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School Profile 

Demographics 
915 Howard Avenue 
Pottsville, PA 17901 
(570)955-3830 
 
Phase: Phase 2 
CEO Name: Nicolle Hutchinson 
CEO E-mail address: nhutchinson@gillinghamcharterschool.org 
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Governance and Staff 

Leadership Changes 

Leadership changes during the past year on the Board of Trustees and in the school 
administration: 

Board member changes:  
 
Mary Rushanan - Board President, resigned in March. In her resignation letter, no reason for 
resignation was noted; she wished the school well and continues to support us. 
Marsha Chwastiak - Was nominated to the board and was voted in as newPresident. 
Sharon Klinger - Currently on the board, and was voted in as Vice President. 
Lori Quinn - Currently on the board and was voted on to transition from her role as Vice 
President to Treasurer; the treasurer position had been vacated by a previous board member 
who resigned due to the birth of her first child. 
Fred Anderson - Secretary; continues to serve on the board. 
Rick Werkheiser - Board Member. 
Added to the Board:  
 
Marlene Rowe 
Annette Stoudt 
Mindy Heppe 
Lisa Halteman 
School Administration 
 
Gillingham Charter School's CEO remains Nicolle Hutchinson and our Director of Organizational 
Development remains Christie Werkheiser. 

Board of Trustees Meeting Schedule 

Location Date and Time 

Gillingham Charter School, 915 Howard Avenue, Pottsville, PA 
17901 

7/19/2012 7:00 PM 

Gillingham Charter School, 915 Howard Avenue, Pottsville, PA 
17901 

8/16/2012 7:00 PM 

Gillingham Charter School, 915 Howard Avenue, Pottsville, PA 
17901 

9/20/2012 7:00 PM 

Gillingham Charter School, 915 Howard Avenue, Pottsville, PA 
17901 

10/18/2012 7:00 
PM 

Gillingham Charter School, 915 Howard Avenue, Pottsville, PA 
17901 

11/15/2012 7:00 
PM 

Gillingham Charter School, 915 Howard Avenue, Pottsville, PA 
17901 

12/20/2012 7:00 
PM 

Gillingham Charter School, 915 Howard Avenue, Pottsville, PA 1/17/2013 7:00 PM 



4 

17901 
Gillingham Charter School, 915 Howard Avenue, Pottsville, PA 
17901 

2/21/2013 7:00 PM 

Gillingham Charter School, 915 Howard Avenue, Pottsville, PA 
17901 

3/21/2013 7:00 PM 

Gillingham Charter School, 915 Howard Avenue, Pottsville, PA 
17901 

4/18/2013 7:00 PM 

Gillingham Charter School, 915 Howard Avenue, Pottsville, PA 
17901 

5/16/2013 7:00 PM 

Gillingham Charter School, 915 Howard Avenue, Pottsville, PA 
17901 

6/20/2013 7:00 PM 

Gillingham Charter School, 915 Howard Avenue, Pottsville, PA 
17901 

7/1/2013 6:00 PM 

Gillingham Charter School, 915 Howard Avenue, Pottsville, PA 
17901 

7/18/2013 7:00 PM 

Gillingham Charter School, 915 Howard Avenue, Pottsville, PA 
17901 

8/15/2013 7:00 PM 

Gillingham Charter School, 915 Howard Avenue, Pottsville, PA 
17901 

9/19/2013 7:00 PM 

Gillingham Charter School, 915 Howard Avenue, Pottsville, PA 
17901 

10/17/2013 7:00 
PM 

Gillingham Charter School, 915 Howard Avenue, Pottsville, PA 
17901 

11/21/2013 7:00 
PM 

Gillingham Charter School, 915 Howard Avenue, Pottsville, PA 
17901 

12/19/2013 7:00 
PM 

Gillingham Charter School, 915 Howard Avenue, Pottsville, PA 
17901 

1/16/2014 7:00 PM 

Gillingham Charter School, 915 Howard Avenue, Pottsville, PA 
17901 

2/20/2014 7:00 PM 

Gillingham Charter School, 915 Howard Avenue, Pottsville, PA 
17901 

3/20/2014 7:00 PM 

Gillingham Charter School, 915 Howard Avenue, Pottsville, PA 
17901 

4/17/2014 7:00 PM 

Gillingham Charter School, 915 Howard Avenue, Pottsville, PA 
17901 

5/15/2014 7:00 AM 

Gillingham Charter School, 915 Howard Avenue, Pottsville, PA 
17901 

6/19/2014 7:00 PM 

 
  

Professional Staff Member Roster 

Kelly  Ashe   
PA Certified Yes 

Areas of Certification 
Instructional I, Elementary K-6; 
Middle School Mathematics; 
Fundamental Subjects: Content 
Knowledge 
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Grades Teaching or Serving 5th 
All Areas of Assignment, Subject Areas Teaching, or 
Services Provided 5th grade classroom teacher 

Number of Hours Annually Worked in Assignment 1440 
Percentage of Time in Certified Position 100.0 
Percentage of Time in Areas Not Certified 0.0 
 
  

Ashley Bassler   
PA Certified Yes 

Areas of Certification 

Instructional I, Elementary K-6; 
Elementary Education: Curr. 
Instruction; Fundamental Subjects: 
Content Knowledge; PPST 
Computerized Skills Test: Reading; 
PPST Computerized Skills 
Test:Mathematics; PPST 
Computerized Skills Test: Writing 

Grades Teaching or Serving 3rd grade 
All Areas of Assignment, Subject Areas Teaching, or 
Services Provided 3rd grade classroom teacher 

Number of Hours Annually Worked in Assignment 1440 
Percentage of Time in Certified Position 100.0 
Percentage of Time in Areas Not Certified 0.0 
 
  

Ashley Bassler   
PA Certified Yes 

Areas of Certification 

Instructional I, Elementary K-6; 
Elementary Education: Curr. 
Instruction; Fundamental Subjects: 
Content Knowledge; PPST 
Computerized Skills Test: Reading; 
PPST Computerized Skills 
Test:Mathematics; PPST 
Computerized Skills Test: Writing 

Grades Teaching or Serving 3rd grade 
All Areas of Assignment, Subject Areas Teaching, or 
Services Provided 3rd grade classroom teacher 

Number of Hours Annually Worked in Assignment 1440 
Percentage of Time in Certified Position 100.0 
Percentage of Time in Areas Not Certified 0.0 
 
  

Christopher  Blackmon   
PA Certified No 
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Areas of Certification Not certified 
Grades Teaching or Serving 6th grade 
All Areas of Assignment, Subject Areas Teaching, or 
Services Provided 6th grade classroom teacher 

