal has forwarded a matter to the Board under 6.7.

· If any interested person has, within a reasonable time, requested review of an adverse decision of the Principal under Section 6.  Such a request may be made to the Board Chair.

· If the Board decides that a matter should be removed from review by the Principal and resolved instead by the board.

· If the matter comes before the Board under Paragraph 8.1 and its “bypass” provision.

Harassment, Bypass, & Employee Discipline & Termination Matters.  

Whenever a complaint concerns an allegation of harassment (such as, but not limited to, sexual harassment), and any step in this policy would require reporting the dispute to the alleged harasser, the complainant may bypass that step and proceed to the next step.  Such complaints may be made using the grievance form attached as Appendix A.  If the alleged harasser is the Principal, the grievance may be filed with the Board Chair.  All matters filed pursuant to this bypass provision shall be promptly reported to the School’s General Counsel.

In employee discipline or termination matters, the supervisor initiating the discipline or termination shall conduct such meetings or review, if any, as the supervisor deems appropriate and give the employee appropriate notice of the intended adverse employment action.  Such notice shall include a statement of any remaining recourse available to the employee (such as opportunity to be heard by the Board); and of the actions required of the employee to initiate such recourse.  Steps of this policy short of Board review may be omitted, as appropriate in the circumstances, in discipline and termination matters.
Final actions of the Board in employment matters shall not be subject to further review under this policy.

Board Review — Process & Decision.  After Board review has been initiated, the Board may:

· Return the matter to a lower step if further action should be taken at that level.

· Direct such further investigation, including investigation by a subcommittee of not more than two (2) Board members, as it deems necessary.

· Conduct such meetings of the full Board — in public or executive session as provided by law — as it deems necessary.

· Provide parties that may be affected by the dispute or the outcome of the grievance process such further opportunity to be heard (including any agreement of the School to alternative dispute resolution) as may be appropriate or just.

· Make a final decision that: 

The matter is not within the scope of this policy;The position of the initiating party lacks merit; The dispute has not been pursued in a reasonable time or manner; and/orhe position of the initiating party is meritorious and certain corrective action should be taken.

Notices Required.  Whenever the Principal or the Board is either scheduling a meeting to hear or resolve a disputed matter, or referring a matter to another level of this process, the party taking such actions shall cause appropriate notice to be given to the initiating party and any other interested party.  Such notice is not required in relation to investigative or deliberative meetings not intended to be open to the parties or the public. 

Confidentiality.  Grievances and requests for dispute resolution assistance may or may not concern matters that are confidential as a matter of law.  In order to discourage rumors and promote effective dispute resolution, however, all parties to a matter are expected to maintain the confidentiality of the process while it is ongoing.  Failure to maintain confidentiality while a matter is being investigated or decided may be considered grounds for denying an otherwise meritorious grievance, or taking other corrective action without regard to the merits of a dispute.  DLS cannot and does not, however, guarantee the confidentiality of matters raised in this process.  The general the rule of confidentiality established in this policy may be overridden, in some cases, by binding rules of law.  For example, if a Board decision is made at least the final vote of the Board, and in some cases discussion of the Board and rationale for the vote, will be public under Colorado’s Sunshine Law.  Where a matter has become public, the restrictions in this paragraph may not apply.  Filing notices, charges or other complaints with outside agencies in order to meet a deadline established by laws shall not be considered a violation of this paragraph.

Process not Exclusive — “Chain of Command” Followed.  This policy is not the only nor primary mechanism for determining policy at DLS.  That is, parties are not required to use this process in order to participate in policy making efforts, address concerns to the Principal, or speak out at board meetings on matters of general concern to the school community.  The Board may, however, in its discretion, direct a party to utilize this process with regard to any issue the Board deems most appropriately considered through this process.  In particular, the failure to raise an issue concerning a particular staff member or parent with that staff member or parent, or the failure to address an issue with the school administration before coming to the Board, may be considered grounds for the Board refusing to consider matters that have not yet been properly considered at a lower level of School management and governance.

DLS GRIEVANCE/


REQUEST FOR DISPUTE RESOLUTION ASSISTANCE


Please respond to the following numbered items.  You may submit a letter or any other relevant documents in support of the grievance by attaching them to this form.


1.  Briefly describe the issue you are concerned with and any steps you have taken to resolve it up to this point.


2.  Please state your name, how we can contact you, and your involvement with the issue and the school, if that is not already clear from the description provided under  # 1.


