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This appendix includes the following: 
 

 Certificate of Insurance 
 Endorsement Adding Pennwood Cyber Charter School to Umbrella Policy 
 Endorsement & Policy Declarations 
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SHOULD ANY OF THE ABOVE DESCRIBED POLICIES BE CANCELLED BEFORE
THE EXPIRATION DATE THEREOF, NOTICE WILL BE DELIVERED IN
ACCORDANCE WITH THE POLICY PROVISIONS.

INSURER(S) AFFORDING COVERAGE

INSURER F 

INSURER E 

INSURER D 

INSURER C 

INSURER B 

INSURER A 

NAIC #

NAME
CONTACT

(A/C, No)
FAX

E-MAIL
ADDRESS

PRODUCER

(A/C, No, Ext)
PHONE

INSURED

REVISION NUMBER:CERTIFICATE NUMBER:COVERAGES

IMPORTANT:  If the certificate holder is an ADDITIONAL INSURED, the policy(ies) must have ADDITIONAL INSURED provisions or be endorsed.
If SUBROGATION IS WAIVED, subject to the terms and conditions of the policy, certain policies may require an endorsement.  A statement on
this certificate does not confer rights to the certificate holder in lieu of such endorsement(s).

THIS CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION ONLY AND CONFERS NO RIGHTS UPON THE CERTIFICATE HOLDER. THIS
CERTIFICATE DOES NOT AFFIRMATIVELY OR NEGATIVELY AMEND, EXTEND OR ALTER THE COVERAGE AFFORDED BY THE POLICIES
BELOW.  THIS CERTIFICATE OF INSURANCE DOES NOT CONSTITUTE A CONTRACT BETWEEN THE ISSUING INSURER(S), AUTHORIZED
REPRESENTATIVE OR PRODUCER, AND THE CERTIFICATE HOLDER.

OTHER:

(Per accident)

(Ea accident)

$

$

N / A

SUBR
WVD

ADDL
INSD

THIS IS TO CERTIFY THAT THE POLICIES OF INSURANCE LISTED BELOW HAVE BEEN ISSUED TO THE INSURED NAMED ABOVE FOR THE POLICY PERIOD
INDICATED.  NOTWITHSTANDING ANY REQUIREMENT, TERM OR CONDITION OF ANY CONTRACT OR OTHER DOCUMENT WITH RESPECT TO WHICH THIS
CERTIFICATE MAY BE ISSUED OR MAY PERTAIN, THE INSURANCE AFFORDED BY THE POLICIES DESCRIBED HEREIN IS SUBJECT TO ALL THE TERMS,
EXCLUSIONS AND CONDITIONS OF SUCH POLICIES. LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID CLAIMS.

$

$

$

$PROPERTY DAMAGE
BODILY INJURY (Per accident)

BODILY INJURY (Per person)

COMBINED SINGLE LIMIT

AUTOS ONLY

AUTOSAUTOS ONLY
NON-OWNED

SCHEDULEDOWNED
ANY AUTO

AUTOMOBILE LIABILITY

Y / N
WORKERS COMPENSATION
AND EMPLOYERS' LIABILITY

OFFICER/MEMBER EXCLUDED?
(Mandatory in NH)

DESCR PTION OF OPERATIONS below
If yes, describe under

ANY PROPRIETOR/PARTNER/EXECUTIVE

$

$

$

E.L. DISEASE - POLICY LIMIT

E.L. DISEASE - EA EMPLOYEE

E.L. EACH ACC DENT

ER
OTH-

STATUTE
PER

LIMITS(MM/DD/YYYY)
POLICY EXP

(MM/DD/YYYY)
POLICY EFF

POLICY NUMBERTYPE OF INSURANCELTR
INSR

DESCRIPTION OF OPERATIONS / LOCATIONS / VEHICLES  (ACORD 101, Additional Remarks Schedule, may be attached if more space is required)

EXCESS LIAB

UMBRELLA LIAB $EACH OCCURRENCE

$AGGREGATE

$

OCCUR

CLAIMS-MADE

DED RETENTION $

$PRODUCTS - COMP/OP AGG

$GENERAL AGGREGATE

$PERSONAL & ADV INJURY

$MED EXP (Any one person)

$EACH OCCURRENCE
DAMAGE TO RENTED

$PREMISES (Ea occurrence)

COMMERCIAL GENERAL LIABILITY

CLAIMS-MADE OCCUR

GEN'L AGGREGATE L MIT APPL ES PER:

POLICY PRO-
JECT LOC

CERTIFICATE OF LIABILITY INSURANCE DATE (MM/DD/YYYY)

CANCELLATION

AUTHORIZED REPRESENTATIVE

ACORD 25 (2016/03)
© 1988-2015 ACORD CORPORATION.  All rights reserved.

CERTIFICATE HOLDER

The ACORD name and logo are registered marks of ACORD

HIRED
AUTOS ONLY
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PI-CXL-072 (04/13) 

Page         of 
Includes copyrighted material of Insurance Services Office, Inc., with permission.  

THIS ENDORSEMENT CHANGES THE POLICY.  PLEASE READ IT CAREFULLY. 

POLICY CHANGES 

Policy Change Number
Revision Number  

POLICY NUMBER POLICY CHANGES 
EFFECTIVE

COMPANY 

NAMED INSURED AUTHORIZED REPRESENTATIVE 

COVERAGE PARTS AFFECTED 

CHANGES 

The above amendments result in a change in the premium as follows: 

 _____________________________________________ 
Authorized Representative 

Philadelphia Indemnity Insurance CompanyPHUB822547

3420

(763)746-8000

Profession
Named Insured

RJF, a Marsh & McLennan Agency LLC
6160 Golden Hills DrGolden Valley, MN 55416

3

09/15/2022

Connections Education, LLC
10960 Grantchester Way
Columbia, MD 21044-6112

09/20/2022____________________
Issue Date

3

Path ID 15970504

In consideration of the premium reflected, the policy is amended as indicated below:

1 1
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PI-CXL-002 (05/19)

POLICY NUMBER:

PI-CXL-002 (05/19)
Page 1 of 5 

Includes copyrighted material of Insurance Services Office, Inc., with permission.

COMMERCIAL UMBRELLA LIABILITY INSURANCE
POLICY DECLARATIONS

NAMED INSURED:

MAILING ADDRESS:

POLICY PERIOD: FROM TO AT 12:01 A.M. STANDARD
TIME AT YOUR MAILING ADDRESS SHOWN ABOVE

IN RETURN FOR THE PAYMENT OF THE PREMIUM, AND SUBJECT TO ALL THE TERMS OF THIS 
POLICY, WE AGREE WITH YOU TO PROVIDE THE INSURANCE AS STATED IN THIS POLICY.

LIMITS OF INSURANCE
EACH OCCURRENCE LIMIT
(LIABILITY COVERAGE) $ 

PERSONAL & ADVERTISING INJURY LIMIT $ Any one person or organization

PRODUCTS COMPLETED OPERATIONS AGGREGATE LIMIT $

GENERAL AGGREGATE LIMIT (LIABILITY COVERAGE) (except with
respect to Auto Liability and Products Completed Operations) $

RETAINED LIMIT
RETAINED LIMIT: $ 

Philadelphia Indemnity Insurance Company

PHUB822547

3420

(763)746-8000

07/01/2023

Connections Education, LLC

RJF, a Marsh & McLennan Agency LLC
6160 Golden Hills Dr
Golden Valley, MN 55416

07/01/2022

10960 Grantchester Way
Columbia, MD 21044-6112

Change Date: 09/15/2022

 10,000,000

 10,000,000

     10,000

 10,000,000

 10,000,000
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PI-CXL-002 (05/19)

POLICY NUMBER:

PI-CXL-002 (05/19)
Page 3 of 5 

Includes copyrighted material of Insurance Services Office, Inc., with permission.

SCHEDULE OF UNDERLYING INSURANCE
Employers' Liability
Company:       
Policy Number:
Policy Period:
Minimum Applicable Limits

Bodily injury by accident $ Each Accident
Bodily injury by disease $ Each Employee
Bodily injury by disease $ Policy Limit

Commercial General Liability Occurrence Claims-Made
Company:
Policy Number:  
Policy Period:  
Retroactive Date:      
Minimum Applicable Limits:

General Aggregate $
Products-Completed Operations Aggregate  $
Personal And Advertising Injury $
Each Occurrence $

Commercial Auto Liability
Company:       
Policy Number:
Policy Period:
Minimum Applicable Limits

Garage Aggregate Limit For Other Than Autos
(if applicable) $
Each Accident $

Professional Liability Occurrence Claims-Made
Company:
Policy Number:  
Policy Period:  
Retroactive Date:     
Minimum Applicable Limits

$
$

PHUB822547

SEE EMPLOYERS' LIA SUPPLEMENTAL SCHEDULE OF UNDERLYING INS

PHPK2435405
Philadelphia Indemnity Insurance Company

07/01/2022 07/01/2023

Not Applicable

X

  1,000,000

  1,000,000

  2,000,000

  2,000,000

PHPK2435405

Philadelphia Indemnity Insurance Company

07/01/2022 07/01/2023

Not Applicable

  1,000,000

PHPK2435405

Philadelphia Indemnity Insurance Company

07/01/2022 07/01/2023

Full Prior Acts

Each Professional Incident   1,000,000

Aggregate   1,000,000

X
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PI-CXL-002 (05/19)

POLICY NUMBER:

PI-CXL-002 (05/19)
Page 4 of 5 

Includes copyrighted material of Insurance Services Office, Inc., with permission.

 

 

Employee Benefits Liability   Occurrence Claims-Made
Company:    
Policy Number:   
Policy Period:    
Retroactive Date:   
Minimum Applicable Limits

  $    
  $    

Abusive Conduct Liability  Occurrence Claims-Made
Company:    
Policy Number:   
Policy Period:    
Retroactive Date:   
Minimum Applicable Limits

  $    
  $    

Directors & Officers Liability  Occurrence   Claims-Made
Company:    
Policy Number:   
Policy Period:    
Retroactive Date:   
Minimum Applicable Limits

  $    
  $    

Liquor Liability Occurrence Claims-Made
Company:    
Policy Number:   
Policy Period:    
Retroactive Date:   
Minimum Applicable Limits

  $    
  $    

PHUB822547

PHPK2435405

Philadelphia Indemnity Insurance Company

07/01/2022 07/01/2023

07/01/2018

Each Claim   1,000,000

Aggregate   2,000,000

PHPK2435405

Philadelphia Indemnity Insurance Company

07/01/2022 07/01/2023
Not Applicable

X

Each Abusive Conduct   1,000,000

Aggregate   1,000,000

X
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APPENDIX F 
 USE POLICY 

This appendix includes the following: 

 Use Policy
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Pearson Online Classroom Terms of Use 
Last Updated: September 2022 

Applicable To All Users 

Acceptance of Terms 

By using this Education Management System ("Pearson Online Classroom"), you 
(hereinafter referred to as the "User" or "Users") agree to all terms, conditions, and 
notices contained or referenced in these Terms of Use ("Terms"). These Terms apply 
to your use of Pearson Online Classroom and all materials, information, software, 
content, products, and services that are owned or licensed by Connections Education 
LLC dba Pearson Virtual Schools USA ("Pearson"), and included in, or available 
through, Pearson Online Classroom, ("Pearson Online Classroom Content") as well as 
any content owned or licensed by a third party content provider that is included in, or 
available through Pearson Online Classroom with that third party's permission 
("Third Party Content") (Pearson Content and third Party Content collectively, "the 
Content"). If the User is a minor, they shall be the responsibility of their 
parent/guardian, who shall ensure that the User adheres to the Terms. 

Any Third Party Content uploaded or otherwise made available by a Third Party is 
and remains the sole property of the Third Party or the Third Party licensors. By 
uploading or otherwise making available any Third Party Content, you automatically 
grant and/or warrant that the owner has granted Pearson, the perpetual royalty-free, 
non-exclusive right and license to use, reproduce, publish, distribute, display, and 
transmit the Third Party Content through the channel into which you have uploaded or 
authorized Pearson to upload the Third Party Content. You also permit any User of 
Pearson Online Classroom with access to that channel, subject to your restrictions, to 
access, view, store, and reproduce the Third Party Content to the same extent 
permitted herein. To the extent provided for in the specific terms of the governing 
agreement between Pearson and the Third Party, Third Party Content may be 
removed, obscured, altered or modified by the Third Party, subject to the terms and 
conditions set forth herein with respect to the use of Pearson Online Classroom. 

Pearson reserves the right to change these Terms at any time, effective upon posting 
the updated Terms on the Pearson Online Classroom log-in page. The most current 
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version is always available by clicking on the Terms of Use link located at the bottom 
of the log-in page of Pearson Online Classroom. 

Permitted Use 

Pearson Online Classroom is to be used for the purpose of accessing the education 
program licensed by or for the benefit of the User(s). Pearson grants the User the non-
exclusive, non-transferable, limited license to access, visit, use, view, and print the 
Content, solely for the User's own personal non-commercial use in connection with 
such education program, provided the User keeps intact all copyright and other 
proprietary notices. Use of the Content or materials for any purpose not expressly 
permitted in these Terms is prohibited. 

Users may not (1) remove, obscure, or alter the Content in any way except as agreed 
to in writing by Pearson, (2) use Pearson Online Classroom in any manner that could 
damage, disable, overburden, or impair any Pearson server or the network(s) 
connected to any Pearson server, or interfere with any other party's use and enjoyment 
of Pearson Online Classroom, 3) gain or attempt to gain unauthorized access to any 
accounts, computer systems, or networks connected to any Pearson server through 
hacking, password mining, or any other means, or 4) obtain or attempt to obtain any 
materials or information through any means not intentionally made available through 
Pearson Online Classroom. 

Any use of Pearson Online Classroom for the following purposes is strictly 
prohibited. By using Pearson Online Classroom, you agree that you will NOT: 

Send, receive, or display pornographic, obscene, sexually explicit material, or
any material harmful to minors
impersonate any person or entity (through the use of their password or other
means), including any employee or representative of Pearson
copy or distribute content included in Pearson Online Classroom (including
postings on the Message Boards, WebMail messages, or curriculum materials,
including answer keys) without the owner's permission
solicit or collect information about the Users or members of this site, especially
for the purpose of transmitting, or facilitating transmission of, unsolicited or
bulk electronic email or communications
use the school-provided communication services in connection with surveys,
contests, pyramid schemes, chain letters, junk e-mail, spamming, or any
duplicative or unsolicited messages (commercial or otherwise)
upload files that contain viruses, Trojan horses, worms, time bombs,
cancelbots, corrupted files, or any other similar software or programs that may
damage the operation of another's computer or property
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 solicit or collect personal information (including name, address, and phone 
number) from anyone under eighteen (18) years of age without verified 
parental consent 

 display threatening or offensive material, including using swear words, 
offensive, vulgar, or obscene language 

 display racist, prejudiced, or discriminatory messages or pictures 
 violate any state or federal law 
 reveal another User's or a minor's personal address, phone number, or similar 

information to others without their consent or verified parental consent 
 violate any copyright, trademark, patent, trade secret, or other intellectual 

property laws or otherwise use intellectual property of another individual or 
entity without the owner's permission—this includes providing links to and 
including other copyrighted or trademarked material from third parties in 
Pearson Online Classroom (including posting on the Message Boards or in 
WebMail messages) without permission as well as using any trademarks, 
service marks, or other marks in social media or other websites without the 
owner's permission 

 trespass in another's folders, work, or files 
 promote commercial activities except as agreed to in writing by Pearson 
 advertise products or services or engage in political lobbying 
 defame, harass, insult, abuse, stalk, threaten, attack, or otherwise violate the 

legal rights (such as privacy and publicity) of another person or interfere with 
another person's work, including, but not limited to, sending unwanted 
WebMail messages or e-mail 

 provide material support or resources to (or conceal the nature, location, source, 
or ownership of material support or resources of) any organization(s) 
designated by the United States government as a foreign terrorist organization 
pursuant to section 219 of the Immigration and Nationality Act. 

Each User will have a username and password (the "Log-in Information") for the 
purpose of accessing Pearson Online Classroom and the Content. Users must keep all 
Log-in Information strictly confidential, and all Log-in Information may be used only 
by the assigned User. Users are responsible for maintaining the security and 
confidentiality of all Log-in Information and for preventing access to Pearson Online 
Classroom and/or the Content by unauthorized persons using a User's Log-in 
Information. Users are responsible for any and all activities that occur under their 
account. Users must notify Pearson immediately of any unauthorized use of their 
account or any other breach of security. Notwithstanding the foregoing, certain 
employees of Pearson will be permitted to "log in as" someone other than themselves, 
after receiving the approval of their supervisor and undergoing specific training. 
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Proprietary Rights 

The User acknowledges and agrees that certain of the information available in Pearson 
Online Classroom is protected by various copyrights, trademarks, service marks, 
patents, trade secrets, or other intellectual property rights and laws and may only be 
used as permitted by law and with the permission of the owner. Except as expressly 
authorized by Pearson, Users may not sell, license, rent, modify, distribute, copy, 
reproduce, transmit, publicly display, publicly perform, publish, adapt, edit, or create 
derivative works from or otherwise exploit the Content or features in Pearson Online 
Classroom in any form or medium. Users are fully responsible for their own use and 
for ensuring such use does not infringe on the rights of Pearson or third parties. In 
addition to potential legal action, any unauthorized use including copying or reposting 
of Pearson or third party intellectual property may result in one or more of the 
following: termination of access to Pearson Online Classroom, school-based 
disciplinary action, and/or removal from the school, course offering or program of 
study. 

Copyright Infringement 

Content is owned or controlled by Pearson or the third party credited as the provider 
of the Content, and its contents may not be copied, reproduced, distributed or 
modified in any way without the express written consent of Pearson. If you have any 
copyright concerns about any materials posted in Pearson Online Classroom by 
others, please let us know. We comply with the provisions of the Digital Millennium 
Copyright Act applicable to Internet service providers (17 U.S.C. 512). Unless 
otherwise stated in any specific DMCA designation provided by Pearson, please 
provide us with written notice ("Notice") by contacting our Designated Agent 
at privacy@connectionseducation.com. 

To be effective, the Notice must include the following: 

 A physical or electronic signature of the owner, or a person authorized to act on 
behalf of the owner, ("Complaining Party") of an exclusive right that is 
allegedly being infringed upon; 

 Information reasonably sufficient to permit Pearson to contact the Complaining 
Party, such as an address, telephone number, and if available, an electronic mail 
address; 

 Identification of the allegedly infringing material on Pearson Online 
Classroom ("Infringing Material"), and information reasonably sufficient to 
permit Pearson to locate such material on Pearson Online Classroom; 

 Identification of the copyrighted work claimed to have been infringed upon 
("Infringed Material"), or if multiple copyrighted works on Pearson Online 
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Classroom are covered by a single Notice, a list of each copyrighted work 
claimed to have been infringed (please be specific as to which Infringing 
Material is infringing on which Infringed Material); 

 A statement that the Complaining Party has a good faith belief that use of 
Infringing Material in the manner complained of is not authorized by the 
copyright owner, its agent, or the law; and 

 A statement that the information in the Notice is accurate, and under penalty of 
perjury, that the Complaining Party is the owner or is authorized to act on 
behalf of the owner of an exclusive right that is allegedly infringed. 

Trademarks 

Pearson Online Classroom contains trademarks and service marks of Pearson and of 
third parties. These marks may only be used in accordance with Pearson’s Trademark 
Usage Guidelines within the Website Terms of Use on the public website. For 
permission to use the Pearson name or logo or any Connections Academy marks 
outside of the Trademark Usage Guidelines, 
contact privacy@connectionseducation.com. Any use of any Pearson or Connections 
Academy marks that does not comply with the Trademark Usage Guidelines is strictly 
prohibited. 

Links 

Pearson Online Classroom may contain links to other websites or other resources that 
are provided for the User's convenience. Unless otherwise noted, these linked sites are 
not under the control of Pearson and Pearson is not responsible for the content 
available on third party-linked sites. Pearson makes no representations, warranties, or 
other commitments whatsoever about any third party websites or third party resources 
that may be referenced, accessible from, or linked to Pearson Online Classroom. A 
link to a website does not mean that Pearson endorses the content, the website owner 
or use of such website. In addition, Pearson is not a party to or responsible for any 
transactions the User may enter into with third parties, even if the User learns of such 
parties (or uses a link to such parties) from Pearson Online Classroom. Accordingly, 
the User acknowledges and agrees that Pearson is not responsible for the availability 
of such external websites or resources, except where specifically contracted for, and is 
not responsible or liable for any content, services, products, or other materials on or 
available from those websites or resources. 

Privacy 

You agree that your use of Pearson Online Classroom is also subject to the Privacy 
Policy, which is part of these Terms. 
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Export Control 

Pearson controls and operates Pearson Online Classroom from its headquarters in the 
United States and makes no representation that the Content is appropriate or available 
for use in other locations. If you use Pearson Online Classroom from other locations, 
you are responsible for compliance with applicable state and federal laws, including, 
but not limited to, export and import control laws and regulations of the United States. 
No software from this site may be downloaded or otherwise exported or re-exported 
(i) into (or to a national or resident of) any country to which the U.S. has embargoed
goods; or (ii) to anyone on the U.S. Treasury Department's list of Specially
Designated Nationals or the U.S. Commerce Department's Table of Deny Orders. By
downloading or connecting to Pearson Online Classroom, you represent and warrant
that you are not located in, under the control of, or a national or resident of any such
country or on any such list.

Warranty and Other Disclaimers 

Pearson is committed to ensuring the accuracy of all information included in Pearson 
Online Classroom, subject to the following limitations: 

Pearson will use reasonable efforts to keep the information current and to
ensure the accuracy or completeness of materials available through Pearson
Online Classroom. However, materials available through Pearson Online
Classroom are not promised or guaranteed to be correct, current, or complete,
and may contain inaccuracies or typographical errors.
The User acknowledges that Pearson is not liable for the conduct of any party
using Pearson Online Classroom or for any defamatory, offensive, infringing,
or illegal materials contained on Pearson Online Classroom or in any
Communication Service, and Pearson reserves the right to correct any errors or
omissions and remove any materials from Pearson Online Classroom at its sole
discretion and without liability of any kind.

Disclaimer of Warranty 

USE OF PEARSON ONLINE CLASSROOM OR ANY COMMUNICATION 
SERVICE IS AT THE USER'S SOLE RISK. ALL MATERIALS, INFORMATION, 
PRODUCTS, SOFTWARE, PROGRAMS, AND SERVICES ARE PROVIDED "AS 
IS," WITH NO WARRANTIES OR GUARANTEES WHATSOEVER. PEARSON 
EXPRESSLY DISCLAIMS TO THE FULLEST EXTENT PERMITTED BY LAW 
ALL EXPRESS, IMPLIED, STATUTORY, AND OTHER WARRANTIES, 
GUARANTEES, OR REPRESENTATIONS, INCLUDING, WITHOUT 
LIMITATION, THE WARRANTIES OF MERCHANTABILITY, FITNESS FOR A 
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PARTICULAR PURPOSE, AND NON-INFRINGEMENT OF PROPRIETARY 
AND INTELLECTUAL PROPERTY RIGHTS. WITHOUT LIMITATION, 
PEARSON MAKES NO WARRANTIES OR GUARANTEES THAT PEARSON 
ONLINE CLASSROOM WILL BE UNINTERRUPTED, TIMELY, SECURE, OR 
ERROR-FREE. THE USER UNDERSTANDS AND AGREES THAT IF THE USER 
DOWNLOADS OR OTHERWISE OBTAINS MATERIALS, INFORMATION, 
PRODUCTS, SOFTWARE, PROGRAMS, OR SERVICES, THE USER DOES SO 
AT THE USER'S OWN DISCRETION AND RISK AND THAT USER WILL BE 
SOLELY RESPONSIBLE FOR ANY DAMAGES THAT MAY RESULT, 
INCLUDING LOSS OF DATA OR DAMAGE TO THE USER'S COMPUTER 
SYSTEM. SOME JURISDICTIONS DO NOT ALLOW THE EXCLUSION OF 
WARRANTIES, SO THE ABOVE EXCLUSIONS MAY NOT APPLY TO THE 
USER. 

Limitation of Liability 

UNDER NO CIRCUMSTANCES WILL PEARSON BE LIABLE FOR ANY 
DIRECT, INDIRECT, PUNITIVE, INCIDENTAL, SPECIAL, OR 
CONSEQUENTIAL DAMAGES THAT RESULT FROM THE USE OF OR 
INABILITY TO USE PEARSON ONLINE CLASSROOM OR ANY 
COMMUNICATION SERVICE. THIS LIMITATION APPLIES WHETHER THE 
ALLEGED LIABILITY IS BASED ON CONTRACT, TORT, NEGLIGENCE, 
STRICT LIABILITY, OR ANY OTHER BASIS, EVEN IF PEARSON HAS BEEN 
ADVISED OF THE POSSIBILITY OF SUCH DAMAGE. BECAUSE SOME 
JURISDICTIONS DO NOT ALLOW THE EXCLUSION OR LIMITATION OF 
INCIDENTAL OR CONSEQUENTIAL DAMAGES, PEARSON’S LIABILITY IN 
SUCH JURISDICTIONS SHALL BE LIMITED TO THE EXTENT PERMITTED 
BY LAW. 

Release 

THE USER HEREBY RELEASES AND FOREVER DISCHARGES PEARSON, 
ITS AFFILIATES, EMPLOYEES, CONTRACTORS, OFFICERS AND 
DIRECTORS, AGENTS, SUCCESSORS, AND ASSIGNS ("RELEASED 
PARTIES"), FROM ALL ACTIONS, CAUSES OF ACTION, INJURIES, CLAIMS, 
DAMAGES, COSTS, OR EXPENSES OF ANY KIND GROWING OUT OF OR 
RELATED TO THE USER OR USER'S MINOR CHILD(REN)'S USE OF 
PEARSON ONLINE CLASSROOM OR ANY COMMUNICATION SERVICE. 
THE USER UNDERSTANDS THAT THIS IS A FULL AND COMPLETE 
RELEASE TO THE MAXIMUM EXTENT ALLOWED BY LAW OF ALL 
CLAIMS AND DAMAGES TO WHICH YOU OR YOUR MINOR CHILD(REN) 
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MAY HAVE AS A RESULT OF THEIR USE OF PEARSON ONLINE 
CLASSROOM REGARDLESS OF THE SPECIFIC CAUSE THEREOF. 

Indemnification 

Upon request by Pearson, the User agrees to defend, indemnify, and hold harmless 
Pearson and its affiliates, employees, contractors, officers, directors, third party 
content providers and licensors from all liabilities, claims, and expenses, including 
attorney's fees, which arise from the User's use or misuse of Pearson Online 
Classroom, Content, or any Communication Services. Pearson reserves the right, at its 
own expense, to assume the exclusive defense and control of any matter otherwise 
subject to indemnification by the User, in which event the User will cooperate with 
Pearson in asserting any available defenses. 

Governing Law, Choice of Law, and Forum 

The use of Pearson Online Classroom shall be governed by and construed in 
accordance with the laws of the State of Maryland, excluding its conflicts of law rules. 
The User expressly agrees that the exclusive jurisdiction for any claim or action 
arising out of or relating to the User's use of Pearson Online Classroom shall be filed 
only in the state or federal courts located in the State of Maryland, and the User 
further agrees and submits to the exercise of personal jurisdiction of such courts for 
the purpose of litigating any such claim or action. 

Severability and Integration 

Except for other agreements signed by the User with Pearson, these Terms constitute 
the entire agreement between the User and Pearson with respect to use of Pearson 
Online Classroom. If any part of these Terms is held invalid or unenforceable, that 
portion shall be construed in a manner consistent with applicable law to reflect, as 
nearly as possible, the original intentions of the parties, and the remaining portions 
shall remain in full force and effect. 

Termination of Use 

If the User violates these Terms, the User may be barred from future use of Pearson 
Online Classroom and/or subject to legal action. Cause for such suspension, 
termination and/or deletion shall include, but not be limited to, (a) breaches or 
violations of the Terms, or of other incorporated agreements or guidelines, (b) 
requests by law enforcement or other government agencies, (c) a request by you (self-
initiated account deletions), (d) discontinuance or material modification of Pearson 
Online Classroom (or any part thereof), (e) unexpected technical or security issues or 
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problems, (f) extended periods of inactivity, and/or (g) engagement by you in 
fraudulent or illegal activities. Termination of your account may include (x) removal 
of access to all offerings within Pearson Online Classroom, (y) deletion of your 
password and all related information, files and content associated with or inside your 
account (or any part thereof), and (z) barring of further use of Pearson Online 
Classroom. Further, you agree that all terminations for cause shall be made in 
Connection's sole discretion and that Pearson shall not be liable to you or any third 
party for any termination of your account, or access to Pearson Online Classroom. 

Additional Terms Applicable to the Connections Academy 
Schools Only 

WebMail, Message Boards, and Other Communication Services 

Pearson offers an internal email system, WebMail, through Pearson Online 
Classroom, as a service to certain Users in connection with those education programs 
that provide for webmail service. Webmail allows those Users to interact with other 
Webmail Users. Pearson cannot guarantee the security of any information that such 
Users disclose in WebMail messages, and the Users do so at their own risk. Sent 
WebMail messages are accessible only to the author and recipients, as well as other 
authorized personnel for the purpose of maintaining system integrity and to ensure 
that Users are acting responsibly and legally as required by these Terms. WebMail 
messages are also not guaranteed to be private and may be monitored. Messages 
relating to or in support of illegal or obscene activities or that otherwise violate these 
Terms may be reported to the appropriate authorities and may result in the loss of 
privileges, removal from the User's respective education programs, and/or legal 
action. 

Pearson also operates academic Message Boards located within Pearson Online 
Classroom to facilitate the exchange of ideas, information, and opinions between 
Users whose respective education program provides access to Message Boards. These 
Users may only use the Message Boards for structured clubs, activities, and other 
educational uses as specified by each school department and as described on each 
Message Board. The Message Boards contain contributions that represent only the 
opinions of their respective authors and do not express the opinions of Pearson. Use of 
the Message Boards is subject to the rules governing their use as provided when 
accessing them (see also the Links section below). 

In addition to the WebMail system and the Message Boards, Pearson may from time 
to time offer chat areas and/or other message or communication functionality 
designed to enable Users to communicate with others (each a "Communication 
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Service" and collectively "Communication Services"). The User agrees to use 
Communication Services only in compliance with these Terms and as described on 
each Communication Service to post, send, and receive messages and materials that 
are proper and, when applicable, related to the particular Communication Service. 

Any information that you submit to be posted to a Message Board or other 
Communication Service will be disclosed and available to all Users of that 
Communication Service and is, therefore, no longer private. We cannot guarantee the 
security of such information that you disclose or communicate online in public areas, 
and you do so at your own risk. Pearson does not control or endorse the content, 
messages, or information found in any Communication Service; therefore, Pearson 
specifically disclaims any liability with regard to the Communication Services and 
any actions resulting from a User's participation in any Communication Services. All 
participants acknowledge that any reliance upon such content shall be at the sole risk 
of the person so relying. 

Although Pearson has no obligation to do so, Pearson reserves the right (i) to monitor 
anything posted to a Message Board or other Communication Services or anything 
sent via WebMail, and (ii) to remove anything which Pearson considers offensive or 
otherwise in breach of these Terms or for any other reason as Pearson deems 
necessary in its sole and absolute discretion. Pearson also reserves the right at all 
times to disclose any information as Pearson deems necessary to satisfy any 
disciplinary investigation, applicable law, regulation, legal process, or governmental 
request, or to edit, refuse to post, or to remove any information or materials, in whole 
or in part, at Pearson’s sole discretion. 

Use of School Work, Interviews, Photographs, and Videos 

Users may have the opportunity to provide material for inclusion in Pearson Online 
Classroom. This material may include the submission of work samples; participation 
in clubs; postings on the Message Boards; text or other submissions for newsletters, 
newspapers, and yearbooks; writing WebMail messages; etc. Users represent that they 
own and/or control all of the rights to User's own material and that the public use of 
such material will not violate or infringe on the rights of Pearson or any third party. 

Users may also have the opportunity to participate in a LiveLesson®. Pearson cannot 
guarantee the security of any information disclosed by voice or text in a 
LiveLesson session. Any information that a User submits or is captured in a 
LiveLesson session may be disclosed and available to all Users and is, therefore, no 
longer private. Parents or legal guardians are responsible for any information 
disclosed by their minor children. 
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LiveLesson sessions may be recorded and used for instructional and demonstrative 
purposes. The User, for themself or the User’s minor child, hereby agrees to the 
recording of LiveLesson sessions in which the User participates. To the extent a User 
does not wish to participate in a recorded LiveLesson, recorded sessions are available 
to the User to view on demand. 
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APPENDIX G 
SUSTAINABLE SUPPORT 

This appendix includes the following: 

Letters of Support
o Carnegie Science Center
o Representative David H. Rowe
o Representative Andrew J. Lewis
o Gettysburg Community Theatre
o Representative Joshua D. Kail
o Representative Joe Kerwin
o Representative Kate Klunk
o Representative Robert W. Mercuri
o Representative Mike Regan
o
o NuMoola

List of 290 Petition Signatures
Total Count per Interest Group (Community Member, Parent/Guardian, Student, Teacher) and
County
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KKATEE A. KLUNK, MEMBER COMMITTEES:
169TH LEGISLATIVE DISTRICT Ethics

Health
HARRISBURG OFFICE: Judiciary
Room 161A, East Wing Labor and Industry
P.O. Box 202169 Rules
Harrisburg, PA 17120-2169
Phone: (717) 787-4790 CONTACT:
Fax: (717) 782-2952 Website: RepKlunk.com

Facebook.com/RepKlunk
Youtube.com/RepKlunk

DISTRICT OFFICE:  E-mail: kklunk169@pahousegop.com  
118 Carlisle Street, Suite 300   
Hanover, PA 17331 OFFICEE HOURS:
Phone: (717) 630-8942 Mon – Fri 8:30AM – 4:30PM
Fax: (717) 630-9731 Toll-Free: 1-855-282-0612

House of Representatives 
Commonwealth of Pennsylvania

Harrisburg
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August 31, 2022 
 
The Honorable Eric Hagarty 
Acting Secretary of Education 
Pennsylvania Department of Education 
333 Market Street 
Harrisburg, PA 17126 
 
Dear Secretary Hagarty: 
 
I am writing in support of Pennwood Cyber Charter School.  As more parents consider virtual 
education in the COVID-19 era, it is vital that the Commonwealth support these forms of 
education in order to ensure success for all of our students.  Many families in my district are 
looking towards charter schools like Pennwood to provide a distinctive type of education to 
prepare their kids to enter the workforce.  I know that families across Pennsylvania will benefit 
from the kind of educational opportunities that Pennwood provides.  
 
Pennwood’s operation is unique in that it focuses on career readiness and to that end offers an 
additional three-week term focused on career education and work standards.  As our 
Commonwealth faces a shortage in our workforce, these types of programs present a bright 
spot and a grand opportunity to teach our children about how to be contributing members of 
the workforce and how to hold family-sustaining jobs.  
 
These programs bring additional choices for parents in an age where kids who learn differently 
will benefit from different approaches to education.  Pennwood will provide an exceptional 
choice for families in my district who are looking for another way to educate their children in 
ways that best suit their needs. 
 
Thank you for your thoughtful consideration of this project.  I am proud to lend my support to 
Pennwood Cyber Charter School and the unique opportunity the school will provide.  

Sincerely, 

 
Mike Regan 
Senator, 31st District 
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Name Address City County Interest Group
Natasha Fitzkee York York Community Member
Andria Biazzo York York Parent/Guardian
Mike Jones Glen Rock York Community Member
Ryan Huntington York York Parent/Guardian
Bryan Bankers Nescopeck Luzerne Community Member
Timothy Wall Phildelphia Philadelphia Community Member
Cory Cox East Stroudsburg Monroe Student
Jeffrey McCorkle York York Community Member
Colton Curry Harrisburg Dauphin Community Member
Jkara Ile York York Community Member
Marissa Vyhonsky Harrisburg Dauphin Student
Sierra Slentz Middletown Dauphin Student
Robert Wrisley Lebanon Lebanon Community Member
Kasey Selmez  Millheim Centre Community Member
Loraine Alicea  Thomasville York Parent/Guardian
Jo Smith Manchester York Parent/Guardian
Lisa Stoppard York York Parent/Guardian
Andrea Saxson Dover York Community Member
Alexis Gaffney Thomasville York Community Member
Chester Arnold Wrightsville York Parent/Guardian
Joe Delgrirdic, Jr. York York Parent/Guardian
Kim McCleary New Freedom York Parent/Guardian
Angela Eldridge Windsor York Parent/Guardian
Alexis Faychak York York Parent/Guardian
Unique Crall York York Parent/Guardian
Cory Springman York York Community Member
Alysa Supho  York Springs York Community Member
Julia Limberg Dover York Parent/Guardian
Wilhelm Gaigg Lake Ariel Wayne Parent/Guardian
Kelie Ku Spring Grove York Community Member
Lauren Taylor New Freedom York Parent/Guardian
Benjamin Smith Marietta Lancaster Parent/Guardian
Charles Van Auken Gardners Adams Parent/Guardian
Mike Kraft Dauphin Dauphin Parent/Guardian
Amanda Martinez Lewisberry York Parent/Guardian
Gail Fairman . DuBois Clearfield Community Member
Kaitlyn Grim Thomasville York Parent/Guardian
Tyler Vanwyk York York Community Member
Ryan Brice Dover York Community Member
Matthew Linburg Dover York Parent/Guardian
Nancy Wright Dillsburg York Community Member
Lindsey Miller Harrisburg Dauphin Community Member
Selena Stephen Enola Cumberland Parent/Guardian
Janet Bush Harrisburg Dauphin Community Member
Gina Casner Harrisburg Dauphin Community Member
Jacqueline Muggio Mechanicsburg Cumberland Community Member
Karen Oneill Mechanicsburg Cumberland Community Member
Jess Pfalzgraf Pittsburgh Allegheny Parent/Guardian
Christina Crivelli Pittsburgh Allegheny Parent/Guardian
Ava Scott Pittsburgh Allegheny Student
Steve Acensio Pittsburgh Allegheny Community Member
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Zachariah C. Jonassiant Pittsburgh Allegheny Student
Danielle Martin Homestead Allegheny Parent/Guardian
Stephanie McCracken Monaca Beaver Parent/Guardian
Lusa DeSantis  McKees Rocks Allegheny Community Member
Kimberly LaRue Coropolis Allegheny Parent/Guardian
Calista LaRue Coropolis Allegheny Student
Kathleen Menert Cranberry Butler Community Member
Alaian Yanosko Oakdale Allegheny Student
Cameryn Conrad McDonald Washington Student
Shelby Schneider Munhall Allegheny Community Member
Shante Jiles Pittsburgh Allegheny Student
Carletta J. Byford Pittsburgh Allegheny Community Member
Suzanne Travan Mechanicsburg Cumberland Teacher
Ashlin Zook Mifflintown Juniata Community Member
Neanndra Zimmerman Mifflintown Juniata Parent/Guardian
Lyssa Cunningham Washington Washington Community Member
Jennifer Verotsky Enola Cumberland Parent/Guardian
Christopher Manchon  Mechanicsburg Cumberland Community Member
Robert Ruth Mechanicsburg Cumberland Community Member
Regina Sproch Carlisle Cumberland Parent/Guardian
Karina Haldeman Boiling Springs Cumberland Student
Michael Harrison Boiling Springs Cumberland Student
Ashley Trostle Harrisburg Dauphin Community Member
Rachel Rehm Lewisberry York Community Member
Carolina Quevedo Enola Cumberland Parent/Guardian
Kasey Flood State College Centre Community Member
Erin Pichardo Halifax Dauphin Community Member
Jenny Bashore Camp HIll Cumberland Community Member
Katheryn Floood . Lewistown Mifflin Parent/Guardian
Barb Boyer Duncannon Perry Teacher
David Brown . Mechanicsburg Cumberland Parent/Guardian
John Brown  Quakertown Bucks Community Member
Amy Bruno Quakertown Bucks Community Member
Kathleen McCauley  Philadelphia Philadelphia Community Member
Calvin L. Wilson Hatfield Montgomery Community Member
Jonathan Grim Trappe Montgomery Community Member
Staci Grim Trappe Montgomery Community Member
Colette Kearns Lansdale Montgomery Parent/Guardian
Angela Bresadola . Hawleysville Montgomery Community Member
Mary Billy Harleysville Montgomery Teacher
Emma Ville Fleetwood Berks Parent/Guardian
Deboarh Neemeyer Gettysburg Adams Community Member
Paige Lilly Ivens Allentown Lehigh Community Member
Kaitlyn Stahl Bethlehem Northhampton Teacher
Maria Scheidegger  Mohnton Berks Parent/Guardian
Victoria Roman Reading Berks Community Member
Katelyn Nicholas Germansville Lehigh Community Member
Marissa Kelly Bethlehem Northhampton Community Member
Destfano Andrew Pottstown Montgomery Community Member
Peter Lipnicki Morgantown Berks Community Member
Thomas Baylis Pottstown Montgomery Community Member
Tyler Welch Morgantown Berks Student
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Maria Mansell York York Community Member
Cindi Cartwright York York Community Member
Ashley Gray York York Parent/Guardian
Sean Fitzgerald Codorus York Community Member
George Rentas York York Parent/Guardian
Courtney Balta  Etters York Parent/Guardian
Billy Ferrell York York Parent/Guardian
Mary Forbes York York Parent/Guardian
Kelly Walls   Dover York Parent/Guardian
Carly Walls Dover York Student
Dave Savona   York York Parent/Guardian
Denise McCann Camp Hill Cumberland Community Member
Melanie Warren York York Student
Payton Lutz York York Student
Brae Bixler York York Community Member
Paul Synder Columbia Columbia Parent/Guardian
Lauren Gebhart York York Parent/Guardian
Megan Hoose New Bloomfield Perry Parent/Guardian
Sierra Brown York York Parent/Guardian
Lynn Klinedelins York York Community Member
Loren Dirds Dover York Parent/Guardian
Kaylee Renfrew Wellsville York Community Member
Evelyn Simmons York York Community Member
Michelle Kasker  Phoenixville Chester Community Member
Jen Kohler Malvern Chester Parent/Guardian
John Kohler Malvern Chester Parent/Guardian
Meghan Kane Spring City Chester Teacher
Kenneth Carroll Thornhurst Lackawanna Teacher
Jessica Grab  Wellsboro Tioga Teacher
John Grab  Wellsboro Tioga Parent/Guardian
Anastasia Kime Covington Township Lackawanna Community Member
Chris Carroll Thornhurst Lackawanna Parent/Guardian
Kim Kerrick Blakeslee Monroe Parent/Guardian
Connie Sanko Moscow Lackawanna Parent/Guardian
Pamela McCusker Hanover York Parent/Guardian
Tyler Hess Hultwood Lancaster Community Member
Katherine Hess Hultwood Lancaster Community Member
Martin Denault Easton Northampton Parent/Guardian
Avery Denault Easton Northampton Student
Amanda M. Scott Shrewsbury York Community Member
John Sanko Moscow Lackawanna Community Member
Linda Scott Thornhurst Lackawanna Community Member
Susan Grab Clifton Township Lackawanna Community Member
Philip Grab Clifton Township Lackawanna Community Member
Eillison Porter Lock Haven Clifton Community Member
Francis M. Musarca McKees Rocks Allegheny Community Member
Lisa McClain Wagner State College Centre Community Member
Kathryn Goins Bellefonte Centre Community Member
Rhonda Minnich Cranberry Township Butler Community Member
Cheri Bionde Freedom Beaver Community Member
Courtney Martin . Monaca Beaver Community Member
Megan Shineberry Pittsburgh Allegheny Community Member
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Rebecca Rodriguez Bethel Park Allegheny Community Member
Kristen Bidncaniello . Pittsburgh Allegheny Community Member
Mariah Yeck Conway Beaver Community Member
Alexa DiSanti McKees Rocks Allegheny Community Member
Paige Lively Baden Beaver Community Member
Jamie Larson Valencia Butler Community Member
Abigail Somerhauder South Park Allegheny Community Member
Shane McKee Cranberry Township Butler Parent/Guardian
Kelly Baur Pittsburgh Allegheny Community Member
Matthew McDaniel  Canonsburg Washington Parent/Guardian
Lisa Spinello Gibsonia Allegheny Community Member
Candida Lucky  Butler Butler Parent/Guardian
Bill Shirk Gibsonia Allegheny Parent/Guardian
Michael Campbell Butler Butler Parent/Guardian
Asha Persaud Mars Butler Community Member
Jacob Robinson Cranberry Township Butler Community Member
Kim Zyolensky Middletown Dauphin Parent/Guardian
Nicholas Brien Mechanicsburg Cumberland Community Member
Lynse West Troy Bradford Community Member
Joel Snavely Lebanon Lebanon Community Member
Teresa Snavely Lebanon Lebanon Community Member
Nathan Malanik Claysburg Allegheny Student
David Gross State College Centre Student
Alexa Alla State College Centre Student
Olivia Shnure  State College Centre Community Member
Patrick Slavinsky State College Centre Community Member
Patricia Sunderland Siegel Jefferson Community Member
Corey Kocher Clarion Clarion Community Member
Erica Petersen Clarion Clarion Community Member
Karina Libecco Rimersburg Clarion Parent/Guardian
James McConnell Knox Clarion Community Member
Sam Edsall Milford Pike Student
Jeremy Dolby Lucinda Clarion Parent/Guardian
Kelly Edsall Milford PIke Parent/Guardian
Tiffani Ogden York York Parent/Guardian
Jamie Smith York York Parent/Guardian
Holly Beth Stout Harrisburg Dauphin Community Member
Alyssa Jockeys Elizabethville Dauphin Parent/Guardian
Thomas Evans Millersville Lancaster Parent/Guardian
Hunter Wood Brogue York Community Member
Andrew Ben York York Community Member
Kate Bricker York York Student
Joshua Ritter York York Community Member
Deion Prince Red Lion York Community Member
Jordan Hudgins    Harrisburg Dauphin Community Member
Lenysha Howze Harrisburg Dauphin Student
Ruben Rowland Harrisburg Dauphin Parent/Guardian
Dennis Balsano  Dubois Clearfiled Community Member
Jannelle Hetrick Marienville Forest Parent/Guardian
Nathan Burkett Siegel Jefferson Student
Robert Umbaugh  Sykesville Jefferson Community Member
Christa Kramer Penfield Clearfiled Community Member
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Haley Kucera DuBois Clearfiled Community Member
Kelly Chadwick Brookville Jefferson Community Member
Krik Chadwick Brookville Jefferson Community Member
Fawn Creed Knox Clarion Community Member
Samantha Altman Rimersburg Clarion Parent/Guardian
Tess Seigworth . Clarion Clarion Community Member
Paola Lopez Clarion Clarion Student
Larry Swarzfager Knox Clarion Parent/Guardian
Brynn Smith  Clarion Clarion Community Member
Devin Shellhammer  Clarion Clarion Community Member
Jeremy Kelly Clarion Clarion Community Member
David Evans Clarion Clarion Community Member
Sean Smith Clarion Clarion Community Member
Nora Hergenroeder Callensburg Clarion Community Member
Jamie Montgomery Clarion Clarion Community Member
Monique Dockens Harrisburg Dauphin Community Member
Bailey Smith New Bethlehem Clarion Community Member
Russell Dennsion Mechanicsburg Cumberland Parent/Guardian
Ceri G. Halverson State College Centre Community Member
Joseph Grab Wellsboro Tioga Student
Jessica Grab Wellsboro Tioga Teacher
John Grab Wellsboro Tioga Community Member
Mary Grab Wellsboro Tioga Community Member
Judith Johnson Sherewberry York Parent/Guardian
Daniel Corio Shrewsberry York Community Member
Tina M. Kropa Stewartstown York Community Member
Frederick Kopa Stewartstown York Community Member
Benjamin Scott Gouldsboro Wayne Community Member
Matt Knect Gouldsboro Wayne Community Member
Adam Kata Gouldsboro Wayne Community Member
Ruth Scott Clifton Township Lackawanna Community Member

Pennwood Cyber Charter School

93





APPENDIX H 
LETTERS OF INTENT TO SUPERINTENDENTS 

This appendix includes the following: 

Letter of Intent to Superintendents: Example Letter
Letter of Intent ent to the Central York District
Mailing List of All District Addresses
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September 9, 2022

Dr. Peter J. Aiken
Central York School District
775 Marion Road
York, PA 17406

Dear Dr. Aiken, 

I am writing to inform you that the founding board of trustees for Pennwood Cyber Charter School (Pennwood), a public 
cyber charter school, is submitting an application to the Pennsylvania Department of Education. The board has selected 
a physical location for the administrative offices within the Central York School District and intends to open for the 2023-
2024 school year upon approval and authorization by the Pennsylvania Department of Education. 

Pennwood will provide a unique college/career preparation curriculum for interested students across the state, 
potentially including some students from your district. 

Pennwood will offer an extensive Pennsylvania-approved college and career readiness curriculum, augmented with an 
added three-week term in which students in grades K-12 will have the opportunity to earn digital badges and credentials 
by completing projects and community service, as well as develop soft skills in order to be better prepared for career 
and/or post-secondary education. 

We look forward to developing a long-term partnership with you as students decide to attend Pennwood from Central 
York. We value a strong transition plan to ensure the student experience is as smooth and positive as possible, always 
keeping in mind what is best for the student and their family. 

We also want to keep in close contact with you as students enrolled in Pennwood will continue to have access to their 
local school district’s clubs, teams, and other extracurricular activities. 

In short, Pennwood values an enduring and student-centered partnership with you from this day moving forward. We 
would welcome the opportunity to meet with you virtually or in-person to discuss the application further.

Sincerely, 

Marc LeBlond
Board President
Pennwood Cyber Charter School
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TITLE LAST FIRST NAME PREF_TITLE EMAIL INST STREET CITY STATE ZIP
Mr. Woods David Mr David Woods Superintendent dwoods@oxfordasd.org Oxford Area School District 125 Bell Tower Ln Oxford PA 19363
Mr. Samosky Thomas Mr Thomas J Samosky Superintendent tsamosky@fortcherry org Ft Cherry School District 110 Fort Cherry Rd Mc Donald PA 15057
Dr. Angelucci Alfonso Dr Alfonso Angelucci Superintendent A_ANGELUCCI@SLIPPERYROCK.K12.PA.US Slippery Rock Area Sch Dist 201 Kiester Rd Slippery Rock PA 16057
Dr. Abrom Arthur Dr Arthur Abrom Superintendent AABROM@LEBANON.K12.PA.US Lebanon School District 1000 S 8th St Lebanon PA 17042
Mr. Fritz Alan Mr Alan Fritz Superintendent AFRITZ@SSSD.K12.PA.US South Side Area School Dist 4949 Route 151 Hookstown PA 15050
Ms. Glasal Amy Ms Amy Glasal Superintendent aglasl@clasd.net Clarion Limestone Sch District 4091 C L School Rd Strattanville PA 16258
Dr. Hack Alan Dr Alan Hack Superintendent AHACK@WRSD.ORG Warrior Run School District 4800 Susquehanna Trl Turbotville PA 17772
Dr. Hershey April Dr April Hershey Superintendent ahershey@warwicksd.org Warwick School District 301 W Orange St Lititz PA 17543
Ms. Hetrick Amanda Ms Amanda Hetrick Superintendent AHETRICK@FORESTAREASCHOOLS.ORG Forest Area School District 22318 Route 62 Unit 16 Tionesta PA 16353
Mr. Aiken Sean Mr Sean Aiken Superintendent aikens@shalerarea org Shaler Area School District 1800 Mount Royal Blvd Glenshaw PA 15116
Mr. Johnson Alan Mr Alan Johnson Superintendent AJOHNSON@EAWILDCATS.NET East Allegheny School Dist 1150 Jacks Run Rd N Versailles PA 15137
Mrs. Kearney Anna Mrs Anna Kearney Superintendent AKEARNEY@KASD.NET Kane Area School District 400 W Hemlock Ave Kane PA 16735
Dr. Suppo Chris Dr Chris A Suppo Superintendent Al.moyer@ship.k12.pa.us Shippensburg Area School Dist 317 N Morris St Shippensburg PA 17257
Dr. Lacabaugh Abram Dr Abram Lacabaugh Superintendent ALACABAUGH@CBSD.ORG Central Bucks School District 20 Weldon Dr Doylestown PA 18901
Mr. Nadonley Arnold Mr Arnold Nadonley Superintendent ANADONLEY@RICHLANDSD.COM Richland School District 1 Academic Ave Ste 200 Johnstown PA 15904
Mr. Potteiger Andrew Mr Andrew Potteiger Superintendent ANDPOT@BHASD.ORG Brandywine Hts Area Sch Dist 200 W Weis St Topton PA 19562
Dr. Andreyko Tammy Dr Tammy A Andreyko Superintendent ANDREYKOT@QVSD.ORG Quaker Valley School District 100 Leetsdale Industrial Dr #B Leetsdale PA 15056
Mr. Netznik Andrew Mr Andrew D Netznik Superintendent ANETZNIK@TULPEHOCKEN.ORG Tulpehocken Area School Dist 27 Rehrersburg Rd Bethel PA 19507

Rizzo Ashley Ashley Rizzo Superintendent ARIZZO@COLUMBIABSD.ORG Columbia Borough School Dist 200 N 5th St Columbia PA 17512
Dr. Johns Caroline Dr Caroline Johns Superintendent AROBINSON@NORTHGATESD.NET Northgate School District 591 Union Ave Pittsburgh PA 15202
Dr. Roche Allyn Dr Allyn J Roche Superintendent AROCHE@UPSD.ORG Upper Perkiomen Sch District 2229 E Buck Rd Ste 1 Pennsburg PA 18073
Ms. Rupp Amy Ms Amy Rupp Superintendent ARUPP@REDBANKVALLEY.NET Redbank Valley School District 920 Broad St New Bethlehem PA 16242

Schnelle Aubrie Aubrie Schnelle Superintendent Aschnelle@moniteau.org Moniteau School District 1810 W Sunbury Rd West Sunbury PA 16061
Dr. Smith Amy Dr Amy Smith Superintendent ASMITH@MUASD.ORG Mount Union Area School Dist 603 N Industrial Dr Mount Union PA 17066
Dr. Thomas Aaron Dr Aaron Thomas Superintendent ATHOMAS@CORNELL.K12.PA.US Cornell School District 1099 Maple Street Ext Coraopolis PA 15108
Dr. Axe Ryan Dr Ryan Axe Superintendent axer@manheimcentral.org Manheim Central School Dist 281 White Oak Rd Manheim PA 17545
Dr. Troop Brian Dr Brian Troop Superintendent B_TROOP@EASDPA.ORG Ephrata Area School District 803 Oak Blvd Ephrata PA 17522
Dr. Dietrich Curtis Dr Curtis Dietrich Superintendent bauertm@npenn.org. North Penn School District 401 E Hancock St Lansdale PA 19446
Dr. Baker Betsy Dr Betsy Baker Superintendent BBAKER@SPRINGCOVESD.ORG Spring Cove School District 1100 E Main St Roaring SPG PA 16673
Mr. Balaski Barry Mr Barry J Balaski Superintendent BBALASKI@MOONAREA.NET Moon Area School District 8353 University Blvd Moon Township PA 15108
Mr. Benson Bryce Mr Bryce Benson Superintendent bbenson@smethportschools.com Smethport Area School District 414 S Mechanic St Smethport PA 16749
Dr. Shaffer Thomas Dr Thomas F Shaffer Superintendent bdavis@bbsd.org Bristol Boro School District 1776 Farragut Ave Bristol PA 19007

Bedden Dana Dana T Bedden Superintendent BEDDDA@CENTENNIALSD.ORG Centennial School District 48 Swan Way Warminster PA 18974
Mr. Bendle Jason Mr Jason Bendle Superintendent BENDLEJ@SHIKBRAVES.ORG Shikellamy School District 200 Island Blvd Sunbury PA 17801
Ms. Reiley Bernadette Ms Bernadette C Reiley Superintendent BERNADETTE.REILEY@INTERBOROSD.ORG Interboro School District 900 Washington Ave Prospect Park PA 19076
Dr. Kepler Bernard Dr Bernard Kepler Superintendent BERNIE_KEPLER@PASD.US Palmyra Area School District 1125 Park Dr Palmyra PA 17078
Dr. Berry Andrea Dr Andrea J Berry Superintendent berryand@ycs.k12.pa.us York City School District 31 N Pershing Ave York PA 17401
Dr. Bertrando Marc Dr Marc S Bertrando Superintendent BERTRAM@GARNETVALLEY.ORG Garnet Valley School District 80 Station Rd Glen Mills PA 19342
Dr. Freeman Brenda Dr Brenda Freeman Superintendent BFREEMAN@WELLSBOROSD.ORG Wellsboro Area School District 227 Nichols St Wellsboro PA 16901
Mr. Griffith Brian Mr Brian Griffith Superintendent BGRIFFITH@PENNSVALLEY.ORG Penns Valley Area School Dist 4528 Penns Valley Rd Spring Mills PA 16875
Mr. Henderson III William Mr William R Henderson III Superintendent bhenderson@fraziersd org Frazier School District 142 Constitution St Perryopolis PA 15473
Mr. Bigger Christopher Mr Christopher Bigger Superintendent BIGGERC@LASD.K12.PA.US Littlestown Area School Dist 162 Newark St Littlestown PA 17340
Mr. McKay William Mr William McKay Superintendent BILL.MCKAY@GMSD.ORG Governor Mifflin School Dist 10 S Waverly St Shillington PA 19607
Dr. O'Connell Bridget Dr Bridget O'Connell Superintendent BOCONNELL@PALISD.ORG Palisades School District 39 Thomas Free Dr Kintnersville PA 18930
Dr. Bovalino Jane Dr Jane Bovalino Superintendent BOVALINOJ@RASD.ORG Rochester Area School District 540 Reno St Rochester PA 15074
Ms. Parkins Barbara Ms Barbara Parkins Superintendent BPARKINS@UNITEDSD.NET United School District 10780 Route 56 Hwy E Armagh PA 15920
Mr. Polito Brian Mr Brian Polito Superintendent bpolito@eriesd.org Erie City School District 148 W 21st St Erie PA 16502
Dr. Cooper Brett Dr Brett Cooper Superintendent BRETT.COOPER@DBOONE.ORG Daniel Boone Area Sch Dist 501 Chestnut St Birdsboro PA 19508
Dr. Bliss Brian Dr Brian Bliss Superintendent BRIAN_BLISS@SOLANCOSD.ORG Solanco School District 121 S Hess St Quarryville PA 17566
Dr. White Brian Dr Brian White Superintendent BRIAN_WHITE@BUTLER.K12.PA.US Butler Area School District 110 Campus Ln Butler PA 16001
Dr. Miller Brian Dr Brian Miller Superintendent BRMILLER@PINERICHLAND.ORG Pine Richland School District 702 Warrendale Rd Gibsonia PA 15044
Dr. Russell Barbara Dr Barbara Russell Superintendent BRUSSELL@PVSD.ORG Perkiomen Valley Sch District 3 Iron Bridge Dr Collegeville PA 19426
Dr. Scriven Brian Dr Brian W Scriven Superintendent bscriven@cheltenham.org Cheltenham Twp School District 2000 Ashbourne Rd Elkins Park PA 19027
Mr. Stone Bronson Mr Bronson Stone Superintendent bstone@scschools.org Susquehanna Cmty School Dist 3192 Turnpike St Susquehanna PA 18847
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Mr. Tokar Brian Mr Brian Tokar Superintendent BTOKAR@GREENVILLE.K12.PA.US Greenville Area School Dist 9 Donation Rd Greenville PA 16125
Dr. Ulmer Brian Dr Brian Ulmer Superintendent bulmer@jsasd.org Jersey Shore Area School Dist 175 A and P Dr Jersey Shore PA 17740
Dr. Burch Amy Dr Amy Burch Superintendent BURCHA@BB-SD.COM Brentwood Boro School District 3601 Brownsville Rd Pittsburgh PA 15227
Mr. Button Matthew Mr Matthew Button Superintendent BUTTONMA@BRSD.ORG Blue Ridge School District 5150 School Rd New Milford PA 18834
Mr. Vonada William Mr William Vonada Superintendent BVONADA@CRANBERRYSD.ORG Cranberry Area School District 3 Education Dr Seneca PA 16346
Ms. Wynder Brenda Ms Brenda G Wynder Superintendent BWYNDER@SEDELCO.ORG Southeast Delco School Dist 1560 Delmar Dr Folcroft PA 19032
Mr. Harris James Mr James Harris Superintendent CASTDA@WHSD.US Woodland Hills School District 531 Jones Ave Braddock PA 15104
Ms. Bason Christina Ms Christina Bason Superintendent cbason@montoursville.k12.pa.us Montoursville Area Sch Dist 50 N Arch St Montoursville PA 17754
Dr. Curry Cosmas Dr Cosmas Curry Superintendent ccurry@sburg.org Stroudsburg Area School Dist 123 Linden St Stroudsburg PA 18360
Dr. Dormer Christopher Dr Christopher Dormer Superintendent CDORMER@NASD.K12.PA.US Norristown Area School Dist 401 N Whitehall Rd Norristown PA 19403
Mr. Corby John Mr John Corby Superintendent cfish@lehighton.org Lehighton Area School District 1000 Union St Lehighton PA 18235
Dr. Machesky Charles Dr Charles D Machesky Superintendent CHARLES.MACHESKY@UASDRAIDERS.ORG Uniontown Area Sch District 205 Wilson Ave Uniontown PA 15401
Mr. Cheddar Peter Mr Peter Cheddar Superintendent CHEDDARP@MCA.K12.PA.US Mt Carmel Area Sch District 600 W 5th St Mount Carmel PA 17851
Dr. Hunter Chelton Dr Chelton Hunter Superintendent cheltonhunter@raiderweb.org Middletown Area School Dist 55 W Water St Middletown PA 17057
Mr. Pegg Chris Mr Chris Pegg Superintendent CHRISTOPHER.PEGG@AGASD.ORG Albert Gallatin School Dist 2625 Morgantown Rd Uniontown PA 15401
Dr. Mextorf Richard Dr Richard Mextorf Superintendent cinsun@hasdhawks org Hamburg Area School District 701 Windsor St Hamburg PA 19526
Ms. Keegan Cathy Ms Cathy Keegan Superintendent CKEEGAN@MILTONSD.ORG Milton Area School District 700 Mahoning St Milton PA 17847
Dr. Lentz Charles Dr Charles Lentz Superintendent CLENTZ@NHSD.ORG New Hope-Solebury Sch District 180 W Bridge St New Hope PA 18938
Mr. McBreen Carl Mr Carl McBreen Superintendent CMcBreen@battlinminers.com Minersville Area School Dist PO Box 787 Minersville PA 17954
Mr. McComb Christopher Mr Christopher McComb Superintendent CMCCOMB@MASD.INFO Montrose Area School District 273 Meteor Way Montrose PA 18801
Ms. Minor Kimberly Ms Kimberly Minor Superintendent cmhaller@exetersd.org Exeter Twp School District 200 Elm St Reading PA 19606
Dr. Rau Damaris Dr Damaris Rau Superintendent communications@sdlancaster org School District of Lancaster 251 S Prince St Lancaster PA 17603
Dr. Parkinson Craig Dr Craig Parkinson Superintendent CPARKINSON@CHESTERUPLANDSD.ORG Chester Upland Sch District 232 W 9th St Chester PA 19013
Ms. Huck Alanna Ms Alanna Huck Superintendent cpierce@gasd.net Galeton Area School District 27 Bridge St Galeton PA 16922
Dr. Prijatelj Charles Dr Charles A Prijatelj Superintendent CPRIJATE@ALTOONASD.COM Altoona Area School District 1415 6th Ave Altoona PA 16602
Dr. Ramsey Christina Dr Christina Ramsey Superintendent CRAMSEY@CFSD.INFO Central Fulton School District 151 E Cherry St Mc Connellsbg PA 17233
Dr. Sefcheck Christopher Dr Christopher Sefcheck Superintendent CSEFCHECK@NKASD.COM New Kensington Arnold Sch Dist 707 Stevenson Blvd New Kensingtn PA 15068
Dr. Skaluba Craig Dr Craig Skaluba Superintendent CSKALUBA@MUNCYSD.ORG Muncy School District 206 Sherman St Muncy PA 17756
Mr. Stage Craig Mr Craig Stage Superintendent CSTAGE@ATHENSASD.ORG Athens Area School District 100 Canal St Athens PA 18810
Dr. Taschner Cathy Dr Cathy Taschner Superintendent ctaschner@schuylkillvalley.org Schuylkill Valley Sch District 929 Lakeshore Dr Leesport PA 19533
Mr. Temchatin Christian Mr Christian Temchatin Superintendent CTEMCHATIN@KASD.ORG Kutztown Area School District 251 Long Lane Rd Kutztown PA 19530
Mr. Curci Matthew Mr Matthew Curci Superintendent CURCIM@APOLLORIDGE.COM Apollo Ridge School District PO Box 219 Spring Church PA 15686
Mr. Venna Chris Mr Chris Venna Superintendent CVENNA@INDIANS.K12.PA.US Shamokin Area School District 2000 W State St Coal Township PA 17866
Dr. Bell Daniel Dr Daniel Bell Superintendent DAN_BELL@HERMITAGE.K12.PA.US Hermitage School District 411 N Hermitage Rd Hermitage PA 16148
Mr. Daniels Michael Mr Michael Daniels Superintendent DANIELSM@CMSD.K12.PA.US Canon-McMillan School District 1 N Jefferson Ave Canonsburg PA 15317
Mr. Zuilkoski David Mr David Zuilkoski Superintendent DAVE_ZUILKOSKI@CONESTOGAVALLEY.ORG Conestoga Valley School Dist 2110 Horseshoe Rd Lancaster PA 17601
Dr. McDeavitt David Dr David McDeavitt Superintendent DAVID.MCDEAVITT@ACVSD.ORG Allegheny-Clarion Valley SD PO Box 100 Foxburg PA 16036

Blakey D Dusty D Dusty Blakey Superintendent DBLAKEY@KCSD.ORG Kennett Cons School District 300 E South St Kennett Sq PA 19348
Dr. Bolton David Dr David Bolton Superintendent dbolton@pennridge.org Pennridge School District 1200 N 5th St Perkasie PA 18944
Ms. Bowers Daphne Ms Daphne L Bowers Superintendent DBOWERSW@MONTASD.ORG Montgomery Area School Dist 120 Penn St Montgomery PA 17752
Mr. Campbell David Mr David Campbell Superintendent DCAMPBELL@LINEMOUNTAIN.COM Line Mountain School District 185 Line Mountain Rd Herndon PA 17830
Dr. Christopher David Dr David Christopher Superintendent dchristopher@cvschools.org Cumberland Valley Sch Dist 6746 Carlisle Pike Mechanicsburg PA 17050
Ms. Deblasio Debra Ms Debra A Deblasio Superintendent DDEBLASIO@NCASD.COM New Castle Area School Dist 420 Fern St New Castle PA 16101
Dr. Dunar Donna Dr Donna Dunar Superintendent DDUNAR@EPASD.ORG East Pennsboro Area Sch Dist 890 Panther Pkwy Enola PA 17025
Dr. Deisley Scott A Dr Scott A Deisley Superintendent DEISLEYS@RLASD.NET Red Lion Area School District 696 Delta Rd Red Lion PA 17356
Dr. Sardon Janet Dr Janet M Sardon Superintendent demaroa@youghsd.net Yough School District 915 Lowber Rd Herminie PA 15637
Mr. Finnerty David Mr David C Finnerty Superintendent DFINNERTY@PGSD.ORG Pottsgrove School District 1301 Kauffman Rd Pottstown PA 19464
Dr. Goffredo Daniel Dr Daniel Goffredo Superintendent DGOFFREDO@GVSD.ORG Great Valley School District 47 Church Rd Malvern PA 19355
Dr. Helsel David Dr David Helsel Superintendent dhhelsel@bmsd.org Blue Mountain School District PO Box 188 Orwigsburg PA 17961
Ms. Barnes Diana Ms Diana Barnes Superintendent DIANA.BARNES@NTIOGASD.ORG Northern Tioga School District 110 Ellison Rd Elkland PA 16920
Dr. Betts Dion Dr Dion Betts Superintendent DION.BETTS@CASDONLINE.ORG Chambersburg Area School Dist 435 Stanley Ave Chambersburg PA 17201
Mr. Kyle Drew Mr Drew Kyle Superintendent dkyle@coudyschools.net Coudersport Area Sch District 698 Dwight St Coudersport PA 16915
Dr. Lehman David Dr David Lehman Superintendent DLEHMAN@FHRANGERS.ORG Forest Hills School District PO Box 158 Sidman PA 15955
Dr. McGarry Daniel Dr Daniel McGarry Superintendent DMCGARRY@UPPERDARBYSD.ORG Upper Darby School District 4611 Bond Ave Drexel Hill PA 19026
Mr. McLaurin Darren Mr Darren J McLaurin Superintendent DMCLAURIN@CKSD.K12.PA.US Claysburg-Kimmel Sch District 531 Bedford St Claysburg PA 16625
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Mr. Nerelli Daniel Mr Daniel G Nerelli Superintendent dnerelli@chichestersd.org Chichester School District 401 Cherry Tree Rd Aston PA 19014
Mr. Northcraft Dwayne Mr Dwayne Northcraft Superintendent DNORTHCRAFT@SHCSD.ORG Southern Huntingdon Co SD 10339 Pogue Rd Three Springs PA 17264
Mr. Peachey Dennis Mr Dennis Peachey Superintendent DPEACHEY@TOWANDASD.ORG Towanda Area School District 410 State St Towanda PA 18848
Dr. Powell Daniel Dr Daniel J Powell Superintendent DPOWELL@NPSD.ORG North Pocono School District 701 Church St Moscow PA 18444
Dr. Reeder David Dr David Reeder Superintendent DREEDER@BBSD.COM Berlin Brothers Valley SD 1025 Main St Berlin PA 15530
Dr. Riker Dennis Dr Dennis Riker Superintendent DRIKER@NAZARETHASD.ORG Nazareth Area School District 1 Education Plz Nazareth PA 18064
Mr. Serfass Daniel Mr Daniel D Serfass Superintendent DSERFASS@CAMPHILLSD.K12.PA.US Camp Hill School District 2627 Chestnut St Camp Hill PA 17011
Mr. Tosh David Mr David Tosh Superintendent DTOSH@WVWSD.ORG Wyoming Valley West Sch Dist 450 N Maple Ave Kingston PA 18704
Mr. Hanna Tomas Mr Tomas Hanna Superintendent dunlapr@casdschools org Coatesville Area School Dist 3030 C G Zinn Rd Thorndale PA 19372
Mr. Wagner Doug Mr Doug Wagner Superintendent dwagner@wilsonareasd.org Wilson Area School District 2040 Washington Blvd Easton PA 18042
Ms. Workman Diane Ms Diane Workman Superintendent DWORKMAN@FREEDOM.K12.PA.US Freedom Area School District 1702 School St Freedom PA 15042
Dr. Zerbe David Dr David Zerbe Superintendent DZERBE@METHACTON.ORG Methacton School District 1001 Kriebel Mill Rd Eagleville PA 19403
Dr. Becoats Eric Dr Eric Becoats Superintendent EBECOATS@WPSD.K12.PA.US William Penn School District 100 Green Ave Lansdowne PA 19050
Dr. Briggs Eric Dr Eric Briggs Superintendent EBRIGGS@CANTON.K12.PA.US Canton Area School District 509 E Main St Canton PA 17724
Mr. Curry Eric Mr Eric Curry Superintendent ECURRY@DASD.US Derry Area School District 982 N Chestnut Street Ext Derry PA 15627
Ms. Linnen Elenaor Ms Elenaor Linnen Superintendent edimarino@rtmsd.org Rose Tree Media School Dist 308 N Olive St Media PA 19063
Mr. DiSabato Edward Mr Edward DiSabato Superintendent EDISABATO@GSD1.ORG Glendale School District 1466 Beaver Valley Rd Flinton PA 16640
Dr. Zelich Edward Dr Edward Zelich Superintendent EDZELICH@CHARLEROISD.ORG Charleroi Area School District 125 Fecsen Dr Charleroi PA 15022
Dr. Musser Ella Dr Ella Musser Superintendent ella_musser@cocalico org Cocalico School District PO Box 800 Denver PA 17517
Dr. Lonardi Emilie Dr Emilie Lonardi Superintendent ELONARDI@DASD.ORG Downingtown Area Sch District 540 Trestle Pl Downingtown PA 19335
Dr. May Erich Dr Erich May Superintendent EMAY@BASD.US Brookville Area School Dist PO Box 479 Brookville PA 15825
Dr. Orndorff Eric Dr Eric Orndorff Superintendent ERIK_ORNDORFF@PEQUEAVALLEY.ORG Pequea Valley School Dist PO Box 130 Kinzers PA 17535
Ms. Keating Erin Ms Erin Keating Superintendent erin.keating@ofsd.cc Old Forge School District 300 Marion St Old Forge PA 18518
Dr. Ritzert Eric Dr Eric Ritzert Superintendent ERITZERT@KCASDK12.ORG Karns City Area Sch District 1446 Kittanning Pike Karns City PA 16041
Dr. Robison Elizabeth Dr Elizabeth Robison Superintendent EROBISON@PMSD.ORG Pocono Mountain School Dist PO Box 200 Swiftwater PA 18370

Turman Turman Superintendent eturman@hbgsd.us Harrisburg School District 1601 State St Harrisburg PA 17103
Mr. Wehrer Edward Mr Edward Wehrer Superintendent EWEHRER@STEELVALLEYSD.ORG Steel Valley School District 220 E Oliver Rd Munhall PA 15120
Mr. Zelanko Eric Mr Eric Zelanko Superintendent EZELANKO@MUSTANGMAIL.ORG Portage Area School District 84 Mountain Ave Portage PA 15946
Dr. Faidley Richard Dr Richard Faidley Superintendent FAIRIC@WILSONSD.ORG Wilson School District 2601 Grandview Blvd West Lawn PA 19609
Dr. Fegley Alan Dr Alan Fegley Superintendent FEGLEYA@PASD.COM Phoenixville Area School Dist 386 City Line Ave Phoenixville PA 19460
Dr. Felty Robin Dr Robin Felty Superintendent FELTYRO@MTWP.NET Manheim Twp School District PO Box 5134 Lancaster PA 17606
Mr. Gallagher Frank Mr Frank T Gallagher Superintendent fgallagher@soudertonsd org Souderton Area School Dist 760 Lower Rd Souderton PA 18964
Dr. Fitzpatrick Shawn Dr Shawn T Fitzpatrick Superintendent FITZPATRICKS@SHASD.ORG Schuylkill Haven Area Sch Dist 501 E Main St Schuykl Havn PA 17972
Dr. Jankowski Frank Dr Frank Jankowski Superintendent FJANKOWSKI@SEAL-PA.ORG Selinsgrove Area School Dist 329 Seals Ave Selinsgrove PA 17870
Dr. Foley David Dr David Foley Superintendent FOLEYD@SOUTHBUTLER.NET South Butler Co School Dist 328 Knoch Rd Saxonburg PA 16056

Ford Shawn Shawn L Ford Superintendent FORDS@PLSD.K12.PA.US Purchase Line School District 16559 Route 286 Hwy E Commodore PA 15729
Dr. French Jeannine Dr Jeannine French Superintendent FRENCHJ@PT-SD.ORG Peters Twp School District 631 E McMurray Rd Mc Murray PA 15317
Dr. Peiffer Gary Dr Gary Peiffer Superintendent gary.peiffer@chartiers-houstonsd.com Chartiers Houston Sch District 2020 W Pike St Houston PA 15342
Mr. Buchsen Gary Mr Gary Buchsen Superintendent GBUCHSEN@PASDEDU.ORG Port Allegany School District 20 Oak St Port Allegany PA 16743
Dr. Dawson Gary Dr Gary Dawson Superintendent GDAWSON@JCSDK12.ORG Juniata Co School District 146 Weatherby Way Mifflintown PA 17059
Mr. Frigoletto Gregory Mr Gregory Frigoletto Superintendent GFRIGOLETTO@WHSDK12.COM Wayne Highlands School Dist 474 Grove St Honesdale PA 18431
Dr. Koons Gregory Dr Gregory Koons Superintendent GKOONS@IU29.ORG Schuylkill Voc Tech District 101 Technology Dr Frackville PA 17931
Mr. McLaughlin Gerald Mr Gerald McLaughlin Superintendent GMCLAUGH@LOYALSOCKLANCERS.ORG Loyalsock Twp School District 1605 Four Mile Dr Williamsport PA 17701
Mr. Messinger Gary Mr Gary Messinger Superintendent GMESSINGER@NORLEB.K12.PA.US Northern Lebanon School Dist PO Box 100 Fredericksbrg PA 17026
Dr. Miller Greg Dr Greg Miller Superintendent gmiller@fleetwoodasd.org Fleetwood Area School District 801 N Richmond St Fleetwood PA 19522
Dr. Paladina Gregg Dr Gregg Paladina Superintendent GPALADINA@POMOUNTIES.ORG Philipsburg Osceola Area SD 200 Short St Philipsburg PA 16866
Dr. Piraino Gennaro Dr Gennaro Piraino Superintendent GPIRAINO@FRSDK12.ORG Franklin Reg School District 3210 School Rd Murrysville PA 15668
Mr. Grevera Ronald Mr Ronald Grevera Superintendent greverar@gnasd.com Greater Nanticoke Area SD 427 Kosciuszko St Nanticoke PA 18634
Dr. Steinhoff George Dr George Steinhoff Superintendent GSTEINHOFF@PDSD.ORG Penn-Delco School District 2821 Concord Rd Aston PA 19014
Dr. Gusick Richard Dr Richard Gusick Superintendent GUSICKR@TESD.NET Tredyffrin-Easttown Sch Dist 940 W Valley Rd Ste 1700 Wayne PA 19087
Dr. Harris Matthew Dr Matthew Harris Superintendent HARRISM@PENNTRAFFORD.ORG Penn-Trafford School District PO Box 530 Harrison City PA 15636
Mr. Hatfield David Mr David Hatfield Superintendent HATFIELD@HASD.US Halifax Area School District 3940 Peters Mountain Rd Halifax PA 17032
Mr. Haupt Thomas Mr Thomas J Haupt Superintendent hauptt@fairfield.k12.pa.us Fairfield Area School District 4840 Fairfield Rd Fairfield PA 17320
Mr. Haupt Thomas Mr Thomas Haupt Superintendent HAUPTT@MLBGSD.K12.PA.US Millersburg Area School Dist 799 Center St Millersburg PA 17061
Dr. Haws William Dr William Haws Superintendent HawsWi@bangorsd.org Bangor Area School District 123 Five Points Richmond Rd Bangor PA 18013
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Dr. Hiler Regina Dr Regina Hiler Superintendent HILERR@BUTLERTEC.US Butler Co Area Voc Tech Dist 210 Campus Ln Butler PA 16001
Dr. Boyle Ricki Dr Ricki Boyle Superintendent hmathias@danvillesd org Danville Area School District 733 Ironmen Ln Danville PA 17821
Ms. Sayre Holly Ms Holly W Sayre Superintendent holly.sayre@carbondalearea.org Carbondale Area School Dist 101 Brooklyn St Carbondale PA 18407
Ms. Holman Jennifer Ms Jennifer Holman Superintendent HOLMANJ@NWLEHIGHSD.ORG Northwestern Lehigh Sch Dist 6493 Route 309 New Tripoli PA 18066
Dr. Ramsey Harley Dr Harley Ramsey Superintendent hramsey@smasd org St Marys Area School District 977 S Saint Marys St Saint Marys PA 15857
Mr. Renninger Heath Mr Heath Renninger Superintendent HRENNINGER@PGASD.COM Pine Grove Area School Dist 103 School St Pine Grove PA 17963
Dr. Rocklin Hedi Dr Hedi Rocklin Superintendent hrochlin@antietamsd.org Antietam School District 100 Antietam Rd Reading PA 19606
Dr. Hunt Ginny Dr Ginny L Hunt Superintendent HUNTG@CCSDBEARS.ORG Clairton City School District 501 Waddell Ave Clairton PA 15025
Dr. Hyland Brendan Dr Brendan Hyland Superintendent HYLANDB@PBSD.NET Plum Borough School District 900 Elicker Rd Plum PA 15239
Mr. Ioannidis George Mr George Ioannidis Superintendent IOANNIDG@SGASD.ORG Spring Grove Area School Dist 100 E College Ave Spring Grove PA 17362
Mr. Jackson Brian Mr Brian Jackson Superintendent jacksonb@wgsd.org West Greene School District 1352 Hargus Creek Rd Ste D100 Waynesburg PA 15370
Dr. Jacob Laura Dr Laura Jacob Superintendent JACOBL@CALSD.ORG California Area School Dist 40 Trojan Way Coal Center PA 15423
Ms. Vlasaty Jaime Ms Jaime Vlasaty Superintendent JAIME.VLASATY@SVPANTHERS.ORG Saucon Valley Sch District 2097 Polk Valley Rd Hellertown PA 18055
Mr. Sperry Jarrin Mr Jarrin Sperry Superintendent JARRIN.SPERRY@CONNEAUTSD.ORG Conneaut School District 219 W School Dr Linesville PA 16424
Dr. Burkhart Jay Dr Jay Burkhart Superintendent JAY_BURKHART@SOUTHWESTERNSD.ORG South Western School District 225 Bowman Rd Hanover PA 17331
Mr. Becker James Mr James Becker Superintendent JBECKER@SCASD.US Southern Columbia Area SD 800 Southern Dr Catawissa PA 17820
Mr. Bottiglieri Jason Mr Jason Bottiglieri Superintendent JBOTTIGLIERI@WYALUSINGRAMS.COM Wyalusing Area School Dist PO Box 157 Wyalusing PA 18853
Mr. Boyer Jeff Mr Jeff Boyer Superintendent JBOYER@FASDK12.ORG Ferndale Area School District 100 Dartmouth Ave Johnstown PA 15905
Mr. Bradley Joseph Mr Joseph Bradley Superintendent JBRADLEY@CASDFALCONS.ORG Connellsville Area School Dist 732 Rockridge Rd Connellsville PA 15425
Dr. Carrico Joseph Dr Joseph Carrico Superintendent JCARRICO@CLARION-SCHOOLS.COM Clarion Area School District 221 Liberty St Clarion PA 16214
Mr. Wheeler Donald Mr Donald Wheeler Superintendent jcleaver@bloomsd.k12.pa.us Bloomsburg Area Sch District 728 E 5th St Bloomsburg PA 17815
Dr. Crisfield Jim Dr Jim Crisfield Superintendent JCRISFIELD@WSDWEB.ORG Wissahickon School District 601 Knight Rd Ambler PA 19002
Dr. Daloisio Jill Dr Jill Daloisio Superintendent JDALOISIO@SAYRESD.ORG Sayre Area School District 333 W Lockhart St Sayre PA 18840
Dr. Finch Jeffery Dr Jeffery Finch Superintendent JEFF.FINCH@GCASDK12.ORG Grove City Area Sch District 511 Highland Ave Grove City PA 16127
Dr. Fecher Jeffrey Dr Jeffrey Fecher Superintendent JEFFREYFECHER@ABINGTON.K12.PA.US Abington School District 970 Highland Ave Abington PA 19001
Mr. Estep James Mr James A Estep Superintendent JESTEP@SMSD.US South Middleton Sch District 4 Academy St Boiling Spgs PA 17007
Dr. Fox Jon Dr Jon Fox Superintendent JFOX@SUSQ.K12.PA.US Susquenita School District 1725 Schoolhouse Rd Duncannon PA 17020
Dr. Frankelli Jodi Dr Jodi Frankelli Superintendent jfrankelli@palmerton org Palmerton Area School District 680 4th St Palmerton PA 18071
Mr. Geffken James Mr James Geffken Superintendent JGEFFKAN@BENTONSD.ORG Benton Area School District 600 Green Acres Rd Benton PA 17814
Mr. Groshek Jeffrey Mr Jeffrey Groshek Superintendent JGROSHEK@CCSD.CC Central Columbia School Dist 4777 Old Berwick Rd Bloomsburg PA 17815
Dr. Guarino Joseph Dr Joseph Guarino Superintendent JGUARINO@NBASD.ORG New Brighton Area Sch District 3225 43rd St New Brighton PA 15066
Mr. Hadley Jeff Mr Jeff Hadley Superintendent JHADLEY@AVONWORTH.K12.PA.US Avonworth School District 258 Josephs Ln Pittsburgh PA 15237
Ms. Hain Jennifer Ms Jennifer Hain Superintendent JHAIN@SUN-TECH.ORG Sun Area Tech Institute Dist 815 Market St New Berlin PA 17855
Mr. Hamburger Jud Mr Jud Hamburger Superintendent jhamberger@oswayo com Oswayo Valley School District 277 S Oswayo St Shinglehouse PA 16748
Mr. Hansen John Mr John Hansen Superintendent JHANSEN@NWSD.ORG Northwestern School District 100 Harthan Way Albion PA 16401
Mr. Hollis James Mr James Hollis Superintendent JHOLLIS@EVERETTASD.ORG Everett Area School District 427 E South St Everett PA 15537
Mr. Kimmel Joseph Mr Joseph Kimmel Superintendent JKIMMEL@WINDBERSCHOOLS.ORG Windber Area School District 2301 Graham Ave Windber PA 15963
Mr. Krupper John Mr John Krupper Superintendent JKRUPPER@SHADE.K12.PA.US Shade Central City Sch Dist 203 McGregor Ave Cairnbrook PA 15924
Dr. Lippert Jerri Lynn Dr Jerri Lynn L Lippert Superintendent JLIPPERT@WESTASD.ORG West Allegheny School District PO Box 55 Imperial PA 15126
Dr. Locue-Belden Janell Dr Janell Locue-Belden Superintendent JLOGUEBELDEN@DEERLAKES.NET Deer Lakes School District 19 E Union Rd Cheswick PA 15024
Mr. Mancuso Joseph Mr Joseph Mancuso Superintendent JMANCUSO@EASTERNYORK.NET Eastern York School District PO Box 150 Wrightsville PA 17368
Dr. Martin Jacquelyn Dr Jacquelyn M Martin Superintendent JMARTIN@KCSD.K12.PA.US Keystone Central Sch District 86 Administration Dr Mill Hall PA 17751
Dr. Moore Jason Dr Jason Moore Superintendent JMOORE@CENCAM.ORG Central Cambria School Dist 208 Schoolhouse Rd Ebensburg PA 15931
Dr. Vanatta Johannah Dr Johannah Vanatta Superintendent JOHANNAH.VANATTA@CVSD.NET Chartiers Valley School Dist 2030 Swallow Hill Rd Pittsburgh PA 15220
Mr. Kreider John Mr John Kreider Superintendent JOHN.KREIDER@CARLYNTON.K12.PA.US Carlynton School District 435 Kings Hwy Carnegie PA 15106
Mr. Johnston Darren Mr Darren Johnston Superintendent JOHNSTDA@PENNSMANOR.ORG Penns Manor Area School Dist 6003 Route 553 Hwy Clymer PA 15728
Mr. Orr Joseph Mr Joseph Orr Superintendent JORR@JMSD.ORG Jefferson-Morgan School Dist PO Box 158 Jefferson PA 15344
Mr. Long Joesph Mr Joesph Long Superintendent joseph.long@nasdedu.com Northwest Area School District 243 Thorne Hill Rd Shickshinny PA 18655
Dr. Doll Joshua Dr Joshua A Doll Superintendent JOSHUA.DOLL@DALLASTOWN.NET Dallastown Area Sch District 700 New School Ln Dallastown PA 17313
Dr. Pasquerilla Joseph Dr Joseph W Pasquerilla Superintendent jpasquerilla@ambridge.k12.pa.us Ambridge Area School District 901 Duss Ave Ambridge PA 15003
Dr. Perrin Jason Dr Jason Perrin Superintendent JPERRIN@GASD-PA.ORG Gettysburg Area Sch Dist 900 Biglerville Rd Gettysburg PA 17325
Dr. Bell John Dr John Bell Superintendent jpurcell@dvsd org Delaware Valley School Dist 236 Route 6 and 209 Milford PA 18337
Mr. Rasmus Joseph Mr Joseph Rasmus Superintendent jrasmus@millsd.us Millville Area School District PO Box 260 Millville PA 17846
Mr. Rizzo John Mr John Rizzo Superintendent Jrizzo@Wvschools.net Williams Valley School Dist 10330 Route 209 Rd Tower City PA 17980
Dr. Roy Joseph Dr Joseph Roy Superintendent JROY@BASDSCHOOLS.ORG Bethlehem Area School District 1516 Sycamore St Bethlehem PA 18017
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Dr. Rozzo John Dr John Rozzo Superintendent JROZZO@USCSD.K12.PA.US Upper St Clair Twp Sch Dist 1775 McLaughlin Run Rd Uppr St Clair PA 15241
Dr. Sanville John Dr John C Sanville Superintendent JSANVILLE@UCFSD.NET Unionville Chadds Ford SD 740 Unionville Rd Kennett Sq PA 19348
Dr. Ghilani Michael Dr Michael Ghilani Superintendent jsardon@wjhsd.net West Jefferson Hills Sch Dist 830 Old Clairton Rd Jefferson Hls PA 15025
Dr. Scola John Dr John Scola Superintendent JSCOLA@HANOVERPUBLIC.ORG Hanover Public School District 403 Moul Ave Ste 1 Hanover PA 17331
Mrs. Serino Janet Mrs Janet M Serino Superintendent JSERINO@WYOMINGAREA.ORG Wyoming Area School District 252 Memorial St Exeter PA 18643
Dr. Shoemake Jerry Dr Jerry Shoemake Superintendent jshoemake@tmsd.net Tussey Mountain School Dist 199 Front St Saxton PA 16678
Mr. Sibeto John Mr John Sibeto Superintendent JSIBETO@REYNOLDS.K12.PA.US Reynolds School District 531 Reynolds Rd Greenville PA 16125
Dr. Taylor Jeffrey Dr Jeffrey Taylor Superintendent JTAYLOR@NORWINSD.ORG Norwin School District 281 McMahon Dr N Huntingdon PA 15642
Dr. Toleno John Dr John A Toleno Superintendent JTOLENO@UMASD.ORG Upper Merion Area School Dist 435 Crossfield Rd KNG of Prussa PA 19406
Ms. Glaros Justy Ms Justy Glaros Superintendent justi_glaros@sharonsd.org Sharon City School District 215 Forker Blvd Sharon PA 16146
Mr. Vannoy John Mr John Vannoy Superintendent JVANNOY@SASDPRIDE.ORG Sharpsville Area School Dist 1 Blue Devil Way Sharpsville PA 16150
Mrs. Vicente Julia Mrs Julia Vicente Superintendent JVICENTE@ELCOSD.ORG Eastern Lebanon Co Sch Dist 180 Elco Dr Myerstown PA 17067
Mr. Vizza Jeff Mr Jeff Vizza Superintendent jvizza@brockway.k12.pa.us Brockway Area School District 40 North St Brockway PA 15824
Dr. Zesiger John Dr John Zesiger Superintendent JZESIGER@MOVALLEY.ORG Moshannon Valley Sch District 4934 Green Acre Rd Houtzdale PA 16651
Dr. Antonis Krista Dr Krista Antonis Superintendent KANTONIS@ACSCHOOLS.ORG Annville Cleona Sch District 520 S White Oak St Annville PA 17003
Mrs. Haberberger Karen Mrs Karen Haberberger Superintendent KARENH@JASD.K12.PA.US Johnsonburg Area School Dist 315 High School Rd Johnsonburg PA 15845
Mr. Briggs Kevin Mr Kevin Briggs Superintendent KBRIGGS@STAFF.VGSD.ORG Valley Grove School District 429 Wiley Ave Franklin PA 16323