Number of Hours Annually Worked in Assignment 1440 
Percentage of Time in Certified Position 0.0 
Percentage of Time in Areas Not Certified 100.0 
 
  

Lori  Cassidy   
PA Certified Yes 

Areas of Certification 
Instruction I, English 7-12; English 
Teacher Ed, College Major; English 
Language, Literature & 
Composition 

Grades Teaching or Serving Grades 7 to 10 
All Areas of Assignment, Subject Areas Teaching, or 
Services Provided 

Teaching English, composition, 
literature 

Number of Hours Annually Worked in Assignment 1440 
Percentage of Time in Certified Position 100.0 
Percentage of Time in Areas Not Certified 0.0 
 
  

Maureen Challenger   
PA Certified Yes 

Areas of Certification 

Instructional I - Elementary K-6; 
Instructional II - Elementary K-6; 
Instructional II - Mid-Level 
Mathematics 7-9; Instructional II - 
Mid-Level Science 7-9; Middle 
School Mathematics; Reading 
Specialist; Middle School Science 

Grades Teaching or Serving 7-10 
All Areas of Assignment, Subject Areas Teaching, or 
Services Provided 

9th and 10th grade math; 7-10 
grade science 

Number of Hours Annually Worked in Assignment 1440 
Percentage of Time in Certified Position 85.0 
Percentage of Time in Areas Not Certified 15.0 
 
  

Cory  Commings   
PA Certified Yes 

Areas of Certification 
Instructional I, Elementary K-6; 
Instructional I, Mid-Level 
Mathematics 7-9; Fundamental 
Subjects: Content Knowledge; 
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PPST Skills Test: Reading; PPST 
Skills Test: Writing; PPST Skills 
Test: Mathematics 

Grades Teaching or Serving 1st Grade 
All Areas of Assignment, Subject Areas Teaching, or 
Services Provided 1st Grade classroom teacher 

Number of Hours Annually Worked in Assignment 1440 
Percentage of Time in Certified Position 100.0 
Percentage of Time in Areas Not Certified 0.0 
 
  

Samuel  Kochenberger   
PA Certified Yes 

Areas of Certification 

Instructional I, Music K-12; Music: 
Content Knowledge; Fundramental 
Subjects: Content Knowledge; 
PPST Computerized Skills Test: 
Reading; PPST Computerized Skills 
Test: Writing; PPST Computerized 
Skills Test: Mathematics 

Grades Teaching or Serving K-10 
All Areas of Assignment, Subject Areas Teaching, or 
Services Provided Music instruction to students K-10 

Number of Hours Annually Worked in Assignment 1440 
Percentage of Time in Certified Position 100.0 
Percentage of Time in Areas Not Certified 0.0 
 
  

Monica Meza   
PA Certified Yes 
Areas of Certification Instructional I, Elementary K-6 
Grades Teaching or Serving 2nd grade 
All Areas of Assignment, Subject Areas Teaching, or 
Services Provided 2nd grade classroom teacher 

Number of Hours Annually Worked in Assignment 1440 
Percentage of Time in Certified Position 100.0 
Percentage of Time in Areas Not Certified 0.0 
 
  

Devin Meza-Rushanan   
PA Certified Yes 
Areas of Certification Instructional I, Social Studies, 7-12 
Grades Teaching or Serving 7-10 
All Areas of Assignment, Subject Areas Teaching, or 
Services Provided 

Social studies courses; natural 
history 
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Number of Hours Annually Worked in Assignment 1064 
Percentage of Time in Certified Position 90.0 
Percentage of Time in Areas Not Certified 10.0 
 
  

Carrie Miller   
PA Certified Yes 

Areas of Certification 

Instructional I, Art K-12; Fine 
Arts/Art Studies - College Major; 
Art: Content Knowledge; 
Fundamental Subjects: Content 
Knowledge 

Grades Teaching or Serving K-10 
All Areas of Assignment, Subject Areas Teaching, or 
Services Provided Art 

Number of Hours Annually Worked in Assignment 1080 
Percentage of Time in Certified Position 100.0 
Percentage of Time in Areas Not Certified 0.0 
 
  

Harold Price   
PA Certified Yes 

Areas of Certification 
Insructional II, German K-12; 
Instructional II, Russian K-12; 
Instructional II, Spanish K-12 

Grades Teaching or Serving K-10 
All Areas of Assignment, Subject Areas Teaching, or 
Services Provided Spanish Teacher 

Number of Hours Annually Worked in Assignment 714 
Percentage of Time in Certified Position 100.0 
Percentage of Time in Areas Not Certified 0.0 
 
  

Susan Reier   
PA Certified Yes 
Areas of Certification Instructional I, Elementary K-6 
Grades Teaching or Serving Kindergarten 
All Areas of Assignment, Subject Areas Teaching, or 
Services Provided Kindergarten classroom teacher 

Number of Hours Annually Worked in Assignment 1440 
Percentage of Time in Certified Position 100.0 
Percentage of Time in Areas Not Certified 0.0 
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Ryan Robbins   
PA Certified Yes 

Areas of Certification 
Instructional I, Health & Physical 
Educationm K-12; Fundamental 
Subjects: Content Knowledge 

Grades Teaching or Serving K-10 
All Areas of Assignment, Subject Areas Teaching, or 
Services Provided K-10 Physical Education/Health 

Number of Hours Annually Worked in Assignment 1440 
Percentage of Time in Certified Position 100.0 
Percentage of Time in Areas Not Certified 0.0 
 
  

Karen Shanoskie   
PA Certified Yes 
Areas of Certification Instructional I, Elementary K-6 
Grades Teaching or Serving 4th grade 
All Areas of Assignment, Subject Areas Teaching, or 
Services Provided 4th grade classroom teacher 

Number of Hours Annually Worked in Assignment 1440 
Percentage of Time in Certified Position 100.0 
Percentage of Time in Areas Not Certified 0.0 
 
  

Heather  Shollenberger   
PA Certified Yes 

Areas of Certification 
Instructional I, Elementary K-6; 
Elementary Ed/Teaching, College 
Major; Fundamental Subjects: 
Content Knowledge 

Grades Teaching or Serving Kindergarten 
All Areas of Assignment, Subject Areas Teaching, or 
Services Provided Kindergarten classroom teacher 

Number of Hours Annually Worked in Assignment 1440 
Percentage of Time in Certified Position 100.0 
Percentage of Time in Areas Not Certified 0.0 
 
  

