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Welcome

Welcome staff for a new year at West Virginia Academy. West Virginia Academy staff members
bring innovation in education to life and are making West Virginia a fantastic place to live and
work. Thank you for being part of our team! We are excited to work with you to advance the
mission of our school and organization.

The beneficiaries of an outstanding staff team are first and foremost, the students! We know that
our scholars are fortunate to be in classrooms with highly effective, caring individuals who focus
on delivering the highest quality education each day. We also acknowledge that our support
staff will ensure the environment is positive and motivating. We have analyzed prior semesters
and updated our policies to help you become even more successful guiding our scholars’
development. We aim to make our school a positive, safe and supportive environment for all
students, faculty and staff.

The administration benefits from a highly qualified, dedicated staff in obvious ways! With staff
who are vibrant team members, who understand their contribution to the school’s mission and
are prepared to work diligently, the administration’s job is one of collaboration and support. Such
harmonious collaboration allows administrators to spend their time finding ways to better
support the teaching staff and “clear the way” for them. Administrators can use their time
facilitating communication and procuring resources for teachers, which is a much more effective
use of their time as opposed to dealing with staff policy non-compliance. West Virginia Academy
maintains high expectations and is fortunate to have dedicated, responsible staff members who
are truly contributing team members!

West Virginia Academy, Ltd. Employee Handbook, 24-25 2



WVA Services: Email Directory

Financial Questions: Billing@WestVirginiaAcademy.org
Hope Scholarship Services: Foundation@WestVirginiaAcademy.org
Technology Questions: IT@WestVirginiaAcademy.org Or Tech@WestVirginiaAcademy.org

Athletics: Athletics@WestVirginiaAcademy.org

Culminating Events: Art@WestVirginiaAcademy.org

Faculty Senate: FacultySenate@WestVirginiaAcademy.org

General Inquiries: info@WestVirginiaAcademy.org

Governing Board Questions: Board@WestVirginiaAcademy.org

Advisory Committee of Families: ACF@\WestVirginiaAcademy.org

Human Resource Questions: HR@WestVirginiaAcademy.org

Bus Transportation/ Carpool Questions: Transportation@WestVirginiaAcademy.org

Building Maintenance, Cleaning, other Facility Questions: Eacilities@WestVirginiaAcademy.org
General Admin Requests: Admin@WestVirginiaAcademy.org

School Meal Questions: Lunch@\WestVirginiaAcademy.org

WVA Health Concerns/Questions: Health@\WestVirginiaAcademy.org

Board Parent Advocate: Advocate@\WestVirginiaAcademy.org
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Purpose

This manual is meant to be a thorough and concise guide for staff members at West Virginia
Academy (WVA). The purpose of this manual is three-fold:

1. To assist the WVA staff in gaining a clear understanding of their responsibilities as staff
members, and to serve as a valuable resource to them

2. To create uniformity at WVA across classrooms, across grade levels and across schools in
areas where uniformity will result in increased efficiency and promotion of the school’s mission
3. To articulate successful strategies, policies, and procedures that will allow WVA to achieve its
mission of academic achievement and character development for each student.

The manual is issued to each staff member, and it is intended to be used as a resource and a
guide. Nothing contained in this Handbook is intended to create, or can create, any contractual
or other legal rights. Employment by West Virginia Academy remains at-will for all employees,
except to the extent otherwise stated in any employment contract. Any procedure or practice,
whether set forth herein, or not, is employed at the discretion of the Governing Board and its
designee(s). Either party may terminate employment at any time, with or without cause,
warning, or notice. Nothing contained herein creates any expectation of continued employment.
Itis intended that all issues relevant to a staff member’s employment that are appropriately
addressed in a general handbook be addressed in this handbook; in reality, it will not ever be
complete but will be added to regularly as policies and procedures are adopted and refined.
This manual may be amended at any time. It is incumbent upon each staff member to read and
understand the information contained in this handbook and to take it upon themselves to be
responsible to abide by the policies and to put the procedures into practice.

With sound policies and procedures, we can potentially attain consistency in the delivery of our
education services. It is beneficial to our staff to know what their responsibilities are, and what
the responsibilities of their colleagues are, so that a positive working environment can be the
daily experience of each staff member. This is our intention and our goal — to develop such
policies, procedures and practices that our teachers can truly focus on the primary job at hand —
that of educating students successfully each day.

Each policy and procedure is written with that intent in mind — to create an organization in which
our teachers can do their job in a way that is most effective and enjoyable. Please accept our
invitation to be an ongoing contributor to your staff manual. Because the purpose of this manual
is to ensure your ability to complete your responsibilities effectively and enjoyably, we need you
to let us know if the policies are achieving their purpose, or if there are additions that you
believe would make the manual more beneficial. Thank you for being a member of our WVA
team. Your contributions are valued. We look forward to working with you.

John Treu, President of Governing Board
Heidi Treu, Executive Director
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SECTION 1: General Policies

1.1 Equal Employment Opportunity (EEQO)

West Virginia Academy believes that all persons are entitled to equal employment opportunities
and do not discriminate against their employees or applicants for employment because of race,
color, religion, national origin, age, sex, veteran status, pregnancy, childbirth, pregnancy-related
conditions, disability or on any other legally protected basis. This policy covers every aspect of
the employment process. Decisions on employment and promotion are based solely upon an
individual's qualifications, with reference to the skills and abilities needed in the position for
which the individual is being considered.

All employees in the organization have the responsibility to follow and carry out the policy
according to the spirit and intent of West Virginia Academy’s equal employment commitment.
West Virginia Academy provides and supports a dispute resolution procedure for receiving and
resolving complaints alleging discriminatory practices in employment relations. Employees are
expected to bring any questions, issues or complaints to the attention of WVA and the
management of West Virginia Academy. If you believe you witness or suspect any violation of
this policy, you should report the matter immediately to WvA and any member of management
of West Virginia Academy. West Virginia Academy will not retaliate against you for filing a
complaint or cooperating in an investigation and will not tolerate or permit retaliation by
management, employees or co-workers.

1.3 Immigration and Employment Eligibility

In compliance with the Immigration Reform and Control Act of 1986, West Virginia Academy will
hire only those individuals who are authorized to work in the United States. All individuals, upon
enrolling with WVA, will be required to submit documentary proof of their identity and
employment authorization within three business days of hire. Employees will also be required to
complete and sign under oath the U.S. Citizenship and Immigration Services Form I-9. The
Form 1-9 requires each employee to attest that they are authorized to work in the U.S. and that
the documents they submit are genuine. WVA will not process an employee for payroll until the
required identification has been verified and the Form -9 is properly completed.

1.4 Americans with Disabilities Act (ADA)

The Americans with Disabilities Act (ADA) prohibits discrimination in employment based on
disability and requires most employers to extend equal opportunities in all aspects of the
employment process, including hiring, advancement, compensation and training, to individuals
with disabilities. It also requires employers to provide reasonable accommodations for persons
with disabilities who are otherwise qualified for the job. Individuals who can perform the
"essential functions" of a job, with or without reasonable accommodation, are considered
qualified for the job. If you need additional information about the ADA, please call WVA.
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1.5 Introductory Period

Your initial 7 months of employment with West Virginia Academy will be your introductory period.
This gives you an opportunity to get to know the business where you work and introduces you to
your responsibilities.

During this introductory period, your supervisor will have an opportunity to observe and evaluate
your performance. You may likely be evaluated for several important qualities: the ability to
interact with other people, professional conduct, attendance, willingness to learn, job
performance, job skills, etc.

After successful completion of the introductory period you will normally be placed on regular
full-time or part-time status. However, the successful completion of the introductory period does
not alter the "at-will" nature of your employment unless otherwise explicitly stated in an
employment contract.

1.6 New Hire/Termination Process and Acknowledgement of
Policies

All new hires and involuntary terminations of employment must be approved by a majority of the
Officers of West Virginia Academy. As a condition of employment, you will be required to sign
the WVA Offer Letter, Employee Contract and Acknowledgement Form, and the Staff Signature
of Agreement Form: School Information Network Acceptable Use Policy.

1.6.A Fingerprinting

Employees who are not currently certified as teachers are required to provide their fingerprints
electronically within two (2) weeks of employment for a state and federal criminal background
check. The West Virginia Department of Education requires a background check for all school
employees when they begin employment with the school. Initial fees are the responsibility of the
new hire. Fees may be reimbursed after 60 days of employment.

1.6.B Federal Background Check

Those Employees working with children and youth must also complete a Federal background
check.

1.6.C CPR Certification/Licensing Requirements

Some employees in professional offices are required to maintain certain licenses or a current
CPR card as a condition of employment. For instance, in certain work locations, drivers may be
required to meet licensing or insurance qualifications. You will be informed if there are any
certification or licensing requirements for your job. Failure to qualify or maintain any required
license is sufficient cause for termination. All licensing fees are your responsibility unless
otherwise agreed upon in writing by your Work-site Employer.
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1.7 Employment Categories

Exempt vs. Non-Exempt Employees
All employees are classified as exempt or non-exempt as defined by the Federal Fair Labor

Standards Act. Nonexempt employees will receive overtime pay of 1'% times their regular hourly
rate for work in excess of 40 hours in a workweek. Employees classified as exempt do not
receive overtime pay. Your job description will contain your classification. All employees will also
fall under at least one of the following employment categories:

1. Regular Full-Time Employees work at least 38 hours per work week and have
successfully completed the introductory period.

2. Regular Part-Time Employees work less than 38 hours per work week and have
successfully completed the introductory period.

3. On-Call Employees work on an abnormal or sporadic schedule. These employees do not
receive paid leaves or group insurance.

4. Temporary Employees work full or part-time for a specific period of time, project or
assignment. Employees hired for a specific project or period of time will not experience a
change in status simply because they remain in employment for a longer period of time
than initially indicated. Employees will change from temporary to regular status only if
advised of such in writing by the Work-site Employer.

5. Per Diem Employees work for a rate of pay tied to measurable production. These
employees are not entitled to any benefits. Employees who transfer from Per Diem to
regular employee status will not receive credit for their service in the capacity of Per
Diem employees.

Remember that all employment initially, regardless of the category, is “at-will” for all employees
and can only progress to a status other than “at-will” on the condition, and to the extent, that the
same is specifically stated in a duly executed employment contract. “At-will” employment means
that employment exists at the mutual consent of the employee and West Virginia Academy and
that either the employee or West Virginia Academy may terminate the employment relationship
at any time, with or without cause.

1.8 "At-Will" Employment Statement

West Virginia Academy, like most employers in the United States, is an "at-will" employer with
respect to all new employees (whether an employee under an employment contract during the
introductory/probationary period or a non-contracted employee) and thereafter employment
remains “at-will” except to the extent and only under the conditions specifically stated in a duly
executed employment contract. “At-will” employment simply means that either the employee or
employer may terminate the employment relationship at any time, with or without cause.

This handbook is not a contract and all employment with West Virginia Academy is "at-will"

unless there is a written contract signed by an officer, the president or ownership of the
respective company specifying other terms of employment. Such an agreement is only binding
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on the company entering into the agreement. Implied contracts of any kind between West
Virginia Academy and the employee do not exist.

1.9 Confidentiality

Information given by a customer or a client may be privileged or confidential information. Such
information is to be maintained with strict confidentiality. This may also be true for proprietary
information (such as payroll information, client information, inventions or developments and/or
trade secrets) within the company. You must exercise good judgment when talking to
non-employees so that company confidential information is not compromised.

Employees who have access to sensitive records are only permitted to discuss this information
within the course and scope of their duties and not with unauthorized individuals. Violation of
this policy may result in discipline, up to and including termination.

1.10 Personnel Information and Privacy Policy

1.10.A Privacy Policy

In collecting, maintaining and disclosing personnel information, WVA makes every effort to
protect employees’ privacy rights and interests and prevent inappropriate or unnecessary
disclosures of information from any employee’s file. While complying with its governmental
reporting and record-keeping requirements, WVA strives to ensure that it handles all personal
and job-related information about employees in a secure, confidential and appropriate fashion.

1.10.B Accuracy of Information

You should ensure that your records are always kept current and are responsible to promptly
report changes in name, address, phone number, marital status, number of dependents,
beneficiary designations and emergency contacts to WVA. You can check most of this
information by reviewing your paycheck stub. You should notify your supervisor and WVA of
personal changes that are important for your paycheck and insurance programs, such as
changes in address and marital status.

1.10.C Employees’ Access Rights

You can review the information contained in your own personnel file, although West Virginia
Academy reserves the right to remove certain sensitive documents, such as letters of reference,
management planning documents and succession or promotion plans. This right is limited to
one time per year. The restrictions will be consistent with applicable state laws governing
employee access to personnel files. If you are interested in reviewing the contents of your
personnel files contact the WVA Human Resource Department and provide at least three days’
notice of your desire to schedule a mutually convenient time for an appointment.
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1.11 Reduction in Force (Financial Exigency)

An economic slowdown or financial reversal may make it necessary to reduce your working
hours or terminate your employment. West Virginia Academy will follow a policy of staff
reduction or reduction of hours based on the employee's service record and performance
evaluations. If an alternative policy is used, those affected will be notified.

1.12 Resignation or Job Abandonment

If you find it necessary to resign, you are requested to give advance written notice to your
supervisor indicating the last day you will be working. A two-week notice is appreciated. Your
final paycheck will be processed with the next regular payroll, unless otherwise required by state
law. Your final pay will have the same direct deposit designation currently on file unless directed
otherwise. If paid by check, the check will be mailed to the most recent address on file or held
for pick-up at the WVA office closest to you. It is your responsibility to contact your supervisor if
you are unable to report to your assigned shift. West Virginia Academy will assume that you
have abandoned your job if you fail to show up for your assigned shift for three days in a row. If
you abandon your job you may not be eligible for unemployment benefits.

1.14 Equipment, Tools or Uniforms on Loan

You are responsible for the safekeeping of equipment, tools or uniforms furnished to you. If you
are issued uniforms, tools or equipment, you will be required to acknowledge receipt of those
items in writing. A deposit may be required. When your employment terminates, either
voluntarily or involuntarily, you must return uniforms, tools or equipment that were loaned to you
before you can pick up your final paycheck. The security deposit, when maintained with WVA,
will be returned to you in your final paycheck. If items are not returned prior to the time you
receive your final paycheck, the amount due the company may be deducted from that check.

You are responsible for equipment used in performing your work. Any damage or failure of this
equipment is to be reported to your supervisor immediately. Equipment or supplies are not to be
removed from your work premises without proper authorization. West Virginia Academy is not
responsible for loss or damage to your personal property. Valuable personal items such as
purses and all other valuables should not be left in areas where theft might occur.

Please note that damage to company equipment, including any vehicles, that arises outside the
normal course of employment and which is determined to be over and above the wear and tear
reasonably expected in the normal course of employment, may become the responsibility of the
employee. The damaged amount, not to exceed the insurance deductible, if such deductible
applies, may be deducted from the employee's paycheck or may be paid by the employee
directly with a cashier's check to the company within ten days of such occurrence.
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1.15 Wages

Pay increases depend on job responsibilities, ability to get along with other workers, job
performance, willingness to cooperate and accept supervision, attendance and other job-related
factors.

1.16 Attendance

You are expected to be available and ready to work at the established starting time and are
expected to remain at work and perform your work assignments during your shift. If you are
unable to arrive on time or attend work for a scheduled shift, you are expected to call your
supervisor as soon as possible. Failure to comply with this policy will result in disciplinary action
up to and including termination of employment. Frequent absences or tardiness will not be
tolerated and are subject to disciplinary action up to and including termination of employment.

School employees enjoy days off and vacations according to the school calendar throughout the
school year. West Virginia Academy Employment Agreements outline the days on which staff
need to report to work. If WVA is to reach its goals and achieve its mission, it is critically
important that our staff consistently attend school on all scheduled work days. Vacations and
days off for appointments should be scheduled during school breaks. We believe that educators
should attend school every day school is in session unless extenuating circumstances prohibit
attendance.

1.17 Time-Keeping (Hourly Employees

Your work hours are to be recorded by means of a time clock or time card. You are to report to
work no earlier than five minutes before your work schedule begins and leave no later than five
minutes after it ends. Clock out when you go for your scheduled meal period. Clock in
when you return to work after your scheduled meal period. You are responsible for making
sure your time is recorded accurately. If you find any errors, contact your supervisor
immediately. Do not clock in until you are ready to report directly to your workstation. Do not
mark or punch the time card of another employee or knowingly allow someone else to mark or
punch your time card. You must record your own time. Any incorrect or incomplete reporting
may be subject to disciplinary action, up to and including termination.

1.17.A Overtime Pay and "Comp. Time"

Exempt employees are exempt from overtime pay and are not subject to this policy, including
timekeeping requirements. Exempt employees are those that meet certain wage and job duty
tests, as outlined in the Fair Labor Standards Act, enforced by the federal Department of Labor
and state labor agencies (contact the WVA HR Department to verify if an employee meets these
tests).
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Non-exempt employees will be paid time and one half for each hour worked over 40 hours per
workweek in accordance with federal law, or as defined by state overtime regulations.

You may work overtime only at the request and authorization of your supervisor.
Employees who work unauthorized overtime may be disciplined up to and including termination.

Employees shall record all time worked, including time worked over their normal schedule, on
the time card at the time it actually occurs. Hours worked means time actually spent on the job.
It does not include hours away from work due to vacation, sickness, or holiday even when these
days are compensated. Sick leave, personal leave or any other time away from work is not
considered in determining overtime. There is no "comp. time" for non-exempt employees.

1.18 Payroll Deductions

WVA is required to make certain deductions from your earnings on your behalf. Amounts
withheld vary according to how much you earn, your marital status, government employment
regulations and other factors. These mandatory deductions are made until the maximum
amount is reached. Mandated withholdings include Federal Income Tax, State Income Tax,
FICA and Medicare. Other deductions may be made from your paycheck with your permission,
including premiums for health, dental, vision and life insurance premiums and contributions to
your 401(k) Plan.

1.19 Benefits Program

1.19.A Employee Insurance

In accordance with West Virginia state law, West Virginia Academy purchases insurance.
Insurance coverage includes, but is not limited to:

e Workers Compensation insurance to cover you for injuries resulting from the
performance of your job duties. Employees are required to report all work-related injuries
to their supervisor and the HR Director within 24 hours of the injury.