Cartwright Kelly Kelly K Cartwright Superintendent KCARTWRIGHT@DOVERSD.ORG Dover Area School District 101 Edgeway Rd Dover PA 17315
Mr. Lichtel Daniel Mr Daniel Lichtel Superintendent kdady@mifflinburg org Mifflinburg Area School Dist 178 Maple St Mifflinburg PA 17844
Dr. Wolfe Keith Dr Keith Wolfe Superintendent KEITH.WOLFE@CAMCOSD.ORG Cameron Co School District 601 Woodland Ave Emporium PA 15834
Mr. Berlin Kenneth Mr Kenneth Berlin Superintendent Ken.Berlin@wattsburg.org Wattsburg Area School Dist 10782 Wattsburg Rd Erie PA 16509
Dr. Bissell Kennith Dr Kennith Bissell Superintendent KEN.BISSELL@GSLIONS.NET Greensburg Salem Sch District 1 Academy Hill Pl Greensburg PA 15601
Dr. Cuomo Kenneth Dr Kenneth Cuomo Superintendent KEN.CUOMO@ELKLAKESCHOOL.ORG Elk Lake School District 2380 Elk Lake School Rd Springville PA 18844
Dr. Williams Ken Dr Ken Williams Superintendent ken.williams@bvasd.net Belle Vernon Area School Dist 270 Crest Ave Belle Vernon PA 15012
Mr. Batchelor Kenneth Mr Kenneth Batchelor Superintendent KENNETH.BATCHELOR@RTSD.ORG Radnor Twp School District 135 S Wayne Ave Wayne PA 19087
Dr. Peart Kevin Dr Kevin Peart Superintendent KEVIN_PEART@L-SPIONEERS.ORG Lampeter-Strasburg Sch Dist PO Box 428 Lampeter PA 17537
Mr. Booth Kevin Mr Kevin Booth Superintendent Kevin.booth@pittstonarea.com Pittston Area School District 5 Stout St Pittston PA 18640
Dr. Hartbauer Keith Dr Keith Hartbauer Superintendent khartbauer@basd.org Brownsville Area School Dist 5 Falcon Dr Brownsville PA 15417
Ms. Hess Kelly Ms Kelly Hess Superintendent khess@harborcreeksd com. Harbor Creek School District 6375 Buffalo Rd Harborcreek PA 16421
Mr. Kimmel John Mr John Kimmel Superintendent KIMMELJT@UNIONSD.NET Union School District 354 Baker St Ste 2 Rimersburg PA 16248
Dr. Kinkade Erik Dr Erik Kinkade Superintendent KINCADEE@FAIRVIEWSCHOOLS.ORG Fairview School District 7466 McCray Rd Fairview PA 16415
Mr. Jubas Kenneth Mr Kenneth Jubas Superintendent KJUBAS@HARMONYOWLS.COM Harmony Area School District 5239 Ridge Rd Westover PA 16692
Mr. Kerchenske Kenneth Mr Kenneth J Kerchenske Superintendent KKERCHENSKE@CHSD1.ORG Cambria Heights School Dist PO Box 66 Patton PA 16668
Ms. Mathias Krista Ms Krista Mathias Superintendent KMATHI@SASD.US Somerset Area School District 645 S Columbia Ave Somerset PA 15501
Dr. Monaghan Kevin Dr Kevin Monaghan Superintendent KMONAGHAN@CGSD.ORG Central Greene School District PO Box 472 Waynesburg PA 15370
Ms. Pude Katharine Ms Katharine Pude Superintendent KPUDE@BRADFORDAREASCHOOLS.ORG Bradford Area School District PO Box 375 Bradford PA 16701
Ms. Reese Kimbeley Ms Kimbeley Reese Superintendent krees@austinsd.net Austin Area School District 138 Costello Ave Austin PA 16720
Dr. Roberts Jr Kevin Dr Kevin Roberts Jr Superintendent KROBERTS@BIGSPRINGSD.ORG Big Spring School District 45 Mount Rock Rd Newville PA 17241
Ms. Zippie Kimberly Ms Kimberly Zippie Superintendent KZIPPIE@CPPANTHERS.ORG Commodore Perry School Dist 3002 Perry Hwy Hadley PA 16130
Ms. Adams-King Lora Ms Lora Adams-King Superintendent LADAMS-KING@FARRELLAREASCHOOLS.COM Farrell Area School District 1600 Roemer Blvd Farrell PA 16121
Ms. Estep Leslie Ms Leslie Estep Superintendent laestep@tyrone.k12.pa.us Tyrone Area School District 701 Clay Ave Tyrone PA 16686
Dr. Mumin Khalid Dr Khalid N Mumin Superintendent laperad@lmsd.org Lower Merion School District 301 E Montgomery Ave Ardmore PA 19003
Ms. Fuini-Hetten Lynn Ms Lynn Fuini-Hetten Superintendent LFUINIHETTEN@SALISBURYSD.ORG Salisbury Twp School District 1140 Salisbury Rd Allentown PA 18103
Dr. Hanks Lura Dr Lura Hanks Superintendent LHANKS@GCASD.ORG Greencastle-Antrim School Dist 500 Leitersburg St Greencastle PA 17225
Mr. Lindner Douglas Mr Douglas Lindner Superintendent LINDDOUGLAS@SULCOSD.K12.PA.US Sullivan Co School District PO Box 240 Laporte PA 18626
Mr. Lepley Louis Mr Louis Lepley Superintendent LLEPLEY@NSCOUGARS.COM North Star School District 1200 Morris Ave Boswell PA 15531
Ms. Murgas Lisa Ms Lisa Murgas Superintendent LMURGAS@WILLIAMSBURG.K12.PA.US Williamsburg Cmty School Dist 515 W 3rd St Williamsburg PA 16693
Dr. Loughead Michael Dr Michael Loughead Superintendent LOUGHEAD@HT-SD.ORG Hampton Twp School District 4591 School Dr Allison Park PA 15101
Mr. Rich Leonard Mr Leonard Rich Superintendent lrich@laurel.k12.pa.us Laurel School District 2497 Harlansburg Rd New Castle PA 16101
Dr. Spazak Leanne Dr Leanne Spazak Superintendent lspazak@monessensd.org Monessen City School District 1275 Rostraver St Monessen PA 15062
Dr. Weller Linda Dr Linda Weller Superintendent LWELLER@MAIL.OCASD.ORG Oil City Area School District 825 Grandview Rd Oil City PA 16301
Ms. Wentzel Lee Ann Ms Lee Ann Wentzel Superintendent LWENTZEL@RIDLEYSD.ORG Ridley School District 901 Morton Ave Unit A Folsom PA 19033
Mr. Ross Michael Mr Michael Ross Superintendent M_ROSS@UNION.K12.PA.US Union Area School District 2106 Camden Ave New Castle PA 16101
Mr. Macfann Donald Mr Donald Macfann Superintendent MACFANND@BCASD.NET Bethlehem Center Sch District 194 Crawford Rd Fredericktown PA 15333
Mr. Macharola Joseph Mr Joseph Macharola Superintendent MACHAROLAJ@MUHLSDK12.ORG Muhlenberg School District 801 E Bellevue Ave Laureldale PA 19605
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Mr. Madson Mark Mr Mark Madson Superintendent MADSONM@PARKLANDSD.ORG Parkland School District 1210 Springhouse Rd Allentown PA 18104
Mr. Magnus Ian Mr Ian Magnus Superintendent MAGNESS@FREEPORT.K12.PA.US Freeport Area School District PO Box C Freeport PA 16229
Dr. Mahon Michael Dr Michael Mahon Superintendent mahonm@slsd org Southern Lehigh Sch District 5775 Main St Center Valley PA 18034
Mr. Malloy Daniel Mr Daniel Malloy Superintendent MALLOYD@WEATHERLYSD.ORG Weatherly Area School District 602 6th St Weatherly PA 18255
Dr. Mariani Sue Dr Sue Mariani Superintendent MARIANIS@DUKESK12.ORG Duquesne City School District 300 Kennedy Ave Duquesne PA 15110
Mr. Marichak John Mr John Marichak Superintendent MARICHAKJ@DUNMORESCHOOLDISTRICT.NET Dunmore School District 300 W Warren St Dunmore PA 18512
Mr. Matell Philip Mr Philip Matell Superintendent martell.p@rvsdpa.org River Valley School District 102 School Ln Blairsville PA 15717
Mr. Martin Scott Mr Scott Martin Superintendent martins97@bentworth.k12.pa.us Bentworth School District 150 Bearcat Dr Bentleyville PA 15314
Ms. Reljac Mary Ms Mary C Reljac Superintendent MARY_RELJAC@FCASD.EDU Fox Chapel Area School Dist 611 Field Club Rd Pittsburgh PA 15238
Dr. Yannacone Maryjo Dr Maryjo Yannacone Superintendent MARYJO_YANNACONE@SDST.ORG Springfield Twp School Dist 1901 Paper Mill Rd Oreland PA 19075
Mr. Mafcia Vince Mr Vince Mafcia Superintendent masciav@southmoreland.net Southmoreland School District 200 Scottie Way Scottdale PA 15683
Dr. Lane Matt Dr Matt Lane Superintendent MatthewLane@generalmclane.org General McLane School District 11771 Edinboro Rd Edinboro PA 16412
Mr. Splain Matthew Mr Matthew Splain Superintendent MATTSPLAIN@OTTOELDRED.ORG Otto-Eldred School District 143 Sweitzer Dr Duke Center PA 16729
Mr. Matty Jeffery Mr Jeffery Matty Superintendent MATTY@WASD SCHOOL Wilmington Area Sch District 300 Wood St New Wilmngtn PA 16142
Dr. Barrett Matthew Dr Matthew Barrett Superintendent MBARRETT@WESTERNWAYNE.ORG Western Wayne School District 1970 Easton Tpke Bldg C Lake Ariel PA 18436
Mr. Bennett Matthew Mr Matthew Bennett Superintendent MBENNETT@UCASD.ORG Union City Area School Dist 107 Concord St Union City PA 16438
Mr. Boccella Mike Mr Mike Boccella Superintendent mboccella@valleyviewsd org Valley View School District 1 Columbus Dr Archbald PA 18403
Mr. Bower Mark Mr Mark Bower Superintendent MBOWER@ROCKWOODSCHOOLS.ORG Rockwood Area School District 439 Somerset Ave Rockwood PA 15557
Mr. McAndrew David Mr David McAndrew Superintendent MCANDREWD@PANTHERVALLEY.ORG Panther Valley School District 1 Panther Way Lansford PA 18232
Mr. McGovern James Mr James E McGovern Superintendent MCGOVERNJ@LLSD.ORG Lake-Lehman School District PO Box 38 Lehman PA 18627
Dr. Christian Michael Dr Michael Christian Superintendent MCHRISTIAN@COLONIALSD.ORG Colonial School District 230 Flourtown Rd Plymouth MTNG PA 19462
Mr. McLaughlin Tom Mr Tom McLaughlin Superintendent mclaughlin@saintclairsd org St Clair Area School District 227 S Mill St Saint Clair PA 17970
Ms. McMahon-VargaHeather Ms Heather McMahon-Varga Superintendent mcmahonheather@ridgwayedu com Ridgway Area School District 62 School Dr Ridgway PA 15853
Ms. Dutrow Michelle Ms Michelle Dutrow Superintendent MDUTROW@WESTBRANCH.ORG West Branch Area School Dist 516 Allport Cutoff Morrisdale PA 16858
Mr. Mehalick Bob Mr Bob Mehalick Superintendent mehalik@pennwest edu Crestwood School District 281 S Mountain Blvd Mountain Top PA 18707
Dr. Elia Michael Dr Michael Elia Superintendent MELIA@MVSD.NET Mountain View School District 11748 State Route 106 Kingsley PA 18826
Dr. Friez Melissa Dr Melissa Friez Superintendent MFRIEZ@NORTHALLEGHENY.ORG North Allegheny School Dist 200 Hillvue Ln Pittsburgh PA 15237
Dr. Gross Mark Dr Mark Gross Superintendent mgross@marsk12.org Mars Area School District 545 Route 228 Mars PA 16046
Ms. Hartzell Michele Ms Michele S Hartzell Superintendent MHARTZELL@NESD1.ORG North East School District 50 E Division St North East PA 16428
Dr. Holtzman Jr Mark Dr Mark Holtzman Jr Superintendent MHOLTZMAN@MCKASD.NET McKeesport Area Sch District 3590 Oneil Blvd McKeesport PA 15132
Dr. Lausch J Michael Dr J Michael Lausch Superintendent michael.lausch@donegalsd org Donegal School District 1051 Koser Rd Mount Joy PA 17552
Mr. Porembka Michael Mr Michael Porembka Superintendent MICHAEL.POREMBKA@GLSD.US Greater Latrobe School Dist 1816 Lincoln Ave Latrobe PA 15650
Dr. Balliet Michelle Dr Michelle Balliet Superintendent MICHELE_BALLIET@ETOWNSCHOOLS.ORG Elizabethtown Area School Dist 600 E High St Elizabethtown PA 17022
Mr. Bromirski Mike Mr Mike Bromirski Superintendent MIKE_BROMIRSKI@HEMPFIELDSD.ORG Hempfield School District 200 Church St Landisville PA 17538
Dr. Miller Michelle Dr Michelle Miller Superintendent MILLERM@HOPEWELLAREA.ORG Hopewell Area School District 2354 Brodhead Rd Aliquippa PA 15001
Mr. Iskric Mick Mr Mick Iskric Superintendent MISKRIC@SHSD.K12.PA.US Steelton-Highspire School Dist PO Box 7645 Steelton PA 17113
Dr. Slavic Misty Dr Misty Slavic Superintendent MISTY.SLAVIC@KISKIAREA.COM Kiski Area School District 200 Poplar St Vandergrift PA 15690
Mr. Jones Matthew Mr Matthew Jones Superintendent MJONES@JEANNETTE.K12.PA.US Jeannette City School District 800 Florida Ave Jeannette PA 15644
Mr. Kudlawiec Mark Mr Mark Kudlawiec Superintendent MKUDLAWIEC@CRLIONS.ORG Chestnut Ridge School District 3281 Valley Rd Fishertown PA 15539
Dr. Leidy Mark Dr Mark K Leidy Superintendent mleidy@mbgsd org Mechanicsburg Area Sch Dist 600 S Norway St 2nd Fl Mechanicsburg PA 17055
Mr. Link Matthew Mr Matthew J Link Superintendent mlink@nlsd.org Northern Lehigh Sch District 1201 Shadow Oaks Ln Slatington PA 18080
Mr. Locks Mark Mr Mark Locks Superintendent MLOCKS@FASD.K12.PA.US Franklin Area School District 40 Knights Way Franklin PA 16323
Mr. Lucas Michael Mr Michael Lucas Superintendent MLUCAS@TRINITYHILLERS.NET Trinity Area School District 231 Park Ave Washington PA 15301
Mr. Marchese Michael Mr Michael C Marchese Superintendent mmarchese@avongrove.org Avon Grove School District 375 S Jennersville Rd West Grove PA 19390
Ms. Mawhinney Monique Ms Monique Mawhinney Superintendent mmawhinney@goldenrams.com Highlands School District PO Box 288 Natrona HTS PA 15065
Dr. Miller Michelle Dr Michelle Miller Superintendent MMMILLER@SOUTHFAYETTE.ORG South Fayette Twp Sch District 3680 Old Oakdale Rd Mc Donald PA 15057
Dr. Orner Michele Dr Michele Orner Superintendent MORNER@OCTORARA.ORG Octorara Area School District 228 Highland Rd Ste 1 Atglen PA 19310
Dr. Baugh Jennifer Dr Jennifer Baugh Superintendent moser_c@dragon.k12.pa.us Lewisburg Area School District PO Box 351 Lewisburg PA 17837
Mr. Pawlik Michael Mr Michael Pawlik Superintendent MPAWLIK@ELSD.ORG East Lycoming School District 349 Cemetery St Hughesville PA 17737
Ms. Reusche Maureen Ms Maureen Reusche Superintendent MREUSCHE@HAVERFORDSD.NET Haverford Twp School District 50 E Eagle Rd Havertown PA 19083
Ms. Scott Bollman Maria Ms Maria Scott Bollman Superintendent MSBOLLMAN@FRSD.INFO Forbes Road School District 159 Red Bird Dr Waterfall PA 16689
Dr. Schreck Michael Dr Michael Schreck Superintendent MSCHRECK@SHENANGO.K12.PA.US Shenango Area School District 2501 Old Pittsburgh Rd New Castle PA 16101
Dr. Stamm Mark Dr Mark Stamm Superintendent MSTAMM@SWASD.ORG South Williamsport Area SD 515 W Central Ave S Williamsprt PA 17702
Mrs. Torchia Marybeth Mrs Marybeth Torchia Superintendent MTORCHIA@BOYERTOWNASD.ORG Boyertown Area School Dist 911 Montgomery Ave Boyertown PA 19512
Dr. Murray Jennifer Dr Jennifer Murray Superintendent murrayj@readingsd.org Reading School District 800 Washington St Reading PA 19601
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Dr. Dimperio Joseph Dr Joseph Dimperio Superintendent mvanfossan@srsd.k12.pa.us Sto-Rox School District 600 Russellwood Ave Mc Kees Rocks PA 15136
Mr. Vuckovich Michael Mr Michael Vuckovich Superintendent MVUCKOVICH@IASD.CC Indiana Area School District 501 E Pike Rd Indiana PA 15701
Mr. Zinobile Michael Mr Michael Zinobile Superintendent MZINOBILE@JVSD.ORG Juniata Valley School District PO Box 318 Alexandria PA 16611
Mr. Barrett Nathan Mr Nathan Barrett Superintendent nbarrett@hanoverarea.net Hanover Area School District 1600 Sans Souci Pkwy Hanover TWP PA 18706
Mrs. Dice Nicole Mrs Nicole Dice Superintendent ndice@turkeyfoot.k12.pa.us Turkeyfoot Valley Area SD 172 Turkeyfoot Rd Confluence PA 15424
Mr. English Neil Mr Neil English Superintendent NENGLISH@RSD.K12.PA.US Riverview School District 701 10th St Oakmont PA 15139
Mr. Guarente Nicholas Mr Nicholas Guarente Superintendent NGUARENTE@GREENWOODSD.ORG Greenwood School District 405 E Sunbury St Millerstown PA 17062
Dr. Hines Nancy Dr Nancy Hines Superintendent NHINES@PHSD.K12.PA.US Penn Hills School District 260 Aster St Pittsburgh PA 15235
Dr. Miller Norman Dr Norman Miller Superintendent NJMILLER@CDSCHOOLS.ORG Central Dauphin School Dist 600 Rutherford Rd Harrisburg PA 17109
Mr. Jones Nathan Mr Nathan Jones Superintendent NJONES@NORTHERNPOTTERSD.ORG Northern Potter School Dist 745 Northern Potter Rd Ulysses PA 16948
Dr. Perry Nicholas Dr Nicholas Perry Superintendent NPERRY@CENTRALVALLEYSD.NET Central Valley School District 160 Baker Road Ext Monaca PA 15061
Dr. Snyder Nancy Dr Nancy Snyder Superintendent NSNYDER@WESTPERRY.ORG West Perry School District 2606 Shermans Valley Rd Elliottsburg PA 17024
Dr. Nugent Donna Dr Donna Nugent Superintendent NUGENTD@TIGERWEB.ORG Big Beaver Falls Area Sch Dist 1503 8th Ave Beaver Falls PA 15010
Dr. Oberg Andrew Dr Andrew Oberg Superintendent OBERGA@MCGUFFEY.K12.PA.US McGuffey School District 90 McGuffey Dr Claysville PA 15323
Dr. Aiken Peter Dr Peter Aiken Superintendent paiken@cysd.k12.pa.us Central York School District 775 Marion Rd York PA 17406
Ms. McPherson Heather Ms Heather McPherson Superintendent paul.dougherty@tasd.net Tunkhannock Area Sch District 41 Philadelphia Ave Tunkhannock PA 18657
Dr. Domencic Philip Dr Philip Domencic Superintendent pdomencic@clsd.k12.pa.us Cornwall-Lebanon School Dist 105 E Evergreen Rd Lebanon PA 17042
Dr. Graczyk Patrick Dr Patrick Graczyk Superintendent pgraczyk@avsd.k12.pa.us Allegheny Valley Sch District 300 Pearl Ave Cheswick PA 15024
Mr. Piperato David Mr David Piperato Superintendent PIPERATOD@EASTONSD.ORG Easton Area School District 1801 Bushkill Dr Unit 1 Easton PA 18040
Dr. Postupac Rob Dr Rob Postupac Superintendent POSTUPACR@BSD.K12.PA.US Blackhawk School District 500 Blackhawk Rd Beaver Falls PA 15010
Dr. Winters Patrick Dr Patrick Winters Superintendent PWINTERS@TVSD.ORG Twin Valley School District 4851 N Twin Valley Rd Elverson PA 19520
Dr. Woods Phillip Dr Phillip Woods Superintendent PWOODS@QUIPSD.ORG Aliquippa School District 800 21st St Aliquippa PA 15001
Dr. Giffing Ryan Dr Ryan Giffing Superintendent R_GIFFING@CONRADWEISER.ORG Conrad Weiser Area Sch Dist 44 Big Spring Rd Robesonia PA 19551
Dr. Ackell Robert Dr Robert Ackell Superintendent RACKELL@NORTHSCHUYLKILL.COM North Schuylkill School Dist 15 Academy Ln Ashland PA 17921
Mr. Rakauskas Matthew Mr Matthew Rakauskas Superintendent RAKAUSKASM@LTSD.ORG Lackawanna Trail Sch District PO Box 85 Factoryville PA 18419
Mr. Renzi Joseph Mr Joseph Renzi Superintendent RENZIJ@SELSD.COM Salisbury Elk- Lick Sch Dist PO Box 68 Salisbury PA 15558
Dr. Fraser Robert Dr Robert J Fraser Superintendent RFRASER@CRSD.ORG Council Rock School District 30 N Chancellor St Newtown PA 18940
Dr. O'Donnell Robert Dr Robert O'Donnell Superintendent RJO11@SCASD.ORG State College Area School Dist 240 Villa Crest Dr State College PA 16801
Mr. Kinder Raymond Mr Raymond J Kinder Superintendent RKINDER@TAMAQUA.K12.PA.US Tamaqua Area School District PO Box 112 Tamaqua PA 18252
Dr. Lutz Randy Dr Randy Lutz Superintendent RLUTZ@BWSCHOOLS.NET Baldwin Whitehall School Dist 4900 Curry Rd Pittsburgh PA 15236
Mr. Matchock Ronald Mr Ronald Matchock Superintendent rmatchock@curwensville.org Curwensville Area Sch District 650 Beech St Curwensville PA 16833
Dr. McGee Robert Dr Robert McGee Superintendent RMCGEE@NESHAMINY.ORG Neshaminy School District 2001 Old Lincoln Hwy Langhorne PA 19047
Mr. Neuhard Ryan Mr Ryan Neuhard Superintendent rneuhard@newportsd.org Newport School District PO Box 9 Newport PA 17074
Dr. Postupac Robert Dr Robert Postupac Superintendent ROB.POSTUPAC@WESTERNBEAVER.ORG Western Beaver Co School Dist 343 Ridgemont Dr Midland PA 15059
Dr. Hollister Robert Dr Robert M Hollister Superintendent ROBERT_HOLLISTER@ELANCO.K12.PA.US Eastern Lancaster Co Sch Dist PO Box 669 New Holland PA 17557
Dr. Gildea Robert Dr Robert Gildea Superintendent ROBERT.GILDEA@HASDTIGERS.COM Hollidaysburg Area Sch Dist 405 Clark St Hollidaysburg PA 16648
Dr. Roberts Ian Dr Ian A Roberts Superintendent ROBERTS@MTSD.ORG Millcreek Twp School District 3740 W 26th St Erie PA 16506
Mr. Benedick Rodney Mr Rodney Benedick Superintendent RODNEY.BENEDICK@TUS.K12.PA.US Tuscarora School District 100 W Seminary St Mercersburg PA 17236
Mr. Omer Raymond Mr Raymond Omer Superintendent ROMER@WMASD.K12.PA.US West Middlesex Area Sch Dist 3591 Sharon Rd W Middlesex PA 16159
Dr. Rowe Carrie Dr Carrie Rowe Superintendent ROWEC@BASD.K12.PA.US Beaver Area School District 1300 5th St Beaver PA 15009
Mr. Rizzo Robert Mr Robert Rizzo Superintendent RRIZZ@SPRING-FORD.NET Spring-Ford Area Sch District 857 S Lewis Rd Royersford PA 19468
Mr. Rocco Robert Mr Robert Rocco Superintendent RROCCO@NCSD.K12.PA.US Northern Cambria Sch District 601 Joseph St N Cambria PA 15714
Dr. Rowe Ronald Dr Ronald R Rowe Superintendent rrowe@mercer.k12.pa.us Mercer Area School District 545 W Butler St Mercer PA 16137
Dr. Schultz Robert Dr Robert K Schultz Superintendent RSCHULTZ@LDSD.ORG Lower Dauphin School District 291 E Main St Hummelstown PA 17036
Mr. Scoboria Robert Mr Robert L Scoboria Superintendent RSCOBORIA@WYOAREA.ORG Wyomissing Area Sch District 630 Evans Ave Wyomissing PA 19610
Mr. Skrinjorich Randy Mr Randy Skrinjorich Superintendent RSKRINJORICH@RINGGOLD.ORG Ringgold School District 400 Main St New Eagle PA 15067
Dr. Sokolowski Robert Dr Robert Sokolowski Superintendent rsokolowski@wcasd.net West Chester Area School Dist 782 Springdale Dr Exton PA 19341
Dr. Rudisill Christopher Dr Christopher Rudisill Superintendent RUDISILLC@CVCOLONIALS.ORG Conewago Valley School Dist 130 Berlin Rd New Oxford PA 17350
Dr. Davidheiser Scott Dr Scott Davidheiser Superintendent SDAVIDHEISER@LMTSD.ORG Lower Moreland Twp School Dist 2551 Murray Ave Huntingdon Vy PA 19006
Dr. Sell Allen Dr Allen Sell Superintendent SELLA@BEDFORDASD.ORG Bedford Area School District 330 E John St Bedford PA 15522
Dr. Roth Michael Dr Michael Q Roth Superintendent selliott@umtsd org Upper Moreland Twp School Dist 2900 Terwood Rd Willow Grove PA 19090
Dr. Eveslage Scott Dr Scott Eveslage Superintendent SEVESLAG@HATBORO-HORSHAM.ORG Hatboro-Horsham Sch District 229 Meetinghouse Rd Horsham PA 19044
Dr. Yoder Sarah Dr Sarah Yoder Superintendent seyoder@pottsville.k12.pa.us Pottsville Area School Dist 1501 Laurel Blvd Pottsville PA 17901
Mr. Shade Jared Mr Jared Shade Superintendent SHADEJ@UDASD.ORG Upper Dauphin Area Sch Dist 5668 State Route 209 Lykens PA 17048
Mr. Haines Sean Mr Sean D Haines Superintendent shaines@mv.org Morrisville School District 550 W Palmer St Morrisville PA 19067
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Dr. Wagner Shannon Dr Shannon Wagner Superintendent SHANNON.WAGNER@BURRELL.K12.PA.US Burrell School District 1021 Puckety Church Rd Lower Burrell PA 15068
Mr. Hazenstab Shane Mr Shane Hazenstab Superintendent SHAZENSTAB@CVK12.ORG Conemaugh Valley Sch District 1340 William Penn Ave Johnstown PA 15906
Mr. Sheehan Patrick Mr Patrick Sheehan Superintendent SHEEHANP@MVSD.US Mid Valley School District 52 Underwood Rd Throop PA 18512
Dr. Hotchkiss Shane Dr Shane Hotchkiss Superintendent SHOTCHKISS@BERMUDIAN.ORG Bermudian Springs School Dist 7335 Carlisle Pike York Springs PA 17372
Dr. Sidle Stacey Dr Stacey Sidle Superintendent SIDLES@NEBOBCATS.ORG Northeastern School District 41 Harding St Manchester PA 17345
Ms. Keebler Stephanie Ms Stephanie Keebler Superintendent SKEEBLER@GOROCKETS.ORG Titusville Area School Dist 301 E Spruce St Titusville PA 16354
Ms. Kirkpatrich Steve Ms Steve Kirkpatrich Superintendent skirkpatrick@northernyork.org Northern York Co School Dist 650 S Baltimore St Dillsburg PA 17019
Mr. Lee Samuel Mr Samuel Lee Superintendent SLEE@BENSALEMSD.ORG Bensalem Twp School District 3000 Donallen Dr Bensalem PA 19020
Mr. Murray Shane Mr Shane Murray Superintendent SMURRAY@IROQUOIS.IU5.ORG Iroquois School District 800 Tyndall Ave Erie PA 16511
Mr. Soles Jeffrey Mr Jeffrey Soles Superintendent solesj@wmasd org West Mifflin Area School Dist 1020 Lebanon Rd West Mifflin PA 15122
Mr. Spengler Robert Mr Robert Spengler Superintendent SPENGLERR@CATTYSD.ORG Catasauqua Area Sch District 201 N 14th St Catasauqua PA 18032
Ms. Spielbauer Christina Ms Christina Spielbauer Superintendent SPIELBAUERC@CARLISLESCHOOLS.ORG Carlisle Area School District 540 W North St Carlisle PA 17013
Mr. Puskar Steven Mr Steven Puskar Superintendent SPUSKAR@BURGETTSTOWN.K12.PA.US Burgettstown Area School Dist 100 Bavington Rd Burgettstown PA 15021
Dr. Romesberg Samuel Dr Samuel Romesberg Superintendent SROMESBERG@SSSD.COM Shanksville Stonycreek SD PO Box 128 Shanksville PA 15560
Mr. Rotella Sam Mr Sam Rotella Superintendent SROTELLA@SOUTHERNTIOGA.ORG Southern Tioga School District 310 Morris St Blossburg PA 16912
Dr. Stanford John Dr John D Stanford Superintendent STANFORDJ@ALLENTOWNSD.ORG Allentown City School District PO Box 328 Allentown PA 18105
Mr. Tanner Sean Mr Sean Tanner Superintendent STANNER@MIDLANDPA.ORG Midland Borough Sch District 173 7th St Midland PA 15059
Dr. Steckel Robert Dr Robert Steckel Superintendent STECKELR@WHITEHALLCOPLAY.ORG Whitehall-Coplay Sch District 2940 MacArthur Rd Whitehall PA 18052
Dr. Stone Christopher Dr Christopher Stone Superintendent STONEC@MAIL.MONTOURSCHOOLS.COM Montour School District 225 Clever Rd Mc Kees Rocks PA 15136
Dr. Stropkaj William Dr William P Stropkaj Superintendent STROPKAJ@KOSD.ORG Keystone Oaks School District 1000 Kelton Ave Pittsburgh PA 15216
Mr. Stroup Joseph Mr Joseph Stroup Superintendent STROUP JOE@MWSD.CC Midd-West School District 568 E Main St Middleburg PA 17842
Mr. Kovalchik Joseph Mr Joseph Kovalchik Superintendent SUPERINTENDENT@NASDSCHOOLS.ORG Northampton Area Sch District 2014 Laubach Ave Northampton PA 18067
Dr. Stair Eric Dr Eric Stair Superintendent superintendent@troyareasd.org Troy Area School District 68 Center Ave Troy PA 16947
Dr. Winslow Stacy Dr Stacy Winslow Superintendent SWINSLOW@HERSHEY.K12.PA.US Derry Twp School District PO Box 898 Hershey PA 17033
Mr. Yanni Steven Mr Steven M Yanni Superintendent syanni@udsd.org Sch Dist of Upper Dublin 1580 Fort Washington Ave Maple Glen PA 19002
Ms. Yetzer Sheri Ms Sheri L Yetzer Superintendent SYETZER@CORRYSD.NET Corry Area School District 540 E Pleasant St Corry PA 16407
Mr. Young Steven Mr Steven Young Superintendent SYOUNG@NCCSD.ORG North Clarion Co School Dist 10439 Route 36 Tionesta PA 16353
Dr. Takacs Jill Dr Jill Takacs Superintendent TAKACSJ@JENKINTOWN.ORG Jenkintown School District 325 Highland Ave Jenkintown PA 19046
Mr. Beatty Todd Mr Todd Beatty Superintendent tbeatty@nbcsd org Northern Bedford Co Sch Dist 152 Nbc Dr Loysburg PA 16659
Ms. Buranford Tammie Ms Tammie Buranford Superintendent TBURNAFO@BASD.NET Bellefonte Area School Dist 318 N Allegheny St Bellefonte PA 16823
Dr. Duffy Thomas Dr Thomas Duffy Superintendent tduffy@dsdhs.com Dallas School District 2000 Conyngham Ave Dallas PA 18612
Dr. Gabauer Timothy Dr Timothy M Gabauer Superintendent TGABAUER@MPASD.NET Mt Pleasant Area School Dist 271 State St Mt Pleasant PA 15666
Dr. Glasspool Timothy Dr Timothy Glasspool Superintendent tglasspool@penncrest.org Penncrest School District PO Box 808 Saegertown PA 16433
Mr. Kakabar Thomas Mr Thomas Kakabar Superintendent thomas.kakabar@ctasd.org Conemaugh Twp Area Sch Dist PO Box 407 Davidsville PA 15928
Mr. Washington Thomas Mr Thomas Washington Superintendent THOMAS.WASHINGTON@CRAW.ORG Crawford Central School Dist 11280 Mercer Pike Meadville PA 16335
Dr. Kane Tina Dr Tina Kane Superintendent TKANE@MNSD.ORG Marple Newtown School Dist 40 Media Line Rd Newtown Sq PA 19073
Mr. Kantor Tim Mr Tim Kantor Superintendent tkantor@lvsd.k12.pa.us Ligonier Valley School Dist 339 W Main St Ligonier PA 15658
Dr. Keruskin Todd Dr Todd Keruskin Superintendent TKERUSKIN@EFSD.NET Elizabeth Forward Sch District 401 Rock Run Rd Ste 2 Elizabeth PA 15037
Dr. Lesniewski Thomas Dr Thomas Lesniewski Superintendent TLESNIEWSKI@PUNXSY.K12.PA.US Punxsutawney Area Sch District 300 Center St Punxsutawney PA 15767
Dr. Davies Todd Dr Todd M Davies Superintendent tmdavies@wyasd.org West York Area School District 1891 Loucks Rd Ste 100 York PA 17408
Dr. Meehan Terence Dr Terence Meehan Superintendent TMEEHAN@NTSD.ORG Neshannock Twp School District 3834 Mitchell Rd New Castle PA 16105
Ms. Nix Tiffany Ms Tiffany Nix Superintendent tnix@leechburg.k12.pa.us Leechburg Area School District 210 Penn Ave Leechburg PA 15656
Ms. Reiser Tracy Ms Tracy Reiser Superintendent TRACY.REISER@JASDMUSKIES.COM Jamestown Area School District PO Box 217 Jamestown PA 16134
Mr. Karlie Tracey Mr Tracey Karlie Superintendent TRKARLIE@MASD.NET Meyersdale Area School Dist 309 Industrial Park Rd Meyersdale PA 15552
Mr. Mitchell Thomas Mr Thomas Mitchell Superintendent trm@whsd.org Westmont Hilltop School Dist 222 Fair Oaks Dr Johnstown PA 15905
Dr. McInroy Thomas Dr Thomas McInroy Superintendent TRMCINROY@BLWD.K12.PA.US Bellwood-Antis School District 300 Martin St Bellwood PA 16617
Dr. Shank Tracy Dr Tracy Shank Superintendent TSHANK@OVSDPA.ORG Oley Valley School District 17 Jefferson St Oley PA 19547
Mr. Smith Thomas Mr Thomas A Smith Superintendent TSMITH@PENNSBURYSD.ORG Pennsbury School District PO Box 338 Levittown PA 19058
Dr. Steinhauer Tim Dr Tim Steinhauer Superintendent TSTEINHAUER@MTLSD.NET Mt Lebanon School District 7 Horsman Dr Pittsburgh PA 15228
Dr. Stoltz Todd Dr Todd Stoltz Superintendent TSTOLTZ@WSSD.K12.PA.US West Shore School District PO Box 803 New Cumberlnd PA 17070
Mr. Struble Terry Mr Terry W Struble Superintendent TSTRUBLE@CLEARFIELD.ORG Clearfield Area School Dist PO Box 710 Clearfield PA 16830
Dr. Hite Jr William Dr William R Hite Jr Superintendent Twatlington@philasd.org Philadelphia City School Dist 440 N Broad St Philadelphia PA 19130
Mrs. Will Tara Mrs Tara Will Superintendent TWILL@SFSD.K12.PA.US Southern Fulton Sch District 3072 Great Cove Rd # 100 Warfordsburg PA 17267
Dr. Williams Timothy Dr Timothy Williams Superintendent TWILLIAMS@YSSD.ORG York Suburban School District 1800 Hollywood Dr York PA 17403
Dr. Willis Tamara Dr Tamara Willis Superintendent TWILLIS@HANNASD.ORG Susquehanna Twp School Dist 2579 Interstate Dr Harrisburg PA 17110

Pennwood Cyber Charter School

105



Mr. Uplinger Brian Mr Brian T Uplinger Superintendent UPLINGERB@HASDK12.ORG Hazleton Area School District 1515 W 23rd St Hazle Townshp PA 18202
Dr. Van Deusen Nathan Dr Nathan Van Deusen Superintendent VANDEUSENN@SESD.K12.PA.US South Eastern School District 377 Main St Fawn Grove PA 17321
Dr. Vitale Tracy Dr Tracy Vitale Superintendent vitaletl@svsd.net Seneca Valley School District 124 Seneca School Rd Harmony PA 16037
Mr. Varner Vance Mr Vance S Varner Superintendent VSV55@MCSDK12.ORG Mifflin Co School District 201 8th St Lewistown PA 17044
Dr. Doll Wesely Dr Wesely Doll Superintendent W.DOLL@UPPERADAMS.ORG Upper Adams School District PO Box 847 Biglerville PA 17307
Mr. Waite Brian Mr Brian Waite Superintendent WAITB@SVBLUEDEVILS.ORG Shenandoah Valley Sch District 805 W Centre St Shenandoah PA 17976
Dr. Wallace Jesse Dr Jesse T Wallace Superintendent WALLACEJ@LHSD.ORG Laurel Highlands Sch District 304 Bailey Ave Uniontown PA 15401
Mr. Walsh James Mr James Walsh Superintendent WALSH JAMES@BPSD.ORG Bethel Park School District 301 Church Rd Bethel Park PA 15102
Mr. Walther Cyril Mr Cyril Walther Superintendent WALTHERC@AVELLASD.ORG Avella Area School District 1000 Avella Rd Avella PA 15312
Mr. Gdovic Wayne Mr Wayne Gdovic Superintendent WAYNE.GDOVIC@SPARKSD.ORG South Park School District 2005 Eagle Ridge Dr South Park PA 15129
Ms. Benton Wendy Ms Wendy Benton Superintendent WBENTON@DASD.K12.PA.US DuBois Area School District 500 Liberty Blvd Du Bois PA 15801
Mr. Clark William Mr William J Clark Superintendent WCLARK@NEBPANTHERS.COM Northeast Bradford School Dist 526 Panther Ln Rome PA 18837
Dr. Harner William Dr William E Harner Superintendent WHARNER@QCSD.ORG Quakertown Cmty Sch District 100 Commerce Dr Quakertown PA 18951
Dr. Riker William Dr William Riker Superintendent WILLIAM-RIKER@ESASD.NET East Stroudsburg Area Sch Dist 50 Vine St E Stroudsburg PA 18301
Dr. Kanich William Dr William Kanich Superintendent WILLIAM.KANICH@BVSD.K12.PA.US Blacklick Valley Sch District 555 Birch St Nanty Glo PA 15943
Ms. Kupsky Wendy Ms Wendy Kupsky Superintendent WKUPSKY@BERWICKSD.ORG Berwick Area School District 500 Line St Berwick PA 18603
Dr. Marsielle Wagner Dr Wagner Marsielle Superintendent wmarseille@wssd.org Wallingford-Swarthmore SD 200 S Providence Rd Wallingford PA 19086
Dr. Wolicki Tammy Dr Tammy Wolicki Superintendent WOLICKIT@HASDPA.NET Hempfield Area School District 4347 State Route 136 Greensburg PA 15601
Mr. Shipley Wesley Mr Wesley Shipley Superintendent WSHIPLEY@ELLWOOD.K12.PA.US Ellwood City Area Sch District 501 Crescent Ave Ellwood City PA 16117
Dr. Short William Dr William Short Superintendent WSHORT@GATEWAYK12.ORG Gateway School District 9000 Gateway Campus Blvd Monroeville PA 15146
Dr. Stout Will Dr Will Stout Superintendent WSTOUT@OJRSD.COM Owen J Roberts School District 901 Ridge Rd Pottstown PA 19465
Mr. Walters Wayne Mr Wayne Walters Superintendent WWALTERS1@PGHBOE.NET Pittsburgh Public Sch District 341 S Bellefield Ave Pittsburgh PA 15213
Ms. Miller Donna Ms Donna Miller Superintendent Girard School District 1203 Lake St Girard PA 16417
Mr. Morecaft Fred Mr Fred Morecaft Superintendent Carmichaels Area School Dist 225 N Vine St Carmichaels PA 15320
Mr. Burkett David Mr David Burkett Superintendent Fannett-Metal School District PO Box 91 Willow Hill PA 17271
Dr. Costello Brian Dr Brian Costello Superintendent Wilkes-Barre Area Sch District 730 S Main St Wilkes Barre PA 18702
Dr. Mannarino Patrick Dr Patrick Mannarino Superintendent North Hills School District 135 6th Ave Pittsburgh PA 15229
Dr. Wyandy Mark Dr Mark Wyandy Superintendent Lakeland School District 1355 Lakeland Dr Scott Twp PA 18433
Dr. Klein Todd Dr Todd F Klein Superintendent Waynesboro Area Sch District 210 Clayton Ave Waynesboro PA 17268
Dr. Konrad James Dr James Konrad Superintendent Washington School District 311 Allison Ave Washington PA 15301
Mr. Pekar Richard Mr Richard Pekar Superintendent Southeastern Greene Sch Dist 1000 Mapletown Rd Greensboro PA 15338
Mr. Brennan Paul Mr Paul Brennan Superintendent Riverside School District 300 Davis St Taylor PA 18517
Mrs. Young Teresa Mrs Teresa Young Superintendent Keystone School District 451 Huston Ave Knox PA 16232
Mr. Horoschak Matthew Mr Matthew Horoschak Superintendent Tri-Valley School District 110 W Main St Valley View PA 17983
Mr. Rodriguez Stephen Mr Stephen Rodriguez Superintendent Pottstown School District 230 Beech St Pottstown PA 19464
Mr. Weimer Clint Mr Clint Weimer Superintendent Marion Center Area Sch Dist PO Box 156 Marion Center PA 15759
Mr. Grahm Scott Mr Scott Grahm Superintendent Bald Eagle Area Sch District 751 S Eagle Valley Rd Wingate PA 16823
Mr. Shaffer Christopher Mr Christopher Shaffer Superintendent Abington Heights School Dist 200 E Grove St Clarks Summit PA 18411
Dr. Wolfe Keith Dr Keith Wolfe Superintendent Lakeview School District 2482 Mercer St Stoneboro PA 16153
Dr. Konrad James Dr James R Konrad Superintendent Pleasant Valley School Dist 2233 Route 115 Ste 100 Brodheadsvlle PA 18322
Dr. Duval Lisa Dr Lisa Duval Superintendent South Allegheny School Dist 2743 Washington Blvd McKeesport PA 15133
Ms. McTiernan Melissa Ms Melissa McTiernan Superintendent Scranton School District 425 N Washington Ave Scranton PA 18503
Mr. Marshall William Mr William Marshall Superintendent Penn Cambria School District 201 6th St Cresson PA 16630
Dr. Gehrens Melanie Dr Melanie Gehrens Superintendent Bristol Twp School District 5 Blue Lake Rd Levittown PA 19057
Dr. Campbell Kristen Dr Kristen Campbell Superintendent East Penn School District 800 Pine St Emmaus PA 18049
Mr. Gunuskey Keith Mr Keith Gunuskey Superintendent Wallenpaupack Area Sch Dist 2552 Route 6 Hawley PA 18428
Mr. Emerick Rick Mr Rick Emerick Superintendent Ft LeBoeuf School District PO Box 810 Waterford PA 16441
Mr. Whitesol Curtis Mr Curtis Whitesol Superintendent Homer Center School District 65 Wildcat Ln Homer City PA 15748
Ms. Arcurio Amy Ms Amy Arcurio Superintendent Greater Johnstown School Dist 1091 Broad St Johnstown PA 15906
Dr. Leitera Michael Dr Michael Leitera Superintendent Mohawk Area School District PO Box 25 Bessemer PA 16112
Dr. Aquilina Jessica Dr Jessica Aquilina Superintendent Forest City Regional Sch Dist 100 Susquehanna St Forest City PA 18421
Dr. Bowers Timonthy Dr Timonthy S Bowers Superintendent Williamsport Area School Dist 2780 W 4th St Williamsport PA 17701
Mr. Schlegel Walter Mr Walter Schlegel Superintendent Pen Argyl Area School District 1620 Teels Rd Pen Argyl PA 18072
Mr. Trotta Bret Mr Bret Trotta Superintendent Riverside Beaver Co Sch Dist 318 Country Club Dr Ellwood City PA 16117
Dr. Leichliter Michael Dr Michael Leichliter Superintendent Penn Manor School District PO Box 1001 Millersville PA 17551
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Dr. Maluchnik Joe Dr Joe Maluchnik Superintendent Wilkinsburg School District 718 Wallace Ave Wilkinsburg PA 15221
Ms. Stewart Amy Ms Amy Stewart Superintendent Warren Co School District 6820 Market St Russell PA 16345
Dr. Green Joie Dr Joie Green Superintendent Mahanoy Area School Dist 1 Golden Bear Dr Mahanoy City PA 17948
Dr. Barber Anthony Dr Anthony Barber Superintendent Springfield School District 111 W Leamy Ave Springfield PA 19064
Mrs. Mitchell Jennifer Mrs Jennifer Mitchell Superintendent Huntingdon Area School Dist 2400 Cassady Ave Ste 2 Huntingdon PA 16652
Mr. Rushefski John Mr John Rushefski Superintendent Jim Thorpe Area School Dist 1100 Center St Jim Thorpe PA 18229
Mr. DeVivo Chris Mr Chris M DeVivo Superintendent Armstrong School District 181 Heritage Park Dr Kittanning PA 16201
Dr. Lemmon Sandra Dr Sandra Lemmon Superintendent Southern York Co Sch Dist PO Box 128 Glen Rock PA 17327
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APPENDIX I 
RESUMES OF BOARD OF TRUSTEES 

 
 

This appendix includes the following: 
 

 Resumes of Board of Trustees 
1. Joyce Good 
2. Stephanie Haas Thoeny 
3. David Hardy 
4. C. Tyler Havey 
5. Mark LeBlond 

 References for Board Members 
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Joyce A. Good, Ed.D. 
 

 

 
PROFESSIONAL EXPERIENCE 
 
2020 – Present 
CEO GoodtoGreat Consulting 

• Contracts with school districts to review online programs and assist their staff in creating 
effective online experiences 

Adjunct Professor at Lebanon Valley College  
• Designed the program for an Online Teaching Endorsement and teaches all 4 courses for 

Lebanon Valley College 
STS – Substitute Teaching Service 
 
2019 – 2020 
Vice President of Instructional Development, Commonwealth Charter Academy 

• Oversaw the creation of an Adaptive Learning engine that harnesses Artificial Intelligence 
technology to drive personalized instruction to every learner 

• Oversaw the creation of a learning blueprint that details when and how a student 
interacts with different levels of learning as well as when and how a teacher interacts with 
online learners 

• Supervised the writing of essentialized courses to meet the needs of learners who 
displayed a multi-year deficit in learning 

• Oversaw the creation of interactive dashboards to deliver real- time data on student 
performance to teachers 

• Developed a digital Personalized Assistant to help teachers quickly identify how to 
structure their daily tasks based on student performance 

• Developed interactive activities to create a game-based learning approach 
• Oversaw the inclusion of accessibility features in all videos, text, graphics and audio files 

 
2015 – 2019 
Senior Director of Learning, CCA 

• Oversaw the design and implementation of a new learning management system, Edio 
• Supervised a team to write all core courses K-12 (144 courses) 
• Developed and coordinated an online program to meet the needs of all students including 

a curriculum that focused on basic skills and encouraged higher-order competencies such 
as problem solving, communication, creativity, collaboration, technical literacy, and 
critical thinking skills 

• Ensured the lessons assisted in developing a growth mindset that highlights learning 
strategies and builds resiliency in students 

• Developed and implemented a data-driven literacy program, including a strong RTII 
structure and Student Support Team to assist struggling readers 

• Coordinated a program to assist a neighboring district in implementing an online program 
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• Implemented an Induction, Mentoring and Coaching programs 
• Provided support for Teacher Effectiveness in an online environment 
• Oversaw a Professional Development Program that held onsite conferences for over 600 

participants 
 

2012 – 2015 
Director of Academics, PA Leadership Charter School 

• Oversaw the academic program for 2500 K-12 students including  
o Federal Programs (Title I, ESL, School Improvement) 
o Special Education 
o Blended Fine Arts and Gifted programs 
o Cyber delivery of Elem, MS and HS programs 

• Directed Human Resource issues for an academic staff of 170 
• Supervised and evaluated a leadership team of twelve 
• Responsible for Academic Budget 
• Reported directly to CEO and Board of Directors 

 
2001 – 2012 
Elementary Technology Coordinator, Warwick School District 

• Member of Strategic Planning Committee for implementation and acquisition of 
technology 

• Wrote policies on using Electronic Device usage, Acceptable Use of Technology (AUP) 
and created guidelines for allowing students to use their own devices at school (BYOD) 

• Designed Tech Curriculum for K-6 including skills in keyboarding, multi-media, 
spreadsheets, databases, word processing, legal and ethical issues, and 
telecommunication skills including online safety, cyber-bullying, research skills, social 
networking and online communication skills 

• Designed and conducted professional development: 
o Integrating technology curriculum skills into the core curriculum 
o Pennsylvania Standards Align System (SAS) 
o WarwickWare products 

 Created an online presence for teachers using TeacherWeb pages 
 Accessed student data to improve instruction using DataBlender 
 Wrote and accessed students’ specifically designed instruction using IEP etc. 

o Created online learning experiences using Moodle Web 2.0 tools, iPad and mobile 
devices 

o Provided whole group, small group and individual support on hardware, software 
o Differentiated training based on teacher proficiency 
o Offered a customer service approach for teachers to gain technical skills 

• Budgeted, selected, purchased, and deployed hardware and software solutions to 
support the RtII framework, Title I programs, all areas of the curriculum 

• Co-writer of the Classrooms for the Future Grant and multiple Foundation Grants 
• Supervised and evaluated Elementary Technology Resource Teachers and Lab Assistants 

 
1994 – 2001  
Warwick SD Fourth Grade Teacher  
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1986 – 1994  
Warwick SD First Grade teacher 

 

1983 – 1986  
Lower Dauphin SD Kindergarten/ESL teacher 
 

EDUCATION & CREDENTIAL 
 
Temple University, PA 
Letter of Eligibility, 2018 
Supervisory Certificate, 2011 
Principal Certificate (K-12), 2010 
 
University of Delaware, DE 
Doctor of Education DE, 2007 
 
Penn State University, PA 
Instructional Technology Specialist Certification, 1999 
 
Johns Hopkins University, MD 
Master of Education, 1994 
 
West Chester University, PA 
Bachelor of Science, Elementary Education, 1983 
 
Noteworthy Credentials 

 Software Designer and Trainer WarwickWARE™ 
o Designed WarwickWare DataBlender: an online data-warehouse that stores student 

data including: WIDA, DIBELS, 4Sight, PSSA, Core Phonics, and RtII intervention and 
tier history

o Designed IEP etc. a program to create IEP’s, NORA’s and Gifted IEP’s
o Designed Grades etc. an online gradebook.
o Designed discipline, student-scheduling and attendance software
o Created and delivered training on Teacher Webpages, DataBlender, WarwickWare, IEP 

etc. and online gradebook
o Created website and material for marketing WarwickWare software solutions

 Conference Committee Memberships 
o Co-Chair of the annual IU13 Elementary Technology Conferences (ETC) 
o Pennsylvania Technology Expo and Conference (PETEC) Pre-Conference Member 

 Conference Presentations 
o RtII and a Data Warehouse Solution (PETEC, 2012) 
o Creating a Technology Plan (PASA, 1997) 
o Effective Hiring Practices (PSBA, 1997) 
o The Use of Computers in the Whole Language Classroom (1991, MICCA-MD 

Instructors Computer Coordinators Association) 
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 Advisor, Board, and Trustee Positions 
o School Board Member - Pequea Valley School District (18 years) 

 Supported PV as it transitioned to a Mass Customized Learning School 
(MCL) 

 Instrumental in moving PV to a one-to-one learning environment 
 Board Secretary 
 Act 93 negotiating committee member 

o Pequea Valley Strategic Planning Steering Committee 
o Member of the Education Committee at Bellevue Church and Sunday teacher 
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Stephanie Haas Thoeny 
  

 
StephanieH@sovinsurance.com 

 
PROFESSIONAL EXPERIENCE 

 
2020 – Present 
Sovereign Insurance Group, Account Executive 

• Charter School Practice Leader 
• Oversees new partnerships and new business for the agency 
• Manages a book of charter schools 

 
2017 – 2020 
Lamb Insurance Services, Account Executive 

• Solely managed business development 
 
2014 – 2017 
CBIZ Insurance Services, Account Executive 

• Managed a book of physicians  
• Marketed the book of business 
 

2006 – 2014 
Physicians Insurance Consultants, Inc., Account Executive 

• Managed a book of business mainly professional liability insurance for physicians, 
surgeons, dentists, and other allied healthcare professionals 

 
2005 – 2006 
Philadelphia Insurance Companies, Account Manager 

• Successfully managed and maintained renewal book of business 
• Handled other marketing duties and responsibilities pertaining to sales 

 
 

EDUCATION & CREDENTIAL 
 
Villanova University 
Bachelor of Arts - English 

Noteworthy Credentials 
• Resident Insurance Producer: Lines of Authority: Casualty and Allied Lines, Property 

and Allied Lines 
• American Aerobic Association International (AAAI) certified personal trainer 
• Board of Directors – 1789 Fund 
• Board of Directors – Blue White Scholarship Foundation 
• Team in Training mentor for Philadelphia Insurance Triathlon 
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• Team in Training participant and volunteer 
• Habitat for Humanity volunteer 
• Covenant House volunteer 
• Youth on a Mission of Vero Beach volunteer 
• Division I Varsity Lacrosse and Field Hockey Player at Villanova University 
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David Hardy 
 

dph@commonwealthfoundation.org 

 
PROFESSIONAL EXPERIENCE 

 
2020 – Present 
Commonwealth Foundation, Distinguished Senior Fellow – 
 
2017 – 2020 
Commonwealth Foundation, Senior Advisor/ Executive Director 

• Excellent Schools PA 
o Provided guidance and direction for lobbying for a new public education advocacy 

group 
 
2005 – 2017 
Boys’ Latin of Philadelphia Charter High School, Chief Executive Officer 

• Applied for and was granted a charter for an all-boys college preparatory high school 
with the specific mission of increasing African American male college completion rates.  
o Boys’ Latin of Philadelphia Charter School  

 is the only single gender charter school in Philadelphia that teaches Latin. 
 has the highest male college matriculation rate (87%) of any public, charter, 

private or parochial high school in Pennsylvania. 
  has the largest Latin department of any public high school in Pennsylvania. 
  has participated in the National Latin Exam and the Pennsylvania Junior 

Classics Leagues demonstrating outstanding outcomes. 
  has been featured in national stories in the Wall Street Journal and on 

NBC’s Megyn Kelly Show. 
• Completed two charter renewal evaluations and was granted permission to expand 

Boys’ Latin to middle school grades 
 

2004 - 2005 
Fairhill Community High School, Executive Director 
 
1986 - 2004 
Community Academy of Philadelphia Charter School 

• Developed contracted programing serving at-risk teens in K-12 charter school serving 
over 1200 students 

• Completed Philadelphia’s first charter school facility bond financing which was 
highlighted in serval financial trade newspapers including the Bond Buyer and the 
Philadelphia Business Journal 

• Developed an annual giving campaign where over $1 million was raised 
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1983 – 1985 
Hunt Manufacturing Company, Manager of New Product Development 
 
1980 – 1983 
SEI, Product Manager 
 
1974 – 1980 
IBM, Marketing Representative 
 

EDUCATION & CREDENTIAL 
 
Yankton College, SD 
Bachelor of Arts: English, 1974 
 
University of Pennsylvania, College of General Studies 
Fundraising Certificate, 2001 
 
Noteworthy Affiliations 

• Trustee, Pennsylvania Coalition of Public Charter Schools  2017 – Present 
• Trustee, Ad Prima Charter School     2016 – Present  
• Trustee, Independence Mission Schools     2019--2022 
• Trustee, Holocaust Awareness Museum      2007--Present  
• Trustee, Center for Education Reform     2015 – 2021 
• Trustee, North Carolina Outward Bound School    2001 – Present 
• Founding Trustee, Philadelphia Schools Partnership   2011 – 2017 
• Trustee, National Alliance for Public Charter Schools   2004 – 2008  
• Trustee/Secretary, Philadelphia Black Alliance for Educational Options 2003 – 2008 
• Trustee, The Haverford School      1998 – 2006 
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C. Tyler Havey 
Three Logan Square, 1717 Arch Street, Suite 610, Philadelphia, PA 19103 

215-717-4005 
thavey@grsm.com 

 
PROFESSIONAL EXPERIENCE 
 
Present 
Gordon & Rees, Scully, Mansukhani 
Attorney/ Partner in the firm’s Philadelphia office/ member of the Insurance Group 

• Practices insurance, commercial litigation, construction, and product & general liability 
• Concentrates practice on complex litigation matters  

o Prosecuting and defending first- and third-party insurance coverage claims 
o Defending products liability and construction catastrophe actions 

• Handles a variety of other commercial litigation matters 
o Profit share 
o Agency disputes 
o Reinsurance arbitrations 
o Premises security liability 
o First Amendment 
o Will contests 
o Related probate disputes 

• Represents insurers, product manufacturers, and contractors 
 

EDUCATION & CREDENTIAL 
 
Widener University Law School 
Juris Doctorate, Law 
 
University of Scranton 
Bachelor of Science 
 
Noteworthy Credentials 

 Admissions 
o Pennsylvania 
o New Jersey 
o U.S. District Court, Eastern and Middle Districts of Pennsylvania 
o U.S. District Court, New Jersey 

 Best Lawyers in America® distinction in Insurance Law (2020-2022)* 
 Board member of The Widener Journal of Public Law 
 Served as an executive board member of the Philadelphia Association of Defense Counsel 
 Served as a member of the board of directors for the Main Line Art Center 

 
*A description of the Best Lawyer selection methodologies can be found at:  
  https://www.bestlawyers.com/ About/MethodologyBasic.aspx 
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Marc LeBlond 
 

marc.leblond@trincoll.edu 
 

PROFESSIONAL EXPERIENCE 
 
2022 - Present  
EdChoice, Indianapolis, Indiana, Director of Policy  

• Oversaw production of seminal content piece, ABSs of School Choice 
• Wrote op-eds for national publications 
• Supported state partners to expand education choice legislation 

 
2018 – 2022 

Commonwealth Foundation, Senior Policy Analyst 
• Reads and summarizes/distills numerous education bills for a lawmaker audience 
• Drafts education choice legislation 
• Ideation of Senate Bill 1/House Bill 1 and briefed the sponsors, Sen. Scott Martin and 

Rep. Andrew Lewis 
• Testified before PA Democratic Policy Committee in 2019 on the need for weighted 

student funding 
• Testified before PA Senate Education Committee in 2020 on charter school reform 
• Expands Scholarship Organization involvement in the PA legislative process 
• Works closely with private and public charter school leaders on education choice 

initiatives 
• Elevates PA school choice message to a national level through White House exposure 

(CF intern and school choice graduate, Myles Slade-Bowers participated in roundtable 
for Educational Freedom with President Trump and other noteworthy guests) 

• Provided talking points to administration for the State of the Union, which resulted in 
President Trump highlighting CF research, “50,000 kids denied” 

• New research—“Opportunity Denied”—led to successive budget wins, $25 million, $30 
million, $40 million tax credit scholarship increases in 2018, 2019, 2021 

• Leveraged national relationship to secure a congratulatory call from then Secretary of 
Education Betsy DeVos to then Speaker of the PA House Mike Turzai for his support of 
school choice 

• Secured Roland Martin “Is School Choice the Black Choice?” tour for Philadelphia at 
Mastery Charter School 

• Facilitated development of three parent choice groups in PA 
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2015 – 2018 
MassMutual Fund Operations, Associate – Trading Team 

• FINRA Series 6 License 
• Reconciled and executed trades in Omnibus account, totaling millions of dollars each 

day 
• Heavy use of systems, including MS Excel, Word, Access, FundLinx, and Business Objects 
• Led problem solving initiatives 

2013 – 2015 
Hartford Life Trading and Clearing, Associate – Trading Team 

• Facilitated transition to paperless work environment and compliance with Sarbanes 
Oxley controls 

• Updated and maintained procedures for regulation 38a-1 
 

2006 – 2013 
Hartford Life Individual Annuities, Quality Analyst – Financial Management Team 

• Audited financial transactions 
• Created coaching and feedback program for Trade Desk reps 
• SOX Compliance liaison 
• Executed frequent trading restrictions according to regulation 22c-2 
 
 

EDUCATION & CREDENTIAL 
 
Georgetown University, McCourt School of Public Policy, Edunomics Lab 
Certificate 2018 
 
Trinity College, CT 
Master of Arts, Public Policy Studies with Honors 
 
Eastern Connecticut State University 
Bachelor of Arts - Economics 
Bachelor of Science – Business Administration, Finance concentration 
 
Noteworthy Credentials 

 2019 and 2020 SPN “Bob Williams awards” in education 
 2016 Winners Circle Performance Award - MassMutual 
 2016 Honors in Graduate Scholarship – Trinity College 
 2012 Top Performer and MVP award winner – Hartford Annuities 
 Board of Directors, Pennsylvania Families for Education Choice  
 Treasurer, Rushford Meade Condo Association (2010 – 2013)  
 President of the Board, Rushford Meade Condo Association (2009 — 2010) 

Deacon Board, Wintonbury Church (2011 – 2013)  
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References for Joyce Good: 
1. Jim Hanak

Phone: (610) 399-9876
2. Jeanne McCarthy

Phone: (267) 889-7489
3. James Scott

Phone (814) 312-0238

References for Stephanie Haas: 
1. John Pichola

Phone: (direct) 610-724-1153; (office) 267-908-4094
Email: jpichola@ucsolutionsgroup.com

2. Matt Hayes
Phone: (484) 654-3392

3. Rhonda Anderson
Phone: (215) 874-3893

References for David Hardy: 
1. Sharif El-Mekki

Email: Sharif.El-Mekki@thecenterblacked.org
2. Ruth Gonzalez

Email: rgonzalez@boyslatin.org
3. Jenifer Stefano

Email: jens@commonwealth.org

References for C. Tyler Havey: 
1. Ilan Rosenberg, Esq.

Phone: (215) 717-4026
Email: irosenberg@grsm.com

2. Eric C. Milby, Esq.
Phone: (610) 668-0773
Email: emilby@lbmlaw.com

3. Brenden J. Coyne
Phone: (410) 949-5644
Email: bjc5@georgetown.edu

References for Marc LeBlond: 
1. Dr. Merle Skinner

Phone: (724) 557-2675
2. Colleen Hroncich

Phone: (724) 866-0983
3. Lenny McAllister

Phone: (312) 890-0967
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APPENDIX J 
DREXEL’S GOODWIN COLLEGE CAREER AND COLLEGE 

READINESS MODULES 
 
 

This appendix includes the following: 
 

 Drexel’s Goodwin College Career and College Readiness Modules 
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Goodwin College Career and College Readiness Modules 
Explore. Connect. Achieve. Succeed. 

Cultivating Contributing Communities 
 

Goodwin Readiness Modules 

9th Grade 

Direct Your Future: Career Readiness & Preparedness (Level One): Students will begin to 
understand the careers that align with their interests. Students will think of their lives as a 
journey. Students will be challenged to focus on themselves and the world of work, to learn how 
to map out and prepare for a successful career path. 

o Learning Objectives: 
 Looking into the future 
 Students will utilize career identification technology resulting in student’s 

understanding the careers that align with student’s professional goals 
 Understanding self 

o Description of Learning Hours: 
 1 hour of Drexel faculty teaching the cohort virtually 
 2 hours of reading each week 
 1 hour of support and/or assignment completion 

Power Up Your Power Skills: Preparing students with a combination of power skills that include, 
but are not limited to, the ability to problem-solve, confidently present/public speak, 
collaborate, complex and critical thinking and enhanced interpersonal capabilities. 

o Learning Objectives: 
 Engaging with others to enhance team effectiveness 
 Assessing personal attitudes and behaviors within a professional context 
 Public speaking  

o Description of Learning Hours: 
 1 hour of Drexel faculty teaching the cohort virtually 
 2 hours of reading each week 
 1 hour of support and/or assignment completion 
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Digital Connect: Technology in Action: Innovation of and with technology is fundamental for 
career and college success. Students will be empowered with the skills to access and organize 
knowledge, be exposed to digital tools to broaden their perspectives, and enrich their future 
professional success by developing and employing strategies for understanding and solving 
problems in ways that leverage technology. 

o Learning Objectives: 
 Basic proficiency in word processing 
 Responsible use of technology  
 Social media responsibility 

o Description of Learning Hours: 
 1 hour of Drexel faculty teaching the cohort virtually 
 2 hours of reading each week 
 1 hour of support and/or assignment completion 

 

Prioritize You: Self-care – Change, Challenge and Choice: Focusing on identifying and learning 
strategies related to self-care, coping and wellness. Topics such as self-care, mental and physical 
wellness, stress and effective coping, loss and grief, and putting change into perspective. 

o  Learning Objectives: 
 Self-Care 101 
 Mindfulness and meditation 
 Understanding feelings  

o Description of Learning Hours: 
 1 hour of Drexel faculty teaching the cohort virtually 
 2 hours of reading each week 
 1 hour of support and/or assignment completion 
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10th Grade 

 

Direct Your Future: Career Readiness & Preparedness (Level Two): This module focuses on 
providing students with the skills and techniques to search for open positions online and through 
networking. In addition, goal creation is a phenomenal life skill and students will learn best 
practices to craft goals. 

o Learning Objectives: 
 Students will learn the skills that are needed to find jobs  
 Students will learn how to create goals 
 Self-Reflection 

o Description of Learning Hours: 
 1 hour of Drexel faculty teaching the cohort virtually 
 2 hours of reading each week 
 1 hour of support and/or assignment completion 

 

Power Up Your Power Skills: Preparing students with a combination of power skills that include, 
but are not limited to, the ability to problem-solve, confidently present/public speak, 
collaborate, complex and critical thinking and enhanced interpersonal capabilities. 

o Learning Objectives: 
 Using communication techniques to persuade others 
 Cultivating creative collaboration 
 Effectively handling opposition and conflict 

o Description of Learning Hours: 
 1 hour of Drexel faculty teaching the cohort virtually 
 2 hours of reading each week 
 1 hour of support and/or assignment completion 
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Digital Connect: Technology in Action: Innovation of and with technology is fundamental for 
career and college success. Students will be empowered with the skills to access and organize 
knowledge, be exposed to digital tools to broaden their perspectives, and enrich their future 
professional success by developing and employing strategies for understanding and solving 
problems in ways that leverage technology. 

o Learning Objectives: 
 Basic proficiency in excel 
 Note taking and research  
 Efficient and targeted proper internet searches 

o Description of Learning Hours: 
 1 hour of Drexel faculty teaching the cohort virtually 
 2 hours of reading each week 
 1 hour of support and/or assignment completion 

  

Prioritize You: Self-care – Change, Challenge and Choice: Focusing on identifying and learning 
strategies related to self-care, coping and wellness. Topics such as self-care, mental and physical 
wellness, stress and effective coping, loss and grief, and putting change into perspective. 

o  Learning Objectives: 
  How to talk about feelings 
  Importance of exercise 
  Opportunities and destigmatizing seeking help 

o Description of Learning Hours: 
 1 hour of Drexel faculty teaching the cohort virtually 
 2 hours of reading each week 
 1 hour of support and/or assignment completion 
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11th Grade 

 

Direct Your Future: Career Readiness & Preparedness (Level Three): Students will learn the basic 
knowledge and skills they need as they prepare for further training in a career or go on to 
college. 

o Learning Objectives: 
 Planning your internal career goals 
 Understanding finances 
 Students will learn how to use the internet for networking, preparing for a 

job and professional online presence 
o Description of Learning Hours: 

 1 hour of Drexel faculty teaching the cohort virtually 
 2 hours of reading each week 
 1 hour of support and/or assignment completion 

 

Power Up Your Power Skills: Preparing students with a combination of power skills that include, 
but are not limited to, the ability to problem-solve, confidently present/public speak, 
collaborate, complex and critical thinking and enhanced interpersonal capabilities. 

o Learning Objectives: 
 Recognizing and solving problems using strategies appropriate to the 

problem context 
 Storytelling for influence  
 Leading complex projects 

o Description of Learning Hours: 
 1 hour of Drexel faculty teaching the cohort virtually 
 2 hours of reading each week 
 1 hour of support and/or assignment completion 
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Digital Connect: Technology in Action: Innovation of and with technology is fundamental for 
career and college success. Students will be empowered with the skills to access and organize 
knowledge, be exposed to digital tools to broaden their perspectives, and enrich their future 
professional success by developing and employing strategies for understanding and solving 
problems in ways that leverage technology. 

o Learning Objectives: 
 Students will review and practice successful styles and methods for 

professional business communication using the proper tools to deliver 
effective communications, publications and presentations  

 Obtain the skills needed to use digital devices, communication 
applications, and networks to access and manage information 

 Typing 
o Description of Learning Hours: 

 1 hour of Drexel faculty teaching the cohort virtually 
 2 hours of reading each week 
 1 hour of support and/or assignment completion 

 

Prioritize You: Self-care – Change, Challenge and Choice: Focusing on identifying and learning 
strategies related to self-care, coping and wellness. Topics such as self-care, mental and physical 
wellness, stress and effective coping, loss and grief, and putting change into perspective. 

o  Learning Objectives: 
 Emotional literacy 
 Physical, emotional and social self-care 
 Understanding personal vulnerabilities 

o Description of Learning Hours: 
 1 hour of Drexel faculty teaching the cohort virtually 
 2 hours of reading each week 
 1 hour of support and/or assignment completion 
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12th Grade 

Direct Your Future: Career Readiness & Preparedness (Level Four): Students will understand the 
opportunities that await them through relevant experiential learning scenarios, providing them 
with the skills to best present themselves for the future.  

o Learning Objectives: 
 Students will learn how to create a resume and cover letter 
 Applying and Interviewing for a Job 
 Going from Here to Your Career 

o Description of Learning Hours: 
 1 hour of Drexel faculty teaching the cohort virtually 
 2 hours of reading each week 
 1 hour of support and/or assignment completion 

 

Power Up Your Power Skills: Preparing students with a combination of power skills that include, 
but are not limited to, the ability to problem-solve, confidently present/public speak, 
collaborate, complex and critical thinking and enhanced interpersonal capabilities. 

o Learning Objectives: 
 Judging evidence derived from the problem-solving process 
 Making decisions based on the results of the judging process 
 Impactful presentations 

o Description of Learning Hours: 
 1 hour of Drexel faculty teaching the cohort virtually 
 2 hours of reading each week 
 1 hour of support and/or assignment completion 
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Digital Connect: Technology in Action: Innovation of and with technology is fundamental for 
career and college success. Students will be empowered with the skills to access and organize 
knowledge, be exposed to digital tools to broaden their perspectives, and enrich their future 
professional success by developing and employing strategies for understanding and solving 
problems in ways that leverage technology. 

o Learning Objectives: 
  Professional ethics and integrity 
  Students will be able to access, analyze, manage, synthesize, evaluate, create, 

and share information in a variety of forms and media that incorporate a global 
perspective. 

 Security and Safety 
o Description of Learning Hours: 

 1 hour of Drexel faculty teaching the cohort virtually 
 2 hours of reading each week 
 1 hour of support and/or assignment completion 

 

Prioritize You: Self-care – Change, Challenge and Choice: Focusing on identifying and learning 
strategies related to self-care, coping and wellness. Topics such as self-care, mental and physical 
wellness, stress and effective coping, loss and grief, and putting change into perspective. 

o  Learning Objectives: 
 Understanding environmental, financial, and professional self-care  
 Stress management 
 Developing a self-care plan  

o Description of Learning Hours: 
 1 hour of Drexel faculty teaching the cohort virtually 
 2 hours of reading each week 
 1 hour of support and/or assignment completion 
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APPENDIX K 
BOARD MEETING MINUTES 

 
 

This appendix includes the following: 
 

 August 2022 Board Meeting Minutes 
 September 2022 Board Meeting Minutes 
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APPROVED 9/15/22 
PENNWOOD CYBER CHARTER SCHOOL 

ORGANIZATIONAL BOARD MEETING 
 

Date and Time: 
Thursday, August 18, 2022 at 10:00 a.m. 

 
Held via teleconference: 

1 (800) 503-2899 
Passcode: 609-6478# 

 
 

 
I. Call to Order and Roll Call  
 
Ms. Arthur called the meeting to order at 10:03 a.m. when all participants were present and able to hear each other.   
 
Board Members Present: Marc LeBlond, Joyce Good, David Hardy and Stephanie Haas; 
 
Guests Present:  Karen Duquette, Jennifer Clarke and Megann Arthur. 
 

 
II. Welcome and Introduction of All Participants 
 
Ms. Duquette welcomed all participants, thanked them for their time and willingness to participate in this new virtual charter school 
opportunity, and encouraged all present to introduce themselves, provide some biographical information to the group, and share their 
passion for educational opportunity.  All founding Board member candidates introduced themselves, as did each from the Pearson 
Virtual Schools team, including relating to founding Board members the services each of their departments are accountable for in 
supporting the Board and school. 
 
 
III. Routine Business 

a. Review of Goals for the Meeting  
b. Approval of Agenda 

 
Ms. Arthur reviewed the agenda, training goals for the Board prior to any interviews with the potential authorizer, and high level outline 
of items to be presented for Board consideration at the next couple meetings.  She also discussed the upcoming opportunities for all 
members of the Board to get to know the primary stakeholders and contacts associated with the opportunity. 
 
Ms. Arthur then asked the Board to review the agenda distributed prior to the meeting.  Following a brief discussion, and there being no 
changes noted, a motion was made and seconded as follows: 
 
RESOLVED, that the Agenda for the August 18, 2022 Organizational Meeting of the Board of Directors of Pennwood Cyber Charter 
School, as presented, is hereby approved. 
 
The motion passed unanimously. 
 
  
IV. Overview of Charter Application Timeline, Process and Communications with Potential Authorizer  
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Ms. Duquette provided the Board with an overview of the PA Department of Education’s process for considering new charter school 
applications, as well as the meetings and communications to date with both the authorizer and potential partners. She detailed the 
timeline planned for the application and associated documents, that the draft would be ready to send to the Board and Board Counsel 
for review within weeks; she also advised that the deadline for submission of the application was October 3rd, and the intent was to 
submit 2-3 weeks prior to that deadline.  Ms. Duquette also detailed the many pieces of the application, appendices and many 
stakeholders involved in the development.  Ms. Clarke discussed potential partnerships for the school that would further the proposed 
Mission and Vision, and provide additional opportunities for student success.  Board members and others in attendance had discussion 
regarding next steps, the application development and strategies for community outreach. 

V. Action Items

a. Approval of Appointment of Founding Board Members

Ms. Arthur briefly highlighted the biographical information both provided in the Board meeting materials and in each 
founding candidates introduction at the start of the meeting.  She further provided a high-level overview for the Board of 
their primary roles and responsibilities as non-profit school board directors and recommended the founding board be 
established. Board members also indicated their intent to find at least one (1) additional member to join the Board prior to 
the charter submission deadline.  There being no further discussion, a motion was made and seconded as follows:  

RESOLVED, that the appointment of Marc Llond, Stephanie Haas, David Hardy and Joyce Good as Founding Board 
Members of Pennwood Cyber Charter School for terms until the Annual Meeting 2023, as presented, is hereby approved. 

The motion passed unanimously. 

b. Approval of Election of Board Officers

Ms. Arthur reviewed with the Board each Officer position as set out in the Bylaws and in the Board materials provided to the 
Board for their review and consideration.  She advised the Board that all positions would be for the term until the Annual 
Meeting 2023.  Nominations were opened for each position, and discussion held regarding the best members of the Board 
to serve in each role.  There being no further discussion, a motion was made and seconded as follows: 

RESOLVED, that the appointment of: 

Marc LeBlond, Board President; 
David Hardy, Board Treasurer; and  
Stephanie Haas, Board Secretary, as discussed, is hereby approved. 

The motion passed unanimously. 

c. Review and Approval of Bylaws

Ms. Arthur reviewed the proposed Bylaws in detail with the Board, including the Board’s responsibilities, terms of office, 
Officer roles and ethical duties.  Board members had discussion with Ms. Arthur regarding the Bylaws, as well as authorizer 
oversight and clarification of responsibilities of both the Board and Pearson. There being no further discussion, a motion 
was made and seconded as follows:  

RESOLVED, that the Bylaws, as presented, are hereby approved. 

The motion passed unanimously. 

d. Ratification of Articles of Incorporation

Ms. Arthur noted that the Articles of Incorporation had already been filed to allow for the early preparation of the school’s 
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charter application, so the Board was being asked to ratify that filing.  Ms. Arthur noted they were prepared by Board 
Counsel, and provided to the Board in the meeting materials. There being no further discussion, a motion was made and 
seconded as follows:  
 
RESOLVED, that the Articles of Incorporation, as presented, are hereby ratified. 
 
The motion passed unanimously. 
 
 
e. Review and Approval of Organizational Resolutions  
 
Ms. Arthur presented this item to the Board.  She reviewed with the Board the Organizational Resolutions in detail.  Board 
members discussed specific items included within the proposed Resolutions, as well as the school’s non-profit status as a 
charter school in the state.  There being no further discussion, a motion was made and seconded as follows:  
 
RESOLVED, that the Organizational Resolutions, as presented, are hereby approved.  
 
The motion passed unanimously. 
 
 
f. Review and Approval of Board Designee to Finalize Board Policies Required for the Charter Application  
 
Ms. Arthur provided an overview of the policies required for adoption and inclusion in the charter application, as well as 
number of additional best practice and school operations policies in development currently for Board review and 
consideration.  Ms. Arthur recommended the Board consider appointing a Designee to be authorized to finalize those 
policies planned for inclusion in the charter application, to ensure timeliness of submission by all applicable deadlines.  She 
also advised that all policies will be sent for full Board review and ratification.  There being no further discussion, a motion 
was made and seconded as follows: 
 
RESOLVED, that the Authorization of Joyce Good as Board Designee to Finalize Board Policies Required for Charter 
Application Submission, as discussed, is hereby approved.  
 
The motion passed unanimously.  
 
 
g. Approval of School Mission and Vision Statements  
 
Ms. Duquette and Ms. Clarke reviewed with the Board the proposed Mission and Vision Statements.  Board members had 
discussion with all participants regarding the development of the Statements, and the overall objectives of each key 
stakeholder in the development of the school.  There being no further discussion, a motion was made and seconded as 
follows: 
 
RESOLVED, that the School Mission and Vision Statements, as presented, are hereby approved. 
 
The motion passed unanimously. 
 
 
h. Review and Consideration of Authorization for Board President to Finalize and Submit the Charter Application on 

Behalf of the Board 
 
Ms. Duquette reviewed this item with the Board, noting earlier discussions regarding the application drafting process and 
anticipated timeline, as well as the recommendation that the Board consider appointing a Designee with the authority to 
finalize and submit by the applicable deadlines.  Board members discussed the components of the application, and the 
review process timeline.  There being no further discussion, a motion was made and seconded as follows:  
 
RESOLVED, that the Authorization for Board President to finalize and submit the Charter Application on behalf of the Board, 
as discussed, is hereby approved.  
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The motion passed unanimously. 
 

 
VI. Information/ Discussion Items 

 
a. Board Statements and Letters of Support  
 
Ms. Duquette provided the Board with a review of the documentation being collected in support of the charter application, 
including both signed statements of support from around the Commonwealth, as well as letters of support from influential 
residents.  She further discussed additional support activities of Board members that could further benefit the strength of the 
application. 
 
b. Board Training and Upcoming Meeting(s) Planning  
 
Ms. Arthur and Ms. Duquette reviewed the timeline for the coming weeks, including documentation review, potential Board 
meetings and preparation time for an authorizer interview.  Ms. Clarke discussed the 120 days the Department of Education 
has to review the application following submission, and the anticipated timing of an interview with the Board.  Board 
members had discussion regarding SME review of specific sections of the application, and their preference of holding a 
telephonic Board meeting on September 15th and planning an in-person Board meeting and interview preparation training 
on October 6th.  All participants agreed to have additional discussion on logistics at the next meeting. 
 

 
VII. Adjournment and Confirmation of Next Meeting Date – September 15, 2022 at 3:00 p.m. EST 
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APPENDIX L 
PENNWOOD CYBER CHARTER 

BYLAWS 

This appendix includes the following: 

Pennwood Cyber Charter Bylaws
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PENNWOOD CYBER CHARTER SCHOOL 

BYLAWS 

ARTICLE I 
GENERAL 

1.1 Name:     The name of this non-profit corporation shall be known as  
PENNWOOD CYBER CHARTER SCHOOL, (hereinafter referred to as the “Cyber 
School” or “Pennwood”). 

1.2 Purpose:  The Cyber School is incorporated for the purpose of providing a program of 
public education to serve the cyber education needs of the Commonwealth of 
Pennsylvania. 

1.3 Location/Registered Office:     The Cyber School shall have and continuously maintain 
in the Commonwealth of Pennsylvania a registered office at an address to be designated 
from time to time by the Board of Trustees which may, but need not, be the same as its 
place of business.  The Board of Trustees may change this address as necessary. 

1.4 Fiscal Year:     The fiscal year of Pennwood shall be July 1 through June 30. 

1.5 Corporate Status:     The Cyber School is incorporated under the Pennsylvania 
Nonprofit Corporation Law of 1988, as amended, of the Commonwealth of Pennsylvania, 
and shall be organized and operated exclusively for charitable, scientific, literary and 
educational purposes permitted within the scope of Section 501(c)(3) of the Internal 
Revenue Code of 1986, as amended, including the purposes specified in Act No. 1997-22 
and 2002-88 of the General Assembly of the Commonwealth of Pennsylvania referred to 
herein as the “Charter School Law.” 

1.6 Membership:     Unless or until the Articles of Incorporation of the corporation are 
amended to provide otherwise, the Cyber School shall have no members.  Any provision 
of law requiring notice to, the presence of, or the vote, consent or other action by 
members of the corporation in connection with such matter shall be satisfied by notice to, 
the presence of, or the vote, consent or other action by the Board of Trustees.  No 
certificates of membership shall be issued at any time. 

ARTICLE II 
BOARD OF TRUSTEES 

2.1 Number of Trustees:     The Board of Trustees shall consist of no less than five (5) and 
not more than nine (9) natural persons of full age.   

2.2 Election of Trustees:     Nomination of all Trustees will be made by the Nominating 
Committee or by any Trustee.  Nominations will be placed before the Board of Trustees 
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as needed at any regularly scheduled or special meeting open to the public.  The Trustees 
will cast an open, public ballot.  A simple majority of a quorum is required for election. 

2.3 Quorum:  No business shall be considered, and no action shall be taken by the Board of 
Trustees at any meeting at which a quorum is not present.  A quorum shall consist of a 
majority of the Trustees then in office.   

2.4 Tenure:     All Trustees shall serve three-year terms unless and until resignation, 
removal, disqualification, or death.  Except as otherwise stated in these bylaws, the term 
of office of each Trustee shall be for a period effective upon appointment and 
qualification and ending three years after the expiration of the term which such Trustee is 
appointed to fill or until a successor is duly elected.  In those elections held at the Board’s 
first Annual Meeting, approximately one-third of the Trustees shall be elected to one-year 
terms, approximately one-third of the Trustees shall be elected to two-year terms and 
approximately one-third of the Trustees shall be elected to three-year terms.  Terms shall 
be assigned to individual Trustees elected at the Board’s first Annual Meeting by lot.  
Trustees may be reelected for consecutive terms. 

2.5 Failure to Organize and Removal of Trustees: 

a. Any Officer or Trustee may be removed from office by the Board of Trustees
whenever in the Board’s judgment the best interests of the Cyber School will be
served thereby by a majority vote of the Board then in office, excluding the Office
or Trustee who is the subject of the vote.

b. The Board of Trustees may declare vacant the office of a Trustee who has been
notified of his election or appointment and refuses or neglects to qualify as an
Officer or Trustee either in writing or by attending a meeting of the Board of
Trustees and fulfill such other requirements of qualification as these Bylaws
may specify.

c. If a member of the Board of Trustees fails to perform his or her duties under these
Bylaws or pursuant to Charter School Law, including by reason of failing to regularly
attend Board meetings or otherwise, the President shall at the next regularly scheduled
meeting of the Board bring before it, a proposed resolution for the removal of such
member.

2.6 Resignation:     Any Trustee may resign by providing written or verbal notice to the 
President or Secretary of the Board.  Such resignation shall become effective upon receipt 
unless it is specified to be effective at some later time.  Acknowledgment of a resignation 
shall be recorded in the minutes at the first meeting immediately following the 
resignation and shall indicate the individual in receipt of the resignation.   
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2.7 Vacancies:     At either a regularly scheduled meeting or at a special meeting called for 
such purpose, the Board shall elect an individual to fill the vacancy for the remainder of 
the unexpired term. 

2.8 Compensation:     Trustees shall not receive compensation for their service to the Board 
of Trustees.  However, the Board may reimburse a Trustee for reasonable expenses 
incurred in furtherance of his/her duties as a Trustee, subject to Board policy. 

2.9 Standard of Care:     

a. A Trustee shall stand in a fiduciary relationship to the Cyber School, and shall
perform his or her duties as a Trustee, including his or her duties as a member of
any committee of the Board upon which he or she may serve, in good faith, in a
manner he or she reasonably believes to be in the best interests of the Cyber
School, and with such care, including reasonable inquiry, skill and diligence, as a
person of ordinary prudence would use under similar circumstances.
In performing his or her duties, a Trustee shall be entitled to rely in good faith on
information, opinions, reports or statements, including financial statements and
other financial data, in each case prepared or presented by any of the following:

1. One or more officers or employees of the Cyber School whom the
Trustee reasonably believes to be reliable and competent in the
matters presented;

2. Counsel, public accountants or other persons as to matters which
the Trustee reasonably believes to be within the professional or
expert competence of such person; or

3. A committee of the Board, upon which he or she does not serve,
duly designated in accordance with law, as to matters within its
designated authority, which committee the Trustee reasonably
believes to merit confidence.

b. A Trustee shall not be considered to be acting in good faith if he or she has
knowledge concerning the matter in question that would cause his or her reliance
to be unwarranted.

c. In discharging the duties of their respective positions, the Board, committees of
the Board and individual Trustees, may, in considering the best interest of the
Cyber School, consider the effects of any action upon students, upon employees,
upon persons with whom the Cyber School has business and other relations, and
upon the community in which the Cyber School is located, and all other pertinent
factors.  The consideration of those factors shall not constitute a violation of the
standard of care or justifiable reliance.
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d. Any member of the school staff may be dismissed by majority vote of the Board
of Trustees, subject to such policies as may be adopted from time to time by the
Board of Trustees and subject to applicable law.