Kara Stalter   
PA Certified Yes 

Areas of Certification 

Instructional I, Elementary K-6; 
Instructional I, Early; Instructional 
I, Mid-Level English 7-9; 
Instructional I, Mid-Level 
Mathematics, 7-9; Instructional I, 
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Mid-Level Citiz. Ed 7-9 
Grades Teaching or Serving 1-10 
All Areas of Assignment, Subject Areas Teaching, or 
Services Provided 

Title I; 7th and 8th grade 
mathematics 

Number of Hours Annually Worked in Assignment 1440 
Percentage of Time in Certified Position 100.0 
Percentage of Time in Areas Not Certified 0.0 
 
  

Eliot White   
PA Certified Yes 

Areas of Certification Instructional I, English 7-12; 
English Teacher Ed, College Major 

Grades Teaching or Serving 7-10 
All Areas of Assignment, Subject Areas Teaching, or 
Services Provided Grades 7 to 10 English/History 

Number of Hours Annually Worked in Assignment 780 
Percentage of Time in Certified Position 100.0 
Percentage of Time in Areas Not Certified 0.0 
 
  

Amy Wislosky   
PA Certified Yes 

Areas of Certification English, 7-12; Special Educational 
N-12 

Grades Teaching or Serving 7-10 
All Areas of Assignment, Subject Areas Teaching, or 
Services Provided Special Education Services 

Number of Hours Annually Worked in Assignment 800 
Percentage of Time in Certified Position 100.0 
Percentage of Time in Areas Not Certified 0.0 
 
  

Sarah Kenney   
PA Certified Yes 

Areas of Certification 
Instructional I, Elementary K-6; 
Instructional I; Elementary K-6; 
Instructional I, Mid-Level English 
7-9 

Grades Teaching or Serving 7-10 
All Areas of Assignment, Subject Areas Teaching, or 
Services Provided Special Education Services 

Number of Hours Annually Worked in Assignment 560 
Percentage of Time in Certified Position 100.0 
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Percentage of Time in Areas Not Certified 0.0 
 
  

Katelyn Grumbling   
PA Certified Yes 

Areas of Certification Instructional I, Elementary K-6; 
Special Education N-12 

Grades Teaching or Serving K-3 
All Areas of Assignment, Subject Areas Teaching, or 
Services Provided Special Education Services 

Number of Hours Annually Worked in Assignment 1440 
Percentage of Time in Certified Position 100.0 
Percentage of Time in Areas Not Certified 0.0 
 
  

Audra Young   
PA Certified Yes 

Areas of Certification Instructional I, Elementary K-6; 
Special Education N-12 

Grades Teaching or Serving 4-6 
All Areas of Assignment, Subject Areas Teaching, or 
Services Provided Special Education Services 

Number of Hours Annually Worked in Assignment 1280 
Percentage of Time in Certified Position 100.0 
Percentage of Time in Areas Not Certified 0.0 
 
  
The professional staff member roster as recorded originally on the PDE-414 form 

No file has been uploaded. 

Quality of Teaching and Other Staff 
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Chief Academic 
Officer/Director 1.00     1.00 

Principal       
Assistant Principal 1.00     1.00 
Classroom Teacher (including 13.00 12.00   1.00 6.00 
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Master Teachers) 
Specialty Teacher (including 
Master Teachers) 4.00 4.00  1.00  3.00 

Special Education Teacher 
(including Master Teachers) 5.00 5.00  3.00  2.00 

Special Education Coordinator 1.00 1.00    1.00 
Counselor 3.00 2.00  1.00 1.00 1.00 
Psychologist       
School Nurse 1.00 1.00    1.00 
Totals 29.00 25.00 0 5.00 2.00 16.00 
 

Further explanation: 

Additional staff includes 3 secretaries, 1 facilities manager, 3 teacher aides. 
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Fiscal Matters 

Major Fundraising Activities 

Major fundraising activities performed this year and planned for next year: 

There were no major fund raising activities during this school year and none are currently 
planned for the upcoming year. 

Fiscal Solvency Policies 

Changes to policies and procedures to ensure and monitor fiscal solvency: 

The school board adopts an annual budget in june prior to the upcoming fiscal year. All 
purchasing and expense allocations throughout the fiscal year must align with the budget. The 
administration and board monitors fiscal activity as related to the annual budget on a monthly 
basis. Monthly reviews also include accounts receivable and accounts payable. 

Fiscal Solvency Policies 

Charter School documents that describe policies and procedures that have been established to 
ensure and monitor fiscal solvency (optional if described in the narrative) 

Files uploaded: 

• GCS_PettyCashPolicy.Rev11.2012.doc 

• Safekeeping Policy.docx 

• GCS_Title 1 Equity Statement copy.docx 

• GCS BoT E_Signature Policy .pdf 

• ConflictOfInterestPolicy_1.pdf 

• ConflictOfInterestPolicy.pdf 

• Checking Accounts Signatory Policy.pdf 

• BoT Document Destruction Policy.pdf 

• BOT Credit Card Policy.pdf 

• Audit and Financial Oversight Committee Duties&Responsibilites.pdf 

Accounting System 
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Changes to the accounting system the charter school uses: 

The school maintains its books on a fund accounting basis in accordance with GAAP. It maintains 
a chart of accounts based on teh PA Start Chart of Accounts for PA Public Schools, and all PDE 
reports are filed in this format. Quick Books Account Software is used to classify, capture and 
report income and expenditures. 

Preliminary Statements of Revenues, Expenditures & Fund Balances 
The completed and CEO signed Fiscal Template – Preliminary Statements of Revenues, 
Expenditures & Fund Balances 

XLS file uploaded. 

Financial Audits 
Basics 

Audit Firm: Siegal & Drossner, PC 
Date of Last Audit: 12/20/2012 
Fiscal Year Last Audited: 2011-2012 
 
  
Explanation of the Report 

Detailed explanation of the report (if the previous year’s report has been submitted.) Any audit 
report for a school year that precedes this annual report by more than 2 years is not acceptable 
and may be considered a material violation: 

This narrative is empty. 

  

Financial Audit Report 

The Financial Audit Report, which should include the auditor’s opinion and any findings resulting 
from the audit 

PDF file uploaded. 

  

Citations 

Financial audit citations and the corresponding Charter School responses 

Description Response 

 
  

Federal Programs Consolidated Review 
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Basics 

Title I Status:  
Date of Last Federal 
Programs Consolidated 
Review: 

05/13/2013 

School Year Reviewed: 2012-2013 
 
  
  
Federal Programs Consolidated Review Report 

The Federal Programs Consolidated Review Report, which should include the Division’s opinion 
and any findings resulting from the audit 

PDF file uploaded. 