General Liability insurance to cover bodily injury and property damage to third parties.
Professional Liability coverage covering claims against the school and staff for
allegations of failure to provide professional services.

To secure coverage:
e You must immediately notify the school administration of any claim or lawsuit.
e You must immediately provide all legal documents served on you.
e You must cooperate with the school and the insurance carrier in the investigation and
defense.

What is not covered:

e Fraud
e Impairment due to drugs or alcohol
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False testimony under oath

Criminal behavior and punitive damages are uninsurable in the state of West Virginia.
Coverage is provided for acts or omissions occurring:

During the performance of your duties.

Within the course and scope of your employment;

Or Under the Color of Authority

1.20 Payday

Your payday will be semi-monthly on the 15th and last day of the month for WVA employees
covering the prior pay period, meaning the payday on the last day of the month covers the pay
period for the first fifteen days of the month and the payday on the fifteenth of each month
covers the pay period from the second half of the prior month. Payments are typically made
through direct deposit, although WVA may, in its discretion, issue hard copy paychecks. West
Virginia Academy does not provide any payroll advances or extend credit to employees. In case
of an error in your paycheck, contact your supervisor immediately to review the possible error.
Except in emergencies, adjustments will appear in the next issued paycheck. If you lose your
paycheck, notify WVA IMMEDIATELY. WVA will replace the check only after bank authorization.
You will be charged any stop payment fee assessed by the bank.

1.21 Paid Leave/Paid Time Off (PTO)

The purpose of this policy is to provide explanation and guidance regarding the West Virginia
Academy procedure for employees who take time off from work. Employee classification is
based on employee contract primary role/responsibility. For the purpose of this policy time off
covers the following types of absences: Bereavement, Jury/Court Duty, Medical/Sick, and
Personal.

Prior to the beginning of each fiscal year, the officers with responsibilities over employment
decisions shall (i) establish a calendar of working days for each class of employee (i.e. teaching
staff on 200 day contracts, administrative staff on 215 day and 230 day contracts, etc.), (ii) notify
all employees of the working days calendar, and (ii) make the working days calendar readily
available to each employee. Each day of the academic year, as established by the Governing
Board, shall be a working day for all academic staff and administrative staff with assignments
directly tied to academics. Each culminating event shall count as an additional half-day of work
performed by each employee. Each employee shall report any absence from any applicable
working day of ninety (90) minutes or more as a half-day of PTO and any absence from work of
three and a half (3.5) hours or more shall be reported as a full PTO day to both the HR Manager
and to the employee’s direct supervisor. Individual adjustments to the calendar of working days
must be requested in writing to the HR manager and approved by the officers with
responsibilities over employment decisions. Temporary “working from home” arrangements (not
extending beyond a single pay period) can be made only with the prior approval of the the HR
Manager and one of the officers with responsibilities over employment decisions and any
permanent “working from home” arrangement must either be specified in the employee’s
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contract or else be approved by the majority of the officers with responsibilities over employment
decisions and the HR manager and documented in writing and the term of such arrangement
shall not exceed the period of the employee’s contract.

Twice per month while employed at WVA, full-time employees on 200 day contracts will accrue
ten twenty-fourths (.417) days of PTO or (10) PTO days every 12 months. With respect to
accrued PTO at the end of June (the end of the fiscal year), up to five (5) days of accrued PTO
may be rolled over to the next year and any PTO balance in excess of five (5) days as of the
end of the fiscal year shall be paid out to the employee at a rate of $150 per day.

Administrative staff on 215 day (or more) contracts shall follow the same procedure as for all
other employees, except that PTO shall accrue at a rate of twelve and a half twenty-fourths
(.521) days of PTO twice per month for a maximum of twelve and a half (12.5) PTO days
accrued per year.

Employees may carry a negative balance of PTO up to a maximum of 2 full days and should not
run a PTO balance in excess of 2 days negative except in extraordinary circumstances and with
prior written consent of the HR Manager, who shall give notice of the same to the officers with
responsibilities over employment decisions. Missed working days that would result in a negative
PTO balance of more than 2 full days shall be unpaid time off and employee’s compensation for
any such pay-period shall reflect such adjustment for unpaid time. The HR Manager shall report
unpaid time off under this provision to the officers with responsibilities over employment
decisions.

In the event of a termination of employment, PTO shall not accrue from the date that proper
notice should have been given under the terminating employee’s contract. Accrued PTO is
typically surrendered in the case of any termination for cause. Upon termination, other than for
cause, employees may be paid out up to a maximum of five (5) days of accrued PTO at a rate of
$150 a day and any PTO balance in excess of five (5) days shall expire. In the case of any
termination where the employee has a negative balance in PTO, such balance shall reduce
such employee’s final paycheck on a pro-rata basis in the amount of days to bring the
employee’s negative PTO balance back to zero.

1.21.A Personal Leave

Personal Leave is absence from the workplace for a specific period of time due to reasons not
covered by other leave options. Paid leave may be taken for appointments and other personal
reasons. For appointments or other personal leave, requests should be made two weeks in
advance. Personal leave may not be used until after completion of the introductory period (30
days).

If a contracted teacher is ill or must be absent on a student attendance day, it will not impact
their contracted pay for days 1-5. Absences in excess of five days will be deducted from the
staff member’s pay. An administrative conference may be held with the employee to discuss
work attendance if a staff member exceeds the allowable 5-day limit. Excessive absenteeism or
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failure to properly notify school administration in advance of an absence is considered cause for
dismissal from WVA.

To request leave, staff members should fill out a Staff Leave Request form on Teams which
goes to Kelly who will process the request. The Business Manager will most likely deny requests
made for days off unless they are due to circumstances beyond the employee’s control, such as
funerals, nonelective surgery, sickness, etc. However, we understand that employees may still
choose to request a day off and the form still needs to be filled out if the employee plans to miss
work so that suitable arrangements for a substitute may be made.

Staff are encouraged NOT to take paid leave during summative assessment weeks and
Teacher’s Pre-Service and Post-Service training.

1.21.B Medical/Sick Leave

Personal and sick leave time available is determined by what is listed on your annual
Employment Agreement.

Medical/Sick Leave an absence from work permitted because of iliness and or to take care of a
family member as listed under bereavement in time of medical necessity. In the case of illness,
staff members should contact the HR manager and their direct supervisor as soon as they
recognize they will not be attending school, (preferably the night before) and at least by 6:15
a.m. of the day of absence to report their absence. To protect the dignity and respect of WVA
staff, it is not necessary that you give details regarding your iliness. You may simply leave a
message stating the date and that you are ill and will not be attending school. We will assume
you will be absent the entire day unless you leave more detailed information (such as — “I'm
going to the doctor’s at 9:00 and | may be in by noon — I'll call in later”).

1.21.C Jury and Witness Duty

If you are required to appear for jury duty or are subpoenaed to appear in court as a witness you
may take up to five days of time off provided you arrange this with your supervisor in advance.
You may use your accrued paid personal leave to serve as a juror and witness. If your jury and
witness duty exceeds five days, you will be granted unpaid leave.

1.21.D Bereavement Leave

After successfully completing the 30-day introductory period, an employee may receive a
maximum of three days bereavement leave, per occurrence with pay, at management’s
discretion, following the death of a member of the employee’s immediate family. These days will
be taken from the PTO balance.

The immediate family means relatives of the employee or spouse including in-laws,

step-relatives, or equivalent relationship as follows:
A. Spouse
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Parents

Siblings

Children

All levels of grandparents; or
All levels of grandchildren

TMO O W

Foritems A, B, and D listed above, an employee may receive a maximum of five days
bereavement leave, per occurrence with pay, at management’s discretion.

1.21.E Unpaid Leave

Holidays: The school is closed on holidays, as defined by the school calendar.

Voting Time: You are encouraged to vote in local, state and federal elections. If you are
scheduled to work an eight-hour shift, you are expected to vote before or after your shift. When
hardships make this impractical you may be granted time off, without pay, with prior approval
from your supervisor. If you are scheduled to work a shift of more than eight hours, and the polls
are not open for at least three of your non-working hours, then you will be granted leave of up to
two hours with pay.

Military and The National Guard: As a member of the United States Military Reserve or
National Guard, you may be required to take time off to meet annual minimum active training
requirements. Time taken for these purposes will be in the form of unpaid leave. When returning
from military leave, you will be returned to your former position or one of like status in pay, in
accordance with the law.

Medical Appointments for Part-time Employees: Part-time employees should schedule
medical and dental appointments around your assigned work schedule. If this is impossible, talk
to your supervisor to make special arrangements. You will not be paid for these absences.

Leave of Absence: West Virginia Academy realizes that leaves of absence due to maternity
prior to the year qualification, prolonged iliness, accidents, or other compelling reasons are
sometimes necessary. Although leaves of absence are uncommon, a leave of absence from
work should be properly arranged through your supervisor.

The granting of a leave of absence, especially an extended one, does not guarantee that there
will be a position available to you after the end of your leave (unless the leave was granted
under the guidelines of the Family and Medical Leave policy). Factors used to determine
whether leaves are granted include: purpose of the leave, duration of the leave requested,
seniority, work performance and effect on company workflow.

It is your responsibility to report to work at the end of an approved leave. Failure to do so is
considered a voluntary resignation of employment.
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1.21.F Family and Medical Leave

The purpose of the federal Family and Medical Leave Act is to enable employees to take
unpaid, job-protected leave for specified family and medical reasons. The following outlines only
federal regulations. Some states may have additional family and medical leave programs.
Contact WVA's HR Department for details regarding specific state programs.

General Eligibility: Eligible employees are entitled to take up to twelve weeks of family medical
leave during a twelve-month period. The twelve-month period runs from the first day that the
eligible employee takes leave under this policy. To be eligible for leave under the law, you must
have worked for West Virginia Academy for at least one year; you must have worked for at least
1,250 hours during the prior twelve months; and you must be taking the leave as a result of:

1. The birth of a child. Leave to care for a new child must be taken within one year of the
birth.

2. The adoption of a child or placement of a foster child. Leave to care for a new child must
be taken within one year of the placement for adoption or foster care.

3. To care for a spouse, child or parent with a “serious health condition.” A “serious health
condition” is an illness, injury, impairment or physical or mental condition that involves
inpatient care in a hospital, hospice or residential medical care facility or continuing
treatment by a health care provider which includes any period of incapacity due to:

a. A health condition (including treatment for or recovery from) lasting more than
three consecutive days and any subsequent treatment or period of incapacity
relating to the same condition that include two visits to a health care provider
within thirty days of the incapacity; or

b. Pregnancy or prenatal care (a visit to a health care provider is not necessary for
each absence); or

c. A chronic serious health condition that continues over an extended period of
time, requires periodic visits to a health care provider (at least two times per year)
and may involve occasional episodes of incapacity (i.e. asthma or diabetes); or

d. A permanent or long-term condition for which treatment may not be effective (i.e.
a severe stroke or terminal cancer); only supervision by a health care provider is
required, rather than active treatment; or

e. Any absences to receive multiple treatments for restorative surgery or for a
condition which would likely result in a period of incapacity of more than three
days if not treated (i.e. chemotherapy or radiation treatments for cancer).

4. When you are unable to perform essential functions of your job because of a “serious
health condition” (see the definition of a “serious health condition” in section 3).

5. Any qualifying exigency arising out of the fact that a spouse, son, daughter or parent is
on active duty, or has been notified of an impending call to active duty status for the
National Guard, Reserves and regular military units.

“Exigency” is defined as short-term deployment, military events and related activities,
childcare and school activities, financial and legal arrangements, counseling, rest and
recuperation, post deployment activities, and additional activities where the employer
and the employee agree to the leave.

West Virginia Academy, Ltd. Employee Handbook, 24-25 21



“Active duty” covers a broad array of military assignments during a war or national
emergency.

6. Additionally, eligible employees (as defined above) are entitled to take up to twenty-six
weeks of family medical leave during a twelve-month period for “military caregiver leave”
if you are the spouse, son, daughter, parent, or next of kin of a member or veteran of the
Armed Forces, including a member of the National Guard, Reserves or regular military
unit, who is undergoing medical treatment, recuperation, or therapy, is otherwise in
outpatient status, or is otherwise on the temporary disability retired list, for a serious
injury or iliness sustained in the line of duty on active duty. Coverage extends to those
veterans who were members of the Armed Forces at any time during the five years
preceding the date of treatment, recuperation or therapy.

The single twelve-month period for purposes of military caregiver leave commences on
the date an employee first takes leave to care for a covered service member with a
serious injury or iliness. This in no way limits the availability of FMLA leave during any
other twelve-month period. During the single twelve-month period, an eligible employee
shall be entitled to a combined total of twenty-six workweeks of leave for military
caregiver leave combined with other qualifying FMLA reason(s).

“Next of kin” is the nearest blood relative of the serviceperson.

“Serious illness or injury” with respect to a serviceperson is an injury or illness sustained in the
line of duty that may render the individual medically unfit to perform the duties of the member’s
office, grade, rank or rating. This includes an illness or injury that existed before active duty but
which was aggravated by active duty service and, for veterans, it includes an injury or iliness
that manifests itself before or after the individual became a veteran.

General Provisions: Employees must use accrued vacation, sick leave or other paid leave
available to them during the medical leave.

Employees who take leave under these provisions are entitled to return to the same position or
a position with equivalent benefits and pay within 20 miles of their original workplace.

Your Work-site Employer will continue to pay its share of your insurance benefits during family
medical leave. Arrangements will be made for payment of your portion of benefit premiums.
Failure to make any required payment for employee or dependent coverage within 30 days of its
due date will result in benefit discontinuance. If you have questions about how to pay your
premium while you are on unpaid leave contact the Benefits Department at WVA.

Family Medical Leave may be taken on a reduced or intermittent schedule if medically

necessary or needed for exigency. Details of the proposed reduced or intermittent schedule
should be defined on the appropriate certification form.
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A husband and wife working for the same employer are jointly entitled to 26 weeks of leave
when using FMLA for the military caregiver leave or a combination of military caregiver leave
and another qualified FMLA reason. A husband and wife working for the same employer are
jointly entitled to 12 weeks of leave when using FMLA in other cases (non-military caregiver
leave).

Requests for Family and Medical Leave: In situations where the need for leave is known,
employees must give thirty days written notice to take family and medical leave. Please notify
WVA's HR Department if you foresee a need for this leave. If the situation requires that leave
begin in less than thirty days, you should provide such notice as soon as is practical.

If the need for leave is foreseeable based on planned medical treatment or exigency, you should
make a reasonable effort to schedule treatment so as not to unduly disrupt the operations of
your Work-site Employer and, at least thirty days before the leave is to begin, give notice that
you intend to take leave.

West Virginia Academy may require medical certification to support a request for leave because
of a serious health condition, and may require second or third opinions and a fithess for duty
report to return to work.

Return from Leave: When returning to work from a leave of absence of 30 calendar days or
more you must confirm your date of return with your manager or supervisor at least two weeks
prior to your return.

This is requested in order to facilitate placement. Upon return from FMLA, you will be restored to
your original job or to an equivalent job with equivalent pay, benefits and other terms and
conditions of employment. Your use of FMLA cannot result in the loss of any benefit that you
earned or were entitled to before using the FMLA, nor be counted against you under a “no fault”
attendance policy.

If you fail to return to work after an approved leave, West Virginia Academy will assume that you
resigned effective the date the leave period ended. If you wish to receive an extension of a
leave of absence, you must send a written request explaining the reasons to your manager prior
to the expiration date of the original leave. Approval will be based on the merits of each
individual situation.
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Section 2: Staff Code of Conduct
2.1 Staff Behavior

Our students will develop good character largely to the extent that they see it modeled daily by
the important role models in their lives. Thus, it is vital that the West Virginia Academy staff
demonstrate good character in word and in deed at all times, including in the community
and on social media platforms. Staff will impart to students the principles of good citizenship
and societal responsibility, both by direct teaching and by personal example.

Staff members should strive to be first of all, humble. Humility is an important characteristic of
scholarship. Staff members should also work to be perfectly honest and utterly reliable.
Students will develop confidence in the staff as they witness the staff of WVA treating others
with respect, dignity, kindness and fairness. As human nature dictates, we are not perfect and
staff will consistently employ humility by acknowledging when they are wrong and quickly
making amends. Students will follow this example and their lives will be changed.

Students will learn positive methods of conflict resolution and problem solving as they observe
the WVA staff utilize positive, cooperative, democratic methods to work through every-day
challenges. Staff members should strive to live these high standards and when they fall short,
should employ humility.

Specifically, staff should refrain from using a raised voice, and the communication model
outlined in this manual should be followed.

Staff members should refrain from physical contact with students. Most physical contact is
inappropriate for staff members with regard to students. Exceptions are handshakes, high fives,
fist bumps and “side” hugs (an arm across a shoulder). Staff should never attempt to restrain or
redirect a student utilizing physical force. The only exception is in the case where the safety of
the student or of another student(s) is in jeopardy and it is clear to the staff member that an
intervention is necessary to prevent injury to the student or others.

Staff members are not to speak to students regarding topics such as human sexuality (with the
exception of specified classes and utilizing approved curriculum). If a student approaches a
teacher and wishes to discuss topics related to human sexuality, the staff member should
include an administrator in the discussion, or refer the student to a school counselor.

Staff members are not to discuss topics that may be considered crude or offensive to students
or others. Staff members may not violate generally accepted community standards of decency.
Staff members should take care to refrain from using slang that may be offensive to students’
religious beliefs.
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Staff should never direct students to keep information from their parents regarding what
happens in a classroom, at the school or regarding something the teacher has said. Doing so is
justification for immediate removal.

Behavior that does not meet the high standards outlined above will result in an administrative
conference, and possible loss of employment.

The reasons for termination or discipline listed in this manual are not all-inclusive. The Board
retains the right to terminate employment with or without cause, and to determine whether
cause for termination or discipline exists, regardless of whether such cause is included in this
list.

At its discretion, the School, operating through its Governing Board and the Administrators, may
establish policies, guidelines, and regulations for the operation of the School. When the School,
at its discretion, determines that progressive disciplinary steps or warnings, or evaluations of
staff are in its best interest, it will employ those tools. However, no policy, guideline, regulation,
or practice relating to the training and discipline of staff shall create any expectation of continued
employment or any expectation of any particular process or disciplinary procedure.

