






 

 

 

  

 

Athletic Policy 
  

 

This policy was approved by the American Academy Board of Directors on January 21, 2010 

 

 

Athletic Registration 
In order to sign up for a sport at American Academy, students and parents need to complete the forms and pay fees as 

outlined in this policy. 

 

Required Forms 

All athletes, prior to participating in camps and practices must complete the registration process at their school. This 

process includes filling out athletic forms, turning in a signed physical form, and paying the athletic registration fee.  

1. Registration Form – student information and parent/guardian signatures must be provided.   

2. Athletic Conduct Contract – all information must be completed and signed by parent/guardian and student. 

3. Physical Form by Physician – form must be completed and signed by physician and preferably have the 

clinic/office letterhead.  Students will not be allowed to participate without this form and physicals expire exactly one 

year from the date on the form. 

4. Emergency Card – emergency contact information and medical information must be provided. 

 

Fees 

1. There is a fee to participate in a sport. 

2. Students may not participate in practices or games until the fee is paid or other provisions are made. 

3. Refunds for the entire fee amount will be granted up to 14 calendar days of the first practice. 

4. If an athlete leaves the school, the fee will be refunded on a prorated basis. 

 

 

Athletic Code of Conduct  
The student participating in the athletic programs at American Academy:   

1. Must be in attendance at school the day of a game or practice, except in the case of a doctor’s appointment or any 

other excused reason, other than illness; and in case of illness, must be at school at least one half day  (minimum 3 

1/2 hours); 

2. Must arrive at practice on time and remain at practice until it is over, unless excused by the coach in the case of a 

special circumstance. Lack of regular attendance will jeopardize opportunities to participate; 

3. Must not be late for three practices and/or games combined or they will be removed from the team with no refund of 

fees (coaches will determine what amount of time is considered late);   

4. Will be prevented from participating in a sport for the rest of the season, if he/she violates the Alcohol/Drug Use 

Policy, or any other policy in the School Code of Conduct which would result in a recommendation for expulsion.   
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5. Will be prevented from participating in a sport for the rest of the season for intentional equipment abuse and will  be 

responsible to pay for damaged or unreturned equipment before being allowed to participate in any further athletic 

program;  

6. The preceding code is a minimum Code of Conduct. Any coach may use a more strict set of rules. 

 

 

Athletic Eligibility 
In addition to the rules of scholastic eligibility, each athlete is expected to conduct themselves according to all rules and 

regulations of the school throughout the school year. No student will be allowed to compete on the day of truancy or while 

suspended from school. If an event is scheduled for a non-school day, the athlete must be in accordance with these rules 

on the preceding day.   

All athletes must abide by the Athletic Code of Conduct, and the School Code of Conduct. All rules and regulations are 

considered to be in effect throughout the school year. Most important are the rules on behavior and citizenship, which all 

students are expected to follow. Any athlete, who in the judgment of the coach or principal are found to be conducting 

himself/herself in a manner which is not representative of the best interest of American Academy will be suspended or 

dropped from the current program. 

 

Eligibility 

1. One class current grade at a “D” or below will make an athlete ineligible for one week (Monday through 

Saturday).  Coaches and or parents may adopt a stricter policy but may not be more lenient.  A school administrator 

shall have the authority to make individual student recommendations for Special Education or At-Risk students. 

2. Weekly eligibility reports will be generated by coaches on the Thursday before the next week to check for athlete 

eligibility.  Athletes will be informed by their coaches Thursday after school and have until Friday at 3:00 pm to have 

any discrepancies cleared up with the teacher(s) of that/those subject(s).  The teacher(s) will then be the only 

person(s) that can clear an athlete to be eligible for the next week’s game.  It is the athlete’s responsibility to 

make these arrangements pertaining to their grade(s).  The athlete is ineligible until the grade(s) meet the 

requirements stated above. 

3. Ineligible athletes will be permitted to practice but may not play in games. 

4. A school administrator shall have the authority to declare an athlete ineligible for participating in athletic activities 

based on inappropriate behavior. 

5. The Middle School sports programs operate under a “NO CUT” policy.  An athlete will not be dropped due to skill 

level, but may be dropped for irregular attendance. 

6. Athletes must attend all scheduled school practices for all sports and have no unexcused absences in order to 

participate in the games or contests.  