  

Citations 

Federal Programs Consolidated Review citations and the corresponding Charter School 
responses 

Description Response 

Three teachers in the school are not highly for 
some of the grade levesl taught. Only one of 
those 3 has Title 1 Students 

Two of the teachers who are not HQT have 
been terminated. The third has a LT Sub 
permit with educational requirement.  

Provide materials and training to help 
parentes work with their children to improve 
achievment, such as literacy and technology 
training 

School provided evidence of such to the 
state and will continue to provide such 
materials and training to parents.  
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Special Education 

Chapter 711 Assurances 
The LEA agrees to comply with all requirements of Special Education outlined in 22 PA Code 
Chapter 711 and other state and federal mandates. These include: 

Implementation of a full range of services, programs and alternative placements available to the 
Charter School for placement and implementation of the special education programs in the 
Charter School. 

Implementation of a child find system to locate, identify and evaluate young children and 
children who are thought to be a child with a disability eligible for special education residing 
within the Charter School's jurisdiction. Child find data is collected, maintained and used in 
decision-making. Child find process and procedures are evaluated for their effectiveness. The 
Charter School implements mechanisms to disseminate child find information to the public, 
organizations, agencies and individuals on at least an annual basis. 

Assurances of students with disabilities are included in general education programs and 
extracurricular and non-academic programs and activities to the maximum extent appropriate in 
accordance with an Individualized Education Program. 

Following the state and federal guidelines for participation of students with disabilities in state 
and Charter School-wide assessments including the determination of participation, the need for 
accommodations and the methods of assessing students for whom regular assessment is not 
appropriate. 

Assurance of funds received through participation in the medical assistance reimbursement 
program, ACCESS, will be used to enhance or expand the current level of services and programs 
provided to students with disabilities in this local education agency. 

Special Education Support Services 
Support Service Location Teacher 

FTE 
Paraprofessional Gillingham Charter School, 915 Howard Avenue, 

Pottsville, PA 17901 
1 

Special Education 
Director 

Gillingham Charter School, 915 Howard Avenue, 
Pottsville, PA 17901 

1 

Special Education 
Teacher 

Gillingham Charter School, 915 Howard Avenue, 
Pottsville, PA 17901 

1 

Special Education 
Teacher 

Gillingham Charter School, 915 Howard Avenue, 
Pottsville, PA 17901 

1 

Special Education 
Teacher 

Gillingham Charter School, 915 Howard Avenue, 
Pottsville, PA 17901 

1 

 
  

Special Education Contracted Services 
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Title Amt. of Time per 
Week 

Operator Number of 
Students 

Occupational 
Therapy 

1 Days Outside 
Contractor 

10 or fewer 

Social Services 3 Days Outside 
Contractor 

10 or fewer 

Speech Therapist 3 Days Outside 
Contractor 

26 

 
  

Special Education Cyclical Monitoring 

Date of Last Special Education Cyclical Monitoring: 08/07/2014 
Link to Report (Optional): Not Provided 
 
  
Special Education Cyclical Monitoring Report 

The Special Education Cyclical Monitoring Report, which should include the Bureau’s findings 

No file has been uploaded. 
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Facilities 

Fixed assets acquired by the Charter School during the past fiscal year 

Fixed assets acquired by the Charter School during the past fiscal year: 

Building Improvements: 17,771.07 
Computer & Technology: 61,045.28 
Furniture & Fixtures: 10,212.36 
Student information systems: 16,727.00 

  
  
  

The total Charter School expenditures for fixed assets during the identified fiscal year: 

$105,755.71 

Facility Plans and Other Capital Needs 

The Charter School’s plan for future facility development and the rationale for the various 
components of the plan: 

Gillingham will grow two more grades, 11th grade in 2013-2014 and 12th grade in 2014-2015, so 
that we will then be a K-12 school. Renovation plans include 2 additional classrooms in the 
school house, music room for full-time music program, and art room for full-time art program. 
Additionally, our renovations will support a full-time foreign language instructor classroom for 
the 2013-2014 school year. This past school year, we also developed a relationship with a local 
business that provides us with space for athletics, extracurricular activities, the arts, and 
community events. We also acquired additional space for our own gym. Further renovations 
planned include upgrades to our administrative office that will supply three classrooms for 
special education to accommodate the needs of our students. Additional enhancements for 
future years could include a secondary campus. We continue to search for the ideal site to 
facilitate expansion. Ongoing discussions with our business manager will continue as we balance 
our fiscal resources with student needs. 

Memorandums of Understanding 

Organization Purpose 

Child Development To reach out to community families and 
inform them about Gillingham CS 

Pottsville Police Department For our Code Red and School Safety Plans 
 
  
 



912 Howard Ave  Pottsville, PA 17901 570.955.3830   admin@gillinghamcharterschool.org 

  
 
 
 
 
 
 

 
Equity Statement 

 
 
 

The Gillingham Charter School will ensure that all students (Title I, low income, special and regular 
education) will have an even distribution between buildings.  Furthermore, the above students will also have 
an even distribution between beginning teachers (1st year) and Highly Qualified teachers, experienced 
teachers (4th year and above). Gillingham Charter School’s (GCS) goal is equitable access for all students to 
the best instruction possible, provided by highly qualified teachers who are able to meet the diverse learning 
needs of all students.  GCS is committed to the following: 

1. Implement best practices in all classrooms to improve the achievement of all students 
2. Differentiate instruction to meet the needs of all students 
3. Recruit and retain highly qualified teachers and paraprofessionals in core academic areas 
4. Provide all students access to instruction by teachers who have equivalent teaching experience 
5. Maintain comparable class sizes in all schools, regardless of student demographics 
6. Provide instructional coaches to support teachers and improve student learning 

A yearly review, usually in August, will take place between the Federal Programs Coordinator and Building 
Principals to make sure that an equitable distribution of students will occur.  If an exception to the above 
occurs, the Building Principal will notify the Federal Programs Coordinator, in writing, the reason for such 
occurrence so that documentation for Federal Program audits can be maintained. 