2.2 Staff Dress Code

The student dress code at WVA is one that helps to create an environment of respect and
dignity. Student dress exemplifies student respect for themselves, their classmates, and for
learning. It is not the intent of the West Virginia Academy administration to outline a specific
uniform for staff members, however, the following guidelines should be considered.

A well-groomed appearance and good personal hygiene are important and give confidence in
your overall effectiveness. Staff should consider the level of formality of the student uniform, and
ensure that their dress rises to at least the same level of formality.

Overall business casual dress is appropriate for all staff members. Modesty should be an
important consideration when determining appropriate dress for staff members. Casual Fridays
only: Staff may wear casual clothing. Please only wear sweats and shorts when actively
participating in physical activities.

2.3 Professional Staff Interaction

Because all boundaries and/or interactions cannot be addressed in a single policy, it is each
staff member's obligation to avoid situations that could prompt suspicion of inappropriate
interactions by parents, students, colleagues, or school leaders. Trespassing the boundaries of
acceptable professional behavior is deemed an abuse of power and a betrayal of public trust. If
you have questions regarding what constitutes “professional behavior” please see the executive
director.
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Definitions: For the purposes of this policy, "student" shall refer to a person who attends or has
attended WVA, or who has participated in an WVA program.

TRESPASS: These interactions trespass acceptable professional boundaries and are NOT
allowed:
e Giving gifts to students that are of a personal or intimate nature
¢ Any type of unnecessary physical contact with a student beyond the WVA side-hug,
high five, fist bump or handshake
o Inappropriate conversations, jokes, comments, personal stories, etc. (Sexual topics
are inappropriate outside of approved Health curriculum.)
e Discussing personal troubles or intimate issues with a student in an attempt to gain
their support and understanding, or for any reason
e Communication with students on social networking sites * Electronic communication
outside of the acceptable standards detailed in WVA's Staff/Student Electronic
Communication Policy (Staff Manual Section 2)

WARNING: This following activity is ONLY acceptable with parent permission in situations
where the families socialize outside of the school setting such as a church activity or children's
play-date:

e Social activity with a student that is not school-sponsored and approved

e Transporting a student to/from a non-school related activity

CAUTION: Staff should exercise caution and inform their supervisor of any circumstance if they
are aware of the following interactions at the school:
e Being alone with a single student behind a closed door (see Staff Manual Section 8.
General Supervision Policy)
e Giving a student (or students) a ride to/from school or school activities without written
parent permission
e Excessive attention toward a particular student
e Social activity with a staff member or "student" who is under the age of 21.

When any employee becomes aware of another staff member interacting outside of these
professional boundaries, it is the duty of the employee to immediately report the interaction to
their administrator. All reports shall be confidential. Based on the urgency of the report, it is the
duty of the administrator to a) safeguard the student(s), b) investigate the allegation, and c)
report the situation to the Executive Director.

2.4 Criminal Arrest or Charge of Misconduct

If you are an education license holder from the state of West Virginia, and if you are arrested or
charged with a crime, it is your responsibility to contact your direct supervisor and let them know
of the arrest or charges as soon as possible.

West Virginia Academy, Ltd. Employee Handbook, 24-25 26



2.5 State License Revocation Notification

The State of West Virginia requires that we inform licensed staff that the State Board of
Education is required to permanently revoke the license of an educator who commits a sexual
offense against a minor or engages in sexually explicit conduct with a student.

2.6 Complaint Procedure/Dispute Resolution

West Virginia Academy believes in an open line of communication with employees and
management. Please note that the good faith use of any part of this Dispute Resolution Policy
by any employee of WVA does not impact that filing employee’s standing at WVA, whether for
better or for worse, including, but not limited to altering any "at-will" nature of the employment
relationship, as applicable, nor does such filing adversely impact the employee’s compensation,
benefits, overtime pay, or opportunities for promotion. or Title IX Policy.

Informal Dispute Resolution

An employee who has a work-related problem is strongly encouraged to informally report that
problem to his or her immediate supervisor (“Informal Dispute Resolution”). There should be no
fear of retaliation at any stage of this process. The supervisor or manager should try to reach a
solution through a thorough discussion of the problem directly with the employee.

Grievance Policy

If there is no solution through the Informal Dispute Resolution process described above, the
employee should prepare a written statement of the problem using the Employee Grievance
Form (found at the end of this section). The employee should document the employee’s efforts
to work toward a resolution directly with the individual or otherwise indicate why an attempt at
such an informal resolution would be futile. In situations where the complaint is against the
direct supervisor of the Employee, the complaint may be made directly to the HR Manager. In
the event that a complaint is filed against an Officer of WVA, the HR Manager shall involve
another Officer of similar or higher rank that is removed from the subject matter of the complaint
or, if there be no such Officer, then a Governing Board member. Such Officer or Governing
Board member so involved shall sign the report and findings, if any.

The HR Manager will provide any necessary assistance in preparing the report. WVA will share
the complaint with management, excluding any persons involved in the complaint, and then
personally investigate the problem, discuss the matter with any involved employees or
supervisors and prepare a separate report within thirty (30) business days after the Employee
Grievance Form was received.

All parties should make every effort to resolve the problem at the earliest stage and to deal in
good faith throughout the process. No record of the proceeding will be placed in the employee's
personnel file unless the employee asks that such a record be kept. This process is intended to
provide a forum where complaints can be resolved frankly, consistently and in an atmosphere of
open communication. As such, this policy is intended to supplement, not replace, any other
company policies that might pertain to the problem.
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Whistle-Blower Policy

In the event that any employee discovers any unauthorized or improper use of any significant
company funds or assets or any activity that would be a felony if convicted for such action under
criminal law by any other employee or agent of WVA, the employee shall immediately report
such occurrence to the HR Manager using the Employee Grievance Form clearly noting that the
form is filed pursuant to this “Whistleblower Policy.” “Significant company funds or assets” shall
be any funds or assets the value of which in total exceeds $100. The HR Manager shall be the
primary investigator of such matter and shall notify and involve an Officer that is removed from
the subject matter of the complaint who shall be the secondary investigator. The primary and
secondary investigators shall coordinate to conduct the personal investigation the matter, which
investigation may include discussing the matter with any involved employees or supervisors.
The investigators shall prepare and sign a separate report within thirty (30) business after the
Employee Grievance Form was received. The report shall be provided in writing to the WVA
Executive Committee and the audit committee of the governing board. In the event of any
complaint against the HR Manager, the form should be filed with an Officer that is removed from
the subject matter of the complaint, who shall be the primary investigator, and that Officer shall
involve a member of the Governing Board, who shall be the secondary investigator. A parent or
legal guardian may file a complaint on behalf of a student under this Whistle-Blower Policy.

Title IX Policy

In the event that any employee or other agent of WVA discovers a likely violation of Title IX of
the Education Amendments of 1972 (“Title IX”) by any other employee or agent of WVA
including, but not limited to, any acts that constitute sex or gender-based discrimination or
discrimination on the basis of race, religion, or sexual orientation, then such employee or agent
shall immediately report such occurrence to the HR Manager as the WVA Title IX Coordinator
using the Employee Grievance Form clearly noting that the form is filed pursuant to this “Title IX
Policy.” The act that constitutes a potential Title X violation does not need to be against the
complainant so long as the complainant possesses credible information that a violation may
likely have occurred. Title X violations shall be investigated by the HR Manager (or Officer, as
applicable) in the same manner and following the same process as the investigation of a
whistle-blower complaint, except that the report need not be provided to the WVA audit
committee. The HR Manager shall be the Title IX coordinator and shall seek to be informed
about state laws, regulations and policies on all equity issues, including bullying and
harassment and child abuse laws. A parent or legal guardian may file a complaint on behalf of a
student under this Title IX Policy with respect to any potential Title IX violation against that
student.

2.7 Harassment

West Virginia Academy will not tolerate conduct by any employee that harasses, disrupts or
interferes with another's work performance or which creates an intimidating, offensive or hostile
environment. We want to maintain a working environment free from all forms of harassment,
whether based upon race, color, religion, ancestry, national origin, age, marital or veteran status,
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physical or mental disabilities, on-the-job injuries, sex or any other legally protected
characteristic or status, including sexual orientation and gender identity in locales where
protected by law. All such harassment is expressly prohibited.

Behavior such as telling ethnic jokes, making religious slurs, using offensive "slang" or other
derogatory terms denoting a person's race, age, national origin, disability, or mimicking one's
speech, accent or disability, are examples of prohibited conduct and will not be tolerated in our
organization. Retaliating or harassing individuals by making derogatory comments regarding
protected statuses or characteristics and any other words or conduct that might create a hostile
or offensive working atmosphere are also prohibited.

While all forms of harassment are prohibited, because of its more common occurrence, it is our
policy to emphasize the prohibition of sexual harassment. Actions are considered to be sexual
harassment under the following conditions:
e |f submission to the conduct is in any way deemed to be a term or condition of
employment;
e |f submission to, or rejection of, the conduct is used as the basis for any
employment-related decisions;
e |f the conduct has the purpose or effect of unreasonably interfering with an individual's
work performance or creating an intimidating, hostile or offensive work environment.

Sexual harassment consists of unwelcome sexual advances, requests for sexual favors, and
other verbal or physical conduct of a sexual nature. Behavior such as sexual or sexist language,
jokes or innuendo; nude, profane, or obscene cartoons, drawings, photographs, e-mail
messages or text messages; whistling, staring, inappropriate touching is strictly prohibited and
will not be tolerated by West Virginia Academy.

Each manager/supervisor has a responsibility to maintain the workplace free of any form of
sexual harassment. No manager/supervisor shall threaten or insinuate, either explicitly or
implicitly, that an employee's refusal to submit to sexual advances will adversely affect the
employee's employment, evaluation, wages, advancement, assigned duties, shifts, or any other
condition of employment or career development. Sexual harassing conduct in the workplace,
whether committed by managers/supervisors, non-managerial employees or outside individuals
(vendors, customers, etc.) is also prohibited.

This policy covers conduct in the workplace, at social functions sponsored by the organization
(such as holiday dinners, picnics, sporting events, etc.) and business functions (such as
conventions, trade shows, etc.).

West Virginia Academy provide and support a dispute resolution procedure for receiving and
resolving complaints alleging discriminatory and harassing practices in employment relations.
As an employee of West Virginia Academy, you have the responsibility to immediately report
any actions or words by a supervisor, co-worker, vendor or other individual, that you believe to
be unwelcome harassment. You should report the incident to your manager/supervisor, or any
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other manager, or to the next level of management, if the complaint involves your direct
supervisor or manager. In addition, the HR Department at WVA should always be notified. If you
feel that you cannot discuss the matter with the management of West Virginia Academy, please
contact WVA so that an investigation may take place. The organization will not retaliate against
you for filing a complaint in good faith or cooperating in an investigation and will not tolerate or
permit retaliation by management, employees, co- workers or non-employees such as clients,
vendors and contractors.

All complaints of harassment will be investigated promptly and in an impartial manner.
Discretion will be used during the investigation in order to maintain as much confidentiality as is
possible while still being able to effectively complete the investigation. If you are not satisfied
with the handling of a complaint or the action taken by management or WVA, then you should
bring the complaint to the next higher level of authority. In all cases, you will be advised of the
findings and conclusion.

Any employee or member of management, who is found, after appropriate investigation, to have
engaged in harassment of another employee or to have retaliated against an employee for
reporting harassment, will be subject to appropriate corrective action, depending on the
circumstances, up to and including termination.

2.8 Employee Grievance Form

West Virginia Academy is available to help you resolve grievances with your co-workers. If you
have a work-related problem that you would like to address through the grievance process, fill
out the form in Appendix A of this document and submit it to West Virginia Academy Human
Resources.

2.9 General Rules of Conduct

All employees are expected to demonstrate good judgment, ethical personal behavior, and
common sense. The following are rules designed to give you guidance in your conduct:

You are not to conduct personal business during working hours.

Personal protective equipment must be properly utilized as directed by your supervisor.
You must report all injuries or accidents to West Virginia Academy immediately.

You must not perform sloppy or defective work.

You must perform all assigned duties and fulfill your responsibilities to WVA, with or
without reasonable accommodation. Productivity and workmanship must be up to
standard.

You must be available for work as scheduled.

You are responsible for all property placed in your custody.

You must not neglect your job duties or responsibilities, nor refuse any work assigned to
you.
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The foregoing rules are not intended to be all inclusive of the required self-discipline, proper
standards of conduct or obligations employees must observe at all times and do not limit the
“at-will” status of your employment, as applicable.

If your conduct as an employee comes into question, West Virginia Academy will make an effort
to resolve the matter fairly. These rules are not intended to limit the proper rights of anyone.
They are intended to protect the rights of everyone. Failure to adhere to the preceding rules will
result in disciplinary action up to and including termination.

2.9.A Prohibited Conduct

The following conduct is prohibited and will result in disciplinary action up to and including
termination:

Engaging in unlawful or improper conduct that affects your work, fellow employees,
company products, property, reputation or goodwill in the community.

Leaving your department or work before the end of the shift without the authorization of
your supervisor.

Using West Virginia Academy’s facilities and time for personal business, or unauthorized
possession or use of your Work-site Employer's or WVA's keys.

Soliciting or accepting tips.

Smoking at work other than in designated areas.

Making false claims of injury.

Damaging or destroying your Work-site Employer’s or WVAs property or wasting of
materials. Loitering or sleeping while on duty.

Being on the job while under the influence of alcohol, drugs or intoxicants of any type.
Falsifying information on forms, reports, records, employment applications, timecards or
attendance forms and production records.

Acts of insubordination such as refusing to follow supervisor's directions or instructions.
Bringing firearms or weapons of any kind into the office or onto the work location, unless
otherwise permitted by state law.

Bringing liquors, illegal drugs or other substances into the office or onto the work
location.

Removing or using, without authority, property, records or other materials of the
Work-site Employer, WVA or other persons.

Fighting, threatening, intimidating or coercing any visitor or employee.

Violating safety or health rules or practices, or engaging in conduct that creates a safety
hazard to yourself or to others.

Violation of West Virginia Academy’s Harassment and Equal Employment Opportunity
Policy.

The foregoing is not a complete list of actions that may lead to termination.
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Section 3: School Culture

3.1 WVA's Educational Program

In order to accomplish our ambitious mission, West Virginia Academy (WVA) will be a
wraparound community school, where the whole family can be educated in one location at the
same time. Our secondary school will include sixth through twelfth grade. This year we are
adding 10th grade. We also accept Hope Scholarship students in 11th and 12th grade that wish
to take courses and be apart of the WVA community.

As a family-oriented institution, this year ALL students will have the same start and end time for
school. This will save on the time and money it costs to make multiple trips for parents and
buses. We also plan to have before school programs that start at 7:00AM offering physical
activities and mental exercises as well as a pancake breakfast. We also provide enriching after
school programs that target academics, the arts, and physical education. These activities will
run until 5:15PM each evening.

3.1.A Every Student a Scholar

At West Virginia Academy our students are referred to as scholars. The Webster dictionary
definition of student is one who attends school. We want much more than just individuals
attending a school, we want them to be scholars. The Webster definition of scholar is a learned
person. A scholar typically describes a person who exhibits an accelerated learning competency
and/or possesses a high content core knowledge.

That is the goal for our students at West Virginia Academy: Every Student here becomes a
Scholar.

3.1.B Nursery School Model

West Virginia Academy Nursery School (WVA Nursery) will follow the Head Start Early Learning
Outcomes and Framework. The overall purpose in providing this service on campus is for our
faculty and staff. We strive to make them feel appreciated and important. As such, we want
them to have peace of mind concerning their younger children by providing a safe and
academically nurturing environment as our teachers provide the same environment for older
children in the community.

3.1.C Primary School Model

West Virginia Academy’s Primary School (WVA Primary) will be a Core Knowledge (CK) school
that teaches through the explicit teaching of core topics by way of the Direct Instruction Method
(D). In order to fulfill our primary school mission, all of our primary students will participate in the
West Virginia Academy Builder’s program, giving them self-management opportunities to
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become respectful and contributing members of our school as well as our surrounding
community.

3.1.D Secondary School Model

Beginning in sixth grade, our curriculum and methodology will change from knowledge-based to
inquiry-based in nature. In each course, students will be evaluated on their performance in four
areas: overall work quality, conceptual understanding, thinking skills, and transfer of learning.

Student performance based on these criteria will be evaluated throughout the year and reported
using a seven-point scale at the completion of the course (see IB MYP). Scholars in the WVA
Secondary School will start to play an active part in the West Virginia Academy Ambassadors
program.

3.2 WVA Core Faculty Foundations

At WVA, we understand that in order to build an excellent institution, we must have a strong
foundation in place. Our foundation is built on the following five “E” principles:

3.2.A Expectations

High expectations in academics and character reflect the unwavering confidence we have in our
students. We believe that our students can and will achieve whatever is set before them. High
expectations are the vital first step toward achieving our school mission of academic excellence
and virtuous character development for each student. The confidence engendered in our
students by the high expectations we hold motivates them toward excellence.

3.2.B Effort

We believe that properly reinforced effort is the key to achievement. Our students and staff
know the value of hard work, and are committed to working hard every day. The fruits of work
are real and satisfying, and are won without exception by those willing to engage in work
earnestly and consistently. The fruits of work cannot be borrowed or lent.

3.2.C Enthusiasm

Enthusiasm propels one on to greater effort. Enthusiasm makes work enjoyable and provides
encouragement for others to put forth increased effort. It is the responsibility of every member of
the WVA community to bring enthusiasm to their work and to their associations at school.

3.2.D Encouragement

Expertise in the art of encouragement is a hallmark of WVA staff. Nearly constant, expertly
applied encouragement is required to balance the high level of rigor we require of our staff and
our students.
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3.3 School Pride

Any thriving culture is centered on pride. This is not an arrogant, judgmental pride, but a pride in
hard work, team effort, and the success that comes with it. It also comes through infusing the
school culture and language through everything we do at West Virginia Academy. To celebrate
our student’s achievements and hard work, we will be holding a number of enrichment activities
in addition to the culminating activities throughout the school year. Some examples of such
events are: Ocean Week, Field Day, Show What you Know Assembly, Hall of History, Science
Fair, and Graduation. Students will also participate as a team in the WVA Ambassador’s
program including various sporting competitions, service learning field trips, and the ultimate
field day challenge (See West Virginia Academy Ambassadors).