7. If an athlete has a documented incident during the “sports season,” they will be ineligible for one game per incident.  

Three documented incidents during a “sports season” will lead to removal from the team without refund of fees. 
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Transportation 
Coaches cannot leave the American Academy campus unless every child has been picked up.  There are occasions 

where coaches spend an unreasonable amount of time waiting for parents to pick up their child.  Please understand that 

coaches have families and other obligations each evening to attend to.  Because of these circumstances, a three-strike 

policy has been implemented to reduce or eliminate spending extra time waiting for parents to pick up their child.  The 

policy is as follows: 

 

1
st
 Occurrence – discussion with player and documenting that the ride home was late 

 

2
nd

 Occurrence – discussion with parents that one more occurrence leads to dismissal from the team 

 

3
rd
 Occurrence – dismissal from the team with no refund of fees 

 

Any wait time exceeding 15 minutes after a practice, game, or contest is considered late. 

 

 
Safety and Welfare of the Athlete 
The safety of athletes and coaches is a high priority. Coaches, participants, parents, and spectators must participate in 

assuring a safe environment for athletic activities. If there is an emergency, the coach or administrator in charge will be 

responsible.   

 

For all emergencies, parents must be notified and an accident report must be completed. An athletic emergency card is to 

be with the coach for every athlete during practice and game hours. If an athlete has to be transported to the hospital, a 

member of the coaching staff or a designated adult will accompany the athlete.    

 
 

* * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * *  

POLICY HISTORY 

Original: approved by the BOD on January 21, 2010 
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Kindergarten Program and Policy 
  

 

This policy was approved by the American Academy Board of Directors on January 21, 2010 

 

 

Kindergarten Program 
All American Academy Kindergarteners must meet the Douglas County School District RE.1 criteria for kindergarten 

enrollment. 

 

 

Kindergarten Options 
American Academy generally offers two Kindergarten options. 

 

The full-day Kindergarten Program is not a daycare or pre-school; it is a full educational day enrichment program. The 

same core curriculum (see below) will be followed in both the full-day and half-day programs. The additional time in the 

full-day program allows for more enrichment activities in all the core areas to supplement the curriculum. 

 

Half-day Kindergarten students are required to bring one snack; time is not allotted for a lunch period for half-day 

Kindergarteners. Full-day Kindergarten students are required to bring one snack and a sack lunch (or purchase a school 

lunch, if available). 

 

Please note: Kindergarteners are continually assessed during the school year to ensure that the full-day program is the 

best program for their success. Students lacking the maturity or academic level to remain in a seven-hour academic day, 

based on teacher recommendation, will be moved into the half-day Kindergarten program, and tuition will be refunded on 

a prorated basis. 

 

 

Full-day Kindergarten Program Cost  
American Academy has the following pricing schedule for the full-day option of our Kindergarten program: 

 

A deposit of $440.00 is required within one week of accepting a full day spot.  Nine (9) monthly payments of 

$440.00 per month ($4400 annually) beginning August 1 are collected via electronic funds transfer.  A required 

Kindergarten contract and an Electronic Funds Transfer Form must be signed within one week of accepting a full 

day spot in order to secure a spot in full-day kindergarten. 

 

 
Kindergarten Curriculum 
 

The kindergarten curriculum follows the American Academy Curriculum Policy, which can be found on the website. 

 

The Core Knowledge Series, edited by E.D. Hirsch Jr. can also be found both at your local bookstore and local library. 

The Kindergarten Curriculum follows “What Your Kindergartner Needs to Know.”  We encourage parents to become 

familiar with the curriculum outlined in this book. You can also visit www.coreknowledge.org for more information. 

 

All full-day kindergarteners have art and music following the Core Knowledge curriculum in addition to PE. Core 

Knowledge art and music instruction are integrated into the half-day curriculum as time allows. 
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Uniform Requirements 
Kindergarteners must follow the American Academy Student Uniform Policy.  Please carefully review the policy, available 

online at www.americanacademyk8.org, prior to making any purchases.  

 

 

* * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * *  

POLICY HISTORY 

Original: approved by the BOD on April 18, 2005  

Revision 1: approved by the BOD on March 20, 2006 

Revision 2: approved by the BOD on February 20, 2007 

Revision 3: approved by the BOD on November 19, 2008  

Revision 4: approved by the BOD on October 15, 2009  

Revision 5: approved by the BOD on January 21, 2010 

 

SUMMARY OF REVISION 1 

1) Added EFT requirement. 