GCS’s equity plan focuses on the collaboration of all stakeholders including central office administrators, 
school administrators, teachers, paraprofessionals, parents and business partners. The needs assessment and 
planning process addresses equitable access of all students to highly qualified teachers and paraprofessionals, 
equity in teacher experience, equity in teacher training to meet the diverse needs of all learners, equity in 
class sizes, and recruiting and retaining highly qualified teachers which results in full equity for all students, 
regardless of the demographics of the students served. The LEA addresses class size equity in the annual 
needs assessment by analyzing the individual class sizes within each school and across schools where grade 
levels are shared. If inequities are identified, the principal, along with the Title I  teacher, and Titel1 team 
together, will determine if students need to be moved to another class within the school to make the class 
sizes equitable or if a teacher must be hired to correct the discrepancy within the school or among the 
schools sharing common grade levels. School personnel complete an annual needs assessment, and parent 
and business partners are surveyed to gain input for planning. Once stakeholder input is complete, the 
school leadership team prioritizes needs at the school level. Each schools prioritized needs assessment is 
reviewed by central office program directors and a single consolidated and prioritized system level needs 
assessment is developed which targets improved student achievement and all equity components. All 
initiatives at GCS are designed to assist in meeting our goal of providing a quality education for all children. 

G i l l i n g h a m  
C H A R T E R  S C H O O L   



912 Howard Ave  Pottsville, PA 17901 570.955.3830   admin@gillinghamcharterschool.org 

One of the most important factors in increasing student achievement is a highly qualified teacher. No Child 
Left Behind requires all teachers of core academic areas to be highly qualified. Gillingham actively recruits 
highly qualified teachers. Teachers are recruited at job fairs, by posting vacancies on-line and through local 
board of education members who actively recruit teachers. When a teacher is hired a plan is developed and 
closely monitored to ensure the teacher meets the plans goal for obtaining a clear renewable certificate. 
Teachers are also notified they must immediately enroll in a program of study to maintain their highly 
qualified status. 

All students deserve access to instruction by teachers who have equivalent experience. GCS strives to ensure 
continued equal access to experienced teachers for all students regardless of the demographics of the 
students served. New and inexperienced teachers are placed throughout the system to ensure that low 
income and minority students are not taught more frequently than other students by inexperienced teachers. 
The Title I comparability report is used, as well as data from teacher assignments, to help in analyzing and 
monitoring that minority and low income students are not taught at higher rates than other students by 
inexperienced and unqualified teachers. 

In order to meet the diverse needs of our students, teachers are selected for employment based upon several 
factors including their ability to relate to the population of students we serve. GCS has a slowly growing 
Hispanic/ELL population, and a very large economically disadvantaged population. Teachers participate in 
professional learning activities designed to better equip them to teach the students they serve. If it is 
determined that a teacher is not using the differentiation strategies necessary to meet the needs of the 
students, the instructional coach will observe the teacher and give them strategies to implement. 
Instructional coaches will follow-up to make sure students are progressing in the acquisition of skills. 

Retaining highly qualified teachers is a goal of Gillingham Charter School. Teachers are given increase partly 
based upon merit and cost of living.  Additionally, they are provided free life insurance, and a free flex plan.  
An inexpensive medical, dental and vision plan is also provided. Teachers may earn stipends by teaching 
extended day, after school and/or summer school. They may also coach extracurricular activities to 
supplement their income. 

 
 



Revised Nov. 12, 2012  

 
 
 
 

 

Petty Cash Policy 
Definition: 
Petty cash refers to a fund of fixed amounts used for making small expenditures. A request for petty cash will 
only be approved in situations where time and convenience do not allow for the normal purchasing process.  

Such transactions must be handled in accordance with established purchasing procedures. Failure to comply 
could result in expenditures that are deemed unacceptable. Unacceptable expenditures will not be honored by 
Gillingham Charter School. In such cases, the individual will be held solely responsible and will not receive 
reimbursement.  
 
The Petty Cash Checking Account will not exceed $1000.00. The signatories shall be the DOD, or in her 
absence, Dawn Housel. 
 

Petty Cash Purchases: 

Petty cash funds may be used for items that cost less than $300.00 and are available from local vendors.  

Items Not To Be Purchased or Paid For With Petty Cash Funds: 
1. Sales tax. (Please obtain tax-exempt letter prior to purchase.) 
2. Contractual services. 
3. Beer or Liquor. 
4. Fines or Penalties. 

Advances from Petty Cash Fund: 
Purchases made with cash received from the Petty Cash Fund require approval from the Director of 
Operational Development (Christie Werkheiser). 
 

All Purchases Will Be Reviewed: 

Use of petty cash funds is a privilege extended by GCS and should be viewed as such. Abuse and/or failure to 
comply with established procedures will result in the revocation of this privilege for the individual and/or 
department.  
All purchases made with petty cash funds require original receipts to be returned to the Petty Cash Manager 
and are subject to review by the DOD. 
 
 
Petty Cash Replenishment 
 
The Petty Cash Fund shall be replenished as follows:  

• The DOD shall compile the accumulated request forms and receipts on a monthly basis. 
• The DOD shall then submit them to the Business Manager (Charter Choices) in order to receive a 

replenishment check. 
• The check shall be cashed upon receipt.  
• The funds (not to exceed $500.00) shall be held by the Petty Cash Manager in a locked location to be 

disbursed upon request as needed. 
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E-Signature Policy

 BE IT RESOLVED, by authority of the Board of Trustees of the Gillingham Charter School, and 
it is hereby resolved by authority of the same, that the Chief Executive Officer, of the above 
named body, currently Nicolle Hutchinson, is authorized and directed to sign any and all 
contracts, agreements, grants and/or licenses (hereinafter collectively referred to as 
contract(s)) with the Pennsylvania Department of Education (Department); and

BE IT FURTHER RESOLVED, that the body consents to the use of electronic signatures by the 
above named individual and that no handwritten signature from the above named individual 
shall be required in order for any contract with the Department to be legally enforceable and 
that by affixing his/her electronic signature to an electronic file of the contract via the 
Department’s e-grants system, the above designated authorized individual shall have 
effectively executed and delivered the contract, binding the Gillingham Charter School to 
comply with the terms of said contract; and

BE IT FURTHER RESOLVED, that no writing shall be required to make the contract valid and 
legally binding, provided that the Department and all other necessary Commonwealth 
approvers affix their signatures electronically and an electronically printed copy of the 
Contract is e-mailed or is otherwise made available to the body by electronic means; and 

BE IT FURTHER RESOLVED, that the body will not contest the due authorization, execution, 
delivery, validity or enforceability of the electronic Contract under the provisions of a statute 
of frauds or any other applicable law.  The Contract, if introduced as evidence on paper in any 
judicial, arbitration, mediation, or administrative proceedings, will be admissible as between 
the parties to the same extent and under the same conditions as other business records 
originated and maintained in documentary form and the admissibility thereof shall not be 
contested under either the business records exception to the hearsay rule or the best 
evidence rule; and  

BE IT FURTHER RESOLVED, that the body will notify the Department’s Bureau of Management 
Services promptly if the above named individual is no longer authorized to execute 
agreements on behalf of the body electronically and that the Department shall be entitled to 
rely upon the above named officer’s authority to execute agreements electronically on behalf 
of the body until such notice is received by the Department’s Office of Chief Counsel.
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ATTEST

_______________________________________       _________________________________________
 Board President or Vice-President                 Print name and title

 _______________________________________       ________________________________________
 Board Treasurer or Secretary                          Print name and title

 I, _________________________________, Secretary, of The Board of Trustees for Gillingham 
Charter School, do certify that the foregoing is a true and correct copy of the Resolution 
adopted at a regular meeting of the Board of Trustees for Gillingham Charter School, held the 
_____ day of July, 2013.