3.4 Student Dress Code

Teachers in every grade should know all the details of the student dress code as found in the
current Student Dress Code brochure. Teachers are expected to know the details of the dress
code and consistently enforce the dress code in their classrooms and at other times as well.
Teachers should note infractions of students not in their class and bring it to the attention of the
teacher or administrator.

3.4.A School Cleanliness and Order

Teachers are responsible to keep their classrooms tidy and organized. Students should be
instructed to pick up litter any time that they drop anything, as well as throughout the day and
again at the end of each day. In an effort to help our students be more accountable for the
school environment, teachers need to take sufficient time to ensure that their students have time
and training in order that the classrooms are kept to a high standard of cleanliness. Classrooms
and breakout rooms need to remain clean and organized. Students should be encouraged to
leave breakout rooms clean and ready for the next class. This may require teachers to take one
minute for a clean-up session at the end of their group or class.

3.4.B Not One Thing, Ever (NOTE) campaign

West Virginia Academy will be participating in the “NOTE” campaign. This refers to the new
expectation we are setting that students are to leave “Not One Thing, Ever” on the floor. Not in
the hallway, not in the classroom or breakout room, not in the locker rooms, bathrooms, playing
field or playgrounds — not anywhere. One of our emphases in this program is to teach students
to be responsible for THEIR OWN things, their own messes, their own papers, pens, pencils,
paperclips, scraps, lunch trash, etc. Our goal is to raise the level of awareness of EACH and
EVERY student to tend to their own belongings with care. Thus, we are not looking to increase
the group “clean ups” in the classrooms or hallways, but instead to increase the specific
students who are leaving things behind to clean them up. More information will be given on this
program at Teacher’s Preservice meetings.

West Virginia Academy, Ltd. Employee Handbook, 24-25 34



3.5 Behavior & Classroom Management, Student Motivation

Students and staff at West Virginia Academy will conduct themselves in a respectful, honorable
manner. Members of our community will respect the mission of WVA, and this will be reflected in
their conduct and interaction while on school premises. Parents and students are required to
disclose if the child has been expelled from any school institution on their registration form. If
the information on that registration form is incorrect with regards to past behavioral incidents,
the student will immediately be expelled from the school.

The school reserves the right to modify these procedures or consequences according to
student need and as determined by the school director or his/her designee. For
violations of the code that threaten the health, safety, or welfare of others, the school
director or designee may immediately suspend students according to the Suspension
portion of the Code of Conduct.

3.6 Behavioral Procedures Core Principles

1. All students and staff members benefit from a learning environment that is free from
disruption and harassment, and one that is physically safe and emotionally nurturing.
Students at West Virginia Academy will not be allowed to disrupt the learning process.

2. All students are capable of appropriate conduct in the school setting.

3. ltis the responsibility of the teachers and administrators to explicitly teach the behaviors
that are expected and the behaviors that are unacceptable to each student in each
setting at school.

4. ltis the responsibility of the student to learn self-discipline and to adhere to the Code of
Conduct.

5. ltis the responsibility of the parent to fully participate in the process of teaching the
student appropriate conduct and supporting disciplinary measures.

3.7 School-Wide Positive Behavioral Supports (SWPBS)

1. All students will have access to a learning environment free from disruption and
harassment.

2. Students will be physically safe at West Virginia Academy.

Students will be emotionally nurtured at West Virginia Academy

4. Students will learn appropriate conduct by practicing self-discipline and will be able to
generalize their understanding of appropriate conduct to situations other than those
specifically and explicitly taught.

5. Discipline training will be utilized at West Virginia Academy. Discipline refers to the
process of teaching positive behaviors and allowing students opportunities to practice
those positive behaviors until they become proficient at controlling unproductive
behavior.

w
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6. Consequences imposed as a result of unproductive behavior will be meaningful and
effective, with the goal always being that the student is motivated to improve his/her
behavior.

3.7 CHAMPs

“‘CHAMPs” is the classroom management, school-wide discipline and behavior management
model used at West Virginia Academy. CHAMPs manuals are available for teachers and
instructors. Teachers should familiarize themselves with the CHAMPs program.

CHAMPS Companion Program - CHAMPS training

Each teacher at West Virginia Academy will complete training through Google Classroom that
introduces the Classroom Management System. Each teacher must complete six (6) content

chapters, four (4) quick quizzes, nine (9) online review activities, and a 20-question online exit
test. Each year teachers are required to review the training material in order to stay up to date
on the CHAMPs program.

WVA CHAMP Tickets/ Pom-Poms
As an incentive for those students who are performing at their best. Teachers can pass out
WVA CHAMP Coins. These can be used in the various vending machines for non-food prizes.

3.5.A Student Expectation Chart in PreK through 2nd Grade

Teachers in Kindergarten through 2nd grade will use a WVA Star Behavior Chart. Each
student’s clip starts at the bottom of the chart and can only be moved up during the day. At the
start of the academic year until the end of Term 1 (October), those that make it to the gold star
will get access to the teacher or admin’s treasure boxes. As the year progresses, student who
make it to the gold star for a week will be recognized at the Friday Assemblies with a Behavior
Ribbon.

3.5.B Student Expectation Chart in Grades 3rd through 6th

Card Chart

Teachers in 3rd grade through 6th grade should use the classroom card chart. Teachers should
instruct students and parents on how this chart will be used. Consistent use of the card chart will
enable students to learn to control their behavior and facilitate their academic progress.
Students will each have 5 cards — one each of the following colors: green, yellow, blue, red, and
purple. The goal is for students to “remain on green”. Students should be instructed to “move a
card” when they have neglected to bring completed homework or needed supplies to class, or
when they misbehave. Reasons a student may be asked to move a card should be clearly
outlined for the students.

The card system is not a discipline system as much as it is a “reminder” and “practice” system
and should be used as such. Teachers should never say in anger or frustration “PULL A CARD”.
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They should instead ask the student to PLEASE MOVE a card in a gentle way, including the
reason for the card move, confidentially, if appropriate. The card chart is essentially a
self-governance tool. Students should desire to “stay on green”, thus become motivated to
come prepared to school each day and to behave appropriately.

Teachers should work so that their students, as a whole, are able to “stay on green” most of the
time. Classroom rules should be made to provide for the realization of that goal. A
well-managed West Virginia Academy classroom will have fewer and fewer students moving
cards as the year progresses. Teachers are required to keep a log of all student card moves
throughout the school year.

When a student is instructed to move a card, the teacher MUST use positive reinforcement of
appropriate behaviors at a ratio of 3 reinforcements within 5 minutes of the card move. These
reinforcements must be specific (student name, positive behavior stated out loud) and
connected with positive emotional tone (enthusiastic, motivating to the student).

An effective way to motivate students is to keep a record of "green days" for each student. As
students accrue a pre-determined number of "days on green", rewards may be given.
Consecutive green days should not be required for rewards as this acts as a disincentive for
students who have to work diligently to earn green days. Instead, as soon as a student hits the
target, for example ten green days, regardless of when this occurs, the student earns the
reward thus motivating him/her to more consistent green day conduct.

Most behavior and academic challenges in grades 3-6 should be handled utilizing the card
chart. Teachers must find time at the end of each day to mark the learning plan with the
student's status for the day ("green”, "yellow"). Also add the infraction number for
parents to reference and follow-up at home. It is important that the color is recorded on the
learning plan daily so that the parents have a daily communication regarding their students'
behavior and performance status. The reason for the move must also be written on the learning

plan and can be represented by a numeral (see card chart for explanation of this).

When a student moves one or two cards in a day, this should be recorded on the learning plan
so the teacher can be certain the parent is aware of the specific reasons for the card moves (as
per their signature on the learning plan). Any time a student moves more than two cards in one
day (or goes to "red" status), the student must fill out a behavior form, and it should be attached
to the learning plan. If a student moves more than three cards (moves to "black") parents must
be notified by a phone call from the teacher and a phone conference must be held.

Suggested consequences for card moves:

1st card - "on yellow" - 5 minutes of recess lost

2" card - "on blue" - 10 minutes of recess lost

3" card - "on red" - behavior form filled out, recess time lost, conference with teacher
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4th card - "on black" - recess time lost, behavior form filled out, phone conference with parents
and teacher notifying parent that one more card move will require the parent to assist their child
for the remainder of the day

5th card - "past black" - student sent home, or parent intervention (that day)

In general, the classroom teacher should be the one who instructs their student to move a card.
If a teacher or instructor who is not the student's teacher witnesses behavior they believe
warrants a card move, they should communicate that behavior to the teacher and allow the
teacher to determine if a card move is the best option.

DI teachers should not issue card moves for behavior issues. They should report the
behavior to the classroom teacher on the learning plan including a card move for
un-preparedness.

Teachers in every grade should be familiar with the dress code and consistently enforce it in
their classrooms. Again, the teacher should be the only one to issue a card move to a student
for a uniform infraction. If another staff member notices a uniform infraction, they should
mention it to the CLASSROOM TEACHER and allow them to handle it as there may be
extenuating circumstances already worked out between the parent and the teacher of which the
staff member may not be aware.

POSITIVE REWARDS

For students who never pull a card for the entire week will be rewarded with a behavioral ribbon.
Ribbons are best displayed in the Homeroom Classroom until the final day of the year.

3.5.C Student Discipline Grades 7-12 Minor and Major Infractions

Generally Utilized Infraction Procedures

1. Student may receive a verbal warning from staff member who witnesses the
infraction.

2. Staff member who witnesses the infraction will determine if an infraction referral is
warranted.

3. If the infraction warrants a referral, the student will report to the Secondary
Administration office to receive the referral form.

4. The staff member who witnessed the infraction will fill out the referral form and give it
to Secondary Administration.

Referral Process

1. Administrative conference with student, contact parents -
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Parental support is vital to the success of the Code of Conduct as consequences out of school
are often more effective in producing motivation than consequences imposed in school. It is the
parent's role as the school's partner to have a home consequence prepared that will discourage
the behavior from recurring.

2. Teaching and Instruction -

The school provides to each family annually the Parent-Student Handbook, which contains the
Code of Conduct. Parents and students are asked to review the Handbook and sign the
“Receipt of Handbook” demonstrating they have fulfilled this requirement. The first step in the
discipline process is conferencing with the student and reviewing the Code of Conduct to ensure
the student knows and understands the violation of the Code of Conduct.

3. Application of Consequences

e Student will make amends to those offended or impacted. Amends may include verbal
apologies, written apologies, restitution of property, and other amends as determined
appropriate by the teacher or school administration.
First Offense: Parent Intervention (parent attends school with student)
Second Offense: Short-term suspension (1 day)
Third Offense: Short-term suspension (3 days)
Fourth Offense: Long-term suspension (10 days) and review of potential expulsion
proceedings

Students who physically harm other students will not be allowed to remain in the classroom.
West Virginia Academy does not have a form of “in-school” suspension. If a student is not able
or allowed to attend class due to his/her inability to properly participate or as a result of a
discipline referral, a Parent Intervention (Code of Conduct: Parent Intervention Guidelines) or a
Suspension will occur.

Disruptive Behavior

Definitions

“Disruptive Student Behavior” means any behaviors as defined in 53G-8-210 that are grounds
for suspension or expulsion from school as well as behavior that does not warrant removal
“Habitual Disruptive Behavior’” means disruptive student behavior that has occurred six or more
times, absent suspensions or expulsions, throughout the school year. Suspensions or
Expulsions due to disruptive behavior may reduce the number of incidents required to qualify as
habitual.

“Qualifying minor” means a student in 7th grade through 12th grade.

Notice of Disruptive Student Behavior

A notice of disruptive student behavior may be issued for a qualifying minor who:
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1. engages in disruptive student behavior, that does not result in suspension or expulsion,
three times during the school year; or

2. engages in disruptive student behavior, that results in suspension or expulsion, once
during the school year;

A notice of Disruptive Student Behavior requires that the qualifying minor and a parent of the
qualifying minor:
1. meet with school Administrators to discuss the qualifying minor's disruptive student
behavior; and
2. cooperate with the local school board or charter school governing board in correcting the
qualifying minor's disruptive student behavior; and
3. must be mailed by certified mail to, or served on, a parent of the qualifying minor.

The student and/or parent may contest a Notice of Disruptive Student Behavior in the following
manner:
e |f the notice is written by an assistant administrator or another designee, the appeal is
made to the principal;
e |[f the notice is written by the principal, the appeal is made to the district coordinator
assigned to that school.

A school representative will provide to the student’s parent a list of resources available to assist
the parent in resolving the student’s disruptive behavior problem.

Habitual Disruptive Student Behavior

The Habitual Disruptive Student Behavior may only be issued to a student who has received a
Notice of Disruptive Student Behavior and:

A. engages in disruptive behavior (that does not result in suspension or expulsion) at least
6 times during the school year;

B. engages in disruptive behavior that does not result in suspension or expulsion at least 3
times during the school year and engages in disruptive behavior that results in
suspension or expulsion, at least once during the school year; or

C. engages in disruptive behavior that results in suspension or expulsion, at least twice
during the school year.

3.6 Language and Communication

Students and staff will speak at all times with respect and kindness. Language that is positive
and promotes the mission of West Virginia Academy will be taught, modeled, and fostered.
Students and staff will notice positive behavior in others, and will commend others for their
efforts. Language that builds, supports, and encourages will be frequently and consistently
used. Communication will be positive. When corrections need to be made by staff members,
this will be done privately whenever possible, and always in a respectful, kind manner. Positive
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language and encouragement will follow any necessary corrections. Gratitude will be
expressed frequently and consistently by students and staff, both in word and in written form.

Staff should never direct students to keep information secret from their parents regarding what
happens in a classroom, at the school or regarding something the teacher has said. Doing so is
justification for immediate removal. If parents are made aware that this has happened, we ask
that you notify administration immediately.

3.7 Reporting

All faculty and staff are mandatory reporters, meaning if they see anything that relates to abuse
or neglect they must report it within 24 hours. If you are unsure as to how to report the incident,
please reach out to the Student Success Manager or the Executive Director.

3.7.A Child Abuse or Neglect

Any staff member who witnesses or suspects child abuse or neglect is responsible to report
such abuse or neglect to the proper legal authority. The staff member is encouraged to bring this
information to the School Director, who may also make a report. However, regardless of the
action or inaction of the school, it is the responsibility of any adult in the state of West Virginia
who witnesses or suspects abuse or neglect to report this information to Law Enforcement
and/or the Abuse and Neglect Hotline (1-800-352-6513). It is open 7 days a week, 24 hours a
day.

Child Protection Trainings

Staff members are trained annually on Suicide Awareness and Prevention, Child Abuse
Awareness and Reporting, Head Injury Recognition and Response, and other topics relevant to
protecting the physical and emotional safety of students. Some situations require notification to
law enforcement or child protective service agencies. If a staff member has a concern related to
student safety and is unsure how to respond, he/she is expected to promptly consult a school
administrator. Consulting a school administrator alone may not absolve a staff member from
legal reporting requirements. Staff are expected to follow the procedures outlined in annual
trainings. PowerPoint modules are available for additional review.

3.7.B School Safety Violations

As a public school, West Virginia Academy is required to report all incidents that qualify under
the Safe Schools Violation Report. If a staff member is a witness to a safe school violation, it
should be reported immediately to school administration. Included in safety violations:
possession of weapon, knife, lighters, controlled substances, razor blades, matches, etc. In
addition, physical assault including hitting, kicking, biting are violations. If a student requires
medical attention due to an accident, such as stitches, a broken bone, concussion, or anything
that requires a doctor’s attention, such incidents must also be reported so that it may be
recorded and responded to appropriately.
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3.8 Parent Intervention

If a student has mutilple infractions in your class and needs a quick response, parents are
invited to sit with the student to model appropriate behavior. This intervention allows the parent
the opportunity to view their student in their learning activities at school so they can provide the
needed support and structures at home to assist the student in finding success at school.

3.8.A Parent Intervention Guidelines

Teacher’s Role
Engage the student’s parent to assist the student in learning:
1. How to stay focused on doing their best on all of their work?
2. How to be respectful to the teacher and focus on learning?
3. How to conduct themselves in an appropriate manner in each learning environment at
school?
Prior to the start of school, review with the parent and student what is expected of the student at
school each day
1. Students at WVA are expected to do their best on all work.
2. Students are expected to respect the teacher and focus on learning.
3. Students are expected to govern themselves and control themselves in all situations at
school.

Parent’s Duties

1. Stay with the student — sit next to the student desk during class time, transition with the
student.

2. Fill out the data tracking form for Parent Interventions.

Re-direct the student back to learning whenever necessary.

4. Teach the student how to show respect to the teacher (ie: eyes on the teacher, feet flat
on the floor, mouth closed, hands on the desk, etc.)

5. Help the student to see the value in self-control and self-governance.

6. Take any/all opportunities to notice good behaviors and teach correct behaviors during
learning time, transitions, lunch, recess, etc.

7. Instill in their student the desire for success at school through establishment of
meaningful rewards and consequences.

8. Parents should focus on their child’s behavior and not interfere with the teaching and
learning environment.

w

At the end of the intervention, the teacher, student and parent will meet to discuss the positive
effects of the intervention and help the student set goals for a successful school year. If more
coaching is needed, parents will be invited back to coach for an extended period of time.

3.9 Plagiarism

The act of using the ideas or work of another person or persons as if they were one's own
without giving proper credit to the source. Plagiarism includes: copying from another student’s

West Virginia Academy, Ltd. Employee Handbook, 24-25 42



homework, quiz, or test; discussing answers or questions on a quiz or test (unless such
discussion is specifically authorized by the teacher); obtaining or making copies of a test without
authorization from the teacher; using notes on a quiz or test when not specifically authorized by
the teacher; or other similar activity; failing to put a quotation in quotation marks and using
proper citation, etc. It is expected that students will acknowledge sources in work
submitted for grading. If it is clear a student has cheated or copied someone else’s work and
turned it in as his/her own, the student is subject to the following consequences:

1. Work that has been plagiarized will receive no credit and the student may not have the
opportunity to redo the assignment for points;

2. On the first offense, a student who has turned in plagiarized work shall be suspended for
one day; and

3. On the second plagiarism offense, the student shall receive a multiple-day suspension
and he/she may be required to attend an expulsion hearing before a discipline council.

8.10 Infractions

The following behaviors are considered infractions of the Code of Conduct. This is not an
exhaustive list and the school administration may deem other actions or behaviors violations of
the Code of Conduct. The homeroom teacher is the first point of contact when a student is
struggling with their behavior. If the behavior insists or increases in severity, then the following
plan will apply.