2) Added Location section and adjusted times 

 

SUMMARY OF REVISION 2 

1) Adjusted times.  

 

SUMMARY OF REVISION 3 

1) Increased tuition and removed location references 

 

SUMMARY OF REVISION 4 

1) Added PE reference 

 

SUMMARY OF REVISION 5 

1) Increased tuition 10% 
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Facilities Use Policy 
  

 

This policy was approved by the American Academy Board of Directors on January 21, 2010. 

 

 

General Position on Facility Use 
American Academy encourages and supports the fair and equal use of the American Academy Facility for non-school 

sponsored activities, for all interested groups. The rooms within the facility available for rental use are the Cafeteria and 

the Gym (“Rental Rooms”). The use of these rooms is subject to this policy and shall be processed by the American 

Academy Facilities Director on a first-come, first- served basis contingent upon room availability, requested use, and 

when appropriate, staffing requirements.   

 

No use shall be granted in a manner that constitutes a monopoly for the benefit of any person or organization.  However, 

American Academy events shall have priority over all other events. Confirmation of facilities usage shall not occur until the 

American Academy Facilities Director verifies that the person requesting (“Requestor/Renter”) a rental has submitted a 

signed contract, paid all fees due, and submitted all required supplemental dues. Based on event complexity, a planning 

meeting may be required before a commitment to an outside event is made. 

 

If the Requester/Renter cancels the event, a written notification of cancellation must be received by the American 

Academy Facilities Director within three (3) working days (72 hours) prior to the event in order to avoid financial obligation.  

If the event is a very large activity, the School reserves the right to require a one (1) or two (2) week cancellation notice.  

The Requester/Renter is subject to pay any costs incurred by American Academy due to failure of the Requester/Renter 

to cancel within the contractually designated timeline. 

 

 
Groups and Group Rates 
 

Affiliated Groups 

An affiliated group is any non-profit business, club or organization with 75% or more confirmed American Academy 

student members in the group. Cafeteria Rate = $12.00/hr; Gym Rate = $24.00/hr 

 

Non-affiliated Groups 

A non-affiliated group is any non-profit business, club or organization with less than 75% confirmed American Academy 

student members. Cafeteria Rate = $20.00/hr; Gym Rate = $40.00/hr 

 

Commercial Groups 

A commercial group is any for-profit business, club or organization. Cafeteria Rate = $35.00/hr; Gym Rate = $70.00/hr 

 

 

Damages 
American Academy reserves the right to cancel any event judged as potentially dangerous or damaging, or to cause more 

than a reasonable disturbance, to the Rental Rooms in the Facility.  

 

Damage of any kind to any item in a Rental Room must be reported within 24 hours to the American Academy Facilities 

Director. In the event of any damages to a Rental Room, the group renting in that room will be responsible for payment for 

those damages. The person whose signature is on the American Academy Facility Use Agreement will be held 

responsible for payment. Until such payment is made in full, the rental contract will be suspended, and related activities 

cancelled. American Academy reserves the right to cancel any rental contract with any group as a result of damages, and 

to withdraw consideration for future use. 
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Facility Security and Safety 

American Academy has a sophisticated security system using coded badges and card readers, as well as manual keys. 

When an event has been scheduled, the lock system will be automatically programmed to accommodate the scheduled 

event timing.  

 

Every rental group must have a designated Event Supervisor. The Event Supervisor will be responsible for 

communicating and coordinating with the American Academy Facilities Director to be sure that the lock schedule has 

been set for their event, and to exchange any necessary keys or badges before and after the event.  A $200 fee will be 

charged for each key and/or badge that the rental group fails to return to American Academy within 24 hours of the end 

time of the event. 

 

The Event Supervisor will be responsible for making sure that all members of the group or audience have left the building 

after the event and that the building is locked when they leave.  If the facility is left unlocked, an additional charge of $50 

may be imposed. 

 

If the American Academy Facilities Director is off-site and is required to assist the rental group during the event, an 

additional charge of $50 may be imposed. 

 

Parking 

American Academy reserves the right to determine adequate parking circumstances for all events and to add the cost 

associated with the use of parking to the contract. American Academy has a limited parking area and can only 

accommodate up to 60 cars. Larger events where more than that number of vehicles are expected will need to make 

arrangements for additional parking elsewhere. 

