
 

 

 
American Academy Board of Directors 
Meeting Minutes 

April 23, 2009 
American Academy  

Directors present were Erin Kane, Jackie Santos, Dave Romero, Chad King, Adil Khan, 
and Denese Gardner. 

 

1) Call to Order 
Erin Kane called the meeting to order at 8:34pm. 

2) Amendments to Agenda 
On motion of Erin Kane, seconded by Chad King, the Board unanimously voted to 

consider entering into an Agreement with Springboard Academy. 

3) Chief Administrative Officer Report 
The Chief Administrative Officer delivered the report attached hereto as Exhibit A. 

4) STEM Director Report 
The STEM Director delivered a report for the Board. 

5) Discussion Items 
• Erin Kane provided the Board with an update on the status of the permanent facility 

• The Board discussed options for a maintenance contract for the permanent facility. 

6) Action Items 
• Upon motion of Adil Khan, seconded by Denese Gardner, the Board unanimously voted, 

on first reading, to approve a revised Parent Communication Policy, in the form attached 
hereto as Exhibit B. 

• Upon motion of Jackie Santos, seconded by Erin Kane, the Board unanimously voted, on 
second reading, to approve a revised set of Employee Policies, in the form attached 
hereto as Exhibit C. 

• Upon motion of Erin Kane, seconded by Chad King, the Board unanimously voted to 
approve a revised statement of Chief Administrative Officer Job Responsibilities, in the 
form attached hereto as Exhibit D. 

• Upon motion of Erin Kane, seconded by Adil Khan, the Board unanimously voted to 
approve a draft budget for the 2009-10 school year, in the form attached hereto as 
Exhibit E. 

• Upon motion of Chad King, seconded by Erin Kane, the Board unanimously voted to 
approve a student fee schedule for the 2009-10 school year, in the form attached hereto 
as Exhibit F. 
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• Upon motion of Dave Romero, seconded by Jackie Santos, the Board unanimously voted 
to approve a school day schedule for the 2009-10 school year, in the form attached 
hereto as Exhibit G. 

• Upon motion of Erin Kane, seconded by Jackie Santos, the Board unanimously voted to 
authorize Roberta Harrell to enter into a maintenance contract with Pioneer Maintenance, 
Inc. for the 2009-10 school, subject to legal review, in an amount not to exceed $80,000. 

• Upon motion of Erin Kane, seconded by Dave Romero, the Board unanimously voted to 
authorize Roberta Harrell to enter into an agreement with Springboard Academy for the 
2009-10 school, subject to legal review. 

7) Review of Agenda for Next Meeting 
Erin Kane led the Board in a review of the agenda for the next meeting of the Board. 

8) Dismissal 
Erin Kane dismissed the meeting at 9:43pm. 

 

 

 

 

Respectfully submitted, 
 
 
Chad King 
Secretary 
June 23, 2009
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CAO Report April 23, 2009 

 
 

I. Public Relations/Communication  

• Valor High School – Approximately 200 of our students were invited and will attend Valor High School on Thursday, April 
23, for a tour of the school, complementary lunch, and presentation of Beauty and the Beast.  They will also be given a 
behind the scenes tour of the production.   

• DCS Accreditation – I participated in the 2-day Accreditation Process at DCS Montessori, along with the other charter 
administrators.  This process is always insightful to review systems and procedures of other charter schools. 

• Charter Administration Meetings – Due to restructuring at the district, charter liaison office is now under Pat McGraw, 
instead of Learning Services.   

 

 
II. Financial Stability  

 
• March Financials – Joanna will forward to the board. 
 
• District Purchase Services – We are still waiting for the district costs for next year.  They are still trying to un-bundle all 

services, including SPED.   
 
 
• Enrollment Status –  Here are the current numbers as of 4/22/09 

K          107 
1            99 
2          101 
3          102 
4          107 
5          103 
6            84 
7            63 
8            38 
Total     804 

 
 
 
 

III. Educational Success  
 

• Ends Statements Monitoring --  (See Below).  The monitoring report timeline for meeting the Ends statement will be 
updated and submitted by the end of the year to Douglas County.  This report replaces the former Annual Report. 

 
• SPED personnel – I am investigating why our SPED services have been cut for next year.  Our 1.0 Learning Specialist 

position has been cut to .4, which doesn’t make sense with our increase enrollment, including 16 identified SPED 
students.   

 
• Student Trips –  

o Fifth grade – Twenty-two students left for Washington D.C. with Ms. Hernandez, Ms, Silvers, a parent nurse, 
and 5 parent volunteers.  This trip is an extension of the fifth grade Civil War, History, and Science curriculums. 

  
o Eighth Grade students – The eighth grade students returned on Saturday from a week at  iDEX (Internal Drive 

camp) Programming Camp in California.   
 
o Sixth Grade – Sixth graders will be headed to Crow Canyon on May 3. 
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.   
• Students at Risk – We have two middle school students who have received a letter of concern regarding passing to the 

next grade level.  One is an eighth grade student and one is a sixth grade student.  We are retaining 2 Kindergarteners 
and a possible third grader. 

 
• Infractions – We still have one student on a performance plan.  He received a 2-point infraction and is now 3 points away 

from an Expulsion hearing.  We do not have any other students that are in danger of Expulsion. 
 