3.  Indicate whether you have a preference that this be handled as:    □ a  grievance;   □ an informal request for help in resolving a dispute; or  □ I’m not sure. [Note: your preference in this regard will be one factor in determining whether this is treated as a grievance or handled more informally]


4.  List person(s), if any, you are making a grievance against.


5.  List any person(s) you know is/are witnesses to any incident(s) involved in this dispute.


6.  What would you like to see changed?

I WILL KEEP THIS MATTER CONFIDENTIAL WHILE IT IS INVESTIGATED AND RESOLUTION IS DISCUSSED.  I HAVE BEEN GIVEN A COPY OF THE DLS GRIEVANCE POLICY.





___________________________________Signature of Grievant
Section 12 – Job Description for the Board 
General Responsibilities: 

Responsible for ensuring that the academic program of Denver Language School (DLS) is successful, that the school's program and operation are faithful to the terms of its charter, and that the school is a viable organization. 

Specific Responsibilities: 

1. Determine the mission and purpose of DLS and keep it clearly in focus
· Create and periodically review the mission statement which: 

-Serves as a guide to organizational planning, board and staff decision-making, volunteer initiatives, and setting priorities among competing demands for scarce resources. 

-Is used as the vehicle for assessing program activities to ensure that the organization is not drifting away from its original purposes. 

· Understand and support the mission statement. 

2. Select the School Leader

· Reach consensus on the School Leader's job description. 

· Undertake a careful search process to find the most qualified individual. 

· Oversee and approve contract negotiation and renewal. 

3. Support and review the performance of the School Leader 

· Provide frequent and constructive feedback. 

· Assist when board members overstep prerogatives or misunderstand their roles. 

· Compliment for exceptional accomplishments. 

· Provide for an annual written performance review with a process agreed upon with the School Leader well in advance. 

4. Ensure effective organizational planning 

· Approve an annual organizational plan that includes concrete, measurable goals consistent with the charter and accountability plan. 

5. Ensure adequate resources 

· Approve fundraising targets and goals. 

· Assist in carrying out the development plan. 

· Make an annual gift at a level that is personally meaningful. 

6. Manage resources effectively 

· Approve the annual budget. 

· Monitor budget implementation through periodic financial reports. 

· Approve accounting and personnel policies. 

· Provide for an independent annual audit by a qualified CPA. 

· Ensure the full board has the proper training to be effective stewards of public funding. 

· Ensure adequate insurance is in force to cover students, staff, visitors, the board and the assets of the school. 

7. Determine, monitor and strengthen the programs and services 

· Assure programs and services are consistent with the mission and the charter. 

· Approve measurable organizational outcomes. 

· Approve annual, attainable board and management level goals. 

· Monitor progress in achieving the outcomes and goals. 

· Assess the quality of the program and services. 

8. Enhance DLS's public standing 

· Serve as ambassadors, advocates and community representatives of the school. 

· Ensure that no board member represents her/himself as speaking on behalf of the board unless specifically authorized to do so. 

9. Ensure legal and ethical integrity and maintain accountability 

· Establish policies to guide the school's board members and staff. 

· Develop and maintain adequate personnel policies and procedures (including grievance mechanisms).

· Adhere to the provisions of the school's bylaws and articles of incorporation. 

· Adhere to local, state and federal laws and regulations that apply to the school. 

· Ensure compliance with all federal state and local government regulations. 

10. Recruit and orient new board members and assess board performance 

· Define board membership needs in terms of skill, experience and diversity. 

· Cultivate, check the credentials of and recruit prospective nominees. 

· Provide for new board member orientation. 

· Conduct an annual evaluation of the full board and individual trustees.

Annual Calendar of Deliverables

	July

	Deliverable
	Person (s) Responsible

	Example: Conduct Strategic Planning Meeting and Annual Board Review
	Chair

	Example: Sample audit of staff files to ensure compliance with District requirements and adequacy of performance evaluations
	Governing Board/Principal

	
	

	
	

	
	

	
	

	August

	Example: Written performance and development plan complete for Principal, with Pay for Performance Plan criteria documented.
	GB

	
	

	
	

	
	

	
	

	
	

	
	

	September

	Example: Review academic goals and expectations from prior June; update as req’d
	Admin/GB

	Example: NWEA Fall Testing Update
	Admin

	
	

	
	

	
	

	
	

	
	

	October

	Example: Financial Audit due to District (10/31)
	Admin

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	November

	
	

	
	

	
	

	
	

	
	

	December

	Example: Complete and report to Board: mid-year reviews for probationary teachers (1-3 years of service), (by Dec 15)
	Admin

	Example: Begin mid-year Principal performance appraisal and review of goals
	GB

	
	

	
	

	
	

	
	

	
	

	January

	Example: Preliminary Budget Discussions (fundraising goals, grants, operations, capital)
	Admin