 

Equipment, Supplies, Food: 

Once a rental contract has been signed, the American Academy Facilities Director can arrange for specialized services 

such as audio-visual or gym equipment (an extra charge may apply). 

 

Food may only be served in the Cafeteria or in the hallway outside of the Gym and Cafeteria. At no time is food allowed in 

the Gym or the Front Lobby. These areas are carpeted and/or have special flooring. Only water is allowed in the Gym and 

the Front Lobby. Drinks other than water must be served in the Cafeteria or the hallway outside the Gym and Cafeteria. 

 

Decorations and Signage 

Individuals / organizations using American Academy property and facilities shall not affix any kind of decoration or signage 

to any part of the facility or grounds. 

 

Clean-up 

Individuals / organizations using American Academy property and facilities need to make every reasonable effort to leave 

the rental room in the condition in which they found it. 

 

Laws and Ordinances 

Individuals / organizations using American Academy property and facilities shall conform to all state, county, and Douglas 

County School District rules, regulations, and ordinances including, but not limited to those pertaining to fire, health, and 

safety.   

 

� Alcoholic beverages or illegal drugs in any form are not permitted on American Academy property. 

 

� No weapons of any kind are permitted on American Academy property. Weapons include bladed weapons, bee-bee, 

pellets, replica, or paint guns. 

 

� Regular exit doors, walkways, and access to fire extinguishers shall not be blocked at any time. Doors leading to the 

exterior of the building must never be propped open. 

 

� Facility capacity (room capacity) ratings shall be followed. Cafeteria: 232; Gym: 984. 
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� Smoking is prohibited inside all areas of the American Academy facility and grounds. 

 

� Consumption of food and beverages restrictions in designated rooms shall be followed. 

 

� All meetings and events shall be open to the American Academy Board of Directors or their designated representatives. 

 

 

Objectionable Conduct 

The School reserves the right to eject any individual whose conduct is disorderly or disruptive including, but not limited to, 

one or more of the following ways: 

 

� Intoxication 

 

� Use of abusive, indecent, profane, or vulgar language 

 

� Making offensive gestures or displays 

 

� Abusing or threatening another in an obviously offensive manner 

 

� Making unreasonable loud noises 

 

� Fighting with another person 

 

� Vandalism 

 

 

Rules for Gym Use 

 

� Food and Beverages: There shall be no beverages except water and no food allowed at any time in the gym or 

front lobby area. Any food and/or drinks other than water must be kept in the Cafeteria or in the hallway outside the 

Cafeteria and Gym. 

 

� Time Limit: Any group renting a room may only do so for the time period specified through Facilities Director. The 

gym curfew is 10:00 pm. All rented meetings and events must be finished, and attendees vacated, by 10pm.  

 

� Shoes: Spectators and players must wear basketball, running, or tennis shoes on the gym floor.  No hard-soled 

shoes are allowed on the gym floor at any time. 

 

 

Rules for Cafeteria Use 

 

� Food and Beverages: Food and beverages are allowed in the Cafeteria, with the exception of alcoholic beverages. 

Because American Academy has no kitchen, the Renter/Requester may arrange for outside food and beverage 

service or coordinate catering through the Facilities Director with our private school food service. No food or 

beverage is allowed in the Front Lobby at any time. 

 

� Time Limit: Any group renting the Cafeteria may only do so for the time period specified through Facilities Director. 

The Cafeteria curfew is 10:00 pm. All rented meetings and events must be finished, and attendees vacated, by 

10pm.  

 

 

* * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * *  

POLICY HISTORY 

Original: approved by the BOD on January 21, 2010  
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MEMORANDUM OF UNDERSTANDING 
 

Between Springboard Foundation and American Academy 
 

The following Memorandum of Understanding (MOU) sets forth the terms and conditions for a 
partnership between American Academy and The Springboard Schools and Springboard Education 
Foundation (Springboard) for the 2009 – 2010 school year. The goal of this partnership is to improve 
the academic performance of American Academy students and meet the diverse needs of American 
Academy teachers, students and their families. 
 
The Students and Families 

1) The students in the American Academy/Springboard partnership will come from American 
Academy only and can include students who will be eventually enrolled by the school at the 
discretion of the Director and/or the School Board. American Academy reserves the right to 
restrict any student from the Springboard Foundation program at the sole discretion of the 
Administration of the school. 