ARTICLE III 
OFFICERS  

3.1 Number and Qualification:  The Officers of the Cyber School shall be a President, a 
Secretary and Treasurer.  The President and Treasurer shall be members of the Board of 
Trustees.  A Vice President may be appointed by the Board of Trustees at their discretion, 
and must also be a member of the Board of Trustees.  

3.2 Election and Term of Office:  The Officers shall be elected annually by the Board of 
Trustees at the Annual Meeting held pursuant to the provisions of Section 5.1.3 of these 
bylaws and shall hold office for one year, until his/her qualified successor is chosen at the 
next Annual Meeting.  If at any other time a vacancy exists in these offices, an officer 
may be elected to fill a vacancy for the remainder of the term at any special or regular 
meeting of the Trustees. 

3.3 President:     The President of the Board of Trustees shall preside at all meetings of the 
Trustees, except as the Trustees shall otherwise determine; and shall have such other 
powers and duties as may be determined by the Trustees. 

3.4 Vice President:     The Vice President shall have all the powers and perform all the 
duties of the President if the President is absent or unable to fulfill his duties.  The Vice 
President shall perform such other duties as from time to time may be assigned by the 
President or by the Board. 

3.5 Secretary:     The Secretary shall record and maintain records of all proceedings of the 
Trustees in a book or series of books kept for that purpose.  These books shall be open at 
all reasonable times to the inspection of any member of the Board of Trustees of the 
Cyber School.  Such book or books shall also contain the original or attested copies of the 
Articles of Incorporation, the bylaws and the names and residence addresses of all 
members of the Board of Trustees. The Secretary shall have the right to appoint a 
designee to act in his or her place, provided that the Board approves such designee by 
majority vote.   Before undertaking the duties of office, the Secretary shall furnish a bond 
in such amount and with such surety as may be required by the Board.  

3.6 Treasurer:     The Treasurer shall be responsible for the Charter School’s financial 
affairs, funds, including local, state and federal funds, securities, and valuable papers and 
shall keep full and accurate records thereof.  The Treasurer may pay out such funds on 
orders that have been properly signed without the approval of the Board first having been 
secured for the payment of amounts owing under any contracts, which shall previously 
have been approved by the Board, and by which prompt payment the charter will receive 
a discount or other advantage. Before undertaking the duties of office, the Treasurer shall 
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furnish a bond in such amount and with such surety as may be required by the Board.  
The Treasurer shall have the right to appoint a designee to act in his or her place, 
provided that the Board approves such designee by majority vote.     

3.7 Other Officers:  The Board of Trustees may elect or appoint such other officers as it 
deems useful for the proper operation of the Cyber School. 

3.8 Chief Executive Officer:     The Chief Executive Officer (CEO) shall be the 
administrative head of the Cyber School.  The CEO shall attend all meetings of the Board 
of Trustees, unless excused in advance by the President for extenuating circumstances.  
The CEO shall be an employee of the Cyber School who serves in an advisory capacity to 
the Board and reports to the Board on all matters relative to his or her duties.  The CEO 
shall execute all contracts or other instruments of the Cyber School as the Board may 
direct. 

ARTICLE IV 
POWERS AND DUTIES 

4.1 Powers and Duties of the Board of Trustees:  The Board of Trustees is responsible for 
ensuring that the Cyber School is run in compliance with the Charter Application, all 
applicable laws and ensuring that the Cyber School remains financially viable.  The 
Board shall have the power and responsibility to decide matters related to the operation of 
the Cyber School, including, but not limited to, budgeting, curriculum and operating 
procedures, subject to the Cyber School's charter. The Board shall have the authority to 
employ, discharge and contract with necessary professional and nonprofessional 
employees subject to the Cyber School's charter and the provisions of the Charter School 
Law. 

4.2 Action of Vote:  An affirmative vote of the majority of the members of the Board of 
Trustees then in office shall be required in order to take any action including election of 
the Board of Trustees and officers (unless otherwise provided by law or these bylaws, 
including but not limited to Section 4.3 and 4.4) 

4.3 Real Estate Transactions:  A vote of two-thirds (2/3) of the members in office of the 
Board of Trustees duly recorded showing how each member voted shall be required in 
order to take action on the purchase of real property or the sale, mortgage, lease or other 
disposal of real property. 

4.4 Reservation of Powers:  None of the following actions may be taken by the Cyber 
School without the prior approval of not less than two-thirds (2/3) of the Board of 
Trustees then in office: 

(a) to amend the Articles of Incorporation of the Cyber School or these Bylaws;

(b) to dissolve or liquidate the Corporation;
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(c) to merge or consolidate the Corporation; and

(d) to convey, sell or transfer substantially all the Corporation’s assets.

ARTICLE V 
MEETINGS 

5.1 Public Meetings:     All meetings where deliberations or official actions take place by a 
quorum of the Board of the Cyber School or a committee of the Board of the Cyber 
School authorized to take official action or render advice on matters of Cyber School 
business shall be held as public meetings in accordance with the Sunshine Act, 
65 Pa. C.S.A. § 701  (the “Sunshine Act”).  Notices of all meetings shall be given in the 
manner described in the Sunshine Act.   

5.1.1 Regular Meetings:  Regular meetings of the Board may be held at such time and 
at such places as the Trustees determine.  Reasonable notice shall be made of the 
first regular meeting and the annual schedule of regular meetings following the 
determination of the Trustees of the time and place of regular meetings. 

5.1.2 Special Meetings:  Special meetings of the Board may be held anytime and 
anyplace when called by the President of the Board of Trustees or by three or 
more Trustees.  In addition to the notice required by Section 5.1 hereof, 
reasonable notice of the time and place of special meetings shall be given to each 
Trustee.  Such notice will specify the purposes of the meeting.  It shall be given to 
each Trustee in accordance with the Pennsylvania Nonprofit Corporations Law.  It 
shall be considered reasonable and sufficient to send notice by mail to a Trustee at 
least three (3) business days before the special meeting, addressed to the Trustee 
at the Trustee’s usual or last known residence, or to give notice by email at least 
twenty-four (24) hours before the special meeting. 

5.1.3 Annual Meeting:  The Board shall meet and organize annually, normally the last 
regularly scheduled meeting of each fiscal year. Notice of the time and place of 
the Annual meeting shall be given to all members of the Board by mail or email at 
least five (5) days before the proposed meeting by the Secretary of the Board or 
designee. The Annual meeting shall be a regular meeting. In the event that the 
Annual meeting is not held on the specified day, the Trustees may hold a special 
meeting in place thereof, and any business transacted, or elections held at such 
meeting shall have the same force and effect as if transacted or held at the Annual 
meeting, provided that notice is given for the meeting and the notice indicates that 
the special meeting shall be in place of the annual meeting.  At the Annual 
Meeting the President and the Treasurer shall present an annual report as required 
by the Pennsylvania Nonprofit Corporation Law. 
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5.2 Location:  Meetings of the Board of Trustees or of a committee of the Board of Trustees 
shall originate from the Cyber School’s central location within Central York School 
District in  Pennsylvania, in person, through conference call or other electronic link by 
means of which all persons participating in the meeting can hear each other.  In the event 
it is not feasible to have the meeting originate from the Cyber School, meetings may 
originate from any location that is convenient to the Trustees that does not conflict with 
the requirements of the Sunshine Act.  Participation in a meeting by any means set forth 
in this Section 5.2 shall constitute presence in person at such meeting. 

 
5.3 Voting:     Each Trustee shall be entitled to one (1) vote.  Proxies shall not be permitted. 
 
5.4 Conflict of Interest:     Voting on any matter involving a conflict of interest shall be 

governed by the Public Official and Employee Ethics Act, 65 Pa. C.S. 1101-1113 and the 
Cyber School’s Conflict of Interest Policy.  Notwithstanding the foregoing, common 
interested Trustees may be counted in determining the presence of a quorum at a Board 
meeting in which a transaction described above is authorized, approved, or ratified. 

 
5.5 Presumption of Assent:     A Trustee who is present at the meeting of the Board at 

which any action is taken shall be presumed to have concurred in the action taken unless 
the Trustee’s dissent or abstention is entered in the minutes of the meeting or unless the 
Trustee files a written dissent or abstention to the action with the Secretary/Secretary 
designee before or promptly after adjournment. 

 
5.6 Use of Communication Equipment:     Trustees may participate in a Board meeting by 

telephone conference or other electronic link as long as all persons participating in the 
meeting are able to hear and be heard and in which compliance with the Sunshine Act is 
fulfilled. 

 
 

ARTICLE VI 
COMMITTEES 

 
6.1 Committees:  The Trustees may elect or appoint committees (which may include 

individuals who are not Trustees of the Cyber School) as they determine necessary.  Each 
committee shall be chaired by a Trustee, unless otherwise agreed by the Board.  At any 
meeting of a committee, a quorum for the transaction of business shall consist of a 
majority of the members of such committee.  The members of any committee shall serve 
on the committee at the pleasure of the chairperson of the committee.  The CEO shall 
serve as a non-voting member of all Permanent and Ad hoc Committees unless otherwise 
expressly stated by the Board.  The Board shall establish those committees at such times 
and for such durations as it deems appropriate. 
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ARTICLE VII 
LIMITATION OF LIABILITY 

7.1 Definitions:  For purpose of this Article:  

(a) “Cyber School” means the charter school named at the beginning of these
Bylaws, and if it is involved in any consolidation or merger, each constituent
corporation absorbed in, and each surviving or new corporation surviving or
resulting from, such consolidation or merger;

(b) “Liability” means any compensatory, punitive or other damages, judgment,
amount paid in settlement, fines, penalty, excise tax assessed with respect to an
employee benefit plan, and cost or expense of any nature whatsoever, including
without limitation, attorneys’ fees and costs of proceedings;

(c) “Indemnified Capacity” means any and all past, present and future service by a
Representative in one or more capacities:

(i) as a trustee, officer, employee or agent of the Cyber School
or

(ii) at the request of the Cyber School, as a trustee, officer, employee, agent,
Trustee, or fiduciary of another corporation or any partnership, joint
venture, trust, employee benefit plan, or other entity, enterprise or
undertaking, including service as a representative that imposes duties on
or involves service by the representative with respect to an employee
benefit plan, its participants or beneficiaries;

(d) “Proceeding” means any threatened, pending or completed action, suit, appeal or
other proceeding of any nature, whether civil, criminal, administrative or
investigative, whether formal or informal, and whether brought by or in the right
of the Corporation, or otherwise; and

(e) “Representative” means any person who:  (i) serves or has served  as a Trustee,
officer, employee or agent of the Cyber School; or (ii) has been expressly
designated by the Board as a Representative of the Cyber School for purposes of
and entitled to the benefits under this Article 7.

7.2 Limitation of Liability:     A Representative shall not be personally liable for any action 
taken, or failure to take action resulting from an actual or alleged breach or neglect of 
duty, error, misstatement or misleading statement, negligence, gross negligence, or act or 
omission giving rise to strict or products liability, or other form of liability, except to the 
extent:  (a) the conduct of the Representative is determined by a court to have constituted 
willful misconduct or recklessness; (b) the conduct of the Representative is based upon 
attributable to his or her receipt from the Cyber School of a personal benefit to which the 
person is not legally entitled; (c) the liability of a Representative is with respect to the 
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administration of assets held by the Cyber School in trust pursuant to Section 5547 of the 
Pennsylvania Nonprofit Corporation Law of 1988, as amended; or (d) such 
indemnification is expressly prohibited by applicable law or otherwise is unlawful. 

7.3 Insurance:     The Board may choose to self-insure, purchase and maintain insurance or 
letters of credit, create a reserve, trust, escrow, cash collateral or other fund or account, 
enter into indemnification agreements, pledge or give a mortgage upon or a security 
interest in any property of the Cyber School, or use any other mechanism or arrangement, 
in such amounts, at such costs, and upon such other terms and conditions as and when the 
Board shall determine.  Absent fraud, the determination of the Board with respect to such 
matters shall be conclusive against all security holders, officers and Trustees, and shall 
not be subject to avoidance or voidability.   

7.4 Indemnification:  To the extent that an individual who is, or was, a Trustee, officer, 
employee, agent or other Representative of the Cyber School, was or is a party to or is 
threatened with a pending or completed action, suit or proceeding, whether civil, 
criminal, administrative or investigative, brought to procure a judgment against such 
individual by reason of the fact that he or she is, or was, a Trustee, officer, employee, 
agent or other Representative of the Cyber School, such individual shall be indemnified 
against expenses (including but not limited to attorneys’ fees and costs), judgments, fines 
(including excise taxes assessed on a person with respect to any employee benefit plan) 
and amounts paid in settlement, actually and reasonably incurred by such individual in 
connection with such action, suit or proceeding, except as otherwise provided in Section 
7.6 hereof.  An individual entitled to indemnification under this subparagraph is hereafter 
called “a person covered by Section 7.4 hereof.” 

7.4.1 Procedure for Effecting Indemnification:  The determination shall be made: 

(a) by the Board of Trustees by a majority vote of a quorum, and to the extent
applicable, consisting of Trustees who were not parties to the action or
proceeding;

(b) if the foregoing quorum is not obtainable or if obtainable and a majority
vote of a quorum of disinterested Trustees so directs, by independent legal
counsel in a written opinion;

(c) by such other body as may be provided in the bylaws.

7.5 Expenses:     Expenses incurred by a person covered by section 7.4 hereof in defending a 
threatened, pending or completed civil or criminal action, suit or proceeding shall be paid 
by the Cyber School.  If said expenses are paid by the Board in advance of the final 
disposition of such action, suit or proceeding, their said expenses shall be repaid to the 
Cyber School if it shall ultimately be determined that such person is not entitled to be 
indemnified by the Cyber School, as provided in section 7.6. 
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7.6 Continuation:     No indemnification under section 7.4 or advancement or 
reimbursement of expenses under section 7.5 shall be provided to a person covered by 
section 7.4 hereof: 

 
a.        If a final unappealable judgment or award is determined by a court to have     
           constituted willful misconduct or recklessness; 

 
b. For expenses or liabilities of any type whatsoever (including, but 

not limited to, judgments, fines and amounts paid in settlement) 
which have been paid directly to or for the benefit of such person 
by an insurance carrier under a policy of officers’ and directors’ 
liability insurance whose premiums are paid for by the Board or by 
an individual other than such Trustees; and 
 

c. For amounts paid in settlement of any threatened, pending or completed 
action, suit or proceeding without the written consent of the Board, which 
written consent shall not be unreasonably withheld.  The Board of 
Trustees is hereby authorized, at any time by resolution, to add to the 
above list of exceptions from the right of indemnification under section 
7.4 or advancement or reimbursement of expenses under section 7.5, but 
any such additional exception shall not apply with respect to any event, act 
or omission which has occurred prior to the date that the Board of 
Directors in fact adopts such resolution.  Any such additional exception 
may, at any time after its adoption, be amended, supplemented, waived or 
terminated by further resolution of the Board.  The indemnification and 
advancement or reimbursement of expenses provided by, or granted 
pursuant to, this Article shall continue as to an individual who has ceased 
to be a Trustee, officer, employee, agent or other Representative of the 
Cyber School, and shall inure to the benefit of the heirs, executors and 
administrators of such individual. 

 
7.7 Enforcement:    The term "to the fullest extent permitted by applicable law," as used in 

this Article, shall mean the maximum extent permitted by public policy, common law or 
statute.  Any person covered by section 7.4 hereof may, to the full extent permitted by 
applicable law, elect to have the right to indemnification or to advancement or 
reimbursement of expenses, interpreted, at such person's option:  (i) on the basis of 
applicable law in effect on the date this article was approved by the Trustees; or (ii) on 
the basis of the applicable law in effect at the time of the occurrence of the event or 
events giving rise to the action, suit or proceeding; or (iii) on the basis of the applicable 
law in effect at the time indemnification is sought. 

 
a.  Nothing contained in this Article shall be construed to limit the rights and 

powers the Board possesses under the Pennsylvania Nonprofit Corporation 
Law of 1988, as amended, the Pennsylvania Directors' Liability Act, or 
otherwise, including, but not limited to, the powers to purchase and 
maintain insurance, create funds to secure or insure its indemnification 
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obligations, and any other rights or powers the Board may otherwise have 
under applicable law. 

b. The provisions of this Article may, at any time (and whether before or after there
is any basis for a claim for indemnification or for the advancement or
reimbursement of expenses pursuant hereto), be amended, supplemented, waived,
or terminated, in whole or in part, with respect to any person covered by section
7.4 hereof by a written agreement signed by the Board and such person.

c. The Board shall have the right to appoint the attorney for a person covered by
section 7.4 hereof, provided such appointment is not unreasonable under the
circumstances.

7.8 Amendments: Any Bylaw provisions which are amended, replaced or repealed by this 
Article shall continue to apply any breach of performance of duty or any failure of 
performance of duty by any Trustee to which this Article does not apply by reason of 
Section 8367 of the Pennsylvania Directors Liability Act. 

7.9 Limitation: Nothing in this Article shall affect the liability of a representative of the 
Board with respect to the Pennsylvania Nonprofit Corporation Law of 1988, as amended. 

ARTICLE VIII 
MISCELLANEOUS 

8.1 Force and Effect of Bylaws:     These Bylaws are subject to provisions of the laws of the 
Commonwealth of Pennsylvania.  If any provision in these Bylaws is inconsistent with 
the laws of the Commonwealth of Pennsylvania, applicable law shall govern to the extent 
of the inconsistency. 

8.2 Amendment to Bylaws:    These Bylaws may be altered, amended, repealed and 
replaced by new bylaws by a vote of not less than two-thirds (2/3) of the members 
present and voting at any regular or special meeting of the Board of Trustees, provided 
that written notice of the proposed bylaw change has been given to each Trustee at least 
five (5) days prior to said meeting. 

8.3 Conflicts:  To the extent that anything in these Bylaws could be construed to conflict 
with the Cyber School’s charter or applicable state and/or federal laws, the applicable 
state and/or federal laws and/or charter control. 

8.4  Dissolution:  Upon revocation or non-renewal of the Cyber School’s Charter, such 
revocation or non-renewal date being when all administrative and judicial remedies have 
been exhausted, the Cyber School shall be dissolved.  After disposition of or making 
provision for the payment of all liabilities and obligations of the Cyber School, any 
remaining assets shall be given over to the intermediate unit in which the Cyber School’s 
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administrative office is located for distribution to the school districts in which the 
students enrolled in the Cyber School reside at the time of dissolution.  

8.5 Oath of Office:     Every Trustee, upon being appointed to the Board of Trustees, shall 
take the following oath:

"I do solemnly affirm that I will support, obey and defend the 
Constitution of the United States, and the Constitution of this 
Commonwealth, and that I will discharge the duties of my office 
with fidelity."

8.6 Rules of Procedure: The proceedings and deliberations of the Cyber School shall be in 
accordance with rules adopted and amended by the Board of Trustees.  All matters not 
governed by such rules shall be governed by the parliamentary practices established by 
Robert’s Rules of Order, Newly Revised.

Adopted ___18___ day of _____August______, 2022.

President
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APPENDIX M 
ARTICLES OF INCORPORATION 

This appendix includes the following: 

Pennwood Cyber Charter rticles of Incorporation
Pennwood Cyber Charter Addendum to Articles of Incorporation
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Joshua Pollak
McKenna Snyder LLC 350 Eagleview Blvd., Ste 100
Exton PA 19341

Pennwood Cyber Charter School

 

                    The Bureau of Corporations and Charitable Organizations is happy to send your filed 
document. The Bureau is here to serve you and we would like to thank you for doing business in 
Pennsylvania.

                    Thank you for registering with the Department of State to do business in Pennsylvania. 
Like many other businesses, you may have employees, sell taxable products, or provide a taxable 
service to consumers in Pennsylvania. Please visit  www.pa100.state.pa.us to register for Business 
Taxes with the PA Department of Revenue & Labor and Industry or visit   www.Business.pa.gov to 
find answers to most common registration questions.              

                    Nonprofit corporations that solicit funds from citizens of the Commonwealth of 
Pennsylvania must register with the Bureau of Corporations and Charitable Organizations of the 
Department of State, unless exempt from registration requirements. please see 
www.dos.pa.gov/BusinessCharities/Charities or contact the Bureau of Corporations and Charitable 
Organizations at 207 North office building, Harrisburg, PA 17120, (717) 783-1720 or 1-800-732-0999 
within Pennsylvania, for more information on registration.. 
     
                    If you have any questions pertaining to the Bureau, please visit our website at 
www.dos.pa.gov/BusinessCharities Or you may contact us by telephone at (717)787-1057. 
Information regarding business and UCC filings can be found on our searchable database at 
www.corporations.pa.gov/Search/CorpSearch .

 
Entity number :  7581193

 

 

 

COMMONWEALTH OF PENNSYLVANIA
DEPARTMENT OF STATE

BUREAU OF CORPORATIONS AND CHARITABLE ORGANIZATIONS
401 NORTH STREET, ROOM 206

P.O.BOX 8722
HARRISBURG,PA 17105-8722

WWW.CORPORATIONS.PA.GOV
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ADDENDUM TO  

ARTICLES OF INCORPORATION 
 

Pennwood Cyber Charter School 
 
 
3. 
 
(a) operate a cyber charter school pursuant to the Pennsylvania 

Charter School Law (24 P.S. §17-1701-A, et.), exclusively for charitable and 
educational purposes within the meaning of Section 501(c)(3) of the Internal 
Revenue Code of 1986, as amended, and exercise all rights and powers conferred 
by the laws of the Commonwealth of Pennsylvania upon a nonprofit corporation 
or a cyber charter school; and 
 
 (b) receive contributions from whatever source, whether unrestricted 
or for designated purposes, and hold the same for such designated purposes or 
subject to any conditions specified in the terms of the gift or grant and in 
furtherance of the purposes of the Corporation set forth in subparagraph (a) 
above. 
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APPENDIX N 
STATEMENT OF AGREEMENT WITH PEARSON 

 
 

This appendix includes the following: 
 

 Statement of Agreement with Pearson 
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 PEARSON VIRTUAL SCHOOLS USA 
CHARTER SCHOOL VIRTUAL LEARNING PROGRAMS  

STATEMENT OF AGREEMENT 
 

School Name: PENNWOOD CYBER CHARTER SCHOOL  
Contact Person: Marc LeBlond, Governing Board President 

Phone Number: (860) 895-3264 

Email Address: marc.leblond@trincoll.edu 
Effective Date: Upon Full Execution of Pennwood Cyber Charter School’s Charter 
Expiration Date: June 30, 2028 

 

Background Information.  
Pennwood Cyber Charter School a non-profit organization and Pennsylvania public cyber charter 
school (“School”) is contracting with Pearson Virtual Schools USA (“Pearson”) to receive access 
to certain virtual education products through Pearson’s education management system (“EMS”), 
along with associated support services, as more fully set forth in the attached Schedules 
(collectively, the “Education Program”).  The Education Program shall be designed to 
accommodate a two full semester and one interim term calendar more specifically described in 
Schedule 1, Education Program. School and Pearson together are sometimes collectively referred 
to herein as Parties and individually as a Party.  The School is authorized as a cyber public 
charter school by the Pennsylvania Department of Education (the “Authorizer” or the 
“Department”) under Pennsylvania (“State”) law. The Parties’ rights and responsibilities are set 
forth in the schedules attached hereto and incorporated herein by reference, and for the 
convenience of the Parties are organized as set forth below. Upon mutual written agreement of 
the Parties, schedules can be amended or restated without amending or restating the remainder of 
the schedules or this cover page.  
1. Term. This Agreement will commence on the execution of the School’s initial Charter by both 

its Authorizer and the School and expire on June 30, 2028 (the “Term”), provided, however, 
so long as the parties have entered into negotiations to renew this Agreement, and, as of the 
June 30, 2028 expiration date, neither Party has informed the other Party of its intent to not 
renew the agreement, this Agreement shall continue to be in full force and effect until: (1) the 
Parties enter into a renewal agreement; or (2) one Party informs the other Party of its intent to 
terminate the relationship and the negotiations related to the renewal of the Agreement, 
whichever occurs earlier. If the notice of intent to terminate occurs after the start of an 
Academic Year, then such notice of termination shall take effect on June 30, of the Academic 
Year in which the notice occurred. If the notice of the intent to terminate the relationship and 
the negotiations related to the renewal of the Agreement occurs prior to the start of the 
Academic Year immediately following the expiration date of the Agreement being renewed, 
then the termination date shall be that date agreed to by the Parties.  

2. Pearson Rights and Responsibilities.  
a. The Education Program, described in Schedule 1; 
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b. Special Education Services, described in Schedule 2; 
c. Employment and Staffing, described in Schedule 3; 
d. Human Resources and Compliance Services, described in Schedule 4; 
e. School Success Partner Team: School Success Partner, Solutions Partner and Academic 

Success Partner, described in Schedule 5; 
f. Enrollment, Academic Placement and Public Information Campaign services, described 

in Schedule 6; 
g. Student Record Services, described in Schedule 7; 
h. Technology and Facility Services, described in Schedule 8. 

3. School Responsibilities.  
a. All responsibilities not specifically delegated to Pearson are the responsibility of School 

and are generally organized for School’s convenience in Schedule 9, with additional 
references to School’s responsibilities in other attached schedules; 

b. Collection of Funds, Pricing and Payment Terms, described in Schedule 10; 

4. Additional Schedules. 
a. Notice Information, described in Schedule 11; 
b. Insurance Policies, described in Schedule 12; 
c. Legal Terms, described in Schedule 13; and 
d. Index of Defined Terms described in Schedule 14. 

This Agreement, including the attached Schedules, comprises the entirety of the Parties’ 
Agreement.  

 

Agreed to by: 

 

Pearson Virtual Schools USA Pennwood Cyber Charter School 
 

By: ________________________________ By: ________________________________ 

Title: ______________________________ Title: ______________________________ 

 

Marc LeBlond (Sep 18, 2022 14:33 EDT)

Director of PolicyPresident Virtual Learning
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Schedule 1 

Education Program 

 

1. Curriculum. Pearson will provide the Education Program which includes educational content 
and materials delivered primarily through the internet and other electronic means 
(“Curriculum”) which, when supplemented with Teacher-provided additions and 
modifications, meets State standards, as adopted by the State Board of Education. The 
Curriculum includes: 
a. Pearson standard Course offerings, access to teacher-directed extended learning activities, 

non-School directed extracurricular activities, and other special events. 
b. Access to Social and Emotional Learning (“SEL”) resources, professional 

development/training and assessment tools. 
c. A license to use Pearson's standard instructional materials (“Instructional Materials”). 

Instructional Materials will be provided in compliance with each Student’s individualized 
education plan (“IEP”) or Section 504 Plan (“504 Plan”), provided such IEPs and 504 Plans 
are made available to Pearson.  

d. A 3–week interim term, known as the “Connections Term,” the focus of which is to 
empower students to meet their unique educational and life goals through flexible pacing, 
college preparatory programming, and practical career skill development.  The 
Connections Term will include modules for high school students and project-based 
learning for elementary and middle school students.  Students who successfully complete 
their module or project will be awarded a Career Competency badge. Students will also 
have access to test preparation, credit recovery and remediation depending on what is best 
suited for each individual student’s Personalized Learning Plan.      

e. To the extent permitted by Pennsylvania law, Pearson will provide access to courses taught 
through Pearson Online Academy. 

f. To the extent reasonably possible and so long as within the existing capability of the scope 
of products and services provided as part of the Education Program, provide services and 
accommodations for assessments, instructional approach and/or lesson presentation to 
meet individual needs of each Special Education Student to the extent documented within 
each Student’s IEP or 504 Plan provided to Pearson. 

g. Provide logistic services in connection with the Pearson-provided physical Curriculum 
materials, including procurement, contracting, storage, fulfillment, and other services 
required to obtain, deliver, collect and warehouse these materials. 

2. EMS Access. Pearson grants School an access license for the duration of the Term to access 
and use Pearson’s proprietary technology platform (the “EMS”), so that Students, Caretakers 
of Students, Learning Coaches, Teachers and Administrative Staff have access to the 
Education Program. 

3. Personalized Learning Plan Protocol. Provide Teachers with resources and assistance designed 
to enhance their effectiveness in creating a Personalized Learning Plan (“PLP”) for each 
Student, as required to meet or exceed any educational standards established by the State or 
otherwise required by the School. 
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4. Testing and Assessments. Support School in the administration of benchmark assessments, as 
well as all State-required testing and other State-mandated assessments, including a series of 
assessments designed to gauge the Student’s mastery of core concepts and readiness for the 
State standardized tests or other State mandated testing. Current benchmark assessments 
available include Renaissance, NWEA MAP, and i-Ready. School must commit to 
administering one of these benchmark assessments annually, as well as the Pearson provided 
SEL assessment, and provide resulting data to Pearson, which data will be used to analyze and 
develop recommendations for areas of improvement.  In addition, benchmarking data will be 
used by the School to make instructional decisions for each Student. As a supplement to the 
Pearson-provided benchmark tests, School shall share data from other State required 
Classroom Diagnostic Tools (CDTs), to the extent the sharing of such data is permitted under 
applicable law including FERPA. 

5. Training.  

a. Provide School and School Staff with necessary training in Pearson protocols and 
continuing professional development and other related training, leadership development 
and peer-to-peer networking opportunities (collectively “Training”) that support the 
School’s mission and delivery of the Education Program, including SEL training, thereby 
facilitating compliance with applicable law, including laws with express Training 
requirements.  

b. Provide training and support programs and materials to Students, Learning Coaches, 
Caretakers and community coordinators on the Curriculum, use of the EMS, various 
Pearson policies and procedures, and other topics relevant to successfully engaging the 
Education Program. 

c. All costs associated with such Training shall be the responsibility of Pearson, including 
related travel, housing, meal and hospitality costs, except to the extent Pearson notifies the 
School at least three months prior to the Training opportunity of certain costs the School 
will be required to cover. Pearson’s sponsored training will be for the purpose of supporting 
the School's education mission and other related official School business. 

6. NCAA. So long as the School meets the Pearson NCAA criteria and agrees to deliver courses 
and instruction in compliance with the NCAA Guidelines for Pearson-affiliated Schools (both 
criteria and Guidelines found here: 
https://www.connexus.com/library/launch.aspx?id=80237), the School will be included in the 
Pearson-affiliated school “district” for NCAA purposes at no additional fee, which will entitle 
Students to receive access to high school courses that meet the NCAA Eligibility. 

7. Public Website. Maintain a public web site on behalf of the School that will contain or link to 
any information required by applicable law. The web site, its design, layout and non-School 
specific content is the exclusive property of Pearson. 

8. Health and Safety. Assist the School in the development of training and policies related to the 
following standards regarding health and safety: 
a. Reporting child abuse or neglect where there is reasonable basis for suspecting such abuse 

or neglect is occurring, in accordance with applicable State law; 
b. Adopting policies prohibiting the use of drugs, alcohol, weapons and tobacco in school 

operated facilities or at School sponsored events, consistent with applicable state law;  
c. Adopting policies prohibiting bullying, sexual harassment, harassment, and other social 

behaviors consistent with applicable law; and 
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d. Complying with all applicable state immunization laws. 
9. Counseling and Related Services: Provide services to support, monitor, and train the School in 

its provision of academic counseling, social/emotional counseling, college and career 
counseling, as well as completion of counseling tasks (transcription, AP exam scheduling, 
graduation counseling, etc.) and other related services to Students, including assisting in the 
development of protocols and providing consultative support in connection with the protocols. 

10. Additional Programs. Make available additional programs such as Career Technical Education, 
extended year and accelerated options to the extent permitted under applicable State law, and 
taking into consideration enrollment demand, funding availability, and other programmatic 
considerations Pearson deems relevant in determining the feasibility of implementing such 
programs.   

11. Facilitation of School Oversight Responsibilities: Pursuant to the terms of this Agreement, and 
as a part of the Pearson fee for the Education Program and Pearson responsibilities, Pearson 
shall make key personnel reasonably available for advisement and consultation with School’s 
representatives who are responsible for managing or overseeing the Education Program. 
Except to the extent otherwise agreed, all costs, including reasonable hospitality related 
expenses, incurred in connection with Program Oversight, shall be and, therefore, School shall 
not be separately assessed for any costs incurred by Pearson in connection with its Program 
Oversight related responsibilities outlined in this Section.  

12. Periodic Review. Pearson has invested substantial money and resources in developing a 
nationally recognized cyber education program under the Pearson-affiliated brands and it has 
an inherent interest in protecting the goodwill generated in connection therewith and the 
academic integrity of the Education Program. The Parties also recognize that the School has a 
vested interest in Pearson protecting such goodwill, as well as the academic integrity of the 
Education Program in connection with the School’s mission to advance the education interests 
of its Students. Accordingly, Pearson is hereby obligated and authorized to perform ongoing 
and periodic reviews of School records documenting the manner in which the Education 
Program is delivered to Students, including documentation of interaction between Teachers 
and/or Administrative Staff with Students, Learning Coaches and Caretakers, and to report to 
the School, Administrative Staff and/or Teachers any deviations from established Pearson 
policies, procedures and protocols, federal or state legal requirements, or established best 
practices, or other deficiencies Pearson takes note of in connection with such ongoing or 
periodic review. 
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Schedule 2 

Special Education Services 

 

1. The Education Program shall comply with the requirements of the Individuals with Disabilities 
Education Improvement Act of 2004 (“IDEA”), 20 U.S.C. §§ 1400-1482; Section 504 of the 
Rehabilitation Act of 1973 (“Section 504”), 29 U.S.C. § 794; the Americans with Disabilities 
Act (“ADA”), 42 U.S.C. §§ 12101–12213; and any and all state and federal regulations 
promulgated in connection therewith. 

2. Pearson will: 

a. Provide the Special Education Protocols that will govern the manner in which Special 
Education Services are provided and which shall be in compliance with federal and state 
special education regulations and statutes;  

b. Implement and deliver the following services in support of the Special Education Services 
provided by the School, including but not limited to: 

i. Providing periodic compliance assessments to the School of the School's delivery 
of Special Education Services; 

ii. Supporting the School with ongoing professional learning and monitoring in the 
areas of special education, Section 504 and English Learner (“EL”) services and 
programs; 

iii. Meeting, at a minimum, once per month with the School’s Special Education 
Director or School leadership members, as applicable; 

iv. Monitoring the implementation of the Special Education Protocols as well as 
compliance with EL federal and state requirements;  

v. Providing data support in connection with the State specific Special Education 
reporting systems; 

c. Provide assistive technology for eligible students; 
d. Provide oral and written English translations for limited English proficient caretakers in 

their native language in accordance with state and federal law; 
e. Contract directly with related service providers for therapies, evaluations, closed 

captioning, consulting for vision and hearing impaired and pay invoices for all such 
services. 

3. Adoption of and Compliance with Special Education Protocols.   The School will adopt the 
Pearson Special Education Protocols. Such protocols shall be consistent with state and federal 
laws. In consultation with Pearson, the Special Education Protocols will be subject to review 
and revision from time to time throughout the Term, and all modifications to the Special 
Education Protocols are subject to Pearson’s approval which shall not be unreasonably 
withheld, delayed or conditioned. The Special Education Director will fully and consistently 
implement such Special Education Protocols in the provision of Special Education Services 
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and will accept guidance from Pearson with respect to providing Special Needs Students with 
a free and appropriate public education (“FAPE”). 
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Schedule 3 

Employment and Staffing 

1. The School is the employer of the School Staff.
2. For each year of the Term, by December 31 immediately preceding the Academic Year at

issue, the School shall notify Pearson of any recommended modifications to the then current
staffing plan it would like to discuss. The Parties shall then establish a timeline to meet and
discuss the suggested changes, as well as possible operations and fiscal impact. In addition,
throughout the Term and on an as needed basis, the School shall consult with Pearson to
determine such matters as composition of School Staff and their respective job responsibilities;
impact on the school budget; and School Staff job performance related matters such as job
descriptions and performance evaluations.

3. The CEO who shall be employed by School shall be responsible, with the support of Pearson’s
Academic Success Partner, for assigning, supervising, evaluating, and disciplining School
Staff, and for recommending to the School the hiring and dismissal of Teachers. The CEO shall
carry out his/her delegated responsibilities in accordance with the law, the Charter, School-
adopted policies and procedures as well as Pearson processes and protocols. Notwithstanding
the above, the CEO may designate its Principals and/or Assistant Principals to supervise and
evaluate certain professional staff including Teachers.

4. In circumstances where there is a vacancy or the School’s enrollment is insufficient to support
one or more full-time School Staff positions, and to the extent permitted by the law of the State,
the School may request that it be afforded the ability to utilize the services of qualified
educators from Pearson until such time as the relevant vacant position is filled or there are
sufficient number of Students to support a particular full-time position, respectively.

5. Each Party shall notify the other Party as soon as is practicable of any School Staff member
who the notifying party learns has been convicted of a felony or misdemeanor involving a
crime of moral turpitude.

6. Pearson shall have the right to request in writing (“School Staff Notice”) that the School
replace any member of School Staff in the event that Pearson determines a particular School
Staff member’s job performance does not meet the Pennsylvania Educator Code of Conduct,
is negatively impacting the School’s overall performance, or is otherwise creating an
unacceptable reputational risk. In the event the School does not adhere to Pearson’s request,
the School shall develop a School Staff Improvement Plan within thirty (30) days that fully
and consistently addresses Pearson’s concerns raised in the School Staff Notice (“School Staff
Improvement Plan”). The School Staff Improvement Plan shall be developed in consultation
with Pearson.  It is the School’s responsibility to require full and consistent implementation of
all School Staff Improvement Plans.

7. The School may, at any time, request that Pearson support the CEO in the commencement of
or independently commence an investigation into and take action to address any complaints or
concerns regarding the performance or conduct of any member of School Staff.

8. School Staff may be full-time dedicated resources to the School or part-time resources,
including possible third-party contractors, based on the School’s enrollment and other factors.
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9. School Staff shall be licensed and/or credentialed in accordance with Applicable Law. 
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Schedule 4 

Human Resources and Compliance Services 

 

1. Human Resources Services  

a. Provide a dedicated HR Generalist who will work under the guidance and support of the 
PVS HR Department, solely supporting the School with talent acquisition, employee 
relations, employee engagement, reporting support, communication services, 
compensation, and compliance services including credential compliance for all School 
hired staff. 

2. Payroll Administration  

a. Process payroll including the calculations of necessary teacher pro-rations, School pay 
structures, management and tracking of payroll adjustments and workers compensation 
support.  

b. Register with all required state and local taxing authorities. 
3. Benefits Administrative Support.  

a. Support and fulfill administration services for School employee benefits programs, leave 
management, accommodations and employee programs. Design and implement School 
benefits plan including health and supplemental benefits in accordance with federal and 
state law  

b. Full-service benefits administration includes the design and maintenance of the Pearson 
benefits suite. Provide leave management services, accommodations and manage 
employee programs (i.e. Tuition Reimbursement). 

4. Retirement Administration.  

a. Support employee enrollment, processing and submission to the School’s retirement 
program. 

b. Administer retirement plan on behalf of School, remit withholdings and process annual 
census as required by law. 

5. Compliance Services 

a. Provide business-related compliance School support including: policy creation for all 
School stakeholders (e.g. employee, general and school supplements), ad hoc board 
policies, health, safety and emergency preparedness, research and guidance on course and 
credential alignment and tracking, school calendars, business insurance, business risk 
management, and board of director compliance and tracking services; 

b. Support the School with child abuse clearances, criminal background checks, 
fingerprinting and employment history review process delineated in Act 168, 24 P.S. §1-
111.1 to be conducted on staff assigned to the School, and on Community Coordinators, to 
the extent required by State law, and will maintain documentary evidence of such child 
abuse clearances, background checks, fingerprinting and employment history review 
process delineated in Act 168, 24 P.S. §1-111.1.  Pearson will provide documentary 
evidence of its compliance with this section, subject to any privacy restrictions or 
confidentiality requirements imposed by State law. 
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6. Handbooks. Develop and maintain an employee handbook and school handbook that shall be 

submitted to the School for review and adoption as needed throughout the school year. 
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Schedule 5 

Customer Success Partner Team: School Success Partner,  

Solutions Partner, and Academic Success Partner 

 

Pearson will provide the School a School Success Partner, a Solutions Partner, and an Academic 
Success Partner from the Customer Success Partner team whose responsibilities are set forth 
below.       
1. Solutions Partner Team. The Solutions Partner (sometimes referred to as “SP”) will serve as 

the first point of contact for School administrative and operational issues. Solutions Partners 
support issue resolution, business measurement and reporting, and support with data needs.  
a. Solutions Partners generally act as a liaison between Pearson and School providing support 

in relationship to: 
i. Day-to-day school operation concerns; 
ii. School and Pearson processes; and 

iii. Addressing school needs that require interfacing with other Pearson departments and 
requests.  

b. Solutions Partners help ensure processes related to marketing, enrollment, placement, 
instruction, product, curriculum, progress monitoring of students, and business functions 
are followed. 

2. Academic Success Partners Team. The Academic Success Partner is responsible for 
monitoring the Education Program to ensure the School is implementing it with fidelity to the 
Pearson model, including established protocols and interventions.  

a. The Academic Success Partner supports the School’s academic performance and 
operational health by providing guidance, oversight, and support on 
i. School Improvement Planning (SIP); 

ii. Problem solving; 
iii. Management; 
iv. Administrative Staff and School Staff Supervisor; 
v. Establishment of and adherence to School policy;  

vi. Analysis of School performance and other key data metrics; 
vii. Leadership development and concerns; and  
viii. Targeted intervention strategies. 

3. School Success Partner Team. The School Success Partner is responsible for supporting the 
CEO with respect to the academic, financial, and operational health of the School and will 
serve as Pearson’s first point of contact for the Governing Board or Authorizer, as applicable. 
a. School Success Partners generally act as a liaison between Pearson and School providing 

support in relationship to: 
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i. Address School strategic concerns; 
ii. Ensure delivery of the terms of the Agreement; and 
iii. Support the School relationship with the Authorizer 

4. School Success Partner Team Communication with School Leaders: 
a. All School Administrators, School Success Partners, Academic Success Partners, and 

Solutions Partners will participate in: 
i. A weekly Pearson School Leader Update (SLU) Information email includes updates or 

information on items that school leadership teams need to be aware of and/or complete. 
ii. Monthly School Leadership team meetings with all Pearson-affiliated full-time school  

principals, assistant principals, School Success Partners, Academic Success Partners 
and Solutions Partners to talk about timely topics. All Principals and Assistant 
Principals are encouraged to attend these monthly meetings. 

iii. Professional development sessions for school leadership team members. These include 
monthly meetings on school data, school improvement planning, and other topics. If 
the CEO is struggling in an area and requires professional development as directed by 
the Governing Board, these sessions may be assigned as mandatory professional 
development sessions. 

iv. Quarterly School Improvement update sessions: The School will report on the current 
results of their school improvement plan. These sessions are required  and should be 
attended regularly by the CEO, the leadership team, and anyone else at the School who 
owns one of the school action plans. Members of the Academic Success Partners, 
School Success Partners, and Solutions Partners teams will also attend. Schools are 
encouraged to invite other stakeholders. 

5. CEO and their assigned School Success Partner, Academic Success Partner and Solutions 
Partner will participate in: 

a. Weekly one-on-one check-in sessions to touch base and stay informed about:  
i. School Year Cycle topics; 
ii. School metrics; 
iii. School Improvement Planning (SIP); and  
iv. Daily school operations. 

These meetings/check-in sessions may include only the CEO or may include other 
members of the school leadership team at the CEO’s discretion. 

b. Performance management meetings, where the following will be discussed with the 
Academic Success Partners: 
i. Goal setting for CEO;  
ii. CEO performance level with improvement suggestions; 

iii. Improvement planning; and  
iv. Formalized performance review sessions (mid-year and end of year reviews) in 

consultation with the Governing Board. 
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Schedule 6 

Enrollment, Academic Placement and Public Information Campaign 

 

1. Enrollment and Academic Placement Processing. Implement and conduct the School 
enrollment process on behalf of the School, in accordance with placement and withdrawal 
policies and procedures adopted by the School in consultation with Pearson, and consistent 
with local, state and federal law.  
a. The School appoints Pearson as the School's agent throughout the enrollment and 

placement process for purposes of obtaining and delivering information from and to 
Students and Caretakers in connection with the enrollment and placement process. 

b. Pearson shall maintain a list of the Students enrolled in the School and shall provide such 
list to the School promptly upon request. 

c. Students shall be permitted to participate in dual enrollment programs to the extent 
permitted by State law and consistent with any dual enrollment requirements adopted by 
the School and its dual enrollment partners, if applicable. 

 
2. Public Information Campaign.  

a. Pearson, with the input of the School’s CEO or designee, will develop and implement a 
Public Information Campaign (“PIC”) to inform potential students, their Caretakers, and 
other interested parties about the Education Program. Pearson will not implement PIC 
initiatives promoted by the School that Pearson determines may have a negative impact on 
its brand identity and/or reputation in the Marketplace, including in connection with the 
School.  Any PIC shall include, but not be limited to, the creation, design and preparation 
of recruitment materials and advertisements; the preparing for and hosting of  information 
sessions and other events. PICs undertaken by Pearson shall include a combination of 
national and School-specific campaigns, launched to inform potential students about the 
School and/or Pearson and its Affiliates’ programs (including Pearson partner schools and 
programs) operating in the State.   

b. To the extent there is more than one Pearson supported school in the State, the School 
acknowledges aspects of the PIC will be designed to benefit all such schools located within 
the State. Enrollment Leads generated from such PIC will benefit all Pearson-supported 
schools in the State and shall be distributed among the schools in an equitable and neutral 
fashion with the goal of maintaining enrollment parity among all schools taking into 
consideration each respective school’s stated enrollment goals, except that, absent an 
enrollment cap, siblings of an existing student in a particular school will be placed in that 
same school, returning students, including students who withdraw and return, are placed in 
the school of initial enrollment, or students who specifically request a particular school are 
placed in the school of choice, or specific enrollment criteria of a particular school prohibits 
a particular student from being enrolled in that school. Once a school has reached its 
enrollment cap, efforts will be made to direct families to other Pearson-supported schools 
in the state until such a time as they have reached their enrollment cap, if any. 
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c. Any methods, processes, collateral, and Enrollment Leads that are obtained, developed 
and/or used in connection with the PIC is proprietary Pearson Confidential Information, 
and is the property of Pearson.  

d. Pearson maintains an Enrollment Lead database of all generated leads developed through 
Pearson’s PIC efforts, including Enrollment Leads who later enroll in a particular Pearson 
supported school. The Enrollment Lead database is the exclusive property of Pearson , 
regardless of whether an Enrollment Lead begins the enrollment process, converts to an 
enrolled student or takes no further steps toward enrollment after becoming an Enrollment 
Lead. Enrollment Leads and data received by Pearson on or after February 1 of the last 
Academic Year of the Term are presumed to be in support of schools that are Pearson 
customers during the Academic Year immediately following the last Academic Year of the 
Term and Customer has no right to benefit from such Enrollment Leads and data   

e. Pearson is authorized by School to access Student Records for communications directly 
with Caregivers and Students in support of the School’s education mission about education 
enrichment related opportunities of potential interest, including post-high school 
opportunities, clubs and activities, academic contests and competitions, summer school 
opportunities, internships, and job training opportunities. Pearson may authorize other 
Pearson-affiliated businesses to send such communications, so long as CEO approves of 
the communication content. 

f. Pearson will keep School’s CEO or designee apprised throughout the Term of the PIC 
details, including development and implementation.   

g. The School delegates responsibility for the PIC to Pearson and shall not undertake any 
independent PIC or other marketing activities without the express written consent of 
Pearson and then only under the terms Pearson establishes for any such independent PIC 
or other marketing activities.  

h. Public information and Enrollment Services supporting a given Academic Year commence 
during the prior Academic Year but are covered by invoices issued to the School on or after 
the first day of the Academic Year for which they are intended to benefit. For the sake of 
clarity, the public information and enrollment services related to the 2023-2024 school year 
may begin as early as January 2023, but the invoicing for them will not commence until on 
or after July 2023. Pearson will have no obligation to develop and implement a PIC or 
perform enrollment services for the Academic Year that follows any termination and non-
renewal of this Agreement. For example, if the Agreement terminates and non-renews on 
June 30, 2028, then during the 2027-2028 Academic Year, Pearson has no obligation to 
develop and implement a PIC to support the recruitment and enrollment of students for the 
2028-2029 Academic Year.  School is solely responsible for providing marketing and 
enrollment services to support the recruitment and enrollment of students for the 2028-
2029 Academic Year and may do so without Pearson’s involvement except, such services 
may not be provided in a manner that is disparaging of Pearson and may not use Pearson 
branding. 
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Schedule 7 

Student Records and Data 

 

1. Repository of School Records. The School hereby appoints Pearson its repository of electronic 
Student Records and other electronic School records, subject to the access, confidentiality, and 
privacy requirements of FERPA, the IDEA, Section 504, and other applicable State and federal 
law.  
a. Pearson will store and maintain such electronic records in accordance with state, local and 

federal law and consistent with commercially reasonable technical and organizational 
measures intended to protect against: (i) accidental or unauthorized destruction; (ii) 
accidental or intentional loss or alteration; or (iii) unauthorized disclosure or access.  

b. In the event the expiration or earlier termination of this Agreement, Pearson will maintain 
a repository of such records for a period of four (4) years following such expiration or 
earlier termination for no additional fee and School shall have full access to such records 
during such time period, regardless of any dispute between the Parties related to the terms 
or obligations under this Agreement.  

2. Student Records Support. In furtherance of its enrollment and placement related obligations 
set forth in this Agreement and in connection with its repository obligations set forth above: 

a. Pearson shall receive from Caretakers all Student Records on the School’s behalf that are 
submitted electronically through its secure, password-protected system. 

b. All Student Record information remain the property of the School, and, to the extent not 
immediately available through the School’s on-demand access, shall be provided to the 
School via a secure means without unreasonable delay upon written request for such 
information. To the extent permitted by law, Pearson may retain a copy of such records 
subject to the confidentiality requirements of this Agreement until such time as the School 
provides written notice requesting that specific records be returned to School or Destroyed. 

c. Pearson shall return to School or Destroy a particular Student’s Student Records within 30 
days of Pearson’s receipt of instructions from School to return or Destroy such Student 
Records.  

3. Protection of Student Records. Pearson and the School acknowledge and agree that pursuant 
to FERPA and any regulations promulgated thereunder, the Parties have certain obligations 
with regard to maintaining the security, integrity and confidentiality of “education records,” as 
that term is defined by FERPA (also referred to herein as “Student Records”). The Parties 
acknowledge that the School at all times owns the Student Records and each Party must 
perform its obligations under the Agreement in compliance with FERPA and any regulations 
promulgated thereunder. The School designates Pearson as performing an institutional service 
and having a legitimate educational interest in the Education Records.  Pearson shall remain 
under the direct control of the School with respect to the use and maintenance of the Education 
Records, subject to the terms of this Agreement and shall use the Education Records described 
hereunder only for authorized purposes and may not re-disclose and Personally Identifiable 
Information, as defined under FERPA, to other persons or entities, without the prior written 
authorization from the School to do so and such disclosure is permitted under FERPA.  Pearson 
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and the School shall also maintain Student Records in accordance with all other applicable 
laws and regulations. 

4. Confidential Information. Each Party shall maintain the confidentiality of Student Records in 
accordance with applicable federal and state laws as more fully set forth in Schedule 13 (Legal 
Terms). 

5. Aggregated Data. Student specific data, including corresponding Caretaker data, is the 
property of the School, Student and/or the Caretaker (“Student Information”). Pearson will not 
use any such School-owned Student Information for any non-school related purpose without 
obtaining the prior written consent of the School or the Student or Student's Caretaker (as the 
case may be).  
a. Pearson may freely aggregate School owned Student Information so long as such 

aggregated use does not reveal identifying characteristics that would enable a third party 
to determine the identity of any individual Student, including that Student's Caretaker.  

b. Unless otherwise prohibited by state of federal law, all such aggregated data shall be the 
property of Pearson. Pearson may freely use all such aggregated data and identify its source 
as being the School, upon prior notice and consent of the School.  

c. Pearson shall, from time to time, provide to the School reports in an electronic format 
requested by the School to the extent Pearson’s systems and capabilities permit. Upon 
receipt of such request from the School, Pearson will work with the School to formulate 
queries, formats and designs that will generate Student Information in a manner most useful 
to the School, based on the School's objectives and Pearson’s' existing capabilities. 

6. Communications from Pearson. School acknowledges and agrees that Pearson may 
periodically contact Authorized Users for the School in connection with the Education 
Program, as well as to inform Caretakers and Students of educational opportunities related to 
such Students’ academic pursuits in compliance with state and federal law. Unless prohibited 
by law, the School specifically consents to such communications being delivered to Caretakers 
and Students via the EMS e-mail portal and message boards, personal email to the extent such 
information is available, and direct mail. Pearson will not deliver communications to Students 
that constitute targeted advertising based on personally identifiable information from Student 
Records. Telephone communications will be limited to School related communications of an 
immediate nature that impact a Student's access to the Education Program or are related to the 
Student’s academic participation and/or academic achievement. By accessing the Licensed 
Collateral, the School and Authorized Users will be deemed to have consented to receive such 
communications.   
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Schedule 8 

Technology and Facility 

 

1. Technology. Pearson will provide the following Computer Technology and services associated 
therewith: 

a. School and Administrative Staff.  Pearson will provide and maintain in working condition 
Computer Technology for School Staff and the CEO. Any Computer Technology provided 
by Pearson will be the exclusive property of Pearson or its contractors and will be returned 
upon the termination of this Agreement or upon the termination of employment of such 
respective School Staff, whichever is sooner.  Notwithstanding the above, all School and 
Administrative Staff data files stored on the Computer Technology shall remain the 
property of the School and Pearson shall make reasonable efforts to provide those files to 
the School upon the termination of this Agreement or upon the termination of employment 
of such respective School Staff, whichever is sooner. 

b. Students.  Pearson will ensure access to technology is available to each Student enrolled 
with the School as required by law. Pearson will provide a laptop for all students and access 
to a printer. With the exception of printers, such Computer Technology will be the 
exclusive property of Pearson or its contractors and will be returned upon the termination 
of this Agreement, or when the Student is no longer enrolled, whichever is sooner. Pearson 
may invoice Students, unless prohibited by law, for Computer Technology not returned.  

c. Provide 24/7/365 technical support through on-line Help (in the EMS) and live phone 
support via Pearson Support Services to parents and students currently Monday-Friday 
8:00 a.m. to 11:00 p.m. (ET) and Saturday-Sunday 10:00 am – 7:00 pm (ET), and to staff 
Monday-Friday 8:00 a.m. to 8:00 p.m. (ET) (“Technical Support Hours”).  Technical 
Support Hours are subject to change.  While Pearson may assist in the installation of 
software related to the delivery of Related Services, it does not provide assistance with 
respect to the use and functionality of such software.   

d. Student Technology Support Stipend Administration. Pearson shall act as the agent for 
administering School’s Technology Support Stipend program.  Payment of the stipend will 
be facilitated by Pearson, which will be issued to the Caretaker (and in certain 
circumstances, the Student) according to the schedule outlined in the School handbook, 
which shall be consistent with the rate used in the development of the Budget, when 
applicable. The School’s student technology support stipend program will be limited to the 
eligibility and amount required by law unless Pearson has agreed to a program that exceeds 
the minimum required by law. 

2. Facility Support.  The School has elected to have Pearson, or its designee, provide the 
following Facility Management and Maintenance: 
a. Procure administrative office space on behalf of the School, subject to the School’s 

approval. Pearson or its designee will oversee the buildout of the office space to 
accommodate the needs of the School.   
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b. Provide management and maintenance responsibilities for the administrative office space 
on behalf of the School, including management and maintenance of equipment, furniture, 
and utilities.  

c. The office space shall continue to be compliant with the Americans with Disabilities Act 
and meet any other requirements of applicable law. 

d. If this Agreement is terminated prior to its expiration, any capital equipment or furniture 
and fixtures (“Capital Assets”) owned by Pearson and located in the facility may be 
purchased by the School at the then current book value as recorded on Pearson’s financial 
records. 

e. Any Capital Assets not otherwise the property of the Landlord pursuant to the terms of the 
lease, as well as any other furniture, equipment or fixtures purchased by Pearson on behalf 
of the School using federal or state grant funds or any other sources of public money, will 
continue to be deemed the property of the School. 
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Schedule 9 

School Responsibilities 

 

1. General. The School is responsible for monitoring the Education Program quality and efficacy, 
implementation of the Pearson model with fidelity, monitoring Student safety and well-being, 
and ensuring the School’s financial accountability, as well as adopting any necessary policies 
to comply with State law in oversight of the School, and overseeing Pearson’s day-to-day 
support of the School, except for those services to be performed by School under this 
Agreement.  

2. Employment. Employment responsibilities related to School Staff, as described on Schedule 3 
(Employment), including providing adequate staffing support and resources to fully implement 
the Connections Term. 

3. Benchmark Assessment Participation.  Mandate Student participation and Teacher engagement 
in all benchmark assessments, including Pearson offered SEL assessments, and as otherwise 
outlined in Schedule 1. 

4. Curriculum Modification Requests.   Engage the Solutions Partner with respect to all 
Curriculum Modification Requests as early as possible.  Information regarding timelines and 
process to be followed for Curriculum Modification Requests can be found at 
https://www.connectionsacademy.com/product-highlights/ . Pearson prioritizes Course 
Modification Requests that relate to or arise out of a change in regulatory standards. Pearson 
cannot guarantee other requested modifications will be available by the requested date, but will 
work with School to deliver such modifications within a commercially reasonable timeframe 
given complexity of request, resource availability, and other such relevant considerations.   In 
the event a specific Curriculum Modification Request cannot be implemented or Pearson is 
unwilling to implement any Curriculum Modification Request, Pearson shall provide School 
with a written explanation with specificity of its decision and engage School on other options 
available to it, given School’s motivation for the particular modification.   

5. Diplomas. Grant diplomas based on attainment of minimum requirements for graduation with 
a School diploma. 

6. Standardized Testing Administration. Administer all state required testing and other state 
mandated assessments. 

7. Collection of Funds. Except to the extent prohibited by State law, the School shall use 
reasonable efforts to assist in the collection of any amounts that are due from other 
governmental entities, federal, state and local, but shall not be responsible for any amounts that 
fail to be collected. 

8. Insurance. Maintain the insurance identified on Schedule 12. 

9. Student Data Transfer/Access Requests Made By School. School is responsible for 
determining that any School request for access to or transfer of Student personally identifiable 
information or School information to any third-parties, including government agencies, is 
appropriate, accurate and compliant with applicable local or School policies and procedures, 
as well as compliant with state or federal law, and for informing Pearson of any restrictions 
Pearson must follow in providing such requested access or transfer. To the extent permitted by 
law, the Customer shall hold Pearson harmless and indemnify Pearson regarding such access. 
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10. Abide by Established Protocols, Policies and Procedures. The School shall abide by all Pearson 
established protocols, policies and procedures in connection with the Education Program, 
including requirements for Course completion (including awarding of transfer credit where 
applicable), grade attainment and attendance in order to meet minimum requirements for 
graduation with a School diploma, and return and recovery policies in connection with the use 
of Pearson-provided Computer Technology and Instructional Materials. In the event School 
becomes aware of a known or potential conflict with federal, State or local law, that makes 
compliance with this paragraph impossible or impracticable, School shall immediately provide 
Pearson with written notification of the known or potential conflict and work with Pearson to 
satisfactorily resolve such conflict. During any period of time that the Customer fails to: (i) 
implement the Education Program with fidelity; (ii) timely and consistently implement any 
Customer Staff Improvement Plan; or (iii) take corrective action with regard to any issue(s), 
matter(s), or concern(s) related to implementation of the Education Program brought to the 
Customer's attention by Pearson, Pearson and its agents, employees, and assigns, will not be 
deemed to have engaged in any wrongdoing, misconduct, negligence, or default under 
Schedule 13 - Indemnification, of this Agreement. 

11. Connections Term.  Work with Pearson to faithfully implement the Connections Term 
consistent with its design. 

12. Regular Meetings. The School shall meet regularly with Pearson’s School Success  team to 
discuss updates related to the School operation and performance, CEO performance, as well 
as the parties’ relationship. 

13. Non-Pearson Computer Technology. In the event that the School elects to procure its Computer 
Technology for Students from a source other than Pearson, School shall provide written 
assurances to Pearson that the School or other third party will provide comprehensive logistical 
support services comparable to those provided by Pearson and will assume all liability related 
to any failure by the School to provide such services. 

14. Other Services. To the extent there are products and services not included in the Education 
Program and the School elects to contract with a third party other than Pearson for such 
products or services, it shall be the School’s sole responsibility to ensure that such products or 
services are provided consistent with the Budget and in accordance with any requirements of 
Charter School Law or other applicable law and any requirements in the Charter.   

15. Charter Agreement: The terms of the Charter Agreement effective as of ____________ by and 
between the School and the Authorizer (“Charter Agreement”) is a critical document, the terms 
of which were and remain fundamental to Pearson’s decision to enter into and remain a party 
to this Agreement. Customer hereby provides written assurances that it will not enter into any 
amendment to the Charter Agreement without consulting with Pearson. Failure to obtain such 
consultation prior to execution of any such amendment shall be considered a material breach 
of this Agreement.  Any amendment that materially changes Pearson’s ability to perform its 
obligations set forth in this Agreement or materially increases the cost to do so shall be grounds 
for termination.  
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Schedule 10 

Collection of Funds, Pricing and Payment Terms 

 

1. Pricing and Payment Terms:  
a. Payments. Pearson shall receive funds in accordance with the annual schedule of fees for 

services (the “Fee Schedule”), attached and incorporated hereto, which fees shall be subject 
to a two percent (2%) annual increase unless otherwise agreed to in writing by the parties.   

b. Invoicing.  

i. Pearson shall invoice School monthly, unless the Parties agree in writing otherwise. 
School shall remit payment to Pearson for these invoices within thirty (30) days of 
being presented for Governing Board approval.  The Parties may establish alternate 
payment arrangements by mutual agreement. In no event shall failure by Pearson to 
invoice School, in part or in full, constitute an abrogation of School’s obligation to 
make payment to Pearson as provided for in this Schedule.  

ii. Pearson may charge interest at the rate of one-half percent (0.5%) per month for any 
invoices paid more than sixty (60) days after the date of invoice, unless such failure to 
pay is the result of: (i) funds being withheld from Pearson due to a failure by Pearson 
to perform under the terms of this Agreement and then only to the extent School has 
timely notified Pearson of such failure; or (ii) delay by the State or any of the School’s 
students’ resident school districts to disburse funds due to School and School has 
insufficient funds on hand to timely pay the invoice along with other fixed expenses 
set forth in the Budget without receipt of such disbursement, in which event School 
shall use its best efforts to cause the funds to be disbursed and the shortfall will be paid 
as soon as reasonably practicable after the funds are received; or (iii) School or Pearson 
disputes any charges and then only for such disputed charges. School or Pearson, as the 
case may be, shall notify the other of any dispute and the basis for any dispute within 
five (5) days of receipt of the invoice and shall work to resolve the dispute within thirty 
(30) days. All amounts other than any amounts in dispute or amounts shall be paid 
according to the terms herein.  

2. School Funds. The School is responsible for using its portion of all funding it is entitled to 
receive under the Charter Agreement and not owed or reasonably to be owed to Pearson 
(“School Funds”) to pay all of the School’s required expenses, such as legal expenses, audit 
fees and insurance premiums. Further, the School shall exercise its discretion such that at no 
time shall the School fall into a forecasted, school year ending deficit, but rather will at all 
times reflect a forecasted, school year ending fund balance equal to or greater than the amount 
required by State law. Any costs required by the Charter Agreement not included in this 
Agreement shall be paid by the School. 

3. Payment Agent. The parties may agree to have Pearson or its designee act as its payment agent 
for various expenditures, in which case Pearson shall act as payment agent for payment of 
Customer Staff compensation during the Term, in accordance with the Budget. Pearson will 
submit to the Customer appropriate documentation evidencing payment of such expenditures 
and upon said submission shall be entitled to a dollar for dollar reimbursement for these 
expenses. All such payment agent services provided by Pearson or its designee shall be 
exclusively for expenses accruing in Academic Years covered by the Term. Pearson can, at 
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any time, request the Customer prepay the amount of the expenditure prior to issuing payment 
on the Customer’s behalf. 

4. Funding Collection. School shall work with Pearson to collect all Funding to which the School 
is entitled to receive. Pearson shall provide to the Governing Board any and all documentation 
required by State law to demonstrate compliance with respect to the use of the funds it receives 
for its services under this Agreement. 

5. Funds Character. All School funds received by the School, from whatever source, retain their 
character as charter school funds until such time as they are paid out to a third party, including 
Pearson, as payment for a service performed (or to be performed) for, or at the direction of, the 
School or for a product obtained at the direction of the School, at which time such monies paid 
to such third parties shall lose their charter school fund character. 

6. Budgets. The School will adopt an annual Budget for each year of the Term (July 1 – June 30) 
and the Parties agree that Pearson will present to the Governing Board (or its authorized 
designees or committees) a proposed Budget for each year of the Term.  The proposed Budget 
will include assumptions provided by Pearson.  The Parties will work in good faith to agree in 
writing on a final Budget for the initial year of this Agreement on or before July 1 of the initial 
school year, provided that the Governing Board shall consider the budget proposed by Pearson 
and will act to approve a final Budget not later than July 31 of the initial school year.  In 
subsequent years during the Term, Pearson will present a proposed Budget for the succeeding 
year by May Board meeting of the applicable year and the Governing Board shall consider the 
Budget proposed by Pearson and will act to approve a final Budget not later than June 30 of 
the applicable year.  In the event the School does not approve a final Budget by June 30 of the 
applicable year, the Parties agree that Pearson will continue to perform all of its responsibilities 
under this Agreement and will use the then current approved Budget and the corresponding 
Fee Schedule (amended to reflect the 2% annual increase) as the basis for operations until the 
Governing Board adopts a new Budget. Pearson will use the staffing model in existence as of 
such date to release new positions that need to be filled in order to accommodate the projected 
growth in enrollment for the following Academic Year, which will allow the School to recruit, 
hire, and train new staff in time for the start of the following Academic Year.   

7. State Audit Adjustments. To the extent that any adjustments as a result of a State audit are the 
result of Pearson’s failure to adequately perform its responsibilities under this Agreement, 
Pearson will be required to either, at the choice of Pearson: (i) return funds to the School in the 
amount determined as a result of a State audit adjustment; or (ii) to the extent that funds are 
withheld from future payments to the School, reduce amounts invoiced to the School by the 
amount funding is withheld. 

8. Protection Against Deficits and Service Credit. 

a. In the event that as of June 30 of each year during the Term, funds received  by the School 
from whatever source in a given Academic Year, whether from state, local, or federal 
government agencies, including but not limited to Federal Title funds, grants, income, or 
other funding sources (“Total Revenues”) are less than the School's expenditures, including 
payments to Pearson as well as those incurred and paid by the School, but excluding any 
payments for capital expenditures (the “Total Expenditures”), and in the event that the 
School does not have positive Net Assets (as defined in its annual audited financial 
statements) sufficient to offset the difference between Total Revenues and Total 
Expenditures, to the extent that any expenditures in excess of Total Revenues were 
included in the balanced Budget or were subsequently approved by both Parties in a written 
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Budget amendment, Pearson shall issue a credit or discount to the School to the extent 
required to maintain positive Net Assets at least equal to Ten Thousand Dollars ($10,000) 
(or higher if so required by law) as of each June 30 during the Term of this Agreement 
(“Service Credit”). Any credit or discount offered under this clause will not be recoverable 
by Pearson in subsequent years.  

b. In order for the School to qualify for such deficit protection, both Parties must formally 
approve the School's annual Budget and any amendments to it during the year, such Budget 
and amendment(s) to be reduced to a writing approved by both Parties.  To the extent the 
School engages in spending outside the approved Budget, as may be amended from time 
to time, the gross sum of such expenditures shall not be eligible for a Service Credit unless 
and then only to the extent expressly agreed to in writing by Pearson. For example, if at 
the end of year two (2) of the Term, the School runs a deficit of three hundred thousand 
dollars ($300,000) that would otherwise be eligible for a Service Credit and fifty thousand 
dollars ($50,000) of such deficit is attributable to expenses incurred on spending not 
approved in the School's annual Budget for that year, then only two hundred and fifty 
thousand dollars ($250,000) of such deficit is covered by the Service Credit.  Further, to 
the extent the fifty thousand dollars ($50,000) in spending is carried forward to future 
Academic Years, such spending shall not be covered by Service Credits in such future 
years unless and then only to the extent expressly agreed to in writing by Pearson. 

9. School Financial Services. Pearson shall:  

a. Provide accounting support services to the School, including providing all necessary 
supporting reports for all Pearson’s activities under this Agreement. 

b. Assist the School in the development of a Budget for the School's consideration and 
approval on an annual basis.  

c. Provide audit & agreed upon financial review support, as well as local, state and federal 
financial reporting support, and related consultation support to the Governing Board, its 
finance committee and its audit committee  

d. Serve as an invoice processor for payments and receipts for the School’s operations. 
Pearson will act as a pay agent on behalf of the School. All costs associated with the 
payment processing, however, remain the responsibility of the School and will be 
reimbursed at cost to Pearson.  In the event School requests invoice processing for an 
invoice Pearson reasonably believes (i) the School lacks sufficient funds to reimburse  
Pearson within thirty (30) days of presentation or (ii) timely reimbursing Pearson will result 
in the School not having sufficient funds to timely pay Pearson for services rendered 
pursuant to the terms of this Agreement or (iii), payment of such invoice is for services that 
supports the Customer for an Academic Year during which Pearson is not going to be 
providing services under this Agreement or a renewal of this Agreement, Pearson in its 
sole discretion, may refuse to process such invoice or require prepayment of the 
reimbursement as a condition of processing the invoice. Pearson will also act as a district 
billing processor on behalf of the School. Pearson will liaise with the School’s Office 
Manager to provide enrollment & support data, invoicing and cash receipts application. 
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Schedule 10 - Exhibit A  

Fee Schedule 

 

Schedule of fees for the Educational Program under the terms of the Agreement: 

Fee Type Rate Basis 

Upfront Fee-  Curriculum 
and Instructional Support 
Services (K-5)  

 
 

 

$425 Charged per each student enrolled anytime 
during the Academic Year.   

Upfront Fee -  
Curriculum and 
Instructional Support 
Services (6-12)  

 
 

 

$650 Charged per each student enrolled anytime 
during the Academic Year.   

Upfront Fee - 
Enrollment/Placement/St
udent Support Services 

$525 Charged per each student enrolled anytime 
during the Academic Year.  

Upfront Fee - Student 
Technology Assistance 
Services 

$605 Charged per each student enrolled anytime 
during the Academic Year.  

Monthly Fee -  
Curriculum and 
Instructional Support 
Services (K-5) 

$130 Charged per each student enrolled at the end of 
the month; measured monthly for nine months 
of the school year - 9/30, 10/31, 11/30, 12/31, 
1/31, 2/28, 3/31, 4/30, 5/31 (or last day of the 
school year) 

Monthly Fee -  
Curriculum and 
Instructional Support 
Services (6-12) 

 
 

 

$250  Charged per each student enrolled at the end of 
the month; measured monthly for nine months 
of the school year - 9/30, 10/31, 11/30, 12/31, 
1/31, 2/28, 3/31, 4/30, 5/31 (or last day of the 
school year) 
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Monthly Fee –  Student 
Connexus License 

 
 

 

$70  Charged per each student enrolled at the end of 
the month; measured monthly for nine months 
of the school year - 9/30, 10/31, 11/30, 12/31, 
1/31, 2/28, 3/31, 4/30, 5/31 (or last day of the 
school year) 

Curriculum 
Customization and 
Enhancements 

$15 Charged per each student enrolled at the end of 
the month; measured monthly for nine months 
of the school year - 9/30, 10/31, 11/30, 12/31, 
1/31, 2/28, 3/31, 4/30, 5/31 (or last day of the 
school year) 

Monthly Fee - 
Enrollment/Placement/St
udent Support Services 

$30  Charged per each student enrolled at the end of 
the month; measured monthly for nine months 
of the school year - 9/30, 10/31, 11/30, 12/31, 
1/31, 2/28, 3/31, 4/30, 5/31 (or last day of the 
school year) 

Monthly - School 
Operations Services 

$65  Charged per each student enrolled at the end of 
the month; measured monthly for nine months 
of the school year - 9/30, 10/31, 11/30, 12/31, 
1/31, 2/28, 3/31, 4/30, 5/31 (or last day of the 
school year) 

School Business Support 
Services 

$16 Charged per each student enrolled at the end of 
the month; measured monthly for nine months 
of the school year - 9/30, 10/31, 11/30, 12/31, 
1/31, 2/28, 3/31, 4/30, 5/31 (or last day of the 
school year) 

Monthly - School Staff 
Support Services 

$600  Charged per each staff member employed at 
the end of the month; measured monthly for 
nine months of the school year - 9/30, 10/31, 
11/30, 12/31, 1/31, 2/28, 3/31, 4/30, 5/31 (or 
last day of the school year 

 

Special Education 
Services 

$375 Charged per each IEP student at the end of the 
month; measured monthly for nine months of 
the school year - 9/30, 10/31, 11/30, 12/31, 
1/31, 2/28, 3/31, 4/30, 5/31 (or last day of the 
school year 

Facility Support Services $25,000 Charged annually per Location 

Percent of Compensation 
(Benefits Fee) 
 

24% Per actual gross wages and bonus accrual for 
all eligible School Staff .  (Not subject to 2% 
annual increase, but subject to periodic 
increase, not to exceed the actual fee charged to 
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each other U.S. located partner school 
supported by Pearson.) 

Optional Services   

Direct Course Instruction $2.75 Charged per student day; based on enrollment 
at a point in time each month in a Pearson 
Online Academy supported course (not subject 
to 2% annual increase) 

Substitute Teaching 
Services 

$300 Charged per day if service is provided by a 
teacher employed by Pearson Online Academy 
(not subject to 2% annual increase) 

 

Pearson will be reimbursed at cost (no mark-up and not included in table above) for all School 
Staff compensation expense as it is incurred.  School Staff compensation expense includes base 
salary, bonus and payroll taxes 

Except where noted, fees are subject to an annual 2% increase except where parties expressly 
agree otherwise in writing. 
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Schedule 11 

Notice Information 

 

Notices. All notices, consents and other communications under this Agreement shall be given in 
writing and shall be sent by and deemed to have been sufficiently given or served for all purposes 
as of the date it is delivered by hand, received by overnight courier, or within three (3) business 
days of being sent by registered or certified mail, postage prepaid to the parties at the following 
addresses (or to such other address as hereafter may be designated in writing by such party to the 
other party): 

If to Pearson:   Pearson Virtual Schools USA 
10960 Grantchester Way 
Columbia, MD 21044 
Attn:  General Manager 

  
With a copy to:  Pearson Virtual Schools USA 

10960 Grantchester Way 
Columbia, MD, 21044 
Attn: Legal 
E-mail: Legal-PearsonOBL@pearson.com 

  
If to the School: Pennwood Cyber Charter School 

 
Attn:  Governing Board Chair 

With a copy to: Nicole Snyder, Esquire 
McKenna Snyder, LLC 
350 Eagleview Boulevard, Suite 100 
Exton, PA  19341 
E-mail: nsnyder@mckennalawllc.com 
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Schedule 12 

Insurance 

1. Pearson Requirements.  Pearson will maintain and keep in force insurance policies and limits
no less than such amounts as outlined below, to cover insurable risks associated with operations
under this Agreement. The below limits of liability may be provided under the primary
insurance policies, or in a combination with the limits provided by an Umbrella or Excess
policy. If the terms of this Agreement include insurance procurement services on behalf of the
School, the School will be included as an additional named insured under the policies as
allowed by law, or Pearson shall procure stand-alone policies on behalf of the School with
similar coverage and limits, but in no event less than required by the charter, applicable law,
or both.

Workers’ Compensation insurance, including Employer’s Liability coverage with limits of 
at least $1,000,000 for each coverage provided thereunder. 
Employment Practices Liability in an amount no less than $5,000,000 each claim and in 
the annual aggregate. 
Commercial General Liability insurance with limits of at least $10,000,000 per occurrence 
and in the annual aggregate. 
Sexual Abuse and Molestation coverage with limits of at least $5,000,000 per each abusive 
conduct limit and in the aggregate. 

Automobile Liability insurance covering all owned, non-owned and hired vehicles in an 
amount no less than $1,000,000 each accident. 
Property Insurance for the agreed upon replacement cost value of personal property. 
Educator's Legal Liability insurance in an amount no less than $5,000,000 each claim and 
in the annual aggregate. 
Crime Insurance in the amount of no less than $500,000 each claim and in the annual 
aggregate. Each claim limit applies separately to Crime coverages: Employee Theft, 
Forgery or Alteration, Computer and Funds Transfer Fraud, Money Orders & Counterfeit 
Currency, and Money & Securities inside and outside the premises. 

Pearson will assist the School with procuring Directors and Officer's Insurance in the 
amount required by the Authorizer and/or State law, but in no event less than One Million 
Dollars ($1,000,000) in the aggregate. 

2. School Requirements.  Except for that insurance identified above, obtain and maintain the
insurance as may be required and/or permitted by applicable law and as appropriate in
connection with School’s responsibilities under this Agreement.  To the extent permitted by
applicable law and if explicitly authorized in writing by the School’s insurer, Pearson shall be
added as additional named insureds on all policies of insurance obtained and maintained by
and for the benefit of the School.  Additionally, for any facility leased directly and/or managed
by the School and any capital equipment or furniture and fixtures owned by the School will be
the responsibility of the School.
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Schedule 13 

Legal Terms – Charter School 

 

1. Term. The Term of this Agreement shall be as described on the cover page of this Agreement, 
Section 2. 

2. Termination. Any notice of early termination shall take effect at the closing of the last day of 
the Academic Year, unless otherwise agreed to by the Parties or provided for herein. Notices 
of termination must be made in writing and delivered to the addresses set forth herein no later 
than November 15 of the current Academic Year, unless another date is specifically provided 
for, and shall list all reasons for said early termination. Except as specifically provided for 
herein, this Agreement can only be terminated before its expiration as follows: 
a. By both Parties if they agree in writing to the termination. 

b. By either Party, immediately, if one (1) party materially breaches this Agreement and fails 
to cure the breach within thirty (30) days following written notification of the breach from 
the other Party. In the event objectively ascertainable reasonable efforts have been made 
to effect the cure and the breach at issue does not objectively lend itself to cure within that 
thirty (30) day period, then such additional time as necessary to complete the cure, but in 
no event longer than sixty (60) days following written notification of the breach; 

c. By Pearson, if the payments to which Pearson is entitled in Schedule 10 of this Agreement 
are materially reduced as a result of a change in funding provided to the School or 
applicable laws or regulations impose requirements that are materially different from those 
previously provided under this Agreement and Pearson is unwilling or unable to make the 
required changes. Termination under this provision may only take effect at the end of the 
then current Academic Year; 

d. By School, in the event that there is a material reduction in funding provided to the School 
below the amount for the prior Academic Year.  The School shall notify Pearson of its 
intent to terminate under this provision and provide Pearson thirty (30) days’ notice so that 
the Parties may work together to find alternative funding or other means to offset the 
reduction in revenue.  If the Parties are unable to find additional revenue or other means in 
the thirty (30) day time-frame, the School may terminate this Agreement and such 
termination shall be effective at the end of the Academic Year upon written notice to 
Pearson if notice or publication of such reduction is given during the Academic Year to 
which such reduction is applicable. 

e. By either Party, if there are unresolvable differences between the Parties relating to what 
the terminating Party, in its reasonable discretion, considers to be conduct that reflects 
materially and unfavorably upon the terminating Party’s reputation with respect to the 
manner in which the non-terminating Party carries out its responsibilities under the terms 
of this Agreement and the terminating Party provides the non-terminating Party with thirty 
(30) days written notice of its intent to terminate during which such time the Parties shall 
work in good faith to alleviate to the terminating Party’s satisfaction the circumstances 
giving rise to the unresolvable differences. Termination under this provision may only take 
effect at the end of the Academic Year in which such notice is given; 
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f. By School, if School determines, in its sole discretion, that the Education Program set forth 
in this Agreement does not meet the requirements for a publicly funded cyber charter 
school, as defined by applicable laws and regulations, but only if Pearson is unable to cure 
the identified deficiency within 60  days after being given reasonable notice of the 
deficiency and the requirements to cure the deficiency, and, in the event School determines 
Pearson’s cure efforts do not cure the deficiency, Pearson is provided reasonable time, 
which shall be no less than 30 days, to address the areas of deficiency identified by School.  
Any deficiency determination that arises out of or relates to a change in regulatory 
requirements that goes into effect after the Effective Date shall not be considered grounds 
for early termination under this provision until Pearson has been given adequate time 
(which shall be within a timeframe mandated by such regulatory change, to bring the 
Education Program into compliance with such change;   

g. By School, if School determines, in its sole and absolute discretion, after a Performance 
Review conducted in the manner and time prescribed in the Index of Defined Terms, that 
this Agreement should be terminated for failure to perform, but only if Pearson is unable 
to cure such deficiency after being given reasonable notice thereof specifying in detail the 
deficiency and the opportunity to cure any alleged deficiency in performance.  The 
determination as to whether Pearson has cured the deficiency shall be made in the sole and 
absolute discretion of the School; provided, however, that such determination shall be 
made by School no later than March 15 and shall not take effect until the close of the 
Academic Year in which said notice is given unless the Parties agree otherwise in writing.  
Any deficiency determination that arises out of or relates to a change in regulatory 
requirements that goes into effect after the Effective Date shall not be considered grounds 
for early termination under this provision until Pearson has been given adequate time 
(which shall within a timeframe mandated by such regulatory change, to bring the 
Education Program into compliance with such change;   

h. By either Party, immediately, following the nonrenewal or revocation of the Charter, 
following the exhaustion of all rights of appeal.  

3. Obligations on Termination. In the event this Agreement is terminated by either Party for any 
reason: 
a. Pearson shall provide reasonable assistance to School in the transition of the 

responsibilities from Pearson to the School or third-party service provider identified by 
School to minimize the disruption to the Students; provided, however, that this provision 
shall not apply if the Agreement was terminated due to School’s material breach thereof. 

b. Each Party will promptly (not later than thirty (30) days after the effective date of 
termination) return to the other party all Confidential Information, including but not limited 
to Student Records not already in the School’s possession or able to be obtained from 
Pearson through School’s access rights, which School Records shall be the property of the 
School, property and material of any type belonging to the other party, including but not 
limited to, electronic versions, hard copies and reproductions and will not retain copies of 
any such property or material except as may be expressly permitted in this Agreement or 
required by applicable law; 

c. All access to the EMS and other educational products and services contracted for herein 
shall be discontinued upon the effective date of any such termination;  
The School shall pay Pearson all undisputed amounts due under this Agreement upon the 
earlier of either their due dates or thirty (30) days after the effective date of termination. 
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School acknowledges and agrees this shall include fees associated with any services 
provided by Pearson for the Academic Year following a termination of the Agreement by 
its terms or under Paragraph 2 of this Schedule 13, including but not limited to, PIC, 
enrollment and School specified curriculum modification requests, which began during the 
Academic Year preceding the termination.  

d. School's license to use the Licensed Marks shall immediately terminate, except as 
expressly permitted in this Agreement. The School agrees that within thirty (30) calendar 
days from the date of termination, all references to “Connections Academy” or “Pearson”, 
and any other Licensed Marks shall be removed from the School's signage, stationary, 
website, marketing materials and any other material or location it appears. 

4. Grant of Rights and Access. 

a. License. Pearson hereby grants to the School a non-exclusive, nontransferable, royalty-
free, limited license during the Term of the Agreement for Authorized Users to access and 
use the EMS and the Content and Instructional Materials and other Intellectual Property 
contained in the EMS (collectively the “Licensed Collateral”). The School’s right to access 
and use the Licensed Collateral is solely for the intended purpose for which the access is 
granted and is subject to Pearson’s Intellectual Property provisions of this Agreement set 
forth below. Pearson may update the features and functions of the EMS from time to time. 
Any right to use the Content and Instructional Materials shall be solely for the applicable 
Course for which a Student is enrolled or that an Authorized User is otherwise authorized 
to access. 

b. Permitted and Prohibited Uses. All rights not expressly granted to the School and 
Authorized Users pursuant to the Agreement are reserved to Pearson, and any uses of the 
Licensed Collateral by the School and Authorized Users not expressly permitted in the 
Agreement are strictly prohibited.  

c. Unless otherwise authorized by Pearson in furtherance of the delivery of Education 
Program related services, School will not, and will not permit Authorized Users, School’s 
employees or agents or any third party to: (i) access the Content and Instructional Materials 
or the EMS, except in connection with Courses for which a Student is enrolled; (ii) use the 
Curriculum, Content and Instructional Materials except in strict compliance with the 
Agreement and the Terms of Use; (iii) copy, reproduce, modify, alter, transfer, transmit, 
perform, publish, display, sub-license, distribute, circulate provide access to, rent, or create 
Derivative Works from the Content and Instructional Materials or any portion thereof; (iv) 
decompile, reverse engineer, disassemble, or otherwise determine or attempt to determine 
the source code (or the underlying ideas, algorithms, structure or organization) of the 
Content and Instructional Materials or of the EMS; (v) upload files that contain viruses, 
Trojan horses, worms, time bombs, cancel bots, corrupted files, or any other similar 
software or programs that may damage the operation of the EMS; (vi) take any actions  that 
may circumvent, disable, damage or impair the control or security systems of the EMS or 
the Content and Instructional Materials, nor allow or assist a third party to do so; (vii) use 
the Content and Instructional Materials in a manner that disparages the EMS, Content, 
Instructional Materials, Pearson or its content providers, or in any manner that Pearson 
may, in its sole discretion, deem inappropriate; or (viii) disclose Log-In Information or 
permit access to the EMS and/or the Content and Instructional Materials by unauthorized 
persons using an Authorized User's Log-In Information. 
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d. Usage Guidelines and Rules of Conduct. The School (including its employees and agents)
and Authorized Users may use the Licensed Collateral for bona fide educational and other
contracted-for purposes only. The School will comply and assure compliance by its
employees, agents and the Authorized Users with Terms of Use of the EMS, Privacy
Policy, and other applicable Pearson policies, as may be updated from time to time by
Pearson in its sole discretion. The Privacy Policy and Terms of Use are posted on the
Website and are accessible from the EMS login page. The School acknowledges that
Pearson may also institute basic rules for academic and personal conduct for Authorized
Users’ use of the Licensed Collateral, and that Pearson will enforce those rules in its sole
discretion, including terminating access for Authorized Users in the event of their failure
to adhere to those rules. Included in the rules of conduct are prohibitions against any
Authorized User’s attempt to make inappropriate communication or contact with any other
Authorized Users through the EMS, as well as, hacking, viral infection, or other technical
attempts to gain unauthorized access to or cause damage to the EMS. The School shall
immediately provide Pearson with written notice of any unauthorized use or distribution of
the Content, Instructional Materials, or Education Program of which the School becomes
aware and shall take all necessary steps to ensure that such unauthorized use or distribution
is terminated.

e. Security and Use of Passwords. Each Authorized User will have a username and password
for the purpose of accessing the EMS and the Content and Instructional Materials (the
“Log-In Information”). The School and its Authorized Users must keep all Log-In
Information strictly confidential, and all Log-In Information may be used only by the
assigned Authorized User. The School and its Authorized Users are responsible for
maintaining the security and confidentiality of all Log-In Information, and for preventing
access to the EMS and/or the Content and Instructional Materials by unauthorized persons
using an Authorized User's Log-In Information. Unauthorized access to or use of the EMS
and/or the Content and Instructional Materials by someone using an Authorized User's
Log-In information may be attributed to such Authorized User.

f. Availability and Support. Pearson strives to provide access to the EMS twenty-four (24)
hours per day, seven (7) days per week; however, it is anticipated that there will be periodic
system interruptions due to occasional computer technology failures, system maintenance
and updates, and/or internet provider service interruptions and that those interruptions may
be for an extended period of time during times of social disruption; a cyber-security
incident, or catastrophic system failure. Any system access failures resulting from
degradation or loss of internet access is outside the control of Pearson and cannot be
attributed to Pearson.

g. School Name.  During the Term, Pearson grants a limited, royalty free, nontransferable
license for the duration of the Term, unless terminated earlier as described herein, to use
the Star person design mark in proximity to its School name, Pennwood Cyber Charter
School, the School being operated under the terms of this Agreement. Any aesthetic
changes, such as font and color scheme, to the Star person design mark or other design
mark that Pearson adopts to be used in proximity to the School name, School agrees to
adopt as requested by Pearson. The School agrees that Pearson is permitted to place in
proximity to the School’s name an endorsement, including but not limited to “by Pearson.”
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h. Social Media.  As part of its public relations and marketing service offering to School,
Pearson has agreed to develop, manage and maintain a website and other social media
presence, which currently consists of a Facebook page, but may expand to other social
media platforms such as Instagram and Twitter (collectively “Social Media Channels”),
exclusively for the use of the School. The design, branding/name, URL, content (including
quoted material from School teachers and families obtained by Pearson) are for use on the
website and Social Media Channels, and are developed and maintained by Pearson. School
is hereby granted a beneficial license to the website and Social Media Page Channels
during the term of this Agreement, and any extension thereto. School is prohibited from
creating branded Social Media Channels without the express written consent of Pearson,
which consent can be freely can be freely withheld,  Updates to the website or Social Media
Channels, except updates required by law, shall no longer be made as of February 20 of
the last year of the Term and Social Media Channels will be deactivated as of April 30 of
the last year of the Term. Further, except for graduation support, no School specific public
relations services will be provided after April 30 of the last year of the Term. Under no
circumstances is School permitted to copy and paste or use any content from Pearson’s
developed and maintained website and Social Media Page Channels to its collateral. All
search history, metadata, and similar attributes of use of the website and Social Media Page
Channels inure to the exclusive benefit of Pearson.