 
IV. Staff Management  

• Staffing for next year – Recent hires: 
 

 Media Specialist:  Lisa Maas 
 LMC Specialist:  Julian Brant 
 Fourth Grade position: We have  a strong candidate that is coming to teach a lesson next week. 

 
 

V. Operational Success  
 

• Springboard After School Program– The results of the survey are in and overall, a positive response from our parents.  
I have their proposal attached to review with the board and make recommendations. 

 
• Maintenance Proposals – Dean Kuhloi and I have reviewed 5 proposals and would like to present to the board and 

make recommendations. 
 

 
VI. Important Upcoming Dates 

 
o May 2 – Gala 
o May 20 – Eighth grade graduation 
o May 21 – Kindergarten Graduation 
o May 22 – Field Day 
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American Academy Timeline for End 1.0 Statement Compliance 
 

This timeline demonstrates American Academy’s goal for compliance with the requirements from the Douglas County School 
Board to meet End 1.0.  American Academy’s focus on STEM education along with our mission to meet the needs of 21st Century 
learners allows a natural fit to align our goals with the district’s End 1.0.  American Academy’s rich Core Knowledge curriculum also 
allows logical connections between our school goals and the goals of End 1.0 
 
Below is a summary of current efforts to date, as well as a timeline for future work during the 2008-09 school year: 
 
 
School Year 2007-2008 

• School Focus on Sub End 1.1 for the school year 
• Authentic Assessment training presented to all teachers during staff development days at the beginning of the school year 
• Converted to the DCSD online SIP format 
• Aligned SIP goals with DCSD End Statement 

 
August 2008 

• In-depth discussion with the American Academy SAC for inclusion of the End Statement 1.0, including all sub-ends, in our SIP 
• Implemented Aims Web testing for ongoing progress monitoring; gathering baseline data for reading progress for K-2 grade 

students  
• Continue using MAP testing to gather data to monitor student progress 

 
September/October 2008 

• American Academy Administrators selected sub-ends for initial focus: 1.1, 1.7, 1.8, and 1.9 
• AA submitted SIP using the DCSD SIP Template 
• SIP Goals linked to End 1.0-1.10 
• AA Board discussion regarding monitor report compliance with DCSD 
• SAC discussion regarding monitor report compliance with DCSD 
• Current programs implemented by AA to meet End 1.0 submitted to DCSD 

 
November/December 2008 

• Begin discussions with lead teacher regarding goals for meeting End 1.0 
 
January/February 2009  

• In-depth discussion with the American Academy staff around End 1.0 and its associated sub-ends 
• Administer End pretest to staff  
• Staff will identify specific student outcomes related to each sub-end 
• Complete second round MAP testing; compare fall-winter data and adjust instruction strategies as indicated 
• Provide opportunities for AA staff to observe peers demonstrating critical thinking/authentic assessment activities in the 

classroom 
 
March/April 2009 

• Continue education and discussion with staff around critical thinking  
• Gather parent perception data related to efforts toward the End 1.0  via annual Parent Survey 
• Monitor SIP progress throughout the school 
• Continue using AIMS web to monitor student progress 

 
April/May 2009 

• Evaluate plan for meeting all End 1.0 sub-ends with BOD; consider need to request any waivers for specific End 1.0 sub-ends 
from the DCSD 

• Complete final MAP testing for the year; compare student progress data and document growth 
• Gather select data supporting SIP goals; evaluate results 
• Administer End Post-Test to staff; document changes in results 
• Gather student perception data related to the End 1.0 via end-of-year survey  

 
June 2009 

• Summarize 2008-09 efforts and results related to End 1.0; submit to DCSD Board of Education 
• Evaluate progress towards End 1.0 
• Set new progress goals for school year 2009-10 
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• Reflect AA progress in End-of-Year Report to Board of Education 
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Parent Communication Policy 
  
 
This policy was approved by the American Academy Board of Directors on April 23, 2009 
 
 
Purpose 
The purpose of this policy is to define the communication process at American Academy. This policy defines how parents 
of American Academy can communicate a suggestion or a concern to the school and ultimately participate in the solution. 
The process is designed so that the school will respond to parent input in a timely and efficient manner. 
 
 
American Academy Parent Advisory Board (PAB) 
The purpose of the Parent Advisory Board (PAB) is to uphold the mission and vision of the school, as it relates to the 
parent population. The PAB will respond to parent feedback and concerns pertaining to school policy, operations, or 
programs and make recommendations to the Chief Administrative Officer (CAO) and the Board of Directors (BOD) on 
behalf of the parent population.  The PAB is not an outlet for personal conflict resolution or complaints about a student, 
staff member, parent or any individual member of the American Academy community. 
 
PAB responsibilities include: 

(1) Collect parent feedback on policies 
(2) Answer parent questions on policies and communication 
(3) Providing policy feedback per the BOD’s policy calendar 
(4) Attending monthly BOD meetings 
(5) Conduct the annual Parent Survey  

 
Through the PAB, the CAO and the BOD will be able to remain informed of parent suggestions, ideas, 
and concerns. 
 
 
American Academy Communication Process 
American Academy is a cooperative enterprise: families, teachers, administrators, directors and staff share the 
responsibilities and rewards of operating the school. Parents play essential roles as advocates for their children and 
partners in enriching our school community with their ideas, interests, talents, resources and concerns. Parent input 
is valued and encouraged. 
 