 Dated: ______________________         ________________________________________________________
              Signature

                                                          ________________________________________________________
Print name and title  

TO BE EXECUTED BY AUTHORIZED OFFICER:

As the person authorized to sign on behalf of the above named body, I agree that I shall not provide 
any other person with my e-grants password or otherwise authorize any other individual to affix my 
electronic signature to any agreement with the Department.

 Dated: ______________________         ________________________________________________________
              Signature

                                                          ________________________________________________________
Print name and title  

GCS BoT E-Signature Policy
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6000 REVENUE FROM LOCAL SOURCES

6500 EARNINGS ON INVESTMENTS
6510 Interest on Investments and Interest-Bearing Checking Accounts
6520 Dividends on Investments
6530 Gains or Losses on Sale of Investments
6540 Earnings on Investments in Real Property
6590 Other Earnings or Investments

6600 FOOD SERVICE REVENUE
6610 Daily Sales - Reimbursable Programs
6620 Daily Sales - Non-Reimbursable Programs
6630 Special Functions
6640 Non-Cash Contributions
6650 Price Reduction for Reduced Price and Free Meals (Debit)
6690 Other Food Service Revenues                                                        30,678 

6700 REVENUES FROM STUDENT ACTIVITIES
6710 Admissions
6720 Bookstore Sales
6730 Student Organization Membership Dues and Fees
6740 Fees
6750 Student Activity - Special Events
6790 Other Student Activity Income                                                          2,713 

6800 REVENUES FROM INTERMEDIARY SOURCES / PASS THROUGH
6810 Revenue from Local Governmental Units
6820 Revenue from Intermediary Sources - Commonwealth Funds
6830 Revenues from Intermediary Sources - Federal Funds
6890 Other Revenues from Intermediary Sources

6900 OTHER REVENUE FROM LOCAL SOURCES
6910 Rentals
6920 Contributions & Donations from Private Sources / Capital Contributions                                                        15,157 

6930 Gains or Losses on Sale of Fixed Assets (Economic Resource 
Measurement Focus Only)

6940 Tuition from Patrons
6941 Regular Day School Tuition
6942 Summer School Tuition
6943 Adult Education Tuition
6944 Receipts From Other LEAs in Pennsylvania - Education                                                   2,197,871 
6945 Receipts from Out-of-State LEAs
6946 Receipts from Member Districts - AVTS / Special Program Jointure only
6947 Receipts from Members of Intermediate Units for Education by 
6948 Receipts from Members of Intermediate Units for Direct Contributions
6949 Other Tuition from Patrons

6950 Unassigned
6960 Services Provide Other Local Governmental Units / LEAs

6961 Transportation Services Provided Other Pennsylvania LEAs
6969 All Other Services Provided Other Governments and LEAs Not Specified 

Above
6970 Services Provided Other Funds
6980 Revenue from Community Service Activities
6990 Refunds and Other Miscellaneous Revenue

6991 Refunds of a Prior Year Expenditure
6999 Other Revenues Not Specified Above

7000 REVENUE FROM STATE SOURCES

as of June 30, 2013

Preliminary Statement of Revenues, Expenditures & Fund Balances
Include ALL Funds

CEO Signature ______________________________________________

Name of School ________________Gillingham Charter School_________________________________________________________

Address of School ______________________ 915 Howard Avenue, Pottsville, PA 17901__________________________________

REVENUES
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7100 BASIC INSTRUCTIONAL AND OPERATING SUBSIDIES
7150 Unassigned
7160 Tuition for Orphans and Children Placed in Private Homes
7180 Staff and Program Development

7200 REVENUE FOR SPECIFIC EDUCATIONAL PROGRAMS
7210 Homebound Instruction
7220 Vocational Education
7230 Alternative Education
7240 Driver Education - Student
7250 Migratory Children
7260 Workforce Investment Act (WIA)
7270 Specialized Education of Exceptional Pupils
7280 Adult Literacy
7290 Additional Educational Program Revenues

7300 REVENUES FOR NON-EDUCATIONAL PROGRAMS
7310 Transportation (Regular and Additional)
7320 Rental and Sinking Fund Payments / Building Reimbursement Subsidy                                                        24,000 
7330 Health Services (Medical, Dental, Nurse, Act 25)                                                          3,438 
7340 Unassigned
7350 Sewage Treatment Operations / Environmental Subsidies
7360 Safe Schools

7400 VOCATIONAL TRAINING OF THE UNEMPLOYED

7500 STATE REVENUE NOT LISTED ELSEWHERE IN THE 7000 SERIES OF 
ACCOUNTS

7502 Dual Enrollment Grants
7503 Project 720/High School Reform
7599 Other State Revenue Not Listed Elsewhere in the 7000 Series

7600 REVENUE FOR MILK, LUNCH AND BREAKFAST PROGRAMS                                                          9,972 

7800 REVENUE FOR THE COMMONWEALTH'S SHARE OF PAID BENEFITS
7810 State Share of Social Security and Medicare Taxes
7820 State Share of Retirement Contributions                                                        87,501 

7900 REVENUE FOR TECHNOLOGY
7910 Educational Technology
7990 Other Technology Grants

8000 REVENUE FROM FEDERAL SOURCES
8100 UNRESTRICTED GRANTS-IN-AID DIRECT FROM THE FEDERAL 

GOVERNMENT
8110 Payments for Federally Impacted Areas - P.L. 81-874
8190 Other Unrestricted Federal Grants-in-Aid Direct from the Federal 

Government

8200 UNRESTRICTED GRANTS-IN-AID FROM THE FEDERAL 
GOVERNMENT THROUGH THE COMMONWEALTH

8300 RESTRICTED GRANTS-IN-AID DIRECTLY FROM THE FEDERAL 
GOVERNMENT

8310 Payments for Federally Impacted Areas - P.L. 81-815
8320 Energy Conservation Grants - TA and ECM
8390 Other Restricted Federal Grants-in-Aid Directly from the Federal 