	Example: 2nd quarter financial statement submitted electronically to Charter School Liaison’s office, per CRS 22-45-102
	Admin

	Example: NWEA Winter Testing Update
	Admin

	
	

	
	

	
	

	
	

	
	

	
	

	February

	
	

	
	

	
	

	
	

	
	

	
	

	March

	Example: Preliminary Budget Approval
	Admin

	Example: SAC Satisfaction Survey distributed to parent community
	SAC

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	April

	Example: Annual Principal Performance Evaluation and review of goal attainment.  Complete contract renewal for returning Administration.
	GB

	
	

	
	

	
	

	
	

	
	

	May

	Example: Governing Board Retreat
	Pres

	Example: Purchase Service Agreement signed to District – May 15
	Admin

	Example: NWEA Spring Testing and TCAP update
	Admin

	
	

	
	

	
	

	
	

	June

	Example: New Board Member Orientation
	Pres

	Example: Set academic goals:  well-defined expectations of our school
	Admin/GB

	NWEA Update
	Admin

	
	

	
	

	
	

	
	

	
	


 

Notes:

In addition to the deliverables above:

(1)
The Administration shall deliver a Monthly Principal’s Report to include but not be limited to:

	Monthly Deliverables
	Example Deliverables

	
	a. Operational Deliverables

i. Attendance/tardy information

ii. Dress code and Conduct Code Enforcement

iii. Administrator off-site meetings and business

iv. Number of written level-2 grievances, if any

b. Academic Deliverables

c. Personnel Deliverables

d. Building Security and Safety

e. Facilities

f. Awards, Recognitions, and Assemblies

g. School and Teacher Websites

h. Parent-Teacher Conferences

i. Summary of off-site meetings and business

j. Review of policies and procedures (What’s working? What’s not?)

k. Volunteer and student recognitions.




(2)
The Administration shall deliver a Monthly Financial Report.

(3)
Officers shall deliver the following Monthly Officer Reports to include but not be limited to:

	Monthly Officer Reports
	Example Reports

	
	a. Reports from BoE and League of Charter School Meetings (Pres)

b. Monthly review of check register and missing check reports (Treas)

c. Newsletters topics for the PRA parent community (GB)

d. Committee liaison updates / status of committee activities, as needed (GB)




(4)
The Administration shall deliver a Quarterly Administration Report  to include but not be limited to:

	Quarterly Administration Report Items
	Example Report Items

	
	a. Assistant Principal's mentoring progress

b. Professional development for teachers

c. Student academic interventions and Responsive to Intervention (RtI) model

d. Student attendance for the quarter




Denver Language School - School Leader Evaluation:  Guiding Principles, Process, Timeline 

General Principles to Guide the Performance Evaluation Process

· Process and evaluation should be easy to administer, and measure and advance Denver Language School’s Vision/Mission and unique culture 

· Intended to capture and acknowledge results and accomplishments, as well as to identify development opportunities

· Strive to be a fair process, data/fact-driven, no big surprises

· Collaboration and shared ownership with School Leader for performance and development

· SL has opportunity for input into evaluation process

· Self-assessment process   

· Seek continuous improvements based on learnings, and researched-based data

Process and Timeline 
Late Summer/Prior to Start of School - Set Performance Goals for School Year.  

Actions:

1. Board Annual Summer Retreat/Strategic Planning Session

2. SL develops goals against strategic plan focus areas and Responsibilities/Job Description

3. Board reviews and approves plan

4. Board Chair communicates any changes and approval of plan

5. Development Planning begins

February - Mid-Year Evaluation

A “check-in” on progress of performance.  May re-assess and re-assign goals at this time. 
Actions: 

1. SL writes Mid-Year Self-Assessment against pre-set goals.   
2. Board reviews, gives performance feedback, approves 

3. Decision for contract renewal

4. Board Chair provides collective Board feedback, delivers Mid-Year performance evaluation

5. Check-in on Development Plan progress 

Late Spring/Early Summer - Year-End Evaluation

A review of full-year performance.  
Actions:

1. SL writes Year-End Self-Assessment

2. Feedback is collected

3. Board reviews, gives performance feedback, approves 

4. Board Chair provides collective feedback, delivers performance evaluation, discussion and review of Development Plan 

Ongoing – Continuous feedback

Opportunity for positive reinforcement on good results and/or course-correct throughout the year

1. Stoplight report-outs on policy compliance, SAC, other Committee report outs, progress monitoring of critical data

2. Board Chair provides any feedback, as needed, throughout the SY

3. Continue Development Plan work throughout the SY

Colorado Open Meetings and Open Records Laws
A charter school is a “local public body” and therefore needs to comply with the Colorado Open Meetings and Open Records Laws (C.R.S. 24-6-401 et. seq.) .  This law is about transparency in operations and governance of public entities. See supplemental resource: Colorado Open Meetings and Open Records Laws Affecting Charter Schools. 