8.10.A Level 1 Classroom Level Plan

Level 1 infractions are those discipline issues that the classroom teacher will message the
parent within 24/48 hourse of the incident. Level 1 infractions will normally not escalate to a
higher level, but they need to be addressed with the parent and teacher.

Level 1 categories:
e Disruption — calling out, off task, out of seat, fidgeting, restroom problem, throwing
object.
o Disrespect — rolling eyes, teasing, cursing, cheating.
e Preparedness — missing assignment/materials, planner.

8.10.B Level 2 Office Behavior Form

Level 2 referrals requires the teacher to indicate to the student that they need to obtain a Office
Behavior Form from the Success Office. The teacher will complete this form and the student will
take it home to be signed by a parent/guardian. The teacher will also call the parent/guardian as
well as send an email, or send a text through google classroom, the parent with a picture of the
behavior form, informing the parents of the incident and the need for a signature. The student
will return the completed form to the Success office the following day.

Level 2 Categories:
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Skipping Class

Excessive Disruption

Excessive Disrespect
Continued Preparedness issues
Inappropriate use of Technology

In the event that a child receives more than one behavior referral form in one day, the parent will
be asked to come in to the Success Office to discuss further action. One of the following may
occur:

Email from Teacher explaining the infraction.

Office Behavior Referral form sent home and parental signature is required.
Parent Intervention (parent attends school with student)

Conference with administrators, parent(s) and student.

Suspension (student does not attend school for a specified period of time)
Discipline Council/Expulsion

8.10.C Level 3 Student Success Office

Level 3 infractions will follow the guidelines for a level 2 infraction. In addition, the students
success manager will hold a conference with the student and parent regarding the incident.

Level 3 Categories:
e Defiance
Vandalism
Theft
Insubordination
Aggressive Behavior - without injury
Truancy

One of the following may occur:

e Parent Intervention (parent attends school with student)
e Conference with administrators, parent(s) and student.
e Suspension (student does not attend school for a specified period of time)

Discipline Council/Expulsion

8.10.D Level 4 Associate Director Office:

Any Level 4 infractions require an immediate conference with the Associate Director and may
result in suspension or expulsion. Level 4 infractions will be documented in WVEIS as a
behavior referral.

¢ illegal — weapons, drugs, sexual harassment, fire alarm

e Physical — assault, fighting, throwing objects

¢ Defiance — defiant (three interventions), vandalism, theft

e Excessive Truancy
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After consequences have been administered, the student will be returned to class with the
discipline slip and record of consequences. There will be mutual acknowledgment by the
student/teacher/administrator and the student will return to normal classroom procedures

8.10.D Banned ltems

Weapons and dangerous substances are not allowed on the premises of West Virginia
Academy. Possession of any of the following items may be grounds for immediate expulsion:
e Drug paraphernalia
e Controlled substances
o Narcotics
o Tobacco, Cigarettes, E-Cigarettes/Vapes, and Other Electronic Smoking Devices
o Alcohol
o Prescription Medications
e Weapons, including real weapons or look-alike weapons
o Toy guns (Nerf, Rubber band Shooters, Airsoft, etc.)
o Any explosive, noxious, or flammable material (including aerosol cans, such as
deodorant sprays)
o Matches or lighters
m Bullets
m  Knives or other cutting tools (other than school scissors)
e Sexually explicit material — written, pictorial, or electronic including nude depictions of
either gender in a sexual content.

Section 4: Daily Operations

4.1 Student Supervision

Students should not be left unattended in classrooms, wherever possible. K-5 students should
line up in the hall outside the classroom or breakout room and wait to be invited in by the
teacher. The classroom door should be closed and locked if teacher is not or cannot be there.

It is important that whenever possible, staff members are not alone with one student. It is best to
have two staff members present in as many settings as possible, for the protection of the staff
members. However, as this is not often possible, staff should at least be careful to avoid being
alone with one student. If there are less than three students working with a teacher or instructor,
they need to be in an open, public area. If this is not possible, doors should remain open at the
least. This also applies to after-school events such as tutoring or other extra-curricular activities
or clubs.

Staff may not use physical force with students in order to achieve compliance, except in matters
of personal safety (either the student’s safety or the staff member’s safety). Staff may not utilize
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corporal punishment defined as a painful, intentionally inflicted physical penalty administered by
a person in authority for disciplinary purposes. Doing so is grounds for immediate termination.

Appropriate student/staff physical contact includes the 3 “H”'s: High 5’s, Side Hugs and
Handshakes. It is not recommended that side hugs be used as staff/student contact in
Secondary (6-10) with students of the opposite sex.

4.1.A Playground Supervision

Staff members who are assigned physical education aides should abide by the following safety
rules:

Students may not leave the fenced area.

Staff must retrieve balls that go beyond the fence.

Staff should carry a pack that includes a whistle, Band-Aids, and a red emergency card.
In case of an emergency, the staff member should give the red emergency card to a
student to take to the front office to summon help.

In the case of lightning and thunder, students should be returned to their classrooms.

In the case of poor air quality, students may need to remain inside. Check with the front
desk for the daily air quality report. All students should remain inside on days where the
Air Quality is red or higher; sensitive students should remain inside on orange days or
higher.

Playground Equipment General Rules
Students should be instructed on safe equipment use. Instructors and playground supervisors

must watch students carefully and ensure no unsafe behaviors are allowed to occur. Playground
supervisors will stop any unsafe behavior immediately and re-teach students. If students do not
comply, they will be banned from equipment use for a specified time period. At this point,
parents must be notified of the ban and will be asked to speak with their student regarding
playground behavior. Instructors and Physical Education Aides may not use their cell phones
during recess. They must be observing students at all times and teaching students appropriate,
safe play behavior.

Long lists of playground rules do not replace the use of good judgment on the playground and
may actually inhibit it. Activities that are perfectly safe for some students, may be taken to the
next level by other students and become suddenly unsafe.

Students should be instructed and supervised in keeping the playground clean. Litter and trash
should be picked up and properly disposed of each recess.

Students should not be allowed to play directly outside class windows as this is very distracting
to students in the classrooms.

Students should be encouraged to be ‘CHAMPS’ on the playground, play cooperatively together,

to include others, and to be respectful and kind at all times. Staff may engage in conversation
with one another, but must ensure that they are 1) properly supervising students, 2) able to
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ensure students are not leaving appropriate play areas, 3) close enough to the students to
determine what is transpiring at all times, and 4) able to act as needed (including interrupting
verbal bullying).

4.2 Student Lunchtime Supervision

Primary School
Primary School Students eat lunch at their desks. There should be a minimum 5-minute “chew

time” at the beginning of lunch during which students should concentrate on eating their lunch
and little conversation should occur. During this time, the instructor may wish to read aloud to
the students or play a book on tape. After the chew time students should be allowed to converse
and finish eating their lunch. Students should be allowed to finish their lunches, and 20 minutes
should be scheduled to give them ample time to eat. If a student needs more time, they should
be allowed to take their lunch out to recess and finish.

Secondary School
Lunch period is 30 minutes. There will be two lunchtime supervisors at a minimum each day.

Students must go to the lunchroom to eat their lunch. If a teacher wishes to meet with a student
during lunchtime, the student must show a pass to one of the lunchtime supervisors. Students
may not eat their lunches in the classrooms.

After lunch each day, students will have time to go outside (weather permitting) but MAY NOT
return to the classroom areas without a pass during lunchtime. Lunchtime supervisors must
ensure students leave the lunch and recess areas clear of all trash.

4.3 Carpool Supervision

Staff members will have an assigned duty during carpool hours. Each staff member will receive
training and instruction on carpool procedures and expectations. For the purpose of student
safety, staff members must be at their assigned carpool station on time each day.

4.4 Special Education (See WVA SPED Manual)

WVA has on staff a Student Services Manager that will help students with their individual
accommodations and modifications. Teachers are responsible for closely monitoring their
students’ progress through the RTI process using the teams forms. These forms are available
under the files in Primary and Secondary Teams. If a teacher believes a student would benefit
from a special education evaluation, the teacher should meet and discuss the student with the
Student Services Manager who will advise the teacher regarding the referral process.

If a parent makes a request for special education services or evaluation, the teacher should
immediately contact the Student Services Manager. This contact should be made this way:
1. Email the Student Services Manager in writing (email). Include the name of the student,
the name of the parent making the request and the date the request was made, then,
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2. Follow up within 24 hours to confirm receipt of the email by the Student Services
Manager. The manager will discuss the request with appropriate teachers and follow
through with the parent at that point. All questions from the parent on services,
evaluations, possible outcomes, etc., should then be referred to the Student Services
Manager.

If a parent of any student requests that the teacher fills out any forms for a student (such as
from a physician, counselor, neurologist, etc.), or request that a teacher write any kind of
evaluation of a student, the teacher will notify the Student Services Manager who will provide
direction to the teacher with regard to fulfilling the request. This applies to both special
education students and non-special education students. A completed copy of this kind of
communication should be kept on campus in the student file or in the student Special education
file, as applicable. The Student Services Manager will review all correspondence, reports,
evaluations or other communication regarding a student before it is sent to parents or other
health care workers.

4.5 Mid-Term Break Programming

West Virginia Academy’s unique balanced calendar provides for the reallocation of the 180
instruction days more evenly throughout the year. We have four terms consisting of nine weeks
of instruction with two to three week term breaks in between. The summer has been shortened
from the traditional 10 weeks to 6 weeks between school academic years. During each of these
term breaks West Virginia Academy will offer various mini-courses to provide enrichment and
experiential learning while school is out of session.

As indicated in the 200-day contract, all faculty and staff are responsible to help teach and or
complete projects during one of the mid-term breaks. This is for two weeks so please plan
accordingly. Hours run from 8:00 to 3:00 or 10:30 to 5:30.

Term break school days will be broken up into three sessions beginning at 8:00 AM. Upon
arrival, students will be encouraged to eat breakfast which they can bring, pre-purchase, or will
be provided for those that qualify. Each session runs about 2 %2 hours. Lunch will be about thirty
minutes. Students will be encouraged to bring a lunch, however for those purchasing two or
more sessions, lunch is included.

4.5.A Term Break Courses or Camps

Academic Extended Courses (AEC) or Remediation

At the end of each term, Teachers are to recommend students to the AEC. These students will
be able to attend ONE session for free. Each teacher will be asked to lead an AEC course
during their assigned Mid-term Break.
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Students that qualify for the gifted and talented program will also be offered extended courses to
stretch and enrich their education. One academic course per term-break is offered free to these
students.

4 .5.B Courses offered each term break:

Teachers may choose which of the following courses.camps they will lead during their assigned
term break.

General Courses: Every term break the following courses will always be available:
Little Explorers (PreK and Kinders only)

Remediation

Art Camp

Sports

Enrichment Courses: Special courses only offered one term break
Fall: Hiking, Video/Film, Lego

Winter: Skiing, Creative Writing, Theater

Spring: Music, Aquatics

Summer: Gardening, Outdoor Adventure

4.5.C Enrichment Programs

ift nd Talen n
West Virginia Academy offers leveled courses within the foundational topics (See The Level
System). This provides learning in the least-restrictive environment for each of our students.
Students will be given placement tests for each foundational topic and placed in the correct
class to ensure efficient learning. Students that are “gifted” in a subject will be placed at a higher
grade level, thus challenging and supporting learning for all students. Those that qualify as
being gifted and talented will be invited to participate in term break mini-courses that will
enhance learning and provide opportunity for additional growth.

4.6 Culminating Activities

At the end or close to the end each of our four terms, WVA will be hosting a culminating event.
These family-friendly events will be free and open to the whole community. All of these events
will be held at our West Virginia Academy Preston Campus.

4.6.A Fall Fest

At the end of the first term we will be holding an annual Fall Fest. Each grade will be
responsible for running a booth at the Fall Fest with a game that fits the theme for the term. For
example if the theme for Term 1 is “Earth On, Above, and Beneath” our students at all grade
levels will learn various topics addressing our natural features on the Earth (e.g. land masses,
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oceans, etc), above the earth (i.e. weather and space), and beneath the earth (plate tectonics,
earth’s layers, etc).

Fall Fest will not only include educational and fun grade-level booths, but each homeroom class
will be given an opportunity to make a scarecrow reflecting some aspect they learned that fits
the theme. Families, Community members, and student groups will also be encouraged to
create a scarecrow representing the current theme. The scarecrows will be displayed and
judged with winners receiving certificates and awards.

4.6.B Cultural Connection

At the end of December, our school will hold a Cultural Connection night. Cultural Connection is
just like it sounds, an event to connect people and various cultures all around the world. To
prepare for this community night, students will be learning about various aspects of culture
within West Virginia, the United States, and all around the world.

Each grade will be assigned a culture to represent at the festival. Students will be asked to
volunteer at a booth or create art, objects, food, etc of their assigned culture to present at
Cultural Connection. Students will also be learning a song that is commonly sung in their
assigned region during celebrations. Each grade will be performing throughout the Cultural
Connection night.

4.6.C Hall of History

“Knowing the Past, opens doors to the future.” (Carter G. Woodson) West Virginia Academy’s
community event for the four term is the Hall of History. This event will turn our school into a
living history exhibit. Based on the theme for the term, the primary students will discover the
historical significance of various artifacts, pictures, posters, and other items that fit within a
specific era they are learning in their grade. The older students will be able to choose a famous
individual and actually “become” that person for the night. They will answer questions and give a
monologue to peers and community members throughout the night. Not only does this help our
scholars truly experience history, it educates all those that come in an inventive unique way. Our
goal is to make history come alive in our very school.

4.6.D Science Fair

Gravity, Magnetism, Heat, and Energy, these are just some of the topics that we will discover
during this third term. The theme will vary keeping the event exciting each year. Our scholars
will be exploring the various science topics and experimenting either as a class or as a small
group. Students will be partnering up or going solo on their very own science project. Projects
will be graded and ribbons will be awarded at the end of the night.
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4.7 Assemblies

K-6 assemblies will be held twice a month check the bell schedule for times. Grades 6 - 9th will
have assemblies twice a month on the opposite weeks of the K-5 assemblies. Special
assemblies may be held upon approval from the administration. Assemblies will reinforce
curriculum, classical education or character development. Builders of the Month will be honored
in the second assembly of each month. Please inform the parents of that student the times and
dates so they can celebrate this accomplishment with their child. Siblings may not be checked
out for assembilies.

Show What You Know (SWYK)

Each primary homeroom is expected to “show what they know” at the frst assembly of each
month. (SWYK) presentations can include, but are not limited to, Songs, Poems, Chants,
Jingles, Raps. “Show What You Know” presentations should focus on academic themes and
grade level content, showing the other students what that grade has learned. “Show What You
Know” presentations should include the entire grade — not individual classes or groups. This is
not a talent show intended to highlight one or several students, but an opportunity for that grade
to show their knowledge and celebrate their success. We do not have a schedule for each
grade, but each grade should plan to “Show What They Know” once every month.

Piano, Garage band, and Choir will perform at least once per semester so students can have
exposure to both programs. All presentations should be no longer than 2 1/2 — 3 minutes.
Teachers will teach their students the expectations for performance CHAMPS. Performances
should be quick paced and interesting for the audience.

4.8 Visual Media Usage

Use of DVDs or other media can be a legitimate educational activity. Guidelines for such use are
as follows:
e Media should be used when the content contained has already been presented to the
students, and they are at some level of mastery with the material.
Media is used as a culminating activity, a review, or an additional presentation of material
All media not listed in a 180-day plan must be pre-approved, specifically:
o If it has any kind of a rating (even if you are just showing a clip) it must be
approved by your admin.
o Ifitis a clip (under five minutes) from YouTube or some other internet site to
enhance a lesson the link should be on the lesson plan in the teams folder
o Ifitis a clip (over five minutes) from YouTube or some other site it must be
approved by admin.
o Ifitis to enhance a lesson it must be approved by admin and your
district/department.
e A teacher must never put on a tv show, movie, or YouTube clip as a substitute or
filler for class time. Please see the Bell-to-Bell learning model above.
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For admin approval, a teacher will:
e Complete a media request form at least one day in advance, submit it to administration
for approval, and sign up for the DVD player on the cart if needed; or
e Include the media information in the 180-day plan, have the plan approved by
administration, and sign up for the DVD player if needed.

4.9 Experiential Learning

The concept of experiential learning is “learning by doing.”" At West Virginia Academy we have
dedicated one day out of the week for experiential learning, our Experience Days. These days
will be filled with hands-on projects and activities.

Primary Teachers - Academic-related activities can be found in the Core Knowledge curriculum
under Culminating activities after each lesson. Please stick to these activities when planning for
the Science and History Experiences.

Secondary Teachers - Fridays can be used for cross-curricular material. Students will go to all 8
of their classes and one time a month go to the Preston Campus for Ambassador Programming.

4.9.A Grade Level Field Trips

At each grade level students will be going on four field trips in the community that enhance their
classroom learning. Homeroom teachers are strongly encouraged to attend the field trips
with their students. Teachers should tell the students abou the field trip at the start of each
term and refer to it as the term progresses. This builds anticipation and excitement around this
unique opportunity.

4.10 Transportation

4.10.A Bus Attendant

Faculty and staff who are willing to be bus attendants will receive a stipend for their service.
Their duties are (1) to ensure the safety of our scholars on the school bus, (2) watch the
students on the bus to ensure proper student behavior, (3) review CHAMPs expectations for bus
transportation when needed, (4) encourage proper behavior by the students while traveling on
the bus, (5) operate the School Guardian app to ensure students are leaving at their proper
stops. If the student is younger than 3rd grade and there is not a parent to escort them home,
the student will ride the bus back to the school and the parents will be notified to pick them up
from the school.

" Experiential learning. (2021) Retrieved 08/12/2021 from https://en.wikipedia.org/wiki/Experiential_learning
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4.10.B Carpool supervision

All staff will have an assignment during morning or afternoon carpool hours. Please plan your
day accordingly. Each staff member will receive training and instruction on carpool procedures
and expectations specific to their campus. For the purposes of student safety, staff members
MUST be at their assigned pick-up and drop-offl duties on time each day they have an
assignment. Failure to do so will result in disciplinary actions.

Student Behavior at Pick-up and Drop-off
e Students are to walk directly to their vehicle.

No students are allowed to play on the playground during carpool pickup.