2) Springboard has the right to restrict any student from attending the Springboards program 
for behavioral disruptions after reasonable attempts by Springboard to provide necessary, 
positive behavioral supports to those students who have not been successful. 

3) All students who use the program must complete enrollment forms prior to access. This 
holds true for all staff members as well who will have their own separate enrollment form. 

4) American Academy students who are unable to afford tuition due to hardship may be 
eligible for a partial scholarship as determined by Springboard and American Academy 
administration. Springboard may provide partial scholarships for families that can 
demonstrate such need. 

5) American Academy students who do not qualify for a partial scholarship will attend based 
upon the 2009 - 2010 tuition to be paid at a rate of $15.99 per regular after school day. 

6) There will be an additional charge (in addition to the monthly tuition) for students who 
attend Springboard during extended day sessions on those days when American Academy is 
not in session (i.e. parent/teacher conference days). 

7) A “sibling discount” is provided for families with more than one child in the program; 10% 
will be deducted off the daily tuition for each additional child enrolled in the program.  

8) American Academy Staff will receive a discount for all programming provided by 
Springboard (full days during breaks and morning programming). The cost for the regular 
after school program for American Academy staff will be $9 per day. 

9) Springboard will accommodate “drop-ins,” for the cost of $3 per regular after school day. 
Students who are not registered for a particular day prior to that calendar day and who are 
not scheduled to attend regularly will be considered to be “drop-ins.” 

10) Enrollment forms for the American Academy/Springboard Education Foundation Program 
will include a place for families to indicate their authorization or refusal to share their child’s 
CUM file, IEP or other related student records in order to support the academic 
achievement of their child. 
 

Staff 
11) A representative of Springboard will be given access to the building during “off hours” to 

facilitate any Springboard related work that must be completed. Only those Springboard 
staff who have undergone a background check will be allowed to work in the after school 
program.  

12) All Springboard teachers will be either “highly qualified”, certified or proficient in a specialty 
assignment to teach the appropriate grade level and content. 

13) Springboard and American Academy agree that neither party will interview or hire teachers 
or assistants that are currently employed by either Springboard Foundation or American 
Academy without first consulting with the other party.   

 
The Financial Agreement 
14)  The Springboard Education Foundation will provide American Academy with either a 

payment of $250 or a portion of Revenue (based upon the table below), whichever is greater.  
15) The Springboard Education Foundation will share revenue with AA per the following 

schedule (on a per site basis): 



Revenue Share Per Month Full Time Equivalent - Students 
$250 29 - 34 
$500 35 - 39 
$750 40 - 49 
$1000 More than 50 

 
16) Springboard will provide American Academy with a certificate of insurance to cover 

$1,000,000 of general liability insurance. 
17) Springboard reserves the exclusive right to determine the investment made in the American 

Academy facility for the purpose of after school programming, however, the intention of 
Springboard is to procure materials, furniture, and equipment and to create space for an 
after-school enrichment area and/or activity and study rooms that meets the needs of 
Springboard after school.   

 
Academic Program 
18) Springboard agrees to ensure that the classrooms that are allocated for the program are left 

in the same condition or in better condition than they were left in prior to the beginning of 
daily programming. 

19) Springboard will consult with American Academy teachers regarding individual student 
work, needs and upcoming assignments. American Academy teachers will be made available 
at the discretion of the RA Principal for the purpose communicating the strengths and the 
needs of students. 

20) Springboard will consult the American Academy curriculum authority to ensure the after 
school curriculum is aligned with RA curriculum and the curriculum calendar. 

21) Springboard will seek input from American Academy teachers on program success and 
possible modifications. RA agrees that its teachers will work with Springboard teachers to 
promote this collaboration. 

22) American Academy will provide data, if available, on homework completion and classroom 
performance of students enrolled in Springboard before and after joining the program. 

23) Springboard will conduct periodic interviews of parents to assess satisfaction and report 
survey results to American Academy.  

24) American Academy staff and teachers will inform parents of Springboard’s availability as an 
option for all students but especially for those students who are in need of additional 
academic support.  

25) American Academy will assist in Springboard’s outreach to the RA parent community so as 
to ensure that families are well educated about the program.  