This policy defines different communication processes to be used, depending on the nature of the communication from 
the parent community. 
 
 
I. General Questions 

 
1) Contact the school (info@americanacademyk8.org).  
 
2) You will receive a response within one business day. 

 
 

II. Specific Questions or Concerns Pertaining to your Student 
 

1) Contact your child’s teacher. 
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2) If necessary, contact the CAO. 
 
III. Questions or Concerns Pertaining to Classroom Practices or Academic Program 

 
1) Contact the appropriate teacher for that classroom or academic area.  If unsure who to contact, contact your child’s 

homeroom teacher. 
 
2) If the issue is not resolved, contact the CAO.  
 
3) If the issue is still not resolved, contact the Board of Directors (board@americanacademyk8.org). 
 
 
 
IV. Policy Questions 

 
1) Submit your question to the PAB (pab@americanacademyk8.org). 
 
2) You will be contacted within 48 hours by a PAB member with the answer to your question or a referral on where to 

find the answer. 
 

3) The PAB will file your question with the applicable policy so that they can recommend policy clarifications as needed 
when that policy is up for review.  

 
 
V. Existing Policy Suggested Changes, Additions or Complaints 
 
1) Submit your input to the PAB (pab@americanacademyk8.org).  
 
2) You will be contacted within 48 hours by a PAB member for issue clarification and to give you an idea of the next 

steps including the next scheduled review of the policy by the BOD.  
 
3) If needed, the PAB will facilitate a discussion of the issue with the CAO. 
 
4) On recommendation of the CAO and/or the parent, the issue will be added to the next PAB meeting agenda,  

where the issue will be discussed with the parent population as needed. Parent input will be collected for the next 
scheduled review of the policy by the BOD. 

 
5) The PAB may decide to draft a policy change proposal for the CAO and the BOD. If the resolution or policy change 

will impact the school’s operating budget, the recommendation must detail specific proposed changes to the school’s 
operating budget to accommodate the recommendation. Any financial impact in excess of $1,000 requires approval 
by the BOD, should the proposal be funded by the school.  

 
6) The PAB will then present the recommendation at the BOD meeting when the policy is scheduled for review or the 

next meeting if the proposal is urgent. The PAB will present the proposal, complete with a summary of the positions 
for and against the recommendation, as determined by the parent population and the PAB, and financial impact,  
if any.  

 
7) Prior to consideration, the BOD may request more information, refer the recommendation to the CAO, or refer to 

another advisory committee for further development and analysis. If so, the committee will investigate the feasibility 
and advisability of the recommendation and provide a report to the BOD in a timely manner. 

 
8) The BOD will then vote on the recommendation. 
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VI. Proposals for Improvements or New Programs 
 
1) Submit your input to the PAB (pab@americanacademyk8.org).  
 
2) You will be contacted within 48 hours by a PAB member for clarification and to give you an idea of the next steps.  
 
3) If needed, the PAB will facilitate a discussion of the issue with the CAO. 
 
4) On recommendation of the CAO and/or the parent, the issue will be added to the next PAB meeting agenda, where 

the idea will be discussed with the parent population as needed. The PAB may form a committee to study the idea 
and form a proposal. You may be asked to participate in the study. 

 
5) The PAB may decide to present a proposal to CAO and/or the BOD, depending on who has approval authority. If the 

proposal will impact the school’s operating budget, the recommendation must detail specific proposed changes to 
the school’s operating budget to accommodate the recommendation. Any financial impact in excess of $1,000 
requires approval by the BOD, should the proposal be funded by the school. The PAB may ask the PTO to fund  
the proposal. 

 
6) The PAB will then present the proposal at a BOD meeting. The BOD may vote on the proposal. 
 
7) If the BOD adopts the improvement and/or program, the proposal may be turned over to the Parent Teacher 

Organization for implementation. 
 
 
VII. Conflict Resolution Process 
If any student, parent, staff member, or community member is involved in a conflict with another member of the American 
Academy community, he or she must follow the appropriate communication process: 
  
1) Discuss the conflict with the other party. 
 
2) Bring the issue to the appropriate teacher or staff member if applicable. 
 
3) If the issue cannot be resolved at the staff level, discuss the issue with the CAO. 
 
4) If the issue cannot be resolved at the school level, bring the issue to the BOD (board@americanacademyk8.org).  
 
 
VIII. Exit Procedures 
Should an American Academy family choose to leave the school for any reason, the following process must be followed in 
order for the school to strive for continual improvement and to learn from that family’s experience: 
  
1) Upon notification of disenrollment, the front office will schedule an exit interview with the parent(s), the CAO and at 

least on member of the Board of Directors.  The parent will be given and Exit Interview form to complete. 
 
2) The CAO and Board of Directors member will complete, sign, and file an Exit Interview form. 
 
 
IX. General Communication Policies 
American Academy strives to keep the lines of communication open in several ways, including board of director meetings, 
advisory board meetings, school committee meetings, electronic mail, newsletters, weekly folders and the website.  
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One of the goals of American Academy is to use technology to the maximum extent possible to enhance the educational 
opportunities and experience for its students, while reducing operational costs to the school. Electronic mail is one 
application of technology that provides enhanced convenience and timeliness in communication. Accordingly, members of 
the American Academy community are encouraged to use electronic mail whenever appropriate to communicate with one 
another.  It is the responsibility of the parent to provide accurate and updated electronic mail addresses to the school’s 
Administrative Assistant. 
 