5. Trademarks.

a. Pearson and its Affiliates are the owners of various trademarks, service marks, logos, or
trade names used in its business of providing Education Program. Pearson trademarks can
be found at:
https://www.connectionsacademy.com/Portals/75/documents/trademarks/common-law-
trademarks.pdf (collectively, the “Licensed Marks”). Pearson grants to the School a non-
exclusive, non-transferable, royalty-free sub-license to use the Licensed Marks during the
term of this Agreement solely in connection with the performance of this Agreement and
subject to pre-approval of such use by Pearson. The School agrees to use the Licensed
Marks in accordance with any trademark usage guidelines provided by Pearson, the most
up-to-date version of which can be found at: http://www.connectionsacademy.com/terms-
of-use/trademark-guidelines.aspx. Pearson retains all right, title and interest in and to the
Licensed Marks and any related proprietary rights not expressly granted to the School
hereunder. All goodwill attributable to the Licensed Marks will inure exclusively to the
benefit of Pearson.

b. Upon termination of this Agreement, the School’s license to use the Licensed Marks shall
immediately terminate, except as expressly permitted in this Agreement or by applicable
law. The School agrees that within thirty (30) calendar days from the date of termination,
all references to “Connections Academy”, and any other Licensed Marks shall be removed
from the School’s signage, stationary, website, marketing materials and any other material
or location it appears.

6. Intellectual Property.

a. Limitations on Use. The Licensed Collateral, including but not limited to, the EMS and all
technology, programs, services, and materials hosted thereon, the Curriculum, all tangible
and intangible education materials, all Pearson trademarks and copyrighted works  are the
Intellectual Property of Pearson. The School’s right to use and benefit from said Intellectual
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Property is limited to its license rights set forth in this Agreement and shall terminate 
automatically with the termination of expiration of this Agreement.  

b. No Sale. Nothing in this Agreement shall be interpreted to be a sale or transfer of ownership 
interest from Pearson to the School, School Staff, Students, Caretakers, or Learning 
Coaches.  

c. No Use of School Funds to Develop or Procure. No School funds shall be used by Pearson 
to develop or procure Courses or Content or Instructional Materials or improvements to 
the EMS, provided, however, any School funds paid to Pearson for provision of the 
Education Program hereunder, once paid, shall not be deemed to be School funds. 

7. Confidentiality.  

a. Confidential Information. The receiving Party shall use the Confidential Information of the 
disclosing Party only in connection with the furtherance of the business relationship 
between the Parties, and the receiving Party shall make no further use, in whole or in part, 
of any such Confidential Information. The receiving Party agrees not to disclose, deliver 
or provide access to all or any portion of the disclosing Party’s Confidential Information 
to a third party or to permit a third party to inspect, copy, or duplicate the same. The 
receiving Party will disclose Confidential Information only to its employees and agents 
who have a need to know such Confidential Information in connection with the 
performance of the Agreement and who are under a written obligation to protect the 
confidentiality of such Confidential Information. The receiving Party will treat the 
Confidential Information with the same degree of care and confidentiality that the receiving 
Party provides for similar information belonging to the receiving Party that the receiving 
Party does not wish disclosed to the public, but not less than holding it in strict confidence. 

b. Student Records. Pearson and the School acknowledge and agree that pursuant to FERPA 
and any regulations promulgated thereunder, the Parties have certain obligations with 
regard to maintaining the security, integrity and confidentiality of “education records”, as 
that term is defined by FERPA (also referred to herein as “Student Records”). The Parties 
acknowledge that the School at all times retains ownership of Student Records and that 
each party must perform its obligations under the Agreement in compliance with FERPA 
and any regulations promulgated thereunder. Pearson and the School each designate the 
CEO, School Staff, School, third party service providers (including Pearson and volunteers 
who are providing educational and/or administrative services to the Students as agents of 
the School) as individuals having a legitimate educational interest and thus entitled to 
access education records under FERPA. Pearson and the School shall also maintain Student 
Records in accordance with all other applicable laws and regulations 

c. Exceptions. The foregoing shall not prevent the receiving Party from disclosing 
Confidential Information that must be disclosed by operation of law, provided: (i) the 
receiving Party shall promptly notify the disclosing Party of any such request for disclosure 
in order to allow the disclosing Party full opportunity to seek the appropriate protective 
orders, and (ii) the receiving Party complies with any protective order (or equivalent) 
imposed on such disclosure. It is understood and agreed that this is not intended to permit 
the disclosure of education records referenced in the sub-section above, unless permitted 
by Applicable Law. 
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d. Directory Information. To the extent permitted by law, Pearson is authorized by School 
without submitting a formal public records request, to request Directory Information from 
School for purposes of supporting Pearson’s advocacy efforts on School’s behalf and for 
communicating with families about other educational opportunities available through 
Pearson or its affiliated businesses. 

e. Return of Confidential Information. The receiving Party agrees that it will, within ten (10) 
days after written request by the disclosing Party, return to the disclosing Party, or at the 
option of the disclosing Party, destroy and certify in writing the destruction of, all 
Confidential Information received from the disclosing Party, including copies, 
reproductions, electronic files or any other materials containing Confidential Information. 

f. Remedy for Breach. The Parties acknowledge that monetary damages may not be a 
sufficient remedy for unauthorized disclosure of Confidential Information and that a 
disclosing Party shall be entitled, without waiving any other rights or remedies, and without 
the posting of bond or other equity, to such injunctive or equitable relief as may be deemed 
proper by a court of competent jurisdiction.  

8. Indemnification. 

a. Indemnification Obligations. Each party shall defend, indemnify, save and hold harmless 
the other Party, its Affiliates, Parent, subsidiaries and its respective directors, officers, 
agents and employees (together “Indemnified Party”) against and from any and all claims, 
actions, liabilities, costs, expenses, damages, injury or loss (including reasonable attorney's 
fees) made, brought, incurred, or alleged by any third party (“Claim”) to which the 
Indemnified Party, its Affiliates and their respective directors, officers, agents and 
employees may be subject to liability by reason of any wrongdoing, misconduct, 
negligence, willful misconduct or default by the Indemnifying Party, its agents, employees, 
subcontractors, or assigns in connection with the performance of this Agreement. This 
indemnification, defense and hold harmless obligation on behalf of Indemnifying Party 
shall survive the termination of this Agreement. 

b. Indemnification Procedure. The Indemnified Party will: (a) promptly notify the 
Indemnifying Party in writing of any claim, loss, damages, liabilities and costs, and for 
third party claims, (b) allow the Indemnifying Party to control the defense, including 
selection and appointment of legal counsel, and (c) reasonably cooperate with the 
Indemnifying Party in the defense and any related settlement negotiations. In addition to 
any defense provided by the Indemnifying Party, the Indemnified Party may, at its expense, 
retain its own counsel. If the Indemnifying Party does not promptly assume the Indemnified 
Party’s defense against any third-party claim, the Indemnified Party reserves the right to 
undertake its own defense at the Indemnifying Party’s expense.  

9. Power and Authority; Authorization. Each Party has the power and authority to execute and 
deliver this Agreement and to perform its respective obligations hereunder. The School has 
provided and will provide Pearson with the authority and power necessary and proper to 
undertake its obligations and responsibilities pursuant to this Agreement. 

10. Sales Tax, Gross Receipts Tax or Other Business Tax (collectively “Business Tax”). The 
School shall provide Pearson with support that it is tax exempt. The School shall be responsible 
for all state or local Business Tax assessed, if any, based on the Education Program provided 
by Pearson hereunder, regardless of whether such law assigns responsibility for payment of 
the tax to Pearson.  
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11. Limitation of Liabilities. In no event will either Party, or such Party’s Affiliates, directors, 
officers, employees, or agents, be responsible or liable for the debts, acts or omissions of the 
other Party or such Party’s Affiliates, directors, officers, employees, or agents. 

12. Governing Law. This Agreement shall be governed and controlled by the laws of the State of 
Pennsylvania. Any legal actions prosecuted or instituted by any party under this Agreement 
shall be brought in a court of competent jurisdiction located in that state, and each party hereby 
consents to the jurisdiction and venue of any such courts for such purpose, provided, however, 
that nothing herein shall be deemed to be a waiver of its right to remove an action to federal 
court when such court’s subject matter and/or personal jurisdiction exists. 

13. Dispute Resolution. Any dispute arising out of or relating to this Agreement shall be resolved 
in accordance with the procedures specified in this Section, including disputes related to 
whether a Party has breached this Agreement, unresolvable difference between the Parties, or 
School’s payment of sums owed to Pearson under this Agreement.  
a. Negotiation. The parties agree to negotiate in good faith all disputes arising out of or 

relating to the rights and obligations of the Parties, as set forth in this Agreement and/or 
established by applicable law. Any dispute not resolved within the normal course of 
business shall be referred to the SVP, Business Development and School Success for 
Pearson and the Governing Board President for School or his/her designee, for discussions 
related to the nature of the dispute and an agreed course of action as to how to resolve the 
dispute or to other such persons within the organization of Pearson and the School as either 
Party may so assign. 

b. Mediation. In the event the Parties are unable to fully resolve a dispute through negotiation, 
each Party agrees to submit all unresolved disputes to nonbinding mediation pursuant to 
processes and procedures mutually agreed upon by the Parties. In the event the Parties are 
unable to agree to such processes and procedures, the Parties agree to submit the matter to 
a third party agreed upon by the Parties, who will establish the processes and procedures 
by which such unresolved disputes will be mediated. In the event the dispute arises out of 
an early termination provision allowing for a cure period, mediation must occur within the 
cure time frame permitted under such provision.  

c. Confidentiality. The Parties agree to treat all discussions and sharing of documents related 
to this Section 11 as confidential and not subject to disclosure to any third party to the 
extent permissible by law, except as consented to by the disclosing Party. In the event the 
Parties are unable to resolve such dispute through nonbinding mediation, to the extent such 
dispute remains unresolved, each Party, upon providing the other Party ten (10) calendar 
days' notice of its intent to do so, may pursue their respective contractual, administrative, 
legal and/or equitable remedies available to them in order to fully resolve such dispute. 

14. Attendance at Meetings. The Parties agree that during the Term, Pearson is hereby invited 
(through a Pearson-designated individual or individuals) to attend all Governing Board closed 
session meetings except to the extent such attendance: (i) is prohibited by applicable law; (ii) 
will result in a waiver of the attorney/client privilege; (iii) will result in Pearson being present 
during discussions concerning negotiations regarding the renewal or termination of this 
Agreement, or (iv) will result in Pearson being present during discussions regarding such other 
matter with respect to which Pearson has a conflict of interest. 
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15. Non-Discrimination. Neither Pearson nor the School will discriminate against any person on
the basis of race, creed, color, sex, national origin, religion, ancestry, sexual orientation or
disability, or any other basis prohibited by federal or State law.

16. Severability. If any provision of this Agreement is held to be invalid or unenforceable, it shall
be ineffective only to the extent of the invalidity, without affecting or impairing the validity
and enforceability of the remainder of the provision or the remaining provisions of this
Agreement. If any provision of this Agreement shall be or become in violation of any federal,
state, or local law, such provision shall be considered null and void, and all other provisions
shall remain in full force and effect; provided, however, that if such nullification, in Pearson’s
sole discretion, materially affects Pearson’s ability to provide the Education Program, Pearson
may terminate this Agreement.

17. Successors and Assigns. The terms and provisions of this Agreement shall be assignable by
either party only with the prior written permission of the other, which consent shall not be
unreasonably withheld; provided that a change in control of Pearson or its managing member
or an assignment from or to a wholly owned subsidiary of Pearson, notice of which shall be
provided by Pearson to School, shall not be deemed a violation of this Agreement if such
assignment is made without prior written permission.

18. Complete Agreement; Modification and Waiver. This Agreement, including all schedules
attached thereto, constitutes the entire agreement between the Parties with respect to the matter
contained herein and supersedes all prior and contemporaneous agreements, warranties and
understandings of the Parties. There are no agreements, representations or warranties of any
kind except as expressly set forth in this Agreement. No supplement, modification or
amendment of this Agreement shall be binding unless executed in writing by both Parties,
provided, however, the Parties may execute written amended (including restated) schedules
without amending the entirety of the Agreement. Unless any amendment results in a
modification of fee for services or other remuneration to either party, the SVP, Business
Development and School Success is authorized by Pearson to execute schedule amendments.
No waiver of any provision of this Agreement will be effective unless it is in writing and signed
by the Party to be charged with such modification, and no such waiver will constitute a waiver
of any other provision(s) or of the same provision on another occasion.

19. Force Majeure. If any circumstance should occur that is not anticipated or is beyond the control
of a Party or that delays or renders impossible or impracticable performance as to the
obligations of such Party, the Party’s obligation to perform such services shall be postponed
for a period equal to the time during which such circumstance shall extend, or, if such
performance has been rendered impossible by such circumstance, shall be cancelled.

20. No Third-Party Rights. This Agreement is made for the sole benefit of the Parties. Except as
otherwise expressly provided, nothing in this Agreement shall create or be deemed to create a
relationship among the Parties or any of them, and any third party, including a relationship in
the nature of a third-party beneficiary or fiduciary.

21. Professional Fees and Expenses. Each Party shall bear its own expenses for legal, accounting,
and other fees or expenses in connection with the negotiation of this Agreement.

22. 501(c)(3) Status. The Parties agree to negotiate in good faith an amendment to this Agreement
to cure any IRS cited defect in the Agreement that will impede the issuance of a determination
from the IRS that the School is a tax exempt organization under Internal Revenue Code Section
501(c)(3) (only applicable where a school has applied for 501(c)(3) designation).
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23. Counterparts. This Agreement may be signed in counterparts, which shall together constitute 
the signed original Agreement. 

24. Compliance with Laws, Policies, Procedures, and Rules. Each Party will comply with all 
applicable federal and state laws and regulations including all the specific requirements of the 
Charter, applicable local ordinances and the School’s policies whether or not specifically listed 
in this Agreement.  

25. Interpretation of Agreement. The Parties hereto acknowledge and agree that this Agreement 
has been negotiated at arm’s length and between Parties equally sophisticated and 
knowledgeable in the subject matter dealt with in this Agreement. Accordingly, any rule of 
law or legal decision that would require interpretation of any ambiguities in this Agreement 
against the party that has drafted it is not applicable and this Agreement shall be interpreted in 
a reasonable manner to affect the intent of the parties as set forth in this Agreement. 

26. Headings; Exhibits. The section headings contained herein are for convenience only and shall 
not in any way affect the interpretation or enforceability of any provision of this Agreement. 
All schedules and exhibits to this Agreement are incorporated herein and shall be deemed a 
part of this Agreement as fully as if set forth in the body hereof. 

27. Authority to Enter into Agreement.   Each Party represents and warrants that it has the right, 
power, and authority to enter into this Agreement, to become a Party hereto and to perform its 
obligations hereunder. This Agreement is a legal, valid and binding obligation of such Party, 
enforceable against such Party in accordance with its terms.  Each Party further warrants that 
the individuals who have signed this Agreement have the legal power, right, and authority to 
make this Agreement and to bind each respective Party. 

28. Electronic Signatures. This Agreement and related documents may be accepted in electronic 
form (e.g., by scanned copy of the signed document, an electronic or digital signature or other 
means of demonstrating assent) and each Party’s acceptance will be deemed binding on the 
Parties. This Agreement may also be signed in counterparts, which shall together constitute 
the signed original Agreement. Each Party acknowledges and agrees that it will not contest the 
validity or enforceability of this Agreement and related documents, including under any 
applicable statute of frauds, because they were accepted or signed in electronic form. Each 
Party further acknowledges and agrees that it will not contest the validity or enforceability of 
a signed scanned PDF or facsimile copy of this Agreement and related documents on the basis 
that it lacks an original handwritten signature. Facsimile and scanned PDF signatures shall be 
considered valid signatures as of the date hereof. Computer maintained records of this 
Agreement and related documents when produced in hard copy form shall constitute business 
records and shall have the same validity as any other generally recognized business records. 

29. Survival. The rights and responsibilities the Parties with respect to Fees and State Audit 
Adjustments; Trademarks; Derivative Works; Confidentiality; Obligations on Termination; 
Indemnification; Limitation of Liabilities; Notice; Governing Law; Resolution of Disputes; No 
Third-Party Rights; Professional Fees and Expenses; Compliance with Laws, Policies, 
Procedures and Rules; Interpretation of Agreement; and Status and Relationship of Parties, 
shall survive the termination of this Agreement.  

30. Status and Relationship of the Parties. Pearson is a limited liability company organized under 
the laws of the State of Delaware and is not a division or a part of the School. The School is 
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the governing board of a Statewide public cyber charter school authorized by State law and is 
not a division or part of Pearson. The Parties intend that the relationship created by this 
Agreement is that of an independent contractor and not employer-employee. No agent or 
employee of Pearson shall be deemed to be an agent or employee of the School. Pearson shall 
be solely responsible for its acts and the acts of its agents, employees and subcontractors, and 
the School shall be solely responsible for its acts and the acts of its agents, employees and 
subcontractors. The relationship between Pearson and the School is based solely on the terms 
of this Agreement, and the terms and conditions of any other written agreement between 
Pearson and the School. The Parties acknowledge that Pearson has the right to provide the 
Education Program to others within and outside of the State. 
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Schedule 14  

Index of Defined Terms – Pennwood Cyber Charter School 

“Academic Year” shall mean the school year as defined by the School Calendar under which 
the School operates. 

“Administrative Staff” means any and all individuals employed by or otherwise providing 
administrative services for or on behalf of the Education Program operated by the School, 
including but not limited to the CEO, Special Education Director, and other administrative 
staff and personnel whose primary job responsibilities involve day to day operation of the 
School, including oversight of Teaching Staff.  

 “Affiliates” means any entity controlling, controlled by or under common control with another 
entity. With respect to Pearson, Affiliate shall also include Pearson plc and its Affiliates. For 
the purposes of this definition, “control” means the possession, directly or indirectly, of the 
power to direct the management and policies of an entity whether through the ownership of 
voting securities, registered capital, contract or otherwise.  

“Applicable Law” is defined herein as the Constitution of the United States, Constitution of 
the State, the State education laws and/or code, the federal Elementary and Secondary 
Education Act, the federal Individuals with Disabilities in Education Act, other applicable 
federal, state or local statutes, ordinances and regulations, any amendments to or recodification 
of the aforementioned laws, and other binding rulings applicable to cyber public charter 
schools in the State. 

“Authorizer” shall mean the Pennsylvania Department of Education. 

“Authorized Users” shall mean the Students, Caretakers, Teachers, Instructional Aides, 
Administrative Staff, Learning Coaches, and School authorized Governing Board members to 
access the EMS, the Content, Instructional Materials and Courses pursuant to the terms of this 
Agreement.  

“Caretaker” shall mean the parent(s), legal guardian(s) or another individual designated by a 
parent or legal guardian as a Student’s Caretaker. 

“Charter” shall mean the authorization to operate a cyber charter school granted by the 
Authorizer. 

“Charter School Law” shall mean the applicable laws and regulations governing charter 
schools as codified in statutes and code of regulations of the State of Pennsylvania. 

“Community Coordinators” shall mean individuals who volunteer their services to coordinate 
school-sanctioned community activities and field trips that enhance the educational experience 
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of Students and provide them with the opportunity to engage other Students residing in the 
immediate geographic area who also attend the School.  

“Computer Technology” shall mean (a) computer hardware, software, or both, that shall meet 
or exceed any specifications required by law, for each eligible student in which one (1) or more 
Students reside, and (b) any computer hardware, software, or both, required by Administrative 
Staff or Teachers.  

“Confidential Information” shall mean proprietary business, technical and financial 
information of each of the Parties, including for example and without limitation, each party’s 
respective information concerning: (a) business strategy and operations such as business plans, 
methods, marketing strategies, outreach plans and sales information, pricing information and 
School and prospect lists, the identities and locations of vendors and consultants providing 
services or materials to or on behalf of the disclosing party; (b) product development such as 
product designs and concepts; (c) financial information such as budget and expense 
information, economic models, pricing, cost and sales data, operating and other financial 
reports and analysis; (d) human resource information such as compensation policies and 
schedules, employee recruiting and retention plans, organization charts and personnel data; (e) 
unpublished educational content, curricula, teaching outlines, lesson plans, testing processes 
and procedures; (f) Student Records and other student-related or parent-related personal 
information; (g) the terms of this Agreement; (h) login and password information for the EMS; 
(i) technical information such as development methods, computer software, research, 
inventions, the design and operation of the EMS; and (j) other similar non-public information 
that is furnished, disclosed or transmitted to the receiving party or to which the receiving party 
is otherwise given access by the disclosing party, orally, in written form, in any type of storage 
medium, or otherwise. Confidential Information, in whatever form provided, shall remain the 
exclusive property of the disclosing Party at all times, and the Parties hereby acknowledge and 
agree that all such Confidential Information of a Party are its trade secrets. Except as 
specifically provided for herein, nothing contained in this Agreement shall be construed as 
granting or conferring any rights in any Confidential Information disclosed to the receiving 
Party, by license or otherwise.  

“Content” means the components of a Course and/or Service Delivery Resource (as each is 
defined herein) licensed, designed, developed, owned or provided by Pearson and its third 
party content partners and delivered in an online format through the EMS (as defined herein) 
or in an offline format (textbooks and other materials) to teach students in various subjects in 
grades K–12 and/or to deliver resources in connection with the Services (defined herein). 
Content may include the courseware, data, documentation, text, audio, video, graphics, 
animation, drawings, programming, icons, images, pictures and charts, Teachlet® tutorials 
and LiveLesson® sessions. Pearson reserves the right to add Content, withdraw Content, 
modify and/or offer substitute Content, in its sole discretion, provided that the School will 
receive reasonable notification concerning any substitution or withdrawal that is substantial.   

“Course(s)” shall be comprised of a set of lessons and assessments, including Instructional 
Materials, that shall meet the educational content or other standards established by the State of 
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Pennsylvania in order to be recognized for high school credit in grades 9-12 and/or for meeting 
educational requirements in grades K-8, as the case may be.  

“Curriculum” means a program of instruction provided by Pearson, which includes Content 
and Instructional Materials accessed primarily through the EMS, that, together with Teacher 
provider additions and/or modifications, shall meet the educational content or other standards 
established by the State of Pennsylvania in order to be recognized for high school credit in 
grades 9-12 or for meeting educational requirements in grades K-8.   

“School Staff” means all staff providing administrative and teaching services to the School, 
including CEO, Director of Special Education, Teachers and Special Education Teachers, as 
well as School Counselors and any Administrative Support Staff employed by School.  

“Derivative Works” include any translation, editorial revision, annotation, elaboration, or other 
modification, correction, addition, enhancement, extension, condensation, upgrade, 
improvement, compilation, abridgement or other form in which the Content or Instructional 
Materials or other Licensed Collateral may be recast, transformed or adapted, including but 
not limited to all forms in which such Derivative Works may or may not infringe any of the 
copyrights in the Content or Instructional Materials.  

“Destroyed” means at minimum removing personally identifiable information from the 
Student Record stored on Pearson’s production systems.    

“Education Program” has that meaning ascribed to it in Section 1. 

“EMS” means the website or Education Management System (also sometimes referred to as 
Learning Management System, EMS or LMS) with the URL http://www.Connexus.com, or 
such other URL as Pearson or its Affiliates may designate from time to time, through which 
Authorized Users access Pearson Content via a secure, password protected website. The 
features and functions of the EMS may be modified and/or updated from time to time by 
Pearson.  Access to the EMS is governed by the Terms of Use located at 
https://www.Connexus.com/public/termsOfUse.html and defined herein.   

“FERPA” means the Family Educational Rights and Privacy Act, 20 U.S.C. § 1232 (g), as 
amended from time to time and its implementing regulations (34 C.F.R. Part 99) and Title 22 
of the Pennsylvania Code §§12.31-12.33.  

“Governing Board” shall mean the governing board of the School.   

“Intellectual Property” means collectively, rights under patent, trademark, copyright and trade 
secret laws, and any other intellectual property or proprietary rights recognized in any country 
or jurisdiction worldwide, now or in the future, including but not limited to, moral rights, 
industrial design rights and similar rights, and shall in all cases include Enrollment Leads, data 
and materials and other related collateral developed by Pearson, regardless of whether such 
data, materials and collateral are developed specifically for the School.  
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“CEO” shall mean the school leader and lead school administrator.  

“Learning Coach” shall mean a Caretaker of the Student or another adult specifically 
designated by the Student’s Caretaker, or the Student where over 18 or emancipated, who will 
perform the responsibilities as defined in the Caretaker Acknowledgement, Designated 
Learning Coach Agreement or Eligible Student Acknowledgement, respectively, and the 
School Handbook.  Learning Coaches are not employees or contractors of either the School or 
Pearson; shall not receive any compensation for their services from either Pearson or the 
School; and shall look solely to the Caretaker to collect any alleged agreed to 
compensation.  Learning Coaches shall not fall within the definition of “Instructional Aides”.  

“Licensed Collateral” shall mean the EMS and all technology, programs, services, and 
materials hosted thereon to which School is granted access, the Curriculum, all tangible and 
intangible education materials and other proprietary and copyright protected works and other 
Intellectual Property to which School is granted a right of use (whether in digital, print or both 
and including third party content contained therein or linked to therefrom), and all Pearson 
trademarks and design marks.   

“Enrollment Leads” shall mean the Caretaker names, contact information, demographic and 
other information developed and collected through Pearson marketing efforts (including but 
not limited to Public Information Campaigns defined herein) at any time before, during or after 
the initial or any renewal term of this Agreement, including leads, developed and collected 
through radio, online and television advertisements, online and in person information sessions, 
the School website, surveys and petition gathering efforts, and other marketing activities 
performed on behalf of Pearson and/or the School.  Enrollment Leads at the time of conversion 
to an enrolled Student are no longer considered Enrollment Leads. 

“Marketplace” shall mean each of United States and its territories and lawful possessions 
(individually and in the aggregate).  

“Performance Review” shall mean a review of Pearson’s performance under this Agreement, 
conducted by the School but in any event, no earlier than at the conclusion of year three (3) of 
the initial Term; the design, performance criteria and the methodology which shall be 
developed by the School in consultation with Pearson. 

“Public Information Campaigns” or “PIC” shall mean such activities as marketing and 
outreach efforts by offline media advertising, online advertising, direct mail, telephone calls, 
traditional public relations, and other advertising efforts, as well as online and in person 
information sessions, managing social media messaging, etc.  

“Privacy Policy” means that certain statement of Pearson’s practices for handling personally 
identifiable and non-personally identifiable information gathered by Pearson through the EMS 
or any web site maintained by Pearson from time to time.  

“Related Services” shall mean services related to the provision of speech therapy, occupational 
therapy, physical therapy, counseling, social skill development, psych-educational evaluations, 
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closed captioning, sign language interpreting, transition and job coaching, academic support 
for the vision and hearing impaired, adapted physical education, assistive technology, and other 
services of a similar nature.  

“School Calendar” shall be the days when the Education Program under this Agreement will 
be delivered to Students, as defined by the School Handbook.  Pearson will 
provide Educational Products and Services on those days established to be the School 
Calendar for the Academic Year, except that Students may continue to report attendance during 
scheduled school holidays to the extent permitted under State law. The School Calendar for 
each Academic Year is subject to the prior approval of the School, taking into account all 
reasonable comments and suggestion by Pearson, and shall meet any regulatory requirements 
for days and hours of instruction required by law or regulation.  

“School Staff” shall refer collectively to Administrative Staff and Teachers.   

“School Handbook” shall mean the set of policies, rules, and guidelines that are to be followed 
by Administrative Staff, Teachers, Students and their Caretakers. 

“SDR” means Service Delivery Resource and relates to any tools, instructions, assessments or 
other support materials used in the delivery of Services, either through the EMS or otherwise.  

“Services” means any service provided by Pearson to Students, including therapeutic or 
educational services, under the terms of the Agreement between the School and Pearson. 

“Special Education Protocols” shall mean the policies, procedures and protocols that govern 
the provision of Special Education Services and shall, at minimum comply with applicable 
state and federal law requirements.  

“Special Education Services” shall mean all necessary special education programs and 
services, including the development and implementation of IEPs and Section 504 plans, 
handling administrative proceedings and specialized services, submitting state or federal 
reports, applying for and administering supplemental funding, providing other Related 
Services and all other administrative services associated with the delivery of services to Special 
Needs Students.  

“Special Needs Students” shall mean Students (as hereinafter defined) who have been 
identified as disabled under the Federal Individuals with Disabilities Education Improvement 
Act, as amended (“IDEA”) or Section 504 of the Federal Rehabilitation Act of 1973.  

“Student” means any person actively enrolled in the School.   

“Student Records” shall mean those “educational records,” as defined in subsection (a)(4)(A) 
of FERPA (as defined herein), which the School or Pearson is required to retain in accordance 
with state law.   
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“Teacher” means any and all educators (including Pearson Teachers) involved in providing 
instruction, assessment and/or other educational support of Students pursuant to the terms of 
this Agreement and the Charter.  

“Terms of Use” means certain rules governing how Authorized Users may and may not use 
EMS and any Content and Instructional Materials accessible through the EMS. The most 
current version is located at https://www.Connexus.com/public/termsofuse.html   

“Website” means the Pearson website with the URL 
http://www.connectionsacademy.com/home.aspx and any subpages connected thereto. 
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This appendix includes the following: 
 

 Board Letter Regarding Provider Selection 
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Marc LeBlond, Board President  

Pennwood Cyber Charter School 

258 Brentwood Drive 
Cogan Station, PA 17728 

Telephone (860) 895-3264 

E-mail march.leblond@trincoll.edu

September 26, 2022 

Secretary Eric Hagarty 
Pennsylvania Department of Education 
333 Market Street, 10th Floor 
Harrisburg, PA 17126-0333 

Re: Selection of Pearson Virtual Schools as Management Organization and Curriculum 
Provider for Pennwood Cyber Charter School 

Dear Secretary Hagarty: 

I am the President of the Board of Pennwood Cyber Charter School. Our Board decided that we 
would like to bring a K-12 statewide cyber charter school with a focus on flexible pacing, college 
preparatory programming, and practical career skill development to Pennsylvania. The school will 
meet the educational needs of students who, for a variety reasons, are not being served by the 
education program currently available through their traditional brick-and-mortar school. 

As a new cyber charter school, it is imperative we partner with a highly respected cyber education 
provider given their extensive technical expertise and resources, to assist us in establishing and 
operating a K-12 cyber school. Thus, our Board determined that it is in the best interest of Pennwood 
students and families to contract with Pearson Virtual School (“Pearson”), a proven cyber education 
provider in Pennsylvania and nationally.  

In order to meet the educational needs of our students, the Board determined that we required a 
quality curriculum that was designed to meet best practices in cyber education, that offered 
accredited courses, and whose courses were approved by the National Collegiate Athletic 
Association (NCAA) for our high school offering. To support that educational program, the curriculum 
provider also needs to be able to provide training for our teachers in not only teaching in the cyber 
environment, but also supporting and retaining high-quality teaching staff. 

As the Board of Pennwood, we have investigated our options for the provision of services, including 
administrative support, educational services, equipment, and educational products and platforms that 
will allow Pennwood to operate. Pennwood intends to operate as a K-12 statewide cyber charter 
school with the capacity to serve up to approximately 8,200 students annually by Year 5 of the first 
term of its charter.  
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As part of its investigation, the Board focused on contracting with providers of an accredited cyber 
education program that have (i) the capability to deliver a cyber education program easily utilized by 
teachers, parents, and students alike; (ii) a reliable and secure technology platform and 
infrastructure, (iii) the ability to provide assistance to the Board in staffing the education program 
with highly qualified teachers, administrative staff, and support staff; (iv) the capacity to provide the 
school with sufficient resources to support the effective delivery of the education program, and (v) a 
demonstrated success academically with both high-performing learners as well as struggling 
students. 

The Board desires to contract with a cyber education provider with the reputation, experience, and 
capacity to resource, staff, and support a fully functioning K-12 statewide cyber school. The Board 
would like a provider that has demonstrated the ability to achieve Pennwood’s mission “to empower 
students to meet their unique educational and life goals through flexible pacing, college preparatory 
programming and practical career skill development.” 

Operationally, we required that the provider offer services for enrollment, placement of students in a 
cyber environment (given the statewide nature of our model), as well as student data and reporting 
functions. The provider had to possess a robust technology infrastructure and the ability to support 
disadvantaged families. The Board also wants a provider capable of distributing computers and 
equipment. 

After spending considerable time reviewing the national experience of Pearson, its curriculum, and 
infrastructure, the Board concluded that Pearson is best able to provide the quality cyber education 
experience that Pennwood wishes to provide students. Pearson is the best option for our Board and 
school as it is a national leader in the development and delivery of K-12 cyber education 
programming. Pearson can deliver the quality education experience that the Board set out to achieve 
when applying for the ability to operate a statewide K-12 cyber charter school. 

Pearson’s curriculum, coupled with its education management system, will help teachers, students, 
and caretakers thrive in the cyber classroom. Pearson’s core model is accredited by Cognia (formerly 
AdvancED). Cognia is a global nonprofit that serves 36,000 institutions, nearly 25 million students, 
and 5 million educators every day. Many of the Pearson-supported schools are also accredited by 
one or more of six regional accrediting organizations for higher-education institutions, recognized by 
the Council for Higher Education Accreditation and the United States Department of Education. 

Pearson will provide Pennwood’s students with a wide catalog of courses that meet Pennsylvania 
Academic Standards, as well as National Collegiate Athletics Association (NCAA) Eligibility Center 
initial eligibility requirements. Our Board believes Pearson’s involvement in the day-to-day operation 
of the school is critical to Pennwood being able to deliver the high-quality education program 
expected. 

It is the Board’s belief that teaching in a cyber environment requires a different skill set than teaching in a brick-
and-mortar environment. Pearson has 20+ years of experience in working with cyber boards to hire and 
evaluate teachers and staff cyber schools. In the 2021-22 school year, Pearson supported 46 statewide cyber 
public schools in 31 states and served more than 110,000 students, including students in Pennsylvania. The 
Pennwood board will oversee the governance of the school and employ all staff, but we take comfort in working 
closely with Pearson to ensure our teaching and administrative staff are fully prepared to be successful in a 
cyber environment. 

For these reasons, the proposed Statement of Agreement requires Pearson to assist us in the recruitment of 
staff and conduct/provide all necessary and recommended staff training. The dollar value of the contract will 
vary, depending on the number of students enrolled in a given academic year. In addition, the Board has 
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requested that Pearson provide ancillary services critical to a high-quality education program, 
including technical support services for students and staff, an online repository for school records, 
and public information campaigns to inform potential students and their caretakers.

Everything described herein is critical to the success of a cyber charter school. Contracting with a 
source other than Pearson would not be feasible or cost-effective. While the Board maintains 
ultimate authority over our school and understands the need to perform our duties as public school 
Board trustees, the Board would like to implement these integrated services and the overall Pearson
education program.

For these reasons, the Board believes contracting with Pearson is the best option in order to achieve 
its mission.

The contract that the Board has negotiated with Pearson provides for the delivery of an education
program unique in nature such that its sole availability is through Pearson. We believe strongly that 
Pearson is the only contractor that provides the goods and services the Board desires to procure.

Very Truly Yours,

Marc LeBlond, 
Board President 

Pennwood Cyber Charter School Board
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APPENDIX P 
PRELIMINARY STARTUP AND OPERATING BUDGET 

Budget Narrative
Budget Forms
Pearson Fee Schedule
GASB 54 Fund Balance Policy
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BUDGET NARRATIVE 
The preliminary startup and operating budget is carefully aligned to the mission of Pennwood Cyber 
Charter School (Pennwood) and demonstrates a school with sound financial planning where resources 
are invested in activities that support student learning and families and provide resources to educators. 
All projected revenue and expenses for the five-year budget demonstrate a focus on students, a 
conservative approach, and a financially viable school. The budget demonstrates the current vision of 
school leadership and the Board for the future of the students. However, it also allows flexibility for the 
Board to react to future needs. 

This flexibility is enhanced by the School’s agreement with Pearson Virtual Schools, which further 
protects the School’s cash flow. The services provided by Pearson, including back office pay agent 
support, allow the School to focus their resources on serving students. Payments and reimbursements 
to Pearson occur once they are Board approved and cash is available.  

This budget has been prepared in accordance with Statute 1949, Act 14, Section 688. While the School 
understands cyber charters are not subject to this statute, the fund balance has been aligned to this 
guidance as a best practice. The Pennwood School Board intends to govern the fund balance to the 
statute and as defined in the Board-adopted GASB 54 Fund Balance policy, investing further in student 
supports and enrichments when prudent. 

REVENUES 
Local revenues were calculated using the 2021-2022 statewide average rates, as published on the PDE’s 
website, which are the latest available at this time. Due to current state funding uncertainties, the Board 
has prepared a budget assuming a reduction in the average per pupil state funding of 5% from current 
levels. The rates used in the Budget are lower than the 2021-2022 rates weighted by district enrollment, 
per the PDE’s published data. If this funding reduction does not materialize, the Board will amend its 
budget and likely increase instruction-related expenditures and its financial reserve. Future years of 
operation are conservatively budgeted assuming a quarter of a percent (0.25%) compounded per pupil 
rate increase.  

While the School intends to apply for and receive federal funding, federal revenues were not included in 
this budget. As there is no guarantee of receipt of such funding and to use a conservative per pupil rate 
assumption to demonstrate the ability for the School to sustain operations absent federal support.  

The advance payment from Pearson during the startup year of operations, is a start-up grant that does not 
constitute repayment. This is an investment in Pennwood and the Pennsylvania students being made by 
the Education Service Provider. The letter herein documents this guarantee. 

It is important to note that this budget and associated assumptions will be revised and adjusted based 
upon actual needs of students and staff, school enrollment fluctuations, funding rates, school priorities, 
and Governing Board revisions. This budget is provided to document the financial viability of the school 
under reasonably conservative assumptions with a focus on student services. The Board will prepare and 
approve an annual budget prior to the start of each school year. 

The year-by-year enrollment estimates assume a net annual increase similar to that of other 
Pennsylvania cyber charter schools during their first five years. This estimate does account for students  
leaving the school such as relocation, family life changes, and other changes. 

 
EXPENDITURES 
Expenditures are based upon reasonable estimates of anticipated expenses. A majority of the school’s 
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expenses are variable instead of fixed, providing for contingencies should enrollment levels not be 
achieved or revenues fall short of projections. Budget lines containing an asterisk signify that the service 
is provided by Pearson. The Board has budgeted funds annually for supplemental initiatives intended to 
maximize student results. These initiatives will be evaluated based on the academic needs and objectives 
of the school. The school will also manage its annual costs to ensure the school’s fund balance is secure 
for long-term financial viability. 

Staff costs assume a student-to-teacher ratio that has been demonstrated to be highly effective in 
providing personalized instruction in other virtual schools supported by Pearson in Pennsylvania and 
across the country. Additionally, Pennwood has budgeted to invest resources in its administrative team 
to ensure adequate oversight of Pearson and focus on student services and achievement. Salary 
assumptions were determined based upon market research and include incentives for effective 
performance. Year-round staffing needs were incorporated in the expenditure assumptions. 

Employee benefit budget assumptions include health benefits at 24% of salaries, payroll taxes at 9% of 
salaries, and a 5% contribution rate for the 403(b) retirement plan. 

The Curriculum and Instructional Support Services* expense was calculated using the Pearson Fee 
Schedule included as part of Appendix N and also in this Appendix P. 

Includes: 

 Core Curriculum 

 Elective Courses 

 CTE Courses 

 Clubs & Activities 

 Talent Networks 

 Gift & Talented Networks 

 Advanced Placement (AP) Courses 

 Supplemental Instructional Support Programs 

 Benchmark Assessments 

 Student Badging Program 

The Enrollment/Placement/Student Support Services* expense was calculated using the Pearson Fee 
Schedule included as part of Appendix N and also in this Appendix P. 

Includes: 

 Outreach Support 

 Enrollment Services 

 Academic Placement Services 

 Student Support Services (Family Communications Coordinators) 

 Student Records Management 

The School Operations Support Services* expense was calculated using the Pearson Fee Schedule 
included as part of Appendix N and also in this Appendix P. 

Includes: 

 School Launch Support 
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 School Oversight 

 School Leader Support and Development 

 Accreditation Support 

 Research and Analysis 

 School Handbook Support 

 External Reporting Support 

 State Testing Support 

 Accountability Support  

 Grant Identification, Writing and Administration 

 Board Operational Support (Meeting Minutes Assistance, Meeting Scheduling, etc) 

 Purchasing Support 

 Insurance/Risk Management Support 

The Student EMS License* expense was calculated using the Pearson Fee Schedule included as part of 
Appendix N and also in this Appendix P. 

Includes: 

 Education Management System (EMS) 

 LiveLesson (Online Classroom)  

The Curriculum Customization and Enhancements* expenditures were calculated using the Pearson Fee 
Schedule included as part of Appendix N and also in this Appendix P. 

Includes: 

 Mutually agreed upon changes or customizations to content 

 

Student Technology Assistance Services* expenditures were calculated using the Pearson Fee Schedule 
included as part of Appendix N and also in this Appendix P. Pennwood has contracted with Pearson to 
supply its student technology offering, which includes the use of loaned computers, repairs, warranty, 
environmentally friendly–certified disposal, and warehousing/logistics services. The cost includes any 
losses associated with damage caused by the user that is not collectible from the family due to inability 
to pay. 

Includes: 

 Student Instructional Technology and Software including laptop  

 Help Desk Support 

Student Testing and Assessment expenditures are budgeted to cover the expense of administering state 
assessments in multiple locations throughout Pennsylvania. 

The Student Technology Support Reimbursement expense covers the reimbursement that Pennwood 
families will receive for the full cost of Internet service. Budgeted reimbursements range from $40 to 
$60 per month and the budgeted expense takes into account the students who are enrolled during the 
summer months. 

The Special Education Program Support Services* expense was calculated using the Pearson Fee 
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Schedule included as part of Appendix N and also in this Appendix P. 

Includes: 

 Special Education Protocol Development 

 Special Education Training and Professional Development 

 Special Education Oversight and Compliance Support 

 IEP Management Software and Support 

 Assistive Technology Procurement 

 Special Education Service Provider Coordination 

 Accessibility Support 

 504 Plan Guidance 

 At-Risk Population Support Services 

 Homeless and Migrant Support 

 School Counseling Support 

 Gifted Program Support 

 EL Support (provided by ESOL/TESOL certified leaders and teachers) 

The Staff Training/Professional Development budgeted expense is in addition to what will be provided 
by Pearson. 

Travel and Conferences expenses, by Pennwood staff, were budgeted to increase as the school’s 
enrollment grows.  

The School Staff Support Services* expense was calculated using the Pearson Fee Schedule included as 
part of Appendix N and also in this Appendix P. 

Includes: 

 Human Resources Support 

 Staff Instructional Technology and Software including laptop 

 Professional Development and Training 

 Help Desk Support 

The Staff Recruiting expense covers recruiting expenses in addition to what will be provided by Pearson. 

Legal Services, D&O Insurance, Board Related Expenses, and Dues, are budgeted with minimal inflation 
through the operating years. 

Office Supplies, Office Postage, and Copier/Reproduction expenditures are variable and were budgeted 
to increase as the school grows. 

The School Business Support Services* expense was calculated using the Pearson Fee Schedule included 
as part of Appendix N and also in this Appendix P. 

Includes: 

 School Financial Services (a CPA lead team of performing accounting functions for Pennwood 
highly qualified and experienced in school finance and accounting.) 

 Federal Programs Support 
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 Payroll 

 Accounts Payable 

 Cash Flow Protection (as referenced in paragraph 2 above) 

 School Business Support 

 Internet Reimbursement Management and Payment Processing 

The budgeted External Audit expenditure will cover the cost of an independent CPA firm and the 
expense is expected to remain flat across the operating years. 

The Accounting Services expenditure was calculated using industry average auditing fees, agreed upon 
procedure fees and district billing support services.  

Facility Support Services* expense was calculated using the Pearson Fee Schedule included as part of 
Appendix N and also in this Appendix P. 

Includes the following products/services: 

 Systems Administration 

 Telecommunications Support 

 Networking & Internet Connectivity 

 MIS Help Desk 

 Facilities Support Services 

Percent of Compensation (Benefits Fee)* expense was calculated using the Pearson Fee Schedule 
included as part of Appendix N and also in this Appendix P. 

Includes the following products/services: Standard benefits offering by Pearson, such as employee 
premiums, as well as the administration and support/employee assistance with the benefits offering. 

Office Rent and utilities are expected to escalate minimally across the operating years. 

Meal Voucher Program expenses are planned to begin in year two of operations. The School intends to 
provide one free meal daily shipped weekly to eligible FRL students throughout the entire school year. 
Extracurricular Activities expenses were budgeted to provide financial support to students who wish to 
participate in these activities. 

Capital Outlay expenditures are budgeted during the start-up and first year of operations to ensure the 
School’s facility meets the needs of the staff. 
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FISCAL CONTROLS:  GASB 54 FUND BALANCE POLICY 

Date of Original Approval: 

Policy 

School funds will be budgeted, accounted for, expended, and maintained in an 
appropriate fashion and in accordance with Federal and State requirements. The 
following procedures have been established to facilitate this. 

GASB 54 Fund Balance 

Definitions 

Fund balance is a measurement of available financial resources. Fund balance is the 
difference between total assets and total liabilities in each fund. 

Authority 

Government Accounting Standards Board (GASB) Statement 54 distinguishes fund 
balance between amounts that are considered nonspendable, such as fund balance 
associated with inventories, and other amounts that are classified based on the relative 
strength of the constraints that control the purposes for which specific amounts can be 
spent. Beginning with the most restrictive constraints, fund balance amounts will be 
reported in the year-end audited financial statements in the following categories:  

1. Nonspendable fund balance – amounts that are not in a spendable form (e.g.
prepaid expenditures) or are legally or contractually required to be maintained
intact.

2. Restricted fund balance – amounts that can be spent only for a specific purpose
stipulated by external parties either constitutionally or through enabling legislation
(e.g., acquisition or construction of capital facilities and qualifying capital assets).

3. Committed fund balance – amounts that can be used only for specific purposes
determined by a formal action of the School Board. Commitments may be changed
or lifted only by referring to the formal action by the School Board.

4. Assigned fund balance – amounts intended to be used by the School for specific
purposes. Intent can be expressed by the School Board or by a designee to whom
the Board delegates authority. In funds other than the general fund, assigned fund
balance represents the amount that is not restricted or committed. This indicates
that resources in other funds are, at a minimum, intended to be used for the
purpose of the fund.
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5. Unassigned fund balance – includes all amounts not contained in other 
classifications and is the residual classification of the general fund only. 
Unassigned amounts are available for any legal purpose. 

Actions taken by the Board will establish, modify or rescind fund balance classifications 
based upon the nature of the action. These actions will be adhered to upon preparation 
of the year-end financial statements. Audit approval by the Board will ratify classifications 
contained within. 

Delegation of Responsibility  

The Chief Executive Officer or designee shall be responsible for the enforcement of this 
policy. 
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APPENDIX Q 
PEARSON START-UP GRANT 

 
 

This appendix includes the following: 
 

Pearson Start-Up Grant 
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August 19, 2022 

Marc LeBlond  
Board President 
Pennwood Cyber Charter School 

David Hardy  
Board Treasurer 
Pennwood Cyber Charter School 

Dear Marc and David, 

I am writing this letter to clarify the status of any and all startup grants issued to Pennwood Cyber Charter 
School (the “School”) by Pearson Virtual Schools (“Pearson”) through the period ending June 30, 2023. 

Pursuant to the Statement of Agreement between the School and Pearson, Pearson will cover any 
necessary expenses to successfully launch the school during the start up period prior to the School 
officially receiving its initial charter.  That support will be known as the Pearson Startup Grant. 

I would like to take this opportunity to confirm that Pearson will not request repayment of any issued 
credits or startup grant during this period.  This protection is in addition to the annual deficit protection 
provided to the School as outlined in the Statement of Agreement. Pearson looks forward to our 
continued partnership and remains committed to the successful opening of the School.  

Best Regards, 

Alla Oriente 
VP Business Operations & Finance 
Pearson Virtual Schools 
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APPENDIX R 
LETTER OF INTENT TO LEASE 

 
 

This appendix includes the following: 
 

Letter of Intent to Lease 
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August 17, 2022 
 
David L. Bode 
Rock Commercial Real Estate, LLC 
221 W. Philadelphia Street 
York, PA 17401 
 
 
RE:  PROPOSAL FOR 555 RYAN RUN RD. 
 
Dear Landlord, 
 
On behalf of Pennwood Cyber Charter School, we are pleased to present the following Letter of 
Intent for proposal.  To permit full consideration to be given to each proposal submitted; we ask 
that you present your proposal in this format to facilitate the subsequent analysis of all proposals. 
If any changes are needed, please provide in a redline format. 

 
 TENANT: Pennwood Cyber Charter School 

 
 LANDLORD: Ryan Run Properties, LP 
 
 BUILDING:  555 Ryan Run Rd. 
   York, PA 17404 
 

 PREMISES:                    Suites C through E which is located on the upper level.  
 
 SQUARE FOOTAGE:             4,500 sf.  

 
 LEASE COMMENCEMENT: 10/1/2022 
 
 RENT COMMENCEMENT: 7/1/2023 
    

LEASE TERM: Please provide a response for a five (5) year Lease Term. 
Term shall expire June 30, 2028. 

 
Base RENTAL RATE: $12.25/sf 
 
RENTAL ESCALATIONS: 3 percent annual increases.  
 

 SECURITY DEPOSIT: One (1) Month Security Deposit shall be required. 
 

 ACCESS TO PREMISES: Landlord acknowledges that Tenant keeps privileged and 
confidential student records and information at the 
Premises and that Landlord has no right to access such 
student information and that if Landlord has a right to 
and/or is afforded such access to the Premises under this 
Lease, Landlord shall comply with Tenant’s reasonable 
security measures with respect to Landlord’s access to the  
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Marc LeBlond (Sep 19, 2022 11:47 EDT)

Director of Policy
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APPENDIX S 
BOARD POLICIES 

This appendix includes the following policies and related documents: 
Act 110 Statement at Enrollment
Attendance & Punctuality
Bank Accounts
Budget Planning Preparation &
Monitoring
Code of Ethics
Conflict of Interest
Curriculum Development
Disposal of Surplus Property
Disqual, Disbar, and Suspension of Bids
Dual Enrollment
Educational Equity, Diversity &
Inclusion
English Learners
Enrollment
Federal  Procedures Manual
Finances
Financial Reporting
Fiscal Controls: Audit Policy
Guidelines for Reasonable Information
Internal Controls
Lesson Plans

Language Instruction Educational
Program
Medication Administration
Medication Permission
Nondiscrimination in Programs &
Classroom
Parental Registration Statement
Public Charter School Audit
Public Comment
Purchases Budgeted
Purchases Subject to Bid
Required Health Services
Residency Affidavit
Right to Know
School Lottery
Student Services
Sworn Statement by Resident
Title I Parent Engagement
Title IX
Transfer of Records
Transgender Students
Travel and Expense Guidelines
Truancy & Compulsory Attendance
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PENNWOOD CYBER CHARTER SCHOOL  

ACT 110 VERIFICATION 
 

 
I/We ___________________________________________ being duly sworn to law  

Dispose and say: THAT I/We am/are the Parent(s)/Legal Guardian(s)of 

_____________________ (the pupil);  

 

THAT The pupil has NOT previously been expelled under the provisions of 24 P.S. § 

13-1318.1 entitled: “Students Convicted or Adjudicated Delinquent of Sexual Assault.” 

 

THAT The pupil is NOT currently expelled under the provisions of 24 P.S. § 13-1318.1 

entitled: “Students Convicted or Adjudicated Delinquent of Sexual Assault.” 

Any willful false statement made above shall be a misdemeanor of the third degree.  
 
This form shall be maintained as part of the student’s disciplinary record. 
THAT I/We recognize the following: 

NOTWITHSTANDING ANY OTHER PROVISION OF LAW TO 
THE CONTRARY, A PERSON WHO KNOWINGLY PROVIDES 
FALSE INFORMATION IN A SWORN STATEMENT FOR THE 
PURPOSE OF ENROLLING A CHILD IN A SCHOOL DISTRICT (OR 
CHARTER SCHOOL TO THE EXTENT PERMITTED BY LAW) FOR 
WHICH THE CHILD IS NOT ELIGIBLE COMMITS A SUMMARY 
OFFENSE AND SHALL, UPON CONVICTION FOR SUCH 
VIOLATION, BE SENTENCED TO PAY A FINE OF NO MORE THAN 
THREE HUNDRED DOLLARS ($300) FOR THE BENEFIT OF THE 
SCHOOL DISTRICT (OR CHARTER SCHOOL TO THE EXTENT 
PERMITTED BY LAW) IN WHICH THE PERSON RESIDES OR TO 
PERFORM UP TO TWO HUNDRED FORTY (240) HOURS OF 
COMMUNITY SERVICE, OR BOTH.  IN ADDITION, THE PERSON 
SHALL PAY ALL COSTS AND SHALL BE LIABLE TO THE SCHOOL 
DISTRICT (OR CHARTER SCHOOL TO THE EXTENT PERMITTED 
BY LAW) FOR AN AMOUNT EQUAL TO THE COST OF TUITION 
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CALCULATED IN ACCORDANCE WITH SECTION 2561 OF THE 
PUBLIC SCHOOL CODE DURING THE PERIOD OF ENROLLMENT. 
   

 

I make this statement subject to the penalties of 24 P.S. §13-1304-A(b) and 18 Pa. C.S.A. 

§4904, relating to unsworn falsification to authorities, and the facts contained herein are 

true and correct to the best of my knowledge, information and belief. 

 

 

PARENT/GUARDIAN:________________________________________________________ 

Address:_______________________________Phone:____________________________ 

PARENT/GUARDIAN:________________________________________________________ 

Address:_______________________________Phone:____________________________ 
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Pennwood Cyber Charter School 
 
 
 

Board of Trustees Policy 
 

STUDENT ATTENDANCE AND PUNCTUALITY POLICY 
 
 
The Board of Trustees (“Board”) requires that students enrolled at Pennwood Cyber 
Charter School (“Charter School”) attend school daily and on time in accordance with 
the compulsory attendance laws of the Commonwealth of Pennsylvania. 

 
Parents or guardians are required to ensure that their children attend school every day 
that school is in session through the procedures required by the Charter School. 

 
The education program offered by the Charter School is based upon the presence of the 
student and requires continuity of instruction and classroom participation. 
 
The Chief Executive Officer or his/her designee shall have the responsibility to develop 
procedures following the guidelines developed by the Board to assure that students 
attend school regularly and that these procedures comply with all Federal, State and 
local laws. 

 
A component of the procedures shall be an early intervention process to assure that 
assistance is given to students who are experiencing problems in attending school. 

 
Attendance and punctuality procedures will be delineated in the Student Handbook 
and distributed to every student. 

 
Said attendance and punctuality guidelines are subject to periodic review by the entire 
Board of Trustees. 
 
 
TO THE EXTENT THAT ANYTHING IN THIS POLICY COULD BE CONSTRUED 
TO CONFLICT WITH APPLICABLE STATE AND/OR FEDERAL LAWS, AND/OR 
THE CHARTER APPLICATION OR ADOPTED CHARTER, THE APPLICABLE 
STATE AND/OR FEDERAL LAWS AND/OR THE CHARTER APPLICATION OR 
ADOPTED CHARTER CONTROL. 
 

Pennwood Cyber Charter School

233



FISCAL CONTROLS: BANK ACCOUNTS POLICY  

Date of Original Approval:

Policy

School funds will be budgeted, accounted for, expended, and maintained in an 
appropriate fashion and in accordance with Federal and State requirements. The 
following procedures have been established to facilitate this. 

Bank Accounts 

The School will maintain its accounts at a federally insured commercial bank or credit 
union in the State of operation as approved by the Board in compliance with the 
respective state law. Funds will be deposited in non-speculative accounts including 
federally insured savings or checking accounts or invested in non-speculative federally 
backed instruments. For all funds, the Board must appoint and approve all individuals 
authorized to sign checks in accordance with these policies. Bank statements from 
private banking institutions will be sent directly to the School’s bookkeeper, or charter 
treasurer if none, for reconciliation. A report of the reconciliation will be provided to the 
Board Treasurer on a monthly basis. 

The treasurer of the charter school, or Board designee, shall deposit the funds 
belonging to the charter school in a depository approved by the board and shall at the 
end of each month make a report to the charter Board of the amount of funds received 
and disbursed by him or her during the month. All deposits of charter school funds by 
the charter treasurer or Board designee shall be made in the name of the charter 
school. The Board of Trustees of a charter school shall invest charter school funds 
consistent with sound business practice. Authorized types of investments for charter 
schools shall be:  

United States Treasury bills.
Short-term obligations of the United States Government or its agencies or
instrumentalities.
Deposits in savings accounts or time deposits or share account of institutions
insured by the Federal Deposit Insurance Corporation or the Federal Savings
and Loan Insurance Corporation or the National Credit Union Share Insurance
Fund to the extent that such accounts are so insured, and for any amounts
above the insured maximum, provided that approved collateral as provided by
law therefore shall be pledged by the depository.
Obligations of the United States of America or any of its agencies or
instrumentalities backed by the full faith and credit of the United States of
America, the Commonwealth of Pennsylvania or any of its agencies or
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instrumentalities backed by the full faith of the Commonwealth, or of any 
political subdivision of the Commonwealth of Pennsylvania of any of its 
agencies or instrumentalities backed by the full faith and credit of the political 
subdivision. 
Shares of an investment company registered under the Investment Company 
of America Act of 1940 (54 Stat.789, 15 U.S.C. * 80a-1 et seq.) as defined in 
PA 24 PS 4-440.1 of the Pennsylvania School Code. 

Note: All investments shall be subject to the standards set forth in 24 PS 4-440.1 of 
the Pennsylvania School Code. 

The charter school treasurer or Board designee shall settle his or her accounts 
annually with the Board of Trustees for each school year. Pursuant to 24 P.S. §4-437, 
the accounts of the cyber charter school treasurer shall be audited annually.
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FISCAL CONTROLS: BUDGET PLANNING, PREPARATION AND 
MONITORING POLICY

Date of Original Approval:

Policy 

School funds will be budgeted, accounted for, expended, and maintained in an 
appropriate fashion and in accordance with Federal and State requirements. The 
following procedures have been established to facilitate this. 

Budgets

Working with Pearson Virtual Schools (Pearson)1, its educational services provider, 
and the School’s Chief Executive Officer (CEO), the School’s Treasurer will coordinate 
the preparation of an annual operating budget with estimated revenue and 
expenditures in the spring prior to May 1 for the following fiscal year, defined as the 
twelve-month period ending June 30, unless otherwise required by law or other 
contract. The Board shall plan to review and approve the budget prior to May 1 of each 
year. Working with Pearson, the CEO or school-level designee will prepare a fiscal 
year forecast based upon updated assumptions before the opening of the new School 
year. Approved annual operating budgets will be submitted to all appropriate entities 
required by law in the format required by statute and/or regulation and by required 
deadlines. 

Approved budgets will be used to monitor the financial activities of the year via the 
monthly financial reports. In addition, working with Pearson the CEO, as necessary, 
will prepare cash flow analysis, budget projections, and budget revisions for upcoming 
fiscal years for review. 

As part of the budget process, and/or at the time of hiring or increasing the 
compensation of the CEO of the School, the Board will review a comparison of salaries 
for chief executives (principal, director, administrator, etc.) at other similar schools and 
make a determination, to be recorded in the minutes of the Board, that the proposed 
compensation is reasonable. 

1 Pearson Virtual Schools is the current educational services provider. This function would be 
carried out by the new provider upon a change in the provider. 
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CODE OF ETHICS 

Date of Approval: September 15, 2022

Purpose

The Board is committed to its role of promoting the mission of the School, overseeing the 
management of the School, and acting as guardian of the public trust by overseeing School finances.
In order to achieve these goals, members of the Board must maintain the highest level of ethical
conduct.

This policy establishes the standards of conduct the Board must meet in carrying out its 
responsibilities to the School and the public.

Policy

The Board is morally and legally obligated to manage the School in the best interests of the 
public and the School Community. The Board members must demonstrate professional ethical 
behavior at all times in their responsibilities to the School, in their professional relationships with 
each other, and in their professional service to the community, and will be required to adhere to
this code of ethics.

Board members shall comply with all laws, including those pertaining to ethics, and shall faithfully
promote the School’s interests, maintain confidentiality of information, carry out their duties
honestly, and adhere to all the other policies in the Board Governance and Administrative Policy 
Manual.

Procedure

At all times Board members shall observe the following specific procedures:

• Be diligent, attend Board meetings, and devote sufficient time for adequate Board
meeting preparation.

• Maintain the confidentiality of private and or legally privileged information
acquired as a result of Board membership.

• Attend Board governance training and conferences when possible to improve the
member’s ability to serve the Board.

• Meet regularly to monitor the performance of management and the School as a
whole.

• Maintain the separation of duties and responsibilities between the Board and
School leadership to promote accountable and balanced decision-making.
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• Help ensure that the independent views of Board members receive due
consideration and weight.

• Work to provide stakeholders with accurate and balanced information regarding
the School’s performance, including financial and academic measures.

• Conduct regular self-assessments to ensure each member is contributing optimally
to the Board, and if the member’s contribution is lacking, pursue either training or
assistance   to   improve   the   member’s   performance   or   seek   the   member’s
resignation.

• Help protect the School’s assets by considering risk management strategies.

• Ensure that financial and other personal interests do not conflict with the
member’s duty to the Board and the School.

If the Board determines that the member has violated this policy, the Board shall take appropriate 
corrective action, which depending on the circumstances will include removal of a member from 
the Board.
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Pennwood Cyber Charter School 

Board of Trustees Policy 

CONFLICT OF INTEREST POLICY 

Board members, officers and employees of the Pennwood Cyber Charter School 
(“Charter School”) have a duty of loyalty to the Charter School and to the public whose 
interest they are sworn to serve.  The purpose of this Conflict of Interest Policy, which 
provides guidance and a general standard of conduct with respect to actual or apparent 
conflicts, is in keeping with the Pennsylvania Public Official and Employee Ethics Law 
and the State Legislature's declaration that the people have the right to be assured that 
the financial interests of public officials and employees conflict with the public trust, 
and the principle which prohibits public officials and employees from entering into 
situations where private interests may conflict with official duties. 

The appearance of conflict of interest undermines the public confidence in the integrity 
of the Charter School, its Board Members and/or employees, and should be 
scrupulously avoided. 

Standards of Conduct 

No Board Member or employee shall: 

A) Engage in conduct that constitutes a conflict of interest, which shall be
defined as use by a Board Member or employee of authority of his office
or employment of any confidential information received through his
position for the private pecuniary benefit of himself, a member of his
immediate family, or a business with which the Board Member or
employee or a member of his immediate family is associated.  “Immediate
family,” for purposes of this policy, is defined to mean a parent, spouse,
child, brother or sister.

B) Engage, or have any interest, financial or otherwise, directly or indirectly,
in any business, transaction or professional activity, which conflicts with
or impairs the proper discharge of official duties or which could bring
disfavor or disrespect upon the Charter School.

C) Accept an honorarium, which represents a payment in recognition of
published works, appearances, speeches, and presentations and which is
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not intended as consideration of the value of such services that are non-
public, occupational or professional in nature. 

D) Recommend or otherwise participate in the decision to make any contract
of any value between the Charter School, any school or Student Activity
Fund, and any business or entity in which the Board Member or employee
or a member of his immediate family, has a personal or financial interest
or act to implement or administer any such contract.

E) Participate in the selection, award, or administration of the contract,
regardless of the value of the contract, if he or she has a real or apparent
conflict of interest. Such a conflict of interest would arise when the
employee or Board Member or any member of his or her immediate
family, his or her partner, or an organization which employs or is about to
employ any of the parties indicated herein, has a financial or other interest
in or a tangible personal benefit from a firm considered for a contract.

F) Advertise business or professional activities on the Charter School
property or use of work hours, property or services to perform or promote
personal or commercial enterprises or to campaign or raise money for any
candidates for political office.

G) Use confidential information, as defined by the Sunshine Act or the Board
of Trustees, concerning property, personnel matters, or affairs of the
Charter School or its employees to advance the financial or other private
interests of the Board Member, employee or others; nor shall Board
Members and employees disclose confidential information except as
directed by the Board of Trustees or a court of law.  Nothing in this
provision shall be interpreted as prohibiting the practice of “whistle-
blowing.”

H) Accept anything of value including, but not limited to, a gift, loan,
political contribution, reward, promise of future employment, favor,
gratuity, entertainment, transportation or lodging based on any implied or
actual understanding that the judgment of the Board Member or public
employee would be influenced thereby. The officers, employees, and
agents of the Charter School may neither solicit nor accept gratuities,
favors, or anything of monetary value from contractors or parties to
subcontracts, unless the gift is an unsolicited item of nominal value.
Example gifts of nominal value are t-shirts, calendars, pencils, branded
inexpensive pens and other inexpensive promotional items.  Examples of
gifts of more than nominal value may include, but are not limited to,
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money, service, loan, travel, lodging, meals, refreshments, entertainment, 
discount, or promise to do or not do something having a monetary value. 

I) Solicit directly from other Board Members or employees, students or their
parents, anything of value for the Board Member’s or employee’s personal
benefit.

J) Purchase property of any kind from the Charter School, either directly or
indirectly, except in a manner approved by the Board for the particular
sale involved, unless (1) there is an open and public bid process, including
public notice and subsequent public disclosures of all bids considered and
contracts awarded, and (2) the Board Member or employee did not act in
an official capacity in connection with the sale, and (3) the Board Member
or employee was not privy to non-public information received in the
course of his office or employment.

K) Participate in the review and approval of publications or materials for
Charter School purchase if the Board Member or employee is the
author/editor of or has any financial interest in the sale of such
publications or materials.

L) Tutor or counsel as a private enterprise, for compensation, pupils assigned
to any class or course of the Charter School to which the employee is
assigned.  Employees may tutor or counsel pupils enrolled in other
schools unless such private enterprise conflicts with or impairs the proper
discharge of official duties for the Charter School.

M) Refer a Charter School parent or student to a service, service provider or
product in return for anything of value.  Employees making referrals as
part of their official duties shall make referrals to more than one provider
of any non-unique service or product.  For example, Charter School
counselors shall refer parents or students to more than one counselor or
provider of medical services where comparably qualified persons are
available.

N) Upon separation from Charter School service or employment, represent
any individual or business entity on any matter before the Charter School
for a period of one year after such separation.

A Board Member or employee shall report the nature of his or her interest in a potential 
Charter School contract to his or her superior.  Where a Board Member or employee or a 
member of his or her immediate family has a personal or financial interest in a contract, 
he or she shall disclose it publicly and abstain from voting on the contract.  Formal 

Pennwood Cyber Charter School

241



approval of the contract by a majority of all members of the Board of Trustees, other 
than the abstaining member, shall be required.  The foregoing would apply to any 
business in which the Board Member’s or employee’s spouse or child is associated. 

Administration  

Statement of Financial Interest 

In accordance with Pennsylvania's Public Official and Employee Ethics Law, the 
Charter School requires each Board Member and applicable employee to file a statement 
of financial interest for the preceding calendar year with the Board, the State Ethics 
Commission, and the Pennsylvania Department of Education as the Charter School’s 
authorizer. The Board Member shall file the statement of financial interest no later than 
May 1 of each year the Member holds the position and no later than May 1 of the year 
after a Member leaves the position. If the Member was appointed or selected after May 
1, the Member shall file a statement of financial interest within 30 days of appointment 
or selection.  All Statements of Financial Interest are reviewed by the Board President. 

The Board of Trustees may require any employee whose duties require the exercise of 
discretion or judgment to file a statement of financial interest. 

Conflict of Interest Resolution 

In the event that a question of conflict of interest or the appearance of conflict of interest 
arises, a Board Member or employee must apprise his/her superior and the Board 
President who will investigate and report the fact of the inquiry and results of his 
investigation to the CEO and the Finance Committee of the Board of Trustees for 
resolution.  A Board Member having a conflict question shall take it to the President of 
the Board of Trustees who, if he/she cannot resolve it, with counsel, will refer the 
question to the Finance Committee of the Board of Trustees for resolution.  

All violations of the foregoing policy are subject to appropriate censure or disciplinary 
action, including termination of employment and any penalties as prescribed by law. 

Any contract or subcontract made in violation of this policy shall be voidable by the 
Board of Trustees and subject to termination for the Board’s convenience. 

TO THE EXTENT THAT ANYTHING IN THIS POLICY COULD BE CONSTRUED 
TO CONFLICT WITH THE CHARTER OR APPLICABLE STATE AND/OR 
FEDERAL LAWS, THE APPLICABLE STATE AND/OR FEDERAL LAWS AND/OR 
CHARTER CONTROL. 

Pennwood Cyber Charter School

242



Pennwood Cyber Charter School

Board of Trustees Policy 

CURRICULUM DEVELOPMENT POLICY 

The Board of Trustees of the Pennwood Cyber Charter School (“Pennwood”) recognizes 
its responsibility for the support and improvement of the educational program.  To this 
purpose, the curriculum shall be developed and evaluated on a continuing basis in 
accordance with the best in educational theory and practice and, in accordance with 
Chapter 4 of Title 22 of the Pennsylvania Code, as to Academic Standards and 
Assessments and/or any regulations promulgated thereafter.  

Curriculum shall be defined as all planned learning activities of Pennwood, such as 
courses of study, subjects, class organization, and evaluation of student achievement.  It 
shall include the provisions of applicable state law as well as subjects and procedures 
within the discretionary powers of the Board of Trustees (“Board”).  

The Board directs that:  

A) No course of study shall be taught at Pennwood unless it has been
reviewed by the Board and determined to be in accordance with the grant
of Charter.  If a change is determined to be warranted, the Pennsylvania
Department of Education shall be duly notified before any change in
curriculum is made consistent with the provisions of the grant of Charter.

B) A course of study is to be prepared for each curriculum area.  This course
of study shall contain objectives, subject content, basic instructional
activities, references to approved instructional materials, and procedures
for evaluation of student achievement.

C) Staff shall use the course of study in planning instruction and judging
student progress.

D) The course of study shall be available for public examination.

E) The CEO or their designee shall be responsible for the continuous
evaluation of the effectiveness of each course of study and shall recommend
to the Board such revisions or new courses of study deemed to be in the
best interests of the students.
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F) The CEO or their designee’s recommendation to the Board shall include the
following information about the proposed course of study:

1) Its applicability to students and an enumeration of the group of
students to be affected by it.

2) Its description and content, including the instructional method
where such method departs significantly from current practice and
is an integral part of the course of study.

3) Its rationale in terms of the goals of Pennwood, especially when it is
proposed to take the place of an existing course of study.

4) The resources that its implementation will require: textbooks,
materials, equipment, specially trained personnel.

5) The evaluative methods and standards by which its efficacy will be
monitored and measured.

G) With prior approval, the CEO or their designee may conduct pilot programs
considered necessary for the continued growth of the instructional program
and is authorized to seek State, federal, and private aid for such programs.

The Board is committed to the support of a full range of educational programs to meet 
the individual needs of its students.  These commitments include, but are not limited to, 
state mandated programs in basic academic subjects, special education for the 
handicapped/disabled, language instruction for English Learners and Limited English 
Proficiency programs, compensatory education programs, guidance counseling, 
instruction for the homebound, independent study, summer school for remedial and/or 
enrichment, career and technical education and instruction in required safety procedures. 

The Board is committed to affirming students’ racial, linguistic, gender, sexual and 
cultural identities in all subject areas of curriculum aligned with PA academic 
standards. 

TO THE EXTENT THAT ANYTHING IN THIS POLICY COULD BE CONSTRUED 
TO CONFLICT WITH APPLICABLE STATE AND/OR FEDERAL LAWS, THE 
APPLICABLE STATE AND/OR FEDERAL LAWS CONTROL.  THIS POLICY IS 
NOT INTENDED TO CONFLICT WITH CHARTER REQUIREMENTS. 

Pennwood Cyber Charter School

244



FISCAL CONTROLS: DISPOSAL OF SURPLUS PROPERTY POLICY

Date of Original Approval:

Policy

School funds will be budgeted, accounted for, expended, and maintained in an 
appropriate fashion and in accordance with Federal and State requirements. The 
following procedures have been established to facilitate this. 

Disposal of Surplus Property 

Equipment and supplies in the School which become obsolete or are no longer needed 
by the School may be disposed of, in accordance with this policy. 

Equipment and supplies may be disposed of utilizing any of the following methods: 

1. Trades on new equipment.
2. Disposed of at public sale.
3. Disposed of at a private sale.
4. Sealed quotes.
5. Discarded.

Funds received from the sale of outdated equipment and supplies shall be deposited in 
the School's general account. The disposition of outdated equipment and supplies shall 
be managed by the CEO, Office Manager, or other designee.
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FISCAL CONTROLS: DISQUAL, DISBAR AND SUSPENSION OF BIDS 
POLICY

Date of Original Approval:

Policy 

School funds will be budgeted, accounted for, expended, and maintained in an 
appropriate fashion and in accordance with Federal and State requirements. The 
following procedures have been established to facilitate this. 

Disqual, Disbar and Suspension of Bids 

The School awards contracts only to responsible contractors possessing the ability to 
perform successfully under the terms and conditions of a proposed procurement. 
Consideration will be given to such matters as contractor integrity, compliance with public 
policy, record of past performance, and financial and technical resources.  

The School may not subcontract with or award subgrants to any person or company who 
is debarred or suspended. For all contracts over $25,000, the School verifies that the 
vendor with whom the School intends to do business with is not excluded or disqualified. 
2 C.F.R. Pati 200, Appendix 11(1) and 2 C.F.R. §§ 180.220 and 180.300 

All successful contractors must provide written certification that they have not been 
suspended or debarred from federal projects. The Treasurer will be responsible for 
verification. Such verification may include accessing the online federal System for Award 
Management (SAM) to determine whether any relevant party is subject to any suspension 
or debarment restrictions. 
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Pennwood Cyber Charter School

Board of Trustees Policy

Dual Enrollment Agreements with Institutions of Higher Education

The Board of Trustees (“Board”) recognizes the importance of providing students with the
opportunity to succeed in both secondary and post-secondary educational pursuits.  Accordingly, 
it shall be the Policy of Pennwood Cyber Charter School (the “Charter School”) pursuant to 24 
P.S. §15-1525, that the Charter School enter into a Dual Enrollment Agreement (“Agreement”) 
with an Institution of Higher Education approved to operate in the Commonwealth of
Pennsylvania in order to allow students to attend the Institution of Higher Education while the 
students are enrolled in the Charter School.  

Coverage:

This Policy shall cover any Agreement between the Charter School and an Institution of Higher 
Education approved to operate in the Commonwealth of Pennsylvania (“Commonwealth”) which 
satisfies the requirements of 24 P.A. §15-1525 and which allows for dual enrollment of 
secondary school students enrolled in the Charter School in an Institution of Higher Education 
for the purpose of receiving credit(s). 

Agreements:

The Charter School Administration is tasked with seeking out and obtaining proposals for 
Agreements for presentation and approval by the Board.  

Any Agreement covered by this Policy shall be between the Charter School and an Institution of 
Higher Education approved to operate in the Commonwealth.  

Any Agreement covered by this Policy shall be structured so that secondary school students 
receive credit at or through an Institution of Higher Education approved to operate in the
Commonwealth. 

The Charter School shall enter into and/or renew at least one (1) such Agreement on or before 
July 31, 2023, and each school year thereafter.

The Charter School, upon Board approval may enter into additional Agreements with additional 
Institutions of Higher Education approved to operate in the Commonwealth.

An Agreement covered by this Policy shall outline, with specificity, ALL requirements for a
secondary school student seeking enrollment and/or admission to the Institution of Higher 
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Education including, but not limited to, the deadlines for application, any and all required 
documentation to accompany an application, and/or any applicable GPA and/or grade-level 
requirements for admission.  

An Agreement covered by this Policy shall outline, with specificity, ALL costs and fees for a 
secondary school student attending an Institution of Higher Education, including, but not limited 
to: application costs, tuition, fees, transportation costs, cost of supplies and/or related materials.  
The Agreement shall provide which portion of the outlined costs will be covered by the 
Institution of Higher Education, the Charter School and/or the secondary school student.  

An Agreement covered by this Policy shall outline, with specificity, any and all steps to be taken 
by the Institution of Higher Education, the Charter School and/or the secondary school student to 
ensure the safety of the secondary school student while attending the Institution of Higher 
Education including, but not limited to, the means of transportation to and from the Institution of 
Higher Education, the facilities which the secondary student may be permitted to access, and/or 
the supports, and/or services available to the secondary school student.

Courses and Credits:

The Credits earned under an Agreement covered by this Policy shall be the same credits offered 
to postsecondary school students enrolled at the Institution of Higher Education.  

Under an Agreement covered by this Policy, secondary school students may also receive credits 
toward the completion of courses required by the Charter School for graduation.  

An Agreement covered by this Policy shall allow secondary school students to attend courses at 
an Institution of Higher Education in-person, online, or a combination of in-person and online.  

When possible, the courses for which a secondary school student receives credit under an 
Agreement covered by this Policy shall be aligned to the graduation requirements of the Charter 
School.

Credits received by a secondary school student attending an Institution of Higher Education 
under an Agreement covered by this Policy shall be weighed in a manner similar to Advanced 
Placement Program credits, International Baccalaureate Diploma Program credits, or Cambridge 
advanced course credits in the Charter School’s grading system for both academic and technical 
courses.  

When possible, the courses offered by an Institution of Higher Education through an Agreement 
covered by this Policy shall supplement and not supplant courses offered by the Charter School 
to secondary school students.  

The secondary school student shall be responsible for complying with the requirements of the 
Institution of Higher Education for transfer of credits to the Charter School upon successful 
course completion.  
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Admissions and Enrollment: 

A secondary school student seeking to enroll in a course at an Institution of Higher Education 
under an Agreement covered by this Policy must obtain prior approval from the Charter School 
before beginning the application and/or enrollment process.

A secondary school student seeking to enroll in a course at an Institution of Higher Education 
under an Agreement covered by this Policy must meet the specific requirements of the Institution 
of Higher Education as set forth in the Agreement, including, but not limited to timeliness 
requirements for submission of applications, enrollment forms, letters of recommendation and/or 
transcripts, GPA requirements and/or grade-level requirements.

The Charter School reserves the right to prohibit a secondary school student from enrolling in a 
course at an Institution of Higher Education under an Agreement covered by this Policy for any 
reason, including, but not limited to, failure to meet the specific requirements of the Institution of 
Higher Education, previous failure of the course, failure to obtain prior approval from the 
Charter School for enrollment, and/or previous failure to complete required coursework. 

Reporting: 

No later than July 31, 2023, and every school year thereafter, the Charter School shall provide to 
the Pennsylvania Department of Education the number and form of Agreements entered into 
under this Policy, the number of secondary school students participating in Agreements covered 
by this Policy, and the total number of credits earned.  

TO THE EXTENT THAT ANYTHING IN THIS POLICY COULD BE CONSTRUED TO 
CONFLICT WITH THE SCHOOL’S CHARTER OR APPLICABLE STATE AND/OR 
FEDERAL LAWS, THE APPLICABLE STATE AND/OR FEDERAL LAWS AND/OR 
CHARTER CONTROL.
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Pennwood Cyber Charter School 

Board of Trustees Policy 

Educational Equity, Diversity, and Inclusion 

Purpose 

In 2018, the Pennsylvania School Boards Association (“PSBA”), defined “Equity” as the 
just and fair distribution of resources based upon each individual student’s needs. 
Equitable resources included funding, programs, policies, initiatives and supports that 
target each student’s unique background and school context to guarantee that all 
students have equal access to a high-quality education. Such Equity is achieved by 
providing access and opportunity to all students regardless of race, ethnicity, color, age, 
religion, gender, gender identity, gender expression, sexual orientation, language, 
disability or socio-economic status. 

In order to actualize its commitment to Equity, the Board of Trustees (“Board”) of 
Pennwood Cyber Charter School (“Charter School”) adopts this policy to prioritize the 
principle of educational equity and the concept of Diversity, Equity and Inclusion (DEI) 
in Charter School programming, policies and actions. 

To facilitate educational equity for all, Charter School will be committed to: 

Promptly identifying and addressing barriers that cultivate achievement and/or
opportunity gaps for students or staff.

Ensuring that a student’s educational achievement is neither predicted nor
predetermined by explicit or implicit biases, and that staff is not denied
professional opportunities due to explicit or implicit biases.
The acknowledgement that potentially unequal learning needs among students
require equitable, not equal, distribution of resources.

Definitions 
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Achievement gaps will mean the academic disparities and/or differences between 
groups of students, as indicated through variances in academic indicators such as test 
scores, grade point average and graduation rates. 

Barriers will mean factors that block or hinder movement or progression. Barriers to 
educational equity may include, but are not limited to, policies, administrative 
guidelines and practices; explicit and implicit biases; facilities; budgeted funds; 
curriculum and instruction; personnel; class size; school calendar; Code of Student 
Conduct and school climate. 

Cultural competency will mean an ability to interact effectively with individuals of 
other cultures. 

Cultural proficiency will mean the level of knowledge-based skills and understanding 
that is required to successfully teach and interact with students and to work effectively 
with colleagues, families and communities from other cultures. It requires an ongoing 
examination and self-reflection to challenge one’s own cultural biases and understand 
the cultural perspectives and experiences of others. 

Culturally responsive will mean the inclusion of students’ and of staffs’ cultural 
references in all aspects of learning, school experiences, and student and staff 
engagement. 

Diversity/Educational Equity Action plan will mean the steps education stakeholders 
in a school engage in to pursue equity. 

Educational equity audit will mean a comprehensive equity and inclusion 
benchmarking instrument that assesses a school’s barriers to opportunity and progress 
towards achieving the equity outcomes described in this policy and the district’s 
Diversity/Educational Equity Action Plan. 

Equity lens will mean an intentional focus on assessing any inequitable impact the 
execution of a program, practice, operation, decision or action may have on a student or 
group of students and/or on individual staff or a group of staff. 

Explicit bias will mean the actions, attitudes and beliefs we have about a person or 
group on a conscious level. 

Gender, for purposes of this policy, will mean the range of characteristics pertaining to, 
and differentiating between, masculinity and femininity, including a person’s gender 
identity and gender expression which includes a person’s internal sense of being male, 
female, some combination of male and female or neither male nor female. 
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Implicit bias will mean the actions, attitudes or stereotypes that affect our 
understanding, actions and decisions in a subconscious manner. 

Inclusion will mean acknowledging, engaging, valuing, and respecting all groups 
(students, parents/guardians, community members, administrators, instructional and 
support personnel and other education stakeholders) and including all groups as 
essential partners in the education process. 

Multi-tiered systems of support (“MTSS”) will mean the standards-aligned, 
comprehensive school improvement framework used to provide targeted support for 
all learners.  It is rooted in supporting the “whole child”, whether an advanced or 
struggling learner, through academic, behavioral, social and emotional services. 

Opportunity gaps will mean the disparities in the delivery of educational and 
extracurricular opportunities, funding and other resources between and among 
different student and/or staff groups, leading to different academic, extracurricular, 
social and economic outcomes for students. 

School climate will mean the quality and character of school life based on patterns of 
students', parents'/guardians' and school personnel's experience; it also reflects norms, 
goals, values, interpersonal relationships, teaching and learning practices and 
organizational structures. 

Authority 

The Board is committed to the provision of an equitable education system that reflects 
the principles of fairness and justice for all students and staff regardless of gender, race, 
ethnicity, socio-economic status, English learner status, disability, and other 
characteristics, as well as the intersection of those characteristics. An established 
Diversity, Equity, and Inclusion (DEI) Director will carry out the initiatives and goals of 
the policy. 

Delegation of Responsibility 

The CEO and/or designee(s) will use an equity lens and quantitative and qualitative 
data to assess systematically which students and/or student groups are experiencing 
the least achievement, determine why, and target resources and efforts to address 
identified needs and improve overall outcomes. 
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Each school employee will be expected to conduct themselves in a manner consistent 
with the principles of this policy and for fostering a school climate that is equity focused 
and culturally responsive. Employees will receive supports in the form of training 
regarding cultural competency, cultural proficiency, cultural responsiveness, implicit 
bias, explicit bias, diversity and inclusion. 

Educational Equity Audit 

The CEO or designee(s) will periodically conduct an audit to benchmark educational 
equity in school-wide achievement and opportunities. Pennwood’s Educational Equity 
Audit will help identify clear accountability goals and metrics to address inequities. The 
Educational Equity Audit will be reflective of the voices of administrators, teachers, 
staff, students, families, and members of the community. 

The Educational Equity Audit will ensure performance observations encompass 
consideration of the expectations and goals of this policy. 

Educational Equity Action Plan: 

1. Will embed equity practices throughout Pennwood’s educational system.

2. Will include equity goals and practices embedded in Pennwood’s comprehensive
planning strategies.

3. Ensure personnel performance observations encompass consideration of the
expectations and goals of this policy.

4. Include action steps and accountability measures to raise the achievement of all
students while minimizing the gaps for historically disadvantaged student
groups.

Guidelines 

Educational equity will serve as the foundational structure upon which all aspects of 
Pennwood’s educational system are built and maintained. An equity-focused structure 
is essential to grow knowledge and skills, provide necessary resources, include diverse 
voices, promote accountability, implement effective practices, produce partnerships and 
address barriers to learning and participation. In the pursuit of educational equity for 
all students and staff, school programs, operations and functions will be structured to 
prioritize the following guiding principles: 
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Multiple Pathways to Success/High Expectations 

Charter School will provide multiple pathways to success in order to meet the needs of 
the diverse student body and will actively encourage, support and expect high 
academic achievement and excellence from each student. All students will be 
encouraged and provided opportunities to pursue their goals and interests without 
regard to biases and other barriers. 

Enroll in challenging programs.

Participate in school activities and interscholastic athletics.

Access to equitable resources.

Linguistic diversity.

Each student will be provided equitable access to instructional materials, assessments, 
curriculum, support, facilities, teaching practices and other educational resources and 
services that reflect an appreciation for the diverse cultural perspectives, identities and 
needs of students and their families by strategically differentiating allocations as 
necessary to remove barriers and improve outcomes. 

Welcoming and Inclusive Environment 

Charter School will strive to create a welcoming, inclusive and bias-free culture and 
environment that values, reflects and is responsive to the diversity of the students, of 
their families, of the staff, and of the community. 

Respectful and civil discourse and interactions among all school leaders, staff, students, 
families and community members will be expected at all times. 

Partnerships and Inclusion 

Charter School will welcome and empower students and families, including families of 
color, low-income families, individuals with disabilities, individuals whose first 
language may not be English and other underrepresented groups, as essential partners 
in their student’s educational experiences, school planning and decision-making. 
Charter School will provide multiple and flexible opportunities for dialogue and 
engagement with families and communities. 

Data Focused 
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To make informed decisions in the pursuit of educational equity, Charter School will 
systematically use quantitative and qualitative school-level data. Such data may include 
anecdotal information from teachers and staff, as well as formally collected and 
reported data. Data will be disaggregated and intersected, where feasible, based on 
available demographics such as gender, race, ethnicity, socio-economic status, English 
Learner status and disability as to: 

Enrollment;
Achievement indicators;
Attendance and behavior indicators;
Opportunity indicators such as attending advanced placement classes, honors
classes, career and technical education and participation in extracurricular
activities;
Experience and sense of belonging indicators which may include school climate
and culture surveys.

Equity Lens 

Charter School will, as a continuous practice, review current and newly developed 
policies, administrative guidelines, practices, programs, procedures, professional 
development and locally controlled budget allocations with an equity lens. 

Cultural Competency & Proficiency 

Charter School will provide instructional materials and assessments and promote 
teaching practices that reflect and are responsive to the diverse cultural perspectives 
and identities of students and their families. Every student should have access to the 
educational resources and rigor they need at the right moment in their education across 
race, gender, ethnicity, language, disability, religion, sexual orientation, gender identity, 
family background and/or family income. 

Charter School’s curriculum will: 

Promote equity and respect.

Reflect the distinctive contributions of a diverse society.

Embed culturally responsive teaching and practices.
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Workforce Diversity 

Charter School recognizes the benefits of a highly effective workforce that reflects racial, 
gender, and linguistic diversity. 

In the promotion of workplace diversity, the Charter School will strive to: 

Maintain an employment process that is free of discrimination and bias.

Identify and address barriers to the recruitment, hiring, retention, development
and promotion of district employees from diverse backgrounds.

Actively recruit and/or promote highly qualified candidates who are committed
to educational equity.

Professional Development 

Charter School will ensure the provision of professional development opportunities for 
advancement of employees’ understanding and skill sets relative to addressing barriers 
to students’ opportunities. An equity lens will be embedded in all professional 
development. The timing of professional development will be respectful of and will 
recognize the diverse needs of staff and will not be scheduled on days or at times that 
require staff to choose between participating and pursuing their religious or cultural 
beliefs. 

Professional development will foster the skills, knowledge and beliefs to cultivate 
equity, including social-emotional learning and mental health/wellness to create a 
learning environment that is student-centered and meets the individual and diverse 
needs of students. 

TO THE EXTENT THAT ANYTHING IN THIS POLICY COULD BE CONSTRUED 
TO CONFLICT WITH THE SCHOOL’S CHARTER OR APPLICABLE STATE 
AND/OR FEDERAL LAWS, THE APPLICABLE STATE AND/OR FEDERAL LAWS 
AND/OR CHARTER CONTROL. 
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English Learners 
An EL Lead Teacher will implement the Sheltered Instruction Observation Protocol 
(SIOP®) as the framework for language acquisition lesson design for direct 
instruction to ELs. Teachers will participate in professional development sessions to 
increase their knowledge of practice and implementation of this instructional 
model. The SIOP® framework will ensure that teachers design lessons to make 
grade level content accessible for ELs while developing their academic language 
skills in content area classes. ELs will be provided with additional supplementary 
instructional support software and progress monitoring throughout the school 
year. 