26) American Academy agrees to refer Springboard to its families by; 
a. Allowing Springboard Foundation to include information in folders that are sent out 

to parents. 
1. All information sent out by Springboard will be approved by the 

school administration prior to going out. 
b. Adding information about Springboard and related materials periodically to mailings 

to its families 
c. Keeping informational material about Springboard in a highly visible place near the 

schools entrance. 
d. In schools where email is the primary form of communication the school will 

provide the parent email list to Springboard for the sole purpose of keeping parents 
informed of our program and to keep administration cost low. 

1. All correspondence to include email will be approved by the school 
administration prior to going out. 

2. Parents will all be given the option to “opt out” of receiving 
Springboard correspondence via email. 

 
 
 
 
 
 
 
 



Other 
27) American Academy will provide Springboard access to after school space.  Springboard staff 

members will have access to the program areas 15 minutes before the school-day ends and 
30 minutes after Springboard closes each day to ensure the space is cleaned and re-set for 
the following day’s use by the school.  

28)  American Academy will not plan activities in the after-school space during after school time 
without identifying a temporary alternative well in advance of any schedule or location 
change. 

29) Springboard will leave the recreation room and classrooms in clean and neat condition at the 
end of each day’s program.  All Springboard supplies and equipment will be safely stored 
away at the end of each day. 

30) Springboard will provide programming for American Academy students during some of the 
schools vacation days. American Academy will provide access and make space available for 
the purpose of enabling Springboard to operate programming during these days. 

31) Springboard will maintain emergency contact information for all students and may contact 
those on the list for the purpose of ensuring the well being of students. 

32) Springboard will be responsible for all accounting functions associated with this program 
including determining the FTE of scholarship and non-scholarship students, billing students 
and collecting it from students or their parents.  American Academy teachers and staff will 
not assist in collecting unpaid fees. Springboard Foundation will give the Principal thirty 
days notice before they take any action to collect unpaid student bills. 

33) Springboard will notify the Principal immediately in writing of any incident that may, will or 
does require medical assistance, legal, police, insurance or social services notification. 

34) Correspondence to the American Academy community from Springboard will include logos 
from both American Academy and Springboard. 

35) Springboard and American Academy will include mutual links on their respective web sites 
for the purpose of educating families and other educational institutions about each 
organization and the partnership. 

36) During the time that is covered by this agreement American Academy agrees not to provide 
after school programming by another outside vendor that could compete with the mission 
and vision of Springboard to provide a balanced after school program. 

37) The intention is that this MOU will represent a one-year pilot program. However, it can be 
dissolved upon the mutual agreement of the American Academy Principal and Springboard 
administration that the program no longer meets the needs of American Academy, its 
parents, and its students. Notice of the intent to dissolve the relationship (by either party) 
must be submitted in writing 45 days in advance.  American Academy and Springboard will 
then meet to review. 

 
MEMORANDUM OF UNDERSTANDING 

 

Between American Academy & Springboard Foundation 
 

American Academy                                                                 Springboard Foundation 
 
 

NAME:_____ Erin Kane    _______________  NAME:_______________________________ 
 

POSITION:    Chief Administrative Officer    POSITION:____________________________ 
 

 
 

______________________________________________  _______________________________________ 
SIGNATURE               SIGNATURE 

 

DATE:_________January 21, 2010             DATE:________________________________ 
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Employee Communication Policy 
  

 

This policy was approved by the American Academy Board of Directors on January 21, 2010. 

 

 

Purpose 
The purpose of this policy is to define the communication process for the staff at American Academy. This policy  

defines how employees 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 employee input in a timely and 

efficient manner. 

 

 

Faculty and Staff Advisory Board (FSAB) 
The purpose of the American Academy Faculty and Staff Advisory Board (FSAB) is to uphold the mission and vision  

of the school, as it relates to the faculty and staff population. The FSAB will respond to employee feedback and concerns 

and make recommendations to the Chief Administrative Officer (CAO) and the Board of Directors (BOD) on behalf of the 

faculty and staff population.  

 

A FSAB designee will present, as necessary, at BOD meetings, faculty and staff comments that have been discussed  

in FSAB meetings. Through the FSAB, the CAO and the BOD will be able to remain informed of faculty and staff 

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. Faculty and staff play an essential role as advocates for their 

students and professionals in education, thereby enriching our school community with their ideas, interests, talents, 

resources and concerns. Faculty and staff input is valued and encouraged. 