Government

8500 RESTRICTED GRANTS-IN-AID FROM THE FEDERAL GOVERNMENT 
THROUGH THE COMMONWEALTH FOR THE INDIVIDUALS WITH 
DISABILITIES EDUCATION ACT (IDEA), NO CHILD LEFT BEHIND 
(NCLB), VOCATIONAL EDUCATION, CHILD NUTRITION AND CAREER 
EDUCATION PROGRAMS

8510 Individuals with Disabilities Education Act (IDEA) and No Child Left Behind 
(NCLB)                                                        35,348 

8520 Vocational Education
8530 Child Nutrition Program
8540 Nutrition Education and Training
8560 Federal Block Grants                                                        49,233 
8570 Unassigned
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8580 Child Care and Development Block Grants
8590 Unassigned                                                      133,878 

8600 RESTRICTED GRANTS-IN-AID FROM THE FEDERAL GOVERNMENT 
THROUGH THE COMMONWEALTH FOR DRIVER EDUCATION, ADULT 
EDUCATION, CETA, HEADSTART, ENERGY CONSERVATION, 
WORKFORCE INVESTMENT ACT AND OTHER PROGRAMS

8610 Homeless Assistance Act
8620 Adult Basic Education
8640 Headstart
8650 Unassigned
8660 Workforce Investment Act (WIA)
8670 Unassigned
8680 Unassigned
8690 Other Restricted Federal Grants-in-Aid through the Commonwealth

8800 MEDICAL ASSISTANCE REIMBURSEMENTS

9000 OTHER FINANCING SOURCES
9100 SALE OF BONDS

9110 Bond Issue Proceeds (Gross)
9120 Proceeds from Refunding of Bonds

9200 PROCEEDS FROM EXTENDED TERM FINANCING

9300 INTERFUND TRANSFERS
9310 General Fund Transfers
9320 Special Revenue Fund Transfers
9330 Capital Projects Funds Transfers
9340 Debt Service Fund Transfers
9350 Enterprise Fund Transfers
9360 Internal Service Fund Transfers
9370 Trust and Agency Fund
9380 Activity Fund Transfers
9390 Permanent Fund Transfers

9400 SALE OF OR COMPENSATION FOR LOSS OF FIXED ASSETS

9500 Unassigned

9600 Unassigned

9700 TRANSFERS INVOLVING COMPONENT UNITS AND PRIMARY 
GOVERNMENTS

9710 Transfers from Component Units
9720 Transfers from Primary Governments

9800 INTRAFUND TRANSFERS IN
9810 General Fund Intrafund Transfers
9820 Special Revenue Intrafund Transfers
9840 Debt Service Intrafund Transfers
9850 Enterprise Intrafund Transfers
9860 Internal Service Intrafund Transfers
9870 Trust and Agency Intrafund Transfers
9880 Activity Interfund Transfers

                                                  2,589,789 TOTAL REVENUES
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Checking Accounts Signatory Policy

All checks drawn in-house require two (2) signatures.

Checks in any amount that are drawn from any account in our local bank 
(currently Liberty Savings Bank) must be signed by a Director and another 

designated employee in order to be valid. 

Designated employees are the CEO, the DOD, the school secretary and 

the senior administrative assistant. The school secretary and the senior 
administrative assistant may not co-sign a check.

Gillingham Association of Parents checks must be signed by a GAP officer 
and a designated school employee.
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Audit and Financial Oversight Committee
The Audit and Financial Oversight Committee (AFOC) is commissioned by and responsible to 
the Board of Trustees. AFOC reports to the Board of Trustees at regular meetings of the 
board in a manner determined by the board. AFOC does not possess any authority to direct 
management unless specifically authorized by the board from time to time, nor is its 
purpose to assist management in the day to day financial management of the Gillingham 
Charter School. AFOC consists of two sub committees: 1. The Financial Oversight 
Committee and 2. The Audit and Compliance Committee.

General Purpose

The purpose the committee is to assist the board in ensuring that the school’s finances are 
being directed within the framework of policy, properly accounted for and safeguarded from 
risk.

Appointments and Composition

The main work of the AFOC is handled by the Financial Oversight Subcommittee. The Audit 
and Compliance subcommittee oversees the audit and compliance protocols.

Financial Oversight Subcommittee

The members of the Financial Oversight Subcommittee (hereinafter referred to as the FOC) 
shall be:

1. Treasurer of the board, who shall serve as the FOC chair, 
2. Board Chair, who shall serve as an ex-officio member, 
3. Up to 2 Trustees appointed by the Finance Chair with the advice and consent of the 

board according to the bylaws.
4. The Chief Executive Officer (CEO) and the Director of Organizational Development 

(DOD) who shall serve as ex-officio members. 
5. The school’s Business Manager, currently Charter Choices, who shall serve as ex-

officio members.
6. Additional committee members may be appointed and need not be members of the 

Board of Trustees.

T h e  B o a r d  o f  T r u s t e e s
Gillingham Charter School
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The FOC will meet monthly or when necessary at the call of the committee chair. Monthly 
meeting dates and times should be specified a year in advance. 

Responsibilities

1. Review monthly financial statements and variances from budget, and recommend action 
to the Board, as appropriate.

2. Monitors all financial activity in greater detail than the board as a whole, develops 
financial policies and brings recommendations to the board for approval.

3. The FOC recommends policies and processes to the board related to:

a. Gillingham’s financial statements and other financial information provided to 
governmental bodies, financial institutions, and the public. 

b. Gillingham’s systems of internal controls for finance, buying, accounting, and 
asset control according to policies that management and the Board have 
established.

c. Gillingham’s accounting and financial reporting processes. 

The FOC will ensure continuous improvement of, and promote adherence to, Gillingham’s 
policies, procedures, and practices for public accountability, transparency, and integrity. 

1. Create specific measurable board-level goals for the year as part of the full board 
planning process.

2. Develop and implement a board-level training program to ensure that all trustees 
(especially those without a financial background) can be effective stewards of the 
school’s financial resources

3. Annually evaluate its work as a committee and the objectives it has committed itself to 
and report on same to the Board of Trustees.
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Audit and Compliance Subcommittee

The Audit and Compliance Subcommittee is commissioned by and responsible to the Board 
of Trustees. It reports to the Board of Trustees at regular meetings of the Board in a manner 
determined by the Board.