Pennwood Cyber Charter School will utilize the third edition of Pearson’s New 
Cornerstone and New Keystone as the basis for its EL instructional curriculum. 
Once identified as an EL, a student will receive support based on English proficiency 
via LiveLesson sessions by a certified EL teacher. Instruction will be aligned to 
standards based on scientific research for English acquisition in reading, writing, 
listening, and speaking. 

Pennwood will designate an EL Lead Teacher, who will work with content teachers, 
Learning Coaches, and students to ensure material is adapted and accessible for all 
ELs. The EL Lead Teacher will maintain student files, consult with Learning Coaches, 
provide direct instruction to ELs via LiveLesson sessions and telephone calls, 
conduct progress monitoring throughout the school year, create and implement 
targeted interventions based on the data from progress monitoring, monitor exited 
ELs for academic progress using state-specific criteria, and comply with state and 
federal law pertaining to ELs. Pennwood Cyber Charter School staff will have access 
to Pearson’s EL experts who will support the school and its efforts to identify and 
educate English Learners.  

Identifying English Learners 

Pennwood Cyber Charter School will follow state procedures and will use required 
criteria and procedures to identify ELs. Incoming families will complete the Home 
Language Survey (HLS) that includes questions such as those below and will be 
retained in the student’s record. 

Is a language other than English used in the home?
Did the student have a first language other than English?
Does the student most frequently speak a language other than English?

If the HLS indicates a response to any questions that a language other than English 
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is used, the student will be considered as a potential English learner until the 
English proficiency assessment is completed. Every student who answered “yes” to 
one of the HLS questions will also have cumulative records reviewed to determine 
any prior EL instruction and services. Additionally, a family interview will be 
completed by Pennwood Cyber Charter School.  In order to identify if a student 
qualifies as an EL, the school will use a screener: Kindergarten W-APT and WIDA 
Screener (Online or Paper) for grades 1-12 to assist in the identification of students 
who may be ELs. Pennwood will notify parents/guardians of the initial screening 
results and program placement decisions within 30 days of the beginning of the 
school year or within two weeks if the student enrolls during the school year. If 
there is a delay in assessing the student, this will be documented in the student’s 
file to include the reason for the delay, evidence that the student is accorded the 
programming required for ELs pending the delay, and a specific timetable for 
completing the assessment. This documentation will be mailed to the parents in the 
language they understand. A copy will be retained in the student’s files. 

Pennwood will consider at least two of the following criteria in addition to the 
language assessment scores to develop a plan for each EL, often called the 
Individualized Language Plan (ILP): 

Extent and nature of prior educational or academic experience, social
experience, and/or a student interview;
Recommendations and observations by current and previous instructional
and supportive services staff;
Level of mastery of basic competencies or skills in English and native
language according to local, state or national criterion-referenced
standards;
Grades from the current or previous years; or
Other assessment results.

Any determinations by the EL Committee (recommended participants are the EL 
Lead Teacher, parent and general education teacher—preferably the Language Arts 
teacher) will be contained in a written evaluation with a narrative description of the 
basis for the decision and will be placed in the ILP. The ILP will be implemented to 
address the student’s English language needs and will be maintained in the 
student’s file. 

Each EL will be further assessed in academic areas to aid the student’s teachers in 
developing an appropriate instructional program. Pennwood will take previous 
experiences into account in planning and providing appropriate instruction to such 
students. Students with an EL classification will be placed in the appropriate English 
Language Arts course and core subject area courses based on their assigned grade 
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level. 

Any teacher, administrator, parent, or parent’s designee may request a review of 
the student’s progress in attaining necessary subject area competencies or in 
overcoming persistent deficiencies in overall student performance. The EL Lead will 
make initial recommendations for appropriate accommodations in the student’s 
programming to address problems identified and will document such 
accommodations in the student’s ILP. Pennwood will also inform parents of the 
rights to opt out of EL services. Although parents may choose for their student not 
to participate in the language programs, Pennwood will still be required to ensure 
that the students' language and academic needs are being met. The School will 
have the EL Lead explain to the parent, in a language parents understand: 

The range of language programs and services that the child could receive,
the methodology Pennwood plans to employ to address the student’s
educational needs and the qualifications of teachers and any others who
would be employed in teaching the student;
The benefits likely to be gained by being enrolled in an EL program and
receiving services;
Pennwood Cyber Charter School will not require students to be assigned to
programs specifically designated for ELs, or schools containing such
programs, in order to receive EL services; and
All students who qualify for but opt out of EL services must still participate
in the annual EL assessment until they meet the state-required exit criteria.

Ensuring English Learners Have Equitable Access 

Once identified as an EL, a student will receive support based on English proficiency 
via LiveLesson sessions by a certified EL teacher. Instruction will be aligned to 
standards grounded on scientific research for English acquisition in reading, writing, 
listening, and speaking. 

Pennwood will designate an EL Lead Teacher, who will work with content teachers, 
Learning Coaches, and students to ensure material is adapted and accessible for all 
EL students. The EL Lead Teacher will maintain student files, consult with Learning 
Coaches, provide direct instruction to EL students via LiveLesson sessions and 
telephone calls, conduct progress monitoring throughout the school year, create 
and implement targeted interventions based on the data from progress monitoring, 
monitor exited EL students for academic progress using state-specific criteria, and 
comply with state and federal law pertaining to EL students. 

Pennwood staff will have access to Pearson’s EL experts who will support the 
school and its efforts to identify and educate EL students. All EL students will 
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participate in the state's annual language proficiency assessment, ACCESS for ELs®. 
The English proficiency annual assessment takes place in spring. The EL teacher will 
coordinate in-person testing of EL students at various locations across the state 
within the established timeframe for Pennsylvania. These annual test results will 
help determine continued program placement and allow teachers to adapt content 
to individual student needs. All mandated state tests will be administered to EL 
students as required by law. 

CCommunicating with English Learners’ Families 

Pennwood Cyber Charter School will provide parent notifications both in English 
and in the parent’s preferred language, upon request, to the extent feasible. 
Pennwood will continue to notify parents/guardians of the assessment results 
annually and continued participation in or exit from the EL program. 

Monitoring and Evaluating the Progress and Success of EL Students 

When a student demonstrates proficiency, a school-based team consisting of the EL 
Lead Teacher, student's content teachers, and the parent/guardian will decide whether 
the student continues to require EL instruction. Multiple factors are considered, 
including current  ACCESS for ELs® or other state-required annual assessment testing 
results, academic performance, state test results, teacher feedback, and parental 
input. 

If the team determines that the student is English proficient and can successfully 
perform in classes without significant language support, he or she will be reclassified 
and moved to the monitoring stage. The school will monitor EL students for academic 
progress using state-specific criteria for two years after exiting the program.  

Additional supports are provided as deemed necessary.  For example, for re-
designated elementary grade students, the school’s EL team pays particular attention 
to students flagged for Tier II and Tier III interventions. For re-designated students in 
middle school and high school, the EL team pays particular attention to the list of 
students who are in “escalation” status.  

Teachers 

The EL Lead Teacher and EL Teachers will maintain student files, screen new students 
for eligibility of EL services, provide instructional consultation to Learning Coaches, 
provide direct instruction to EL students via LiveLesson sessions and phone calls, 
coordinate instructional planning and evaluation with the core content teachers to 
provide meaningful access to instruction in all content areas, conduct progress 
monitoring throughout the school year, create and implement targeted interventions 
based on data from progress monitoring, administer the annual EL assessment  
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ACCESS for ELs®, monitor exited EL students for academic progress using state-
specific criteria for two years, and stay current on state legislation pertaining to EL 
students. Qualifications include being highly qualified to teach English Learners 
(appropriate to grade level responsibilities) in Pennsylvania; ESOL endorsement or 
certification required; experience directly teaching English Learners; bilingual 
preferred; strong technology skills; excellent communication skills, both oral and 
written; willingness to travel for school-based meetings, trainings, outreach and state 
testing events; ability to work remotely; and ability to work some occasional evening 
hours, as needed to support some families. 
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Pennwood Cyber Charter School 

Board of Trustees 

ENROLLMENT POLICY 

The Board of Trustees of Pennwood Cyber Charter School (“Charter School”) 
recognizes that its enrollment policy must reflect current requirements of the 
Pennsylvania Public School Code and 22 Pa. Code, Chapter 11, the Pennsylvania 
Charter School Law at 24 P.S. §17-1723-A, Pennsylvania Public School Code, and 
Pennsylvania Department of Education’s (“PDE”) Basic Education Circulars on 
Enrollment of Students and Charter School Law.  Therefore, the Charter School, as a 
public charter school, complies with these enrollment procedures to ensure that both 
resident and eligible non-residents are promptly enrolled through the policy provisions 
set forth below.  

Every child of school age who is a resident of a Pennsylvania school district is entitled 
to a public school education.  Resident students include those residing with their 
parent(s) and eligible non-resident students include those living with a Pennsylvania 
school district resident who is supporting the child gratis and nonresident children 
living in facilities or institutions and seeking enrollment.  Once the required enrollment 
documentation described below is provided, the Charter School must enroll children 
and permit them to attend school.  A child should be permitted to attend school on the 
next school day after the day on which the child is presented for enrollment, and in all 
cases within five (5) business days of the Charter School’s receipt of the required 
documents, if a space exists pursuant to the school’s Admission/Lottery Policy.   

Except when a child is homeless, whenever a child of school age is presented for 
enrollment by a parent(s), a Pennsylvania school district resident, or any other person 
having charge or care of the child, the Charter School shall require that the following 
information be documented before enrolling the child and allowing the child to attend 
school:  

1. Proof of the child's age
Any one of the following constitutes acceptable documentation: birth certificate;
notarized copy of birth certificate; baptismal certificate; copy of the record of
baptism – notarized or duly certified and showing the date of birth; notarized
statement from the parents or another relative indicating the date of birth; a valid
passport; a prior school record indicating the date of birth.

Pennwood Cyber Charter School

262



2. Immunizations required by law
Acceptable documentation includes: either the child’s immunization record, a
written statement from the former school district or from a medical office that the
required immunizations have been administered, or that a required series is in
progress, or verbal assurances from the former school district or a medical office
that the required immunizations have been completed, with records to follow.

3. Proof of residency
Acceptable documentation includes: a deed, a lease, current utility bill, current
credit card bill, property tax bill, vehicle registration, driver’s license, or
Department of Transportation identification card.  While more than one form of
residency confirmation may be required, the Charter School should be flexible in
verifying residency, and should consider what information is reasonable in light
of the family’s situation.  See the paragraph on Homeless Students for guidance
in that situation.  (Also see attached Residency Affidavit.) Parents/Guardians
must continue to provide the Charter School with residency information after
enrollment when residency changes or may be questioned to ensure that
Parents/Guardians comply with applicable residency requirements as
Pennsylvania residents and/or if Student becomes a resident of a school district
other than the one when originally enrolled.

4. Parent Registration Statement
A sworn statement attesting to whether the student has been or is suspended or
expelled for offenses involving drugs, alcohol, weapons, infliction of injury or
violence on school property must be provided for a student to be admitted to any
school entity.  The Charter School may not deny or delay a child’s school
enrollment based on the information contained in a disciplinary record or sworn
statement.  (See Charter School Enrollment Forms on School website for Parent
Registration Statement).

During the enrollment process and prior to admission to a charter school, the 
parent, guardian, or person having control of a student shall provide a sworn 
statement stating whether the student was previously or is presently suspended 
or expelled from any public or private school for any offense involving weapons, 
alcohol or drugs, or for the willful infliction of injury to another person or for any 
act of violence committed on school property.  The school from which the 
student was suspended or expelled and the dates of suspension or expulsion 
must be provided.  Any willful false statement shall be a misdemeanor of the 
third degree.   

5. Home Language Survey
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All students seeking first time enrollment in a school shall be given a home 
language survey in according with requirements of the U.S. Department of 
Education’s Office for Civil Rights.  Enrollment of the student may not be 
delayed in order to administer the Home Language Survey.   

Act 110 Requirement 

In Pennsylvania, K-12 public schools are required to remove, transfer or reassign 
students who are adjudicated delinquent or convicted of sexual assault when the 
offending student and the victim are enrolled in the same school. With regard to 
enrollment of students, this amended section of the Public School Code requires:  

(g) Prior to admission to a public school entity, the parent, guardian or other
person having control or charge of a student shall, upon registration, provide a
sworn statement or affirmation stating whether the student was previously or is
presently expelled under the provisions of this section. The registration shall
include the name of the school from which the student was expelled with the
dates of expulsion and shall be maintained as part of the student's disciplinary
record. Any willful false statement made under this subsection shall be subject to
18 Pa.C.S. § 4904 (relating to unsworn falsification to authorities).  See Act 110
Statement below.

Sexual assault includes any of the offenses specified under the following provisions of 
18 Pa.C.S. (relating to crimes and offenses) relating to rape, statutory sexual assault, 
involuntary deviate sexual intercourse, sexual assault, aggravated indecent assault, and 
indecent assault.  

Documents Which May Be Requested but Not As a Condition of Enrollment - Items 
Which May Be Requested  

Although the Charter School may ask for any of the information below, the Charter 
School may not require it as a condition of enrolling or admitting a child and a child’s 
enrollment or attendance may not be delayed until these documents are provided.  
Among the documents that the Charter School may request are: picture identification, 
health or physical examination records, academic records, attendance records, 
Individualized Education Program, and other special education records.  In addition, a 
school district may not require that a physical examination be conducted as a condition 
of enrollment.  

Registration Form 

Pennwood Cyber Charter School

264



A registration form, filled out by families for student enrollment, may include the 
following:  name, address, telephone number, name of parent(s) or guardian(s) or 
resident adult(s) with whom the student is living, emergency contact information, 
former school information, and other locally required information.  Failure to complete 
this form will not be made a condition of the student’s enrollment.  

Documentation Required from Other Sources 
The Charter School is also entitled by law to receive information on an enrolling student 
from the previous school, public, charter, nonpublic or private, which the student 
attended.  However, the provision of this information rests with the educational entity 
and not the family, and so, the Charter School, as the receiving local educational 
agency, will not require this information as a precondition to enrollment and will not 
delay a student’s admission for lack of this information.  

Student Education Records  
Upon enrollment, the Charter School contacts the student’s former school for a copy of 
the student’s education records.  The former school district or charter school, if within 
this Commonwealth, is required to respond by forwarding the records within 10 
business days of the date upon which a student’s records are requested by the Charter 
School.  School districts shall enroll students within 5 business days regardless of 
receipt of records from the previous districts.   

Disciplinary Records  
Whenever a pupil transfers to another Pennsylvania school entity or nonpublic school, a 
certified copy of the student’s disciplinary record shall be transmitted to the school 
entity or nonpublic school to which the pupil has transferred.  The school entity or 
nonpublic school to which the student has transferred should request the record.  The 
sending school entity or nonpublic school shall have 10 days from receipt of the request 
to supply a certified copy of the student’s disciplinary record.  Failure to receive the 
student’s discipline record cannot be used to deny or delay the student’s enrollment or 
school attendance.   

Prohibited Requests - Items Which May Not Be Requested  
For both enrollment and also for residency determinations, the Charter School will not 
request or require any of the following:  a social security number; the reason for a 
child’s placement if not living with natural parents; a child’s or parent’s visa; agency 
records; or, except in the limited circumstances described in the next section, a court 
order or records relating to a dependency proceeding.  A child’s right to be admitted to 
school may not be conditioned on the child’s immigration status.  The Charter School 
will not inquire as to the immigration status of a student as part of the admissions or 
residency process.  

Student Classifications for Education Entitlement 
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Resident Students and Court Orders or Custody Agreements
The Charter School may require a parent/guardian to provide a custody or dependency 
order when the child is being enrolled at the Charter School pursuant to parent relying 
on court order or custody agreement as the basis for enrollment.  The Charter School 
will not require a custody order or agreement as a condition of enrollment in any 
circumstances other than the circumstance specified above.  (See attached Affidavit of 
Custody). 

Students Living With a Resident Adult other than a Parent
When a child is living with an adult other than a parent, who is supporting the child 
without personal compensation, (gratis) the child may attend the public schools of that 
adult’s school district, provided that resident makes application and supplies the 
required enrollment information noted in the section entitled Required Enrollment 
Documentation.  In addition, before accepting the child as a student, the Charter School 
shall require the resident to file only one of the following:  

1. A sworn and notarized statement from the resident of the school district
indicating that the signer is a resident of the school district, is supporting the child 
without receiving personal compensation, that the child is living with the resident 
continuously and not just for the school year, and that the resident will accept all 
responsibilities relating to the child’s schooling (See Charter School Enrollment 
Forms on School website for section 1302 Statement., or  

2. Appropriate legal documentation to show dependency or guardianship,
which may include a custody order.  The Charter School may require other 
information to be submitted by the resident to substantiate the sworn statement.  
The natural parent(s) or former guardian(s) of the student may not be required to 
provide information.  Once the requested information is provided, the Charter 
School will enroll the child and permit him or her to begin to attend school without 
delay, but in no case more than 5 days.  (See attached   Affidavit of Support), if a 
space exists pursuant to the school’s Admission/Lottery Policy. 

A resident’s receipt of payments, such as Supplemental Security Income (SSI), 
Transitional Assistance for Needy Families (TANF), pre-adoptive or adoptive 
support, maintenance on public or private health insurance, support from the 
military or military personnel or other payments for or on account of the child such 
as child support, shall not be deemed to be personal compensation or gain.  

Foster Children
Students who are “awaiting foster care placement” are no longer considered

homeless for purposes of the McKinney-Vento Education for Homeless Children 
and Youth (“EHCY”) program.  The deletion of “awaiting foster care placement” 
went into effect on December 10, 2016.  (Section 725(2)(B)(i)). 
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Nonresident Children Living in Facilities or Institutions
A child living in a district in which there is located a licensed shelter, group home, 
maternity home, residence, facility, orphanage or other institution for the care or 
training of children or adolescents, shall be admitted to that district’s schools if living at 
or assigned to the facility or institution.  If the school district or residence of a child 
living at or assigned to a facility or institution cannot be determined, but the child is 
determined to be a resident of the Commonwealth, the child shall be permitted to 
attend the public schools of the district.  This includes a child placed by the child’s 
resident parents or guardians at a facility or institution and subsequently abandoned or 
deserted.   

Emancipated Minors
An emancipated minor is a student under the age of 21 who has established a domicile 
apart from the continued control and support of parents or guardians or who is living 
with a spouse.  The school district in which this student is living is his or her resident 
school district and the student may enroll at Charter School without any additional 
assistance from an adult.  

Homeless Students
The Charter School will ensure that each child of a homeless individual and each 
homeless youth have equal access to the same free, appropriate public education, 
including a public preschool education, as provided to other children and youth.  
Homeless students may reside in shelters, hotels, motels, cars, tents or be temporarily 
doubled-up with a resident family because of lack of housing.  In the case of homeless 
students, traditional concepts of "residence" and "domicile" do not apply.  Homeless 
children and youth lack a fixed, regular, and adequate nighttime residence.  Included 
within the definition of homeless children and youth are those who meet the definition 
of “unaccompanied homeless youth” pursuant to the Mc-Kinney-Vento Homeless 
Assistance Act (42 U.S.C. § 11431 et seq.).  

Unaccompanied homeless youth may enroll without documents and without the help 
of an adult.  Unaccompanied homeless youth includes any child who is “not in the 
physical custody of a parent or guardian.”  Falling within this definition are students 
who have run away from home, been thrown out of their home, or been abandoned or 
separated from their parents or guardians.  

Youth awaiting foster care placement include those who are placed in emergency, 
interim or respite foster care; kinship care; evaluation or diagnostic centers or 
placements for the sole purpose of evaluation.  When necessary, Charter School 
administration will consult with the respective county children and youth agencies to 
determine if a child meets the definition of “awaiting foster care placement”, including, 
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on a case-by-case basis, whether a child who does not clearly fall into one of these 
categories is nevertheless a child "awaiting foster care placement."  

Homeless youth are entitled to immediate enrollments, if a space exists pursuant to the 
Admissions/Lottery Policy and their families are not required to prove residency 
regarding school enrollment.  These students are considered residents of the district 
where they are presently residing, or continue their education in the district of prior 
attendance.   

Pre-Adoptive and Adoptive Students
The Federal Adoption Assistance Program, among other things, provides for adoption 
assistance payments to encourage the placement of certain hard-to-place children with 
adoptive parents.  Pennsylvania has adopted companion legislation, known as the 
Adoption Opportunities Act.  Children living with pre-adoptive parents who are 
receiving adoption assistance subsidies, pre-adoptive foster payments, or other 
payments such as Supplemental Security Income (SSI) or Transitional Assistance for 
Needy Families (TANF), are entitled to attend school in the school district in which the 
pre-adoptive parents reside.  Notwithstanding receipt of any of the above payments, 
children living in pre-adoptive situations are considered residents of the school district 
in which their pre-adoptive parents reside.  Children living with adoptive parents are 
entitled to all free school privileges accorded to resident school children of the 
respective school district.  

School-Age Children of Military Personnel
When Pennsylvania residents who are military personnel are deployed and their school 
age children are living with relatives or family friends in a school district for that period 
of time, the students are entitled to attend school in the school district in which they are 
residing.   

Other Issues Related to Enrollment 

Address Confidentiality Program ( ACP )
Some families may enroll a student using an ACP card, which lists a post office box as 
their address.  This is their legal address and the Charter School will not require 
additional information about their residence.  School records from the student’s former 
school will be forwarded through the ACP.    

Age
Children are considered school age from the time they are admitted to the public school 
educational program until graduation from high school or the age of 21 if identified 
pursuant to the Individuals with Disabilities Education Act of 2004.  The Charter School 
will not refuse admission to a child who meets the age requirement.  Students who turn 
21 during the school term are entitled to finish that school term.  If a student is under 
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age 21 and has a Graduation Equivalency Diploma (“GED”), the student can enroll in 
school and work towards a diploma.  For subsidy purposes, students who reach age 21 
after the school term begins are eligible to be counted for the entire school term.  The 
Department of Education will accept requests to allow students to be counted in 
membership for subsidy purposes for an extended school program beyond age 21 if the 
request includes a hearing officer decision or court order.  

Children and Families with Limited English Proficiency
Children and families with limited English proficiency will be provided translation and 
interpretation services to the extent needed to help the family understand the 
enrollment process and enroll the student in school promptly per applicable federal 
law. 

Twins and Multiple Siblings
While the Public School Code provision governing twins and multiple siblings is not 
applicable to charter schools pursuant to the Pennsylvania Charter School Law, the 
Charter School will use the Public School Code provision for guidance in such 
situations in conjunction with consultation with the Charter School’s legal counsel.   

Submitting Enrollment Complaints to the Department Of Education  
When a dispute arises regarding enrollment of a student, the person attempting to 
enroll the child or the Charter School may bring the dispute to the attention of the 
Department’s School Services Unit.  A complaint may be filed by mail, email or by 
phone with written follow up.  After receipt of a complaint, a Department 
representative will contact the Charter School, family or other involved parties to 
determine the facts, whether the child is entitled to enrollment at the Charter School 
and to try to resolve the problem.  These contacts, whenever possible, will occur within 
five (5) days of receipt of the complaint.  If the complaint is not amicably resolved, a 
written determination will be made and sent to the Charter School and the individual 
who filed the complaint.  

If the Charter School does not enroll the student within five (5) school days after 
receiving the written determination and space exists pursuant to the school’s 
Admissions/Lottery Policy, the Department will issue a letter to the Charter School 
requesting its position on the situation.  The Charter School will have five (5) school 
days to respond to the request.  If the Charter School refuses to enroll the student or 
does not respond, the matter will be forwarded to the Department’s Office of Chief 
Counsel (OCC).  The OCC and the Deputy Secretary for Elementary/Secondary 
Education will determine if the Charter School’s response is valid to deny enrollment.  
If not, the Deputy Secretary will determine what additional measures may be necessary 
to assure enrollment.  

Written Policies 
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The Charter School’s written policy on student admission is a public record and will be 
posted to the school’s website.  

TO THE EXTENT THAT ANYTHING IN THIS POLICY COULD BE CONSTRUED 
TO CONFLICT WITH THE SCHOOL’S CHARTER OR APPLICABLE STATE 
AND/OR FEDERAL LAWS, THE APPLICABLE STATE AND/OR FEDERAL LAWS 
AND/OR CHARTER CONTROL. 
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1 

Introduction

This Federal Programs Procedures Manual is designed to ensure full compliance with the rules and 
regulations related to the use of federal funding.  The information contained in this manual will promote 
uniformity in operations as staff seek to carry out official federal funding duties and responsibilities.  This 
includes rules related to Title I, Part A; Title II, Part A; Title VI, Part B (Individuals with Disabilities 
Education Act) and any other federal funds received by a school.  Topics of discussion include the internal 
controls and grant management standards non-federal entities must use to ensure that all federal funds are 
lawfully expended. The manual also describes financial management standards, including appropriate cash 
management procedures; allowability rules; procurement policies; property management protocols; and 
record retention.  Finally, pursuant to EDGAR, the manual includes those policies and procedures which 
MUST be in writing: Procurement (2 C.F.R. § 200.318), Cash Management (2 C.F.R. § 200.302 (6) and 
Allowable Costs (2 C.F.R. § 200.302 (7)). 

Hierarchy of Authority 
In the event that conflicting guidance on the administration of Federal awards is available, the School has 
deemed Federal guidance to be most authoritative, followed by guidance from the state in which the 
school resides, and other State or local agencies.  

Revisions  
The procedures will be reviewed and updated as necessary, but not less than once every three years. 

Documentation  
The School will maintain adequate documentation to support both the compliance with applicable 
requirements as well as internal controls over such compliance. This documentation will be provided to 
the School’s independent auditors and/or pass-through grantor agencies, and other auditors, federal 
programs staff from state agencies, or monitoring visitors as requested.  Compliance risks and concerns, 
and/or findings, whether noted internally by management or through the external audit process, will be 
addressed immediately by reviewing the reason for the failure with responsible personnel and devising an 
improved process to encourage compliance in the future.  

Note:  The school is a single building district serving as its own LEA. 

Training  
Training is an ongoing initiative for all staff involved with federal funding, including, but not limited to, 
school staff, accounting and finance personnel, and program administrators of awards.  Training 
mechanisms include: 

(1) Distribution of this manual annually to school and corporate staff involved with federal funding;
(2) Information and updates in the periodic newsletter from Federal Programs Support (FPS);
(3) Participation in training opportunities, including those provided by FPS and/or offered by

appropriate professional organizations;
(4) Consultations with external parties, including state departmental staff and independent,

governmental and school auditors;
(5) Dissemination, from shared sites available 24/7, of templates, checklists and other guidance

documents as appropriate;
(6) Internal training sessions; and
(7) Informal and ongoing technical assistance.
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Financial Management System and Procedures

The School maintains a proper financial management system in order to receive both direct and state-
administered grants and to expend funds associated with a grant award. Required fiscal controls and 
procedures are in place to ensure that all financial management system requirements are met.  Failure to 
meet a requirement may result in return of funds or termination of the award.  

Financial Management Standards

The standards for financial management systems are found at 2 C.F.R. § 200.302.  The required standards 
include: 

Identification:  The School must identify, in its accounts, all federal awards received and expended and 
the federal programs under which they were received.  Federal program and award identification must 
include, as applicable, the CFDA title and number, federal award identification number and year, name of 
the federal agency, and, if applicable, name of the pass-through entity.   

Financial Reporting:  Accurate, current, and complete disclosure of the financial results of each federal 
award or program must be made in accordance with the financial reporting requirements set forth in the 
Education Department General Administrative Regulations (EDGAR).    

Accounting Records:  The School must maintain records which adequately identify the source and 
application of funds provided for federally-assisted activities.  These records must contain information 
pertaining to grant or subgrant awards, authorizations, obligations, unobligated balances, assets, 
expenditures, income and interest, and be supported by source documentation.    

Internal Controls:  Effective control and accountability must be maintained for all funds, real and 
personal property, and other assets.  The School must adequately safeguard all such property and must 
assure that it is used solely for authorized purposes.  “Internal controls” are tools to help program and 
financial managers achieve results and safeguard the integrity of their program.  Internal controls should 
be designed to provide reasonable assurance that the following objectives are achieved: 

● Effectiveness and efficiency of operations;
● Adequate safeguarding of property;
● Assurance property and money is spent in accordance with grant program and to further the

Selected objectives; and
● Compliance with applicable laws and regulations.

Budget Control:  Actual expenditures or outlays must be compared with budgeted amounts for each 
federal award.   

Cash Management:  The School must maintain written procedures to implement the cash management 
requirements found in EDGAR.   They are included in this Manual. 

Allowable Costs:  The School must maintain written procedures for determining allowability of costs in 
accordance with EDGAR.  They are included in this Manual. 
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Overview of the Financial Management/Accounting System

Microsoft Dynamics GP (“the System”) is considered the “official” accounting system. Under 2 C.F.R. 
200.302, federal and state awards are maintained in the System with the CFDA title and number, federal 
award identification number and year, name of the federal agency, and, if applicable, name of the pass-
through entity.  Federal awards are grouped based on the Federal awarding agency.  School Financial 
Services (SFS) also uses internal mechanisms (such as a spreadsheet) to monitor grant revenues, 
expenditures, and budgetary compliance.   

SFS is responsible for managing all budgets and accounts payable for the School and for compiling 
timely and accurate financial reports.  Reports are submitted in the required frequency and within the 
required deadlines as specified by the financial reporting clause of each grant or contract award 
document. These reports are completed using standard forms (as applicable) and method of delivery (i.e., 
mail, grantor website, postal service, etc.). Copies of the submitted reports with preparer and, if 
applicable, reviewer signatures and data are filed and maintained with supporting documentation and any 
follow-up correspondence from the grantor or pass-through agency. Copies of all such reports are made 
available to the school administration, auditors, and pass-through or grantor agencies, as requested.  

Budgeting

Before Receiving the Grant Award Notice (GAN):  
Upon receipt of preliminary allocation amounts from the State or other granting agencies for federal grant 
funds, School Leadership, FPS and SFS, and other relevant stakeholders (e.g., Board of Directors), meet 
to determine a budget based on requirements of the grant, allowability, grant objectives, reporting 
requirements, responsibilities and special conditions of the grant. This meeting takes place before the 
application is due to the granting agency. The estimated allocations (based on funding formulas) for 
federal funding also are taken into consideration when developing budgets for subsequent years as part of 
the budget-making process for the schools.  The determination of the budget takes into account 
enrollment changes and curricular changes which impact school resources, and the results of multiple and 
comprehensive needs assessments, including parent and employee satisfaction surveys, employee “pulse” 
surveys, professional development evaluations, the results of schoolwide planning, goal development and 
improvement plans.  

Set-Asides – Some grants, depending on the amount and nature of the grant, require a certain percent of 
the award to be set-aside for specific programs or initiatives (i.e., parent involvement, professional 
development, homeless students, etc.). These set-asides are taken into account when determining the grant 
budget.  

Reviewing and Approving the Budget:  
The grant budget and all other required information is entered into the granting agency’s required 
application by the School and/or FPS. The grant application is reviewed by the school and FPS for overall 
accuracy of the information provided, including technical review for coding and calculations.  Any 
financial data in the application (e.g., maintenance of effort data) is completed by SFS.  The Chief
Executive Officer (CEO) or designee (e.g., Title I Coordinator) has the final review and approval of the 
grant application prior to submission. Once approved by the CEO or designee, the application is 
submitted by the deadline specified by the granting agency.  FPS maintains the final approved budget and 
application. 
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Review of applications is tracked via the school’s Educational Management System (EMS) to ensure that 
all required parties are given an opportunity to provide input and feedback before application materials 
are submitted.    

Receiving the GAN 
The official notification of the grant award is typically sent by the funding agency to the School and/or 
other official designated in the original grant proposal. Upon approval by the granting agency and receipt 
of the Grant Award Notice (GAN), the GAN is maintained by the School, FPS, and SFS.  If the GAN is a 
different amount than the initially submitted budget, the CEO, FPS and SFS meet to discuss how the 
budget will change as a result of the increase or decrease in the awarded amount. The grant application is 
updated and the budget is reviewed and approved by the CEO or designee prior to additional submissions 
(if needed). 

Amending the Budget 
If it comes to the attention of the CEO, FPS, or SFS that a change is needed to the budget (e.g., changes in 
staffing, etc.), a meeting is held with the CEO, FPS, and SFS to discuss needed modifications. Necessary 
changes may also be discovered during the quarterly expense tracking meetings (see Budget Control 
section below).  The amended budget and forms are reviewed by the CEO for final approval prior to 
submission.  FPS maintains copies of the submitted budget amendment.  

Budget Control 
The School monitors its financial performance by comparing and analyzing actual results with budgeted 
results.  At least quarterly, more often if necessary, the CEO, FPS, and SFS meet to compare actual 
expenditures to the budgeted amounts to ensure that (1) funds are being spent according to the approved 
budget, and (2) that the School maximizes spending of the grant funds with little to no carryover. If there 
are discrepancies between the actual costs and the budgeted amounts, these discrepancies are discussed 
during these meetings and resolved as soon as possible. These meetings are also used to determine if any 
modifications need to be made to the budget.  

Accounting Records 
SFS is responsible for the maintenance of all accounting and financial records (including journals, bank 
statements, audit reports, and similar documents). Such records are retained as required by contractual or 
regulatory requirements as described in the section of this manual titled “Record Keeping.”. Operations 
are accounted for in accordance with Generally Accepted Accounting Principles (GAAP) applicable to 
local units of government.  The School will comply with the Uniform Grant Guidance (UGG) and with all 
contractual requirements detailed in its duly executed grant agreements with awarding agencies. As 
applicable, federal awards revenue and expenditures will be assigned certain program codes based on 
federal, state and grantor requirements. Controls and processes are developed by Pearson Virtual Schools 
(Pearson) under the terms of the service agreement and documentation shall be made available to the 
school upon request.  

Spending Grant Funds 
All grant expenditures will occur in compliance with the revised EDGAR and UGG (December, 2014), 
state law, school policy, and the provisions of the grant award agreement. Grant funds will only be used 
for expenditures that are considered reasonable and necessary for the administration of the program.  See 
more in the Allowability section of this manual.  Grant expenditures will be approved by the CEO or 
designee.  Payroll costs will be documented in accordance with all applicable regulations as described in 
the Written Compensation section of this manual.  
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Direct and Indirect Costs 
An indirect cost rate will only be charged to the grant to the extent that it was specifically approved 
through the grant agreement. When allowable, indirect costs will be charged using the rate approved by 
the awarding agency.  

To date, this requirement has not been applicable to any of the Federal grants for the School. Grant 
administrators are aware of existence of such compliance requirements and will monitor grant agreements 
for any change in applicability.  Formal policies and procedures will be developed, as needed, to meet 
changes in circumstances. 
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Allowability of Costs

Overview 

Expenditures must be aligned with approved budgeted items. As required, approval of changes or 
variations from the state-approved budget and grant application will be sought from the state. When 
determining how the School will spend its grant funds, FPS and SFS, in collaboration with school 
leadership, review the proposed cost to determine whether it is an allowable use of federal grant funds 
before budgeting those funds. All costs supported by grant funds must meet the standards outlined in 
EDGAR, 2 CFR Part 3474 and 2 CFR Part 200 (Subpart E), which are provided in the bulleted list below.  
The School must consider these factors when making an allowability determination. Additional helpful 
questions to ask when making allowability determinations are as follows: 

Be Reasonable and Necessary for the performance of the grant award.

These elements must be considered when determining the reasonableness of a cost: 
A cost is reasonable if, in its nature and amount, it does not exceed that which would be incurred
by a prudent person under the circumstances prevailing at the time the decision to incur the cost 
was made. For example, reasonable means that sound business practices were followed, and 
purchases were comparable to market prices.   

When determining reasonableness of a cost, consideration must be given to: 
▪ Whether the cost is a type generally recognized as ordinary and necessary for the operation of

the School or the proper and efficient performance of the federal award.
▪ The restraints or requirements imposed by factors, such as sound business practices, arm’s-

length bargaining, federal, state, and other laws and regulations; and terms and conditions of
the federal award.

▪ Market prices for comparable goods or services for the geographic area.
▪ Whether the individuals concerned acted with prudence in the circumstances considering their

responsibilities to the school, its employees, its students, the public at large, and the federal and
state government.

▪ Whether the School significantly deviated from its established practices and policies regarding
the incurrence of costs, which may unjustifiably increase the federal award’s cost (2 C.F.R.
§200.404).

While 2 C.F.R. §200.404 does not provide specific descriptions of what satisfies the “necessary” element 
beyond its inclusion in the reasonableness analysis above, necessary is determined based on the needs of 
the program. Specifically, the expenditure must be necessary to achieve an important program objective. 
A key aspect in determining whether a cost is necessary is whether the School can demonstrate that the 
cost addresses an existing need and can prove it.  For example, the School may deem a language skills 
software program necessary for a limited English proficiency program. 

When determining whether a cost is necessary, consideration may be given to: 
▪ Whether the cost is needed for the proper and efficient performance of the grant program.
▪ Whether the cost is identified in the approved grant application.
▪ Whether there is an educational benefit associated with the cost.
▪ Whether the cost aligns with identified needs based on results and findings from a needs

assessment.
▪ Whether the cost addresses program goals and objectives and is based on program data.
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Allocable to the federal award 

A cost is allocable to the federal grant award if the goods or services involved are chargeable or 
assignable to the federal award in accordance with the relative benefit received. This means that the 
federal grant program derived a benefit in proportion to the funds charged to the program (2 C.F.R. 
§200.405).  For example, if 50% of a teacher’s salary is paid with grant funds, then that teacher must
spend at least 50% of his or her time on the grant program.

When determining whether a cost is allocable, consideration may be given to: 
● Consistent with policies and procedures that apply uniformly to both federally-financed and other

activities of the School.
● Conform to any limitations or exclusions set forth as cost principles in Part 200 or in the terms

and conditions of the federal award.
● Consistent treatment: A cost cannot be assigned to a federal award as a direct cost if any other

cost incurred for the same purpose in like circumstances has been assigned as an indirect cost
under another award.

● All expenditures must be properly documented.
● Be determined in accordance with general accepted accounting principles (GAAP), unless

provided otherwise in Part 200.
● Not included as a match or cost-share, unless the specific federal program authorizes federal costs

to be treated as such.  Some federal program statutes require the non-federal entity to contribute a
certain amount of non-federal resources to be eligible for the federal program.

● Be the net of all applicable credits. The term “applicable credits” refers to those receipts or
reduction of expenditures that operate to offset or reduce expense items allocable to the federal
award.  Typical examples of such transactions are: purchase discounts; rebates or allowances;
recoveries or indemnities on losses; and adjustments of overpayments or erroneous charges. To
the extent that such credits accruing to or received by the School relate to the federal award, they
shall be credited to the federal award, either as a cost reduction or a cash refund, as appropriate (2
C.F.R. §200.406).

Part 200’s cost guidelines must be considered when federal grant funds are expended. As provided above, 
federal rules require state- and district-level requirements and policies regarding expenditures to be 
followed as well.  For example, state and/or school policies relating to travel or equipment may be 
narrower than the federal rules, and the stricter state and/or district will be followed.  Further, if certain 
uses are allowable under federal law, but are not allowable under State law, the State’s rules are what the 
School will comply with when budgeting funds. 

Helpful Questions for Determining Whether a Cost is Allowable

In addition to the cost principles and standards described above, the School can refer to this section for a 
useful framework when performing an allowability analysis.  In order to determine whether federal funds 
may be used to purchase a specific item, it is helpful to ask the following questions: 

● Is the proposed cost allowable under the relevant program?
● Is the proposed cost consistent with an approved program application?
● Is the proposed cost consistent with program specific fiscal rules?

o For example, the School may be required to use federal funds only to supplement the
amount of funds available from nonfederal (and possibly other federal) sources.

● Is the proposed cost consistent with EDGAR?
● Is the proposed cost consistent with specific conditions imposed on the grant (if applicable)?
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As a practical matter, the School should also consider whether the proposed cost is consistent with the 
underlying needs of the program.  For example, program funds must benefit the appropriate population of 
students for which they are allocated.  This means that, for instance, funds allocated under Title III of the 
Every Student Succeeds (ESSA) must only be spent on LEP students and cannot be used to benefit non-
LEP students.   Also, funds should be targeted to address areas of weakness, as necessary.  To make this 
determination, the School  should review data when making purchases to ensure that federal funds meet 
these areas of concern. 

Selected Items of Cost

Part 200 examines the allowability of 55 specific cost items (commonly referred to as Selected Items of 
Cost) at 2 C.F.R. §§ 200.420-200.475. These cost items are listed in the chart below along with the 
citation where it is discussed whether the item is allowable. Please do not assume that an item is 
allowable because it is specifically listed in the regulation as it may be unallowable despite its inclusion in 
the Selected Items of Cost section. The expenditure may be unallowable for a number of reasons, 
including the express language of the regulation states the item is unallowable; the terms and conditions 
of the grant deem the item unallowable; or state/local restrictions dictate that the item is unallowable. The 
item may also be unallowable because it does not meet one of the cost principles, such as being 
reasonable because it is considered too expensive. If an item is unallowable for any of these reasons, 
federal funds cannot be used to purchase it. 

The School and financial personnel responsible for spending federal grant funds and for determining 
allowability must be familiar with the Part 200 Selected Items of Cost section. The school must follow 
these rules when charging these specific expenditures to a federal grant. When applicable, the school staff 
must check costs against the Selected Items of Cost requirements to ensure the costs are allowable. In 
addition, state, district and program-specific rules may deem a cost as unallowable and school personnel 
must follow those non-federal rules as well.   

The Selected Items of Cost addressed in Part 200 include the following (in alphabetical order): 
Item of Cost Citation of Allowability Rule 

Advertising and public relations costs 2 CFR § 200.421 

Advisory councils 2 CFR § 200.422 

Alcoholic beverages 2 CFR § 200.423 

Alumni/ae activities 2 CFR § 200.424 

Audit services 2 CFR § 200.425 

Bad debts 2 CFR § 200.426 

Bonding costs 2 CFR § 200.427 

Collection of improper payments 2 CFR § 200.428 
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Commencement and convocation costs 2 CFR § 200.429 

Compensation – personal services 2 CFR § 200.430 

Compensation – fringe benefits 2 CFR § 200.431 

Conferences 2 CFR § 200.432 

Contingency provisions 2 CFR § 200.433 

Contributions and donations 2 CFR § 200.434 

Defense and prosecution of criminal and civil 
proceedings, claims, appeals and patent 
infringements 

2 CFR § 200.435 

Depreciation 2 CFR § 200.436 

Employee health and welfare costs 2 CFR § 200.437 

Entertainment costs 2 CFR § 200.438 

Equipment and other capital expenditures 2 CFR § 200.439 

Exchange rates 2 CFR § 200.440 

Fines, penalties, damages and other settlements 2 CFR § 200.441 

Fund raising and investment management costs 2 CFR § 200.442 

Gains and losses on disposition of depreciable 
assets 

2 CFR § 200.443 

General costs of government 2 CFR § 200.444 

Goods and services for personal use 2 CFR § 200.445 

Idle facilities and idle capacity 2 CFR § 200.446 

Insurance and indemnification 2 CFR § 200.447 

Intellectual property 2 CFR § 200.448 

Interest 2 CFR § 200.449 

Lobbying 2 CFR § 200.450 

Losses on other awards or contracts 2 CFR § 200.451 
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Maintenance and repair costs 2 CFR § 200.452 

Materials and supplies costs, including costs of 
computing devices 

2 CFR § 200.453 

Memberships, subscriptions, and professional 
activity costs 

2 CFR § 200.454 

Organization costs 2 CFR § 200.455 

Participant support costs 2 CFR § 200.456 

Plant and security costs 2 CFR § 200.457 

Pre-award costs 2 CFR § 200.458 

Professional services costs 2 CFR § 200.459 

Proposal costs 2 CFR § 200.460 

Publication and printing costs 2 CFR § 200.461 

Rearrangement and reconversion costs 2 CFR § 200.462 

Recruiting costs 2 CFR § 200.463 

Relocation costs of employees 2 CFR § 200.464 

Rental costs of real property and equipment 2 CFR § 200.465 

Scholarships and student aid costs 2 CFR § 200.466 

Selling and marketing costs 2 CFR § 200.467 

Specialized service facilities 2 CFR § 200.468 

Student activity costs 2 CFR § 200.469 

Taxes (including Value Added Tax) 2 CFR § 200.470 

Termination costs 2 CFR § 200.471 

Training and education costs 2 CFR § 200.472 

Transportation costs 2 CFR § 200.473 

Travel costs 2 CFR § 200.474 
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Trustees 2 CFR § 200.475 

It is possible for the state, granting agency, and/or School to put additional requirements on a specific 
item of cost.  Under such circumstances, the stricter requirements must be followed for a cost to be 
allowable. Accordingly, employees must consult federal, state and School requirements when spending 
federal funds. For example, often the state’s travel rules are more restrictive than federal rules, which 
mean the state’s policies must be followed.  

In order for a cost to be allowable, the expenditure must also be allowable under the applicable program 
statute (e.g., Title I of the Every Student Succeeds Act (ESSA)) along with accompanying program 
regulations, non-regulatory guidance, and GANs.   

Frequent Types of Costs

Salaries and Benefits: Teacher-student interaction increases the likelihood of student success and is 
considered vital to student achievement.  As result, the use of grant funds for salaries for teachers 
providing supplemental services to students, in accordance with the grant rules, is usually the first 
consideration.  These services could include additional one-on-one and small group time via LiveLesson 
(web conferencing), face-to-face, or other appropriate measures; assignment of supplemental lessons, use 
of supplemental software, additional contact with parents/caretakers and students, etc.  For Schoolwide 
Program schools, teachers’ efforts are considered 100% toward the Title I Schoolwide plan objective (i.e., 
a single cost objective), which means that 100% of their salaries/benefits can be funded through Title I 
funds.  

Professional Development: Grant funds can be used to provide high-quality professional development 
that improves the teaching of academic subjects and is consistent with the state’s content standards to 
enable children to meet the state’s student performance standards.  Professional development funded 
through grant funds must be above and beyond, i.e., supplemental, to any required professional 
development activities. 

Travel: Travel costs are the expenses for transportation, lodging, subsistence, and related items incurred 
by employees who are in travel status on official business of a grant recipient.  As allowed by state law or 
local school requirements, such costs may be charged on an actual cost basis, on a per diem basis or on a 
mileage basis in lieu of actual costs incurred, or on a combination of the two, provided the method used is 
applied to an entire trip and not selected days of the trip, and results in charges consistent with those 
normally allowed in like circumstances in the recipient’s non-federally funded activities and in 
accordance with the recipient’s written travel reimbursement policies (2 C.F.R §200.474(a)).  

Costs incurred by employees and officers for travel, including costs of lodging, other subsistence, and 
incidental expenses, must be considered reasonable and otherwise allowable only to the extent such costs 
do not exceed charges normally allowed by the School in its regular operations as the result of its written 
travel policy.  In addition, if these costs are charged directly to the federal award, documentation must be 
maintained that justifies that (1) participation of the individual is necessary to the federal award; and (2) 
the costs are reasonable and consistent with the School’s established travel policy (2 C.F.R §200.474(b)).    

All travel reimbursements are made according to state travel regulations and the School’s established 
travel policies. A copy of the travel policy is available upon request.  No public funds shall be expended 
for the purchase of alcoholic beverages.  
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Other costs: Grant funds may also be used to cover other categories of costs, including, but not limited 
to, purchased services, equipment, and supplies. During the budgeting process, any costs related to the 
aforementioned categories are evaluated to ensure that they are reasonable, necessary, and allowable. 

Cash Management Policy/Procedures

Generally, the School receives payment from the granting agency on a reimbursement basis (2 CFR 
§200.305).  If the School receives an advance in federal grant funds, the School will comply with
applicable methods and procedures for payment that minimize the time elapsing between the transfer of
funds and disbursement by the School, in accordance with the Cash Management Improvement Act at 31
CFR Part 205.  Advances are in fact rare at the School.  If there is an advance, the School attempts to
expend all drawn downs of federal funds as quickly as possible.  If there are state requirements for
drawdowns of advances, such as doing so within 72 hours of receipt, SFS ensures the requirement is met.

While interest accrual is rare, grant administrators are aware of the existence of related compliance 
requirements and will monitor grant agreements for any change in applicability. Formal policies and 
procedures will be developed, as needed, to meet changes in circumstances.  

Payment Methods
Reimbursements: The School will initially charge federal grant expenditures to non-federal funds.  SFS 
will request reimbursement for actual expenditures incurred under the federal grants periodically. 
Reimbursement requests will be processed on the appropriate form per the granting agency’s 
requirements and/or as specified in the grant agreement.  Required source documentation includes, at a 
minimum, receipts and other materials required by the state.  All reimbursements are based on actual 
disbursements, not on obligations. 

Consistent with state and federal requirements, the School will maintain source documentation supporting 
the federal expenditures (invoices, time sheets, payroll stubs, etc.) and will make such documentation 
available for the granting agency or auditor to review upon request.  Reimbursements of actual 
expenditures do not require interest calculations.

Advances: To the extent the School receives advance payments of federal grant funds, the School will 
strive to expend the federal funds on allowable expenditures as expeditiously as possible. The School may 
hold federal advance payments in interest-bearing accounts, unless an unallowable exception applies. The 
School will begin to calculate interest earned on cash balances once funds are deposited into the School’s 
account. Interest will be calculated periodically. The School can maintain up to $500 of interest earned 
per year and will remit any amounts over $500 in interest earned to the grant agency. 

Timely Obligation of Funds

When Obligations are Made 
Obligations are orders placed for property and services, contracts and sub-awards made, and similar 
transactions during a given period that require payment by the non-Federal entity during the same or a 
future period (34 C.F.R. § 200.71). The following table illustrates when federal funds are determined to 
be obligated under federal regulations (34 C.F.R. §75.707; 34 C.F.R. §76.707): 
If the obligation is for: The obligation is made: 
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Acquisition of property On the date which the School makes a binding written 
commitment to acquire the property 

Personal services by an employee of the 
School 

When the services are performed 

Personal services by a contractor who is not an 
employee of the School 

On the date which the School makes a binding written 
commitment to obtain the services 

Public utility services When the School receives the services 
Travel When the travel is taken 
Rental of property When the School uses the property 
A pre-agreement cost that was properly 
approved by the Secretary under the cost 
principles in 2 CFR part 200, Subpart E- Cost 
Principles. 

On the first day of the project period. 

Period of Performance of Federal Funds 
All obligations must occur on or between the beginning and ending dates of the grant project (2 C.F.R. 
§200.309).  This period of time is known as the period of performance (2 C.F.R. §200.77).  The period of
performance is dictated by statute and will be indicated in the GAN.  Further, certain grants have specific
requirements for carryover funds that must be met.

State-Administered Grants: As a general rule, state-administered federal grant funds are available for 
obligation within the year for which Congress appropriates the funds.  However, given the unique nature 
of educational institutions, for many federal education grants the period of availability is usually 27 
months (as governed by the “Tydings Amendment”).  Federal education grant funds are typically awarded 
on July 1 of each year.  While the School always plans to spend all current grant funds within the year for 
which the grant was appropriated, the period of obligation for any grant is determined by the state.  If it is 
in accordance with the “Tydings Amendment”, the funds should be available from July 1 of the fiscal 
year for which the funds were appropriated through September 30 of the second following fiscal year.  
This maximum period includes a 15-month period of initial availability, plus a 12-month period for 
carryover (34 C.F.R. §76.709).  For example, funds awarded on July 1, 2015 would remain available for 
obligation through September 30, 2017.  If these timeframes are not consistent with the state’s rules, then 
the state’s timelines will apply. 

Direct Grants: In general, the period of availability for funds authorized under direct grants is identified 
in the GAN.  For both state-administered and direct grants, regardless of the period of availability, the 
School must liquidate all obligations incurred under the award not later than 90 days after the end of the 
funding period unless an extension is authorized (2 C.F.R. § 200.343(b)).  Any funds not obligated within 
the period of availability or liquidated within the appropriate timeframe are said to lapse and must be 
returned to the awarding agency (per the state’s carryover rules) (2 C.F.R. § 200.343(d)).  Consequently, 
the School and SFS/FPS closely monitor grant spending throughout the grant cycle.   

Carryover

State-Administered Grants: As described above, the Tydings Amendment extends the period of 
availability for applicable state-administered program funds.  Essentially, it permits recipients to carry 
over any funds left over at the end of the initial 15-month period into the next year.  These leftover funds
are typically referred to as “carryover” funds and continue to be available for obligation for an additional 
12 months (34 C.F.R. § 76.709).  Accordingly, the School may have multiple years of grant funds 
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available under the same program at the same time.  Again, if state timeframes differ from the federal 
rules, the state rules take precedence. 

Direct Grants: Grantees receiving direct grants are not covered by the 12-month Tydings period.  
However, under 2 C.F.R. § 200.308, direct grantees enjoy unique authority to expand the period of 
availability of federal funds.  The School is authorized to extend a direct grant automatically for one 12-
month period.  Prior approval is not required in these circumstances; however, in order to obtain this 
extension, the School must provide written notice to the federal awarding agency at least 10 calendar days 
before the end of the period of performance specified in the award.  This one-time extension may not be 
exercised merely for the purpose of using unobligated balances.   

As required, the School will seek prior approval from the federal agency when the extension will not be 
contrary to federal statute, regulation or grant conditions and: 

● The terms and conditions of the Federal award prohibit the extension;
● The extension requires additional Federal funds; or
● The extension involves any change in the approved objectives or scope of the project (2 C.F.R. §

200.308(d)(2)).

If an extension is permissible per the granting agency, the CEO, FPS, and SFS meet to discuss the merits 
of requesting an extension and to decide if an extension should be requested. The CEO has the final 
decision on requesting an extension. As determined during the meeting, the CEO or designee (e.g., FPS) 
will provide written notice of the extension to the granting agency in the form and including such 
information as specified by the granting agency. 

Carryover amounts are calculated by SFS at the end of the initial grant period and corroborated by the 
granting agency.  Carryover is tracked and reported per the granting agency’s requirements, which may 
include a carryover reporting sheet.  Carryover is also tracked internally by FPS to ensure that those funds 
are budgeted and spent before newly awarded grant funds (FIFO rule).   The School complies with rules 
related to carryover limits per the grant program. Should the school exceed carryover limits, SFS, FPS, 
and School Leadership will determine whether to apply for a waiver, if available, in order to maximize 
carryover.    

Program Income

Definition  
Program income means gross income earned by a grant recipient that is directly generated by a supported 
activity or earned as a result of the federal award during the grant’s period of performance (2 C.F.R. § 
200.80).  Program income includes, but is not limited to, income from fees for services performed, the use 
or rental of real or personal property acquired under grant awards, the sale of commodities or items 
fabricated under a grant agreement, and payments of principal and interest on loans made with grant 
award funds.  Interest earned on advances of federal funds is not program income unless otherwise 
provided in the Federal awarding agency regulations or terms and conditions of the grant award.  Except 
as otherwise provided in federal statutes, regulations, or the terms and conditions of the federal award, 
program income does not include rebates, credits, discounts, and interest earned on any of them (2 C.F.R. 
§ 200.80).  Additionally, taxes, special assessments, levies, fines, and other such revenues raised by a
recipient are not program income unless the revenues are specifically identified in the federal award or
federal awarding agency regulations as program income.  Finally, proceeds from the sale of real property,
equipment, or supplies are not program income (2 C.F.R. § 200.307).
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Use of Program Income 
It is rare in our School that program income is accrued.  If it is, program income will be used in one of 
three ways: 

1. The default method for the use of program income for the School is the deduction method (2
C.F.R. § 200.307(e)).  Under the deduction method, program income is deducted from total
allowable costs to determine the net allowable costs.  Program income will only be used for
current costs unless the School is otherwise directed by the federal awarding agency or pass-
through entity (2 C.F.R. § 200.307(e)(1)).

2. The School may also request prior approval from the federal awarding agency to use the addition
method. Under the addition method, program income may be added to the Federal award by the
Federal agency and the non-Federal entity.  The program income must then be used for the
purposes and under the conditions of the Federal award (2 C.F.R. § 200.307(e)(2)). Should the
addition method be used, the request to the granting agency is processed by SFS.

3. The School may also use the program income to meet matching requirements.

While the deduction method is the default method, the School always refers to the GAN prior to 
determining the appropriate use of program income.   Program income, when applicable, will be 
accounted for as a revenue source in the same program code as the Federal grant.  
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Procurement System

Procurement of all supplies, materials, equipment, and services paid for from Federal funds shall be made 
in accordance with all application Federal and State statutes, Board policies, and administrative 
procedures. All procurement transactions shall be conducted in a manner that encourages full and open
competition and in accordance with good administrative practice and sound business judgement.  
Purchases that are in excess of the dollar amount permitted by the State shall require competitive bids, 
and, whenever possible, have at least three (3) such bids for substantiation of purchase and shall require 
approval by appropriate parties prior to purchase.

Pearson Virtual School’s’s Purchasing Department (“Purchasing”) maintains the purchasing procedures to 
ensure full compliance with EDGAR and UGG. 

Geographical Preferences Prohibited:  Purchasing must conduct procurements in a manner that prohibits 
the use of statutorily or administratively imposed state, local, or tribal geographical preferences in the 
evaluation of bids or proposals, except in those cases where applicable federal statutes expressly mandate 
or encourage geographic preference.  When contracting for architectural and engineering (A/E) services, 
geographic location may be a selection criterion provided its application leaves an appropriate number of 
qualified firms, given the nature and size of the project, to compete for the contract.  

Prequalified Lists:  Purchasing must ensure that all prequalified lists of persons, firms, or products which 
are used in acquiring goods and services are current and include enough qualified sources to ensure 
maximum open and free competition.  Precluding potential bidders from qualifying during the solicitation 
period is prohibited.  

Solicitation Language:  Purchasing must ensure that all solicitations incorporate a clear and accurate 
description of the technical requirements for the material, product, or service to be procured. Such 
description must not, in competitive procurements, contain features which unduly restrict competition.  
The description may include a statement of the qualitative nature of the material, product or service to be 
procured and, when necessary, must set forth those minimum essential characteristics and standards to 
which it must conform if it is to satisfy its intended use. Detailed product specifications should be avoided 
if at all possible. 

When it is impractical or uneconomical to make a clear and accurate description of the technical 
requirements, a “brand name or equivalent” description may be used as a means to define the 
performance or other salient requirements of procurement. The specific features of the named brand 
which must be met by offers must be clearly stated and identify all requirements which the offers must 
fulfill and all other factors to be used in evaluating bids or proposals.  

Federal Procurement System Standards

Avoiding Acquisition of Unnecessary or Duplicative Items:  All proposed procurements shall be 
reviewed to avoid the acquisition of unnecessary or duplicative items.  Additionally, consideration should 
be given to consolidating or breaking out procurements to obtain a more economical purchase.  Where 
appropriate, an analysis shall be made of leases versus purchase alternatives, and any other appropriate 
analysis to determine the most economical approach.  These considerations are given as part of the 
process to determine the allowability of each purchase made with federal funds.  
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Use of Intergovernmental Agreements: To foster greater economy and efficiency, the School enters into 
state and local intergovernmental agreements (e.g., from Regional Educational Media Centers (REMC) 
catalog) where appropriate for procurement or use of common or shared goods and services.

Use of Federal Excess and Surplus Property:  Federal excess and surplus property should be used in lieu 
of purchasing new equipment and property whenever such use is feasible and reduces project costs. 

Debarment and Suspension:  Contracts should be awarded only to responsible contractors possessing the 
ability to perform successfully under the terms and conditions of a proposed procurement. Consideration
will be given to such matters as contractor integrity, compliance with public policy, record of past 
performance, and financial and technical resources. 

Subcontracting with or awarding subgrants to any person or company who is debarred or suspended is not 
allowed. For all contracts, verification that the vendor with whom the School intends to do business with 
is not excluded or disqualified is required (2 C.F.R. Part 200, Appendix II (1) and 2 C.F.R. § 180.220 and 
§ 180.300).  It is necessary to determine whether the School is entering into a transaction that may be
subject to suspension or debarment procedures and executing appropriate oversight and control activities
at that time. In addition, verification for ensuring that the education service provider selected is not
suspended or debarred is also necessary.

Prior to completing the purchase order, the Office Manager will review the SAM or other official website 
to ensure that the selected vendor has not been debarred or suspended. There will be check box on the 
Purchase Order where the Office Manager will verify with a checkmark that they have reviewed and 
confirmed the vendor is not debarred or suspended. 

Maintenance of Procurement Records:  Records must be maintained to detail the history of all 
procurements.  These records may include, but are not necessarily limited to, the following:  rationale for 
the method of procurement, selection of contract type, contractor selection or rejection, the basis for the 
contract price (including a cost or price analysis), and verification that the contractor is not suspended or 
debarred.  

Settlements of Issues Arising Out of Procurements:  Purchasing is responsible, in accordance with good 
administrative practice and sound business judgment, for the settlement of all contractual and 
administrative issues arising out of procurements. These issues include, but are not limited to, source 
evaluation, protests, disputes, and claims. These standards do not relieve the School of any contractual 
responsibilities under its contracts. Violations of law will be referred to the local, state, or federal 
authority having proper jurisdiction. 

Protest Procedures to Resolve Dispute:  Purchasing maintains protest procedures to handle and resolve 
disputes relating to procurements and, in all instances, discloses information regarding the protest to the 
awarding agency.  

A protestor must exhaust all administrative remedies with the School (and the State, if applicable) before 
pursuing a protest with the Federal agency. Reviews of protests by the federal agency are limited to (1) 
violations of federal law or regulations and the standards of this section (violations of State or local law 
will be under the jurisdiction of the State or local authorities), and (2) violations of the School’s protest 
procedures for failure to review a complaint or protest. Protests received by the federal agency other than 
those specified above shall be referred to the School.
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A bidder who wishes to file a bid protest must file such notice and follow procedures prescribed by the 
Request for Proposals (RFP) or the individual bid specifications package, for resolution. Bid protests 
must be filed in writing with the RFP issuing party within seventy-two (72) hours of the opening of the 
bids in protest.

Within five (5) days of receipt of a protest, the RFP issuing party shall review the protest as submitted 
and render a decision regarding the merits of the protest and any impact on the acceptance and rejection 
of bids submitted. Notice of the filing of a bid protest shall be communicated to all affected parties and 
shall be so noted in any subsequent recommendation for the acceptance of bids and awarding of contracts.  
Failure to file a notice of intent to protest, or failure to file a formal written protest within the time 
prescribed, shall constitute a waiver of proceedings.

General Provisions

Grant funds are typically used for salaries and benefits. The CEOis authorized to purchase all non-salary 
items within the budget.  All budgets are approved by the Board prior to purchase. The Board should be 
advised, for prior approval, of all purchases of equipment, materials, and services when the purchase 

(1) Was not contemplated during the budgeting process
(2) Exceeds the previously board-approved amount by 10% or more.

Non-Salary purchases can be made via corporate credit card or check disbursement. See procedures for 
corporate credit card and check disbursement requests below. 

Before the purchase is made, the CEO will ensure the purchase is within the budget.  Purchasing/ Office 
Manager will review the purchase request to determine whether the proposed purchase is subject to bid.  
The Accounting department will ensure sufficient funds exist.

All purchases or contracts over Five Thousand ($5,000) dollars must include documentation of a good 
faith effort to secure the lowest possible cost for comparable goods or services Documentation of 
comparable bids shall be attached to all check and purchase order requests showing that at least two (2) 
vendors were contacted and such documentation shall be maintained in accordance with the retention 
policies for temporary fiscal records. If specialty goods are not available through multiple vendors, 
documentation may include this information in lieu of a cost comparison.

The CEO may purchase supplies, materials, equipment, and services up to the amounts specified in the 
approved budget or per an approved Board action, while ensuring the above procedures are followed. 

For all contracts, as part of its procurement and contract standards, the School shall: 
● Maintain a copy of a signed contract, agreement, or purchase order for services to be performed.
● Describe the conditions under which the contract or agreement may be terminated, including the

basis for settlement, for all contracts in excess of $50,000.
● Document the rationale and procedure used for selecting the method of procurement, selection of

contract type, contractor selection or rejection, and the basis for the contract price, e.g. in the Board
meetings’ minutes. Rationale may include, but not be limited to, consideration of the following
factors in selecting contractors and consultants: ability to perform successfully under the terms and
conditions of the proposed contract, demonstrated competence, qualifications, experience, and
reasonableness of costs, integrity, compliance with public policy, record of past performance, and
financial and technical resources.
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● Use price as the primary criterion for purchasing all goods and services, when all other factors are
equal.

● Contract only with individuals not employed by the School unless otherwise approved by the
Board.

● Require that no employee, officer or agent of the School shall participate in the selection, award or
administration of a contract where conflicts of interest, real or apparent, are involved.

● Maintain records on the services performed, including but not limited to, the date the service was
performed and the purpose of the service, and ensure that the services are consistent and satisfactory
with those described in the signed contract/purchase order.

● Make payments only after the service is performed, unless any other payment structure is necessary,
and prior approval is obtained from the Board.

All orders or contracts should be awarded to the lowest responsible bidder; however, consideration is 
given to:

A. The quality of the item(s) to be supplied;
B. Its conformity with specifications;
C. Suitability to the requirements of the school;
D. Delivery terms; and
E. The past performance of the vendor.

Competitive Bids

Competitive bids are not required for items purchased by the School through CE’s bulk purchasing. CE 
follows applicable Federal and State statutes, Board policies, and administrative procedures when 
procuring bulk purchase items and services for use by the School. 

Competitive bids are required for most purchases over $10,000.

Single Source Purchases

Procurement by noncompetitive proposals is procurement through solicitation of a proposal from only 
one source and may be used when one or more of the following circumstances apply: 

1. The vendor was the original provider of services/projects (e.g., continuation of
services/programs);

2. The vendor has experience with similar projects at other Pearson affiliated partner
schools/knowledge of theseProgram;

3. The federal awarding agency or pass-through entity expressly authorizes noncompetitive
proposals in response to a written request from the school;

4. The vendor has demonstrated expertise;
5. The vendor has the capacity and willingness to respond to an emergency situation; a public

exigency or emergency for the requirement will not permit a delay resulting from competitive
solicitation;

6. After solicitation of a number of sources, competition is determined inadequate.
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CONTRACTS

Time and Materials Contracts 
The School may use a time and materials type contract only (1) after a determination that no other 
contract is suitable or possible (for example, state rules require an external consultant to be hired); and (2) 
if the contract includes a ceiling price that the contractor exceeds at its own risk.  Time and materials type 
contract means a contract whose cost to the School is the sum of the actual costs of materials, and direct 
labor hours charged at fixed hourly rates that reflect wages, general and administrative expenses, and 
profit.  

Since this formula generates an open-ended contract price, a time-and-materials contract provides no 
positive profit incentive to the contractor for cost control or labor efficiency.  Therefore, each contract 
must set a ceiling price that the contractor exceeds at its own risk. Further, the School must assert a high 
degree of oversight in order to obtain reasonable assurance that the contractor is using efficient methods 
and effective cost controls. 

As part of its procurement and contract standards, the School shall: 
● Maintain a copy of a signed contract, agreement, or purchase order for services to be performed.
● Describe the conditions under which the contract or agreement may be terminated, including the

basis for settlement, for all contracts in excess of $10,000.
● Document the rationale and procedure used for selecting the method of procurement, selection of

contract type, contractor selection or rejection, and the basis for the contract price, e.g. in the Board
meetings’ minutes. Rationale shall include, but not be limited to, consideration of the following
factors in selecting contractors and consultants: ability to perform successfully under the terms and
conditions of the proposed contract, demonstrated competence, qualifications, experience, and
reasonableness of costs, integrity, compliance with public policy, record of past performance, and
financial and technical resources.

● Use price as the primary criterion for purchasing all goods and services, when all other factors are
equal.

● Contract only with individuals not employed by the School unless otherwise approved by the
Board.

● Require that no employee, officer or agent of the School shall participate in the selection, award or
administration of a contract where conflicts of interest, real or apparent, are involved.

● Maintain records on the services performed, including but not limited to, the date the service was
performed and the purpose of the service, and ensure that the services are consistent and satisfactory
with those described in the signed contract/purchase order.

● Make payments only after the service is performed, unless any other payment structure is necessary,
and prior approval is obtained from the Board.
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Purchasing

Cash Disbursements

Cash disbursements are the outflow of the School’s funds and are used to facilitate the purchase of goods 
and services for the School.  All cash disbursement requests are required to have (1) a valid business 
purpose, (2) approval by authorized persons, and (3) appropriate supporting documentation for adequate 
control and safeguard of cash. 

Internal controls and segregation of duties ensure proper management of the disbursement and void 
processes. Disbursements are performed by the Accounts Payable (AP) Department at PVS or by the 
appropriate school support staff (e.g., Office Manager) and must be authorized by valid approvers prior to 
being released to vendors. The bank statements are reconciled on a monthly basis and voids are processed 
by the Accounting Department. 

The school will develop and maintain simple check request and purchase order forms to document the 
authorization of non-payroll expenditures. Proposed expenditures that are not pre-approved via Board 
action of a contracted amount should be approved by the CEO or school-level designee, who will review 
to determine whether it is consistent with the Board-adopted budget An approved signer on the account, 
typically the CEO, will sign or otherwise approve purchase orders, check request forms, credit card 
expenses, or invoices. All checks or purchase orders over Ten Thousand ($10,000) Dollars must be co-
signed by two appropriate designees who are either approved as signatory on the School’s checking 
account or serve on the School’s Senior Leadership Team.  All checks or purchase orders over Twenty 
Thousand ($20,000) dollars must be co-signed by either the Board President or Board Treasurer. Dual 
approval through electronic methods is also acceptable. Payments for invoices for operational services
contracted by the school, and previously approved by the Board, including those for services provided by 
Pearson, do not need to be countersigned or dually approved.   

Responsibilities 
A. Employees requesting a payment for the purchase of goods and services are responsible for

submitting a request for cash disbursement in compliance with this policy.
B. Department Managers/CEO are responsible for knowing the cash disbursement policy and

informing their staff of the policy and procedures. Also, the CEO is responsible for verifying and
approving purchase requests in accordance with this policy based on agreed upon authorization
and approval limits

C. Pearson Purchasing Department and/or CEO or School Office Manager is responsible for review
of purchase request and creation of PO.

D. The PVS AP Department and/or CEO or School Office Manager is responsible for reviewing all
purchase requests for processing and payments. Pearson AP is also responsible for initiating and
executing disbursements after authorization by the Pearson AP Manager.

E. An Authorized Approver is responsible for posting check batches and approving check printing
functions within the accounting system.

F. The Pearson Accounting Department is responsible for the verification of general ledger
accounts. The PVS Accounting Department is also responsible for control of voids and
reconciliation of the bank account. For purchases made directly by the School, the CEO or
school-level designee is responsible for sharing information with the Pearson Accounting
Department for posting to the general ledger.
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Purchase requests must be submitted in a timely manner in order to meet required deadlines. Requests 
that have sufficient documentation and approval allow a shorter processing time. All requests will be 
routed to the Pearson Accounting Department to review general ledger coding and to the Pearson
Purchasing Department and/or CEO or school-level designee for creation of the PO. 

All payments require a description of the type, quantity, dollar amount, and delivery or service dates of 
goods or services requested for payment.  Requests for Cash Disbursements should be initiated through 
the IA System in the following manner: 

1. Requestor creates IA to request purchase of goods or services
2. The following items are required on the request:

a. Vendor name and address
b. General ledger account coding
c. Explanation (business purpose) and amount
d. Date needed
e. Approval (must be an Authorized Approver)

3. If this is a new vendor, a W-9 will be required before payment will be processed.  Please refer to
the Vendor Policy, located in the VL for additional information.

4. Employee will submit any related supporting documentation, and W-9 (if applicable) to the
Pearson AP Department via the IA system.

The Pearson AP Department issues vendor payments on a weekly basis. However, payments will be 
processed as needed for cash disbursement requests. Once checks have been processed, AP will handle 
any special requests for mailing the checks to the vendor. If it is necessary for the requestor to issue the 
payment (i.e., C.O.D.), AP will release the check to the requestor and the requestor must sign the Check 
Distribution Log- Pick up.  

Voids 
If a vendor does not receive a payment, AP will adhere to the following guidelines to research/reissue 
payment: 

1. Stop Payments
a. A check must be outstanding for a minimum of 10 business days prior to issuing stop

payment. It must be verified through the bank that the check has not been cashed before
processing the stop payment.

b. A Void Request Form must be completed.
c. A stop payment is initiated in the bank by the AP manager. The void is processed in the

accounting system by the Accounting Department.
d. The stop payment and void must be processed before the payment can be reissued to the

vendor.
2. Voids for Returned Checks

a. A Void Request form must be completed and the destroyed check attached.
b. The void is processed in the accounting system by the Accounting Department.
c. The void must be processed before the payment can be reissued to the vendor.

Corporate Credit Cards

The card should primarily be used for travel expenses such as hotel, airfare and meal costs.  It can also be 
used to cover small dollar school or office related expenses, including office supplies, dues, subscriptions 
and conference fees.  To avoid duplicate payments and reduce the risk of fraud, all purchases with a 

Pennwood Cyber Charter School

295



purchase order number or that are more than the respective cardholder’s approved limit should be 
processed through Accounts Payable. 

The Corporate Credit Card (“Card”) is the preferred method of payment for all business travel and 
expense charges incurred by individuals.  This card program is designed to do three key things:  

o Shorten the approval process.
o Reduce the paperwork of procurement like the preparation of purchase orders and petty cash

vouchers, check requests and expense reimbursements.
o Provide greater visibility of spending.

Cards are only to be used for valid, legitimate, and reasonable expenses related to the School’s business. 
All employees who travel should apply for a Card. Any violations of the policy may result in disciplinary 
action, up to and including termination of employment.   

Roles and Responsibilities 
A. The Cardholder (the individual in whose name the corporate card is issued) is responsible for:

1. Using the Card in line with this and other company policies
2. Submitting receipts in the appropriate system on a timely basis
3. Addressing any payment queries with the card provider
4. Ensuring the account information is kept up to date, including changes in department, approver or

business address/phone
5. Keeping the Card secure and ensuring that only legitimate business purchases are made on the

account
6. Filing expenses or reconciliations in a timely way – at least monthly where possible - to ensure

that the account remains up to date
7. Paying any fees associated with late payment or reinstatement for cancelled/suspended Cards as

these will not be reimbursed.
B. The Manager who approves the Card spending is responsible for:

1. Recommending new cardholders to take part in the Card program
2. Communicating account limitations and restrictions for Cards
3. Notifying the appropriate party of changes to existing Cards, such as spending limit and industry

restriction changes
4. Ensuring Cards for employees that no longer need them (i.e. leaving the School) are cancelled.
5. Reviewing and approving all cardholder transactions and ensuring the Card is used in line with

company policy.
6. Ensuring the company does not reimburse any late or similar type of fee.

Using the Card appropriately  
The School, in collaboration with Pearson, reserves the right, to determine the kind of purchases that can 
be made using the Card.  The list below outlines some examples for which Cards should NOT be used,
unless authorized by the CEO or School-level designee:  

1. Cash
2. Personal, non-business charges
3. Any transaction exceeding an employee’s individually approved limit
4. Computer equipment:  hardware and software (including tablets), which should be obtained

through the authorized technology procurement process
5. Fees to join rewards programs, late charges or any other card-related fees
6. Gift cards and other cash equivalents
7. Any purchase that violates the law or a school or corporate policy.

Pennwood Cyber Charter School

296



Card spending will not be authorized beyond a total monthly level of $10,000. Exceptions must be agreed 
by the appropriate supervisor and the AP Department, at least 15 days in advance.  

Disputed or fraudulent charges  
For any fraudulent charge (i.e. a charge that has not been authorized by the cardholder), the cardholder 
must make a report immediately to the issuing card company.  

For incorrect charges, the cardholder should first attempt to resolve the dispute with the merchant. If the 
merchant agrees and processes a credit in a timely manner, no further action is needed. If the merchant 
does not resolve the issue, the cardholder must file a dispute with the card provider immediately. While 
pending resolution, the issuing card company will credit the account for the amount of the disputed 
transaction. This will prevent late fees from being charged. If the dispute is not resolved to the 
cardholder’s satisfaction, and the cardholder believes to have been unfairly treated by the merchant, the 
cardholder should notify the person who approves their expenses.  

Lost or stolen cards  
Each cardholder is responsible for keeping their Card safe and for any purchases made on the account. If 
a Card has been lost or stolen, the cardholder must immediately report it to the issuing card company.  It 
is important to act promptly in the event of a lost or stolen Card to avoid Company liability for fraudulent 
transactions.  

Expense Reports for Reimbursement 

Employees must submit approved expense reports and supporting documentation either electronically or 
by mail to the AP Department.  All expense reports must be approved by the appropriate supervisor (or 
higher level of authority if limits exceed the amounts noted in the following section prior to initiating 
payment processing).  

Business Purpose  
The Internal Revenue Service (“IRS”) guidelines for Travel and Entertainment, pub. 463 state that “you 
must generally provide a written statement of the business purpose of an expense.” The following details 
must be included in the business purpose of the expense report in order to provide proof of the business 
expense: 

● Names of individuals present, their titles and company name
● Location or description of the expense
● Exact amount and date of the expense

Receipts 
Receipts must be provided for all school related expenses for expense reports. Charter schools that 
reimburse on a per diem basis do not require their employees to submit receipts for meals. However, 
receipts are required for lodging, entertainment, taxis, airfare, etc. Certain items that require detailed 
information must have a receipt to be eligible for reimbursement, such as supplies purchased from a 
department store.  The credit card statement does not clearly indicate what types of items were purchased 
and do not provide sufficient support the purchase was job related.  

a. When a receipt or other proof of payment is not available, the employee must complete a Lost or
Destroyed Receipt form.  Details about the payee, date, location, business purpose and amount of
the expense must be identified on the form. The form must be signed by the employee and their
immediate supervisor.
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b. The employee is responsible for maintaining a copy of their expense report and receipts until
reimbursement has been made.
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Conflict of Interest Requirements

Standards of Conduct

In accordance with 2 C.F.R. § 200.318(c)(1), the School maintains the following standards of conduct 
covering conflicts of interest and governing the actions of its employees engaged in the selection, award 
and administration of contracts.  No employee, officer, or agent may participate in the selection, award, or 
administration of a contract supported by a federal award if he or she has a real or apparent conflict of 
interest.  Such a conflict of interest would arise when the employee, officer, or agent, any member of his 
or her immediate family, his or her partner, or an organization which employs or is about to employ any 
of the parties indicated herein, has a financial or other interest in or a tangible personal benefit from a firm 
considered for a contract.   

The officers, employees, and agents of the School may neither solicit nor accept gratuities, favors, or 
anything of monetary value from contractors or parties to subcontracts, unless the gift is an unsolicited 
item of nominal value.  

Employees are to avoid any conduct that gives rise to a conflict of interest or even the appearance of a 
conflict of interest. With the very limited exceptions discussed below, employees are prohibited from 
giving or accepting gifts from any person or entity that has or seeks a business relationship with the 
School even when the gift is given without any intention of influencing the recipient.  A gift is defined as 
anything of value given or reimbursed by the vendor for which goods or services are not provided in 
return as part of an ordinary business transaction. This includes tangible items, meals, or travel expenses.  
Employees must have all gifts made to government officials, government employees or government 
entities approved by the Chief Financial Officer/CEO in conjunction with the Legal Department. 

Any gifts to non-public officials that exceed $75 per person total for each calendar year must be 
approved. In no event should any gift of cash, including gift cards, be accepted or made.  If an employee 
receives an unsolicited gift, the employee must promptly notify his or her immediate supervisor, in 
writing, and take the following action:  

● Return the gift with a letter to the donor explaining the School’s gift policy.
● When a gift cannot be returned because it is perishable and may become damaged or spoiled,

send the donor a letter noting this fact and explaining the School’s gift policy.
● When it is necessary to write a letter as prescribed above, the employee should provide a copy of

the letter to his or her immediate supervisor and the CEO or school-level designee.

To reinforce our School’s commitment to the highest standards of ethics, an Ethics Hotline is available. 
The Ethics Hotline is a phone and web-based communications tool that offers employees a confidential 
way to raise a concern or report suspected unethical, unprofessional, illegal, or fraudulent activity by 
others associated with the School. The hotline number is 877-892-4063 and the confidential web address 
is www.connectionsacademy.alertline.com. 

What types of incidents should be reported?  
We encourage employees to report situations or events that could potentially harm our students, our 
people or our School. Examples include violations related to: 

Compliance with regulations 
Misuse of resources or funds 
Conflicts of interest 
Intellectual property infringement 
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Accounting & auditing practices 
Falsification or destruction of information 
Gifts & bribes 
Threats and physical violence 
Disclosure of confidential information 
Discrimination 
Privacy of student records 
Harassment 
Theft 
Retaliation 
Copyright laws and software piracy 

Any employee who has information about possible criminal activities, ethical violations, or other work-
related incidents should use the Ethics Hotline. An employee’s first option is to report suspicions to a 
member of management or Human Resources. If the person is uncomfortable with the direct approach, 
they should use the Ethics Hotline. 

Concerns reported to the Ethics Hotline are received by an independent third-party communication 
specialist who will then report the information anonymously to Human Resources. At no point will the 
identity of the individual reporting the concern be revealed without his/her consent. Any employee who, 
in good faith, raises a concern or reports misconduct is doing the right thing and will not be subject to 
discipline or retaliation just for reporting a concern. 

Periodic trainings concerning conflict of interest and other ethical topics are mandatory for all employees. 

Organizational Conflicts 

Employees are prohibited from engaging in any activities that conflict with the School’s interests or have 
the appearance of doing so. A conflict of interest, or the appearance thereof, may occur when the interest 
in, association with, and/or employment by one of the School’s competitors, suppliers of goods or 
services, employees/applicants for employment or customers/students is such that one’s ability to act in 
the best interests of the company may be called into question. 

If concerned that there is a conflict of interest, the employee is urged to discuss the matter with their 
manager and/or Human Resources. 

Conduct that may constitute a conflict of interest includes, but is not limited to: 
● Directly or indirectly borrowing from, lending to, investing in or engaging in any substantial financial

transaction with an existing potential customer/student, client, or supplier;
● Performing outside work for another entity while working for the School;
● Transmitting confidential information to a customer/student, vendor, competitor, or other individual

who is not an employee and who does not have authorization to receive it;
● Using facilities, equipment, labor, or supplies to conduct outside activities; and
● Having an intimate relationship with any student, parent of a student, employee under supervision, or

customer, except when such individual is a member of your family or when the person has no work
responsibilities associated with the individual and the relationship is not prohibited by law or
regulation, such as a relationship with an under-age student.
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Mandatory Disclosure 

Upon discovery of any potential conflict, the School will disclose in writing the potential conflict to the
federal awarding agency in accordance with applicable federal awarding agency policy.  
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Property Management Systems

Property Classifications

Equipment means tangible personal property (including information technology systems) having a useful 
life of more than one year and a per-unit acquisition cost which equals or exceeds the lesser of the 
capitalization level established by the School for financial statement purposes, or $5,000 (2 C.F.R. § 
200.33). 

Supplies means all tangible personal property other than those described in § 200.33 Equipment. A 
computing device is a supply if the acquisition cost is less than the lesser of the capitalization level 
established by the School for financial statement purposes or $5,000, regardless of the length of its useful 
life (2 C.F.R. § 200.94).  

Computing devices means machines used to acquire, store, analyze, process, and publish data and other 
information electronically, including accessories (or “peripherals”) for printing, transmitting and 
receiving, or storing electronic information (2 C.F.R. § 200.20).  

Capital assets means tangible or intangible assets used in operations having a useful life of more than one 
year which are capitalized in accordance with GAAP.  Capital assets include:  

● Land, buildings (facilities), equipment, and intellectual property (including software) whether
acquired by purchase, construction, manufacture, lease-purchase, exchange, or through capital
leases; and

● Additions, improvements, modifications, replacements, rearrangements, reinstallations,
renovations or alterations to capital assets that materially increase their value or useful life (not
ordinary repairs and maintenance) (2 C.F.R. § 200.12).

Inventory Procedure

The School will maintain a system of inventory management, including records of inventory, that 
complies with 2 CFR 200.313(d) to ensure full accounting of all grant funds expended for purchase of 
equipment, supplies, or other tangible property in connection with each grant program. Inventory records 
will be made available for all reporting requirements, monitoring activities, and for program performance 
and fiscal audits. 

The inventory management system is part of the financial management system, includes records 
documenting compliance with Federal Statutes, regulations, and the terms and conditions of the Federal 
Award, is sufficient to permit the preparation of reports required by general and program-specific terms 
and conditions; and the tracing of funds to a level of expenditure adequate to establish that such funds 
have been used according to the Federal Statues, regulations, and terms and conditions of the Federal 
Award. 

Use of Equipment

Equipment must be used in the program or project for which it was acquired as long as needed, whether 
the project or program continues to be supported by the grant award, and the School will not encumber 
the property without prior approval of the awarding agency and the pass-through entity.  
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During the time equipment is used on the project or program for which it was acquired, the equipment 
will also be made available as allowed for use on other projects or programs currently or previously 
supported by the granting agency, provided that such use will not interfere with the work on the projects 
or program for which it was originally acquired.  First preference for other use must be given to other 
programs or projects supported by the awarding agency that financed the equipment. Second preference is 
given to programs or projects under grant awards from other grant awarding agencies.

When no longer needed for the original program or project, the equipment may be used in other activities 
supported by the grant awarding agency, in the following order of priority: (1) activities under a grant 
award from the grant awarding agency which funded the original program or project; then (2) activities 
under grant awards from other grant awarding agencies.

Inventory Management System

The School uses a spreadsheet to manage inventory/property purchased with federal funds. The
spreadsheet is shared on the Google Drive accessed only by appropriate staff (i.e., a designated inventory 
manager). The inventory manager is responsible for documenting and managing the inventory system. 

New Inventory Procedure
Authorization of inventory purchases is acquired through the regular purchase process and approved on 
Purchase Order forms verifying allowability of costs and availability of funds. Only authorized items will 
be considered for purchase. Specific funding sources must be identified prior to authorization to obligate 
funds and approval of purchase orders.

Once an approved PO is submitted to a vendor, the original order documentation and PO are provided to 
the Office Manager. Upon delivery, a copy of the invoice and packing slips are also submitted to the 
Office Manager. Hard copies may be stored at the school by the Office Manager and are electronically 
stored in the school drive consistent with records retention policies.

Upon receipt of new items, the Office Manager will inspect the inventory to ensure it’s in good condition 
and that it matches the item(s) specified on the purchase order, invoice, and packing slip. Items are 
identified and tagged with a unique serial/identification number and inventory information is entered onto 
the Inventory Management spreadsheet by the Office Manager and/or Inventory Manager the same day as 
receipt. 

After new inventory has been identified, tagged, and entered into the inventory management spreadsheet, 
items are secured in a locked closet or room. 

Inventory Records

For each equipment and computing device purchased with grant funds, the following information is 
maintained on an inventory list:

● Description of the property
● Serial number or other identification number;
● Source of funding for the property, including the FAIN number;
● Vendor name, acquisition date and cost of the property;
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● The percentage of costs where were purchased with federal funds. This ensures that the use of the
equipment meets the minimum amount funded;

● Who holds the title;
● Location, use and condition of the property (including if lost, damaged, or stolen); and
● Any ultimate disposition data including the date of disposal and sale price of the property.

Shared Devices Used at the School

Devices purchased by the School that are shared among staff and students must be properly controlled.  
The process requires the following steps:
* All shared electronic devices must be stored in a secure (locking) cabinet at all times when not signed
out to a teacher, staff, or student.
* If devices may contain student data, appropriate usage restrictions must be in place. For example,
devices with student data should not be used by students.

Sign-out procedures
When a device is needed by staff or students at the School, the device must be properly signed-out. 
1. Inventory Manager or Office Manager pulls a device from storage and records device serial number

(not the asset tag) in sign-out sheet.
2. Inventory Manager or Office Manager uses sign out-sheet to verify the condition of the device.

a. Verify no noticeable physical damage to device.
b. Verify device works properly.

3. Inventory Manager or Office Manager will then write the name of the staff or student and the
time/date it is assigned to them.

4. Staff or student signs sign-out sheet verifying they are responsible for proper use, loss/damage and
safe return of device at end of the day or when it is scheduled to be returned.

Sign-In Procedures 
1. Inventory Manager or Office Manager reviews sign-out sheet at least once per semester to determine

devices that need to be returned. Inventory Manager or Office Manager will contact staff or student
who signed out device to ensure it is returned timely.

2. When a device is returned, Inventory Manager or Office Manager examines the condition of the
device to ensure it matches condition upon sign-out.

a. Verify no noticeable physical damage to device
b. Verify device works properly.

3. Inventory Manager or Office Manager verifies the device serial number matches the device assigned
earlier.

4. Inventory Manager or Office Manager documents the date/time returned.
5. Inventory Manager or Office Manager will immediately lock the device in the secured location.
6. If the Inventory Manager or Office Manager finds that a device is damaged or missing, he/she must

immediately create an IA to be assigned to Fulfillment to start an investigation (with the appropriate
stakeholders including the CEO).

Controls to Safeguard
Upon sign-out of equipment/property, the borrower (e.g., teacher or student) must certify via signature on 
the sign-out sheet that they are responsible for the safeguarding of the equipment while in their 
possession. The Inventory Manager or Office Manager will review the sign-out sheet at least once every 6 
months to determine the location of the property and ensure that all property items are accounted for. The 
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CEO or inventory designee will investigate any loss, theft, or damage and document findings of 
investigation.