No pushing, shoving, or horseplay of any kind.

Hands, feet and belongings must be kept to self.

No swinging of backpacks, lunchboxes, or any other items.

No yelling, screaming, or speaking in loud voices.

Students are expected to have all belongings when they go out to carpool. They are
generally not allowed back in the school to retrieve items.

4.11 Student arrivals and departures outside of normal school
hours:

e Students arriving late to school, or any other time during the day outside of pick-up and
drop-off times, must be accompanied into school by an adult to be signed in.

e |f a student needs to leave the school during school hours, the parent/guardian must
come into the school and sign the student out. Students will not be sent out to meet
parents at the curb outside of regular carpool times.

e Students left at the end of the pick-up and drop-off period are to report to the office.

4.12 Supervision of Staff Children Before/After School Hours

Children of staff members must be supervised by their parents before and after school. Children
of staff members should stay in the classroom with their parents until 25 minutes prior to the
start of school, at which time they may line up in the designated space (grades K-6). Secondary
students of staff members should remain with their parents until 15 minutes prior to the start of
school. At 10 minutes prior to the start of school, students in grades K-6 will be led to their
classrooms by the classroom teacher.

Children of staff members MAY NOT remain in the school unsupervised after school. West
Virginia Academy or its agents, subcontractors or assignees are not responsible for your
student’s safety or security outside of the regular school day in-session time. Staff, who are
unable to formally supervise their children after school, may be required to pay for this service.
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4.13 Assessments

At West Virginia Academy, assessment is defined as the process used to determine a student’s
specific strengths and needs. Data are key that helps our educators create appropriate learning
goals. It allows educators to see where their students excel and where they struggle. This, in
turn, informs and shapes targeted instruction. Clear data provide objective talking points for
communicating with parents about areas where their children are struggling, growing, and
improving. Finally, data clearly marks student progress.

Meaningful continuous assessments will be given to scholars on a regular basis and parents
should be made aware of areas needing improvement and further development along the way.
Placement testing will be completed at the beginning of the year to identify the proper level of
instruction for each student and summative assessments will be conducted at the end of each
year. Formative assessments will be conducted as part of the course delivery through the direct
instruction teaching method, which will be the primary method of instruction in early grades. This
method provides for greater participation among our scholars and permits real time
assessments of their understanding that will guide the pace of class progress. Scholars will
achieve mastery before moving on so they can progress with the tools needed for success in
sequential topics.

West Virginia Academy participates in the State’s general summative assessment every Spring.
Faculty and staff are asked to take a course to become testing administrators and help
administer the test every year. These tests are analyzed at the end of the year and contribute to
staff and employee bonus rate.

4.13.A Student Data

West Virginia Academy is a data-driven educational institution. Our student data will come in
many formats and from multiple sources including:

e Academic information - includes growth, courses, grades, enroliment, completion, and
graduation.

e Demographic data - includes a student's age, race, gender, economic status, and special
education need

e Testing data - encompass the results of teacher-designed tests and quizzes along with
annual and benchmark assessments

e Student action data - include attendance behavior, behavior data, extracurricular
activities, and program participation.

e Teacher-generated data - result from teachers' observation of and engagement with a
student.

e Student-generated data - result from information generated from work samples.

Universal Screening Assessments
The purpose of universal screening is to identify, as soon as possible, potential conditions that

may exist and to identify those students who may need intervention. A Head Start screening will
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take place for all students within 45 days of beginning our WVA Nursery School program.
Screenings include examining the following: visual/motor, language and cognition, gross
motor/body movement, sensory (hearing and vision), and behavioral screening.

A universal developmental screening will be conducted annually for all students entering West
virginia Academy for the first time; these include: vision, hearing, speech, language, health and
dental. Preventative health screening will be conducted for grades two, seven, and twelve, and
must show proof of HealthCheck Screenings and Oral Health examination. Visual Acuity will be
conducted for all students between the ages on 11 - 13.

Formative Assessments

In order to gather accurate data from which to make sound instructional decisions, proper
assessment procedures will be followed at WVA. Direct Instruction has formative assessments
built into its methodology on a daily basis to adjust the pace the material is delivered and
identify areas that need to be re-taught. At the end of each unit, teachers will conduct
summative assessments to confirm mastery for each member of their class. Formative
assessments will also be included in the Secondary School through individual subject tests.

Summative Assessments

West Virginia Academy also understands the valuable feedback that assessments can give to
students, parents, teachers, administrators, policy makers, and the community. Assessments
provide a means for implementing accountability of the education schools are providing.
Therefore, all West Virginia Academy students will be given the West Virginia General
Summative Assessment for the grades 3 - 8 with the science component added in 5th and 8th.
It will be given during the final weeks of Term 4. Proper accommodations will be provided for
any students that qualify for them based on their 504 or IEP plan.

West Virginia Academy wants the standardized test procedure to be a productive and positive
experience for our students. Pre-service training will be provided to help train our staff in proper
protocol and guidance in administering these tests efficiently.

When West Virginia Academy serves students in 11th grade, we will be administering the SAT
School Day during the final weeks of the fourth term. These tests are important in not only
providing data but in qualifying for the Promise Scholarship that would benefit students at West
Virginia Academy with furthering their education.

West Virginia Academy will administer the West Virginia Alternative Summative Assessment to
students with significant learning disabilities, as needed. It will be administered to students in
grades 3 - 8 and 11th (in lieu of the SAT School Day exam). The science portion will be added to
the 5th, 8th, and 11th grade tests.

West Virginia Academy will administer the West Virginia English Language Proficiency
Assessment for the 21st Century, as needed. This assessment measures the proficiency of
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English Language students in all public schools in the state. It helps to determine the progress
EL students are making in listening, speaking, reading, and writing.

During the grades 4, 8, and 12, West Virginia Academy will administer the National Assessment
of Educational Progress (NAEP) for those that are assigned. These tests are more
comprehensive, including reading, mathematics, science, writing, US History, civics, geography,
and the arts. These tests will be administered at the end of the 4th term and accommodations
will be provided to students that qualify.

As part of the IB MYP, West Virginia Academy will be administering the eAssessment. This
assessment will cover mathematics, language and literature, science, individuals and societies,
and interdisciplinary aspects of learning. These assessments will be given during the final term
of a student’s 10th grade year.

4.14 Policies and Procedures for Grading

Our school will adopt a standards based grading (SBG) system, also known as
standards-referenced grading system or proficiency-based grading. The general idea is grading
based on separate learning goals and work habits, repurposing homework as practice, and
emphasizing more evidence based learning. Generally there is a lack of consistency when
implementing grades, some teachers use participation while others emphasize homework and
quizzes. SBG flips the focus from scores to skills, with ample time to build them. Our primary
educators will begin by defining what they want students to learn and be able to do. All
activities, labs, group projects, and assessments are then mapped to those objectives, with a
rubric outlining what approaching, meeting, or exceeding them entails. This allows our teacher
to provide targeted, meaningful feedback while producing a fairer, more transparent grading
process that encourages learning, regardless of the class’s overall performance.

4.14 A Promotion Requirements

Students must meet minimum criteria for promotion each year. Teachers may recommend a
student for promotion only if the student meets the following criteria:

1. Students passed all subjects three quarters of the year with at least a C grade or
proficiency in all subjects.

2. Students attended school a minimum of 170 days (less than 11 absences).

3. Students passed at least the lowest level of the skills classes: reading and mathematics
for their grade level, and scored proficient for their grade level on the state end-of-level
assessment.

4. Students show active participation in the West Virginia Academy Ambassador program.

Teachers may not recommend for promotion any student who does not meet the above criteria.
Teachers must grade based on standards achieved, if a student is on an IEP or 504, refer to the
SPED manager for grade assistance.
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Grade level teams will meet and determine if students in that grade will promote for the next
year. Team leaders will contact parents each term to inform them if their student is on a path
toward not graduating.

4.15 Substitute Teachers

Teachers must have their Weekly Plan at their desk. Lesson plans need to be specific, and
include all the needed resources, including information on where the resources may be found.
Preparations for lessons (including copies, answer sheets) should be prepared at least a day in
advance so that should the need for a substitute arise suddenly, the needed materials are
prepared and available to the substitute. Primary teachers shouldl keep all of the daily prep
materials in a labeled location in their classroom. Instructors’ data binders and group teaching
materials should be kept near the Instructor’s desk so that they are easy to find. Teaching
manuals should be kept at the employee’s desk so that they can be found easily.

SECTION 5: Classroom Details

5.1 Cleanliness and Order

Classrooms should be free of unnecessary clutter. Bookcases and other storage cupboards
should generally not be in the front of the classroom, so that students who need to access them
during class will not distract other class members, and so that the front of the classroom is neat
and orderly. Only items used in WVA'’s instructional programs should be housed in the
classrooms or on school property.

Teachers are responsible to keep their classrooms tidy and organized. Students should be
instructed to pick up litter at the end of each day.

Whiteboards should be cleaned at the end of the day and ready for the next day. Long term
notes or items of importance should be to the side with a box around it and labeled "do not
erase".

Breakout rooms need to remain clean and organized. Students should be encouraged to leave
breakout rooms clean and ready for the next class. This may require teachers to take one
minute for a clean-up session at the end of their group or class.

Teachers are responsible to keep the hallway outside their classroom free of litter and student
belongings. Student belongings may hang on coat hooks in the hallway not on the floor.

Instruments are housed inside the classroom at the back or in the History room during the

school day and taken home at the end of the day for practice. At the end of each day, students
may be directed to clean the hallway area and pick up the floors.
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5.2 Seating

Classrooms should be set up in rows and columns, with each student facing the front of the
classroom. If modifications are necessitated by room-size constraints, students should still face
the front of the classroom, but columns may be connected. Any deviation from the above
should be undertaken AFTER consultation with the School Director or his/her designee.

Students in a small group setting should be seated at the front of the classroom. For example, in
breakout rooms with a small class that doesn't fill every seat, students should fill the front seats
first, filling seats in each subsequent row until all students are seated. Students should not be
allowed to sit in the back of any classroom if there are no students in front of them. Desks
should be placed so that teachers can access all parts of the classroom at any time to facilitate
constant teacher monitoring.

5.3 Materials Placement

Students must have easy access to materials they will need each day. Teachers are
responsible to ensure students have the materials they need, including pencils. Two baskets
should be placed in the back of each classroom, one containing sharpened pencils, and one for
the students to place pencils in that need sharpening. Students who need a pencil during a
lesson should be instructed to quickly place their pencil in the "needs sharpening" basket, and
get a sharpened pencil from the other basket. Students should be instructed to insure they
have a sharpened pencil before each class begins, so a student leaving their seat during
instruction to get a pencil would be a rare occurrence.

A student or two should be assigned each week to ensure sharpened pencils are always
available in the proper basket, but teachers are responsible to ensure there are always
sharpened pencils available to students and that students don't lose instructional time to
sharpen a pencil. Students assigned to pencil duty should sharpen pencils before and after
school or during recess times, not during class time.

Jr. High/Secondary students will be given one pencil, one blue or black pen and one red pen

each month. Beyond this distribution, students are expected to provide their own replacements
if needed.

5.4 Walls

Each classroom should post the appropriate school Mission Statement (Elementary, Jr. High,
High School).

The focal area of the students is the front of the classroom. Therefore, it is important that the
front of the room be clear of clutter and of items that visually distract the students.
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e Important content-related information is appropriate on the front walls of the classroom,
in addition to the class schedule and Guidelines for Success and/or Classroom Rules
and CHAMPs.

e Calendars, chore charts, card charts, birthday charts and behavior reminders
should not be placed on the front wall of the classroom, but are more appropriately
placed on a side or back wall.

e The front wall should contain a white board and a screen. A daily schedule should be
placed in the front of the room so students can easily see it. The schedule should be
updated daily.

Other walls should be used primarily for content-related visual aids.
Word-strips, outlines, timelines, other information related to current topics of study, or
review topics, should be posted on classroom walls.

e Every available wall space in the classroom needs to be used to visually reinforce
content from the class curriculum. This can and should be done in creative ways that
will be interesting to the students. Such information also allows for quick
teacher-directed review sessions.

5.5 Bulletin Boards

Only students' best work should appear on bulletin boards in school hallways and in
classrooms. At the very least, best handwriting, proper grammar and neat presentation should
be evident in each piece of student work chosen for display on bulletin boards. Students should
be required to edit their work to the point that grammatical and handwriting errors are not
evident before displaying student work.

5.6 Student Files

Teachers must follow the Policies and Procedures for Student Files. Teachers must keep a
student file for each student. Included in the file:

Learning Plans

Discipline forms (parent intervention, suspension, etc.)

Report Cards

Group Change Forms

A Writing Sample from the first, middle and end of the year

5.6.A Secondary

A student file will be maintained for each Jr. High/Secondary student by the Jr. High/Secondary
Secretary. Included in the student file:

e Copies of Student Progress Reports as mailed home

e Copies of Report Cards

e Discipline Records

e Student schedule
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5.7 Student Privacy (FERPA)

In order for West Virginia Academy to remain compliant with federal and state privacy laws,
student records must be treated as confidential. Personal identifiable student data that has not
been released by parents as student directory information (as designated in registration
materials) may only be shared by and between staff on a need-to-know basis. This includes
ensuring that information with student information is not left unattended, such as on hallway
printers. Failure to implement these policies will result in employee counseling with
administration and a potential warning or other employee discipline. Administrative Directors act
as Data Security Stewards in communicating, training, monitoring, and enforcing records
security processes.

5.7.A Printing and Transmitting Confidential Student Information

Any unneeded paperwork that has student names or identifying data on it should be shredded
using designated shred bins located in staff workrooms. Paperwork that includes student names
or identifying data should NEVER be thrown away in the garbage or recycled in the regular
recycling containers. Always ensure that information with student information is not left
unattended, such as on hallway printers or sent using unsecure means.

(1) All public education employees, aides, and volunteers in public schools shall become
familiar with federal, state, and local laws regarding the confidentiality of student performance
data and personally identifiable student information.

(2) All public education employees, aides, and volunteers shall maintain appropriate
confidentiality pursuant to federal, state, local laws, and LEA policies created in accordance with
this section, with regard to student performance data and personally identifiable student
information.

(3) An employee, aide, or volunteer may not share, disclose, or disseminate passwords for
electronic maintenance of: (a) student performance data; or (b) personally identifiable student
information.

5.7.B Photographs or Videos of Students

Staff members may NOT post pictures or videos of students participating in school activities on
ANY social media accounts (whether personal or professional) without written permission from
administration. Staff members may post pictures or videos of their own children.

Students should not take pictures or recordings of classes, school activities, classmates,
or school property without express written permission of the school administration and
those whose pictures they take. Posting online or distributing in any other way pictures
or movies of school classes, school events or classmates without permission is a
violation of the code of conduct that warrants suspension.

In order for West Virginia Academy to remain compliant with HIPPA and FERPA federal
guidelines, all student records must be treated as confidential. No student records may be
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distributed outside of WVA unless written permission is given by the parent/guardian. Student
information may be shared within the school on a limited, need-to-know basis.

Any unneeded paperwork that has student names or identifying data on it should be shredded.
Paperwork that includes student names or identifying data should NEVER be thrown away in
the garbage or recycled in the regular recycling containers.

5.7 Grading

With regard to student schoolwork, it is allowable to have volunteers and other students correct
student work. Volunteers must be instructed in writing, and verbally by the classroom teacher in
the importance of student confidentiality. Students will correct work in class, utilizing the red/blue
pen system (students take the tests or work the assignment in pencil, then pencils are put away
and red/blue pens are taken out. Errors are circled in red, correct answers are given a
checkmark, and corrections are made in blue ink following the correcting session.) Students
may exchange papers to correct each other’s work or they will correct their own work in different
situations.

Teachers will follow the Policies and Procedures for Grading. At the end of each term, a
progress report/ report card must be made for each student in homeroom.

Primary: Teachers will submit their students' report cards to the Academic Coach. The
Academic Coach will check the report cards against a rubric to ensure there are no missing
elements or inappropriate reports and that the grading guidelines have been followed. They will
return the report cards to the teacher with any deviations from the rubric noted. The teacher will
make the necessary corrections. Teachers will copy the report card and send it home with the
student. Report cards will be sent home the last day of the term or mailed during that term’s
break programming. A copy will be kept in the student file. A second copy will be submitted to
the Front Office for the student’s folder.

Secondary: Teachers will finalize their grades by the last day of the semester. Report cards will
be printed and mailed by administration during the January and June break programming.

5.8 Daily Attendance

Primary: Teachers are responsible for taking attendance each morning in WVEIS as of 8:15am.
Front office personnel will note students who arrive late (after 8:15am) or who are leave prior to
the end of the school day to mark attendance based on partial of full days of school. Students
who attend not less than five hours of the school day should be marked as having attended a
full day.

Secondary: Teachers in grades 7-12 should take attendance at the beginning of each period
either using a hard copy role or in WVEIS. Teachers must enter the period attendance into
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WVEIS not later than by the end of each school day. Students who attend not less than five
hours of the school day should be marked as having attended a full day.

5.9 Academic Guide

The AG is the template for instruction for each grade. Teachers will follow the AG, and will also
add to it throughout the year, adding materials and references as they are used. The goal is to
have a concise and comprehensive guide from which to teach each grade level each year, thus
solidifying the WVA curriculum and providing students with the best, most consistent education
possible. Each teacher will receive an Academic Guide housed in a navy binder that includes
the following:

The 180-day plan,

Unit Overview

Data Tracking Sheets

SPED Resources

Dot Sheets and Classroom Management Helps

5.9.A Weekly/Daily Lesson Plans.

Daily/Weekly lesson plans will be created and recorded on the teacher's computer and printed
and put in a binder that will be kept on the teacher's desk. The plans will need to be at school
each day so that plans are available for substitute teachers. The teachers will develop plans
specific enough so that it is easily ascertained what is to be accomplished each day, with
references to the appropriate places in the 180-day plan that are to be taught.

5.10 Schedules and Transitions

Students are given regular opportunities for mild physical activity through transitions to classes
and groups between 5 and 10 times per day.

Adherence to school schedules, such as arrival time to and from classes, lunch, specials, and
recess is important to ensure the smooth flow of each day at WVA. Efficient transitions between
groups (grades K-6) and classes (grades 7-11) are vital to the academic success of WVA
scholars. Teachers will ensure that they release their students at the correct time, with all
materials including their dockets, so that they can begin the next class on time. Teachers will
also instruct their students in the importance of efficient transitions, utilizing reward systems that
will encourage students to be prepared for each class on time.