General Purpose

The Audit and Compliance Committee will serve as an independent and objective party to 
conduct the external audit, monitor the organization’s financial reporting process, internal 
control systems and compliance with BOT approved ethics policies. 

Appointments and Composition

The members of the Audit & Compliance Committee (hereinafter referred to as the ACC) 
shall be:

1. Treasurer of the Board, who shall serve as chair, 
2. Board Chair 
3. Additional Trustees appointed by the Finance Chair with the advice and consent of the 

Board according to the bylaws.

The committee is composed of a minimum three or more trustees, each of whom is an 
independent trustee and free from any relationship that, in the opinion of the board, would 
interfere with the exercise of his or her independent judgment as a member of the 
committee. No member of the ACC may have any direct or indirect financial or 
compensatory relationship with the school, its consultants, or its vendors.

All committee members should have a working familiarity with basic finance and accounting 
practices. Appropriate steps should be taken to enhance members’ familiarity with finance 
and accounting through participation in educational programs conducted by the Board or 
outside experts. 

Meetings 
The Audit and Compliance Committee meets at least four times a year, or when necessary, 
at the call of the committee chair. Meeting dates and times should be specified a year in 
advance. 
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Responsibilities 

External Audit.  External auditors are accountable to the ACC and the Board of Trustees. 
The responsibilities of the Audit and Compliance Committee include: 

1. Recommending the selection of the external auditor. Periodically reviewing the 
auditor’s performance and recommending either renewal or replacement.

2. Meeting with the external auditor and management at least annually to review the 
scope of the proposed financial audit for the current year, procedures to be used, 
particular areas of potential risk or scrutiny, and appropriate fees.

3. Meeting with external auditors in an executive session, without management present, 
at least once per year. Discussing with the auditor the organization’s internal 
controls, and the fullness and accuracy of the organization's financial statements. 

4. Reporting to the board at least annually and providing the board with the annual 
external audit report.

5. Reviewing annual financial statements and other financial information submitted to 
any governmental body, financial institution, rating agency, or the public, including 
any certification, report, opinion, or review rendered by the independent auditor. 
Evaluating determinations made about the applicability of accounting principles, the 
reasonableness of significant judgments or estimates, and the clarity of financial 
disclosures.

6. Discussing the results of the annual audit and closely reviewing any significant 
changes to the financial statements or changes in accounting principles and 
disclosure practices. 

7. Reviewing the external auditor’s annual management letter regarding internal control 
weaknesses, recommendations for improvements, and management’s corrective 
action plans. Monitoring management's implementation of corrective action plans. 

8. Reviewing any non-audit services provided to the organization by the external auditor 
to ensure that the external auditor is sufficiently independent and that the 
organization is in compliance with external requirements. 

9. Reviewing, with the organization's counsel, any legal matter that could have a 
significant affect the organization's financial statements. 
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Legal and Ethical Compliance. 

Legal and ethical compliance is under the purview of the DOD, who reports to the CEO on a 
daily basis, and to the ACC at scheduled meetings and whenever the auditor or the 
committee deems a matter should be brought to the committee’s attention. The ACC’s 
specific responsibilities in this area include: 

1. Overseeing the compliance program, including policies and practices designed to 
ensure the organization's compliance with all applicable legal, regulatory, and ethical 
requirements. 

2. Recommending approval of the annual compliance plan and reviewing processes and 
procedures for reporting concerns by employees, teachers, parents, students, vendors 
and others. 

3. Recommending organizational integrity guidelines and a Code of Conduct. Reviewing 
and reassessing the guidelines and Code of Conduct at least annually. 

4. Reviewing resources for compliance with the DOD and CEO to ensure that sufficient 
resources are provided. 

5. Reviewing and evaluating findings and recommendations from completed compliance 
activities and audits, including management responses and action plans. 

6. Reporting to the board at least annually on the compliance program. 

Conflicts of Interest. 

The ACC will review the annual conflict of interest disclosure statements completed by 
directors and officers, as well as supporting documents provided by the DOD or general 
counsel, according to the organization’s conflict of interest policies and procedures. 

The ACC will make a determination as to the disposition of each conflict, determining 
whether the conflict disqualifies the individual from continuing to serve on the board, or if 
additional actions beyond disclosure are required to comply with the conflict of interest 
policy (e.g., competitive bidding or ensuring the individual abstains from certain board 
votes). 

The ACC will make a summary report of all declared conflicts and the committee’s 
recommended disposition to the full board for approval. 
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The ACC will also review and make a recommendation to the board president regarding any 
potential violations of the conflict of interest policy by a trustee or director, including the 
failure to disclose a potential conflict promptly. 

The ACC should review and, as needed, update this committee charter annually to reflect 
changes in accounting practices, laws, and regulatory requirements. 

Reports
The ACC will receive and review the following reports:

1 Annual financial audit plan and report, respectively. 

2 Annual plan and report, respectively, from the DOD. 

3 Annual compliance plan and periodic reports from the DOD. 

4 Updates on important compliance issues that have developed since the previous 
meeting and management responses. 

5 Conflict of interest disclosures and pertinent background information developed by 
the DOD, business manager, or general counsel. 

Annual Committee Goals 
The Audit and Corporate Compliance Committee will establish annual goals specifying its 
principal work focus areas for the coming year.  
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Approved Personnel to Access Safekeeping Areas Policy 

 

For the security of sensitive information it is agreed that information of a confidential nature will be 
properly secured at all times.  These areas include: 

• Main Office 
• School Reception Area 
• Special Education Offices 
• Old Files Office 
• Nurses Office 
• Administrators Offices 
• Social Workers Office 

It is agreed that all areas of safekeeping will utilize locking file cabinets, locks on doors, locks on 
desks or key-pad entry systems.    The following staff shall have access to the above areas: 

• Tara Cromis – School Secretary 
• Dawn Housel – Administrative Assistant 
• Nicolle Hutchinson & Christie Werkheiser – Directors 
• Lisa Quirk-Nurse 
• Dustin Caruso – Special Education Coordinator 
• Amy Lordan  - School Counselor 
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A.Lordan_____________________________   Supervisor________________________________ 

 

L. Quirk ______________________________   Supervisor ______________________________________ 

 

T. Cromis _____________________________ Supervisor _____________________________________ 

 

D. Housel ______________________________ Supervisor ____________________________________ 

 

D. Caruso ______________________________ Supervisor ____________________________________ 

 

C. Werkheiser ___________________________ Supervisor ___________________________________ 

 

N. Hutchinson ___________________________ Supervisor ___________________________________ 
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