Appropriate etiquette should be observed, however, when sending electronic mail.  Parent email addresses should be 
used only for official school communication.  All members of the American Academy community should be mindful that 
electronic mail is a poor medium for resolving conflict—an electronic message cannot convey non-verbal communications, 
and the intended “tone” of electronic messages can be misinterpreted by the recipient. 
 
Teachers and administration will use email to maintain frequent contact with students and parents. The school will also 
distribute a regular newsletter by electronic mail to update the American Academy community on school events, 
opportunities, policies, and news. The school’s web site, www.americanacademyk8.org, is frequently updated and will 
be the primary place to update the American Academy community on current events and issues involving the school. 
 
 
* * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * *  
POLICY HISTORY 
Original: approved by the BOD on October 3, 2005 
Revision 1: approved by the BOD on March 6, 2006  
Revision 2: approved by the BOD on November 15, 2007 
Revision 3: approved by the BOD on April 23, 2009 
 
SUMMARY OF REVISION 1 

1) Addition of Questions or Concerns Pertaining to Classroom Practices or Academic Program 
2) Addition of Exit Procedures 
3) Clarification that the PAB is not an outlet for personal conflicts 
 
SUMMARY OF REVISION 2:  Clarification on weekly folders 
 
SUMMARY OF REVISION 3:  Clarification of the role of the PAB 
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Employee Evaluations Policy 
  
This policy was approved by the American Academy Board of Directors on April 4, 2009. 
 
 
Purpose 
The purpose of this document is to clearly define the process for employee evaluation.  This document also specifies the 
procedure for determining performance-based merit pay at the end of the year. 
 
 
Employee Expectations 
The Administration shall develop a Job Responsibilities document, using the attached template (Attachment A), for every 
position in the school, to be approved by the Board of Directors (BOD).  The Job Responsibilities document defines a 
minimum of three high-level areas of responsibility, each containing specific related objectives including tasks and duties 
(with identified dates of completion and/or regular reporting).  Each high-level area is assigned a percentage weighting 
correlating to emphasis of priority in responsibility.  This weighting will be used at the end of each school year in 
evaluating the employee’s overall performance and merit pay, if applicable 
 
The Administration will review the Job Responsibilities documents annually and, as needed, will recommend changes to 
the BOD.  Employees shall sign the document for their position annually, to acknowledge that they have read and 
understand the school’s expectations of their position and the criteria with which their overall performance and merit pay 
will be evaluated. 
 
 
Employee Evaluation Frequency 
.  All teachers will be evaluated informally by the end of the first trimester.  Additional informal evaluations will occur 
throughout the second trimester as needed.  All teachers will receive their formal evaluation by the end of the third 
trimester for merit pay determination.  All other staff members will be evaluated informally at least once during the year 
and formally at the end of the school year for merit pay determination. 
 
 
Employee Evaluation Process 
In preparation for a performance evaluation, the Administration will complete an Employee Evaluation Form (see 
Attachment B for the template) for the employee’s position, assigning a score of 0  to 4for each area of responsibility and 
adding specific comments to each area.  The Employee Evaluation Form shall directly correlate to the areas of 
responsibility defined in the Job Responsibilities document.  In addition, in preparation for the employee’s evaluation, the 
Administration  will request that an Employee Evaluation Form be completed by the employee (a self-evaluation), the 
employee’s immediate supervisor or lead, and others as needed, at least 3 business days prior to the scheduled 
evaluation.  The Administration will compile results from all Evaluation Forms into one document, determining the 
comparative ratings, weighted points and specific comments.  The overall performance rating is determined by totaling the 
points for each area of responsibility. Points for each area are determined by multiplying the area’s rating with the weight 
(percentage).   
Administration  will schedule a time during normal business hours with the employee for the evaluation.  During this 
meeting, the Administration  will go over the evaluation and answer any questions the employee has.  Both parties will 
sign the evaluation document to acknowledge the comparative results and verify that the evaluation took place.  
Evaluations will be included in the employee’s personnel file and may be reviewed by the Board of Directors as needed or 
requested. 
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Results of the final evaluation will be used to determine the merit pay at the end of the school year.  Final evaluations will 
also include the amount of the recommended performance-based bonus and subsequent annual salary changes (if 
applicable).  Final evaluations including bonus payouts and salary adjustment recommendations must be approved by the 
Board of Directors prior to being presented to the employee.  Bonus payments and salary adjustments are at the 
discretion of the BOD with consideration to budget and concurrence in performance. 
 
 
* * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * *  
POLICY HISTORY 
Original: approved by the BOD on November 7, 2005 
Revision 1: approved by the BOD on August 1, 2006 
Revision 2: approved by the BOD on April 4, 2009  
 
SUMMARY OF REVISION 1 
Changed frequency from semesters to quarterly 
 
SUMMARY OF REVISION 2 
Changed frequency to twice a year 
Included teaching and support staff 



ATTACHMENT A 

  
 

[Position Title] Job Responsibilities 
  
 
Note: Expectations for the 2005/2006 school year approved by the Board of Directors on xxxx, 2005; to be 
reviewed by the CAO annually.  
 