Computing devices are stored in areas that can be locked and/or stored in a locked location.
Computing devices are checked out by a certified teacher and/or designated inventory manager as
noted above.
Teachers/staff removing the equipment from the site must certify that they are maintaining the
equipment in a secure and safe location and they are responsible for the equipment when in their
possession.
If the equipment is lost or suspected to be stolen or lost, the inventory manager and/or CEO or
designee is notified in order to launch an investigation into the stolen device. The designee should
conduct interviews and file a police report if necessary. Inventory records (condition of property)
in the spreadsheet should be updated by the inventory manager to note the property was lost,
damaged, or stolen. Records of the investigation will be maintained according to the school
records retention policy.

Inventory Count/Physical Inventory

At least once a year, a physical inventory count is conducted. Inventory records from the spreadsheet are 
printed and all of the property items are reconciled by someone independent (i.e., who is not the Inventory 
Manager or Office Manager). For units which have been signed-out for long periods of time (e.g., more 
than a month after noted to-be-returned date), this person should contact the staff or student who signed 
out the device to determine whether or not the device is still being used or should be returned.  If the 
device is damaged or missing, this person should immediately create an IA to be assigned to Fulfillment 
to start an investigation (with appropriate stakeholders). Updates are made as needed to the inventory 
spreadsheet to note condition or changes to inventory. Records from the physical inventory are reviewed 
and approved by the CEO and stored according to the records retention policy for the school. 

Disposal of Equipment

When it is determined that original or replacement equipment acquired under a federal award is no longer 
needed for the original project or program, or for other activities currently or previously supported by a 
federal awarding agency, the School or designee will contact the awarding agency (or pass-through for a 
state-administered grant) for disposition instructions.  

Generally, disposition of equipment is dependent on its fair market value (FMV) at the time of 
disposition.  If the item has a current FMV of $5,000 or less, it may be retained, sold, or otherwise 
disposed of with no further obligation to the federal awarding agency.  If the item has a current FMV of 
more than $5,000, the federal awarding agency is entitled to the federal share of the current market value 
or sales proceeds.   

If acquiring replacement equipment, the School may use the equipment to be replaced as a trade-in or sell 
the property and use the proceeds to offset the cost of the replacement property.   

Maintenance & Replacement

The School seeks competitive pricing for technology and maintenance of all equipment. The selected 
provider will also manage returning and replacing any damaged or malfunctioning equipment.  
Maintenance and replacement equipment may be provided through Pearson. The Inventory Manager or 
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Office Manager should will manage all property, including who has access to property and ensure that all 
property is kept in good condition and kept safe and secure. 
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Written Compensation (Time and Effort)

Overview

Time and Effort Standards
All employees who are paid in full or in part with federal funds must keep specific documents to 
demonstrate the amount of time they spent on grant activities. This includes an employee whose salary is 
paid with state or local funds but is used to meet a required “match” in a federal program.  These 
documents, known as time and effort records, are maintained in order to charge the costs of personnel 
compensation to federal grants.

Charges to federal awards for salaries and wages must be based on records that accurately reflect the 
work performed. These records must: 

● Be supported by a system of internal controls which provides reasonable assurance that the
charges are accurate, allowable, and properly allocated;

● Be incorporated into official records;
● Reasonably reflect total activity for which the employee is compensated, not exceeding 100% of

compensated activities;
● Encompass both federally assisted and all other activities compensated by the School on an

integrated basis;
● Comply with the established accounting policies and practices of the School; and
● Support the distribution of the employee’s salary or wages among specific activities or costs

objectives.

Time and Effort Procedures
There are three methods for reporting time: (1) Blanket Semi-Annual Certification, (2) Personnel Activity 
Report (PAR), and (3) Fixed Schedule Certification.  These documents are both completed after-the-fact.  
Sample templates are made available to all school staff and can be viewed 24/7 on the FPS public site on 
SharePoint.  Note that the State may request specific State-approved documentation for Time and Effort 
that differs slightly from those described below.  In those cases, the School will complete the State-
specific documentation to support Time and Effort.

Blanket Semi-Annual Certification:  Semi-annual certifications are completed by employees whose 
time is 100% funded through one cost objective or when an employee’s efforts are 100% towards one 
cost objective (e.g., in a Schoolwide Program).  The following procedures are followed when completing 
a Blanket Semi-Annual Certification :

● Lists each employee that is funded through a particular grant program as well each employee’s
job title and their respective start and end dates.

● After each 6-month period (e.g., July 1 – December 31 and January 1 – June 30), unless
otherwise directed from the state, it is signed by a supervisor that has first-hand knowledge of the
work performed by each employee.

● FPS reviews each document to ensure its accuracy.

PAR: The PAR, or Personnel Activity Report, is completed by employees whose salary is funded only 
partially through federal programs or whose efforts are divided between federal program objectives and 
other objectives. The following procedures are followed when completing a PAR:

● Lists pertinent information including:
o The employee’s name
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o The employee’s start date
o The employee’s federal funding source
o A description of their monthly tasks related to the federal program objectives
o A breakdown by day of how much time was spent on federal and non-federal program

objectives.
● After each month, it is signed by the employee and then by a supervisor who has first-hand

knowledge of the work performed by each employee.
● FPS reviews every PAR every month to ensure its accuracy and tracks the actual time spent on

the applicable federal program objectives in comparison to what was budgeted so that, when
necessary, amendments to the application can be made in a timely manner.

Fixed-Schedule Certification: Fixed-Schedule certifications are for employees who are funded with 
multiple federal awards and/or working on multiple cost objectives in a fixed schedule. The following 
procedures are followed when completing a fixed-schedule certification:

● Lists pertinent information including:
○ The employee’s name
○ The employee’s start date
○ The employee’s federal funding and/or other funding sources
○ The percent of time spent on each funding source/costo objective
○ The employee’s fixed schedule for the time period being certified (e.g., semester, etc.)

● After each 6-month period (e.g., July 1 – December 31 and January 1 – June 30), unless
otherwise directed from the state, it is signed by a supervisor that has first-hand knowledge of the
work performed by each employee.

● FPS reviews each document to ensure its accuracy.

As needed, FPS provide group and one-on-one training and guidance on the completion of time and effort 
records for employees required to complete the time and effort records.  The School’s time and effort 
records are maintained in the applicable IssueAware (IA) ticket as well as in the school’s SharePoint 
folder.

The School has written Human Resource Policies, available in Connexus, which cover:
a) How employees are hired and exited;
b) The extent to which employees may provide professional services outside the School;
c) The provision of fringe benefits, including leave and insurance;
d) The use of recruiting expenses to attract personnel; and
e) Reimbursement for relocation costs.

Reconciliation Process
It is critical for payroll charges to match the actual distribution of time recorded on the monthly time and 
effort certification documents. All time and effort certifications are collected, reviewed for accuracy, 
appropriate signatures and dates. In order to reconcile actual costs to budgeted distributions, FPS records 
actual time and conducts periodic reconciliations (semi-annually for Semi-annual Certifications and 
monthly for monthly PARs) comparing completed time and effort forms to budget distributions. This 
includes review of form ratios/percentages versus budgeted distributions. 
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Record Keeping

Overview 

It is the policy of the School to create, use, and maintain its records so they are available when needed, 
and to use, maintain and destroy them in compliance with applicable federal and state laws, operational 
requirements, and industry best practices.  The School has established these guidelines and procedures to 
ensure that:  

● Records are retained and maintained long enough to fulfill the School’s business needs and legal
and governmental obligations;

● The School retains and maintains records as may be necessary to comply with appropriate
requirements, including litigation discovery requirements; and

● Eligible records are routinely and non-selectively destroyed in the normal course of business
under the approved and current records retention schedule (“Retention Schedule”).

● All employees, consultants and contractors of the School and its business units, subsidiaries, and
affiliate companies (“Personnel”) are required to comply with this Records Retention Policy
(“Records Policy”).

The Records Policy applies to all records wherever those records are maintained and without regard to the 
form (paper or electronic), media or storage location in which the records exist. 

The Records Policy is intended to be comprehensive and its supporting procedures apply to the retention 
and destruction of all records that are maintained in the normal course of business.  Personnel may not 
exercise discretion to either destroy or retain records in contravention of the Records Policy or Retention 
Schedule. 

Definitions 

A record is any and all recorded information that can be retrieved at any time regardless of where that 
information is maintained or the media on which the information exists. A record includes all documents, 
papers, letters, drawings, schematics, books, maps, photographs, blueprints, sound or video recordings, 
microfilm, magnetic tape, electronic media, and other information recording media, regardless of physical 
form or characteristic. All records stored on any electronic or non-electronic media are subject to the 
Records Policy and shall be handled accordingly.

The types of records covered by this Records Policy fall into three categories: 

1. Business Records
All records that are created, received, or maintained as part of the School’s business activities and that are
directly related to the School’s operations and management other than Educational Records, as defined
below, are referred to herein as “Business Records”.

2. Educational Records
As used in this Records Policy, “Educational Records” are those files, documents and other materials
which contain information directly related to a student and are maintained by the School.  Educational
Records that are subject to state records retention requirements are referred to herein as “Student
Records”. The Records Policy addresses Educational Records that are not Student Records and is not
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applicable to the retention and destruction of Student Records.  For information regarding the retention, 
maintenance and destruction of Student Records, refer to the Student Records Addendum.  

3. General Information
All records that are created or received solely for reference or convenience, or that do not relate to the
School’s business are General Information.  General Information is not required to be retained for a
particular period of time.  Generally, these records should be kept for the shortest period of time they are
reasonably needed by Personnel to perform his or her job function. General Information shall never be
held longer than two (2) years unless the General Information is a copy of an active Business Record, e.g.
a working copy of an agreement with a term that exceeds the retention period.  General Information
records are never sent to storage.  Personnel who maintain General Information must destroy it as soon as
it is no longer needed.  No approval is needed to destroy General Information. However, if General
Information contains personal information, student information, confidential information or
Pearsonintellectual property, the employee must dispose of such General Information in accordance with
the Intellectual Property and Information Policy.

Examples of General Information include, but are not limited to, the following: 
▪ Extra electronic or hard copies of Business Records kept only for convenience or reference and extra

copies of publications stocked for distribution purposes;
▪ Reference materials and other publications, such as departmental copies of books or periodicals,

which are acquired and maintained solely for general reference purposes rather than to support a
specific business operation;

▪ Promotional material from vendors and similar materials that are publicly available to anyone;
▪ Unsolicited brochures, catalogs, pamphlets, and other documents, usually received through the mail,

that describe specific organizations, events, products, or services and that have no substantive
business value;

▪ Unsolicited email and voicemail that have no business value;
▪ Information received from Internet listservs and newsgroups;
▪ Personal papers that may be kept in an employee’s work area but were not created or received in the

course of business and do not relate in any way to the employee’s duties;
▪ Excess inventory of annual reports, bulletins, circulars, employee newsletters, brochures, posters,

handbooks, publications, and other materials intended for sale or distribution;
▪ Blank copies of purchase requisitions, travel reimbursement requests, and other business forms

which, when completed for a specific business purpose, would be considered records; and;
▪ Drafts once the final versions are completed, worksheets from which data is extracted and other

records that lose their value once their contents are incorporated into other records.

4. Archival Records.
Archival records are those which are maintained to record the history of the School.  They may include
old brochures, email exchanges that relate to the history of the School, or other material that would be
appropriate to be maintained for the purposes of a School archive.  Employees should not separately
retain such information after it would otherwise be scheduled for removal or destruction but rather shall
forward such information to the Corporate Archivist who will determine what is appropriate to be
retained for historical reference purposes.

Proprietary Information 

All Business Records are the exclusive property of Pearson, the School or other business partners (such as 
information received under a Nondisclosure Agreement).  As the owner of its Business Records, the 
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School is solely empowered to make decisions about their storage, distribution, control, protection, 
retention, destruction or use.  Personnel files containing Business Records may be established for the 
convenience of individual employees, but all Business Records remain the exclusive property of the 
School, or its business partners. 

Personnel have no right of personal privacy in any record created, generated, transmitted received or 
stored on the School’s information systems.  The use of passwords or other security measures does not in 
any way diminish the School’s rights, or create any privacy rights for employees.  The School reserves 
the right to retrieve, copy, and delete any data stored on its information systems. Refer to the Intellectual 
Property and Information Policy for more information. 

Records Retention Schedule

The Records Retention Schedule identifies the types of Business Records and Educational Records 
retained throughout the School and the approved time period for retaining these Business Records and 
Educational Records. 

The Retention Schedule can be found in the EMS Virtual Library under the heading “Employee 
Resources.” Note that there are two Records Retention Schedules – one for records produced by Pearson 
and open for documents produced by the School. The user should adhere to the schedule based on who 
produced the records (Pearson or the School) or comply with the most restrictive rules. 

All Business Records and Educational Records shall be retained in accordance with the Retention 
Schedule. No employee discretion on retention period or destruction is allowed. 

The Retention Schedule is intended to be comprehensive. It is the responsibility of all Personnel to notify 
the Records Custodian or other appropriate designee of: (1) record types that need to be added to the 
Retention Schedule, (2) record types that are no longer relevant and should be removed from the 
Retention Schedule, and (3) any legal requirement to retain a specific record type for a longer or shorter 
period than reflected in the Retention Schedule.  

The School maintains all records that fully show: (1) the amount of funds under the grant or subgrant; (2) 
how the subgrantee uses those funds; (3) the total cost of each project; (4) the share of the total cost of 
each project provided from other sources; (5) other records to facilitate an effective audit; and (6) other 
records to show compliance with federal program requirements (34 C.F.R. § 76.730-.731 and § 75.730-
.731).  The School also maintains records of significant project experiences and results (34 C.F.R. § 
75.732).  These records and accounts must be retained and made available for programmatic or financial 
audits.   

Roles and Responsibilities 

Policy Manager 
The Records Policy manager (“Policy Manager”) will be the designated employee responsible for 
interpreting any portion of the Records Policy or the records retention requirements as they may apply to 
specific situations. The Policy Manager will review and approve the Records Policy annually.  It is the 
responsibility of all Personnel to notify the Policy Manager of any necessary additions or deletions to the 
Records Policy. Likewise, all Personnel must understand that vendors who provide records-related 
services, such as records storage vendors, may have procedures and systems that will result in lapses in 
enforcement of the Records Policy. All Personnel shall report any incidents or situations that may cause 
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such a lapse to the Policy Manager. The Policy Manager, in consultation with the Legal Department, will 
be responsible for overseeing the implementation of and assuring adherence to the Records Policy and 
Retention Schedule, as well as auditing compliance with the Records Policy and reporting annually to
General Counsel and Chief Financial Officer/CEO. 

Records Custodian 
The School shall appoint a Records Custodian who is responsible for ensuring such the School’s 
compliance with the Records Policy.  Each Records Custodian shall: 

● Have a full and complete understanding of the Records Policy and its procedures.
● Oversee all storage of records in warehouses or other storage facilities for their respective School

and assure that retention and destruction of records maintained in such facilities complies with the
Records Policy.

● Ensure that all policy directives are communicated to all affected Personnel within their School,
and that the requirements of all records notices are carried out consistently and non-selectively in
the normal course of business.

● Indicate that their School is compliant with the Records Policy and any and all notices, surveys
and/or audits.

● Ensure all new hires receive proper training regarding the Records Policy and coordinate the
proper transfer of records on the termination of any employee at the School.

● Promptly advise the Policy Manager of any updates or changes to the Retention Schedule for the
Records Custodian’s School.

Record Locations

All records maintained in centrally controlled systems (e.g. EMS, shared drives, SharePoint), individual 
offices, by consultants, in warehouses or other storage facilities, or at any other location are subject to the 
Records Policy and shall be handled accordingly. 

The Office of Record is the term used for the business area that is responsible for the long-term 
maintenance of the Business Record.  The Office of Record is responsible for responding to information 
requests, meeting reporting requirements, responding to audits, and properly destroying the Business 
Record in compliance with the current and approved Records Retention Schedule.  Other business areas 
may retain reference copies of the Business Records, but such copies shall be kept for the shortest time 
reasonably necessary.  As outlined above, copies of Business Records may be considered General 
Information and should be maintained and destroyed accordingly.

School Controlled Records (Onsite)
School Controlled Records are any paper or electronic Records or General Information retained anywhere 
within the School. For example: closets, vacant offices, storage rooms, break rooms, filing cabinets, 
drawers, hard drives, shared drives, CD’s, DVD’s, flash drives, in email, etc.

All paper and electronic Records within the School’s control must be reviewed and all such Business 
Records and Educational Records that have become obsolete pursuant to the retention requirements under 
the applicable Retention Schedule, excluding only Business Records and Educational Records that are on 
“hold” status, shall be properly destroyed. In addition, all paper and electronic General Information within 
the School’s control that is no longer reasonably necessary for an employee to perform his or her job, 
excluding only General Information records that are on “hold” status, shall be properly destroyed.  
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Record Destruction
 
Records eligible for routine destruction in accordance with the approved Retention Schedule shall be 
systematically destroyed without the School’s review unless the records are on “hold” status as outlined 
in Section V(A) of this policy or are covered by the sections relating to records placed in the Archives.  
No employee discretion on retention period or destruction dates is allowed.  Destruction dates shall be 
calculated based on the retention requirements shown on the approved Retention Schedule.  
 
When the specified retention period ends, all records should be disposed of or destroyed by means 
appropriate to their nature or level of confidentiality (e.g., shredding, recycling, deleting).  This Retention 
Policy and the Retention Schedule apply to all records irrespective of the medium in which the records 
exist. 

● All Electronic Records should be stored on the School’s network drive designated by department, 
functional area and/or individual, as directed. Access to the folders will be determined by job
requirements and be based on user profile.  

● All Hard Copy Records should be routinely categorized and filed.  Once the retention window has 
expired, hard copy records will need to be placed in the appropriate shredding receptacle or 
recycle bin.  

● All Email Communication retained for business reasons must be pulled out of your active inbox 
and filed in an archive or personal folder. All other email (i.e. general business, personal or 
expired informational email) must be deleted from each employee’s active inbox for permanent 
destruction.  

● General Information and Transitory Messages should be routinely destroyed by each employee 
when they no longer serve a business purpose.  

● Records should be destroyed according to a pre-defined Retention Schedule per policy guidelines 
and ONLY when directed by the Legal Department or the School’s Records Custodian.  

 
Failure to comply with the Records Policy or to report known violations of the Records Policy to the 
Policy Manager is considered a violation for the Records Policy. For employees, compliance with the 
Records policy may be reviewed as part of the School’s annual performance evaluation. 

Access to Records
The School provides the awarding agency, Inspectors General, the Comptroller General of the United 
States, and the pass-through entity, or any of their authorized representatives the right of access to any 
documents, papers, or other records of the School which are pertinent to the Federal award, in order to 
make audits, examinations, excerpts, and transcripts. The right also includes timely and reasonable access 
to the School’s personnel for the purpose of interview or discussion related to such documents. 
 

Right to Inspect and Amend Educational Records
Under FERPA, the School must provide a Caretaker or Eligible Student with an opportunity to inspect 
and review his or her child’s educational records within forty-five (45) calendar days following its receipt 
of a request. The School is required to provide a parent with copies of education records, or make other 
arrangement if a failure to do so would effectively prevent the parent from obtaining access to the records.  
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Parents, legal guardians, and Eligible Students possess the right to request and receive from the School 
the following: (1) an explanation of information in the student’s education records; (2) a copy of all or 
part of the student’s education records; and (3) a list of the types and locations of the student’s education 
records collected, maintained, or utilized by the School.  

A written request identifying the records to be inspected must be provided to the School. The school 
official will arrange for access and will notify the parent or Eligible Student of the time and place where 
the records may be inspected. If copies are requested, the School may charge the requesting party 
reasonable copying costs.   

Parents or Eligible Students requesting an amendment should complete the FERPA Request to Amend 
Educational Record Form available in the Virtual Library and clearly identify the part of the record they 
want changed, and specify why it is inaccurate or misleading and submit this to the CEO. If the School 
decides not to amend the record, the parent, legal guardian, or Eligible Student shall be notified in 
writing. If a Caretaker or student wishes to appeal this determination, then he/she/they must file a Request 
for FERPA Formal Hearing Form, also found in the Virtual Library under Forms. This process is required 
to request and receive a records hearing review. At this time, additional information shall be provided to 
the parent, legal guardian, or Eligible Student regarding the hearing process procedures.  

FERPA was intended to require only that schools conform to fair recordkeeping practices and not to 
override the accepted standards and procedures for making academic assessments, disciplinary ruling, or 
placement determinations. Thus, while FERPA affords parent the right to seek to amend education 
records which contain inaccurate information, this right cannot be used to challenge a grade, an opinion,
or a substantive decision made by the School about a student. Accordingly, if FERPA’s amendment 
procedures are not applicable to a Caretaker’s or Eligible Student’s request for amendment of education 
records, the School is not required under FERPA to hold a hearing in the matter.  

Disclosure Without Consent 

The School is not required to obtain prior written consent when releasing a student’s educational records 
to the following categories of persons:  
● School officials with legitimate educational interests. School officials include the following: persons

employed by the School, whether paid or unpaid; administrator, supervisor, instructor, support staff or
school Board of Directors members; authorizing bodies or districts; vendors employed by or under
contract with the School, such as an attorney, auditor, consultant, etc.; or a parent, student or
volunteer serving in an official school capacity. A school official has a legitimate educational interest
if the official needs to review an education record in order to fulfill his or her professional
responsibilities for the school.

● Officials of another school district in which a student seeks or intends to enroll. Upon receipt of the
request, the School will make reasonable attempts to notify the parent or the Eligible Student of the
request and the date the records were forwarded.

● Appropriate parties in connection with financial aid
● Accrediting institutions
● Compliance with a judicial order or lawfully issued subpoena
● Appropriate officials in the case of a health or safety emergency
● Charter school authorizers and/or state and local authorities within a juvenile system pursuant to

applicable state law
● Parents of “dependent” students as defined by the Internal Revenue Service
● Other persons as provided by the FERPA regulations.
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Directory Information 

FERPA permits the School to designate certain information contained in student educational records as 
Directory Information. Directory Information is generally defined as information not considered harmful 
or an invasion of privacy if released.  

FERPA permits the School to disclose Directory Information for any purpose to third parties, unless the 
parent, legal guardian, or Eligible Student has exercised the right to “opt out” of the release of their 
Directory Information. A parent, legal guardian, or Eligible Student may opt out of having his/her 
Directory Information released by completing the Authorization to Withhold Directory Information Form 
found in the Permissions Manager section of the Student Information Form (SIF). If a Caretaker or 
Eligible Student elects to opt out, the Directory Information will not be disclosed except with the consent 
of the parent, legal guardian, or Eligible Student or as otherwise allowed by FERPA. This is an annual 
election.  

Under this FERPA policy, the following information regarding students is considered Directory 
Information:  
▪ student name
▪ student city of residency
▪ student webmail address
▪ student telephone number
▪ student grade level

If an opt-out form is not received, the School will assume that there is no objection to the release of the 
designated Directory Information.  

Federal law requires schools receiving federal monies to provide military recruiters, upon request, with 
the following three categories of Directory Information for high school students:  
▪ student name
▪ student address
▪ student telephone number

However, the law affords parents/ legal guardians the option to refuse disclosure of such information by 
completing the Authorization to Withhold Directory Information Form.  

Disclosure With Consent 

Written consent or a subpoena must be obtained prior to the release of personally identifiable information 
that is not listed as Directory Information.  

Prior to requesting consent, the School shall provide the parent, legal guardian, or Eligible Student a 
written request form that requires the following information:  
● A specific description of the information or record to be released.
● The party or agency to which the information will be released and their address.
● The written request must be signed and dated by the requestor.

Prior to complying with a subpoena requesting the release of student education records, the School will 
notify the parent, guardian, or Eligible Student and provide seven (7) to ten (10) calendar days, depending 
on the situation, to quash such subpoena.  
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Dependency and Postsecondary Course Records 
 
A parent or guardian may access an Eligible Student’s educational records if he or she can demonstrate 
that the Eligible Student qualifies as a “dependent” according to Section 152 of the Internal Revenue 
Code. The School will accept the family’s most recent tax return or the appropriate form that can be 
found at the Family Compliance Office website.  
 
If a student takes a course at a postsecondary institution, the FERPA rights are accorded to the student for 
any such course. In order for parents, or any third parties to get access to such educational records, the 
student is required to complete an Authorization to Release Post-Secondary School Records Form. Note 
that if the student is under 18 years of age, the parents still retain the rights under FERPA at the high 
school and may inspect and review any records sent by the postsecondary institution to the high school.  

Right to File a Complaint
Parents, legal guardians, or Eligible Students who have concerns or questions should send contact the 
CEO. Additionally, parents, legal guardians, or Eligible Students may file a complaint with the following:  

Family Compliance Office  
U.S. Department of Education  
400 Maryland Avenue, SW  
Washington, D.C. 20202-4605  
Phone: 202-260-3887  

 
IDEA and FERPA  
 
In addition to the requirements of FERPA, the Individuals with Disabilities Education Act (IDEA) 
provides additional privacy protections for students who are receiving special education and related 
services. Part B of the IDEA incorporates and cross-references FERPA.  The School is aware of the 
cooperation between FERPA and IDEA and will adhere to the requirements of both.   
 
The School will also comply with the Protection of Pupil Rights Amendment and the Children's Online 
Privacy Protection Act of 1998 (“COPPA”).  
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Grant Monitoring Process

As a best practice, FPS, in accordance with the School, monitors the implementation of Title I and other 
federal and state grant programs and the expenditure of all funds associated with those grants/programs. 
The specific areas monitored may include but are not limited to the following federal grants (if received 
by the School): 

● Title I, Part A
● Title II, Part A
● Title IV, Part A
● Title VI, Part B
● State grants, as applicable.

Monitoring is an essential component of ensuring that all facets of the programs are being implemented as 
prescribed by related grant program requirements. It is a process of systematically providing technical 
assistance and collecting data in order to provide information that can guide program implementation. 
Critical to this process is the feedback provided to schools that can assist in improving student academic 
achievement. Grant monitoring addresses the following: 

● Ensuring that all grant activities are carried out in accordance with related grant compliance
guidelines

● Monitoring inventory and equipment usage
● Attainment of academic achievement goals
● Compliance with budgetary guidelines.

Technical Assistance 

Technical assistance is offered at all times by FPS through meetings, e-mail, and phone communication to 
assist the school in analyzing data to identify priorities in instruction, professional learning, and effective 
budgeting. Prior to the School’s start, a meeting is held that reviews the purpose of all federal and other 
grant programs, as well as expectations and procedures related to allowable use of funds. Quarterly 
expense tracking meetings are also used to remind stakeholders of grant-related requirements. FPS 
maintains a file of all trainings conducted throughout the year.   

FPS provides technical assistance to the school in the following manner (including, but not limited to): 
● FPS provides federal fund grant training to CEOs as requested, and to all new CEOs or staff who

may be involved in federal or state grant funding, including Title I. Training will include the
following topics:

o budgets
o compliance
o parental involvement
o Program Design (e.g., Schoolwide versus Targeted, etc.)
o monitoring
o student identification
o Other, as applicable.
o Additional training may be provided throughout the year as needed.

● FPS will monitor and verify that all program expenditures comply with related grant
requirements.

● The CEO or designee and FPS maintain all programmatic and application documentation the
School may need for future auditing/monitoring.  Fiscal documentation is maintained by SFS.
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● The School may undergo monitoring by the State or Federal government, or other granting 
agency as applicable. The CEO and/or FPS may participate in technical assistance training as 
provided by the State or Federal government, or other granting agency, prior to the monitoring 
visit, when applicable. 

● After an on-site monitoring visit or desktop monitoring review by the State or Federal 
government, or other granting agency, the School will receive a monitoring report, which will 
contain recommendations, findings, and required actions that together provide an analysis of the 
implementation of the School’s grant. If a Corrective Action Plan (CAP) is required, FPS and/or 
the CEO or designee will respond in a timely manner with a CAP. 
 

Training  
Training is an ongoing initiative for all staff who are involved with federal funding, including school 
staff, accounting and finance personnel, and program administrators of grant awards.  Training 
mechanisms include: 

(1) Distribution of this manual annually to school and corporate staff involved with federal 
funding;

(2) Information and updates in the periodic newsletter from FPS;
(3) Participation in training opportunities, including those provided by FPS and/or offered by 

appropriate professional organizations;
(4) Consultations with external parties, including state departmental staff and independent, 

governmental and school auditors;
(5) Dissemination, from shared sites available 24/7, of templates, checklists and other guidance 

documents as appropriate; 
(6) Internal training sessions; and
(7) Informal and ongoing technical assistance.

 
External Audits and Monitoring Findings 
 
The School may undergo monitoring and audits as scheduled by the State, USDOE, or other granting 
agency. Corrective action plans are created to correct any findings received. The School will maintain the 
appropriate documentation to indicate that corrective actions have been completed and any findings have 
been addressed. 
 
Steps to Monitoring Resolutions: 

● Once the monitoring report is received, the CEO will work with FPS, school leadership, and any 
applicable groups to review all items and respond in a timely manner.  

● Each item is examined carefully, and a team of appropriate staff (i.e., FPS, school leadership, 
SFS, etc.) will determine the best means of corrective action. 

● Additional documents may be gathered, and a report/response is written by FPS, or designee. 
● The report is submitted to the CEO for review and approval. 
● The completed report is then sent by the or designee to the state or other auditors as a means of 

resolution. 
● The monitoring process and the resolution process are both used as a learning resource. 
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Complaints

Grounds for a Complaint 

Any individual, organization, or agency (“complainant”) may file a complaint with the School if that 
individual, organization, or agency believes and alleges that the School is violating a federal statute or 
regulation that applies to a program under Title I, Part A of the Every Student Succeeds Act (ESSA). The 
complaint must allege a violation that occurred not more than one (1) year prior to the date the complaint 
is received, unless a longer period is reasonable because the violation is considered systemic or ongoing. 
To file a complaint that a violation of federal regulation has occurred, an individual should follow the 
procedures below. 

Federal Programs for Which Complaints Can Be Filed (including, but not limited to): 
● Title I, Part A: Improving Basic Programs Operated by Local Educational Agencies
● Title II, Part A: Preparing, Training, and Recruiting High Quality Teachers and Principals
● Title I, Part C: Education of Migratory Children
● Title I, Part D: Prevention and Intervention Programs for Children and Youth who are Neglected,

Delinquent or At-Risk
● Title VI, Part B: The Individuals with Disabilities Act (IDEA)
● Title X, Part C: Homeless Education

Complaints Originating at the Local Level 

As part of its Assurances within the grant program applications, an LEA accepting grant funds must have 
local written procedures for the receipt and resolution of complaints alleging violations of law in the 
administration of covered programs. Therefore a complaint should not be filed with the state until every 
effort has been made to resolve through local written complaint procedures. If the complainant has tried 
to file a complaint with the School to no avail, the complainant must provide the State Department of 
Education with written proof of their attempt to resolve the issue with the School.

Filing a Complaint
A complaint must be made in writing and signed by the complainant. The complaint must include the 
following: 

● A statement that the School has violated a requirement of a Federal statue or regulation that
applies to an applicable program.

● The date(s) on which the violation occurred.
● The facts on which the statement is based and the specific requirement allegedly violated (include

citation to the Federal statue or regulation).
● A list of the names and telephone numbers of individuals who can provide additional information.
● Whether a complaint has been filed with any other government agency, and if so, which agency.
● Copies of all applicable documents supporting the complainant’s position.
● The name and address of the complainant.

Once the complaint is received by the School, it is copied and forwarded to the CEO, school-level 
designee, and/or other appropriate party(ies). 
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Investigation of Complaint 

Within three (3) school days of receipt of the complaint, the School will issue a Letter of 
Acknowledgement to the complainant that contains the following information: 

● The date the School received the complaint.
● How the complainant may provide additional information.
● A statement of the ways in which the School may investigate or address the complaint.
● Any other pertinent information.

The School will have sixty (60) days from receipt of all relevant information to complete an investigation 
and issue a Letter of Findings. If the Letter of Findings indicates that a violation has been found, a 
timeline for corrective action is included. The sixty (60) day timeline may be extended if exceptional 
circumstances occur. The Letter of Findings is sent directly to the complainant, as well as the other parties 
involved. 

Right of Appeal 

If an individual, organization, or agency is aggrieved by the final decision of the School, that individual, 
organization, or agency has the right to request a review of the decision by the school’s Governing Board 
who will investigate the matter, and arrange a meeting within five (5) school days. Current contact 
information for Governing Board members is listed on the school’s webpage.

Resolution of Complaint at Public Education Department Level
If a resolution was not reached through the above process, the complainant may file a complaint with the 
state Department of Education following the applicable State Department of Education process. 

If the school fails or refuses to comply with the applicable law or regulations, and if the noncompliance or
refusal to comply cannot be corrected or avoided by informal means, compliance may be effected by the
Department of Education by any means authorized by state or federal statute or regulation. The
Department of Education will retain jurisdiction over the issue of noncompliance with the law or
regulations and will retain jurisdiction over the implementation of any corrective action required.
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Title I, Part A Specific Requirements 

Schoolwide Plan
 
Background 
The School has been designated as a “Schoolwide Program.”  This allows Title I funding to be used for 
the benefit of every child. Federal guidance states that at-risk students do not have to be identified in 
schools operating a Schoolwide Program. A Schoolwide Program is a comprehensive reform strategy 
which focuses on the needs of all students in high-poverty schools (usually at least 40% free and reduced 
lunch students) to ensure proficient levels of student achievement. To attain Schoolwide status, the school 
must have a poverty rate of at least 40%. Once Schoolwide status is attained, it is not lost, even if the 
poverty rate subsequently falls below 40%. 
 
Each Schoolwide Program school is required to develop, evaluate, and update a Schoolwide Plan (SWP). 
The SWP is developed with the input from multiple stakeholders, including the CEO, teachers, parents, 
students, community members, etc. The SWP serves as the plan detailing the coordination of various 
Federal programs, identification of needs, and in-turn budgeting for such needs with Federal funds.  The 
final design, implementation, and evaluation of the Schoolwide Program is decided by the CEO or 
school-level designee. 
 
Updating Schoolwide Plans 
SWPs are reviewed and updated annually using prior year data, including the evaluation of all federal and 
state supplementary programs/services to determine the effectiveness and impact on student achievement. 
School Leadership, FPS, as well as community and parent stakeholders, are involved in the revision 
process. Updates take into account feedback from the Annual Title I Parent Meeting, Title I Planning 
Committee Meetings, and parent and employee surveys, among other resources. 
 
Title I Planning Committee 
The School will invite stakeholders to be part of the Title I Planning Committee, which meets at least 
twice annually. At these meetings, the Title I Planning Committee, along with additional stakeholders, are 
given an opportunity to provide input on the SWP and/or School Improvement Plan, School-Parent 
Compact, and Parent Involvement Policy. Stakeholders who cannot attend the meeting are given the 
opportunity to obtain a copy of the SWP and/or School Improvement Plan, School-Parent Compact, and 
Parent Involvement Policy and submit input before the final revisions are approved. 
 
The meeting(s) are announced via several different means, including WebMail, school newsletters, school 
banner in EMS, etc. It is the responsibility of the CEO or school-level designee to: 

● Arrange times to hold the meetings. 
● Invite all stakeholders to the meetings (stakeholders include, but are not limited to, the CEO,

teachers, parents, students, community members, school leadership team, and the Board of 
Directors). 

● Enable multiple ways of attendance (face-to-face, conference phone, LiveLesson, recording). 
● Maintain related documentation (e.g., invitation(s), presentation, agenda, minutes, attendance 

sheets, etc.). 
 

Student Achievement Data/Needs Assessments 
Data is compiled, reviewed, and discussed throughout the year at Professional Learning Community 
(PLC) meetings, Student Study Team meetings, data meetings, faculty meetings, leadership retreats, Title 
I Planning Committee Meetings, the Annual Title I Parent Meeting, etc.  School staff meet and analyze 
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the data with the intent of improving instruction.  The data reviewed includes subgroup data (e.g., 
ethnicity, economic status, EL, homelessness, special education, cohort status, on-time or late 
enrollments, etc.).  The CEO reviews the data with the school leadership team to identify and address 
areas in need of improvement. The CEO then discuss this information with all of the school staff to 
ensure that they fully understand the data presented. This data review is used to inform updates to the 
SWP.  The School also conducts an annual survey that allows parents, students, and teachers/staff to 
provide input on the School’s policies and procedures, services provided, professional development 
provided, etc. The survey results are considered during the update of the SWP.  The School, with support 
from FPS, Educational Services, School Support, and other Pearson departments, gathers all input and 
updates the SWP. The SWP may be submitted to the School’s Board of Trustees for review and approval. 
Revision dates are clearly marked on the SWP. 

Identification of Title IA At-Risk Students

On an ongoing basis throughout the year, the CEO, counselor, teachers, and FPS have a process to 
identify Title IA at-risk students in accordance with the current definitions noted below (as of the 2015-16
school year).  Reports in the EMS can track proficiency on state summative assessments and local 
assessments. Throughout the year, counselors can update the EMS “Title IA At Risk” field if it is 
discovered that any of the other criteria are met and a student is considered at-risk per Title IA criteria.   

The School accesses a report in the EMS that indicates which students meet which Title IA at risk criteria 
as noted by the state (see below).  The report is available upon request at any other time as well.  This 
report is used for completion of the updates to the state databases. 

Title IA At Risk Criteria: 
A student is considered at risk if s/he meets the following criteria: 

(1) Assessment Proficiency - The student is not proficient in Reading, Math, or other state summative
or formative assessments

(2) The student is homeless
OR 

(3) Other Criteria - The student meets TWO of the following objective, academic criteria:
● Does not meet attendance metric (75% attendance)
● Does not meet performance metric (70% performance)
● Does not meet participation metric (75% participation)
● Student has been retained
● Student is FARM eligible
● Student is migrant/migratory
● Student will not graduate within 4 years.
● Teacher recommendations for K-2 students.
● Student is a teen parent
● Student is a pregnant teen
● Student is a victim of abuse

Student Selection for Intervention Programs

The School employs a multi-tiered intervention model (Response to Intervention, or RTI) so that all 
students have access to the instructional resources they need to be successful. The School's Student 
Support Team (SST) meets on a weekly basis to discuss students who are struggling academically to 
develop an intervention plan, review student progress, and determine strategies for improvement, which 
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may include use of Tier 2 - Supplemental Programs and Supports or Tier 3 - Supplemental Alternative 
Programs depending on the student's needs. To ensure that all students are identified, every enrolled 
student is assigned a Student Status (On-Track, Approaching Alarm, or Alarm) that is continuously 
updated based on attendance, assignment completion, contacts, and performance. This student status is 
displayed on the parent and teacher home pages for instant identification of potential problem areas. A 
status other than "On Track" indicates non-compliance of increasing degrees and/or failure to improve 
despite intervention by school staff according to the Escalation Process. In the Escalation Process, the 
teacher and other relevant school staff meet to discuss the reported concerns and suggest strategies to 
bring the student back "On Track". Some strategies are: calls to the parent to discuss the issue, 
adjustments to the schedule, intensive work on specific skills, or - in more serious cases - a conference 
with school administration. In the most serious of cases, a site visit with the parent and student may be 
advisable. 
 
The School uses three categories of data to determine if needs are being met and to assign interventions as 
necessary. The first is the Participation Matrix to determine student progress. The second is the “EFGLR” 
data described below. The third category is the criteria used to determine “at risk” students which drive 
assignment of intervention indicators (also described below). 
 
Participation 
The Participation matrix measures the number of lessons marked complete for students relative to how far 
along they are in the school year. If a student is “on track” to complete his/her lessons by the end of the 
school year, his/her Participation metric will be around 1.0; if he/she is working through lessons slowly 
and may not complete all lessons by the end of the school year, his/her Participation metric will be less 
than 1.0. 
 
The Participation metric is a ratio: Lessons Completed/Lessons Assigned and Days Enrolled/Total Days 
in the School Year = Participation  
 
Definitions: 
Lessons Completed = the number of lessons the student (and Learning Coach) have marked complete. 
Lessons Assigned = the total number of lessons the student is expected to complete by the end of the 
school year. This number is the total number of lessons in all the courses into which the student is 
sectioned for the school year minus any lessons teachers have skipped for that student. 
Days Enrolled = the number of days the student has been enrolled in the school. 
Total Days in School Year = the number of days between the school start and school end dates including 
weekends and holidays 
 
Staff reviews accountability reports which detail student participation data including current level of 
performance, lesson completion rate/pace, and attendance. The data is posted on the student’s gradebook 
and parents have access to the metric via EMS. In addition, the data will prompt an escalation process in 
which students can be placed into intervention categories including “Approaching Alarm” and “Alarm.” 
Each escalation step can generate a variety of academic interventions. All students have tiered 
interventions which can offer additional support including schedule modifications or altering the 
curriculum. 
 
EFGLR 
Research indicates that certain factors could indicate a student’s likelihood to succeed in the school’s 
program. These factors are determined based on information provided during the enrollment process and 
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are indicated with codes called “EFGLR.”  The information below describes the factors which may 
impact student performance and likeliness to succeed: 

E: Education - Students who have caretakers or Learning Coaches who have at least graduated high 
school are more successful at PVS 
F: FARM Eligibility - Students who are not eligible for Free or Reduced Meals (FARM) assistance are 
more successful at the school 
G: Graduation - Students in Grades 9-12 who are predicted to graduate on time are more successful  
L: Late Enrollment - Students who start the school year on time are more successful 
R: Students who do not have a history of disciplinary problems or who were not struggling academically 
at their previous school are more successful 

Intervention Indicators 
Student performance on state tests and diagnostic assessments (i.e., Renaissance STAR, etc.) predicts the 
likelihood of learning success during the school year. In the My Students section of the Teacher 
Homepage on the EMS, there are codes displayed to facilitate teachers’ ability to identify which of their 
students may be in need of additional support. Intervention Indicators are data-drive codes displayed in 
the Intervention column for all students who may be in need of an instructional intervention in Math (M), 
Reading (R), or both. 

The codes listed in the intervention column indicate the following information: 
● Math and Reading Levels of Need
● Student may not currently be at risk or in need of instructional interventions based on these

indicators.
● Student needs attention and may need an intervention plan of additional support
● Student is likely in need of additional support or an intervention plan
● M:---/R:--- Student has had no pre-test, mid-test, or state test scores and/or the student has been

enrolled for less than 30 days.

The School utilizes a Response to Intervention (RTI) model that identifies students who are not 
progressing in classes for additional interventions. The first state of intervention is provided by the 
classroom teacher, based on the at-risk indicators described above. If this level of intervention is 
insufficient to make progress, the student is referred to the Student Study Team (SST) for additional 
determination of need and intervention. Students are assessed through universal screening, informal 
diagnostic screeners, progress monitoring, and data management and reporting. This assessment data is 
analyzed through regular discussions between teachers, administrators, and counselors. The SST 
determines each referred student’s current skill levels and any strategies they have utilized to support the 
student’s academic progress. If the SST determines that additional interventions are appropriate, the 
student is assigned to an intervention teacher who will provide additional interventions and monitor 
progress. Determination of the most appropriate services for the student is decided by the SST based on 
need and availability of resources. Economically disadvantaged, learning disabled, LEP, and migrant 
students are selected on the same basis as all other students and will not be excluded because they may be 
receiving other services.  

Reports in the EMS can track proficiency on state summative assessments and local assessments.
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Parental Involvement

Overview 
The School has an on-going commitment to our Title I parents. Parental involvement is the participation 
of parents in regular, two-way, and meaningful communication involving student academic learning and 
other school activities.  The School’s goal is to ensure that our Title I parents and their children receive 
the services and assistance that will lead to improved academic achievement.  The School recognizes that 
parents are an integral part of a child’s success in school, starting with the concept of being the child’s 
first teacher. Towards this goal, the School will assist parents of all socioeconomic levels in solidifying 
their ongoing commitment to their child’s success. 

Many opportunities are provided for building strong parent capacity. The purpose is to ensure effective 
involvement of parents and to support a partnership among the School, parents, and the community to 
improve student academic achievement through, at a minimum, the following activities: Annual meetings, 
Conferences, email communications, phone calls, parent workshops and activities, webinars 
(LiveLessons), open houses, annual notification of school status (formerly AYP), website information and 
Board of Director meetings.  Parent involvement workshops and activities are planned for the following 
year in part based on the annual spring Parent Satisfaction Survey results.   

Capacity for Parent Involvement 
Information is provided to School personnel and parents on how to build parent capacity through 
presentations made during meetings, response to parent needs on surveys, and student handbooks (located 
in the EMS). The CEO or School-level designee considers and plans based on the six requirements for 
building capacity by answering the following questions: 

● What strategies/materials have been offered to parents on understanding academic content
standards?

● What training has been offered to parents related to literacy and the use of technology?
● How have faculty and staff been encouraged to communicate with and involve parents in their

child’s education?
● What efforts have been made to foster parental involvement in Pre-K programs, when applicable?
● What attempts have been made to communicate parental involvement information to parents

using a language that parents can understand?
● What other support do parents receive for parental involvement activities?

Parent Notifications and Communications in an Understandable and Uniform Format 
When parents mark on the enrollment form, or otherwise notify the school, that they need correspondence 
in another language, to the extent practical, efforts are made to provide either written support or support 
through an interpreter. Furthermore, all parent communications are written in a format so that the content 
is uniform and easily understandable and accessible. 

Parent’s Right to Know Letter 
As required by federal law, parents are informed within the first 2 months of the school year, of their 
rights to know the qualifications of their children’s teachers. Parents may request and receive information 
regarding: 

● Whether the teacher has met state qualifications for the grade levels and subject areas in which
the teacher teaches.

● Whether the teacher is teaching under emergency or other provisional status.
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● The baccalaureate degree of the teacher and any other graduate certification or degree held by the 
teacher and the field or discipline of the certification or degree. 

● Whether the student is provided services by paraprofessionals, and if so, their qualifications. 
 
This notification is distributed to all parents via WebMail with a “read receipt required” and as a “must 
read” (if possible). The notification includes the telephone number and email address of the person to 
contact if the parent has any questions or concerns. 
 
State Certification/Licensure Status Communication 
As required by federal law, if a student has been taught for four or more consecutive weeks by a teacher 
who is not fully state certified or licensed, a notification must be sent home to the parents of that student 
indicating such. This notification is distributed to those parents via WebMail with a “read receipt 
required” and as a “must read” (if possible). FPS assists the school with monitoring teacher qualification
status changes throughout the school year. 
 
Parent and Family Engagement Policy and School-Parent Compact 
The Parent and Family Engagement Policy and School-Parent Compact are aimed at encouraging and 
enhancing the vital importance of the involvement of parents in their child’s education. The Parent and 
Family Engagement Policy is aligned to the requirements in Section 1010 of the Every Student Succeeds 
Act (ESSA) and describes what the School will do to encourage parental involvement. The School-Parent 
Compact outlines the responsibilities of the teachers, parents, and students, reflects the School’s 
commitment to parents, affirms and assures the rights of parents to participate in the development of the 
goals and objectives of the School and encourages parental involvement in all areas of their children’s 
educational experiences.  
 
The Parent and Family Engagement Policy and School-Parent Compact are reviewed and revised 
annually by several groups of stakeholders including, but not limited to, the CEO, teachers, parents, 
students, community members, school leadership team, FPS, and the Board of Directors. The Parent and
Family Engagement Policy and School-Parent Compact may be reviewed at the Title I Annual Parent 
Meeting and the Title I Planning Committee Meetings. Stakeholders who cannot attend the meetings are 
given the opportunity to obtain a copy of the Parent and Family Engagement Policy and School-Parent 
Compact and submit input before the final revisions are approved. The Parent and Family Engagement
Policy is approved annually by the Board of Directors.  Revision dates are clearly marked on the Parent 
and Family Engagement Policy. 
 
As required by federal law, the Parent and Family Engagement Policy and School-Parent Compact are 
distributed to all teachers, parents, and students within the first two months of the school year via 
WebMail with a “read receipt required” and as a “must read” (if possible). A link to the Parent and
Family Engagement Policy and School-Parent Compact is included in the School’s Handbook, which is 
available 24/7 in the Virtual Library in the EMS.  The School is also encouraged to distribute information 
about parent engagement via newsletters, home page banners, and at field trips or other face-to-face 
events. 
 
Title I Annual Parent Meeting 
The School holds at least one Title I Annual Parent Meeting during the school year that is open to all 
parents. The Title I Annual Parent Meeting is used an outlet to: 

● Provide a brief overview of Title I (the School may also talk about Title IIA, Title IVA, and/or 
IDEA or other federal or state funding, when applicable) 

● Explain how funding is being spent 
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● Go over parent involvement expectations

The meeting(s) are announced via several different means, including WebMail, school newsletters, school 
banner messages in EMS, etc. It is the responsibility of the CEO or school-level designee to: 

● Arrange times to hold the meetings.
● Invite all stakeholders to the meetings (stakeholders include, but are not limited to, the CEO,

teachers, parents, students, community members, school leadership team, and the Board of
Directors)

● Enable multiple ways of attendance (face-to-face, conference phone, LiveLesson, recording).
● Maintain related documentation (e.g., invitation(s), presentation, agenda, minutes, attendance

sheets, etc.).

Annual Parent Satisfaction Survey 
The Annual Parent Satisfaction Survey is conducted by a third party every school year and is sent to all 
currently enrolled families at the School.  The survey is advertised via several different means, including 
WebMail, school newsletters, and school home page banners in EMS. The survey includes questions 
specific to Title I and parental involvement activities as well as questions about accessibility, curriculum, 
etc. The results of the survey are shared among several groups of stakeholders, including, but not limited 
to, the CEO, teachers, parents, students, community members, school leadership team, and the Board of 
Directors. The survey results are used to inform future decisions related to the School’s activities, 
including those related to Title I and parental involvement. 
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Title II, Part A Policies and Procedures 
 
As a precondition to receiving federal funds, recipients must have effective administrative and financial 
internal controls.  As described in 34 CFR Part 80, 2 CFR Part 215 and UGG, school districts must have 
written procedures for certain components of grant administration. This section of the Manual documents 
special provisions related to Title II, Part A  
 
Title IIA, Part A funds are used only for those professional development activities that are supplemental 
to the school’s required professional development. (See more about determining allowability in the 
Allowability section of this manual.) 

Professional Development Plan
 
Professional learning activities are implemented to enable teachers to become or continue to be highly 
effective and successful classroom teachers. Needs assessment and planning are ongoing throughout the 
year in collaboration with the CEO, teachers (including those teaching students with special needs), other 
relevant school personnel, parents, Board members, and school leadership.  Besides formal training 
sessions (usually online) and participation in professional learning communities (PLCs), professional 
learning activities may also include external conferences, presentations and discussions at school faculty 
meetings, and times set aside during the beginning- and end-of- year for staff training activities. 
 
The School’s new and returning teachers are required to complete certain professional development 
courses (series 100, 200 and 300) throughout their time of employment. The Professional Learning 100 
(PL100) series supports new, school-based staff and focuses on making data-driven instructional 
decisions, identifying risk factors that may require more intensive instructional interventions, monitoring 
student performance based on data available at different points in the school year, and providing teachers 
with strategies for giving effective feedback to students and evaluating evidence of learning. Emphasis is 
placed on the “instructional shifts” that are required to support the level of rigor demanded by state 
standards and Next Generation assessments, as well as to prepare students for college and career success 
in our globally competitive world.  The Professional Learning 200 series is completed by school-based 
staff who have already completed the PL100 series. The PL200 series focuses on the learning sciences –
deliberate practice, meaningful feedback, student engagement and motivation, multi-tiered intervention, 
and the role of mastery and transfer. The Professional Learning 300 series supports school-based staff 
who have completed the PL100 and PL200 series. During the PL300 series, teachers meet in content-area 
groups to discuss the learning sciences, personalized instruction, preparing students for college and 
careers, Next Generation assessments, and instructional shifts across the curriculum. Participants in the 
PL300 series work with the group that best meets their needs based on their role and content area. Groups 
include, but are not limited to, elementary grade groups, middle school ELA, middle school Math, high 
school Math, high school English, and many more.  
 
Certain elements of the PL200 series are required within the first 30 days of the school year for new and 
returning teachers and provide working knowledge of courses teachers are assigned to teach and the 
various supports available as they develop and refine skills as successful online teachers. Focus is on 
providing high quality instruction resulting in student learning and monitoring student performance and 
providing timely feedback and intervention.  Additional required sessions within each PL series are 
provided throughout the year, typically monthly. Synchronous training meetings also occur and focus on 
school-year-cycle (SYC) tasks such as conducting Welcome Calls for each student, developing students' 
Personalized Learning Plans, monitoring and addressing student attendance, and performing and logging 
Curriculum Based Assessments. 
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Pearson also offers an array of optional PL sessions. These sessions are for all employees who are looking 
to expand their professional knowledge and are designed for specific content areas, grade level teams, or 
experience levels. The sessions are offered as multi-part series or stand-alone sessions, depending on their 
content.  

At the start of each year, the CEO is required to complete a Professional Development Plan which 
documents which staff are required to take each PL series session and any of the optional sessions 
selected by the staff, including Pearson-offered sessions or outside Professional Development conferences 
or trainings. Throughout the year, as additional sessions are offered by Pearsonand/or outside vendors, 
and as needs are identified, the Professional Development Plan is updated.  

Needs Assessment and Professional Learning Evaluation/Assessment

Teachers’ understanding of the course content in PL series is assessed through unit-based tests. Those 
tests include multiple-choice, fill-in-the-blank, audio-response, scenario-based, and short-answer 
questions as well activities that require teachers to apply their learning. Examples of those activities 
include creating “Back to School" communications, conducting a mock Curriculum-Based Assessment, 
creating or updating their online Teacher Profiles (for their students to see), and Section-Based Message 
Boards.  Teachers receive feedback on their tests and activities through the EMS Grade Books.  Sessions 
are recorded and available 24/7 to teachers. For synchronous training meetings held throughout the year, 
teachers' understanding is assessed in two ways. First, during the sessions, the trainer asks questions of 
the attendees using both open and poll questions. Second, teachers, trainers, and the CEO regularly pull, 
review, discuss, and/or address reports that show teachers' completions of required tasks.   

The Professional Development Specialist assigned to the School can pull an export of attendees following 
each PL series session and post the attendance spreadsheet into the PD Issue Aware (IA) ticket. All 
teachers are asked to complete their Teacher ePortfolio which documents the date they attend each 
session and notes whether they attend the live session or watch the recording.  Teachers also upload pre-
session and post-session artifacts demonstrating application of skills, strategies, or new learnings, and 
provide a reflection on both the artifact and the session. The CEO can also pull exports to track session 
attendance, portfolio updates, artifacts, and reflections.  This information is used in conjunction with 
online survey tools to assess the needs of stakeholders and the feedback is reviewed with the school 
leadership team, teachers, parents, community members, and Board members, as relevant.  

Following each professional development session, all School-based staff complete a Professional 
Development Evaluation. The results of the evaluation are reviewed, compiled, and discussed every two 
weeks by the Professional Development team.  This information informs the team about the following: 
value of the pre-session task in preparing for the session, relevance of the session topic, and level of 
preparedness for the post-session task. Additionally, the survey allows for open-ended responses used to 
plan future topics, address small group needs, and provide additional resources, as requested. Survey 
results are also compiled and shared with the school leadership team in order to ensure that individual 
teachers' needs are being addressed and continued communication about the session topics takes place in 
all professional learning communities.

The evaluation of professional development also occurs via the annual Employee Satisfaction survey and 
periodic “pulse” surveys.  The annual Parent Satisfaction Survey also provides information about the 
effectiveness of teacher preparation, level of contact, etc. and informs the types of professional 
development training that is offered.  
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The following describes the data sources and tools which are utilized on an ongoing basis to assess 
teacher need based on student performance and student need which drives the planning and 
implementation of professional development: 

● Formal Teacher Surveys: Conducted in October and in March. Teachers are asked to rank
specific areas in which they need additional support and development.

● Informal Teacher Feedback: Teachers collaborate weekly in grade level PLC groups and
document successes/challenges and needs within a formal “Issue Aware Ticket” which is tracked
by members of school level administration and training coordinators. All teachers have regular
conferences with their managers at which their needs, challenges, and support systems are
discussed. This information is aggregated and impacts further development activities.

● Formal Parental and Student Feedback: A formal parent survey is conducted annually and
asks parents to share information directly related to both their experience and that of their
students to online learning, instructional methods and contact, and resources. The results of this
survey are used to formally assess progress towards school goals.

● Ongoing/Informal Parental and Student Feedback: Parents (and students) have the ability to
provide specific, course level feedback at any time through EMS. This data is quantified, shared,
and used to guide the planning of professional development.

● Student Performance: Students in grades 1-9 complete formative assessments three times per
year. This data, as well as aggregate patterns of student performance, are accessible at all times to
all teachers. Decisions regarding professional development needs are based in part on these
results, as well as student grades and other observational data.

● Special Populations:  The School evaluates the level of assimilation and the performance of
ELL, Gifted, SPED, and 504 students including grades, attendance, participation (lesson
completion rates) and other at-risk criteria so the School can ensure that students receive
additional monitoring.  These data also help the school identify areas in which they are
struggling, and in which teachers need additional support.

To determine if Title IIA funded activities are effective in addressing identified needs, the CEO collects 
and reviews the above-mentioned relevant reports to ensure all data is collected, reviewed and utilized 
when making decisions in regards to teacher effectiveness, placement and future professional 
development needs. Every funded activity requires a SMART Goal to measure effectiveness.  This is also 
done in conjunction with the School Support Department to ensure all procedures are implemented and 
effectiveness is tracked and used to inform decisions. 

Professional Development is Research-Based

The Professional Development Plan, including those activities funded through Title IIA funds, must be 
vetted through the School Leadership team with final approval from the Board of Directors.  The vetting 
process requires activities to be based on sound educational research that demonstrates a positive impact 
on student achievement in the areas of identified need and that the activities are consistent with Common 
Core Standards.  Professional development activities and courses are developed and continue to be
enhanced each year based on standards from the Aurora Institute (see About Us - Aurora Institute 
(aurora-institute.org) as well as input from experts in online teaching and learning.  Below is an 
example of how elements in one course, the Teacher Orientation, are linked to those standards. 

Pennwood Cyber Charter School

330



CBA Calls 

Assessment Type: 
Portfolio 

Assessment 
Instructions: This is 
a Portfolio item. 
When you are 
finished, please 
submit your answers 
using the Drop Box 
below.

Listen to one of the 
sample calls on page 
5 of this lesson. Then, 
log in as Jen Teacher 
and create a Log entry 
for Jackson Demo as 
if you were the one 
conducting the 
sample call. Refer to 
Unit 2, Lesson 7 of 
this course for a 
refresher on how to 
log in as a Demo user. 

Submit your Log 
entry as a Portfolio 
item by copying your 
created Log entry and 
pasting it into a Word 
document. Save it to 
your computer and 
click on the link 
below in the Drop 
Box area to upload 
the Word document. 

U7_L9 

A1 Is able to apply the current best practices and strategies in online 
teaching to create rich and meaningful experiences for students. 

A2 Is able to build learner capacity for collaboration in face-to-face, 
blended, and online environments and encourages students to 
participate as global citizens. 

A3 Is able to construct flexible, digital, and interactive learning 
experiences that are useful in a variety of delivery modes. 

B3 Is able to use communication technologies in a variety of mediums 
and contexts for teaching and learning. 

C3 Is able to apply effective facilitation skills by creating a relationship of 
trust; establish consistent and reliable expectations; and support and 
encourage independence and creativity that promotes the development 
of a sense of community among the participants. 

C5 Is able to respond appropriately to the diverse backgrounds and 
learning needs of the students as relates to K/U C5. 

C6 Is able to use differentiated strategies in conveying ideas and 
information, and is able to assist students in assimilating information 
to gain understanding and knowledge as relates to K/U C6. 

C7 Is able to apply strategies for engagement in online learning 
environments, e.g., asking questions to stimulate discussion. 

C9 Is able to provide a variety of ongoing and frequent teacher-student 
interaction, student-student interaction, and teacher-parent interaction, 
and teacher-mentor interaction opportunities. 

D1 Is able to use effective communication skills with students as relates to 
K/U D1. Knows and understands techniques to maintain strong and 
regular communication with students, using a variety of tools. 

D3 Is able to provide clear definitions of objectives, concepts, and
learning outcomes and the course organization to students. 

D8 Is able to use student data to inform instruction, guide and monitor 
students’ management of their time, monitor learner progress with 
available tools, and develop an intervention plan for unsuccessful 
learners. 

D9 Is able to use a variety of methods and tools to reach and engage 
students who are struggling. 

F5 Is able to identify students who are struggling with various learning 
obstacles, such as ELL or literacy issues, and apply appropriate 
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strategies to support student thinking, address styles of learning, and 
provide avenues for enrichment or intervention when needed. 

F7 Is able to demonstrate awareness of different learning preferences, 
diversity, and universal design principles. 

G1 Is able to create and implement assessments in online learning 
environments in ways that ensure validity and reliability of the 
instruments and procedures. 

G2 Is able to develop and deliver assessments, projects, and assignments 
that meet standards-based learning goals and assess learning progress 
by measuring student achievement of learning goals. 

G3 Is able to implement a variety of assessments that ensure the security 
of student assessment data and accurate measures of student ability. 

H1 Is able to apply authentic assessments as part of the evaluation 
process, assess student knowledge in a forum beyond traditional 
assessments, and monitor academic integrity with assessments. 

H2 Is able to create or select and implement a variety of formative and 
summative assessments that assess student learning progress and 
utilize student feedback to improve the online learning experience. 

H3 Is able to create, select, and organize the appropriate assignments and 
assessments, and align curricular content with associated and 
standards-based learning goals. 

I1 Is able to use student data to plan instruction. 

I5 Is able to address levels of ability through a variety of alternative 
interventions. 

I10 Is able to employ ways to assess student readiness for course content 
and method of delivery. 

Other research, which is part of the process for developing professional development, is The Measures of 
Effective Teaching (MET) project (January 2013).  Project findings which inform professional 
development include the following:  

Possible to identify great teaching by combining three types of measures
o classroom observations
o student surveys
o student achievement gains

Conditions for Success
o Measure Effective Teaching

Set Expectations
Use multiple measures
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Balance weights
o Invest in Improvement

Make meaningful distinctions
Prioritize support and feedback
Use data for decisions at all levels

o Ensure High-Quality Data
Monitor validity
Ensure reliability
Assure accuracy.

This means that:
1. Professional Development should be intensive, ongoing, and connected to practice.

a. Less value in stand-alone PD workshops
b. Teachers need time to try out ideas in the classroom and reflect on the results
c. Intensive professional development, especially when it includes application of knowledge to

teachers' planning and instruction, has a greater chance of influencing teaching practices and,
in turn, leading to gains in student learning.

2. Professional Development should focus on student learning and address the teaching of specific
curriculum content.

a. PD is most effective when it is aligned to the concrete everyday challenges involved in
teaching and learning the specific subject matter, rather than abstract educational principles.

b. Teachers are more likely to try classroom practices that have been modeled for them in
professional development settings.

c. Teachers feel PD is most valuable when it provides opportunities to do hands-on work that
builds their knowledge of academic content and how to teach it to their students.

3. Professional Development should align to school improvement priorities and goals
a. If teachers sense disconnect between what they are urged to do in a PD workshop and what

they are required to do according to local curriculum guidelines, assessment practices and so
on, then the PD tends to have little impact.

4. Professional Development should build strong working relationships among teachers.
a. Research shows that when schools are strategic in creating time for teachers to work together

collaboratively they are more willing to share practices and try new ways of teaching.
b. PLCs- shared sense of purpose and responsibility for student learning.

Evaluation of Effectiveness 

It is impossible to show a direct cause and effect between professional development and student 
achievement.  However, there is ample research which shows that effective professional development 
should be expected to have a positive impact.  For example, Learning Forward, formerly the National 
Council for Staff Development, completed research which demonstrated that sustained and intensive 
professional learning for teachers is related to student achievement gains. 

• Programs that offered substantial contact hours of PD (ranging from 30-100 hours) showed a
positive and significant impact on student achievement gains.

• Intensive PD efforts that offered an average of 49 hours a year boosted student achievement
by approximately 21 percentile points.

• Efforts that involved a limited amount of PD (ranging from 5-14 hours in total) showed no
statistically significant effect on student learning.
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FISCAL CONTROLS: FINANCES POLICY

Date of Original Approval:

Purpose

The Board recognizes its responsibility to Commonwealth taxpayers to ensure that public 
monies expended by the School are utilized for delivery of the educational program in a 
manner that requires full value to the taxpayers, and that adequate procedures and 
records are established to ensure that end.

Authority

The Board has the authority and responsibility to prepare and adopt the budget, approve 
proposals, bids and contracts, and approve each expenditure of the School.

The School shall submit an annual financial report to the Secretary of Education by 
October 31 of each year, in accordance with law and the reporting standards established 
by the Pennsylvania Department of Education.

Delegation of Responsibility

To meet the goals of this policy, the Board directs the Chief Executive Officer or designee 
to review the financial operations, report to the Board on effectiveness and recommended 
improvements, and prepare administrative procedures for sound School fiscal operations. 
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FISCAL CONTROLS:  FINANCIAL REPORTING POLICY

Date of Original Approval:

Policy 

School funds will be budgeted, accounted for, expended, and maintained in an
appropriate fashion and in accordance with Federal and State requirements. The 
following procedures have been established to facilitate this. 

Financial Reporting

Working with Pearson Virtual Schools (Pearson)1, its educational services provider, 
the following reports will be prepared for the School by the CEO or school-level 
designee on a monthly basis, and reported to the Board and/or its Treasurer: 

• Revenue and Expense Statement and supporting schedules for the
current fiscal year – showing actual results for the months already past 
and forecasts for future months

• Balance Sheet
• Pearson Invoices – showing the fees for the month, drawn off of the

revenue and expense statement and the accounts payable detail report

The following reports shall be made available to the Board and/or its Treasurer upon 
request:

• Bank Reconciliation – listing all of the deposits and withdrawals for the
period under review with descriptive headings

• Accounts Payable Detail – showing the vendor name, the invoice amount,
who paid the invoice, and when; in addition, the Board Treasurer will
receive a copy of all invoices on this schedule

• Payroll Registers if applicable
• Enrollment & Attendance Reports – showing the demographic makeup

of the students who have enrolled in the School as well as other related
statistical data

1 Pearson Virtual School is the current educational services provider. This function would 
be carried out by the new provider upon a change in the provider. 
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Attachment C - GUIDELINES FOR REASONABLE INFORMATION 
 TO SUBSTANTIATE SWORN STATEMENT BY RESIDENT UNDER 24 P.S. §13-1302 

Pursuant to Act 35 of 2001 (24 P.S. §13-1302(a)(2)), school districts may request 
information from the resident to substantiate the assertions made in the sworn statement of the 
resident, provided that the district has adopted a policy regarding this additional substantiating 
information and that the policy conforms with this Basic Education Circular. If the school district 
has elected to require substantiating information and advised the resident thereof, then the 
resident must submit the information before the district is required to accept the child as a 
student.

A district may require that more than one form of residency confirmation be provided.  
However school districts and charter schools should be flexible in verifying residency, and 
should consider what information is reasonable in light of the family’s situation.  Examples of 
documentation that can support the factors in §1302 include:

Signer is a Resident of the District 
• Current Utility bill, or
• Deed, or
• Lease, or
• Department of Transportation identification or drivers license, or
• Pennsylvania Department of Transportation vehicle registration, or
• Property tax bill, or
• Copy of State/Federal program enrollment, (examples include, but not limited to, TANF or

CHIP), or
• Current credit card bill.

Signer is Supporting the Child Gratis 
• Copy of completed county form or court order transferring child support payments to resident,

if applicable, or
• Copy of completed State form notifying Department of Welfare of child’s new residence, if

applicable,
• Copy of lease/rental agreement identifying the child as a tenant, if applicable, or
• sworn statement by the resident.

A resident’s receipt of payments, such as Supplemental Security Income (SSI), Transitional 
Assistance for Needy Families (TANF), pre-adoptive support, child support, maintenance on 
public or private health insurance, support from the military or military personnel or other 
payments for or on account of the child shall not be deemed to be personal compensation or gain. 

Signer will Assume All Personal Obligations for the Child Relative to School Requirements 
Sworn statement by resident shall be satisfactory evidence thereof. 

Signer Intends to so Keep and Support the Child Continuously and Not Merely Through 
the School Term 
Sworn statement by resident shall be satisfactory evidence thereof. 
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FISCAL CONTROLS:  INTERNAL CONTROLS POLICY

Date of Original Approval:

The Board believes in implementing and following fiscal management practices to 
ensure that the School’s funds are appropriately managed in order to support the 
School’s mission and avoid any liability that could be attributed to the Board resulting 
from mismanagement. 

Policy 

School funds will be budgeted, accounted for, expended, and maintained in an
appropriate fashion and in accordance with Federal and State requirements. The 
following procedures have been established to facilitate this. 

A. Controls, Budget, and Fiscal

The School will maintain the following principles in its ongoing fiscal management 
practices to ensure that, (1) expenditures are authorized by and in accordance with 
amounts specified in the board-adopted budget, (2) the School’s funds are managed 
and held in a manner that provides a high degree of protection of the School’s assets, 
and (3) all transactions are recorded and documented in an appropriate manner:

1. Segregation of Duties

The School will develop and maintain simple check request and purchase order 
forms to document the authorization of non-payroll expenditures. These 
expenditures will primarily be those expenditures not covered under the monthly 
invoice from Pearson Virtual Schools (Pearson). The monthly invoices from 
Pearson will be approved and/or ratified by action of the Board. Proposed 
expenditures that are not preapproved via Board action of a contracted amount 
shall be approved by the CEO or school-level designee, who will review to 
determine whether it is consistent with the Board-adopted budget. An approved 
signer on the account, typically the CEO will sign or otherwise approve purchase 
orders, check request forms, credit card expenses, or invoices. All check requests 
or purchase orders over Ten Thousand ($10,000) Dollars must be co-signed by 
two appropriate designees who are either approved as a signatory on the School’s 
checking account or serve on the School’s Senior Leadership Team. All checks 
over Twenty Thousand ($20,000) Dollars must be co-signed by either the Board 
President or Board Treasurer. Dual approval through electronic methods is also 
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acceptable. Payments for invoices for operational services contracted by the 
School, and previously approved by the Board, including those for services 
provided by Pearson, do not need to be countersigned or dually approved. 
Payments for invoices for operational services contracted by the School, and 
previously approved by the Board, to be paid via electronic funds transfer may be 
completed by an approved signatory on the School’s checking account pursuant to 
the completion of the electronic funds transfer approval policy. For all funds 
transferred electronically, a confirmation will be performed by the signatory to 
validate the funds are in receipt by the vendor within 24 hours.

All transactions will be posted on an electronic general ledger by the local 
contracted bookkeeper or by Pearson.

2. Electronic Funds Transfer (EFT) for Vendors

For any new vendor requesting payment by outgoing transfer from the School’s 
checking account, the vendor and corresponding invoice must be reviewed and 
approved by the CEO to validate the authenticity of the vendor and related service, or 
product invoiced to the school. Once approved by the CEO, the vendor and electronic 
funds transfer (EFT) instructions must be reviewed and approved by the School Board 
Treasurer or Board Chair to validate the accuracy and authenticity of the vendor and 
EFT instructions prior to the wiring of any outgoing funds. For any pre-existing vendor 
receiving outgoing EFTs for invoice payment and requesting a change in EFT 
instructions (i.e., to a new bank account or banking institution), the new EFT 
instructions must be verbally confirmed with the vendor by the Treasurer. Once 
confirmed, the details will be reviewed and approved by both the Treasurer and Board 
Chair to validate the accuracy and authenticity of the EFT instructions prior to the 
wiring of any outgoing fund.

3. Record Keeping

Transaction ledgers, invoices, receipts, canceled/duplicate checks, attendance and 
entitlement records, payroll records, and any other necessary fiscal documents will be 
maintained by a local contracted bookkeeper or by Pearson, in accordance with state 
law and as required in the professional services agreement signed by the School in a 
secure location for at least seven (7) years as set out in the Records Retention Policy, 
or as long as required by applicable law, whichever is longer. Appropriate backup 
copies of electronic and paper documentation, including financial and attendance 
accounting data, will be regularly prepared and stored in a secure off-site location, 
separate from the School.
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4. Fixed Assets

The local contracted bookkeeper or Pearson shall establish and maintain and
regularly update a listing of all computers, equipment and furniture purchased by
the School of a value of over One Thousand ($1,000) Dollars. This list shall include
the original purchase price and date, a brief description, serial numbers, and other
information appropriate for documenting the School’s assets. The School shall
maintain a segregated list of assets that were purchased with non-public funds,
where applicable.

5. Cash Collections

All incoming checks or cash will be verified and entered into a deposit log in
accordance with any internal control procedures developed by the school. All
checks will be restrictively endorsed promptly. Receipts will be issued upon
request. When checks are taken for deposit, the person taking the checks will sign
a separate log with the date and total amount taken for deposit. The deposit log
will be provided to the person reviewing the bank statements for comparison with
the deposit record on the bank statements. All cash and checks will be kept locked
in the School office prior to deposit. Deposits should be made as soon as possible
on receipt of checks and/or cash and with a target of within twenty-four (24) hours
of receipt.

6. Attendance Accounting

The CEO will establish and maintain an appropriate attendance accounting system
to ensure the School receives appropriate attendance credit. The annual audit will
review actual attendance accounting records and practices to ensure compliance.
The attendance accounting practices will be in conformance with applicable state
regulations.

7. Property and Liability Insurance

Pearson shall ensure that the School retains appropriate property and liability
insurance coverage in accordance with the respective state law. Board Directors
and Officers liability insurance shall also be obtained. Insurance will be kept in
force at all times with any minimum limits as outlined in the charter, state law, and
professional services agreement between the School and Pearson.
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8. Contract Signing Authority

Unless otherwise authorized or designated by the Board, all contracts entered into
by the School for a monetary amount over Five Thousand ($5,000) Dollars shall
require the signature of the CEO, or designee. All other routine contracts for the
operation of the School in a monetary amount of less than Five Thousand ($5,000)
Dollars may be signed by a member of the School’s Senior Leadership Team. All
orders for payment of money to a member of the Board may only be drawn for
travel expenses, or subsistence allowances.

9. Corporate Tax Returns

The Board will annually engage someone to prepare and submit the annual tax
returns (Form 990) for the corporation. The Board (and/or the Audit/Finance
Committee of the Board) will annually review its policies and practices to be sure
it is complying with any regulations or requirements of the Internal Revenue
Service. Prior to submission of the tax returns, the financial consultants and/or staff
of the school will review the tax returns for accuracy. Following completion of a
final draft of the tax returns, the Board will review and approve the returns at a
meeting prior to the submission deadline. Appropriate extensions may be filed
when needed.

Typically, an annual extension from the November deadline to February is
expected as the annual audit has not been conducted prior to November 15. Other
extensions may be filed if necessary to allow for Board review of the tax returns
prior to submission.

10.Petty Cash

At the direction of the Board, a petty cash fund, not to exceed Three Hundred
($300) Dollars, may be established with an appropriate ledger to be reconciled
monthly by the independent bookkeeper or Treasurer, who shall not be authorized
to expend petty cash.

11.Communications

Communications containing confidential information will be sent to Board
Treasurer via an encrypted email process requiring unique login credentials.
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Pennwood Cyber Charter School 

Board of Trustees Policy 

LESSON PLANS POLICY 

To ensure continuity of instruction, the Board of Trustees of the Pennwood Cyber Charter 
School (“Pennwood”) requires lesson plans.  

To facilitate more effective instruction, lesson plans must be prepared in advance. 
Pennwood’s curriculum is built into the learning platform so that lesson plans are 
available for review at any time. The CEO and School Leadership Team is charged with 
making certain teachers are making modifications as necessary. The School engages in a 
teacher evaluation process that includes instructional observations and lesson plan 
review.  

Plans shall include specific curricular objectives, pertinent information to the effective 
implementation of the lesson, assessment procedures, and evidence of the application of 
staff development strategies.  

Teachers must clearly state the lesson’s objective(s), the standards taught, the 
instructional strategies and activities that will accomplish those objectives, and the 
formal or informal assessment that will conclude the lesson and inform the teacher’s 
preparation for the next day.  

All plans should provide adequate direction for a substitute to continue ongoing 
programs and all plans are available to substitute teachers through the EMS. 

TO THE EXTENT THAT ANYTHING IN THIS POLICY COULD BE CONSTRUED 
TO CONFLICT WITH THE SCHOOL’S CHARTER OR APPLICABLE STATE 
AND/OR FEDERAL LAWS, THE APPLICABLE STATE AND/OR FEDERAL LAWS 
AND/OR CHARTER CONTROL. 
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PENNWOOD CYBER CHARTER SCHOOL

Language Instruction Educational Program Policy

Purpose:

In accordance with the Board of Trustee’s (“Board”) philosophy to provide a quality 
educational program to all students, the Pennwood Cyber Charter School (“Charter School”) 
shall provide an appropriately planned instructional program for identified students whose 
dominant language is not English. English Learners (“ELs”) shall be identified and placed 
into a Language Instruction Educational Program (“LIEP”) in accordance with this policy.

Identification, Results, and Recommended Placement

The Charter School identifies ELs at the time of enrollment, notifies parents of the 
identification and programming options, and approximately places the ELs into a LIEP within 
the first thirty (30) days of school or within fourteen (14) days of enrollment if a student 
enrolls after the firstday of school.

At the School, ELs are enrolled in the same manner as other Charter School students, upon
presentation of local address and proof of immunization. The Charter School does not deny 
students access to school for any period of time or subject them to scrutiny that is not part of the 
normal enrollment process.The first step in identifying ELs will occur after students are 
admitted to the Charter School. In the students’ registration packet, families will be asked to
complete a Home Language Survey.

Based upon the Home Language Survey, EL-identified students’ names and information will 
be given to the Principal and EL Coordinator who will assemble the EL team to evaluate and 
perform a formal assessment of the students’ language proficiency. Please refer to
Pennsylvania Department of Education’s (“PDE”) “English Learner Identification Procedure
Grades K-12” for the specific process.

The Charter School is not required to receive parent permission to identify students as ELs, 
including screeningfor English language proficiency.

The Charter School will use the WIDA ACCESS PLACEMENT TEST (“W- APT”), which is 
aligned to the required annual State English Language Proficiency (“ELP”) assessment and 
ACCESS for ELs to assess students for placement in language instructional programs for 
ELs.

If students are found eligible for placement into a LIEP, the following English Acquisition 
levels that are aligned to the WIDA proficiency levels are used to determine English 
instruction for ELs:

Pennwood Cyber Charter School

342



Level 1: Entering
Level 2: Emerging
Level 3: Developing
Level 4: Expanding
Level 5: Bridging

Please note that parents of ELs have the right to refuse certain separate, specialized programs 
and services that may be part of the LIEP for their child(ren). A parent's decision to refuse 
programs or services must be informed and voluntary. The School will NOT influence the
decision in any way and will not make any program or placement decisions contingent on the
decision.

The Charter School will notify parents and allow them to exercise their right to refuse part or 
all of the separate, specialized LIEP, before placement and programming decisions are made. 
In the event of an absence of aresponse from a parent after the School provided the parent 
with all the information as mentioned above, the School will proceed with the recommended 
placement.

LIEP Description

Instruction will be planned accordingly based on the results of the above “identification, 
results, and recommended placement” section. When a student is identified and placed to 
receive EL services, theSchool will follow the guidance of PDE’s “Classifying Language 
Instruction Educational Programs (LIEPS)” in order to determine the appropriate category 
of the School’s LIEP.

The School's LIEP will be identified by one of the six categories below. The School’s LIEP:

is aligned to state academic content standards for the appropriate grade level of the ELs
includes English Language Development (“ELD”) instruction delivered by properly
certified teachers who hold an ESL program specialist certificate or who are
working in conjunction withESL certified teachers
incorporates the use of the Pennsylvania ELD Standard (“ELDS”)
provides equitable access to content for ELs at all language proficiency levels
by providingresearch-based bilingual or sheltered instruction with fidelity
does not limit the enrollment of ELs in any course or academic program for which
they wouldotherwise be eligible

All of the above requirements are incorporated into the entirety of the student’s daily 
instructional time. ELD is additionally incorporated into the School’s LIEP. ELD will take
place daily throughout the day for ELs and will be delivered by both ESL and non-ESL
teachers.

Criteria for Reclassification and Timeline to Proficiency

The School reclassifies ELs as former ELs (“FELs”) when they attain proficiency. This 
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reclassification of current ELs to FELs takes place annually between June and September. 

To be reclassified as FELs and removed from the School’s LIEP, students must meet the 
single required criterion and at least one of the additional criteria listed below:

For Kindergarten students: Overall composite proficiency level score of 5.0 on an 
ACCESS for ELLsKindergarten assessment (accountability score).

For grades 1-12 students: Overall composite proficiency level score of 5.0 on an ACCESS 2.0 
Grades 1- 12 assessment. Cutoff score flexibility is available for students in grades 1-12 in 
the following Special Circumstances: Following the grade and score criteria in the table 
below, the W-APT may be administered between June and July or the WIDA Screener after 
July 1 to students who scored below theminimum cutoff for program exit on the January 
administration of the ACCESS in order to demonstrate sufficient progress to justify exit. 
(NOTE: The W-APT or WIDA Screener may only be administered to astudent once in any 
school year)

Grade Level ACCESS 2.0 Score Required W-APT/Screener Scores*
K Cut-off score flexibility is not allowable for Kindergarteners
1-5 4.6-4.9 5.0 in each domain
6-8 4.7-4.9 5.0 in each domain
9-12 4.8-4.9 5.0 in each domain

A student must score 5.0 in each domain (listening, speaking, reading and writing). 
A composite proficiency score will not be used.

Additional Criteria:

Recommendation from an ESL teacher who has taught the students during the
previous school year. Please refer to PDE’s “State-Required English Learner
Reclassification Criteria” for the recommendation form, OR:
Recommendations from at least two (2) core content area teachers who have taught
the students during the previous school year and who have a functional knowledge of
the WIDA performance definitions and ELD Standards. Please refer to PDE’s “State-
Required English Learner Reclassification Criteria – SY 2016-17” for the
recommendation form, OR:
Writing sample that demonstrates proficiency at the Expanding level and speaking at
the Bridginglevel as measured using the WIDA writing and speaking rubrics scored by
an ESL teacher.

An EL with a disability may be considered for reclassification if:

1. The student has an IEP, AND
2. The student has been continuously enrolled in an ESL/bilingual education

program for at leastfour years, AND
3. The student’s overall composite proficiency level score on the ACCESS for ELLs®
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has not increased by more than 10% at any point or total over the three most recent
testing cycles, AND

4. The IEP team, with input from an ESL/bilingual education professional,
recommends reclassification. The recommendation criteria may be different than
those used for ELs withoutdisabilities.

ELs who are eligible for and take the Alternate ACCESS for ELLs® may be considered for
reclassification when: They achieve a score of at least P2 on two consecutive administrations 
of the test OR achieve thesame score for three consecutive administrations of the test, AND

1. The IEP team, with input from an ESL/bilingual education professional,
recommends reclassification. The recommendation criteria may be different than
those used for ELs withoutdisabilities.

The School will actively monitor the progress of FELs for a period of two years after 
reclassification andwill additionally report students to the state in a monitor status for an 
additional two years. Students can be re-designated from FELs to active ELs if they struggle 
academically as a result of persistent language barriers. The School will ensure that the nature 
of the challenge for the FEL is language-based and not academic.
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Pennwood Cyber Charter School

Board of Trustees Policy

MEDICATION ADMINISTRATION POLICY

Policy

It is the general policy of Pennwood Cyber Charter School (“Charter School”) that whenever 
possible all medications should be administered outside the hours of school gatherings. Parents 
and guardians assume full responsibility for this part of their child’s health care.

Except for medications administered via standing order during a life-threatening emergency, all 
medications given in the school setting must have a written authorization (consent) from a 
parent/guardian. The written authorization, renewed at the start of each school year by the 
parent/guardian, should contain: 

A parent/guardian‘s printed name, signature and an emergency phone number;
Approval to have the CSN, or in the absence of the CSN other licensed school health
staff (RN, LPN), administer medications;
A list of all other medications that the student is currently taking (recommended).

When attending a school-sponsored event, such as but not limited to field trips and state testing, 
it is recommended that a parent or guardian be present to administer any needed medication or 
that medication is administered prior to the event. Given the significant increase in students with 
special health care needs, including medication administration, Charter School policy requires 
that planning for school-sponsored activities is:

Initiated before school starts or early in the year; and
The product of collaboration between school administrators, teachers and nurses, as
well as families, school medical advisors, and community health care providers, as
appropriate.

Schools should exercise professional judgment and creativity in finding the proper balance 
between requirements for safety and the personal risk-taking that is reasonable in order for the 
student to participate.  Some considerations when planning for medication administration during 
school-sponsored programs and activities include the following: 

Consider assigning school health staff to be available, for example a licensed
supplemental staff person (RN, LPN).  (If the activity occurs during school hours, plans
need to be in place to provide coverage for the staff person‘s regular duties.)
Contact the Intermediate Unit for a licensed person from a substitute list.
Contract with a credible agency that provides temporary nursing services.
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Utilize licensed volunteers (with all current criminal and child abuse clearances) via
formal agreement that delineates responsibilities of both the Charter School and the
individual volunteer.
Address with parent/guardian the possibility of obtaining from the licensed prescriber a
temporary order to change the time of dose.
Arrange for medications to be provided in an original, labeled container and given
according to Charter School policy.  Have parent/guardian ask the pharmacist to provide
a properly labeled, original container with only the amount of medication that will be
needed for that specific test site date, field trip, event, etc.
Ensure security procedures are in place for the handling of all medications.

Emergency Administration of Medications and First Aid

In order to be prepared for health emergencies that can be reasonably anticipated in the student 
population, the Charter School should have written first aid policies and emergency
management practices in place. These policies and procedures should reflect staff
responsibilities and Charter School administrative expectations for staff actions in an emergency 
situation, including identifying specially trained and designated individuals who, in addition to the 
School Nurse, will render first aid.  

Training for emergency first aid providers in the Charter School shall be in accordance with 
applicable state law and PA Department of Health guidelines.  

Staff should be made aware of those students whose health conditions may warrant emergency 
care and should be educated as to his/her role in caring for these students in the event of an 
emergency. For students who are identified with a potential to experience a health emergency, 
the following medical plans of care should be developed on an individual basis:

Individual Health Plan (“IHP”):  The term IHP refers to all care plans developed by the
school nurse, especially those for students who require complex health services on a
daily basis or have an illness that could result in a health crisis. Development of IHPs is
a nursing responsibility, based on standards of care regulated by state nurse practice
acts and cannot be delegated to unlicensed individuals.

IHPs for Students with IEPs for 504 Plans: Some students with IHPs may also have
an Individualized Education Plan (IEP), or a 504 Student Accommodation Plan to ensure
school nursing services and access to the learning environment, or an Emergency Care
Plan (ECP) for staff caring for these students. It is the responsibility of the school nurse
to implement and evaluate the IHP at least yearly and as changes in health status occur
to determine the need for revision and evidence of desired student outcomes. Parental
involvement is required.

Emergency Care Plan (“ECP”):  The student Emergency Care Plan (ECP) is an
emergency plan developed by the registered professional school nurse and is based on
the IHP or is sometimes used instead of an IHP.  The ECP is required by professional
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standards of practice and provides steps for school personnel in dealing with a life 
threatening or seriously harmful health situation for an individual student.  

o The ECP is written in clear action steps using succinct terminology that can be
understood by school faculty and staff who are charged with recognizing a health
crisis and intervening appropriately.

o The ECP is distributed to these individuals with the expectation that the
information will be treated with confidentiality.

o The names of the individuals who have a copy of the ECP should be listed at the
bottom of the Plan.

The CEO or his/her designee shall provide instructions in obtaining emergency medical 
assistance for addressing emergency circumstances including obtaining medical assistance to 
cover the unavailability of the certified school nurse.

The Charter School will provide liability insurance coverage to protect Charter School 
employees who, in pursuit of their assigned duties, may have to administer first aid.

Self-Administration of Emergency Medications

Self-administration of emergency medication in schools refers to situations in which students 
carry their own medication and administer it during the school day as ordered by their licensed 
prescriber and authorized by their parent/guardian and school district. Students with diagnoses 
such as asthma and life-threatening allergies are good examples when self-administration may 
be appropriate and necessary. In accordance with 24 P.S. §14-1414.1. the School will develop 
a written policy to allow for children of school age to possess and administer an asthma inhaler 
and the prescribed medication in a school setting.

In order to accommodate students who carry and self-administer emergency medications,
the following should be in place:

An order from a licensed prescriber for the medication, including a statement that it is
necessary for the student to carry the medication and that the student is capable of self-
administration;
Written parental/guardian consent;
An Individualized Healthcare Plan (IHP), including an Emergency Care Plan component.

Asthma Inhalers

In order for a student to be allowed to possess and self-administer asthma medication, this 
Charter School’s policy requires the following responsible behavior from the student:

Verbally explain the reason for use of the asthma inhaler to the school doctor or school
nurse;
Identify, to the school doctor or school nurse, the signs and symptoms which indicate the
need for which the inhaler is to be used;
Identify the individual medication(s) by name;
Identify the appropriate dosage of the individual medication(s);
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Identify the effects and the side effects of medication to the school doctor or school
nurse;
Demonstrate to the school doctor or school nurse the ability for self-administration of the
inhaler using the return demonstration technique;
Behave responsibly when using the inhaler;
Identify placement of inhaler to be kept on his/her person at all times;
Acknowledge the need to notify the school doctor or school nurse immediately following
each use of the inhaler;
Demonstrate knowledge of how to access assistance for help regarding use of or side
effects from use of asthma medications;
Notify the school nurse immediately following each use of an asthma inhaler;
Understand and acknowledge that the student is restricted from making inhaler available
to other students.  The student’s privilege to self-administer medication or equipment
may be revoked or restricted if the student abuses or ignores Charter School policies.
This prohibition must be set forth in the Student Code of Conduct that is distributed to all
Charter School families on an annual basis.