The beginning times of groups and classes will be strictly adhered to. Teachers must not wait

for students who are tardy to begin groups or classes. Class must begin on time, and late
students should be required to "catch up", with the intent of encouraging them to be on time. To
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ensure students can achieve on-time arrivals, it is vital that teachers release students on time.
Students should not be held after class to talk with teachers or pay consequences for behavior.

5.11 Substitute teachers

Teachers will have their Weekly Plan at their desk. Lesson plans will be specific, and will refer
to needed resources, including information on where the resources may be found. Preparations
for lessons (including copies, answer sheets) should be prepared at least a day in advance so
that should the need for a substitute arise suddenly, the needed materials are prepared and
available to the substitute.

Primary teachers will keep all of the daily prep materials in the Daily Bins. Instructors' Academic
Guide (AG) and DI teaching materials should be kept near the Instructor's desk so that they are
easy to find. Teaching manuals should be kept at the employee's desk so that they can be found
easily.

5.12 Academic Support Teams (AST)

Teachers are responsible to organize the parents of students in their classrooms into academic
support teams and character support teams. Team Leaders for each need to be identified by
the teacher. These volunteers will work with the teacher, in and out of the classroom. The ACF
has an AST Coordinator who will assist in training AST Leaders.

AST members will provide support to the teacher in the following ways:

Communication - phone tree, organizing parents to volunteer for classroom events
Transportation - for field trips

Events - classroom activities, culminating activities

Academic Support - correcting papers, creating visual aides

AST members who correct student work need to be instructed verbally and in writing that the
work is confidential and should not be discussed with anyone but the teacher.

5.13 Volunteer Guidelines

West Virginia Acdemy asks families to provide volunteer service at the school. It is important
that volunteers work together as team members with WVA staff members. The following
guidelines are helpful in ensuring that volunteer service is a positive experience for parents and
is effective for our students.

e Volunteers must sign in and out at the front office, get a Volunteer badge and wear it
during the time you are in the building volunteering.

e \olunteer Dress & Behavior - please dress appropriately. The more we show respect for
our school, the more respect the students will feel toward the school. WVA's dress code
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is reflective of a high level of respect. We encourage volunteers to reflect this same
level of respect in their own appearance when they volunteer at the school.
Volunteers work under the supervision of staff.

As a matter of professional ethics, and personal privacy, volunteers do not discuss
teacher, student or school affairs with other people. It is extremely important that
confidentiality be upheld at all times. Administrators have the same expectations of
confidentiality from volunteers as they do from the WVA staff.

e Volunteers may be asked to grade student papers, and it is imperative that student work
is ONLY discussed with the teacher or student, if directed by the teacher, and no one
else.

e For your own protection, avoid being alone with one or two students. If this is
unavoidable, be sure and keep the door open or move to a hallway to work.

5.13.A Student Discipline

Volunteers have a responsibility to inform staff if there is a problem with student behavior.
Volunteers should not discipline a child unless they are expressly instructed to do so by the
supervising staff member.

If a volunteer is scheduled to work in the classroom with students, bringing young children is not
recommended as they may become a distraction in the classroom. If they are coming to a
meeting or a group work activity, bringing younger siblings may be acceptable. Volunteers are
responsible for the safety and supervision of their own children who may be younger siblings, or
any children that they bring with them, on WVA campuses at all times.

Volunteers have no claim to intellectual property created during their volunteer service at West
Virginia Academy.

5.14 Lockers

Every secondary student in GYM is issued a locker. Students are required to keep their locker
securely locked with a personal padlock at all times. West Virginia Academy will not be
responsible for lost valuables kept in lockers. Secondary students are expected to keep
backpacks, bags, purses, outerwear, and all belongings on their assigned hook. Backpacks,
bags, and purses, and outerwear will not be allowed in classrooms or lying in the hallways.
Students may not decorate the exterior of lockers for birthdays, holidays, etc. Students will be
held responsible for any damage done to their locker, including damage to the interior of their
locker with any permanent type materials, including: stickers, dry erase marker, ink, permanent
marker, paint, etc. Writing of any kind is not permitted on interior or exterior locker surfaces.
West Virginia Academy is not responsible for missing or stolen items from lockers.
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SECTION 6: Trainings

It is the aim of West Virginia Academy to make available to our staff quality professional
development opportunities that will assist our staff in becoming experts in their field. Our staff
training will center on the following objectives:

e Each staff member (full and part-time) will attend all scheduled team meetings and staff
meetings

e Each teacher will attend annual training each year of employment, Professional
Development days as scheduled throughout the year, and Post-Service.

Elementary level teachers will hold nursery, primary and secondary team meetings once per
week where they review the 180-day plan and share plans for the upcoming days.

6.1 Pre-Service Training Week

Pre-service training occurs at each campus just prior to the start of school. All WVA staff
members are required to attend the pre-service week. Important topics specific to the campus,
the school community, practical application of West Virginia Academy's mission and philosophy,
and staff policies are reviewed. Staff photos are taken. Teachers set up classrooms and student
orientations are held during Pre-Service week. No PTO will be approved to be taken during Pre-
or Post-Service.

West Virginia requires that all staff receive annual or periodic training in areas essential to
student and staff safety. These required trainings occur during pre-service meetings as well as
through online modules completed independently by each staff member. Online training
modules generally include a PowerPoint presentation followed by a short quiz. Every staff
member must demonstrate understanding of the material with a score of 100% in order to be
recertified annually on these training modules. Because these are state-mandated
requirements, failure to complete the certification in a timely fashion may jeopardize
employment status.

6.1.A Instructional Trainings
All of the teaching staff at West Virginia Academyl is required to be certified each year in the

following areas:
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Direct Instruction methodology and programs
Spalding Spelling (if assigned)

CHAMPS classroom management

WVA Transitions and Procedures

Data Collection and Reporting

Classroom teachers must also be certified in the following areas, including, but not limited to:

Core Knowledge subjects (primary levels)
Writing programs

Shurley English, Saxon Math (as assigned)
State and National testing ethics

State required trainings (compliance)

It is the teacher's responsibility to ensure they attend all required training sessions so they can
qualify for the appropriate certifications to fulfill their job duties throughout the year.

Any teaching employee (teacher or instructor) who is unable to receive a certification for an area
they will be teaching may attend certification trainings held by other organizations. These
trainings must be approved by the Executive Director in advance of attendance. These
trainings may include (but are not limited to) the following:

Direct Instruction training in Eugene, Oregon

Spalding trainings held at other venues or other charter schools
Core Knowledge training held at the National or State level
Shurley English training held by the Shurley English representative
CHAMPS training held at a national or state level

MYP course Institutes

Make-up Trainings for New Hires

Make-up trainings will be available through Google Classroom. Employees who are hired after
the training weeks will be responsible for ensuring they are certified as close to their hire date as
possible. Some of the training for new employees will occur on the job.

SECTION 7: Administration

7.1 Ownership of Curricular Materials

All materials and works created by the teacher or staff member during their employment shall be
the property of West Virginia Academy. Staff members may use school equipment to generate a
copy of lesson plans, schedules, or curricular materials for their personal files; however, the
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original documents belong to WVA and are to remain on West Virginia Academy premises. This
applies to creative works such as illustrations, bulletin board items, vocabulary wordstrips, and
any and all work created electronically or otherwise by the teacher or staff member during their
employment.

7.2 Employee Compensation

Employees will be paid according to the information outlined in their Offer Letter. Paydays are
twice a month. Instructors are paid through the last day of school unless they are on an
annualized pay system. Teachers are paid year-round. Benefits for full-time, continuing
employees extend year-round. Classroom instructors may be paid on an annualized pay scale
over a 12-month period and includes 37 weeks of school and 2 weeks of training and
Pre-service. The annualized salary will be paid out in 24 equal payments.

7.3 Staff Work Schedule

Full-time instructors work 40 hours per week. Part-time instructors work 36.5 hours per week.
Administrative hours differ and are assigned on an individual basis. Individual employees may
have different hours depending upon their assignment, and this is outlined in their Offer Letter.
Teacher hours are asked to work either Monday through Friday from 7:00am to 3:30pm or
Monday through Friday from 7:45am to 4:15pm. Instructor hours vary job responsibilities and
will have different start and end times as follows.

7.3.A Required Attendance Events

There are occasions when staff members will need to be at school, or involved in school
activities outside of regular school hours.

Primary Teachers — required attendance events:
Pre/Post Trainings

Meet and Greet

Back to School Night

Parent Teacher Conferences in September

Culminating Events - Fall Fest, Cultural Connection, Hall of History and Science Fair
Any event pertaining to your subject area or grade, such as:
Music concerts

Science Fair

Culminating activities

Drama performances

Field trips

IEP meetings upon invitation (required by federal law)
Graduation

o O O O O O O

Secondary Teachers — required attendance events:
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Pre/pst trainings

Meet and Greet

Back to School Night

Parent Teacher Conferences in December
Culminating Events - Fall Fest, Cultural Connection, Hall of History and Science Fair
The school musical/drama/film

IEP meetings upon invitation (required by federal law)
Any event pertaining to your subject area, such as:
Music concerts

Science Fair

Math competitions

Drama performances

Field Trips

Graduation

o O O O O ©O

7.4 Staff Meetings

Full faculty staff meetings will be held once a month on the third Thursday from 7:00 -
7:45AM. Staff working in the morning are excused. Staff should arrive at meetings on time and
prepared to participate. Cell phones should be silenced. It is unprofessional to be working on
other things while a staff meeting is progressing, such as entering grades, grading papers,
preparing lessons, etc. Instructors are expected to attend team meetings.

Team meetings may be held weekly as directed by the Associate Director.

Staff of grades K-6 will be asked to review their Lesson Progress Chart Summary (LPCS) each
week at these team meetings. Teachers and Instructors of students listed on the LPCS as not
achieving mastery should bring data and information that will allow for a fruitful discussion of
student progress. Group placement recommendations will be discussed at the last meeting of
the term.

Staff of grades 7-10 will be asked to report on student attendance and overall grade level as
well as behavior updates in their team meetings.

7.5 Staff Mailboxes

Each staff member has a mailbox in the school office. Mailboxes will be used by administration
to communicate with staff members, as well as a place to route employee mail that comes
through the postal service system. Mail should be checked daily by all staff to ensure smooth
and timely communications. Anyone other than school administration who desires to distribute
communication via staff mailboxes must obtain administrative approval. Many communications
will be done via email. Staff should check their email several times each day and on weekdays
respond within 24 hours.
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7.6 Expectation of Privacy

Staff Members shall have no expectation of privacy in any School property, including but not
limited to vehicles, buildings, lockers, desks, mailboxes, computers, or other furniture,
equipment, or fixtures. In order to increase security for our students and staff and to facilitate
staff development activities, security cameras may be present in classrooms throughout the
school, recording both audio and video.

7.7 Purchasing and Compensation

School Supplies and Material requests can be made through Faculty Senate. The Faculty
Senate President will work with the Administration on distributing funds and supplies purchased.

7.8 School Property

Items purchased by Staff Members using their class budget or school monies are the property of
West Virginia Academy. Each classroom will be inventoried from time to time to ensure WVA
property remains in the school. The goal of West Virginia Academy is to own all curricular
materials needed to provide the highest quality academic program. Therefore, we ask teachers
to utilize their budgets fully and purchase curricular items for WVA. For example, if a teacher
owns a particular resource (book, CD, map, poster, visual aid etc.) that they use to teach a
particular unit, the teacher should purchase a copy of the resource utilizing WVA’s funds, and
ensure it is placed into the school inventory.

7.8.A Classroom Inventory

The Academic Director is responsible for maintaining a comprehensive school inventory.
Because all school curriculum must be administrator-approved, teachers and instructors who
purchase curriculum materials with classroom funds must also have those purchases
pre-approved. Administrators must copy or scan Expense Reports that include curriculum items
to the Academic Director before the teacher or instructor may be reimbursed. This alerts the
Academic Director that an item needs to be barcoded and included in the comprehensive school
inventory.

Teachers will periodically receive an inventory of curriculum supplies that are coded to that
particular classroom. Teachers will be responsible for reviewing the inventory and ensuring that
those items are, indeed, contained in the classroom. Discrepancies must be reported
immediately to the Academic Director. End-of-year check-outs will include teacher and
administrative assurances that all inventory is present and accounted for. Teachers will be held
financially responsible for missing items. Compensation may be withheld until missing
curriculum is returned or the school is reimbursed.

Students will be issued textbooks and library books, by the Academic Director and/or the
classroom teacher. Teachers will be responsible for scanning the books they check out to
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students into WVA's library inventory database. Teachers and instructors will ensure students
write their name in the front of their textbook, along with the current year. Teachers and
Instructors will instruct students that they may not switch books with classmates, and that they
will be responsible to turn in the correct book number at the end of the year or unit of study.
Teachers should communicate this information to parents at the beginning of the school year as
well.

7.8.B End-of-year checkout

At the end of the school year, the Academic Director is responsible for maintaining a
school-wide inventory and collecting book fees from parents for lost and/or damaged books. All
staff will need to fulfill their duties associated with the end-of-year checkout instructions. More
details will be distributed each spring from the CS, and these procedures need to be filed in the
staff member’s binder.

7.9 Staff Parking

Staff Parking is in front of Office Depot and in the two rows between the shopping center and
bowling facility. During the Winter, as the weather is unpredictable, staff may park in the upper
parking lot across from the WVA school building.

7.10 Facility usage outside of school hours

The West Virginia Academy facility is available on a limited basis, for use outside of school
hours by staff members upon prior written approval of the Business Manager. This use does not
include use for income-generating activities. The Business Manager will make available a form
to fill out requesting use of the facility, including the date, time, et cetera and permission will be
granted on an as-available basis. Any costs will be communicated in writing by WVA and an
agreement will be signed before usage can occur. The facility cannot be used by staff for
income-generating projects.

SECTION 8: Health and Safety

8.1 Emergency Response Plan

The WVA Emergency Response Plan is available as a quick-access flip-chart and is located at
each classroom exit. Each staff member is required to read the Plan annually and be prepared
to carry it out.

8.2 Building Security

Classrooms should remain locked when they are vacant. The workroom door should remain
closed during the day and locked after 3:30 p.m. Due to the dangerous tools in the workroom
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(such as cutting boards) students are not allowed in the workroom. Teachers and Instructors
should carry their keys so they can easily unlock doors when needed and resist leaving doors
unlocked.

8.3 Single Point of Entry

To ensure the safety of all building occupants ONLY the main entry doors should be used for
visitor access and all visitors must sign in with the school secretary. All other doors must remain
closed and locked at all times. Never leave an unattended door propped open or allow a locked
door to be opened for a visitor. Instead, instruct them by redirecting them to the secretary
through the main entrance. Visitors are any non-student or staff member. Staff should always
carry their key card or classroom keys, allowing them appropriate access through locked doors.

8.4 Security Cameras and Release Form

In order to increase security for our students and staff, and to facilitate staff development
activities, security cameras may be present in classrooms throughout the school recording both
audio and video. Staff members need to sign a release form stating their understanding that
these cameras are present in their work environment. Altering or disabling a school camera may
be grounds for termination.

8.5 Liability Insurance

When an employee is hired by West Virginia Academy, that employee is covered by general and
educational liability insurance that is purchased by WVA on behalf of all its employees. There
are no eligibility requirements over and above being hired by WVA. This liability insurance is
comparable to any other liability coverage that is commonly available to education institutions
throughout the state, with no significant gaps or additions in coverage. The basic nature of the
coverage is to protect the rights of WVA employees as they go about doing their basic job
duties. It does NOT protect an employee against due process of law when an employee
intentionally harms another employee, student or any other person. As with any other liability
insurance, WVA's general and educational liability insurance does not protect an employee who
commits criminal acts or acts of gross negligence or gross sexual misconduct.

8.6 Safety, Injuries, and Return to Work

West Virginia Academy is committed to providing a safe and healthy workplace for employees.
All employees are required to follow all safety policies and guidelines. Preventing injuries and
illnesses is our primary objective and the ultimate responsibility for safety lies with each
employee.
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8.6.A Safety Rules

We need each employee's help in promoting safety and the prevention of accidents by
observing the following rules:

Learn your job and how to be safe in the work place.

Learn the location of fire alarm boxes, extinguishers and your duties in case of fire.
Promptly report all unsafe or potentially hazardous conditions to your supervisor.
Do not operate electrical equipment with wet hands.

Use proper ergonomics, including lifting procedures and get help when needed.
Wear personal protective equipment when necessary.

Handle hazardous chemicals with care.

8.6.B Injuries and Return to Work

If an employee is injured, the return to work process will be used to provide the employee
assistance. The employee injured on the job will receive immediate, appropriate medical
attention and every effort will be made to create opportunities for the employee to return to safe,
productive work as soon as medically possible.

The return to work program is successful when employees, supervisors, and managers support
and participate in the program by observing the following procedures:

1.

2.

An employee who is injured must immediately report the injury or incident to a supervisor
or manager.

If medical attention is needed, the injured employee needs to go to the doctor or medical
provider. Whenever possible, the supervisor will go with the employee seeking medical
treatment and provide the medical facility with the injured employee's job description and
essential job elements. The supervisor should also notify the medical provider that a
return to work program is available for the injured employee.

The injured employee will complete an WVA Employee Injury Report and fax it, along
with the Physicians First Report of Work Injury, to the Human Resource Director at WVA.
If an employee is restricted from work, WVA's Human Resource Director and the
employee’s supervisor will stay in contact with the injured employee and follow up on the
employee's restricted status.

When the treating doctor releases the employee to alternative productive work, all
attempts will be made to create an alternative assignment that meets the doctor’s
restrictions. Every effort will be made to develop alternative productive work.

It is the employee's responsibility to accept transitional duty that complies with the
doctor’s restrictions.

WVA's Human Resource Director and the injured employee’s supervisor will follow up
with the employee on a regular basis after the employee returns to work.

Our ultimate goal is the safety of our employees and the prevention of accidents. However, if an
employee is injured, we will work to return him or her to the original job as soon as possible. If
an injured employee is unable to perform all the tasks of the original job, every effort will be
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made to provide transitional alternative productive work that meets the injured employee’s
capabilities.