Purpose: 
The purpose of this document is to clearly lay out the Chief Administrative Officer (CAO)’s expectations for a/the [Position 
Title], in order for American Academy to successfully achieve its mission. Also included is a Report Form which is to be 
completed twice monthly or as needed to measure progress. These expectations will be used in [Position Title] 
performance evaluations including performance merit pay criteria. 
 
High-Level Responsibilities of the [Position Title]: 
The [Position Title] is responsible for the successful execution of the school mission and for making progress towards 
[high-level goals for position].  
 
A minimum of three areas of responsibly must be specified: 
1) [Area of Responsibility] (XX%) 
2) [Area of Responsibility] (XX%) 
3) [Area of Responsibility] (XX%) 
 
Break each area into objectives and specific tasks as follows: 
I. [Area of Responsibility] 
General description of area here. 
 
A. [First Objective]: 

 Bullets with specific tasks and duties 
  

 
B. [Second Objective]: 

 Bullets with specific tasks and duties 
  

ETC… 
 
I have discussed this document with [employee name] and addressed his/her questions. 
 
_______________________________________  

Roberta Harrell, Chief Administrative Officer 
 
_______________________________________  

Date 
 
I have read this document and understand the responsibilities of my position at American Academy. 
 
_______________________________________  

[Name], [Position Title] 
 
_______________________________________  

Date 
 



ATTACHMENT B 

  
 

EMPLOYEE EVALUATION FORM 
[PERIOD OF EVALUATION] 

[2005-2006] ACADEMIC YEAR 
  
 
EVALUEE:  [Name, Position Title] 
EVALUATOR:  Roberta Harrell, Chief Administrative Officer 
DATE OF EVALUATION:   [Date evaluation is scheduled for] 
 
EVALUATION SUMMARY:  Objectives were previously identified and agreed upon per [Position Title] Job 
Responsibilities document in the following areas; please make specific comments/observations on each and assign a 
rating from 1 to 10 (10 being the best). 
 
 

Category Weight 
[Employee]

Self-Eval 
CAO 

Rating 

CAO Weighted 
Points 

(Weight x Rating) 

Self-Eval 
 Weighted Points 

(Weight x Self 
Rating) 

(1) Responsibility Area X%     

(2) Responsibility Area X%     

(3) Responsibility Area X%     

Total Points (of 10 possible):   
 

EVALUATION COMMENTS: 
Overall Comments: 
General job performance comments go here. 
 
Make specific comments for each area of responsibility listed in the Job Responsibilities document as follows: 
I. [Area of Responsibility] 

Purpose of Area, per Job Responsibilities document: List here. 
 
Objectives, per Job Responsibilities document: 

 
A. [First Objective]: 

 Specific comments pertaining to job performance towards objective 
 
B. [Second Objective]: 

 Specific comments pertaining to job performance towards objective 
 
ETC… 

 
This performance evaluation reflects my feedback for the [period of evaluation] of the [2005/2006] academic year. 
 
_______________________________________   __________________________________ 

[Name], [Position Title]____________________  Date 
…………………………………………………………………………………………………………………………………….. 
(To be signed at conclusion of evaluation review with the employee) 
Together, we have reviewed this performance evaluation and addressed all questions and comments. 
 
_______________________________________  __________________________________________ 

[Evaluee’s Name], [Position Title] ___________  Date 
 
_______________________________________  __________________________________________ 

[Evaluator’s Name], [Position Title] _________  Date 
 



 

 

  
 

Employee Dress Code Policy 
  
 
This policy was approved by the American Academy Board of Directors on April 4, 2009 
 
 
Purpose 
Your appearance is not only a reflection of you as an individual, but of American Academy as well. The Board and 
administration expect you to take pride in your appearance and strive to achieve a positive educational and professional, 
business-like image when representing the school. Employees should use good judgment in complying with the Dress 
Code Standards in determining dress and appearance while at work. 
 
 
Standards 
The following standards are required by all employees: 
 
 Maintain a business/professional-like appearance and dress in a manner consistent with work responsibilities. 

 
 Items of clothing not permitted include: (The omission of a specific item or appearance standard does not 

automatically permit its wear.)  
 
– Jeans or denim pants 

 
– T-shirts 

 
– Tank tops 

 
– Muscle shirts 

 
– Shirts that expose the midriff 

 
– Skirts or dresses that are higher than 4 inches from the knee 

 
– "Spaghetti" strap dresses/tops 

 
– Flip-flops 

 
 Employees whose work routinely requires that they perform physical activity may wear appropriate casual attire  

that is in good repair, including jeans and closed-toe casual shoes such as athletic shoes. (For example, the PE 
teacher could wear athletic shoes and a warm-up suit.) Employees should always consider safety in choosing their 
work attire. 



- 2 - 

American Academy Employee Dress Code Policy, Approved April 4, 2009 

 On Dress-of-Choice Days, staff members may wear jeans or shorts (not higher than 4” above the knee), as long as 
they are in good condition and appearance. 

 Nice shorts (i.e. finished hem, in good repair) are allowed, no more than 4 inches above the knee.  
 