Asthma Medical Management Plan

This plan should be part of the Individualized Healthcare Plan (IHP) and Emergency Care Plan 
(ECP).  The following information must be provided through a written individual Asthma Medical 
Management Plan (“AMMP”) by the parent(s)/guardian(s) of a student with asthma.  This Plan is 
filled out with the student’s health care provider’s assistance and provides critical information to 
the Charter School if a life-threatening asthma attack occurs or worsens at school or at a school 
sponsored activity.  The following information must be provided in the AMMP to the Charter 
School’s Nurse: 

The name of the medication;
The dose and maximum dosages;
The times when medication is to be taken;
The diagnosis or reason medicine is needed (unless this is confidential);
Information on serious reactions that could occur and appropriate  emergency
responses;
That the child is qualified and able to self-administer the medication;
Consent for administration of medication or equipment, contact with student’s personal
and emergency health care providers and the release of information to such health care
providers and school personnel;

Severe Allergy Epinephrine Auto-Injectors 

It is important to recognize the symptoms of an allergic reaction and respond quickly with 
treatment to prevent a severe reaction from happening.  An allergic reaction can involve any or 
all of the following systems and the symptoms may include: 

Integumentary: Hives, edema, rash, pruritus, or eczema flare.
Digestive: Cramps, nausea, vomiting, or diarrhea.
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Respiratory: Itchy and watery eyes, rhinitis, sneezing, coughing, itching or swelling of
lips, tongue and throat, change in voice, difficulty swallowing, tightness of chest,
wheezing, shortness of breath, or repetitive throat clearing.
Cardiovascular: Reduced blood pressure, increased heart rate, or shock.
Neurological: Weakness or a feeling of impending doom.
Anaphylaxis: A severe, potentially life-threatening reaction that can be commonly caused
by an allergy to food, latex, stinging insects, and medications.  Anaphylaxis can involve
all the systems.

A student with medically certified severe and possibly life-threatening allergic reaction(s) and of
school age may possess an epinephrine auto-injector on their persons, including bookbags and 
handbags, to perform treatment for an allergic reaction.  

A student shall be permitted to use an epinephrine auto-injector in the classroom, in any area of 
the Charter School or Charter School grounds and at any Charter School-related activity if 
requested by the parent or guardian.   In order for a student to be allowed to possess and self-
administer allergy medication, the Charter School’s policy requires that a student:

Verbally explain the reason for use of the epinephrine to the Charter School Nurse;
Identify, to the Charter School Nurse, the signs and symptoms which indicate the need
for which the epinephrine is to be used;
Identify the individual medication(s) by name;
Identify the effects and the side effects of the medication to the Charter School Nurse;
Demonstrate to the Charter School doctor or Charter School nurse the ability for self-
administration of the epinephrine;
Behave responsibly when using the epinephrine;
Identify placement of the EpiPen or EpiPen Jr. to be kept on his/her person at all times;
Acknowledge the need to notify the Charter School Nurse immediately following each
use of the EpiPen or EpiPen Jr.;
Demonstrate knowledge of how to access assistance for help regarding use of or side
effects from use of epinephrine medication(s);
Notify the Charter School nurse immediately following each use of an EpiPen or EpiPen
Jr.;
Understand and acknowledge the restriction of making the epinephrine auto-injector
available to other students.

Permission to self-administer must be in the form of a written statement by a physician/certified 
healthcare provider indicating: 

The name of the drug; The dose, the timing of the dose;
The diagnosis/reason the medication is required unless the reason should remain
confidential; and
Potential of a serious reaction that may occur in response to the medication.
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In addition, the Charter School requires this written request from the student’s parent/guardian 
shall contain statements that: 

The Charter School comply with the orders of the physician/certified healthcare provider;
The Charter School is relieved of any responsibility for the benefits or consequences of
the prescribed medication when parent-authorized;
The Charter School bears no responsibility for ensuring that the medication is taken;
Charter School may release information to the student’s healthcare provider or
emergency care provider and to all Charter School staff who have custodial care of the
student and may need the information to maintain the student’s health at Charter School
sponsored activities or field trips.

The Charter School reserves the right to require the physician/certified healthcare provider to 
provide a statement justifying the continued use of the asthma inhalers or epinephrine auto-
injector beyond a certain time period and may require updated prescriptions and parental 
approvals on an annual basis.  

The student is restricted from making medication or any medical equipment available to other 
students.  The student’s privilege to self-administer medication or equipment may be revoked or 
restricted if the student abuses or ignores the Charter School policies.  This policy shall be 
distributed with the Student Code of Conduct.
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 CYBER CHARTER SCHOOL
HEALTH SERVICES 

MEDICATION POLICY 

1. Administration of Medication
In accordance with the Public School Code and the PA Nurse Practice Act, only licensed nurses
are permitted to administer medication in a school with the exception of the following
medications: Epinephrine Auto-Injectors, Rescue Inhalers, and Narcan.  Teachers who have been
trained in their use may administer these medications to students who have prescriptions on file
with the school nurse.

2. Prescription Medication
All prescription medication must be in a prescription container with a current date and the

name of the student on the container or box with the exception of insulin contained in an insulin
pump.

A written order from the health care provider - physician/nurse practitioner/physician’s
assistant - and a note from the parent/guardian MUST accompany the prescription.

A new medication order MUST be filed each school year if the student will be using
medication during the school day.

Only the doses to be given at school should be brought to school.
Medications that are controlled substances (CII):  Should NOT be brought to events with

students.  They should be given either before or after face-to-face events by the student’s
caretaker.
.

Self-Carrying Guidelines for Asthma Inhalers and Epi-Pens
Students may be permitted to carry a prescribed asthma inhaler or epi-pen according to
Guidelines:

The medication must be prescribed by a physician  and the appropriate medical order
must be on file with the school nurse.
The primary care provider will assess competency for self-administration of medication,
which shall be based on the student’s age, maturity and demonstration of responsible
behavior and ability to properly self- medicate.  The child must demonstrate, to their
personal primary care provider, the capability for administration of the medication and
for responsible behavior in the use of it. The student must be made aware that the
medication is not to be shared with other students.
Parental permission must be completed on the Medication Permission Form.
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Further, the child must notify school personnel immediately if relief is not obtained from the 
use of the inhaler. If the child abuses or ignores this policy, the school may confiscate the 
inhaler and remove the privilege to carry the medication, whereupon it must be provided by the
parent.

For all students carrying and self-administering inhalers, it is understood that the school bears 
no responsibility for ensuring that the medication is taken, or for the benefits or consequences 
of the medication.

Medication on Field Trips
Only life-saving medications such as asthma inhalers, and epi-pens may be given by unlicensed
Personnel on field trips  or during
testing.
Please see next page for Medication Permission Form.

Medication Administration by Parents
If a child requires medication during a live face-to-face event but there is no Medication
Permission Form on file, the parent may administer the medication during the event.  The parent
MAY NOT leave the medication with the student or school personnel if there is no Medication
Permission Form on file.
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CYBER CHARTER SCHOOL
OFFICE OF SCHOOL NURSE

Medication Permission Form 
AAsthma inhalers and epi-pens may be carried by the student with a medical order if  Cyber Charter School 

self-carrying guidelines* are followed. 
Only life-saving medications such as asthma inhalers and epi-pens and may be given by unlicensed personnel on field 
trips or during testing sessions. 
Student: _____________________________________________________ Grade:____________ 
Address:_____________________________________________________ Date: _____________ 
Parents:_______________________________________________________________________ 
Home Phone: _____________________________Work Phone: __________________________ 
To authorized school personnel: 
I hereby request and authorize you to give: ___________________________________________ 
(Dose and Medication) 
as prescribed by Doctor _________________________________.  I understand that my student will be 
self-carrying and may be administering his/her own medication.  I give permission to the school nurse to 
consult my child’s health care provider with any concerns about medication-related issues  and I release 
school personnel from liability should reactions result from the medication. In case of an anaphylactic 
reaction, follow-up care and transportation are to be as follows: 
______________________________________________________________________________( 
Parent’s Signature) 
---------------------------------------------------------------------------------------------------- -------------------------- 
To be completed by Physician 

To authorized school personnel: 
I prescribe 
______________________________________________________________________________ 
(medication) (dose) (time) 
to be given to: _____________________________________ by school personnel during school hours for 
the following reasons: ____________________________________________________ 

_____This student is capable of self-carrying the prescribed medication and has been instructed in its use. 
____ Serious reaction could occur if medication is not given exactly as prescribed. 
Explain: ___________________________________________________________________________ 
____ Serious reaction can occur even when medication is administered as prescribed. 
Explain:  
______________________________________________________________________________ 
______________________________________________________________________________ 
(Physician’s Signature)     (Date) 
______________________________________________________________________________ 
(Telephone Number)       (Address) 
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Pennwood Cyber Charter School 

Board of Trustees Policy 

NONDISCRIMINATION IN SCHOOL AND CLASSROOM 
PRACTICES POLICY 

The Board of Trustees declares it to be the policy of the  Pennwood Cyber Charter 
School (“Charter School”) to provide an equal opportunity for all students to achieve 
their maximum potential through the programs offered in Charter School regardless of 
race, color, age, religion, sex, sexual orientation, gender identity, ancestry, national 
origin, marital status, pregnancy or handicap/disability, or any other class protected by 
applicable federal or state laws including, but not limited to, Title IX of the Education 
Amendments of 1972, 20 U.S.C. §§ 1681–1688; implementing regulations, 34 C.F.R. Part 
106. 

The Charter School shall provide to all students, without discrimination, course 
offerings, counseling, assistance, employment, athletics and extracurricular activities. 
The equitable distribution of the Charter School resources is one means by which the 
Charter School shall ensure that all students receive a quality education.  The Charter 
School shall make reasonable accommodations for identified physical and mental 
impairments that constitute handicaps and disabilities, consistent with the requirements 
of federal and state laws and regulations. 

In order to achieve this purpose, the Board directs the Chief Executive Officer (“CEO”) 
to appoint a Title IX Coordinator to assume the responsibility of coordinating all 
compliance activities. 

It shall be the duty of the Title IX Coordinator to monitor the implementation of 
nondiscrimination procedures in the following areas: 

1. Curriculum and Materials - Review of curriculum guides, textbooks and
supplemental materials for discriminatory bias.

2. Training - Provision of training for students and staff to identify and alleviate
problems of discrimination.

3. Student Access - Review of programs, activities and practices to ensure that all
students have equal access and are not segregated except when permissible by
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law or regulation. 

4. Support - Assurance that like aspects of the school program receive like
support as to staffing and compensation, facilities, equipment, and related
areas.

5. Student Evaluation - Review of tests, procedures, and guidance and
counseling materials for stereotyping and discrimination.

The CEO or Title IX Coordinator shall be responsible to complete the following duties 
when receiving a complaint of discrimination: 

1. Inform the student or third party of the right to file a complaint and the
complaint procedure.

2. Inform the complainant that s/he may be accompanied by a parent/ guardian
during all steps of the complaint procedure.

3. Notify the complainant and the accused of the progress at appropriate stages
of the procedure.

4. Refer the complainant to the Title IX Coordinator if any employee, including
the CEO, is the subject of the complaint and the CEO is not the Title IX
Coordinator or if any Charter School independent contractor or volunteer is
the subject of the complaint.

5.Complainant may notify any Charter School employee or go directly to the
Board of Trustees if the Title IX Coordinator is the subject of the complaint
and/or if the CEO is the Title IX Coordinator and is the subject of the complaint.

See both separate Title IX and Student Complaint Board Policies. 

It shall be the duty of the Title IX Coordinator, CEO and Administrators to ensure that: 

a. All employees and students deal fairly and courteously with one another
to ensure an educational environment free of intimidation and
harassment.  Ethnic, racist or sexist slurs or other personal derogation are
offensive and unacceptable behavior.  Sexual harassment is also a form of
unlawful and unacceptable sexual discrimination and includes
unwelcome sexual advances, requests for sexual favors and other verbal
or physical conduct of a sexual nature.
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b. Any employee or student who violates the policy against student
harassment commits misconduct for which appropriate discipline may be
imposed, up to and including termination for employees and expulsion
for students.

The CEO shall report annually to the Board on progress made in the program for school 
and classroom practices. 

TO THE EXTENT THAT ANYTHING IN THIS POLICY COULD BE CONSTRUED 
TO CONFLICT WITH THE SCHOOL’S CHARTER OR APPLICABLE STATE 
AND/OR FEDERAL LAWS, THE APPLICABLE STATE AND/OR FEDERAL LAWS 
AND/OR CHARTER CONTROL. 
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(Charter School Letterhead)
Attachment A -Parental Registration Statement

Student Name

Date of Birth Grade

Parent or Guardian Name 

Address

Telephone Number

Pennsylvania School Code §13-1304-A states in part “Prior to admission to any school entity, 
the parent, guardian or other person having control or charge of a student shall, upon 
registration provide a sworn statement or affirmation stating whether the pupil was previously 
or is presently suspended or expelled from any public or private school of this Commonwealth 
or any other state for an action of offense involving a weapon, alcohol or drugs, or for the 
willful infliction of injury to another person or for any act of violence committed on school 
property.”

Please complete the following:

I hereby swear or affirm that my child was was not previously suspended or expelled ,

or is is not presently suspended or expelled from any public or private school of this

Commonwealth or any other state for an act or offense involving weapons, alcohol or drugs, or for 

the willful infliction of injury to another person or for any act of violence committed on school 

property. I make this statement subject to the penalties of 24 P.S. §13-1304-A(b) and 18 Pa. C.S.A.

§4904, relating to unsworn falsification to authorities, and the facts contained herein are true and

correct to the best of my knowledge, information and belief.

(Signature of Parent or Guardian)

(Date)

Any willful false statement made above shall be a misdemeanor of the third degree.
This form shall be maintained as part of the student’s disciplinary record.

If this student has been or is presently suspended or expelled from another school, please complete: 

Name of the school from which student was suspended or expelled:

Dates of suspension or expulsion:

(Please provide additional schools and dates of expulsion or suspension on back of this sheet.)

Reason for suspension/expulsion (optional)
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FISCAL CONTROLS:  PUBLIC CHARTER SCHOOL AUDIT POLICY

Policy

Date of Original Approval:

School funds will be budgeted, accounted for, expended, and maintained in an
appropriate fashion and in accordance with Federal and State requirements. The 
following procedures have been established to facilitate this. 

Annual Audit

The Board shall annually contract for the services of an independent public accountant to 
perform an annual fiscal audit in compliance with State law. The audit shall cover the business 
of the School during the full fiscal year; be a financial audit conducted in accordance with 
generally accepted auditing standards; and, include, but not be limited to, 

1. An analysis of the School’s compliance with applicable laws and regulations;
2. Any recommendations for improvement by the School;
3. Any other comments deemed pertinent by the auditor, including the auditor’s opinion

regarding the financial statements;
4. An audit of the accuracy of the School’s financial statements,
5. An audit of the School’s attendance and accounting records, and
6. An audit of the School’s internal controls practices.

If the School receives over Seven Hundred Fifty Thousand ($750,000) Dollars from federal 
sources, the audit shall be prepared in accordance with any relevant Office of Management 
and Budget audit circulars. The audit shall be completed and submitted to the Board for review 
at a public meeting as soon as reasonably possible following the close of the fiscal year for 
which the audit is conducted and as mandated by state, charter or other law. Copies of the 
Audit will also be forwarded to any entities or public agencies, as required by the respective 
state’s Charter School law, the charter and state regulations.

The Audit engagement and review process may be conducted by the Board’s Audit/Finance 
Committee on behalf of the Board.
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PUBLIC COMMENT

Date of Approval: September 15, 2022

Purpose

The Board welcomes public comment at its meetings and is committed to providing meaningful 
opportunities for members of the public to participate. Given the nature of the School being virtual,
the purpose of this policy is to take into account the special logistics of the Board meetings and 
address telephone access.

Policy

The Board encourages members of the public to offer comments and express opinions on both 
specific actions to be taken by the Board, as well as any other issue directly related to the operation 
of the School. In accordance with this policy, any individual may address the Board on agenda or 
non-agenda items during the public comment period as long as they meet any legal provisions
governing participation at public meetings. Individuals may present either in-person or by 
telephone.

Procedure

Individuals are strongly encouraged to discuss their comments and concerns with appropriate 
school staff members, administrators, and/or Board members before directing such comments to 
the entire Board during a meeting.

Each Board meeting agenda shall have a time designated for “public comment.”

In-person participants

To be recognized by the Chair, an individual must provide their name and a short description of 
the agenda item they wish to comment on to the Chair, along with any materials they want to
have distributed to Board members, before the scheduled start of the meeting. The Chair will 
then announce the individual’s name at the appropriate time during the meeting. Each individual 
will be granted up to three (3) minutes to make his or her presentation. If requested, the Chair 
may grant additional time to individuals, circumstances permitting.  After completion of any 
such presentation, the Chair shall ask whether there is any further public comment on the item at 
which time any member of  the  public present may come forward and make his or her 
presentation (which may be limited to three (3) minutes at the Chair’s discretion).

Individuals desiring to make a formal presentation to the Board on an item not on the agenda but 
desiring it be placed on the agenda must provide notice and written submissions detailing the 
subject of the presentation to the School Principal at least fourteen (14) days prior to the meeting, 
Any such presentations shall not exceed fifteen (15) minutes in duration, unless otherwise permitted 
by the Chair.  In addition, an individual may raise the issue during public comment and
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request that it be placed on a future agenda. No action can be taken by the Board until such item 
has been included on an agenda in accordance with the Open Meeting Laws.

Teleconference participants

Individuals who wish to address the Board telephonically should contact the School Principal by 
phone or by email at least twenty- four (24) hours before the scheduled start of the Board 
meeting. The individual shall provide his/her name, a phone number where he/she may be 
reached during the meeting, and a short description of the topic he/she wishes to address. If the
individual wants to provide any written materials to the Board, these should be emailed to the 
School Principal at least twenty-four (24) hours before the scheduled start of the meeting. The 
School Principal will list these requests in the order in which they are received and provide them,
along with copies of any materials submitted to the Board’s Chair before the start of the meeting. 
Individuals who wish to participate will be called at the number they provided in the order in which
they contacted the school, and will be granted up to three (3) minutes to make the presentation.  If   
requested, the  Chairperson   may  grant  additional  time  to  individuals, circumstances
permitting. After completion of such presentations, the Chair shall ask whether there is any
further public comment on the item at which time any member of the public present (telephonically
or otherwise) may make his or her presentation (which may be limited to three minutes at the 
Chair’s discretion).

Telephonic participants should be aware that there is no established time when they may be 
contacted to speak except that they will be called after the scheduled start of the meeting and before
the Board considers the items the participant wishes to address. The total time for any individual
to present, either in person or via telephone, shall not exceed three (3) minutes (depending upon
the number of speakers), unless the Board grants additional time. Individuals who are attending the 
meeting in person may be given the first preference in speaking and for the duration requested.

In addition to the above, any Board member may ask a member of the public present to answer 
brief questions or make comments on an agenda item under discussion in order to gather 
information before deliberating on a decision.

Members of the public who require special accommodations to be able to attend the Board meeting
should contact the School Principal or the specific contact person designated on the agenda for that 
meeting, at least twenty-four (24) hours prior to the meeting to make appropriate arrangements for 
attending the meeting.
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FISCAL CONTROLS: PURCHASES BUDGETED POLICY

Date of Original Approval:

Policy

School funds will be budgeted, accounted for, expended, and maintained in an 
appropriate fashion and in accordance with Federal and State requirements. The 
following procedures have been established to facilitate this. 

Purchasing Procedures

This section applies to purchases made directly by the School and does not apply to 
purchases made pursuant to the Professional Services Agreement with the School. 

The Executive Director or designee may purchase supplies, materials, equipment, and 
services up to the amounts specified in the approved budget or per an approved Board 
action, while ensuring the below procedures are followed.

Pennwood Cyber Charter School will adhere to or fall within the parameters of the 
following process:

A. Seek informal price quotations on purchases that are under $5,000 except in
cases of emergency or when the materials purchased are of such a nature that
price negotiations would not result in a savings to the school.

B. Whenever possible, obtain three competitive price quotations on purchases that
are over $5,000 for a single item, or $10,000 in aggregate.

C. All purchases over Ten Thousand ($10,000) Dollars must include documentation
of a good faith effort to secure the lowest possible cost for comparable goods or
services. The Office Manager shall not approve purchase orders or check
requests lacking such documentation and must comply with the School’s
Procurement Policy. Documentation shall be attached to all check and purchase
order requests showing that at least two (2) vendors were contacted, and such
documentation shall be maintained for three (3) years. If specialty goods are not
available through multiple vendors, documentation may include this information
in lieu of a cost comparison.

D. Purchase student equipment via RFP, in aggregate, prior to each school year, in
order to provide students with the most recent technical advancements, as
available and if applicable. This is done in relation to best practices rather than
required by law.

E. This will not apply to those purchases exempted from bidding requirement, as
described in 16 Pa.C.S.A. sec. 1802(h).

No public funds shall be expended for the purchase of alcoholic beverages.
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FISCAL CONTROLS: PURCHASES SUBJECT TO BID POLICY

Date of Original Approval:

Policy

School funds will be budgeted, accounted for, expended, and maintained in an 
appropriate fashion and in accordance with Federal and State requirements. The 
following procedures have been established to facilitate this. 

Purchases Subject to Bid

It is the policy of the Board to obtain competitive bids and price quotations for products 
and services where such bids or quotations are required by law or may result in 
monetary savings to the school district and in accordance with existing legal 
requirements (1949 Act 14 (d) Contracts and 1949 Act 14 Section 807.1 Purchase of 
Supplies). The amounts regarding competitive bid and price quotation requirements are
subject to adjustments based on the Consumer Price Index (1949 Act 14 Section 120
Adjustments Based on Consumer Price Index).

Competitive Bids

When seeking competitive bids, the Board shall advertise once a week for three (3) 
weeks in not less than two (2) newspapers of general circulation.

After due public notice advertising for competitive bids, the Board shall be authorized to:

1. Purchase furniture, equipment, school supplies and appliances having a total
cost above the bid limit, unless exempt by law.

2. Contract for construction, reconstruction, repairs, maintenance or work on any
school building or property above the bid limit, unless exempt by law.

The Board prohibits the practice of splitting purchases to avoid advertising and bidding 
requirements.

With kind, quality and material being equal, the bid of the lowest responsible bidder 
meeting bid specifications shall be accepted upon resolution of the Board, unless the 
Board chooses to reject all bids.

All orders or contracts should be awarded to the lowest responsible bidder; however, 
consideration can be given to:

o The quality of the item(s) to be supplied
o Its conformity with specifications
o Suitability to the requirements of the school
o Delivery terms
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o The past performance of vendor

In addition to these factors, the Board may consider and provide a preference to 
bidders:

o Which use a Pennsylvania-based business as the primary contractor
o Which use one or more Pennsylvania-based business as subcontractors

The Board reserves the right to reject any and all bids.

The school is authorized to purchase all items within budget allocations that have been 
previously approved.

The Board will be advised, for prior approval, of all purchases of equipment, materials, 
and services when the purchase exceeds the function. In the event when an emergency 
purchase is required in order for the school to maintain its current level of operation, the 
purchase will be brought to the attention of a designated member of the Board and will 
subsequently be ratified by the Board at the next regular meeting.

In order to promote efficiency and economy in the operation of the school, the Board 
requires that the school periodically estimate requirements for standard items or classes 
of items and make quantity purchases on a bid basis to procure the lowest cost 
consistent with good quality.

Whenever storage facilities or other conditions make it impractical to receive total 
delivery at any one time, the total quantity to be shipped, but with staggered delivery 
dates, will be made a part of the bid specifications.

Before placing a purchase order, the school shall check as to whether the proposed 
purchase is subject to bid, whether sufficient funds exist in the budget, and whether the 
material might be available elsewhere in the school. All purchase orders shall be 
numbered consecutively.

All services/products purchased by the school will be confirmed as received prior to any 
payment being released to a vendor.

In the interests of economy, fairness, and efficiency in its business dealings, the Board 
may require that:

o Opportunity be provided to as many responsible suppliers as possible to
do business with the school.

o A prompt and courteous reception, insofar as conditions permit, be given
to all who call on legitimate business matters.

o Where the requisitioner has recommended a supplier, the school may
make alternate suggestions to the requisitioner if, in his/her judgment,
better service, delivery, economy, or utility can be achieved by changing
the proposed order.
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o Upon the placement of a purchase order, the school will commit the
expenditure against a specific line item to guard against the creation of
liabilities in excess of appropriations.

Employees may be held personally responsible for anything purchased without a 
properly signed purchase order or authorization.

The Board may acquire office equipment as defined in law by lease, by installment 
payments, by entering into lease-purchase agreements, or by lease with an option to 
purchase, provided the contract sets forth the terms of such a purchase.

The Board recognizes that emergencies may occur when imminent danger exists to 
persons or property or continuance of existing school classes is threatened, and time 
forbidding cannot be provided because of the need for immediate action. Bidding 
decisions in the event of such emergencies shall be made in accordance with existing 
legal requirements.

Price Quotations

Unless exempt by law, at least three (3) written or telephonic price quotations shall be 
requested by the Board for:

1. Furniture, equipment, school supplies and appliances costing a base amount
over the quotation limit but less than the bid limit, as prescribed by law.

2. All contracts for construction, reconstruction, repairs, maintenance or work on
any school building or property, having a total cost or value of more than the
quotation limit but less than the bid limit.

If it is not possible to obtain three (3) quotations, a memorandum must be kept on file 
showing that fewer than three (3) qualified vendors exist in the market area. The written 
price quotations, written records of telephonic price quotations and memoranda shall be 
kept on file for three (3) years.

Delegation of Responsibility

The Board may grant the Board Treasurer or Chief Executive Officer the authority to 
purchase supplies and award contracts in the amount and manner designated by 
applicable law
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Pennwood Cyber Charter School

Board of Trustees Policy

REQUIRED HEALTH SERVICES POLICY

In compliance with the Pennsylvania School Code, the Board of Trustees (“Board”) shall require 
that the Pennwood Cyber Charter School (“Charter School”) students submit to appropriate 
health and dental examinations to ensure each student's health status is at an optimal level and
that achievement is not lessened as a result of unresolved or undiagnosed health problems.  

The Charter School acknowledges responsibility to provide all the health services outlined in 28 
Pa. Code § 23.1 as follows:

Medical examinations.

Dental examinations.

Vision screening tests.

Hearing screening tests.

Threshold screening tests.

Height and weight measurements.

Maintenance of medical and dental records.

Tuberculosis tests.

Special examinations.

Medical Examinations

Medical examinations as required by §  23.1 (relating to required health services) shall be 
provided on original entry into school, in grade six (5) and in grade eleven (11). Examinations 
shall be conducted by the school physician or school nurse practitioner. 

In lieu of the medical examinations prescribed by this article, any child of school age may 
furnish the local school officials with a medical report of examination made at his own expense 
by his family physician on a form approved by the Secretary of Health for this purpose. In lieu of 
the medical examinations, parents/guardians may provide a medical report of examination by a
family physician on a form approved by the Secretary of Health. The examination must take 
place and report must be furnished prior to the date fixed for the regularly scheduled 
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examination but no earlier than four (4) months prior to the opening of the school term during 
which the regular examination is scheduled.

Dental Examinations

Each student is also required to receive a comprehensive dental examination upon entry into 
school and in grades three (3) and seven (7). These examinations will be conducted by the 
school dentist or dental hygienist.  A private examination conducted at the parents' request and
at their expense will be accepted in lieu of the school examination.

When the parents or guardians inform the Charter School of financial inability to provide an 
examination, the charter school will advise them of the special school medical procedures 
available.  

Other Examinations

Annual vision tests shall also be given to each student as well as, other tests as determined by 
the Pennsylvania Advisory Health Board including:

Hearing tests for children upon original entry into school and in kindergarten, and grades
one (1), two (2), three (3), seven (7) and eleven (11);
Tuberculosis tests (PPD) for children upon original entry into school and in grade nine
(9);
Annual height and weight examinations for children in kindergarten through 12 h grade
including body mass index; and
Scoliosis screening in grades six (6) and seven (7).

For each student transferring to the Charter School, the Chief Executive Officer (“CEO”) shall 
request an adequate health record from the transferring school. If the record is not transferred 
or missing necessary documentation, the Charter School shall conduct a medical exam for a 
comprehensive health appraisal upon student’s entry to the Charter School. 

Health Records

The individual student records of health examinations and the results of required tests,
measurements, screenings, regular and special examinations, and medical questionnaires
will be maintained as a confidential record subject to statute and the policies of the Board.  All
health records will remain confidential, and their contents may be divulged only when necessary 
for the health of the learner or at the written request of the parent/guardian.

Religious Objections

A student who presents a statement signed by his/her parent or guardian that a medical 
examination is contrary to his/her religious beliefs shall be examined only when the Secretary of 
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Health determines that the student presents a substantial health menace to the health of other 
persons exposed to contact with the unexamined person(s).  

Notifications

Parents and guardians of students who are to be examined will receive notification which will 
include the date and location of the examination and encouragement that the parent or guardian 
attend.  Such notice may also include notification that the parent may have the examination 
conducted privately at the parents' expense and encouragement that the parent do so in the
interest of providing continuity in the student's health care; and, notification that the student may 
be exempted from such examination if it is contrary to the parents' religious beliefs. 

If it is determined by school health officials or teachers that a child deviates from normal growth 
and development or where school examinations reveal conditions requiring health or dental 
care, the parent or guardian of the student will be informed, and a recommendation will be made 
that the parent consult a private physician or dentist.  The parent is required to report to the 
school, the action taken upon being notified.  

Delegation of Responsibility 

The CEO will instruct all staff members to observe students continually for conditions that 
indicate physical defect or disability and to report such conditions promptly to the school nurse. 

When a CEO receives a report of the existence of a communicable disease in a student's 
family, the school physician, school nurse practitioner or nurse and the Department of Health 
must be notified in either circumstance.  

A pupil with a communicable disease may not be readmitted to school except upon written 
receipt of a physician's certificate of recovery or a statement that the illness is not 
communicable, or upon instruction from the school physician, school nurse practitioner, or 
nurse. 
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Pennwood Cyber Charter School 

Board of Trustees Policy 

RIGHT TO KNOW POLICY 

In accordance with the Right-to-Know Law, Act 3 of 2008, be it resolved that the Board 
of Trustees of the Pennwood Cyber Charter School (“Charter School”) hereby 
establishes the following:   

(1) Right-to-Know Law Policy,
(2) Right-to-Know Law Request for Access to Records Form, and
(3) Right-to-Know Law Request Fee Structure.

The Board of Trustees hereby directs that the Right-to-Know Law Policy, Right-to-
Know Request for Access to Records Form and Right-to-Know Law Request Fee 
Structure be posted at Charter School’s main administrative office and, if Charter School 
maintains an Internet website, on Charter School’s Internet website together with the 
following:  

(1) Contact information for the Open Records Officer (may be included in
the Right-to-Know Law Policy);

(2) Contact information for the Office of Open Records or other applicable
appeals officer (may be included in the Right-to-Know Law Policy); and

(3) Any additional Administrative Procedures or regulations that may be
developed consistent with this Policy and the Right to Know Law.

The Board further appoints the Charter School’s CEO as the Open Records Officer. 

This Policy, Form and Fee Structure included herein, hereby replace and supersede all 
prior Policies, Forms and/or Fee Structures related to the Right-to-Know Law in effect 
at the Charter School. 

In accordance with the Right-to-Know Law, Requesters may elect to access the Official 
Records Request Form available through the Office of Open Records. 

The Board of Trustees of the Charter School directs the appointed Open Records Officer 
to implement procedures necessary to effectuate this Policy and to adhere to the 
requirements of the Right-to-Know Law.  This policy supersedes and replaces all 
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previously adopted Right-to-Know Law Policies at the Charter School and any and all 
procedures related to the Right-to-Know Law at the Charter School shall be modified as 
consistent with this Policy.  

Language in this Policy has been drafted taking into consideration the Right-to-Know 
Law and information available from and through the Office of Open Records and 
Pennsylvania Department of Education.  Nothing in this policy shall be construed to 
conflict with applicable state and/or federal laws, including but not limited to the 
Right-to-Know Law and any and all applicable common law and cases developing from 
the Right-to-Know Law and/or interpreting the Right-to-Know Law.  In the event the 
Right-to-Know Law is amended or otherwise revised, this Policy shall be interpreted to 
incorporate any revisions or changes to the Right-to-Know Law without the need for 
Board action. 

The Open Records Officer is the individual designated by the Board to receive, review 
and respond to all requests directed to the Charter School pursuant to this Policy and 
applicable law. 

A record of the Charter School is public provided the record is not: 

(1) Exempt under the Right-to-Know Law;
(2) Exempt from being disclosed under any other Federal or State law

or regulation or judicial order or decree; or
(3) Protected by a privilege.

This Policy shall not be interpreted to require or allow access to any record that is not a 
Public Record under the Right-to-Know Law.  

This Policy shall be interpreted to allow access to or duplication of Public Records to the 
extent required by the Right-to-Know Law. 

For purposes of this Policy, a Requester is a person that is a legal resident of the United 
States and requests a record pursuant to the Right-to-Know Law.  The term includes an 
agency. 

Access to a record or written notice to a Requester granting, denying or partially 
granting and partially denying access to a record. 

The Open Records Officer shall receive requests submitted to the Charter School under 
the Right-to-Know Law, direct requests to other appropriate persons in accordance with 
the Right-to-Know Law, track the Charter School ’s progress in responding to requests 
and issue interim and final Responses under the Right-to Know Law and this Policy.  
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The Charter School may designate a Public Records Access Room.  The function of a 
Public Records Access Room is to provide a specific, established site where Requesters 
may have physical access to some or all of the Charter School’s Public Records.  If the 
Board elects not to establish such a room, the Open Records Officer shall determine on 
an ad hoc basis and in accordance with the Right-to-Know Law the building and room 
where Public Records will be made available to a Requester and the hours of 
availability.  

In either instance the Open Records Officer has the discretion to establish procedures 
governing the use of the room including, but not limited to, the hours of access, the 
need and adequacy of proof of identification, restrictions or prohibitions on the removal 
of Records, the use of written requests and the ability of a Requester to bring his or her 
own equipment into the room. 

Procedure for Requesting Records: 

Oral requests.  The Right-to-Know Law does not require the Charter School to respond 
to oral requests.  The Open Records Officer shall refuse to accept any oral request. 

Anonymous requests.  The Right-to-Know Law does not require the Charter School to 
respond to Anonymous requests.  The Open Records Officer shall refuse to accept any 
written request that does not identify the Requester.  

Written requests.  The Right-to-Know Law requires that the Open Records Officer act 
upon each non-anonymous written request when such request is submitted in person, 
by mail, by facsimile or email.  

Contents of a request.  The Right-to-Know Law sets forth various specifications for the 
contents of a written request.  A Requester must submit a request in writing to the Open 
Records Officer on a form to be provided by the Open Records Officer or on the Official 
form issued by the Office of Open Records.  The request must be addressed to the Open 
Records Officer and must set forth the name and address where the Charter School 
should address its Response.  The request should identify or describe the Record or 
Records sought with sufficient specificity to enable the Charter School to ascertain 
which Records are being requested.  The written request may be submitted in person, 
by mail, facsimile or email.  Any Charter School Employee or Board Member who 
receives a request directed to the Open Records Officer shall immediately forward that 
request to the Open Records Officer. 

The Right-to-Know Law provides that the Requester need not include the reason for the 
request or the intended use of the Records.  Therefore, the Open Records Officer shall 
not insist that such a statement be provided, nor shall the Charter School reject or refuse 
a request on the grounds that no such reason was given. 
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Forms.  The Charter School may create or adopt forms for use by Requesters in 
preparing written requests.  In the absence of a form created by the Charter School, the 
Open Records Office’s official Form must be used. 

Identification.  As the Right-to-Know Law states that the Charter School provide a 
Requester with access to a Public Record if the Requester is a legal resident of the 
United States, the Charter School may require the Requester to produce photographic 
identification to the extent allowed by the Right-to-Know Law. 

Address all Open Records Requests to: 

Right to Know Officer 
INSERT 

The Charter School shall post this information to its website and shall post it at a 
location that is publicly accessible. 

The Right-to-Know Law provides that, upon receipt of a written Open Records Request, 
the Charter School must make a good faith effort to determine if the requested Record is 
a Public Record, financial record, or legislative record and to respond as promptly as 
possible under the circumstances existing at the time of the request, and that this time 
shall not exceed five (5) business days from the date the written request is received by 
the Charter School’s Open Records Officer.  

The five (5) business day period does not begin to run until the Charter School’s  
designated Open Records Officer has received a written request in accordance with the 
Right-to-Know Law and this Policy.  If an Open Records Request is submitted to the 
Charter School or to some Officer or employee of the Charter School other than the 
Open Records Officer, the five (5) business day period has not yet begun. 

Either a final or an interim written Response must be made within five (5) business days 
from the date that the Open Records Officer received the request.  If the Open Records 
Officer fails to respond within that time period, the Open Records Request is deemed 
denied. 

The Right-to-Know Law and this Policy contemplate that Requesters will receive a 
Response within the five (5) business day period.  However, the Right-to-Know Law 
and this Policy also provide the Charter School with certain specific exceptions to 
invoke a single extension of time, which may not exceed thirty (30) calendar days.  If an 
extension is invoked and then there is no timely Response, the Open Records Request is 
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deemed denied.  Likewise, if the Open Records Officer notifies the Requester that it 
needs more than the maximum of thirty (30) days, the request is deemed denied. 

Processing of Open Records Requests by the Open Records Officer: 

Upon receiving an Open Records Request, the Open Records Officer shall, at a 
minimum, promptly complete the following tasks to the extent required by the Right-
to-Know Law: 

(i) Date-stamp or otherwise note the date of receipt on the Open Records
Request.

(ii) Compute the day on which the five (5) business day period will expire
and make a notation of that date.

(iii) Maintain a paper or electronic copy of the Open Records Request,
including all documents submitted with it and the envelope (if any) in which it
was received.

iv) Create an official file for the retention of the original Open Records
Request.

(v) Make a good faith effort to determine if the record requested is a Public
Record and if the Charter School has possession, custody or control of the record.

(vi) Maintain a copy of the Charter School’s Response to the request.

For purposes of determining the five (5) business-day period: 

(i) A business day shall be from 8:00 a.m. until 4:00 p.m. on any Monday,
Tuesday, Wednesday, Thursday, or Friday, except those days when the offices of
the Charter School are closed for all or part of a day due to a holiday; due to
severe weather (such as a blizzard or ice storm); due to natural or other disaster;
or due to the request or direction of local, state, or federal law enforcement
officers.

(ii) Any Open Records Request received by the Open Records Officer after the
close of its regular business hours shall be deemed received by that office on the
following business day.

(iii) For purposes of determining the end of the five (5) business day period,
the day that an Open Records Request is received (or deemed received) is not
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counted.  The first day of the five (5) business day period is the Charter School’s 
next business day.  

The act of providing a Requester with physical access to a document or a copy of the 
requested Record, in the Open Records Office, is a "Response" for purposes of this Open 
Records Policy.  Unless the Charter School issues written policies to the contrary, only 
the Open Records Officer possesses the authority to permit this access. 

Where timely access is not provided in accordance with above, the Act requires that the 
Charter School’s Response be in writing.  The Open Records Officer has the duty to 
prepare and send written Responses.  In preparing a written Response, the Open 
Records Officer should consult, as necessary, with the Solicitor.  

The Charter School is not required to create a Public Record that does not already exist, 
nor is the Charter School required to compile, maintain, format, or organize a Public 
Record in a manner in which the Charter School does not currently do so. 

The Open Records Office shall send written Responses to Requesters by one of the 
following, in its discretion: United States mail, facsimile transmission; electronic 
transmission; overnight or parcel delivery service; or, courier delivery. 

Access to Public Records: 

Unless otherwise provided by law, a Public Record, legislative record or financial 
record shall be accessible for inspection and duplication in accordance with the Right-
to-Know Law and this Policy.  A Public Record, legislative record or financial record 
being provided to a Requester shall be provided in the medium requested if it exists in 
that medium; otherwise, it shall be provided in the medium in which it exists.  Public 
Records, legislative records or financial records shall be available for access during the 
regular business hours of the Charter School. 

The Charter School shall not be required to create a record which does not currently 
exist or to compile, maintain, format or organize a record in a manner in which the 
Charter School does not currently compile, maintain, format or organize the record. 

The Open Records Officer may respond to a records request by notifying the Requester 
that the record is available through publicly accessible electronic means or that the 
Charter School will provide access to inspect the record electronically.  If the Requester 
is unwilling or unable to access the record electronically, the Requester may, within 
thirty days following receipt of the notification, submit a written request to the Open 
Records Officer to have the record converted to paper.  The Charter School shall 
provide access to the record in printed form within five days of the receipt of the 
written request for conversion to paper.  
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The Act requires that, unless otherwise provided by law, the Public Records of the 
Charter School must be accessible for inspection by any Requester during the regular 
business hours of the Charter School.  Unless the Charter School adopts written policies 
to the contrary, the regular business hours of the Charter School for purposes of the Act 
are from 8:00 a.m. until 4:00 p.m. on any business day. 

Access shall be provided by the Open Records Officer either in the Open Records Office 
or the Public Records Access Room, at the discretion of the Open Records Officer, 
depending on the size, complexity or other circumstances of the request. 

Notice of Review: 

Upon receipt of a written request for access, the Open Records Officer shall determine if 
one of the following applies:  

(A) The request for access requires redaction of a record in accordance with
the Right-to-Know Law;

(B) The request for access requires the retrieval of a record stored in a remote
location;

(C) A timely Response to the request for access cannot be accomplished due to
bona fide and specified staffing limitations;

(D) A legal review is necessary to determine whether the record is a record
subject to access under this act;

(E) The Requester has not complied with the agency's policies regarding
access to records;

(F) The Requester refuses to pay applicable fees authorized by this act; or

(G) The extent or nature of the request precludes a Response within the
required time period.

Upon a determination that one of the above factors applies, the Open Records Officer 
shall send written notice to the Requester within five (5) business days of receipt of the 
request for access.  The notice shall include a statement notifying the Requester that the 
request for access is being reviewed, the reason for the review, a reasonable date that a 
Response is expected to be provided and an estimate of applicable fees owed when the 
record becomes available.  If the date that a Response is expected to be provided is in 
excess of thirty (30) days, following the five (5) business days allowed for in the Right-
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to-Know Law, the request for access shall be deemed denied unless the Requester has 
agreed in writing to an extension to the date specified in the notice.  

If the Requester agrees to the extension, the request shall be deemed denied on the day 
following the date specified in the notice if the Charter School has not provided a 
Response by that date.  

Written Final Responses: 

Types of final Responses.  The Act provides for three (3) types of written final 
Responses: 

(i) The Charter School grants the entire Open Records Request;

(ii) The Charter School refuses the entire Open Records Request;

(iii) The Charter School grants part of the Open Records Request and refuses
the remainder.

The failure of the Charter School to make a timely final Response is a Deemed Denial 
under the terms of the Act.  Final Responses that deny Open Records Requests, both in 
whole or in part, shall be in writing by the Open Records Officer and include all of the 
following: 

(i) A description of the record requested;

(ii) The specific reasons for the denial, including a citation of
supporting legal authority;

(iii) The typed or printed name, title, business address,
business telephone number and signature of the Open
Records Officer on whose authority the denial is issued;

(iv) Date of the Response; and

(v) The procedure to appeal the denial of access under the
Right-to-Know Law.

If the Open Records Officer grants the request, the Response shall so inform the 
Requester and include any necessary information for access. 

Redaction: 
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If the Charter School determines that a Public Record, legislative record or financial 
record contains information which is subject to access as well as information which is 
not subject to access, the Charter School’s Response shall grant access to the information 
which is subject to access and deny access to the information which is not subject to 
access.  If the information which is not subject to access is an integral part of the Public 
Record, legislative record or financial record and cannot be separated, the Charter 
School shall redact from the record the information which is not subject to access, and 
the Response shall grant access to the information which is subject to access.  The 
Charter School may not deny access to the record if the information which is not subject 
to access is able to be redacted.  Information which the Charter School redacts in 
accordance with the Right-to-Know Law shall be deemed a denial under the Right-to-
Know Law. 

Appeals: 

If a written request for access to a record is denied or deemed denied, the Requester 
may file an appeal with the Office of Open Records or judicial, legislative or other 
appeals officer designated under the Right-to-Know Law within fifteen (fifteen (15)) 
business days of the mailing date of the Charter School’s Response or within fifteen 
(fifteen (15)) business days of a deemed denial.  The appeal shall state the grounds upon 
which the Requester asserts that the record is a Public Record, legislative record or 
financial record and shall address any grounds stated by the Charter School for 
delaying or denying the request.  Unless otherwise provided by applicable law, the 
Office of Open Records shall assign an appeals officer to review the denial.  

A person other than the Charter School or Requester with a direct interest in the record 
subject to an appeal under this section may, within fifteen (15) days following receipt of 
actual knowledge of the appeal but no later than the date the appeals officer issues an 
order, file a written request to provide information or to appear before the appeals 
officer or to file information in support of the Requester's position.  Copies of the 
written request shall be sent to the agency and the Requester.  
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Posting: 

The following information shall be posted at the Charter School and, if the Charter 
School maintains an Internet website, on the Internet website:  

(A) Contact information for the Open Records Officer.

(B) Contact information for the Office of Open Records or other applicable
appeals officer.

(C) A form which may be used to file a request.

(D) Regulations, policies and procedures of the Charter School relating to the
Right-to-Know Law.

Current Information for the Office of Open Records: 

Mailing Address: 
Commonwealth of Pennsylvania  
Office of Open Records  
Commonwealth Keystone Building 
333 Market Street, 16th Floor 
Harrisburg, PA 17101-2234   

Phone:  717-346-9903   
Fax:  717-425-5343   
Email:  openrecords@pa.gov 

The Charter School may deny a Requester access to a record if the Requester has made 
repeated requests for that same record and the repeated requests have placed an 
unreasonable burden on the Charter School.  Such denial shall not restrict the ability to 
request a different record.  

The Charter School may deny a Requester access:  

(i) When timely access is not possible due to fire, flood or other disaster; or

(ii) To historical, ancient or rare documents, records, archives and
manuscripts when access may, in the professional judgment of the curator or
custodian of records, cause physical damage or irreparable harm to the record.
To the extent possible, the contents of such a record shall be made accessible to a
Requester even when the record is physically unavailable.
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If, in Response to a request, the Charter School produces a record that is not a Public 
Record, legislative record or financial record, the Charter School shall notify any third 
party that provided the record to the agency, the person that is the subject of the record 
and the Requester.  the Charter School shall notify a third party of a request for a record 
if the third party provided the record and included a written statement signed by a 
representative of the third party that the record contains a trade secret or confidential 
proprietary information.  Notification shall be provided within five (5) business days of 
receipt of the request for the record.  The third party shall have five business days from 
receipt of notification from the agency to provide input on the release of the record.  The 
Charter School shall deny the request for the record or release the record within ten (10) 
business days of the provision of notice to the third party and shall notify the third 
party of the decision.  

A Public Record shall be accessible for duplication by a Requester.  The Charter School 
does not make duplication equipment available to a Requester but shall provide other 
means by which a Requester may obtain copies. 

The Charter School will assign its own staff to make the duplications requested by the 
Requester; or it may contract for duplication services and require that the Requester pay 
the contractor for those services.  The Charter School shall charge the Requester a 
reasonable fee(s) that is consistent with the prevailing charges in the geographic 
location where the duplication occurs.  

Retention and Disposal of Public Records: 

There are statutes, regulations and other laws that regulate the Charter School’s 
retention and disposition of Records.  The Charter School shall follow the mandates of 
these laws and regulations.  Neither the Act nor this policy modifies, rescinds or 
supersedes any retention or disposition schedule established pursuant to law or other 
regulation. 

Reasonable fees and charges as permitted by the Right-to-Know Law shall be 
established by the Board via Resolution and Established Fee Structure.  The Board-
approved list of fees shall be available for review by Requesters. 

Such a fee structure may be amended from time to time as appropriate, using the 
standards provided in the Right-to-Know Law and shall not exceed the fee structure 
recommended by the Office of Open Records. 

If the fee is for copying only and the anticipated cost exceeds $100.00, the Charter 
School may allow access to the Records but shall refuse to make copies until the fee is 
paid.  If the fee is for redacted copies or some other allowable service that is necessary 
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in order for access to be provided, the Charter School may deny access until the fee is 
paid.  At no time will the Charter School accept cash as a method of payment. 

The Charter School shall not charge a fee for review of a record to determine whether 
the record is subject to access. 

All copies must be retrieved within ninety (90) days of the Charter School Response or 
the Charter School may, in the discretion of the Open Records Officer and to the extent 
allowed by law, dispose of copies made.  The Requester remains responsible for fees 
incurred to the extent allowed by the Right-to-Know Law. 

The Open Records Officer may waive fees set by the Board on a case-by-case basis 
consistent with applicable state and federal law.   

TO THE EXTENT THAT ANYTHING IN THIS POLICY COULD BE CONSTRUED 
TO CONFLICT WITH THE SCHOOL’S CHARTER OR APPLICABLE STATE 
AND/OR FEDERAL LAWS, THE APPLICABLE STATE AND/OR FEDERAL LAWS 
AND/OR CHARTER CONTROL. 
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 CHARTER SCHOOL 
RIGHT-TO-KNOW REQUEST FORM 

DATE REQUESTED: 

REQUEST SUBMITTED BY:     □E-MAIL     □U.S. MAIL     □FAX      □IN-PERSON

NAME OF REQUESTER:  

STREET ADDRESS:  

CITY/STATE/COUNTY (Required): 

TELEPHONE (Optional):  

RECORDS REQUESTED: (*Provide as much specific detail as possible so the agency can 
identify the information.) 

DO YOU WANT COPIES?  □YES □NO

DO YOU WANT TO INSPECT THE RECORDS?   □YES          □NO

DO YOU WANT CERTIFIED COPIES OF RECORDS? □YES □NO

OPEN RECORDS OFFICER: Charter School 

Fax: 
E-Mail:

DATE RECEIVED BY CHARTER SCHOOL: 

FIVE (5) BUSINESS-DAY RESPONSE DUE:  

*If the requester wishes to pursue the relief and remedies provided for in the Right-to-Know Law, the request must be in
writing.  (Section 702.) Written requests need not include an explanation as to why information is sought or the intended
use of the information unless otherwise required by law.  (Section 703.)
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Please Also Be Advised in regard to the Right-to-Know Law Fee Structure: 

Statutory Fees: If a separate statute authorizes the Charter School to charge a set amount 
for a certain type of record, the Charter School may charge no more than that statutory 
amount.  

Inspection of Redacted Records:  If a Requester wishes to inspect rather than receive a 
copy of a record and the record contains both public and non-public information, the 
Charter School shall redact the non-public information.  The Charter School may not charge 
the Requester for the redaction.  However, the Charter School may charge for the copies it 
must make of the redacted material in order for the Requester to view the public record.  
The fee structure outlined above will apply.  If, after inspecting the records, the Requester 
chooses to obtain the copies, no additional fee may be charged.  

Enhanced Electronic Access:  If the Charter School offers enhanced electronic access to 
records in addition to making the records accessible for inspection and duplication by a 
Requester, the Charter School may establish user fees specifically for the provision of the 
enhanced electronic access, but only to the extent that the enhanced electronic access is in 
addition to making the records accessible for inspection and duplication by a Requester as 
required by the Right-to-Know Law.  The user fees for enhanced electronic access may be a 
flat rate, a subscription fee for a period of time, a per-transaction fee, a fee based on the 
cumulative time of system access or any other reasonable method and any combination 
thereof.  The user fees for enhanced electronic access must be reasonable, must be pre-
approved by the Office of Open Records and shall not be established with the intent or 
effect of excluding persons from access to records or duplicates thereof or of creating profit 
for the agency.  Any request is to be submitted to the Office of Open Records, 333 Market 
Street, 16th Floor, Harrisburg, PA 17101-2234.  

Fee Limitations:  Except as otherwise provided by statute, the law states that no other fees 
may be imposed unless the Charter School necessarily incurs costs for complying with the 
request, and such fees must be reasonable.  No fee may be imposed for a review of a record 
to determine whether the record is a Public Record, legislative record or financial record 
subject to access.  No fee may be charged for searching for or retrieval of documents.  The 
Charter School may not charge staff time or salary for complying with a Right-to-Know 
request.  

Prepayment:  Prior to granting a request for access, the Charter School may require a 
Requester to prepay an estimate of the fees authorized under this section if the fees 
required to fulfill the request are expected to exceed $100.  

Once the request is fulfilled and prepared for release, the Office of Open Records 
recommends that the Charter School obtain the cost of the records prior to releasing the 
records.  This recommendation is designed to avoid situations in which the Charter School 
provides the records and the Requester fails to submit payment.  
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Pennwood Cyber Charter School Enrollment and 
Lottery Policy 

Purpose 

Pennwood Cyber Charter School (“Pennwood”) is committed to maximizing open enrollment of students 
in grades K-12, while carefully considering student/teacher ratio to ensure all enrolled students are 
provided with quality instruction and support. In the event that an enrollment capacity is set and the 
number of enrollment applications during the annual open application period exceeds the available slots, 
then the school will conduct a publicly held random lottery selection process as set forth in this policy.  

Nondiscrimination Assurances 

Pennwood does not discriminate against any person on the basis of ethnic group identification, race, 
color, national origin, ancestry, sex, sexual orientation, gender identity, religion, physical or mental 
disability, athletic performance, language proficiency in English or another language, prior academic 
achievement, or age in the admission to, participation in, or receipt of any educational services or 
activities. 

Open Application Period 

Each year, Pennwood will have an open application period for the following school year which will take 
place in the spring. The dates of the open application period will be announced on the school’s website. 
The open application period will consist of at least 30 days. No applicants will be enrolled during the open 
application period.  During this period applicants who are interested in enrolling must 1) complete the 
online registration form, which will be made available on the school’s website under “Enrollment” or 2) 
by calling Enrollment to request assistance. At the conclusion of the open application period, the school 
will determine the total number of applicants eligible for the lottery by grade level or cluster, as well as 
determine which applicants are eligible for the enrollment preferences as set forth in this policy. 

Lottery Procedure 

Upon accounting for enrollment preferences of certain students as set forth in this policy, if there are 
more completed applications than available slots at the end of the application period, a random lottery 
will be conducted. The lottery may be conducted by grade level or by grade clusters: 

Grades K-5
Grades 6-8
Grades 9-12

The order in which the grade levels or grade clusters are drawn, and the total number of students selected 
for each grade level or grade cluster may vary each year in consideration of the school’s overall enrollment 
limit, the expected number of returning students and any of their eligible siblings who complete an 
enrollment application during the open application period, and/or other operational factors.   
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Enrollment Priorities 

Pennwood will prioritize the enrollment of certain students in accordance with 24 P.S. § 17-1723-A and 
pursuant to Pennwood’s Charter Agreement. Enrollment preferences will be given to: 

Students who have been admitted to the school and who remain in attendance through
subsequent grades;
Siblings of students already admitted to or attending Pennwood Cyber Charter School; and
Children of those actively involved in the development of the cyber charter school, including
children of board members. Up to five (5) spaces will be held for the children of Founding Board
Members which will be released if not filled by a published date.

Randomization of Lottery 

In order to ensure a random lottery without the possibility of human bias and error, Pennwood will utilize 
a computer-generated randomization. The program will randomly select a student name from the pool of 
enrollment applicants for a specific grade level or grade cluster until the number of available slots are 
filled, or the pool of enrollment applications is exhausted.  

Student Selection Process 

As each student in a grade cluster is selected in the random lottery, siblings of that student who have also 
completed the registration form will be accepted, provided that a slot in their grade cluster is available.  

The primary caretakers of the selected students will receive an email notification within five (5) business 
days after the lottery and must confirm their acceptance and complete the enrollment process, including 
submission of documents as required by Pennsylvania law, by a set deadline. Students who do not confirm 
acceptance and complete the enrollment process by the set deadline will forfeit their spot to the next 
eligible students on the waiting list.   

When all available slots in a grade level have been filled, the primary caretakers of students who are not 
selected in the lottery will be notified within five (5) business days after the lottery. These students may 
continue to complete the enrollment process and will be placed on a waiting list in the order in which they 
complete the enrollment process. These students will be given priority on the waitlist as non-selected 
students and permitted to enroll if space becomes available in their respective grade level or cluster per 
Waitlist procedures. Movement from the waitlist is based on availability in a student’s grade level and 
applicable enrollment preference. Because of this, parents will be notified when an opening is available 
based on the grade level opening or sibling preference and will be provided with a deadline to finalize the 
student’s enrollment.  Failure to finalize the student’s enrollment by the set deadline will forfeit their spot 
to the next eligible student on the waitlist.  

Waitlists 

Pennwood will continue to accept applications and admit eligible students in the order in which 
enrollment applications are received, based on availability in their respective grade levels or clusters. If 
the school is over-subscribed, these students will be placed on the waitlist in order of the automatically 
recorded time/date stamp recorded when they complete the enrollment application. As slots become 
available, these students will be offered a slot based on 1) the availability of space in their grade level or 
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cluster, 2) enrollment priority (including students that participated in the lottery but were not selected), 
and their place on the waitlist.  Students who are offered slots will have a deadline by which to complete 
their enrollment process. Failure to complete the student’s enrollment by the set deadline will result in 
forfeiture of their spot to the next eligible student on the waitlist. The waitlist is for one school year only 
and will not carry over from school year to school year. A new application must be submitted each school 
year.   
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Pennwood Cyber Charter School

Board of Trustees Policy

STUDENT SERVICES POLICY

The Board of Trustees (“Board”) of the Pennwood Cyber Charter School (“Charter School”) 
recognizes that the provision of an educational program to its students may require services and 
supports in addition to academic instruction. In accordance with 22 Pa. Code §12.41, each 
school entity must prepare a written plan for the implementation of a comprehensive and 
integrated K-12 program of the student services based on the needs of its students.

The plan shall be prepared and revised in accordance with the time frames and
procedures described in § 4.13(c) (relating to strategic plans).
Services offered by community agencies in public schools shall be coordinated by and
under the general direction of Charter School.
The plan shall include policies and procedures for emergency care and administration of
medication and treatment under the Controlled Substance, Drug, Device and Cosmetic
Act (35 P.S. sections 780-101 – 780-144) and guidelines issued by the Department of
Health. The Department of Health guidelines are available from the Division of School
Health, Department of Health, P. O. Box 90, Harrisburg, PA 17108.

Though the variety of student services offered will differ from school to school depending upon 
its size and the needs of its students, the following categories of services will be provided in 
planning student services:

Developmental Services

Developmental services for students that address their developmental needs
throughout their enrollment in school.

Developmental services include guidance counseling, psychological services, health
services, home and school visitor services and social work services that  support
students in  addressing  their  academic,  behavioral,  health,  personal  and  social
development issues.

Diagnostic Intervention and Referral services 

Diagnostic, intervention and referral services for students who are experiencing
problems attaining educational achievement appropriate to their learning potential.
Diagnostic services are used by student services staff to identify barriers that limit a
student’s success in school. Intervention services actively engage student services staff
in activities planned to reduce or eliminate specific barriers to student success.

Student services staff may arrange for referrals to other school-based or school- linked
professionals or may refer parents and guardians to appropriate community-based
services for assistance.
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Consultation and Coordination Services

Consultation and coordination services for students who are experiencing chronic
problems that require multiple services by teams or specialists.

o Consultation services are used by student services staff, in partnership with
parents or guardians, to obtain assistance to address barriers and issues that are
outside the scope of the student services professional.

o Consultation and coordination services may be used to assist in the diagnosis,
intervention or referral of students who face barriers to success.

o Coordination services connect school resources with other available resources to
assist students in meeting their educational objectives.

Student services must be an integral part of all levels of Charter School’s’ instructional program
and provide the following:

Information to students and parents or guardians about educational  opportunities  of
Charter  School’s  instructional program and how to access these opportunities.

Career information and assessments so that students and parents or guardians might
become aware of the world of work and of a variety of career options available to
individual students.

Basic health services outlined in Article XIV of the Public School Code for students and
information to parents or guardians about the health needs of their children.

Participation in Student Assessments and Surveys

When student assessments using individual surveys are administered, parents or
guardians shall be informed of the nature and scope of the surveys and of their
relationship to the educational program of their child consistent with the section 445 of
the General Education Provisions Act (20 U. S. C. §1232h) regarding the
protection of pupil rights.
Parents or guardians, or the student ( if they are 18 years or older), have the right to

refuse to participate in the survey via procedures established by Charter School.

Qualifications of Charter School Staff

All Charter School staff delivering student services will be specifically licensed or certified 
as required by applicable Pennsylvania statute or regulation.

The Charter School will refer to the Pennsylvania Department of Education for guidelines and 
technical assistance in planning student services.
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_______________________________________________________________________

Attachment B - SWORN STATEMENT BY RESIDENT UNDER §13-1302 
TO BE COMPLETED BY RESIDENT ONLY  

Instructions: Please complete the following statement. If the potential student is living, or will be 
living, in a household with more than one resident adult who will assume responsibility for the 
student, all such adult residents must complete and sign this statement. 

This is a legal document.  You may ask to see a copy of 24 P.S. §13-1302 prior to signing 
this document, and consult with an attorney if you have any questions or do not 
understand any portion of this document. 

1. Your Name _______________________________________________________________
Home Address ___________________________________________________________
Home Telephone Number _________________ Work Number _____________________ 

2. Do you live in the school district and does the child live with you?  Yes _____ No _____

3. Child’s Full Name_________________________________________________________
Birth Date_____________________________ Grade ____________________________
Name & Address of Last School Attended _____________________________________ 

Date child began/will begin to reside in your home ______________________________ 

4. Are you supporting this child gratis (without personal compensation or gain)?
Yes _____ No _____

5. Will you assume all personal obligations related to school requirements for this child that may
include providing for required immunizations, uniforms, fees/fines, citations/fines for
truancy, attending parent-teacher conferences, or attending meetings/hearings concerning 
discipline? Yes ____ No ____ 

6. Do you intend to keep and support the child continuously and not merely through the school
term? Yes ___ No ___

Through my notarized signature, I/We understand that the school district, pursuant to guidelines 
issued by the Department of Education and their own written policy, may require other 
reasonable information to be submitted to confirm this sworn statement.   

Signed by resident(s) and notarized ______________________________________________ 

Per 24 P.S. §13-1302, a person who knowingly provides false information in the above statement for the 
purpose of enrolling a child in a school district for which the child is not eligible commits a summary 
offense and shall, upon conviction for such violation, be sentenced to pay a fine of no more than three 
hundred dollars ($300) for the benefit of the school district in which the person resides or to perform up to 
two hundred forty (240) hours of community service, or both.  In addition, the person shall pay all court 
costs and shall be liable to the school district for an amount equal to the cost of tuition calculated in 
accordance with §2561 during the period of enrollment. 
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Parent and Family Engagement Policy

GENERAL EXPECTATIONS

Introduction

Parent and family involvement and engagement are critical to the success of the School and
integral to improving student academic achievement. Parents serve as Learning Coaches and
play an active role in the learning process, providing input and communicating regularly with
teachers. Parents have access to their student's Grade Book at any time by logging into the
school's proprietary education management system (EMS). This provides parents with
transparency into their student's academic performance on a day-to-day basis.

This document explains how the School will put into operation programs, activities, and
procedures for involving parents in its Title I, Part A programs, consistent with Section 1010
of the Every Student Succeeds Act (ESSA). Those programs, activities, and procedures are
planned and operated with meaningful consultation with parents of participating students
consistent with Section 1010 of the ESSA. This document also explains how the school
provides opportunities for parents with limited English proficiency, parents with disabilities,
and parents of migratory children to participate. The school provides information and school
reports required under the ESSA in an understandable and uniform format (including
alternative formats upon request) and, to the extent practicable, in a language parents
understand. The School involves parents of students served by the Title I, Part A program in
decisions about how Title I, Part A funds reserved for parent involvement are spent.

If the plan for Title I, Part A, developed under Section 1006 of the ESSA, is not satisfactory
to the parents of participating students, the School will submit any parent comments with
the plan when the School submits the plan to the Pennsylvania Department of Education.

Accompanying this Parent and Family Engagement Policy is the School's School-Parent 
Compact.

A Description of How the School Will Implement Required Parent and Family 
Engagement Policy Components

The School builds the School's and parent's capacity for strong parent involvement. This
ensures effective involvement of parents and supports a partnership among the School,
parents, and the community to improve student academic achievement, through the
following activities specifically described herein.

1. The School provides assistance to parents in understanding topics such as
Pennsylvania's academic content and academic achievement standards, state and
local academic assessments including alternate assessments, how to monitor their
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child's progress, and how to work with educators. The School provides materials and 
training to help parents work with their student to improve their student's academic 
achievement and using technology, as appropriate, to foster parent involvement.

During the school year, teachers and parents communicate regularly via WebMail,
telephone, and LiveLesson™ sessions. Teachers formally conference with parents
regularly. In addition, parents are directly involved in checking daily student work
for completeness and may view student grades and other progress indicators in real
time.

Parents have the opportunity to be intimately familiar with their students' progress
on a day-to- day basis. The School's unique EMS technology platform ensures that
all parents have access to complete data about their children's learning on a 24/7
basis. In the EMS, parents c a n view, in real time, an indicator of whether or not
their student is on track and making adequate progress. Students who are not on track
(based  on  l esson /assessment  comple t ion ,  a t t endance ,  and/o r  contac t
wi th  the  t eacher )  are identified as "approaching alarm" or on "alarm.". The
School contacts the parent of any student in "alarm" or "approaching alarm" by
WebMail. When on "alarm," the school will contact the parent(s) by certified mail
and/or telephone, to discuss issues impeding the student's progress and to discuss
strategies for getting back "on track." Parents are also provided with frequent reports
on their student's progress. For students who are struggling, school staff meet weekly
at staff meetings to develop an intervention plan that directly involves the student's
parent.

Materials to encourage parent involvement are provided (with no cost to the family)
including online training, a handbook, and school newsletters. Daily lesson plans are
accessible 24/7 and enable parents to review and understand the objectives of each
lesson so that they can support their student's learning effectively. The teaching and
administrative staff and curriculum and technical support staff are also available via
WebMail or telephone to provide required assistance and advising support.

The School provides ongoing training and support to help parents carry out their
important role while making optimum use of the available technology tools and
professional teacher support. The School's specific training and support efforts
include a Parent Orientation to familiarize parents with the features and components
of EMS. The training also includes building an effective understanding of the
academic program (content, standards and assessment) as well as real-time tools for
monitoring and improving student performance.

The School holds parent-teacher welcome calls during which the School-Parent
Compact is discussed as it relates to the individual child's achievement. If there are
performance concerns, or if students are falling behind and in escalation, the
student's teacher contacts parents via phone and/or WebMail and includes other
teaching or administrative staff as needed. The call focuses on the student's
performance and what actions need to occur to get the student back "on-track".
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Teachers may also set up an in-person meeting to discuss any student or parent
concerns and to work collaboratively to set goals and identify a timeline for
improvement.

Parents have multiple opportunities to shape the overall school experience. They can
volunteer to chaperone student field trips, serve as community coordinators, assist with
student activities, serve on the School's Board of Trustees/Directors and/or Parent
Advisory Committee as well as participate in Title I planning meetings. Parents,
Caretakers, and families may volunteer at the School; however, volunteering is not
required.

2. The School involves the entire school staff, parents, and students in the joint
development of its Parent and Family Engagement Policy and School-Parent
Compact for improved student academic achievement under Section 1006 of the
ESSA and to build and develop a partnership with parents in the process of school
review and improvement to help children achieve Pennsylvania's high standards
under Section 1010 of the ESSA.

At least one meeting is held annually, with the option to participate via telephone or
LiveLesson session, to discuss the Parent and Family Engagement Policy and School-
Parent Compact. Further feedback is solicited through multiple avenues, including the 
“feedback” link on EMS, phone, WebMail, monthly school newsletters, field trips and 
back-to-school activities, and other parent-oriented activities. The EMS contains a rating 
system that allows parents to rate and comment on each lesson in which they engage from 
a low of one star to a high of five stars. The Board intends to maintain at least one parent 
representative among its members. The School also surveys parents each year in order to 
evaluate the School on a number of criteria, including student progress, teacher support, 
and the quality of curriculum. 

3. Evaluation of the Parent and Family Engagement Policy and School-Parent
Compact

The School conducts an annual evaluation of the content and effectiveness of this 
Parent and Family Engagement Policy in improving the quality of its Title I, Part A 
plan. The evaluation includes identifying barriers to greater participation by parents in 
parent involvement activities (with particular attention to parents who are 
economically disadvantaged, are disabled, have limited English proficiency, have 
limited literacy, or are of any racial or ethnic minority background). The School uses 
findings of the evaluation of its Parent and Family Engagement Policy and activities to 
design strategies for more effective parent involvement, and to revise, if necessary 
(and with the involvement of parents) its parent and family engagement policies. 
Evaluation methods include:

Hold at least one annual meeting, with the option to participate via telephone or
LiveLesson
Administer an annual parent satisfaction survey which includes questions about
academic interventions.
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Solicit feedback through multiple avenues, including the “feedback’ link on EMS,
telephone, newsletters, and WebMail

4. The School educates its teachers, principals, and other staff on how to reach out
to, communicate with, and work with parents as equal partners; on the value
and utility of contributions of parents; and on how to implement and coordinate
parent programs and build ties between parents and schools.

The School is committed to providing high-quality and ongoing professional development
for both parents and staff to improve instruction and drive toward proficiency on academic
standards. The School provides teacher training and professional development programs to
equip teachers with the following:

A working knowledge of the School’s curriculum.
How to communicate and work effectively with parents/families.
How to utilize and navigate the tools in EMS
How to develop personalized learning plans and individualize instructional programs,
including communicating with parents regarding instruction.
Review of the different forms of assessment and how to utilize test results to guide
instruction.
Knowledge of school processes and policies.
How on-site staff and virtual teachers work collaboratively in the best interest of each
student.

5. The School ensures that information related to the School and parent- programs,
meetings, and other activities, is sent to the parents of all participating children,
including parents with limited English proficiency, parents with disabilities, and
parents of migratory children, in a format and language parents can
understand (including alternative formats upon request) and, to the extent
practicable, in a language the parents can understand.

The School makes effective use of all available technologies to distribute information
to parents.
In addition, parents are encouraged to set up conferences to discuss their student's
performance.
Regular newsletters announce upcoming school events and are available online to all
parents.
Certain critical communications may also be provided in print format. For example,
the parent training modules are available in print as well as online, and official
communications from the school about compliance or discipline issues are also
provided via hard-copy mail upon request.
The School also develops and makes available, via EMS, a school handbook that
details all policies and procedures specific to the School. Translation of materials or
availability of materials in other formats (e.g., for those who have difficulty with
their vision) are made available upon request.

6. The School builds the School's and parent's capacity for strong parent involvement to
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ensure effective involvement of parents and to support a partnership among the 
school involved, parents, and the community to improve student academic 
achievement, through the following activities.

As a cyber charter school, the School is able to use technology and the working
partnership between parents and the school staff to facilitate the full participation of
parents who might otherwise face barriers to involvement. For example, parents with
disabilities who might otherwise find it difficult to participate in their child's brick-and-
mortar classroom can readily interact through our online tools and resources. The 
School makes every effort to provide information in an understandable language and
format so that parents can actively participate in their student's schooling.

7. The School provides parents of students receiving Title I services reasonable access to
staff and opportunities to volunteer, participate, and observe their child's lessons. The
School also provides other reasonable support for parent involvement activities as
parents may request.

Students have the opportunity to participate regularly in both face-to-face and virtual
community activities. Face-to-face activities include field trips and community
outings. Teachers use the telephone quite extensively in communicating with
students and parents.
WebMail is the proprietary private email system included in EMS. WebMail is a
"closed" system. Students, parents, and teachers may only use it to communicate
with each other, and are protected from spam, contact from strangers, and other
mainstream email issues.
Once enrolled, families have access to an area of EMS called the Message Boards.
These boards contain moderated conversations between parents, students, teachers,
and specialists. All members can access and review these boards. Parents can
choose to limit their student's access to the boards by going to the student's Student
Information Form and making the appropriate adjustments.
Other examples of support to be provided for parent involvement activities include,
but are not limited to: providing multiple ways to attend meetings (face-to-face,
phone, LiveLesson sessions, and recordings), translating materials upon request,
and holding one-on-one meetings and so forth.
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PART IV. ADOPTION
This Parent and Family Engagement Policy has been developed jointly with, and agreed
on with, parents of students participating in Title I, Part A programs, as evidenced by
agenda and minutes of annual parent meetings.

This policy was adopted by the Board of Directors of the School on the date signed below and 
will be reviewed annually.
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School Parent Compact

Parents, students, and the entire school staff have a shared responsibility to help students achieve academic success.
This compact lists mutual responsibilities for attaining the school’s mission. This compact, signed

by a school representative, a parent and the student, is in effect until revoked.

The School and the parents of the student(s) participating in activities, services, and programs funded by Title I, Part A
of the Every Student Succeeds Act (ESSA) agree that this compact outlines how the parents, the students, and the entire
school staff will share the responsibility for improved student academic achievement and the means by which the school
and parents will build and develop a partnership to help children achieve Pennsylvania’s high standards.

Charter School Commitments

• Involve parents in planning, reviewing, and improving the school’s parental and family engagement policy, in an
organized, ongoing, and timely way.

• Involve parents in developing the school-wide program plan, in an organized, ongoing, and timely way.
• Hold at least one annual meeting to inform parents of the school’s participation in Title I, Part A programs, and to

explain the Title I, Part A requirements, and the right of parents to be involved in Title I, Part A programs.
• Provide information to parents of participating students in an understandable and uniform format, including

alternative formats upon the request of parents with disabilities, and, to the extent practicable, in a language that
parents can understand.

• Provide opportunities (upon request) for regular meetings so that parents can provide suggestions, and participate, as
appropriate, in decisions about the education of their children. The school will respond to any such suggestions as
soon as practicably possible.

• Provide to each parent an individual student report about the performance of their child on the state assessments in at
least math, language arts, and/or reading.

• Provide each parent timely notice when their child has been assigned or has been taught for four or more consecutive
weeks by a teacher who does not meet state-specific teacher effectiveness requirements.

Parent/Guardian Commitments

I understand that my participation in my child’s education will positively impact his/her achievement and attitude.
Therefore, I will do my best to:
• Ensure that my child participates in school regularly.
• Establish a time and quiet place for my child to complete schoolwork.
• Ensure that my child participates in all required state testing
• Support the school in its efforts to maintain proper discipline.
• Read school communications and respond when necessary.
• Attend school functions, support school activities, and make every effort to maintain regular contact with my

child’s teachers.
• Actively participate in decisions relating to the education of my child.
• Show an interest in my child’s well-being and encourage my child to do his/her best.
• Share information and concerns about my child and about the school, and work together with the school to resolve

problems.
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Student Commitments

I know that my education is important and that I am responsible for my success. Therefore, I will do my best to do all of
the following:
• Participate in school regularly and be prepared with all materials, including homework and a positive attitude.
• Put forth my best effort that includes paying attention and participating in class discussions, and asking for help

when needed.
• Cooperate with other students and adults involved in lessons and classes.
• Respect the rights and property of others and follow all school rules. This includes showing respect by not acting

in a hostile manner or creating fear in others.
• Use appropriate language to communicate with adults and other students and be responsible for my own behavior.
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Pennwood Cyber Charter School 

Board of Trustees Policy 

TITLE IX POLICY 

Title IX of the Education Amendments of 1972, 20 U.S.C. §1681 et seq., protects students 
from discrimination based on sex in educational programs or activities that receive 
Federal financial assistance.  Title IX states that: 

No person shall, on the basis of sex, be excluded from 
participation in, be denied the benefits of, or be subjected to 
discrimination under any academic, extracurricular, research, 
occupational training, or other education program or activity 
operated by a recipient, which receives Federal financial 
assistance.  

This policy reaffirms the commitment of the Charter School (“Charter School”) to 
comply with Title IX.  This policy covers student on student as well as employee on 
student sexual harassment.   

When Does Title IX Apply? 

Title IX covers sexual harassment that happens in a school’s “education program or 
activity.”  This includes locations, events, and circumstances where a school exercises 
substantial control over the context of the alleged harassment and the person accused of 
committing the sexual harassment.   

Sexual Harassment 

Title IX prohibits the following conduct on the basis of sex that satisfies one or more of 
the following: 

- Unwelcome conduct determined by a reasonable person to be so severe,
pervasive, and objectively offensive that it effectively denies a person equal
access to the school’s education program or activity.

- School employee conditioning educational benefits on participation in
unwelcome sexual conduct, otherwise known as “Quid pro Quo” harassment.
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- “Sexual assault,” as defined in 20 U.S.C. 1092(f)(6)(A)(v) “dating violence,” as
defined in 34 U.S.C. 12291(a)(10) “domestic violence,” as defined in 34 U.S.C.
12291(a)(8), or “stalking” as defined in 34 U.S.C. 12291(a)(30)

Charter School’s Response to Allegations/Knowledge of Sexual Harassment 

Once the Charter School has actual knowledge of sexual harassment or allegations of 
sexual harassment, the Charter school must respond or take action. 

The Charter School has “actual knowledge” when it has been given notice that a person 
may have been victimized by sexual harassment.  Any person, whether the alleged 
victim or a parent, friend, or bystander, has the right to report sexual harassment to put 
the Charter school on notice.  A report to any school employee will result in the Charter 
School having “actual knowledge.”  Further, Charter School personnel who personally 
witness sexual harassment can mean that the Charter School has “actual knowledge.”   

The Charter School cannot be “deliberately indifferent” in responding to a complaint of 
sexual harassment.  That means that it cannot be “clearly unreasonable” in light of the 
known circumstances.  Upon receipt of a complaint, the Title IX Coordinator must act 
promptly, and must provide the following information to the complainant: 

- The availability of supportive measures
- The right to file a complaint
- How to file a complaint

Supportive Measures: 

Supportive measures are free, individualized services designed to restore or preserve 
equal access to education, protect or preserve equal access to education, protect safety, 
or deter sexual harassment.  A complainant does not need to file a formal complaint for 
him/her to receive supportive measures.  Supportive measures are intended to support 
a student and are not punitive or disciplinary with respect to another student.  These 
measures do not unreasonably burden any other person.  Each student, the complainant 
and respondent, must have equal access to education prior to any determination of 
responsibility. 

Examples of supportive measures include: 
- Counseling
- Extension of deadlines
- Modification or work or class schedules
- Escort services
- Mutual restrictions on contact between individuals
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The Title IX Coordinator is responsible for implementing these supportive measures 
and must consider the alleged victim’s wishes when it comes to requests for supportive 
measures.  Generally, these measures must remain confidential.   

Title IX Coordinator: 

Per Title IX federal funding mandates, the Charter School shall designate a Title IX 
Coordinator whose duties will include: 

(a) receiving reports from victims and third parties of sexual discrimination or
sexual harassment in person or by mail, telephone, email, or any other means
that results in the Title IX Coordinator receiving the report at any time,
including nonbusiness hours;

(b) oversee mandated (seven-year) recordkeeping regarding investigations,
appeals, informal resolutions, and training for Coordinator, investigators and
decision-makers on the definition of sexual harassment in the Final Rule, the
application of the Title IX policy, how to make relevancy determinations
(including how to apply rape shield protections for complainants), the
Charter School’s education program or activity, and the grievance process,
including how to conduct investigations, hearings (including technology for
live hearings), appeals, informal resolution processes, how to serve
impartially, including by avoiding prejudgment of the facts at issue, conflicts
of interest, and bias;

(c) maintaining current contact information in Charter School’s
nondiscrimination notices and website;

(d) ensuring Charter School is compliant with Title IX, coordinating the
investigation and disciplinary process and looking for patterns or systematic
problems with compliance to ensure Charter School fulfills federal
obligations;

(e) signing formal complaints alleging sexual harassment;
(f) receiving notice of sexual harassment or allegations of sexual harassment (or

authorized Charter School representative authorized to institute corrective
measures), triggering actual knowledge designation;

(g) upon receipt of a complaint, providing prompt info to complainants about
availability of supportive measures, the right to file a complaint and how to
file a complaint and consideration of complainant’s wishes regarding
supportive measures;

(h) ensuring the Charter School grievance process and the Title IX Coordinator,
investigator, decision-maker and facilitator of an informal resolution process
is free of conflicts of interest or bias against a party;

(i) dismissing a complaint (1) when complainant provides written notice to the
Title IX Coordinator to do so, (2) when allegations do not constitute sexual
harassment, (3) if the allegations did not occur in the Charter School’s
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educational program or activity, (4) if the allegations did not occur in the 
United States, (5) if respondent is no longer enrolled or employed by the 
Charter School, or (6) when specific circumstances prevent the gathering of 
evidence sufficient to reach a determination;  

(j) coordinating Charter School efforts to comply with Title IX; and
(k) respecting a complainant’s wishes regarding whether the Charter School

investigates, unless the Title IX Coordinator determines that signing a formal
complaint to initiate an investigation over the wishes of the complainant is
not clearly unreasonable in light of the known circumstances;

The Charter School’s Title IX Coordinator’s duties do not include: 
(a) the ability to be named the decision-maker tasked with issuing a written

determination regarding responsibility with findings of fact, conclusion about
whether the alleged conduct occurred, rationale for the result as to each
allegation, any disciplinary sanctions imposed on the respondent and
whether remedies will be provided to the complainant  (Title IX Coordinator
or the investigator cannot be named decision-maker);

(b) the ability to be named as the decision-maker on any appeal (cannot be the
same person as the initial decision-maker on the formal complaint, the
investigator, or the Title IX Coordinator);

(c) any other job responsibility that creates a conflict of interest with
responsibilities under Title IX;

(d) becoming a complainant or a party during the grievance process upon the
signing of a formal complaint; and

(e) a requirement that the Title IX Coordinator file a formal complaint any time
the Charter School received notice of multiple reports against a particular
respondent and corresponding safe harbor.

Grievance Procedures 

Procedures outlining the Title IX Grievance Process that are consistent with this policy 
and final rules from the United States Department of Education are attached to this 
policy.   

The Charter School will follow a grievance process that complies with the Final Rule 
before the imposition of any disciplinary sanctions or other actions that are not 
supportive measures against a respondent.  

The Charter School will not restrict rights protected under the U.S. Constitution, 
including the First Amendment, Fifth Amendment, and Fourteenth Amendment, when 
complying with Title IX.  
The Charter School will investigate sexual harassment allegations in any formal 
complaint, which can be filed by a complainant, or signed by a Title IX Coordinator. 
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It is the policy of the Charter School during the grievance process to treat complainants 
and respondents equitably.  That includes providing remedies to a complainant if a 
respondent is found responsible, and by following these policies in imposing discipline 
on the respondent.   

The Title IX Coordinator shall be capable of conducting a thorough and complete 
investigation and shall seek advice and assistance from the Board of Trustees if the Title 
IX Coordinator believes that he or she lacks the capacity to conduct a thorough and 
complete investigation of the alleged misconduct.  If the Title IX Coordinator or the 
CEO is the one accused of sexual harassment, or the Title IX Coordinator has bias or a 
conflict of interest, the Board will appoint a qualified individual who is not employed 
by the Charter School to conduct the investigation.  

If the Title IX Coordinator submits the complaint, the Title IX Coordinator must recuse 
him/herself from the investigation and allow the Board to appoint a qualified 
individual who is not employed by the Charter School to conduct the investigation.  

Once the Title IX Coordinator completes his/her investigatory report, the case will be 
turned over to a neutral decision maker for the hearing process.  A neutral decision 
maker must be a person(s) who is free from all conflicts of interest or bias for or against 
complainants or respondents and must receive special training about how to be 
impartial and how to decide what evidence is relevant. 

A school can remove a respondent from the Charter school’s educational programs or 
activities on an emergency basis if the respondent poses an immediate threat to 
anyone’s physical health or safety.  If the respondent is an employee, the Charter school 
may place the employee on administrative leave pending the investigation. 

No one will be forced, threatened, coerced, or discriminated against for choosing not to 
be a part of this grievance process. 

Both complainant and respondent have equal rights throughout the entire investigation 
and hearing process, including, but not limited to, the opportunity to present witnesses 
and evidence, including expert witnesses, as well as inculpatory and exculpatory 
evidence.  The Charter School will further comply with all disability laws to ensure that 
all participants are appropriately accommodated. 
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Publishing Requirements of this Policy: 

The Charter School will disseminate a notice of nondiscrimination, which the U.S. 
Department of Education recommends should specify that sexual harassment and 
violence are prohibited. Such notice shall appear in the Charter School’s student 
handbook and/or code of conduct, on the Charter School’s website, and be available in 
print on campus so that school members may understand its purpose and utility and 
include enough detail in the policy so that members of the community realize that 
sexual harassment and sexual violence are prohibited forms of sex discrimination. 

The Charter School will adopt and publish a grievance procedure outlining the 
complaint, investigation, and disciplinary process for addressing sex discrimination, 
sexual harassment, and sexual violence occurring within educational programs. This 
process should address discrimination perpetrated by students, employees, or third 
parties. Additionally, school security and/or law enforcement personnel must notify 
victims of their rights to use the Charter school’s grievance procedure in addition to 
being able to file a criminal complaint. 

This grievance procedure requires the Charter school’s process be “prompt and 
equitable,” meaning it must be a timely response to discrimination and provide both 
parties equivalent rights during the disciplinary process rather than having one-sided 
due process. For example, if the accused student is given a right to have an attorney 
present, so may the accusing student. 

While sexual misconduct complaints may be resolved through informal mechanisms, 
such as mediation, students are not required to use informal methods of grievance 
resolution and should not be pressured into such a process. 

The Charter School will provide educational and awareness programming on sexual 
harassment and discrimination. The Charter School must address hostile educational 
environments created by sex discrimination, sexual harassment, and sexual violence 
school-wide. Addressing a hostile environment means remedying a current situation, 
addressing its effects, and preventing its recurrence in the future.  

The Charter School will maintain and make publicly available on its website all 
materials used to train Title IX Coordinators, investigators, decision-makers, and any 
person who facilitates an informal resolution process (or available in response to a 
request from the public if it does not maintain a website). 

The Charter School shall designate an individual as its Title IX Coordinator and publish 
the Coordinator’s name, title, office address, email address and phone number on its 
website, notifying applicants for admission or employment, students, parents, legal 
guardians, employees, and unions of this designation. Designating one employee as the 
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Title IX Coordinator ensures that students and employees know that notifying the Title 
IX Coordinator triggers the Charter School’s legal obligations to respond to sexual 
harassment under the regulations. 

Training 

Title IX mandates that Charter School employees that address sexual violence 
complaints have appropriate training. The U.S. Department of Education (ED) 
recommends that teachers, campus security, administrators, counselors, nurses, 
cleaning staff, coaches, and others likely to receive reports be trained on how to identify 
and report sexual harassment and violence. 

Per the Department of Education, the Charter School will: 

1) Ensure that responsible employees with the authority to address sexual violence
know how to respond appropriately to reports of sexual violence;

2) That other responsible employees know that they are obligated to report sexual
violence to appropriate school officials; and

3) That all other employees understand how to respond to reports of sexual
violence.

The Charter School will ensure that counselors and advocates understand the extent to 
which they may and will keep a report confidential. 

The Charter School will provide training to all employees likely to witness or receive 
reports of sexual violence, including teachers, campus security, school administrators, 
school counselors, general counsels, athletic coaches, and nurses. 

The Charter School will train responsible employees to inform students of: 

1) The reporting obligations of responsible employees;
2) Students’ option to request confidentiality and available confidential advocacy,

counseling, or other support services; and
3) Their right to file a Title IX complaint with the Charter School and to report a

crime to campus security or local law enforcement.

The Charter School will ensure that the Title IX Coordinator, investigator, decision-
maker, and/or facilitator of an informal resolution process be free of conflicts of interest 
or bias against a party and that such Charter School Title IX personnel be trained on the 
application of the Title IX Policy, the definition of sexual harassment in the Final Rule, 
the scope of the Charter School’s education program or activity, how to conduct an 
investigation and grievance process, including hearings (and technology to be used at a 
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live hearing), appeals, and informal resolution processes, as applicable, and how to 
make relevancy determinations (and applying rape shield protections for complainants) 
and how to serve impartially, including by avoiding prejudgment of the facts at issue, 
conflicts of interest, and bias. 

The Charter School shall maintain and make publicly available on its website all 
materials used to train Title IX Coordinators, investigators, decision-makers, and any 
person who facilitates an informal resolution process (or available in response to a 
request from the public if it does not maintain a website). 

The training materials must be impartial and not rely on sex stereotypes. 

Additionally, the Charter School will ensure that staff members are capable of 
providing culturally competent counseling to all complainants.  It will ensure that its 
counselors and other staff who are responsible for receiving and responding to 
complaints of sexual violence, including investigators and hearing board members, 
receive appropriate training about working with Lesbian/Gay/Bi-sexual/Transgender 
and gender-nonconforming students and same-sex sexual violence. 

The Charter School will also ensure that any reporting forms, information, or training 
about sexual violence be provided in a manner that is accessible to students and 
employees with disabilities, for example, by providing electronically-accessible versions 
of paper forms to individuals with print disabilities, or by providing a sign language 
interpreter to a deaf individual attending a training. 

To ensure that students understand their rights under the laws cited herein, the Charter 
School will provide age-appropriate training to its students regarding Title IX and 
sexual violence.  Training may be provided separately or as part of the Charter School’s 
broader training on sex discrimination and sexual harassment. 

The Charter School may include these education programs in its orientation programs 
for new students, faculty, staff, and employees, training for student athletes and 
coaches, and assemblies and “back to school nights.”  These programs will include a 
discussion of what constitutes sexual harassment and sexual violence, the Charter 
School’s policies and disciplinary procedures, and the consequences of violating these 
policies.  