Key items for charter schools to pay attention related to Open Meetings Law: 

· “All meetings of a quorum or three or more board members, whichever is fewer, at which any public business is discussed or at which any formal action may be taken are declared to be public meetings open to the public at all time is considered a meeting”

· Email - Avoid emailing discussions. Email may be used for sharing of logistics and board docs. Avoid the “reply all”

· Notice – The law says that the local public body shall be deemed to have given full and timely notice if the meeting is posted in a designated public place no less than 24 hours prior to the meeting. The designated place must be adopted annually by the school’s board in its first meeting in January. 

· Minutes – Keep minutes for public inspection. Typically the minutes are available after the board approves them – at the following meeting, etc. 

· Executive Session – Must cite statutory reason for going into Executive Session. These sessions must be digitally recorded (no written minutes required) and saved for 90 days following the Executive Session. The board must notify an individual that they are the subject of an Executive Session and that individual can request that it be heard in open session. No formal action can occur in Executive Session. 

· Statutory reasons for Executive Session: 

· The purchase, acquisition, lease, transfer, or sale of any real, personal, or other property interest; except that no executive session shall be held for the purpose of concealing the fact that a member of the local public body has a personal interest in such purchase, acquisition, lease, transfer, or sale; C.R.S. §24-6-402(4)(a)
· Conferences with an attorney for the local public body for the purposes of receiving legal advice on specific legal questions; C.R.S. §24-6-402(4)(b)
· Matters required to be kept confidential by federal or state law or rules and regulations. The local public body shall announce the specific citation of the statutes or rules that are the basis for such confidentiality before holding the executive session; C.R.S. §24-6-402(4)(c)
· Specialized details of security arrangements or investigations; C.R.S. §24-6-402(4)(d)
· Conduct discussions regarding the school’s positions relative to matters that may be subject to negotiations; developing strategy for negotiations; and instructing negotiators; C.R.S. §24-6-402(4)(e)
· Personnel matters except if the employee who is the subject of the session has requested an open meeting, or if the personnel matter involves more than one employee, all of the employees have requested an open meeting (this statute does not apply to charter school board members, any discussion around board members needs to be held in an open meeting); C.R.S. §24-6-402(4)(f)
· Consideration of any documents protected by the mandatory nondisclosure provisions of the "Colorado Open Records Act"; C.R.S. §24-6-402(4)(g)
· Discussion of individual students where public disclosure would adversely affect the person or persons involved. C.R.S. §24-6-402(4)(h)

Key items for charter schools to pay attention related to Open Records Law: 

· The Open Record Act defines the term “record” broadly to include any kind of written, electronic, or recorded communication or document including emails. Charter school board members should assume that any emails among board members will be subject to production to any member of the public who wishes to see them. 

· There are a lot of exemptions – works in progress, files that would violate state or federal law, personnel files, real estate appraisals, etc. 

· A good practice is to have a process in place to take these requests and to respond to them. For example, an open records request form. 

· Standards of Conduct

· Under well-established principles of nonprofit corporation law, a board member must meet certain standards of conduct and attention in carrying out his or her responsibilities to the organization. Several states have statutes adopting some variation of these duties which would be used in court to determine whether a board member acted improperly. These standards are usually described as the duty of care, the duty of loyalty and the duty of obedience. 

· Duty of Care
· The duty of care describes the level of competence that is expected of a board member, and is commonly expressed as the duty of "care that an ordinarily prudent person would exercise in a like position and under similar circumstances." This means that a board member owes the duty to exercise reasonable care when he/ she makes a decision as a steward of the organization, in this case, the school. 

· Examples of Duty of Care:

· ​​​​​​​​​​​​​​​​

	


· Duty of Loyalty

· The duty of loyalty is a standard of faithfulness; a board member must give undivided allegiance when making decisions affecting the organization. This means that a board member can never use information obtained as a member for personal gain, but must act in the best interests of the organization. 

· Examples of Duty of Loyalty:

· ​​​​​​​​​​​​​​​​

	


· Duty of Obedience

· The duty of obedience requires board members to be faithful to the organization’s mission. They are not permitted to act in a way that is inconsistent with the central goals of the organization. A basis for this rule lies in the public's trust that the organization will manage donated funds to fulfill the organization's mission.

· Examples of Duty of Obedience:

· ​​​​​​​​​​​​​​​​
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