 
Violations 
Violations of the Standards by employees will be dealt with appropriate action by the Administration, which may include: 
 
 Returning home to change into appropriate attire that adheres to the Standards of this policy 

 
 Documentation of violations in the employee’s personnel file, to be considered during year-end performance-based 

evaluations and consideration of performance-based compensation 
 

 Repeated violations may result in unpaid suspension, or termination of employment 
 
 
* * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * *  
POLICY HISTORY 
Original: approved by the BOD on October 24, 2005  
Revision 1: approved by the BOD on April 4, 2009 
 
SUMMARY OF REVISION 1 
Policy cleaned up and compacted 



 

 

  
 

Employee Leave and Compensation Policy 
  
 
This policy was approved by the American Academy Board of Directors on April 4, 2009 
 
 
Purpose 
This policy describes the various types of leave available to employees of American Academy. 
 
 
Provisions for Duties Performed During Absence 
It is the responsibility of the employee to ensure that a designated substitute or other authorized person is secured and 
can perform the duties of the employee during the employee’s absence, in accordance with school policies. This includes 
providing to the substitute or other authorized person the tools, documentation and any training necessary prior to the 
employee’s absence.  The American Academy full time substitute will be used whenever possible. 
 
 
Personal Leave 
Full-time salaried employees, who are employed at the start of an academic year are provided with 8 days of paid 
Personal Leave for use in that academic year. Full-time salaried employees who start employment during an academic 
year are provided with paid Personal Leave on a prorated basis, based on the estimated percentage of the academic year 
remaining, as determined by American Academy in its discretion.  
 
For classroom teaching staff, unused days of Personal Leave will be credited back to the employee at half of the 
American Academy average substitute rate as calculated at the end of the school year.   
 
 
Professional Leave 
Professional Leave may be granted by the Chief Administrative Officer (CAO) if the program or information to be learned 
is deemed by the CAO to be beneficial to American Academy. Professional Leave must be approved by the CAO in 
advance. Teachers will receive regular salaried compensation for these approved Professional Leave absences. These 
days will not be charged to the teacher’s days of Personal Leave. 
 
Reimbursable expenses incurred during Professional Leave must be pre-authorized by the CAO. 
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Family and Medical Leave 
Each employee of American Academy who is employed at the start of an academic year, whether paid on a salaried or 
hourly basis, whether exempt or non-exempt, and whether full-time or part-time, may take up to a total of 12 weeks of 
unpaid Family and Medical Leave during that academic year. Employees who start employment during an academic year 
are provided with unpaid Family and Medical Leave on a prorated basis, based on the estimated percentage of the 
academic year remaining, as determined by American Academy in its discretion. 
 
Family and Medical Leave may be used for one or more of the following reasons: (1) the birth and care of an employee’s 
child; (2) placement with an employee or the employee’s spouse of a child for adoption or foster care; (3) to care for the 
employee’s spouse, child, or parent, if they have a serious health condition; or (4) when the employee is unable to 
perform the functions of his/her position because of a serious health condition. “Serious health condition” means an 
illness, injury, impairment or physical or mental condition that involves inpatient care in a hospital, hospice or residential 
medical care facility, or that involves continuing treatment by a health care provider. 
 
Family and Medical Leave may be taken intermittently or on a reduced leave schedule only for an employee’s serious 
health condition or when the employee’s leave is for the caring for the employee’s spouse, child or parent with a serious 
health condition, and only when the intermittent or reduced leave schedule is medically necessary. Intermittent means 
sporadic. For example, you may need to take a Family and Medical Leave four days per month during a six-month period 
for a prescribed medical treatment. A reduced leave schedule is a part-time schedule. For example, you may need to 
work four hours a day for a certain period of time so that you can obtain physical therapy. 
 
Please contact the CAO as soon as possible if you need a Family or Medical Leave. Additional information will be 
provided when a leave is requested. Unless your need for leave is not foreseeable, you must provide 30 days’ advance 
notice of your request for leave and must obtain advance written approval from the CAO. You may be required to provide 
documentation to, and have periodic communications with, American Academy substantiating your basis for taking a 
Family and Medical Leave of Absence. 
 
If you are requesting Family and Medical Leave because of your own serious health condition or that of your spouse, 
minor child or parent, you may be required to provide a written certification of a health care provider that a serious health 
condition exists. Second or third opinions from other health care providers at American Academy’s expense may be 
required. Recertification may also be required from time-to-time. If you are on Family and Medical Leave due to your own 
serious health condition, you may also be required to provide American Academy with written certification from your 
health care provider that you are able to return to work. If your leave is due to your own serious health condition, you must 
notify the CAO in writing, every 30 days during your leave, of your current health status and the date you intend to return 
to work. 
 
During your Family and Medical Leave, American Academy will continue to pay the employer’s share of premiums for 
your group medical and dental insurance plans. If you would like to continue your group medical and dental insurance 
plans during your leave, you must pay the employee’s share of the premiums during the leave. In some instances, you will 
be expected to pre-pay such premiums for the anticipated duration of your leave. If the premiums are not pre-paid, you 
will be billed for such premiums. All amounts which are normally deducted from your paycheck for such benefits will be 
billed to you during any Family and Medical Leave. The coverage will remain in effect for the duration of your Family and 
Medical Leave or until such time as you are 30 days’ delinquent in payment of your share of the premium cost. 
 