 

This policy defines different communication processes to be used, depending on the nature of the communication from 

the faculty and staff community. 

 

 

I. General Questions Pertaining to Staff Responsibilities 
 
1) Contact the lead instructor for your grade level. 

 
2) If you still have questions, contact the Academic Director for your grade.  
 
3) If you still have questions, contact the CAO. 

 

 
II. Parent or Student Conflict Resolution 
 
1) If you have or foresee a conflict with the parents of one of your students or with a student, contact the Dean of 

Students. 

 
2) If the conflict is not resolved, contact the CAO. 
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III. Policy Questions 
 
1) Submit your question to the FSAB (fsab@americanacademyk8.org).  

 

2) You will be contacted within 48 hours by a FSAB member with the answer to your question or a referral on where  

to find the answer. 

 

3) The FSAB will file your question with the applicable policy so that they can recommend policy clarifications as 

needed when that policy is up for review. 

 

 

IV. Existing Policy Suggested Changes, Additions, or Complaints 
 

1) Submit your input to the FSAB (fsab@americanacademyk8.org).  

 

2) You will be contacted within 48 hours by a FSAB 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 FSAB will facilitate a discussion of the issue with the CAO. 

 

4) On recommendation of the CAO and/or the faculty and staff, the issue will be added to the next FSAB meeting 

agenda, where the issue will be discussed with the faculty and staff population as needed. Faculty and staff input will 

be collected for the next scheduled review of the policy by the BOD. 

 

5) The FSAB 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 FSAB 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 FSAB will present the proposal, complete with a summary of the positions 

for and against the recommendation, as determined by the faculty and staff population and the FSAB , 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. 

 

 

V. Proposals for Improvements or New Programs 
 
1) Submit your input to the FSAB (fsab@americanacademyk8.org).  

 

2) You will be contacted within 48 hours by a FSAB member for clarification and to give you an idea of the next steps.  

 

3) If needed, the FSAB will facilitate a discussion of the issue with the CAO. 

 

4) On recommendation of the CAO and/or the faculty and staff, the issue will be added to the next FSAB meeting 

agenda, where the idea will be discussed with the faculty and staff population as needed. The FSAB may form a 

committee to study the idea and form a proposal. You may be asked to participate in the study. 

 

5) The FSAB 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 
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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 FSAB may ask the PTO to fund  

the proposal. 

 

6) The FSAB 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 Faculty and Staff 

Teacher Organization for implementation. 

 

 

VI. Conflict Resolution Process 

If any student, faculty and staff, 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 lead teacher or staff member 

 

3) If the issue cannot be resolved at the your level, discuss the issue with the Academic Director for your grade. 

 

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). 

 

 

VII. 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, Tuesday folders and the website.  

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.   

 

Appropriate etiquette should be observed, however, when sending electronic mail, and 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.  Staff members are required to use mail merge to keep parent email addresses 

confidential. 

 

Teachers and administration will use email to maintain frequent contact with students and faculty and staffs. 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 November 7, 2005 

Revision 1: approved by the BOD on January 21, 2010 



American Academy Board of Directors Meeting Minutes,  Page 17 

Exhibit N 

Parent Communication Policy (Attached) 



 
 

  

 

Parent Communication Policy 
  

 

This policy was approved by the American Academy Board of Directors on January 21, 2010 

 

 
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. 

 

Timeliness Expectations 

If you contact a staff member per this policy and you do not hear back within two business days, please try again.  If you 

still do not receive a response, proceed to the next step as laid out in this policy. 

 

 

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. 
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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.  

 

2. If you still have a concern, contact the Dean of Students. 

 

3. 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 you are unsure who to contact, contact your 

child’s homeroom teacher. 

 

2. If the issue is not resolved, contact the Dean of Students.  

 

3. If the issue is still not resolved, contact the CAO.  

 
4. 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. 
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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. 

 

 

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 Dean of Students. 
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4. If the issue cannot be resolved discuss the issue with the CAO. 

 

5. 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.  

 

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. 
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* * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * *  

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 May 20, 2009 

Revision 4: approved by the BOD on January 21, 2010 

 

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 

 

SUMMARY OF REVISION 4:  Insertion of the Dean of Students 

 