8.7 Employee Health Alerts

For your safety, if you are taking prescription medication or have a medical condition that may
affect your ability to perform the tasks required in your job description, or that may require first
aid, please notify your supervisor. Examples of medical conditions that may require first aid
could include but are not limited to:

Asthma

Allergies (severe — bee/wasp, food, etc.)

Diabetes

Taking blood thinners

If your medical condition is treated by prescription aids, such as epinephrine for bee stings,
please tell your supervisor where you normally keep your aids in case assistance is needed.

8.8 Hazardous Chemicals

You must comply with all occupational safety and health standards and regulations established
by The Occupational Safety and Health Act of 1970 and regulations which have been added to
this act in recent years by both state and federal governments. If you believe that you are being
exposed to a known or suspected hazard when working with toxic chemicals or substances, you
have a right to know about such hazards through Material Safety Data Sheets (MSDS). Ask
your supervisor for the location of the MSDS and to review one or two with you.

If your supervisor does not have this information available you should contact WVA immediately.
New employees who work with or who have contact with hazardous chemicals or substances

are to consult with their supervisors in the proper handling of such chemicals in the work place
during orientation and new employee training.

SECTION 9: Communication

9.1 Language Access Plan

9.1.A. Definitions

1. Primary language means the first language spoken by a student’s parent or
guardian.

2. Interpretation means simultaneous communication between a speaker of English
and a speaker of another language.
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3. Translation means written communication wherein the written words of one
person are communicated to others in writing in a different language.

9.1.B. Determination of Primary Language

1. WVA parents will, upon enrollment, identify the primary language spoken by the
student and guardian of each student enrolled in the school, and, if such
language is not English, whether the student and parent require language
assistance to communicate effectively with the school.

2. WVA shall maintain an appropriate and current record of the primary language of
each parent.

9.1.C. Right to Information

1. WVA will communicate information to limited English proficient parents in a
language they can understand about any program, service, or activity that is
called to the attention of parents who are proficient in English.

2. Parents have a right to be provided information about their student’s education in
a language they can understand; this includes the right to translated documents
and the provision of a language interpreter as needed.

3. Parents may request these services even if they speak some English and/or their
student can speak or read English.

4. Language assistance services are free to the parent and provided by appropriate
and competent staff, or through appropriate and competent outside agencies.

9.1.D. Language Assistance Services

1. Each school shall, consistent with this regulation, provide translation and
interpretation services to students and parents who require language assistance
in order to communicate effectively with their school.

2. Guardians may rely on an adult relative for language and interpretation services
if they choose.

9.1.E. Translation

1. Vital information may be made available to parents and students in multiple
languages using accepted translation tools such as Google Translate, and
Microsoft Translate.

2. Vital Information may include the following:
a. School/Program registration, enroliment, and selection;
b. Fee schedule and fee waiver information;
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Grades, report cards, progress reports, academic standards, and

graduation;

School rules and student discipline;

Attendance, absences, and withdrawal,

Parent permission for activities and programs;

School closures;

Opportunities to access programs or services — including extended

learning, advanced placement, and English Learner programs;

Student/Parent handbooks;

Parent-teacher conferences;

Grievance procedures and notices of nondiscrimination;

Special education and related services for students with disabilities:
. Section 504 information;and

The district’s language access plan and related services or resources

available.

Se ™o a

9.1.F. Interpretation Services

1. WVA shall provide interpretation services during regular business hours, to
parents and students who require such services in order to communicate with
WVA regarding critical information about their child’s education.

2. Depending upon availability, such interpretation services may be provided either
at the location where the parent or student is seeking to communicate or virtually.

3. Interpretation shall be provided for, but not limited to, the following activities as
needed:

impromptu and scheduled office visits or phone calls;

enrollment or registration processes;

the IEP process;

student educational and occupational planning processes;

fee waiver processes;

parent engagement activities;

student disciplinary meetings;

other interactions between the parents of a student learning English and

educational staff.

o
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9.1.G Notification Requirements

1. Schools and offices are responsible for notifying each parent and student who
require language assistance services of their right to free language assistance.

2. WVA shall provide parents and students guidance, including guidance on when
oral interpretation is preferable to written translation.
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9.2 Staff to Parent Medical Recommendations

School personnel MAY:

provide information and observations to a student's parent or guardian about that
student, including observations and concerns in the following areas:

progress;

health and wellness;

social interactions;

behavior;

communicate information and observations between school personnel regarding
a child;

refer students to other appropriate school personnel and agents, consistent with
district policy, including referrals and communication with a school counselor or
other mental health professionals working within the school system;

consult or use appropriate health care professionals in the event of an
emergency while the student is at school, consistent with the student emergency
information provided at student enroliment;

exercise their authority relating to the placement within the school or readmission
of a child who may be or has been suspended or expelled for a Safe Schools
violation; and

complete a behavioral health evaluation form if requested by a student's parent
or guardian to provide information to a licensed physician.

School personnel SHALL:

report suspected child abuse;

comply with applicable state and local health department laws, rules, and
policies; and

conduct evaluations and assessments consistent with the Individuals with
Disabilities Education Act, 20 U.S.C. Sec. 1400 et seq., and its subsequent
amendments.

School personnel MAY NOT:

recommend to a parent or guardian that a child take or continue to take a
psychotropic medication;

require that a student take or continue to take a psychotropic medication as a
condition for attending school;

recommend that a parent or guardian seek or use a type of psychiatric or
psychological treatment for a child;
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e conduct a psychiatric or behavioral health evaluation or mental health screening,
test, evaluation, or assessment of a child (other than those consistent with IDEA);
e make a child abuse or neglect report to authorities, including the Division of Child
and Family Services, solely or primarily on the basis that a parent or guardian
refuses to consent to:
o a psychiatric, psychological, or behavioral treatment for a child, including
the administration of a psychotropic medication to a child; or
o a psychiatric or behavioral health evaluation of a child.

Exceptions: A school counselor or other mental health professional acting in
accordance with Title 58, Chapter 60, Mental Health Professional Practice Act, or
licensed through the State Board of Education, working within the school system may
make appropriate recommendations or conduct evaluations. These activities must be in
compliance with district policy and Federal and State laws and rules.

9.3 Response to Parent Inquiries

Teachers will respond to phone messages and emails from parents within 24-48 hours during
the work week or the Monday or Tuesday following a weekend. This will require that teachers
check their message on their phones AT LEAST daily and within a few hours of a message light
coming on.

A phone log will be kept of messages received and follow-up communication. Phone
logs are available from administration.

9.3.A Academic Communication

1. A Learning Plan will be provided to each student each week or annually for Secondary
students. Students will bring the Learning Plan home in their docket each day.
Information regarding school work, activities and homework will be communicated to
West Virginia Academy families from the teacher to parents each day via the Learning
Plan. Learning Plans are a daily communication tool which parents and teachers can
use to communicate regarding academic progress.

2. At the beginning of each class, Secondary teachers will send home a disclosure for the
class, explaining in some detail what topics will be covered and when, allowing parents
to supplement and extend the student's learning at home. The learning plan is also a
good source of information for parents to learn what their student is studying.

3. At the beginning of each month in the Primary grades, teachers will send home a
newsletter outlining class news and the curriculum that will be taught in the upcoming
month. A list of recommended reading will be included and parents are to read the
selections with their students at home during the month.

4. Google Classroom will be the means by which Secondary parents and students may
check on the status of assignments and grades at any time.
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Bi-monthly reports will go home with students in grades K-2 who are not at mastery.
Bi-monthly reports will go home with all students in grades 3-6.

Progress reports will be mailed to Secondary students at mid-term at each term.
Report Cards will be issued during the break programming following the Winter and
Summer Semester.

© N o Wu;

9.4 Parent-Teacher Conferences

In grades K-6, at the end of the first and, as requested, third quarters, the teacher will meet with
parent(s)/guardian(s) of each student in their class in a parent-teacher conference. The outline
to use for the conference is the SEP and the PTC Promotion Discussion form, a copy of which is
included in the Grade Level Guide. During this conference, goals for student achievement are
set with the input of the parent/guardian. In grades 4-6 students may be invited to attend.

In grades 7-11, conferences are held in December. Students will attend these conferences.

In grades K-6, at the end of the Spring Term, teachers will meet with parents who desire to
conference with the teacher, or with a parent of any student who is not reaching the benchmarks
set for promotion, or with a parent with whom the teacher feels a conference would benefit the
student in some other way. Conferences after 2+ quarter are to be held on Monday or Tuesday,
to allow for uninterrupted team meeting schedules.

9.5 Teacher Initial Newsletter

Teachers will prepare a newsletter and packet or disclosure (Secondary) to be presented at
Back to School night (Primary) or go home with the students in the first few days of school -
(Secondary). The information or disclosure will include:

Teacher introduction and an outline of classroom policies

The classroom schedule

Instructions for P.E. clothing (K-6)

An overview of the teacher's procedures for enforcement of the uniform policy

Information regarding homework expectations and procedures

Ways in which the teacher can be contacted

Reading Summary and instructions

A sample Learning Plan and instructions regarding the purpose of the Plan, its use and

mandatory signing (K-6, homeroom 7-10)

e Instructions regarding the docket, its use and how it should be used by parents and
students (K-6, homeroom 7-10)

e Information about the Bi-Monthly Progress Reports (1-6)
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e Information about the Academic Support Team and a volunteer sign-up sheet (K-6,
homeroom 7-10)

e Information about the Character Support Team (CST) and a volunteer sign-up sheet
(K-6, homeroom 7-10)

e Information regarding the procedures used for schoolwork corrections, confidentiality,
and use of volunteers in correcting student work.

9.6 Third-Party Communication

Teachers are not to communicate with outside parties regarding student progress or any other
information relating to a student without the written permission of the School Director or his/her
designee. This includes surveys from medical doctors or other outside professionals.

Teachers may fill out surveys at the request of parents, however, the survey must be given to
the School Director or his/her designee for approval before being sent to the third party.

9.7 FERPA: The Family Education Rights and Privacy Act

To protect student privacy, West Virginia Academy enters into a legally binding privacy
agreement with providers that receive student information to deliver educational or operational
services. In order to operate and provide services, essential systems collect student data such
as Student Numbers and participation data, regardless of the permissions below.

Under the Family Educational Rights and Privacy Act (FERPA), WVA is required, with certain
exceptions, to obtain your written consent prior to the disclosure of personally identifiable
information from your child's education records. However, West Virginia Academy may disclose
appropriately designated "directory information" without written consent unless you opt-out of
allowing the school or district to share your information.

9.7.A What is Directory Information?

Directory Information facilitates school publications and operational activities such as honor roll
lists, class photos, etc. Parents can opt-out of allowing the school or district to share Directory
Information. WVA defines Directory Information to include the following:

Student Name, Date of Birth, Address
Student Email Address and Phone Number
Student Grade Level

Dates of Attendance

Student ID Number

Degrees, Honors, Awards

Photos and Videos
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Participation in officially recognized activities and sports
Weight and height of members of athletic teams

Dates of attendance

Purpose of Directory Information

The primary purpose of sharing directory information is to allow the school to share good news
with our WVA families in certain school publications. Examples include, but are not limited to:

A playbill, showing your student's role in a drama production;
The annual yearbook;

Honor roll or other recognition lists;

Classroom directories;

Graduation programs; and

Sports activity sheets, such as for basketball

9.7.B Military recruiters and institutions of higher education

In addition, two federal laws require local educational agencies (LEAs) receiving assistance
under the Elementary and Secondary Education Act of 1965, as amended (ESEA) to provide
military recruiters or institutions of higher education, upon request, with the following information
- names, addresses, and telephone listings - unless parents have advised the LEA that they do
not want their student's information disclosed without their prior written consent. Laws
Referenced: Section 9528 of the ESEA (20 U.S.C. 7908) and 10 U.S.C. 503(c).

9.7.C Opting Out

If you do not want WVA to disclose any or all of the types of information designated above as
directory information from your child's education records without your prior written consent, you
must notify the Administrative Director in writing within 10 (ten) business days of (re)enrolling
your student.

9.8 Personal Communication

Staff members should generally refrain from the use of cell phones during class times.
Text messaging or talking on the phone during class is considered unprofessional conduct. Itis
understood that at times it will be less distracting for a teacher to communicate on the phone or
via text message quickly rather than leaving the classroom to take care of personal business
that is pressing. However, this should be rare and reserved for times when students will be
least impacted, such as during independent work time. Generally, however, cell phone usage
should not occur during class hours.

Personal, non-business use of the company's communication systems is prohibited. You cannot
use company communication systems to transmit, retrieve or store any information, material or
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communication that is obscene, illegal, discriminatory, rude, intended to harass or defame
others or otherwise offensive or inappropriate. Also, strictly prohibited are any transmissions
with racial, sexual, religious or other harassing content or that are contrary to West Virginia
Academy’s policies or business.

Any messages that might act as the "voice" or position of West Virginia Academy must be
approved by the company. Any identification of the author, including usernames, pictures/logos,
or "profile" web pages, should not use logos, trademarks, or other intellectual property of WVA
unless approved in advance by West Virginia Academy. If you are not providing an official
message from WVA, an employee who comments on any aspect of the company's business
must include a disclaimer in your own "profile" or "bio" that the views are your own and not
those of West Virginia Academy.

A message should not disclose any confidential or proprietary information of West Virginia
Academy. If you are "friends" with customers, clients, or vendors on social networking sites, you
should exercise additional discretion before posting personal information or photographs that
could potentially be embarrassing to you or WVA. Written messages are, or can become, public:
use common sense.

West Virginia Academy reserves the right to review any employee's electronic files and
messages to ensure electronic media and services are being used in compliance with federal
and state laws, this policy, and other company policies. Accordingly, employees should not
assume that their electronic communications are private.

9.9 Phone Calls Home

Students are generally not allowed to use the school telephones to call home during the
day. In cases of iliness or injury, the school secretary will call the parent. Students should not
be sent to the office to call home. If teachers instruct a student to call home to report missing
work, etc., the teacher must supervise the phone call (which should be made from the teacher's
room) and the student MUST leave a message on the home phone if no one answers the
phone. If this protocol isn't followed, parents arrive home, see that West Virginia Academy has
called, and they call the school asking why. The secretaries don't know where the call
originated and cannot help the parents.

9.10 Parent to Staff Guidelines

Communication at West Virginia Academy as outlined in our school vision, will be positively
framed and undertaken in good faith by all parties. Anyone with a question or concern is to take
it to the person most able to address it and to no one else. This allows for all members of the
community to feel safe and valued, and to have confidence that all concerns will be addressed
to the point of satisfaction. Feedback from all stakeholders is essential for the school to be
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continually engaged in a process of improvement, and feedback is more likely to be shared
freely when stakeholders are confident their feedback will be carefully heard and addressed.

Members of the WVA community who have a question, concern, feedback or a need for
information will identify the person best able to answer their question or concern or most
logically to hear their feedback and will approach that person in a positive manner. If a member
of the community does not know who the best person is to answer their question or concern or
hear their feedback, they will ask a member of the administrative staff, beginning with one of the
school secretaries.

If a parent has a question related to instruction or that relates to the classroom in any way, the
classroom teacher should be the first person to whom the parent would go seeking information
or resolution. If the parent does not feel their concern has been resolved by the teacher, they
should ask the teacher for a meeting with a Student Success Manager. If the parent desires,
they may ask the student success managers directly if they feel their concern would best be
addressed at that level and they have already tried to address it with the teacher and are
uncomfortable asking the teacher for an administrative conference. If the parent feels these
managers have not sufficiently resolved their concern, they may bring their concern to the
Associate Director. If the parent continues to feel they are being unheard, they may reach out to
the parent advocate member of the Governing Board. This may be done by emailing
advocate@WestVirginiaAcademy.org.

Anonymous written communication, outside of the annual school survey, will be discarded
without being acknowledged.

9.11 Parent Survey

Each May, a parent survey will be distributed to each West Virginia Academy family. This survey
is specific to WVA and solicits our parents' views on our programs and staff members. Families
will have the opportunity to express their level of satisfaction with all aspects of West Virginia
Academy’s program. Survey results will be available at the school office, and major points from
the survey will be communicated to the parent community via the school newsletter. It is the
goal of WVA to have 100% parent participation in the parent surveys.

Any WVA survey should be conducted reasonably applying best practices to avoid bias and
employees and families should refrain from participating in any surveys in relation to WVA that
are not authorized by this policy, the WVA Governing Board, or the Executive Committee,
particularly any survey from anonymous sources, any survey that does not apply best practices
to avoid bias, or any survey that is clearly designed to achieve a particular objective that is not
consistent with the advancement of WVA's mission.
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SECTION 10: Receipt of Staff Handbook

10.1 At-Will Employment Statement

Employment by West Virginia Academy remains at-will. Any procedure or practice, whether set
forth herein, or not, is employed at the discretion of the Governing Board and its designee(s).
Either party may terminate employment at any time, with or without cause, warning, or notice.
Nothing contained herein creates any expectation of continued employment.

| have read and understand the foregoing statement titled “At-Will Employment” and have
received a copy of the West Virginia Academy 2024-25 Employee Handbook. | acknowledge
that the School retains its status as an at-will employer unless otherwise stated in a signed
contract.

10.2 Expectation of Privacy Statement

I understand that security cameras and audio recording equipment may be present in
classrooms and common areas throughout the school. | have no expectation of privacy on any
WVA property, including but not limited to vehicles, buildings, classrooms, lockers, desks,
mailboxes, computers, or other furniture, equipment, or fixtures.

By signing below, | acknowledge that | have received, read, and agreed to abide by the West
Virginia Academy 2024-25 Staff Manual, At-Will Employment Statement, and Expectation of
Privacy Statement. | recognize that nothing contained in the Staff Manual is intended to create,
or can create, any contractual or other legal rights.

Print Name Date

Signature
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Employee Grievance Form

West Virginia Academy is available to help you resolve grievances with your co-workers. If you
have a work-related problem that you would like to address through the grievance process,
make a copy of the form below and submit it to West Virginia Academy’s HR Department.

Name: Date:
Address: Phone
City, State Zip

Work-site Employer

Supervisor

Description of Problem

Date Discussed with Supervisor

Supervisor’'s Response

Were you Dissatisfied with Your Supervisor's Response? Why?

What Action would you like WVA to Take?
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Are there Witnesses that can Confirm your Statement? Who?

Signature of Employee
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