Family and Medical Leave is unpaid. Family and Medical Leave time is not accumulated from one academic year to 
 the next. Employees will not be paid for the unused Family and Medical Leave time upon the termination of employment 
or at the end of an academic year. Family and Medical Leave time will not be considered as hours worked for the 
calculation of overtime. 
 
If an eligible employee takes paid Personal Leave for one of the four reasons for which Family and Medical Leave may  
be taken, such Personal Leave is charged against the employee’s Family and Medical Leave allotment. In other words,  
if a full-time salaried employee who commenced work at American Academy at the start of the academic year used all  
paid Personal Leave for the care of a spouse’s serious health condition, for example, the employee would have ten weeks 
of unpaid Family and Medical Leave remaining. 
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An employee on a Family and Medical Leave is subject to layoff, just like an employee who is actively working. Unless 
your job has been eliminated or changed while you are on leave, upon your return from Family and Medical Leave, you 
will be restored to your original or equivalent job position with equivalent pay, benefits, and other employment terms.  
If you take intermittent leave or leave on a reduced leave schedule, you may be required to transfer to an available 
alternative position for which you are qualified and which better accommodates recurring periods of leave than does your 
regular position. You will not accrue additional wage or benefit entitlements during your Family and Medical Leave, but will 
not lose any benefit that accrued prior to the start of your leave. 
 
Any employee who falsifies the reason for taking a Family and Medical Leave may be disciplined, including the possible 
termination of employment. 
 
 
Jury Duty 
A Jury Duty Leave of Absence may be given for employees who are called to serve on jury duty. The employee will be 
paid the difference between his/her regular pay and all moneys paid to the employee by the court. 
 
 
Military Leave 
A Military Leave of Absence is for required military service. American Academy complies with applicable state and federal 
law concerning leaves for military service. 
 
 
Worker's Compensation 
All employees are automatically covered by Worker's Compensation Insurance at the time they are hired. American 
Academy pays 100% of the premiums for this important coverage. The following benefits are provided to employees who 
sustain a work-related injury or illness: 
 
 partial wage replacement for periods of disability; 

 
 medical care including medicine, hospital, doctor, X-rays, crutches, etc.; and 

 
 rehabilitation services, if necessary 

 
It is important that the employee report any work-related injury or illness to the CAO, as soon as it happens, regardless of 
how minor it may be. It is also important to get proper first aid and/or medical attention as needed with a DCSD-
designated physician. Medical bills from a personal physician may not be paid. 
 
 
* * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * *  
POLICY HISTORY 
Original: approved by the BOD on November 7, 2005 
Revision 1: approved by the BOD on August 1, 2006  
Revision 2: approved by the BOD on April 4, 2009 
 
 
SUMMARY OF REVISION 1 
Addition of compensation for unused personal days 

 
SUMMARY OF REVISION 2 
Changed personal days to 8 days 
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Chief Administrative Officer Job Responsibilities 
  
 
Note: Expectations for the 2009-2010 school year approved by the Board of Directors on April 23, 2009 to be 
reviewed by the Board of Directors annually.  
 
 
Purpose: 
The purpose of this document is to clearly lay out the American Academy Board of Directors (BOD) expectations for  
the American Academy Chief Administrative Officer (CAO), in order for American Academy to successfully achieve its 
mission. Also included is a CAO Report Form which is to be completed monthly for each BOD meeting or as needed to 
measure progress. These expectations will be used in CAO performance evaluations including performance bonus 
criteria. 
 
High-Level Responsibilities of the American Academy Chief Administrative Officer (CAO): 
The CAO is responsible for the successful execution of the school mission and for making progress towards the 
Outcomes adopted by the BOD (see American Academy Outcomes). The CAO reports to the BOD, but has several  
major constituencies including parents, students, staff, and the taxpayers. In order for American Academy to be 
successful, five things must be achieved: 
 
1) Public Relations (25%) 
2) Financial stability (25%) 
3) Educational success (25%) 
4) Staff Management (12.5%) 
5) Operational success (12.5%) 
 
Chief Administrative Officer (CAO) Performance Review Process: 
This document defines the specific responsibilities in each area as well as expectations on completion dates and  
regular reporting.  The CAO performance evaluation and bonus for the 2009-2010 academic school year will be based on 
the percentages above.  Informal performance evaluations will occur semi-annually and the final evaluation will take place 
prior to June 30, 2010. 
 
For each performance evaluation, formal and informal, a performance rating (from 0 to 4) and specific comments for that 
semester will be given to the CAO in an evaluation meeting and in writing.  The final evaluation ratings will be cumulative 
and used to determine the bonus payout for the year. 
 
I. Public Relations  
To meet the goals of American Academy, it is imperative that positive public relations be maintained both inside the 
organization and out.  In order to accomplish this goal, the CAO must have: 
 
A. Parent and Student Satisfaction 

 Provide timely communication to parents, with calls/emails returned within 2 business days 
 Conduct regular parent meetings (teas, middle school town hall meetings, new Kindergarten parent meetings) 
 Deliver CAO weekly newsletter on time 
 Update website with school news on a weekly basis  

 
B. DCSD, CLCS, CDE, Core Knowledge Foundation, Liaison 

 Attend all monthly DCSD administrator meetings including Charter school leadership meetings 
 Ensure timely reporting of all required documents to DCSD 
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 Maintain positive relationships with the DCSD administration including the charter school liaisons 
 Establish a strong association with the CLCS and CDE by attending conferences, updating with AA information, 

ensuring all reports are submitted in a timely manner 
 Provide opportunities and encourage participation in Core Knowledge conferences by staff members  

 
C. Community/Media Relations 

  Send regular press releases to local media/district /Core Knowledge website/ CLCS and other related vehicles for each 
STEM week and other newsworthy events happening at the school 

  Invite media contacts out to the school for tours and exposure to the math, science, and technology that is taking place 
at the school  

 
D. Parent/student outreach: 

 Conduct Parent Information Meetings once monthly during November, December, and January in preparation for open 
enrollment (Enrollment Policy) 

 Oversee a stable enrollment system including monitoring of current waitlist 
 
II. Financial Stability 
In order to remain financially viable and develop good credit for the future the school must: 
 
A. Have a budget where we end in the black and actively measure progress 

 Meet weekly with Business Consultant to monitor budget spending 
  
 Ensure that financial reports are presented to the BOD every month from the Business Consultant including monthly 

statement measuring actuals against the budget and a forecast including the next month and a full year trend 
 Provide monthly bank statement reconciliation to the BOD  
 Develop a detailed yearly budget with the Business Consultant to present to the Board 

 
B. Have well-defined spending controls that are adhered to: 

 Develop a check and balance system for ordering all supplies and materials 
 Adhere to the two signature check writing system for checks exceeding $1000.00 

 
C. Collect monies in a timely and organized manner 

 Monitor Kindergarten tuition system to ensure that all accounts are current 
 Track student fees and ensure all are up to date 

 
D. Develop good credit 

 100% of invoices and bills paid on time  
 
III. Educational Success 
In order to achieve academic success the school must: 
 
A. Report assessment data on a timely basis 

  Present MAPS testing results and the end of each testing period (3 times per year) 
 Assessment progress and results reported monthly 
 CSAP report presented to the Board at the October BOD meeting 

 
B. Evaluate curriculum 

 Analyze success of all curriculums on a regular basis by reviewing test scores, discussions with staff, and meetings 
with the Academic, Curriculum, and STEM Directors 

 Stay current with innovations and updates in all curriculum areas 
 Monitor annual STEM weeks plan from the STEM Director 
 Ensure quality instruction and content material at all grade levels  

 
C. Uphold and enforce the Discipline Policy and Uniform Policy 
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 Oversee the delivery and record keeping of all infractions by regular communication with the Academic Director 
 Create a consistent adherence to these policies by all staff members 

 
D. Integrate technology into the curriculum per the Technology Scope and Sequence 

 Monitor the implementation of the Technology Scope and Sequence per the STEM Director 
   Be proactive in seeking grants for technology purposes 
   Provide training for all staff for implementation of all software and hardware purchases 

 
E. Meet all Educational Standards set forth in the American Academy Outcomes document 
 
IV. Staff Management  
It is essential that the school’s teachers, directors, and administrative staff fully understand their job responsibilities, are 
held accountable for outcomes, and are treated with respect at all times. In order to accomplish this, the school must: 
 
A. Communicate clear expectations 

 Develop an organizational structure with roles and responsibilities clearly defined 
 Maintain job responsibility sign off by staff members as part of all employment contracts 
 Conduct semi-annual staff reviews and evaluations  
 Clearly define the bonus criteria 

 
B. Provide support to the staff 

 Respond to staff concerns in 2 business days  
 Review staffing plan on a regular basis to ensure manageable workloads for all staff members 
 Conduct regular staff meetings (every other week)   
 Conduct regular staff development (at least once per month) 

  Meet with vertical team leaders on a monthly basis.  
 
V. Operational Success  
In order to achieve operational success the school must: 
 
A. Oversee management of front office 

 Monitor Infinite Campus implementation by the office and teaching staff  
 Maintain a well-defined technology and data infrastructure with full documentation 
 Meet weekly with office/administration/technology staff   
 Monitor facility maintenance and upkeep 

 
B. Administer policies and procedures 

 Clear communication of policies to staff 
 Adherence to and enforcement of all school policies 
 List of procedures in all operational areas 

 
C. Use technology to streamline processes  

 Ultimate goal: all processes on-line 
 Website requirements defined 
 Online security and procedures designed and implemented 
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Exhibit F 
Student Fee Schedule (attached) 



American Academy Student Fees, 2009-2010 

  

Grades K-3 = $120.00 per student: 

Workbooks (consumable) = $5.00 

Technology = $20.00 

STEM = $85.00 

Textbook Fees = $6.00 

Student Planner = $4.00 

  

Grades 4-5 = $125.00 per student: 

Workbooks (consumable) = $5.00 

Technology = $20.00 

STEM = $90.00 

Textbook Fees = $6.00 

Student Planner = $4.00 

  

Grades 6-8 = $175.00 per student: 

Art = $10.00 

Music = $20.00 

Technology = $10.00 

STEM = $120.00 

Textbook Fees = $11.00 

Student Planner = $4.00 
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Exhibit G 
School Day Schedule (attached) 