The Charter School also will include such information in their employee handbook and 
any handbooks that student athletes and members of student activity groups receive.  
These materials will include where and to whom students should go if they are victims 
of sexual violence.  These materials also will tell students and Charter School employees 
what to do if they learn of an incident of sexual violence. 
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Other Reporting Requirements in Compliance with Local and State Laws: 

If the complaint involves sexual assault, rape or conduct of a criminal nature, the local 
Police Department shall be contacted and a report of the incident made by the Charter 
School, in accordance with law enforcement.  A report must also be made by the 
mandatory reporter to ChildLine and the Department of Public Welfare in accordance 
with the Charter School’s Board approved Mandatory Reporter Policy.  If there is any 
question of whether the conduct complained of constituted criminal activity, the 
Charter School’s Board Solicitor should be contacted immediately.  Knowledge of a law 
enforcement investigation does not relieve the Charter School of its independent 
obligation to investigate the misconduct. 

Documents regarding substantiated charges of sexual harassment shall be placed in the 
accused student’s file.  Documents regarding unsubstantiated charges shall not be 
placed in student files, but shall be maintained by the Board of Trustees in a 
confidential file established expressly for retaining Title IX complaints against students.  

Retaliation: 

Charging an individual with code of conduct violations that do not involve sexual 
harassment, but arise out of the same facts or circumstances as a report or formal 
complaint of sexual harassment, for the purpose of interfering with any right or 
privilege secured by Title IX constitutes retaliation.  

The Charter School will keep confidential the identity of complainants, respondents, 
and witnesses, except as may be permitted by FERPA, as required by law, or as 
necessary to carry out a Title IX proceeding.  

Complaints alleging retaliation may be filed according to the Charter school’s prompt 
and equitable grievance procedures.  The exercise of rights protected under the First 
Amendment does not constitute retaliation.  

Charging an individual with a code of conduct violation for making a materially false 
statement in bad faith in the course of a Title IX grievance proceeding does not 
constitute retaliation; however, a determination regarding responsibility, alone, is not 
sufficient to conclude that any party made a bad faith materially false statement. 
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CONCLUSION 

If any section of this procedure is declared invalid, the remaining sections shall remain 
valid and unaffected. 

TO THE EXTENT THAT ANYTHING IN THIS POLICY COULD BE CONSTRUED 
TO CONFLICT WITH THE SCHOOL’S CHARTER OR APPLICABLE STATE 
AND/OR FEDERAL LAWS, THE APPLICABLE STATE AND/OR FEDERAL LAWS 
AND/OR CHARTER CONTROL. 
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Charter School 

Title IX Complaint Procedures 

Once a formal complaint is filed, the student may seek either an informal or formal 
resolution of his or her complaint: 

A. Informal

When a Title IX Coordinator receives a complaint, the Title IX Coordinator may offer an 
informal resolution process.  An informal resolution process is only appropriate if each 
party enters the process voluntarily and the respondent is a student.  The Charter 
School will not force, threaten, or require any party, complainant or respondent, into 
participating in informal resolution. 

The Charter School will provide a facilitator to oversee the informal resolution process 
who is free from conflicts of interest or bias, and who has received special training. 

The Charter School will provide both complainants and respondents with notice of the 
allegations, notice of their rights, information about whether an informal process is 
confidential, and about withdrawing from the process. 

Any party, at any time, can decide to stop participating in an informal resolution 
process and instead go to a formal process. 

B. Formal

A formal complaint is an official document alleging sexual harassment.  Any student (or 
any parent of a student) who believes that his or her Title IX rights have been violated 
may file a complaint requesting a formal investigation into the allegations.  Formal 
complaints shall be taken in writing by the Title IX Coordinator and signed by the 
complainant.  A formal complaint may be filed with the Title IX Coordinator in person, 
by mail, or by electronic mail at the Title IX Coordinator’s posted contact information 
on the Charter School’s website. 

In cases where an alleged victim does not file a formal complaint, a Title IX Coordinator 
might file a complaint and initiate grievance procedures where discipline is 
appropriate. 
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A thorough and complete investigation shall be conducted by the Title IX Coordinator.  

This investigation shall determine: (1) whether or not the conduct occurred; (2) whether 
the conduct constitutes a violation of this policy, and, (3) if the conduct was a violation, 
what actions the Charter School will take to end the violation. 

To the extent possible and allowed by law, confidentiality shall be maintained within 
the confines of the investigation of the alleged prohibited behavior.  All parties will be 
treated with dignity and due process.  The Charter School is not allowed to access a 
party’s personal records if they are maintained by a physician, psychiatrist, 
psychologist, or other professional for the purpose of treatment to the party, without 
consent.   

C. Dismissals:

The Charter School must dismiss a complaint: 

- That does not describe conduct that meets the definition of sexual harassment;
- That alleges sexual harassment that did not occur in the Charter school’s

educational program or activity;
- That alleges sexual harassment that did not occur in the United States.

The Charter School may dismiss a complaint: 

- If the complainant notifies the Title IX Coordinator in writing that the
complainant wishes to withdraw the formal complaint or some of its allegations;

- If the respondent is no longer enrolled or employed by the Charter school;
- If specific circumstances prevent the Charter school from gathering specific

evidence sufficient to reach a determination about the allegation.

When the Charter School dismisses a formal complaint, or any allegations in it, the 
Charter School must promptly send written notice of the dismissal to the parties.  That 
notice must also clearly state the reasons.  The Charter School can still address 
dismissed Title IX complaints under the Student Code of Conduct, even if the 
misconduct is not sexual harassment under Title IX. 

D. Conducting Investigations

The Title IX Coordinator receiving a complaint, including a Title IX complaint, shall 
take the details of the complaint in writing and have the complainant sign it.  All Title 
IX complaints against a student shall be received, investigated and disposed of in 
accordance with the procedures set forth in this Policy. 
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Upon receipt of the complaint, the Title IX Coordinator must provide the parties
with written notice including the names of the parties, the date and location of
the alleged misconduct, and a description of the alleged misconduct.  The notice
must further:

o Provide the allegations and facts that would constitute sexual harassment
o State the presumption of innocence
o A statement that the parties are entitled to an advisor of their choice
o A statement that the parties can request to inspect and review certain

evidence
o Provide information regarding the Charter School’s Code of Conduct and

penalties for false statements.
o If additional allegations come to light, notice must be supplemented.

The Title IX Coordinator shall meet with every complainant and respondent.
The complainant may have his or her Parent(s) present during any such meeting.
The respondent, if he or she is a student, shall also have the right to have his or
her parent(s) present at any meetings with the Title IX Coordinator as well.

The Charter School shall provide written notice of the date, time, location,
participants, and purpose of all interviews, or other meetings, with sufficient
time for the party to prepare.

The Respondent is presumed not responsible during the investigation.

From these meetings, the Title IX Coordinator will conduct an adequate, reliable,
and impartial investigation of complaint(s), which includes interviewing and
obtaining statements from any witnesses of both the complainant and alleged
perpetrator, and the review of all evidence presented.  Parties will be provided
updates until a determination is made in writing.

No information protected by a legal privilege, such as the attorney-client
privilege, or the doctor-patient privilege, can be used during an investigation
unless the person holding that privilege has waived it.

After gathering evidence, the Charter School must prepare an investigative
report on the allegations of the formal complaint.  The report, along with
physical evidence (including written witness statements), must be provided to
the parties.  The Charter School will give each party ten (10) days to respond to
the evidence in writing.  The Charter School will review and consider the
response of any party before making a final determination.  After allowing time
for a response, the Charter School will then finalize the report and submit it to
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the parties at least ten (10) days prior to any determination of responsibility or a 
hearing. 

E. Hearings/Final Determination of Responsibility

Final Determinations of Responsibility will only be provided after a hearing.

The Charter School has the option to hold a live hearing.  If a live hearing is held,
the complainant can request that he/she be in a separate room from the
respondent, with technology allowing everyone to see/hear each other.  A court
reporter will be present at a live hearing and a transcript will be provided to all
parties at the conclusion of the hearing.

The Charter School shall provide written notice of the date, time, location,
participants, and purpose of the hearing, with sufficient time for the party to
prepare.

If a live hearing is held, the Charter School must provide each party with an
advisor, of the Charter school’s own choosing, free of charge, solely for the
purpose of conducting cross examination on that party’s behalf.  No party is ever
allowed to personally cross examine anyone.  Live cross examination must only
be done through an attorney or advisor provided by the Charter School.

In the absence of a live hearing, the Charter School will provide the parties equal
opportunity to submit relevant, written questions to each other, before the
Charter School reaches a determination of responsibility.  If a party refuses to
answer any questions, the party must state the reasons why.

o Questions and evidence about the complainant’s prior sexual history are
not relevant, except:

Where such information is offered to prove that someone other
than the respondent committed sexual harassment
Where it relates to sexual behavior between the complainant and
respondent and if offered to prove consent.

If a party or witness chooses not to appear at a live hearing, or not to answer
cross examination questions, the decision-maker excludes that party or witness’s
statements and evaluates any evidence that does not include those statements.

A neutral decision maker, who did not prepare the investigatory report, will
preside over the hearing and make the final determination of responsibility.
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The neutral decision maker will not make inferences about the determination
regarding responsibility based on the fact that a party or witness did not come to
the hearing or submit answers to cross examination.

The neutral decision maker will make a determination on whether the
respondent is responsible within sixty (60) days of the receipt of a complaint
unless good cause is shown.  Good cause can include law enforcement activities,
the absence of a party or witness, the absence of a party’s advisor of choice, or
the need to provide language assistance or accommodation of a disability.

The complaint will be decided using a preponderance of the evidence standard
(i.e., it is more likely than not that sexual harassment or violence occurred).

The determination will be in writing, and include:

o The Charter School Policies that were violated
o Standard of proof used
o A description of the procedural steps that were taken by the Charter

school
o A findings of fact section
o A section that draws conclusions after applying the facts to the applicable

portions of the Charter school’s policies
o A statement and rationale for the ultimate determination of responsibility
o Disciplinary sanctions that the Charter school will impose on the

respondent
o Possible remedies for the complainant (see supportive measures above)
o A statement of the remedies provided to the complainant and rationale,

addressing how those remedies will restore or preserve equal access
o The right and procedure for each party to file an appeal.

The determination will be provided to both parties simultaneously.

Both parties have ten (10) days to file an appeal.

Discipline for a respondent found responsible for sexual harassment can include
but not be limited to in-school suspension, out-of-school suspension, or
expulsion.  If the Title IX Coordinator or the CEO believes that expulsion against
an accused student may be appropriate, then a formal hearing shall be held
pursuant to the Pennsylvania Code of Regulations, 22 Pa.Code §12.6 and §12.8.
The formal disciplinary procedures contained in the Charter School’s Code of
Conduct shall be followed for such hearings to assure due process protection for
the respondent.
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Even though FERPA limits disclosure of certain information in disciplinary
proceedings, the Charter School will disclose information to the complainant
about the sanction imposed on the perpetrator when the sanction directly relates
to the complainant.  This could include an order that the perpetrator stay away
from the complainant, or that the perpetrator is prohibited from attending the
Charter School for a period of time, or is transferred to other homeroom/classes
in the Charter School building.

The Title IX Coordinator is responsible for carrying out the remedies contained
in the written decision.

F. Appeals

Both the complainant and respondent are permitted to appeal a determination of
responsibility.

Appeals can be taken:

o After a dismissal before the grievance process, whether mandatory or
discretionary

o At the end of the grievance process

Grounds for Appeal

o A procedural irregularity affected the outcome of the matter
o New evidence has been discovered that was not reasonably available at

the time of the determination on responsibility or dismissal
o A conflict of interest on the part of a Title IX Coordinator, an investigator

who compiled evidence, or a decision maker, and the conflict of interest
affected the outcome

Appeals will be referred to the Charter School Board of Trustees, unless the
Board has or is scheduled to preside over a formal disciplinary hearing pursuant
to 22 Pa.Code §12.6 and §12.8.  In those cases, the Charter School Board of
Trustees will appoint a neutral hearing officer to hear appeals of a determination
of responsibility who is 1) not an employee of the Charter school, 2) not the
investigator of the complaint, and 3) not the neutral decision-maker who made
the initial determination.

Both parties will have equal opportunities to submit a written statement
supporting or challenging the outcome to the Board of Trustees or neutral
hearing officer
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After considering the parties’ written statements, the Board of Trustees or neutral
hearing officer must issue a written decision and send it to the parties
simultaneously.  This decision is final.
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Pennwood Cyber Charter School 
Transfer of Records Policy 

Upon a student’s enrollment at Pennwood Cyber Charter School (“Pennwood”) from a school district, 
charter school or cyber charter school, Pennwood will promptly request in writing the student’s 
complete records from the student’s prior district and/or school, including but not limited to the 
student’s health record, disciplinary records and educational records.  

Likewise, when a student with a disability enrolls at Pennwood from a public agency, private school, 
approved private school, or private agency, Pennwood will promptly request all the student’s 
educational records, including the most recent IEP, from the public agency, private school, approved 
private school, or private agency. 

When a student transfers from the Pennwood to another school district, charter school, cyber charter 
school, public agency, private school, approved private school, or a private agency, Pennwood will 
forward a complete copy of the student’s health, disciplinary and educational records, including the 
most recent IEP as applicable, within ten (10) school days after Pennwood has been notified in writing 
that the student is enrolled at the new school district, charter school, cyber charter school, public 
agency, private school, approved private school or private agency.  

Pennwood will designate an administrative contact person for record transfer requests. 

Pennwood will maintain educational records for children with disabilities consistent with the regulations 
for the Family Educational Rights and Privacy Act of 1974. 
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Pennwood Cyber Charter School 

Board of Trustees Policy 

TRANSGENDER AND GENDER NONCONFORMING 
STUDENT POLICY 

The Board of Trustees (“Board”) of Pennwood Cyber Charter School (“Charter School”) 
is committed to ensuring the safety and equality for all its students regardless of gender 
identity or gender expression, so that they can reach their fullest human and intellectual 
potential and be protected from discrimination, bullying and harassment. 

Purpose and Intent 
The intent of this policy is to facilitate compliance with local and federal laws, including 
Title IX of the Education Amendments of 1972 (“Title IX”).  Title IX specifically 
prohibits discrimination on the basis of sex, including on the basis of sexual orientation 
and gender identity, in federally funded education programs and activities.  This policy 
is consistent with the Charter School’s policies on bullying, harassment, and 
discrimination. (Please see Charter School Title IX Board Policy on School’s website for 
further information about applicability of Title IX and transgender students). 

This policy covers conduct that takes place at the Charter School, on Charter School 
property, at functions sponsored by the Charter School, while on or waiting for Charter 
School vehicles, and the usage of Charter School electronic technology and electronic 
communication.  This policy applies to the entire Charter School community, including 
educators, Charter School staff, students, parents/guardians, and volunteers. 

The following definitions are per PSBA LGBTQIA+ Legal Update (February 2022) at 
Section 6: Key Terminology – PSBA: 

A single asterisk (*) indicates a definition provided in Guidance issued in
August 2018 by the Pennsylvania Human Relations Commission;
A double asterisk (**) indicates a definition used by the Third Circuit in its
opinion in Doe v. Boyertown Area School District;

Definitions 
Cisgender:** describes people whose gender identity is consistent with their sex 
assigned at birth. 

Pennwood Cyber Charter School

417



Gender: ** A broader societal construct that encompasses how a society defines what 
male or female is within a certain cultural context. 

Gender Dysphoria: A formal DSM -5 diagnosis in which, for at least a six-month period, 
an individual exhibits strong, persistent cross-gender identification as established 
through a variety of behaviors and persistent discomfort with their sex assigned at birth 
or sense of feeling inappropriate in the gender role of their sex assigned at birth. 

Gender Expansive: A term applicable to individuals whose gender identity and gender 
expression is outside of gender norms for their society or context.  
Gender expression: * The external appearance of one’s gender identity, usually 
expressed through behavior, clothing, hair style or voice, and which may or may not 
conform to socially defined behaviors and characteristics typically associated with 
being either masculine or feminine. 

Gender identity* is defined as One’s innermost perception of self as male, female, a 
blend of both or neither. One’s gender identity can be the same or different from their 
sex assigned at birth.  

Gender-neutral pronouns, such as they/them/their (singular), are used by some 
transgender and gender nonconforming people. See Table below.  

Gender nonconforming describes people whose gender expression and/or gender 
identity falls outside the traditional male-female binary. 

Gender Transition: */** The process by which some people strive to more closely align 
their gender identity with their gender expression. Social transition may include a 
change in dress, using preferred names or pronouns, and/or an effort to be socially 
recognized as another gender. Physical transitions may include modification of the 
body through medical intervention. An important part of gender transition is a person 
being perceived by others as the gender that the person most strongly identifies with. 

Medical transition:  refers to medical intervention designed to align physical sex 
characteristics with gender identity. 

Sex: ** The anatomical and physiological processes that lead to or denote a male or 
female. Typically determined at birth based on appearance of external genitalia. 

Sexual Orientation: * An inherent or immutable enduring emotional, romantic, or sexual 
attraction to other individuals, including but not limited to, heterosexuality, 
homosexuality or bisexuality. 
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Social transition: refers to a change in any combination of the following: name, 
pronouns, gender identity, or gender expression. Social transition does not necessarily 
involve any legal name change or medical intervention and does not need to be certified 
by a doctor or therapist. 

Transgender:* An umbrella term for people whose gender identity and/or expression is 
different from cultural expectations based on the sex they were assigned at birth. Being 
transgender does not imply any specific sexual orientation. 

o A person whose gender identity does not align with the sex that
person was determined to have at birth. A transgender boy is therefore
a person who has a lasting, persistent male gender identity, though
that person’s sex was determined to be female at birth. A transgender
girl is a person who has a lasting, persistent female gender identity,
though that person’s sex was determined to be male at birth.

Names/Pronouns and Gender-Neutral Language at School 
The Charter School is required to maintain a mandatory permanent student record that 
includes a student’s legal name and legal gender. A student has the right to be 
addressed by a name and pronoun that corresponds to the student’s gender identity.  
Any student who wishes to be addressed as a gender different from their legal gender 
or by a name or pronoun different from their legal name or the pronoun associated with 
their legal name based upon their transgender or gender nonconforming status should 
make such a request for the change to [INSERT DESIGNEE]. To the extent possible, the 
name and pronouns with which the student identifies shall be used in all interactions 
between the student and Charter School staff and students, as well as on written 
records from the Charter School, forms, and photo ID.  A court-ordered name or gender 
change is not required, nor is evidence of therapy or medical transition.  The intentional 
or persistent refusal to respect a student’s gender identity (for example, intentionally 
referring to the student by a name or pronoun that does not correspond to the student’s 
gender identity) is a violation of this policy. 

To the extent possible, the Charter School shall use gender-neutral language in written 
communication with all students and families, regardless of the student’s gender 
identity.  This includes employing “they” (singular) instead of “he/she.” Sample 
pronouns may include: 

Type Subject Object Possessive 
Adjective 

Possessive 
Pronoun 

Reflexive 
Pronoun 

Feminine She Her Her Hers Herself 
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Masculine He Him His His Himself 

Gender 
Neutral 

They Them Their Theirs Theirself 

Gender 
Neutral 

Ze 
(pronounced 
zee) 

Hir 
(pronounced 
hear) 

Hir 
(pronounced 
hear) 

Hirs 
(pronounced 
hears) 

Hirself 
(pronounced 
hearself) 

Gender 
Neutral 

Ey 
(pronounced 
ee) 

Em 
(pronounced 
em) 

Eir 
(pronounced 
air) 

Eirs 
(pronounced 
airs) 

Emself 
(pronounced 
emself) 

Student Records and Name Change Reporting Requirements (Pennsylvania 
Department of Education) 

The Charter School must maintain a student record pursuant to the Pennsylvania 
Department of Education’s (“PDE”) Pennsylvania Information Management System 
(“PIMS”), that includes a student’s legal name and legal gender. However, as the 
Charter School is not legally required to use a student’s legal name and gender on other 
school records or documents, such as school IDs, classroom rosters, or the yearbook, it 
will use the name and gender preferred by the student on these other 
documents/records. 

For the PDE PIMS record:  A student or parent/guardian may request a change of the 
student’s listed gender, first name, or middle name on the student’s records.  If this 
request occurs, the local education agency may report the student’s preferred 
information using the following guidelines: 

The change must first be made in PASecureID;

The PIMS data (first name, gender, and date of birth) must match what is
reported in PASecureID;

Gender identity in PIMS must be updated to reflect the student’s personal
conception if they are “Nonbinary or Not Listed”;

The student’s name and gender information reported in prior school years will
not be updated; and

The student’s PASecureID will not be changed.

Gender will continue to be male/female only for federal reporting purposes.
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See 2021-2022 PIMS Manual Ver 1.1, Volume 1, Page 17, Release Date: 9/30/2021, 
Reporting Student Gender. 

Privacy and Confidentiality 
All persons, including students, have a right to privacy, and this includes the right to 
keep one’s transgender identity private at the Charter School.  Information about a 
student’s transgender identity, legal name, or sex assigned at birth also may constitute 
confidential medical information.  School personnel should not disclose information 
that may reveal a student’s transgender identity or gender nonconformity to others, 
including parents and other Charter School personnel, unless the student has 
authorized such disclosure.   

Transgender and gender nonconforming students have the right to discuss and express 
their gender identity and expression openly and to decide when, with whom, and how 
much to share private information. The disclosure by a student of transgender identity 
status to Charter School staff or other students does not authorize the Charter School 
staff to re-disclose that information.  

To ensure the safety and well-being of the student, the Charter School staff should not 
disclose a student’s transgender status to others, including the student’s parents/ 
guardians or other Charter School staff, unless: 1) legally required to do so, or 2) the 
student has authorized such disclosure. When contacting the parent or guardian of a 
transgender student, Charter School staff should use the student’s legal name and the 
pronoun corresponding to the student’s sex assigned at birth unless the student, parent, 
or guardian has specified otherwise.   

School Activities 
To the extent possible, the Charter School shall reduce or eliminate the practice of 
segregating students by gender.  In situations where students are segregated by gender, 
students will be included in the group that corresponds to their gender identity.  As a 
general matter, the Charter School should evaluate all gender-based activities, rules, 
policies, and practices — including classroom activities, Charter School ceremonies, and 
Charter School photos — and maintain only those that have a clear and sound 
pedagogical purpose.  Charter School students shall be permitted to participate in any 
such activities or conform to any such rule, policy, or practice consistent with their 
gender identity.  

Restroom and Locker Room Access 
Charter School students shall have access to the restroom and the locker room that 
corresponds to their gender identity.  Any student, including cisgender, transgender, 
and gender nonconforming, who has a need or desire for increased privacy, regardless 
of the underlying reason, should be provided access to a reasonable alternative private 
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area.  Such areas could include a single stall restroom or a partitioned changing or 
toileting area.  No student shall be required to use an alternative private area. 

Physical Education, Athletics and Sports 
Transgender and gender nonconforming students shall be permitted to participate in 
physical education classes and intramural sports in a manner consistent with their 
gender identity.  Participation in competitive athletic activities and contact sports will 
be resolved on a case-by-case basis. 

Dress Code 
The Charter School may enforce the dress code according to its dress code policy. The 
dress code shall not differentiate student dress on the basis of gender. Students shall 
have the right to dress in accordance with their gender identity, within the constraints 
of the dress code adopted by the school.  Charter school staff shall not enforce the 
school’s dress code more strictly against transgender and gender expansive students 
than other students. 

Discrimination and Harassment 
It is the responsibility of the Charter School to ensure that all students, including 
transgender and gender nonconforming students, have a safe learning environment.  
This includes ensuring that any incident of bullying, discrimination, harassment, or 
violence is given immediate attention, including investigating the incident, taking 
appropriate corrective action, and providing students and staff with appropriate 
resources.  Complaints alleging such discrimination or harassment based on a person’s 
actual or perceived transgender identity or gender nonconformity are to be handled in 
the same manner as other discrimination or harassment complaints. 

Education and Training   
The Charter School will conduct staff training and ongoing professional development in 
an effort to build the skills of all staff members to prevent, identify, and respond to 
harassment and discrimination. In order to further a safe and supportive school 
environment for all students, the Charter School will incorporate education and training 
about gender expansive and transgender students into its anti-bullying curriculum, 
student leadership trainings and staff professional development. The content of such 
professional development/training should include, but not be limited to: 

1. Terms and concepts related to gender identity, gender expression, and gender
diversity in children and adolescents;

2. Appropriate strategies for communicating with students and parents about
issues related to gender identity and gender expression, while protecting student
privacy;

3. Strategies for preventing and intervening in incidents of harassment and
discrimination, including cyber-bullying;
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4. Classroom management practices, curriculum, and resources that educators can
integrate into their classrooms to help foster a more gender-inclusive
environment for all students; and

Charter School and staff responsibilities under applicable laws and Charter School 
policies regarding harassment, discrimination, and gender identity and expression 
issues. 

TO THE EXTENT THAT ANYTHING IN THIS POLICY COULD BE CONSTRUED 
TO CONFLICT WITH THE SCHOOL’S CHARTER OR APPLICABLE STATE 
AND/OR FEDERAL LAWS, THE APPLICABLE STATE AND/OR FEDERAL LAWS 
AND/OR CHARTER CONTROL. 
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1. Purpose

If you have questions about the travel booking section or expense reimbursement section of 
these guidelines, please create an IA within the system- School Financial Services System 
using the component- Expense Report Inquiries and Requests.

2. Scope

3. Guidelines

4. Roles and Responsibilities
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5. Travel Booking Resources

5.1 Personal/Leisure travel 

5.2 Spousal/Companion travel 

6. Air travel

6.1 Class of travel 

. 

6.2 Lowest logical fare 

6.3 Non-refundable and penalty fares 
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6.4 Advanced purchase requirement 

6.5 Cost saving tips
Alternative airports: 
Connections: 

Arrive earlier or leave later: 

 
6.6 Additional airline fees 

7. Hotel/Accommodations

7.1 General guidelines 

L

 

7.2 Hotel cancellations 

8. Ground Transportation

8.1 General guidelines 

8.2 Car rental 
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8.3 Class of vehicle 

8.4 Refueling 

8.5 Car rental insurance  

8.6 Personal car use 
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9. Other Expenses

9.1 Meals 

9.2 Alcohol 
Alcohol is non reimbursable and should not be charged on your corporate card or submitted for 
reimbursement on an out-of-pocket expense report.  If alcohol is purchased, you must request a 
separate receipt. 

9.3 Team building
  

9.4 Telephone 

9.5 Internet while traveling 

9.6 Laundry 
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9.7 Tips 

 

9.8 Subscription, membership, and license fees 

9.9 Office supplies 

9.10 Postage and freight 

9.11 Hardware and software 

9.12 Employee gifts

9.13 Student gifts
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9.14 Non-reimbursable expenses 

9.15 Car rental/Airline/Hotel loyalty programs

10. Method of Payment

11. Expense Reporting and Approval

11.1 Receipts 

11.2 Approval
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12. Home Based Employee Expenses

12.1 Travel mileage reimbursement 

12.2 Mail

1 .3 Home office costs

1 .4 Home office supplies



Pennwood Cyber Charter School 

Board of Trustees Policy 

COMPULSORY SCHOOL ATTENDANCE, UNLAWFUL ABSENCES, 
AND SCHOOL ATTENDANCE IMPROVEMENT CONFERENCES 

POLICY 

The Pennwood Cyber Charter School (the “Charter School”) believes that good attendance is 
essential if students are to achieve and reach their potential. Each day is important for learning. 
Parents are required to ensure their son/daughter maintains good attendance.   

The Charter School administration is tasked with creating attendance and enrollment 
procedures consistent with this policy and must allow the school to determine when a student 
who is enrolled has an unexcused absence.  Procedures must also be implemented to determine 
whether there is a possibility that a child is truant or chronically absent due to a disability or a 
medical condition.  Copies of this policy and those procedures must be provided to parents at 
the beginning of each year and to all new enrollees upon enrollment in the Charter School.  It 
must also be posted on the Charter School’s website.   

Compulsory Attendance Requirements 

In Pennsylvania, compulsory school age is defined as the period of a child’s life from the time 
the child enters school, which may be no later than six (6) years of age, until the age of eighteen 
(18) or graduation from a high school, whichever occurs first.

The term “compulsory attendance” refers to the mandate that all children of compulsory school 
age having a legal residence in Pennsylvania must attend a day school in which the subjects and 
activities prescribed by the standards of the State Board of Education are taught in the English 
language, except in the following situations found in sections 1327, 1327.1, and 1330 of 
Pennsylvania’s Public School Code (School Code):  

1. Attendance at a private trade school or private business school continuously through the
entire term congruent with the school term of the resident school district and that meets
the requirements set forth by the State Board of Education or the State Board of
Vocational Education when:

a. The child is 15 and has approval from the district superintendent and the
Secretary of Education, or

b. The child is 16 and has approval from the district superintendent.
2. Attendance at a school operated by a bona fide church or other religious body which

provides a minimum of 180 days of instruction or 900 hours of instruction per year at
the elementary level or 990 hours per year of instruction at the secondary level.
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3. Privately tutored or home-schooled students provided a minimum of 180 days of
instruction or 900 hours of instruction per year at the elementary level or 990 hours per
year of instruction at the secondary level.

4. Enrollment in a day or boarding school which is accredited by an accrediting association
approved by the State Board of Education.

5. Children who are 16 and regularly engaged in useful and lawful employment during the
school session with a valid employment certificate. Regularly engaged means 35 or more
hours per week of employment.

6. Children who have been examined by an approved psychological professional and
identified to be unable to profit from further public school attendance and excused by
the school board.

7. Children who are 15 who hold a permit approved by the school district to engage in
farm work or domestic service in a private home.

8. Children who are 14 and satisfactorily completed the equivalent of the highest grade of
elementary school in their district who hold a permit recommended by the district and
approved by the Secretary of Education to engage in farm work or domestic service in a
private home.

Truancy - Overview   
A child is “truant” if they have three (3) or more school days of unexcused absence during the 
current school year.  An unexcused absence is any absence from school without an acceptable 
excuse (as articulated in the Charter School’s Student/Parent Handbook), or without any reason 
at all.  This also includes any student who leaves class without the permission of the teacher.  
An out of school suspension shall be considered an excused absence. 

A child is “habitually truant” if they have six (6) or more school days of unexcused absences 
during the current school year.   

A child is not considered truant if they are absent from school due to not meeting the 
immunization, exemption or provisional admission requirements of the Department of Health, 
at 28 Pa. Code Chapter 23, Subchapter C (relating to immunization), or the student has not 
received from the CEO or his/her designee a medical or religious exemption from 
immunization under 28 Pa. Code § 23.84 (relating to exemption from immunization).  22 Pa. 
Code. Chapter 11.20. 

When a child demonstrates truant behavior, the Charter School will schedule a school/family 
conference to discuss the cause of the child’s truancy and develop a mutually agreed upon 
Student Attendance Improvement Plan (“SAIP”) to resolve truant behavior.   The plan can 
include a myriad of options that are mutually agreed upon by the participants.  

For the first and second unexcused absences, the Charter School will send the parent/guardian 
a notice of the unexcused absence as well as attach a copy of the legal penalties for violation of 
compulsory attendance requirements.  In addition to stating the legal consequences, the name 
and telephone number of a school contact person will be included.  

For the third unexcused absence, the Charter School will send the parent/guardian notice by 
certified mail within 10 school days of the child’s third unexcused absence that the child has 
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been truant.  This notice shall 1) include a description of the consequences that will follow if the 
child becomes habitually truant in the future; 2) will be in the mode and language of 
communication preferred by the person in parental relation; and 3) include the offer of an 
Attendance Improvement Conference.  

Procedure when child is habitually truant: 

- Habitually truant children under fifteen (15) years of age:

The Charter School will refer the child to either:  1) a school-based or community-based 
attendance improvement program; or 2) the county children and youth agency (CYS) for 
services or possible disposition as a dependent child under the Juvenile Act.  A school-based or 
community-based attendance program is a program designed to improve school attendance by 
seeking to identify and address the underlying reasons for a child’s absences.  It may include an 
educational assignment in an alternative education program, but may not include an 
assignment in an Alternative Education for Disruptive Youth Program. 

Additionally, the Charter School may file a citation against the parent/guardian of a habitually 
truant child under fifteen (15) years of age in a magisterial district court.  The venue of the filing 
shall be based on the location of the school in which the child is enrolled or shall be enrolled.   

- Habitually truant children fifteen (15) years of age and older:

The Charter School will either: 1) refer the child to a school-based or community-based 
attendance improvement program; or 2) file a citation against the student or parent/guardian in 
the appropriate magisterial district court.  The venue of the filing shall be based on the location 
of the school in which the child is enrolled or shall be enrolled.  If a habitually truant child aged 
fifteen (15) or older incurs additional absences after a school refers that child to an attendance 
improvement program or the child refuses to participate in an attendance improvement 
program, the Charter School may refer the child to the local CYS agency for possible disposition 
as a dependent child.   

In all cases, regardless of age, where the Charter School refers a habitually truant child to a 
magisterial district court or CYS, the Charter School will provide verification that it convened 
and held an Attendance Improvement Conference. 

Students will not receive exclusionary consequences for truant behavior. 

Students that are absent from school for ten (10) or more consecutive days without appropriate 
documentation will be removed from the Charter School’s rolls unless one of the following: 

1) The Charter School has been provided with evidence that absence may be legally
excused;

2) Compulsory attendance prosecution has been or is being pursued;

The Charter School will report unexcused absences directly to PDE through the Pennsylvania 
Information Management System (PIMS).   
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Children who are habitually truant from school while subject to compulsory school attendance 
are subject to an assessment to determine if there is a need for general protective services. 
Children will not be referred to the county children and youth agency for assessment as 
possibly needing services until after the Charter School has made a formal effort to involve the 
family and child in resolving the cause of the truant behavior. 
 
Students with Disabilities 
 
A student who is truant or chronically absent for health-related reasons may be eligible for 
protections under IDEA or Section 504.  If a student with a disability is truant or chronically 
absent, the school should convene the student’s IEP team to determine whether revisions to the 
student’s IEP are necessary or appropriate.  In those instances, the administrator responsible for 
handling truancy-related matters should be a participating member of the IEP team process.  A 
student with a disability who is truant or chronically absent for health-related reasons must still 
produce a valid excuse for any absence, which may include a written excuse from a physician.   
 
However, schools must recognize that students’ disabilities may present unique circumstances 
that might require consideration of other statutory or regulatory provisions or attendance 
policies.  That is, students’ federal and state law rights, such as those provided under IDEA, 
Section 504, or the ADA, may require the school to otherwise diverge from its general 
attendance policy in order to ensure that all students with a disability are provided a free and 
appropriate public education (FAPE). 
 
School Attendance Improvement Conference and the Attendance Improvement Plan 
 
A SAIC is a conference where the child's absences and reasons for the absences are examined in 
order to improve attendance, with or without additional services. All of the following 
individuals must be invited to the conference:  
 

1) The child  
2) The child's person in parental relation 
3) Other individuals identified by the person in parental relation who may be a resource  
4) Appropriate school personnel  
5) Recommended service providers  

 
There is no legal requirement for either the child or person in parental relation to attend a SAIC. 
However, schools and nonpublic schools should make every attempt to conduct the SAIC with 
the person in parental relationship present.  
 
The school or nonpublic school must hold the SAIC conference even if the person in parental 
relation declines to participate or fails to attend after the school or nonpublic school provides 
advance written notice and makes attempts to communicate with the individual via telephone. 
Additionally, the school or nonpublic school must invite recommend service providers to the 
SAIC. However, the SAIC shall not be delayed pending a response from the service provider(s).  
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The school or nonpublic school must document the outcome of any SAIC in a written school 
attendance improvement plan (SAIP). The SAIP should include accessing academic and 
social/health supports from the school and community organizations, an outline of 
family/parent and student responsibilities, and levels of performance monitoring that include 
rewards and consequences. School and nonpublic schools must use the School Attendance 
Improvement Plan Form created by PDE or a similar form to document the SAIP (Please visit: 
https://www.education.pa.gov/Schools/safeschools/resources/Pages/Pennsylvania-School-
Attendance-Improvement-and-Truancy-Reducation-Toolkit.aspx). 
 
Schools may not expel or suspend (out-of-school) a student, or reassign or transfer a student to 
an alternative education for disruptive youth (AEDY) program, for truant behavior and these 
actions may not be included in a SAIP. An in-school suspension is not considered a disciplinary 
reassignment. Additionally, schools may not initiate truancy proceedings (e.g., the filing of a 
truancy citation) until after a SAIC is held. Nonpublic schools may expel a student for truant or 
habitually truant behavior if expulsion is included in the nonpublic school’s attendance policy 
as a potential consequence in response to a determination that the student is truant or 
habitually truant.  
 
Homeless Students 
 
The McKinney-Vento Homeless Assistance Act requires states and schools to work to remove 
barriers to the education of homeless children and youth, including barriers to enrollment and 
retention due to absences. Compulsory attendance laws can be such barriers, particularly when 
they result in court involvement. Frequently, students in homeless situations will miss school 
due to their living situations. However, absences caused by homelessness must not be counted 
as unexcused absences, as this would create a barrier to enrollment and retention in school.  
 
As part of a SAIC, schools and nonpublic schools should work to identify the root cause of 
students’ absenteeism and the SAIP should address those issues, which may include 
homelessness and lack of transportation to and from school. 
 
If a student is a homeless student, the school should clarify which entity (school of origin, 
school of residence, etc.) is responsible for complying with the compulsory attendance laws.  
 
In addition, schools should consider whether it is appropriate to file citations against a person 
that may merely be “acting as a parent” or hosting an unaccompanied youth. These individuals 
often agree to provide a temporary place for a youth to sleep and may not have control over 
whether the child is attending school. Instead, the school could contact the county children and 
youth agency and attempt to eliminate barriers to attendance through that route. 
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TO THE EXTENT THAT ANYTHING IN THIS POLICY COULD BE CONSTRUED TO 
CONFLICT WITH THE CHARTER SCHOOL’S CHARTER OR APPLICABLE STATE 
AND/OR FEDERAL LAWS, THE APPLICABLE STATE AND/OR FEDERAL LAWS 
AND/OR CHARTER CONTROL. 
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 Sample Letters to Parent of Absent/Truant Student (all letters should be on Charter School 
letterhead, and dated): 

First Unexcused Absence 

Parent/Guardian Name 
Address 
City, PA Zip Code 

Dear <PARENT’S (OR GUARDIAN’S) NAME>, 

<STUDENT NAME> was absent without an approved excuse on <DATE>.  This letter is sent to 
make you aware of this absence.  Regular attendance at school is an important part of every 
student’s success and is necessary in order to gain the greatest benefit from the educational 
experience.  Students who are frequently absent from school miss direct instruction and regular 
contact with their teachers.  Pennsylvania law and school policy require regular daily 
attendance.  When absences accumulate, it may ultimately result in academic difficulty for 
<STUDENT NAME>. 

We share a common goal to ensure that your child reaches their full potential.  All absences are 
counted as unexcused until the Charter School receives a written excuse explaining the reason 
for the absence.  If a written excuse is not received within three days, the absence will 
permanently be added to the student’s file as unexcused.  This letter serves as our first 
communication regarding <STUDENT NAME>’s unexcused absences.  All unexcused absences 
need to be reported to the Pennsylvania Department of Education directly.  If <STUDENT 
NAME> has six (6) unexcused absences, the Charter School can take legal action, including but 
not limited to, filing a citation in the local magisterial district court. 

In addition, any absences of ten cumulative days will require a written excuse that indicates 
<STUDENT NAME> was seen by a doctor or medical practitioner.  Enclosed are the penalties 
for violation of compulsory attendance requirements. 

If you have any questions, please call my office at <PHONE> or the guidance office at 
<PHONE> so that we may work together to ensure <STUDENT NAME>’s educational success. 

Sincerely, 

<CEO or Attendance Officer> 

cc: Attendance Officer 
Guidance Counselor 
Student File 

(Enclosures: 24 P.S. 13-1327) 
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Second Unexcused Absence 

Parent/Guardian Name 
Address 
City, PA Zip Code 

Dear <PARENT’S (OR GUARDIAN’S) NAME>, 

This letter is to inform you that <STUDENT NAME> was absent without an approved excuse 
from school on <DATE>.  This is the second unexcused absence recorded this year.  Attendance 
requirements are meant to benefit your child’s educational experience.  I appreciate your 
cooperation in trying to improve your child’s school attendance and in helping <STUDENT 
NAME> complete missed assignments on those occasions when <STUDENT NAME> must be 
absent.   

If <STUDENT NAME> accumulates one additional unexcused absence or the equivalent, the 
Charter School will request that <STUDENT NAME> and parent participate in a student 
attendance improvement conference.  The laws in the Commonwealth of Pennsylvania and 
Charter School’s truancy policy require that every child of compulsory school age attend school 
daily.  A child must present a written excuse from the parent/guardian or medical practitioner 
within three days of an absence or the absence will be counted as unexcused.  Mental, physical 
or other urgent reasons can be considered excuses for absences. Enclosed are penalties for 
violation of compulsory attendance requirements. 

I strongly encourage you to contact us to discuss ways to ensure your child’s school attendance.  
Continued unexcused absences could lead to notification of truancy by the Charter School to the 
magisterial district judge, as well as a referral to the local children and youth agency.  You may 
request a school-family conference at this time to explore possible solutions to your child’s 
unexcused absences.  If you have any questions, please call my office at <PHONE>. 

Sincerely, 

<CEO or Attendance Officer> 

(Enclosures: 24 P.S. 13-1327) 

cc: Attendance Officer 
Guidance Counselor 
Student File
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Third Unexcused Absence (sent via certified mail and return receipt requested) 

Parent/Guardian Name 
Address 
City, PA  Zip Code 

OFFICIAL NOTICE OF CHILD’S TRUANCY 

Dear <PARENT’S (OR GUARDIAN’S) NAME>: 

This letter is to officially notify you that <STUDENT NAME> has been absent from Charter 
School without an excuse on the following dates: <DATE 1, DATE2, and DATE 3 (add 
subsequent dates as appropriate)>.  These absences are unexcused and, therefore, constitute a 
violation of the compulsory attendance provision of the Public School Code (24 P.S. 13-1327). 

You are therefore notified of your child’s repeated unexcused absences and strongly 
encouraged to ensure that your child receives no subsequent unexcused absences.  The series of 
unexcused absences constitute a summary offense under the Public School Code for which 
penalties may be imposed against you as parent or guardian.  Act 138 of 2016 provides for up to 
a $750 fine and allows the court to impose parent education classes with your daughter or son 
and community service sentences for parents of a truant child who do not show that they took 
reasonable steps to ensure the child’s school attendance.  Act 138 also provides that truant 
students lose their driver’s license for ninety (90) days for the first offense, and six (6) months 
for the second offense. 

Be advised that the process for development of an Attendance Improvement Plan for your child 
has now begun, which requires your participation in an attendance improvement conference.  If 
your child receives six (6) unexcused absences, Charter School may initiate a proceeding against 
you before a magisterial district judge, and a referral for general protective services made to the 
local children and youth agency.  Please refer to the enclosed sections in the Public School Code 
for specific penalties for violation of compulsory attendance requirements for both you and 
your child. 

Sincerely, 

<CEO > 

(Enclosures: 24 P.S. 13-1327) 

cc:  Attendance Officer 
Guidance Counselor 
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APPENDIX T 
DRAFT EMPLOYEE HANDBOOK 

 
 

This appendix includes the following: 
 

Draft Employee Handbook 
Leave Policies 
Employee Benefits Information 
Employee Benefits Guide 
NDA 
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Introduction
The board of Pennwood Cyber Charter School (Pennwood) has chosen to partner with Pearson Virtual 
Schools (Pearson) to deliver individualized learning plans, outstanding curriculum, superb teacher support 
tools, and a powerful online learning platform

Pearson is committed to working with the Board of Trustees (Pennwood Board) and staff of Pennwood to bring 
high-quality cyber education to Pennsylvania students. As a partner with Pearson, Pennwood can choose from 
a full catalog of online courses coupled with expert online teaching and platform options tailored to their 
specific programmatic needs.

Purpose of the Handbook
These policies have been prepared for all full-time and part-time school staff, unless otherwise noted herein.
Any references in this handbook to “we”, “our”, “the school”, and/or “the organization” are intended to mean 
Pennwood Cyber Charter School. All references to Human Resources are intended to mean the Pearson 
Human Resources Team. 

This handbook does not create any expressed or implied contract concerning your employment nor does it 
guarantee your employment for any term. It is intended to assist school staff in acquainting themselves with
Pennwood, and to serve as a reference manual for information about our employment policies and procedures.

Pennwood reserves the right to add to, suspend, delete, or modify any part of the handbook, at any time and 
without notice. Staff will be kept apprised of important changes in our policies, procedures, and practices. 
However, you may not always be notified in advance of a change or the reason for the change. Furthermore, 
the organization reserves the right to respond to each situation in the manner we determine will best serve the 
interests of fairness and responsible business management.

If you have specific questions about the interpretation or application of a particular provision, please consult 
Human Resources.

The most current version of this handbook is always available in the Virtual Library. 

Federal, state, or local laws prevail in the event there is a conflict with the content of this handbook.

To be effective, any agreement altering the terms and provisions of this handbook must be in writing and 
agreed upon by the Pennwood Board and Pearson Human Resources. If you sign additional agreements 
related to your employment, you will be required to comply with their provisions even if they are different than 
the information that is contained in the staff handbook. Any individual who violates any policy in this handbook 
may be subject to disciplinary action, up to and including termination. After reading this handbook, you will be 
asked to acknowledge that you have read and understand the handbook’s contents. 

At-Will Employment
No policy or provision in this handbook is intended to create a contract binding you or the employer to an 
agreement of employment for a specified period. Employment can be terminated by either the staff member or 
the employer at any time, for any reason, with or without notice. No representative or agent of the employer
can authorize or sign an employment agreement contrary to the above terms and otherwise make any binding 
offer of employment for a specific term. 

Job Responsibilities
Each staff member is required to perform the duties applicable to their position in a satisfactory manner. At any 
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time, they may be asked to perform duties outside of the job description consistent with the culture of 
collaboration and teamwork within the school. Staff are expected to perform additional duties in the same 
manner as listed in their job description.

Manager Responsibilities
Reporting Obligations

Any staff member whose title is manager, supervisor or higher and/or who supervises other staff members, for 
purposes of this section referred to as “Management”, must follow the policies set forth within this handbook.
Management MUST immediately (within twenty-four (24) hours) report complaints of harassment, requests for 
accommodations, workplace injuries, complaints of retaliation, and/or any suspected and/or known policy 
violations of any sort to the school’s designated Human Resources Partner.

Manager/Staff Relations

Management is expected to maintain appropriate and professional relationships with all staff. Managers and 
supervisors should remain objective in all interactions with staff and should never show any preference or 
favoritism.

Disclosure of Confidential Information

Management is prohibited from disclosing personal staff information to internal or external parties, without prior 
approval from Human Resources and/or the School CEO. State law may mandate disclosure of select 
confidential information. 

In addition, management is not permitted to provide reference checks and all inquiries of this type should be 
forwarded to Human Resources. If a staff member asks management for a letter of recommendation, the letter 
must be routed to Human Resources for approval prior to release. Lastly, management is strictly prohibited 
from requesting medical documentation or a doctor’s note, these requests must come from Human Resources.

Hiring Practices

Any level of management involved in the hiring process must comply with the Equal Employment Opportunity 
policy. Management must also comply with the recruiting and hiring practices of the Human Resources 
Department.

Additionally, a manager or supervisor who has a personal or professional relationship with an applicant for 
employment must disclose this relationship to Human Resources in writing at the outset of the hiring process.
To maintain objectivity in hiring decisions, it may be necessary for the manager or supervisor to be excused 
from the interview process. Specifically, if a manager or supervisor is making any decisions related to the 
background check of an applicant which they have a personal or professional relationship with, it is imperative 
that Human Resources is involved in discussions with the applicant.

Outside Employment
Outside employment is additional employment for which compensation is paid by an external source. This 
employment must not interfere with job performance or interfere with an assigned work schedule and therefore 
must not occur during a staff member’s standard work hours. Outside employment should be consistent with 
generally accepted activities for an educational institution and may not be conducted on our property nor use 
our property or resources.

Required Training Programs
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We value our staff and strive to prepare them for a long and successful career by offering a well-rounded 
training program. As a result, there are several optional and mandatory training courses available. All 
mandatory training must be completed in the timeframe established. Staff members who need an extension 
should work with their manager or supervisor in conjunction with Human Resources to have the request for an 
extension approved. 

Staff should expect to take training including, but not limited to, suicide prevention, child abuse, and 
cyberbullying as mandated by state laws.

Termination of Employment
Notice: We request that staff members who plan to resign notify their supervisor in writing at least two 
(2) working weeks prior to their last day. For those in a supervisory capacity, three (3) weeks of notice 
is requested. Vacation and other forms of leave are not to be used during the notice period. The 
purpose of advance notice is to provide for an orderly transition of duties in a professional manner. The 
right to work through the end of a notice period is at our discretion.
Last Pay and Payout of Earned Leave: Staff who resign or are terminated will be paid through the 
last day worked, including any overtime worked. Staff will be paid for unused vacation leave according 
to the terms of the Vacation Policy. Medical, dental, and vision benefits end on the last day of the 
month in which the staff member has terminated employment.
Return of Property and Equipment: As provided in the Property and Equipment Policy, staff 
members must return any of these items in their possession no later than their last regular day of 
employment. If a staff member fails to return the organization’s property, they may be billed for the 
value of any property and equipment issued and not returned in working condition equivalent to when it 
was received, excluding normal wear and depreciation.
Continuation of Benefits. The Consolidated Omnibus Budget Reconciliation Act (COBRA) allows 
eligible staff to extend health insurance for up to eighteen (18) months (at their own expense) following 
termination of employment. Additional information about COBRA is provided in the Employee Benefits 
Guides. 
Exit Interviews: In instances where a staff member voluntarily leaves, we would like to discuss your 
reasons for leaving and any other feedback. All information will be kept confidential to the extent
possible.
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Pre-Employment, Hiring, and Transfer Policies
Equal Employment Opportunity/Nondiscrimination Policy
The principles of equal employment opportunity are vital to Pennwood’s success. These principles extend to all 
aspects of employment including recruitment, hiring, assignment, training, compensation, benefits, 
terminations, educational assistance, social and recreational programs, promotions, and transfers. Pennwood 
is committed to creating and fostering a work environment free from unlawful discrimination and harassment 
and one in which decisions and terms of employment are not based in any way on race, creed, color, religion 
or religious affiliation, national origin, ancestry, citizenship, age, sex, pregnancy, familial status, sexual 
orientation, gender identity and/or expression, marital status, disability, height, weight, genetic information, 
veteran status, or other category protected by local, state or federal law.

Responsibilities

Continued success in equal employment opportunity depends not only on the commitment and involvement of 
those responsible for the implementation but also on the dedication of all staff. Assuring equal employment 
opportunity is a fundamental and direct responsibility of all levels of management. All supervisory staff are 
responsible for implementing the principles of this policy and ensuring that all supervisory actions are carried 
out in a nondiscriminatory manner.

This policy applies to all staff members at any level. Any manager or supervisor who becomes aware of 
allegations of unlawful discrimination or harassment must bring the allegations to the attention of their 
supervisor or Human Resources. 

Unlawful Harassment

Pennwood is committed to providing an atmosphere free of unlawful harassment. Unlawful harassment is 
defined as unwelcome or unwanted conduct, whether verbal, nonverbal, or physical, which: 

demeans, degrades, or shows hostility toward another person because of that person’s race, color, 
religion or religious affiliation, national origin, citizenship, age, sex, pregnancy, familial status, sexual 
orientation, gender identity and/or expression, marital status, disability, genetic information, or veteran 
status, or other category protected by local, state or federal law, and
the conduct substantially interferes with an individual’s employment by creating a hostile work 
environment.

We will not tolerate any form of harassment or discrimination based on race, color, religion or religious 
affiliation, national origin, citizenship, age, sex, pregnancy, familial status, sexual orientation, gender identity 
and/or expression, marital status, disability, genetic information, veteran status or other category protected by 
local, state or federal law. This policy applies in the workplace or in any work-related settings, such as school 
trips, conferences, or school-related social events. We expect staff to conduct themselves in a professional 
manner in the workplace and at any other time they are representing the school. Such conduct is essential to 
promote quality work, and to ensure an environment free of discrimination.

Internal Complaint Procedures

If a staff member believes they have been unlawfully discriminated against or harassed, they should 
immediately inform their manager. If the staff member believes that their manager is the source of the problem 
or is uncomfortable with this approach for any reason whatsoever, they should contact the school’s designated 
Human Resources Partner. Complaints will be kept confidential to the extent reasonable and possible under 
the circumstances, and will be investigated and handled promptly, impartially, and appropriately.
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If a staff member perceives someone to be acting in a way inconsistent with the Code of Conduct, including 
complaints about the violation of this policy, they should not hesitate to report it to the Human Resources 
department. 

Retaliation for bringing a discrimination complaint forward or for participating in an investigation will not be 
tolerated. 

Required Documentation
Any documentation or forms, either paper or electronic, must be completed and returned to Human Resources 
within three (3) business days of the first date of employment. Required documentation may vary depending on 
the staff member’s position, or the state in which the staff member works or lives. 

Proof of U.S. Citizenship and/or Right to Work

Federal regulations require that within three (3) business days of the first date of employment, all staff must 
complete and sign Federal Form I-9 Employment Eligibility Verification Form and must present original 
documents of identity and eligibility to work in the United States. Additionally, some states may require E-
verification. 

Background Check Policy (Reference Checks, Credit Checks, Certification 
Verification, and Criminal History Reports)
All offers of employment are contingent upon satisfactory reference and background checks as well as receipt 
of valid certification documents and fingerprint clearances as required, or any other approvals as listed in the 
offer letter. We reserve the right to conduct additional background checks periodically during employment. 
Background checks and other clearances or verifications as required by state and federal law are conducted at 
the time of hire, and thereafter as required by state and federal law.

The following standard checks are conducted for all staff members:

County and/or statewide police criminal checks for addresses in the previous seven (7) years
Social security number verification
Department of Human Services Child Abuse Report
Federal Criminal History Record Information (FBI report)
Sex offender check or U.S. criminal indicator search

Additionally, we have the right to verify educational credentials and conduct a credit check for individuals 
assuming a significant degree of financial responsibility.

If it is found after employment begins that any information provided on the application was false or misleading, 
or information that could be detrimental to the organization was withheld during the interview and/or hiring 
process, employment may be terminated.

Arrests or Convictions During Employment

Staff who are arrested for or convicted of a felony or misdemeanor offense that could directly impact their 
ability to perform their job, have a negative impact on the organization, or must be reported as required by law, 
must immediately, within one (1) business day of returning to work after being charged, receiving a citation, 
being arrested, or convicted, notify their manager and Human Resources. Staff who have been convicted of a 
felony or misdemeanor during employment that impacts their ability to perform their job, may receive 
disciplinary action, up to and including termination in accordance with state law.
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In accordance with state law, we may be required to report to the appropriate agency(ies) any arrests or 
convictions of licensed staff.

Expiration of Educational Credentials

Some staff, as a condition of employment, must maintain valid credentials. It is the staff member’s 
responsibility to be aware of the expiration date(s) associated with such credentials and to take steps to renew 
credentials as needed. Human Resources will monitor the expiration of such credentials and provide staff 
members with any notice required by federal or state law or regulation of such expiration. 

Failure to maintain and/or renew required credentials may result in disciplinary action, up to and including 
unpaid leave, suspension, or termination. School staff should reach out to their manager with any questions on 
required credentials. 

Noncompliance with this policy could result in unpaid suspension beginning the day after the expiration date of 
your credential(s). If after thirty (30) days of unpaid suspension you have not submitted the required 
credentials, your employment could be terminated.

Internal Applications, Promotions, and Transfers
Internal Applications

We are committed to posting job opportunities as they become available. Internal and external recruitment may 
occur simultaneously or separately.

As with external hiring, equal consideration for internal transfer or promotion is given to all who apply in 
accordance with the Equal Opportunity Policy. Additional consideration may be granted to internal applicants 
dependent upon their duration of service with the organization.

Eligibility

Generally, staff members should be in their current position for at least one (1) full school year before applying 
for another internal position. In addition to the time in their current position, staff must satisfy all the minimum 
requirements listed on the job posting and must meet current performance expectations. Additionally, staff 
must not have had disciplinary action against them within the current school year.

Timing

For schools to serve student needs, staff members are prevented from transferring positions at any time during 
the school year. 

It is important to maintain continuity in service to our students. Management has discretion in these decisions 
as they are empowered to determine what best suits the student's needs. 

Effective dates for transfers or promotions must occur at the beginning of a pay period. A transfer or promotion 
should occur within four (4) to six (6) weeks after the acceptance of a new position. The current manager will 
have the ability to indicate if the standard transition time will not be sufficient. 

Exceptions to Eligibility Requirements

The minimum service requirement is waived for transfers and promotions occurring within the same school. 
Staff transferring from a part-time to full-time position may also be waived from the minimum service 
requirement based on school need. 
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If a staff member is a unique fit for an internal transfer based on skills, expertise and performance, as 
determined by management in coordination with Human Resources, or there is a specific need/urgency, an 
exception may be made.

Familial and Personal Relationships Between Staff Members
Any staff member involved in a non-work-related personal or romantic relationship with another staff member 
within the organization may not be the manager or have perceived influence or authority over the career 
advancement, compensation, or performance appraisal of the other. A non-work-related relationship is defined 
as a family relationship including a spouse, former spouse, parent, child, brother, sister, aunt, uncle, niece, 
nephew, cousin, in-law (brother, sister, father, mother, son, daughter), domestic partner, shared custodial 
responsibilities, or a romantic relationship, an external business relationship, or any other relationship that 
could create the potential for a conflict of interest in the workplace.

Exceptions to this policy must be approved by the school’s designated Human Resources Partner. If there is a 
question concerning if a relationship constitutes a conflict of interest, please contact Human Resources. 

Staff with Children Enrolled in Any School Supported by Pearson
Communication Tools

Staff who have children enrolled in Pennwood may not use instant message systems or other forms of 
communication that are not available to other families when communicating with their children’s instructors. 
Staff should communicate with their children’s instructors through the methods available to all parents as 
indicated in the school’s Handbook. 

Keeping the methods of communication separate ensures proper tracking of parent and instructor 
communications to maintain a clear process for parent and student feedback, questions, and for school staff to 
best address parent concerns. 

Confidential Information

Access granted in Pearson Online Classroom is to be used solely for the purposes of performing tasks related 
to the staff member’s position and should not be used to access data related to their child(ren) or for any 
purpose outside of their job duties. 
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Compensation and Benefits Policies
Categories of Employment

Regular Full-Time: is scheduled to work at least thirty (30) hours per week. Teachers are considered 
full-time staff members even if they are not scheduled to work during the summer. There are two (2) 
types of regular full-time staff members. 

» School Administrative Staff Member: is a regular full-time staff member who works on a 
twelve (12) month basis (July 1st- June 30th). 

» School Non-Administrative Staff Member: is a regular full-time staff member who follows 
the teacher calendar and works 210 scheduled days (exact number of days subject to 
change per Board approval). 

Regular Part-Time: is regularly scheduled to work fewer than thirty (30) hours per week, unless 
required by state law. 

» Part-Time Staff working less than twenty (20) hours a week and Adjunct Teachers are not
eligible for paid time off or benefits.

Temporary: is on the payroll but is expected to be employed for a specific period. Temporary staff 
members are not eligible for benefits.
Term of Project: is a staff member hired for the purpose of working on a specific, defined-term 
project. Employment will terminate when the project is completed. A Term of Project staff member
could be full-time or part-time and can be a school administrative or school non-administrative staff 
member classification. In certain limited, extraordinary situations, the Term of Project assignment can 
be extended for additional periods of time.

Staff Classification as Established by the Fair Labor Standards Act
Exempt: Exempt staff members are not eligible for overtime pay, as defined under the Fair Labor 
Standards Act (FLSA). These staff members are typically paid on a salaried basis for carrying out 
their position responsibilities regardless of the hours worked.
Non-Exempt: Non-exempt staff members are eligible for overtime pay, as defined under the FLSA. 
Unless otherwise required by law, non-exempt staff members are paid at a rate of time and one-half 
for hours worked more than forty (40) hours in one week. Staff members are compensated only for
hours worked. 

Paydays/Paychecks
For payroll calculation purposes, the standard work week runs from Sunday morning through the following 
Saturday evening. Staff members are paid semi-monthly on the fifteenth (15th) and the final day of each 
month. If the pay date falls on a Saturday or Sunday, staff will be paid the Friday before the fifteenth (15th) or 
final day of each month. Advances in pay are not permitted. Staff will have their compensation payments 
spread over twenty-four (24) pays, except where state statutes or regulations require otherwise. 

In accordance with the law, all mandatory federal, state, local, and other deductions will be taken from the 
semi-monthly pay. 

Payroll information must be submitted by the established due date for timely processing. These due dates are 
listed on the Payroll Calendar which is available on the Virtual Library. If changes to payroll information are 
received after the established due date, they will be processed on the next scheduled pay period.

Non-Exempt/Hourly Staff
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Hourly staff are paid for hours worked in the pay period following the period in which the hours were recorded 
(i.e., hours worked from the 1st through the 15th of the month are paid on the final business day of the month).

Hourly staff are required to record start/end time and lunch breaks daily on a timesheet. Hourly staff are also 
responsible for reporting accurate hours on their timesheets. Falsification of timesheet hours is prohibited. Staff 
must submit their timesheet to their immediate manager for approval of hours worked. 

School Non-Administrative Staff Pay Structures
Exempt Staff Pay Structure

Unless a state statute or regulation requires otherwise, exempt ten-month staff members' annual salaries will
be paid over a twelve-month period, to include pay during the summer months. Staff members will continue to 
receive normal payments for a twelve- month period (with pay dates of 6/30, 7/15, 7/31, and 8/15 or pay dates 
of 7/15, 7/31, 8/15, and 8/31, depending on the school’s first and last pay dates). If an exempt non-
administrative staff member does not work the entire school year, their pay will be prorated to reflect the 
percentage of scheduled workdays actually worked. Normal deductions for taxes and benefits will reduce this 
gross amount.

Non-Exempt Staff Pay Structure

Non-exempt staff are paid based on hours worked. Therefore, they receive pay only during the period in which 
they perform their work.

Merit Increases

Exempt and non-exempt ten non-administrative staff hired prior to April 1st may be eligible for a merit increase. 
All ten non-administrative staff members hired on or after April 1st will not be eligible for a merit increase in the 
year in which they were hired. 

Expense Reimbursement
You will be reimbursed for certain travel-related expenses. Manager’s authorization is required prior to 
incurring the expense. To be reimbursed for authorized expenses, submit an approved expense report along 
with appropriate supporting documentation to Concur within thirty (30) days of incurring the expense. Please 
review related materials on the Virtual Library. 

Non-Exempt Staff Travel Policy
Some non-exempt positions require occasional travel within the United States. Staff members in positions 
classified as non-exempt under the Fair Labor Standards Act are eligible for compensation for the time they 
spend traveling. The compensation a staff member receives depends upon the kind of travel and whether the 
travel time takes place within normal work hours or outside of normal work hours. 

Travel Time Within Normal Work Hours

Any portion of authorized travel time that takes place within normal work hours (as defined by the staff 
member’s normal work schedule) on any workday of the week is treated as work hours. Travel time within 
normal work hours will be paid at the staff member’s regular hourly rate and will be factored into overtime 
calculations.

Travel Time in Addition to Normal Work Hours

Any portion of authorized travel time (except for driving time equal to the normal commute to the staff 
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member’s assigned office) that takes place in addition to normal work hours is considered outside travel hours. 
When a non-exempt staff member is required to travel outside of normal work hours, they will be compensated 
at one-half their regular hourly rate for that portion of travel time. If one half of the hourly rate is below the state 
minimum wage, the staff member will be compensated at the minimum wage rate. 

Tracking and Reporting Travel Time

Staff are responsible for accurately tracking, calculating, and reporting travel time in accordance with this 
Policy.

Meal breaks should be deducted from all travel time. Travel time should be calculated by rounding up to the 
nearest quarter hour.

If a staff member requests a specific travel itinerary or mode of transportation that is different from the one 
authorized, only the estimated travel time associated with the schedule, route and mode of transportation 
authorized should be reported.

Social Security
You may be required by law to contribute a set amount of your wages to Social Security and Medicare. The 
organization matches your contribution as required by law. Some staff may be exempt from contributing to 
Social Security because of their participation in a state retirement system.

Unemployment Compensation
You may be eligible for unemployment compensation, under certain conditions, for a limited period. Teachers 
continuing employment, from one school year to the next, are not eligible for unemployment compensation 
during the summer holiday period. 

Workers’ Compensation
Consistent with federal and state law, workers’ compensation insurance coverage is provided for all staff who 
become injured or ill during their regular work assignments. 

Reporting a Workplace Injury

Report Your Injury Immediately: Notify your supervisor of any work-related injury or illness. It is 
your supervisor’s responsibility to notify Human Resources. A written report on the injury or illness 
must be provided to Human Resources within twenty-four (24) hours after the event. We will notify the 
workers’ compensation insurance carrier. Human Resources will be responsible for submitting all 
paperwork to the workers’ compensation insurance carrier.
Medical Care: If the injury requires first-aid treatment, you should use the first-aid kit located in each 
office. If the injury is serious, or you wish to seek further medical treatment, paramedic services may 
be called, or you can go to an urgent care facility. If you feel immediate medical treatment is not 
necessary and prefer to see your private physician, you may do so at your discretion. 
Disability Income: If your doctor states you are unable to return to work for a certain length of time, 
you may be entitled to receive workers’ compensation pay. In those serious cases requiring extended 
absence(s) from work, it is your obligation to keep your Human Resources Partner informed of your 
status.

Health Benefits

Pennwood Cyber Charter School

457



 
 

  

 Page 15  
    

All available staff benefits are described in the Benefits Guide. The most current version of the Benefits Guide 
is located on the Virtual Library.

Attendance Policies
Work Hours
Teachers work approximately 210 days per year as outlined in the school calendar. The standard work hours 
for all school-based staff members are established by the School CEO, with approval from their Academic 
Success Partner, and are noted accordingly in the School Handbook for parents and students. The support 
staff must also be made aware of the approved schedule. The standard work hours are established as the 
hours in which teachers are expected to be available to families. As professional, exempt staff members, 
teachers and administrators should expect their actual working hours to be determined by the amount of time 
required to complete the job. 

Unless otherwise noted in the offer letter, both exempt and non-exempt staff members are expected to work a 
minimum of forty (40) hours per week. If a staff member obtains approval to leave work early or to come in late, 
their time should be made up within the same work week as the approved time away from work. 

Adjunct Teachers

Adjunct teachers are part-time staff who work at home or at an alternative location. Adjunct teachers are 
required to consult with their manager(s) to schedule their “core hours,” which will consist of a minimum of 
three (3) office hours per week between the hours of 9:00 am and 5:00 pm (e.g., Mondays, Wednesdays, and 
Thursdays from 9:00 am – 10:00 am, Thursdays from 2:00 pm – 5:00 pm, etc.).

Attendance
Each staff member has a primary work location and work schedule for the purposes of this policy.

Staff members are responsible for being on time as defined by their supervisor and the needs of the 
organization. Staff members are responsible for submitting a leave request for any absence as required by 
Human Resources. All leave requests must be made in increments of two (2) hours. 

Staff members are required to call their supervisor each day they will be absent or late and must gain 
supervisor approval to leave work early. Notifying fellow staff is not sufficient. If you are unable to make the 
contact yourself because of illness, emergency, or for some other reason, you must have someone make the 
contact on your behalf. This is only appropriate if you are completely unable to make contact yourself.

Absence

If you are absent because of illness for five (5) or more successive days, you must submit written 
documentation from your doctor or be required to convert the days absent to other forms of paid leave, if 
available, or to unpaid leave. If you are absent five (5) or more successive days because of illness, you will be
required to provide written documentation from your doctor that you are able to resume normal work duties 
before you are allowed to return to work. These absences may be designated as family/medical leave 
depending on the circumstances.

Absence from work for three (3) successive days without notifying your supervisor or Human Resources will be 
considered a voluntary resignation. In general, five (5) unexcused absences in a ninety (90) day period, or a 
consistent pattern of absence, will be considered excessive, and the reasons for the absences may come 
under question. 
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Punctuality 

Tardiness or leaving early without permission from your supervisor can be detrimental to the school. Three (3) 
such incidents in a ninety (90) day period will be considered a “tardiness pattern” and will carry the same 
weight as an unexcused absence. Other factors, like the degree of lateness, may be considered.

Office Closure
If the school’s office(s) must close due to an emergency (such as hazardous weather conditions or a 
widespread health crisis) a "must read" WebMail notice will be sent from the school to all families explaining 
the details of the office closure. The school will also record a voicemail message announcing the details of the 
office closure on the school’s voicemail system. 

If you have permission to work from home as home-based staff on a regular or occasional basis, you will be 
expected to work a full day regardless of whether the office is open or closed. Any staff member with such 
permission is expected to work at full capacity to the best of their ability. We understand that depending on the 
situation, you may not be able to work from home at your usual capacity for reasons specific to the situation 
(i.e., having children home from school).

Since staff are provided with a web-based Education Management System (EMS) and remote access 
capability, there may be an opportunity for office-based staff to also work from home. The ability to work from 
home will be determined by your manager on an individual basis for each day in question. 

For all other staff, please contact your manager to determine work expectations during office closures. 
Typically, the school’s teachers can work from an alternate location, and are available for families via WebMail 
and an alternate phone number. More specific details about teacher support will be provided in the WebMail 
message.

If the office is open and you decide not to attempt to come to work due to inclement weather, you must contact 
your manager. Please make sure you have accurate contact information for your manager.

Compensation During Office Closure

If a staff member is expected or requested to work from home, they will receive standard compensation for 
hours worked. If a staff member who is expected or requested to work from home is unable to work, they must 
use paid time off. 

During a partial-day office closure, those without work at home privileges are not expected to work during the 
time period of the closure and would not be required to use paid time off and would be compensated for the 
duration of the partial closure.

Paid Time Off Requests During Office Closure

If a staff member without work at home privileges previously requested paid time off and the office is closed 
that day, they may have that request cancelled. If a staff member with work at home privileges had previously 
requested paid time off and the office is closed that day, they may still take that day off and thus would not 
have their request cancelled. 

During a partial-day office closure, if a staff member without work at home privileges previously requested paid 
time off during the day of the partial-closure, the request will be cancelled, and they will be compensated for 
the hours the office was closed. 

Holidays
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School Administrative Staff

We provide certain paid holidays each year to regular full-time and part-time twelve-month staff. 

The observed annual holidays schedule issued by Human Resources and is located on the Virtual Library.

School Non-Administrative Staff

Teachers and other school staff who work a total of 210 days per school year follow the holidays established in 
the School Calendar. 

Procedure

If school requirements dictate, a manager has the right to require staff members to work on a scheduled 
holiday and substitute an agreed alternate day off. To be eligible for paid holidays, staff members must work 
the last scheduled workday before and the first scheduled workday after the holiday, unless they submitted a 
request for paid time off and received approval in advance of the holiday. Exceptions may be made if a staff 
member provides Human Resources with documentation for an illness or other emergency. 

If it becomes necessary for some staff to work on a scheduled holiday, the following guidelines apply:

Where possible, exempt staff members are to be given a substitute holiday, the date and time to be 
determined mutually between the staff member and their manager.
Non-exempt staff members are to receive time and a half for hours actually worked on the holiday (in 
addition to holiday pay)

Holidays and Overtime

Paid holidays count as time worked for the calculation of overtime. Holiday hours and normally scheduled 
hours will be used in the determination of hours worked in the workweek towards overtime for non-exempt staff 
members. 

Termination on the Day Prior to Holiday

Staff who are terminated, voluntarily or by organizational action, on the day preceding a holiday are not eligible 
for holiday pay. 

*Additional leave benefits (sick, vacation, personal, etc.) may be found on the Virtual Library.
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Performance and Disciplinary Action Policies
Staff Performance Management
Performance refers to work performance, attendance and punctuality, conduct, and compliance with policies 
and procedures. Staff performance is the key to achieving school results and organizational productivity. We 
use informal and formal performance feedback tools are utilized to assist staff in developing high levels of 
performance.

Staff members receive a performance review in advance of their salary review date. Performance reviews are 
conducted annually at the end of the school year as well as mid-year in December or January. Staff members 
also receive periodic feedback both formally and informally from their supervisor. This feedback may be written 
or verbal.

Based on those reviews and other factors (e.g., position level, general market condition, internal equity, the 
school’s overall performance and merit increase pool, etc.), staff may be eligible for a merit increase. All salary 
increases must be reviewed and approved by two (2) levels up in the organization and by Human Resources.

Salary reviews are performed on a “common review date.” A performance review does not guarantee an 
increase in salary. Please review the Non-Administrative Staff Pay Structure section for information on merit 
increases. 

Disciplinary Process
Staff are expected to meet certain standards of work performance and conduct. These include, but are not 
limited to, those outlined in this handbook as well as in the job description. Staff who do not meet the standards 
and expectations may be given the opportunity to improve performance and/or conduct through the disciplinary 
process. 

The nature of the discipline, up to and including immediate termination of employment, will depend upon the 
staff member’s conduct and the relevant circumstances. It is not a guarantee of continued employment to be 
placed on an improvement plan as part of the disciplinary process. Staff members are expected to meet their 
performance obligations daily. Certain cases involving serious policy violations warrant a written warning with 
probationary status. This type of disciplinary action carries a contingency stating any further violations of policy 
or unacceptable performance or behavior will be grounds for termination.
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Workplace Conduct Policies
Standards of Conduct
To provide our staff with comfortable and safe working conditions, we maintain standards of professional 
behavior that must be followed. Although it is impossible to identify every possible example of prohibited 
conduct, the following is a partial list of infractions that may result in disciplinary action, up to and including 
termination of employment.

Perpetrating fraud against the school and/or Pearson affiliated entities or persons;
Theft, misappropriation, unauthorized possession, use / removal of School or Pearson property;
Carrying weapons or explosives, violating any criminal law while on school property or on 
organizational business;
Fighting or otherwise threatening, intimidating, coercing, or interfering with supervisors, coworkers, or 
guests;
Using profane, obscene, or abusive language while on our property or on organizational business
Sleeping during working hours;
Gambling or other immoral or disorderly conduct while on school property or on organizational 
business;
A pattern of chronic or excessive absenteeism, tardiness, leaving work early, or any other violation of 
the attendance policy;
Failure to properly notify an absence;
Failure to satisfactorily perform job duties, including insubordination or refusal to comply with 
instructions;
Hiring a third party to perform a staff member’s assigned job duties;
Intentional abuse, negligence, or destruction of school property;
Violation of any safety rule, policy, practice, or procedure;
Causing injury to a person or damaging property, machinery, equipment, supplies, or negatively 
impacting the business reputation;
False, fraudulent, misleading, or harmful statements or omissions in any medium, including social 
media platforms, concerning the Pennwood Cyber Charter School, affiliated entities, another staff 
member or our students, parents, colleagues, teachers, and vendors, or any statement that is harmful 
or disloyal to the school or places the school, including the education program, in a negative light;
Dishonesty or providing false information to your supervisor or other staff;
Misuse of private information and data created during school operations concerning staff members, 
students or their families;
Conduct, in our sole opinion, that reflects adversely on you or the school;
Failure to properly follow any rule or procedure, or violating any policy in this handbook; and/or
Other acts, in the opinion of school management and/or Human Resources, that warrant disciplinary 
action.

Respect for Others
We expect our staff to treat each other, students, teachers, vendors, regulators, legislators or any third party 
while performing their job duties with respect and consideration. Lack of respect can be shown through words, 
conduct, acts or demeanor. Some examples of lack of respect include snide remarks, inappropriate jokes, 
direct comments and avoidance of individuals. The above examples by no means describe all types of 
disrespectful behavior. As a rule, behaviors that affect another staff member’s ability to work depart from our 
standard for respect.
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Language in the Workplace
The use of obscenity, profanity, sexual innuendoes, coarse language or language that could be perceived as 
offensive in the workplace is highly unprofessional and unacceptable. Persistent use can create a hostile 
workplace environment and may amount to a form of harassment. All staff are cautioned to avoid such 
language. Persons improperly subjected to offensive language should report the incident, using the procedure 
outlined in the Preventing Workplace Harassment policy.

Professional Ethical Standards
Staff members must maintain high standards of personal and professional conduct and behavior and in all 
interactions and communications. Staff are required to use sound professional judgment when communicating 
with students and parents while handling situations requiring sensitivity. All school policies and protocols must 
be followed regarding FERPA and other dealings with students, parents, learning coaches and any agencies 
which may be associated with a family in the school.

Staff must display the highest integrity and the best judgment and ethics and use professional skills to the best 
interests of all. Staff must use only legal and ethical means when seeking to influence governmental legislation 
or regulations. Lastly, staff must aid in the professional development of those who enter the educational 
services profession by assisting them to understand the functions, duties, and responsibilities of the 
profession; and always endeavor to improve the school.

Reporting Unethical Behavior
Ethics Hotline

The school’s ongoing success depends on maintaining high ethical standards of conduct. To reinforce the 
commitment to the highest standards of ethics, Pearson Virtual Schools has made available the Ethics Hotline. 
The Ethics Hotline is a phone and web-based communications tool that offers staff a confidential way to raise a 
concern or report suspected unethical, unprofessional, illegal, or fraudulent activity by others associated with 
the organization or school. The hotline number is 833-710-0718 and the confidential web address is 
http://www.lighthouse-services.com/pearson.

Who should use the Ethics Hotline?
Any staff member who has information about possible criminal activities, ethical violations, or other work-
related incidents should use the Ethics Hotline. A staff member’s first option is to report suspicions to a 
member of school management or Human Resources, but if they are uncomfortable with the direct 
approach, the Ethics Hotline may be utilized.

What types of incidents should be reported?
Staff members are encouraged to report situations or events that could potentially harm students, the 
school(s), colleagues, or the organization. Examples include violations related to: 

Compliance with Regulations
Conflicts of Interest
Accounting and Auditing Practices
Gifts and Bribes
Disclosure of Confidential Information
Privacy of Student Records
Theft
Copyright Laws and Software Piracy

Misuse of Resources or Funds
Intellectual Property Infringement
Falsification of Information
Threats and Physical Violence
Discrimination
Harassment
Retaliation
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How it works
Concerns reported to the Ethics Hotline are received by an independent third-party communication specialist 
who will then report the information anonymously to Human Resources. At no point will the identity of the 
individual reporting the concern be revealed without their consent. Raising a concern or reporting misconduct 
in good faith is the right thing and such action will not be subject to discipline or retaliation. If the investigation 
of a concern reported through the Ethics Hotline reveals the initial report was done with malice or ill intent, it 
will be deemed the reporter will waive their right to anonymity and be subject to disciplinary action.

You are the key to an ethical workplace
While the Ethics Hotline is an ongoing program for concerned staff; we encourage direct communication with 
colleagues, managers, and/or members of school management. For staff who prefer to remain anonymous, the 
Ethics Hotline is available at any time, twenty-four (24) hours a day, seven (7) days a week.

Conflicts of Interest
Staff are prohibited from engaging or appearing to engage in any activities that conflict with the school’s 
interests. A conflict of interest, or the appearance thereof, may occur when an interest in, association with, 
and/or employment by another school or educational management organization, suppliers of goods or 
services, etc., is such that the ability to act in the best interests of the school may be called into question.

Please discuss any questions or concerns regarding conflicts of interest with your manager and/or Human 
Resources.

Conduct that may constitute a conflict of interest includes, but is not limited to:

Directly or indirectly borrowing from, lending to, investing in, or engaging in any substantial financial 
transaction with an existing or potential customer/student, supplier, etc.;
Performing outside work for another entity while working for the school or a program;
Transmitting confidential information to a student/parent/caretaker, vendor, competitor, or other 
individual who is not a staff member and who does not have authorization to receive it; 
Using organizational facilities, equipment, labor, or supplies to conduct outside activities; and/or
Having an intimate relationship with any student, parent/ caretaker of a student, staff member under 
direct supervision, except when such individual is a member of your family or when you have no work 
responsibilities associated with the individual, and the relationship is not prohibited by law or regulation, 
such as a relationship with an under-age student.

Gifts
Staff members are to avoid any conduct that gives rise to a conflict of interest or the appearance of a conflict of 
interest. Specifically, all staff must comply with laws that preclude giving gifts to government employees even 
when the gift is given without any intention of influencing the recipient. For purposes of this policy, a gift is 
defined as anything of value given or reimbursed by the organization for which goods or services are not 
provided in return as part of an ordinary business transaction. This may include tangible items, meals, and/or 
travel expenses. Accordingly, staff members must have all gifts reviewed by the Legal department by creating 
an Issue Aware ticket.

Staff members may not give, solicit, or accept gifts to or from any person or entity that has sought or seeks a 
business relationship with the school or organization unless approved through the Issue Aware process. Giving 
gifts to vendors, students and government officials is prohibited.

In no event should any gift of cash, including gift cards, be accepted or made.
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If a staff member receives an unsolicited gift, they must promptly notify their manager, in writing, and take the 
following action:

Return the gift with a letter to the donor explaining the Gift policy; or
When a gift cannot be returned because it is perishable and may become damaged or spoiled, send 
the donor a letter noting this fact explaining the Organization’s Gift policy; and
When it is necessary to write a letter as prescribed above, the recipient should provide a copy of the 
letter to their manager and should submit it to the Legal Department.

Authorizations and Approvals
Under no circumstances is a staff member, other than those who have purchasing responsibility authorized in 
writing, to commit to any purchase or agreement that financially obligates the school or organization. If a staff 
member is required to procure goods and services, the appropriate authorizations from the staff member’s 
manager must be obtained in accordance with the organization’s fiscal policies. Failure to obtain the proper 
authorizations/approvals will result in disciplinary action and/or a requirement that the individual accept 
personal responsibility for an obligation wrongfully made in the school’s name.

Solicitation and Distributions
Staff members are prohibited from soliciting and/or distributing non-school material in work areas and during 
school hours. Bulletin boards, internal directories, interoffice mail, email, and other organizational resources 
are to be used only for school business purposes unless designated otherwise.

Staff members may not solicit or distribute ANY information in work areas on behalf of a business, club, school, 
society, religious group, nonprofit organization, or political party during work time or during the work time of the 
staff to whom such activity is directed.

If the activity is not disruptive, staff may distribute information about nonprofit fundraising efforts or distribute 
small items, such as cookies or candy for sale, if the proceeds will be received by a nonprofit organization. 
Permitted activities will be determined by school management. Requests to conduct fundraising activities must 
be approved in advance by the School CEO.

The school reserves the right to sponsor certain nonprofit fundraising events. However, participation will not be 
required. 

Appearance and Dress
The school strives to provide a work environment that is both professional and comfortable. Staff member’s 
dress, grooming, and personal hygiene should be appropriate to the school environment in accordance with 
guidelines set forth by the supervisor. In general, staff members are expected to dress and present themselves 
in a manner that is acceptable in a school setting. 

When meeting with families, students, and/or external parties, or visitors at the school, staff members should 
dress in accordance with the expectations of those individuals. Staff members who are dressed inappropriately 
may be asked to return home to select suitable attire. Any questions concerning the dress code should be 
directed to an immediate supervisor or Human Resources.

Animals in the Workplace
Pets are not permitted at the school office or at school related events, unless they are the staff member’s 
registered service animal. If you have questions regarding registered service animals, please contact Human 
Resources for additional information and requirements.
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Conduct While Driving
Staff members are completely responsible for any accidents, fines, or traffic violations incurred while operating 
personal vehicles. While driving a personal vehicle, or a rental vehicle for school business, the staff member’s
personal automobile insurance will be considered primary and any organizational-provided coverage 
secondary.

Staff members who are driving while on school business are expected to conduct themselves in a safe and 
legal manner, obeying posted speed limits and avoiding distractions while driving.

Social Media Policy
The school believes in utilizing social media sites to foster online collaboration and share what the school 
does, but staff members are expected to do so responsibly. As online communication platforms continue to 
evolve, so will school policies. Staff members should speak freely, but also responsibly. This policy is focused 
on social media activities in or outside of work that could affect work performance, the performance of other 
staff, or the school’s interests. The policy provides standards for staff who choose to contribute or participate in 
blogs, wikis, social networks (Facebook, Instagram, Twitter, etc.), virtual worlds, user-generated audio and 
video (YouTube), or other social media. The standards of conduct apply to online activities. Remember that our 
rules of conduct apply to online activities, and any information or comments posted publicly may be escalated 
to Human Resources for review.

Staff members are discouraged from participating in one-on-one communication or sharing personal 
information with students through social media sites. It is not appropriate for teachers or other staff members to 
deviate from their professional role with students at any time. If teachers or other staff members choose to 
interact with students through social media sites, the interaction should be logged, and use filters or other 
mechanisms to preserve the professional nature of the student-teacher relationship. While such precautions 
might limit a student's access to a staff member’s personal information, staff members may still have access to 
the personal information of a student. In such a case, information learned about students through these 
networking and social media sites may trigger a duty under applicable law to report suspected abuse, neglect, 
or other conduct to the authorities. 

This Policy shall not be construed or applied to interfere with section seven (7) of the National Labor Relations 
Act.

Participation in Social Media Sites

1. Write about what you know. Ensure that statements you make are accurate and factual. Be exciting 
and creative when talking about the school, but do not exaggerate or guess. If someone asks a 
question you do not know the answer to, forward it to an expert within the organization.

2. Present yourself well. Take into consideration that anything you post is made public and could be 
misconstrued by readers. Assume that your colleagues, manager, school’s students and their parents 
will read it. Keep that in mind as you post and present yourself in a way that you would in the office. Be 
sure the image you portray is consistent with the work you do. Social media sites tend to blur the lines 
between personal and professional lives, and public and private information. Be aware of that line and 
communicate accordingly.

3. Do not post information that is derogatory or disrespectful to the school or the school community or that 
places the school in a negative light. 

4. Restrict access if appropriate. Because boundaries can be blurred, everyone potentially has access to 
your information. Many social sites have privacy settings. Think about using them. 

5. Present the school and organization well. Just by identifying yourself as a school staff member, you are 
creating perceptions about the school and organization. Make sure that content associated with your 
school is consistent with the school’s values and standards of conduct.
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6. Respect your audience. It is fine to have a healthy debate, but do not disparage others. Carry the 
customer service model through to your social media content. Outside parties CAN pursue legal action 
against you personally for content you post.

7. Correct mistakes. If you made a mistake, correct it. Just make sure you indicate that you have done so 
before modifying postings.

8. Identify yourself appropriately. Do not misrepresent who you are – if you are commenting about the 
school, let others know your role and status. Make it clear that you are speaking for yourself and not on 
behalf of the school. Only staff officially designated by the school have the authority to speak on behalf 
of the school.

Prohibited Activities on Social Media Sites

1. Do not violate your confidentiality and non-disclosure agreement. Follow the official policies protecting 
the school’s proprietary and confidential information. Things you absolutely cannot disclose on social 
media sites include, but are not limited to: financial information, trade secrets, customer information, 
and confidential or personally identifiable information about students. View the Confidential Records-
Access, Retention, and Disclosure Policies and your non-disclosure agreement, if applicable, for more 
details.

2. Do not violate copyright or fair use laws. It is extremely important that you respect the laws governing 
copyright and fair use of copyrighted material owned by the school or others, for our protection as well 
as your own.

3. Never conduct school business on a social media site. Our internal Education Management System 
(EMS) and other communication tools provided are the appropriate venues for work-related activities.
All contacts with students or parents should occur on and be tracked using the school’s 
communication tools, not social media sites.

4. Do not disrupt or denigrate the learning environment. Teachers and school administrators should 
maintain a supervisory, professional, and respectful relationship with students and the school 
community.

5. Do not publish information about students.
6. Do not publish personally identifiable information, including photos, about your colleagues without their 

consent.
7. Do not let social media interfere with your work performance.
8. Know your obligations. It is your responsibility to understand and be familiar with the reporting 

requirements, for example child abuse and neglect, consistent with the laws of the state in which you 
work and the school’s policy.

Social media should never be used in a way that violates any other policies or staff member obligations. If your 
social media activity would violate any of the school’s policies in another forum, it will also violate them in an 
online forum. Staff members who violate the school’s policies may be subject to discipline, up to and including 
termination of employment.

Substance Abuse
The school is committed to maintaining a safe, healthy, and efficient working environment, therefore requiring a 
drug-free workplace. Staff are strictly prohibited from misusing/abusing controlled substances, intoxicants, 
inhalants, alcohol and prescription drugs, or purchasing, selling, manufacturing, distributing, possessing, or 
working under the influence of illegal substances. Staff are also prohibited from consuming alcohol in the 
presence of any students or families enrolled in the school. 

Staff who take over the counter or prescription medication are responsible for being aware of any adverse 
effect(s) the medication may have on work performance. Please promptly report to your supervisor if the use of 
medication might impair your ability to perform the job safely and/or effectively. Depending on the 
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circumstances, staff members may be reassigned, forbidden to perform certain tasks, or prohibited from 
working if they are deemed unable to perform the job safely and/or properly while taking such medication. It is 
a violation of this policy to take over the counter or prescribed medication contrary to its proper use.

Use of property and equipment, a school vehicle, or a personal or rented vehicle in the performance of their job 
responsibilities while under the influence of illegal drugs, intoxicants, inhalants, or quantities of alcohol above 
legal limits is prohibited.

Staff members should contact their manager if they are aware of illegal activity at the school. Full cooperation 
with school management and/or Human Resources is required if they are involved in substance abuse 
investigations. Staff members referred for treatment that do not remain drug/alcohol free, and/or perform 
unsatisfactorily on the job, may be subject to termination.

Definition of “Controlled Dangerous Substance”

“Controlled dangerous substance,” as used in this policy, has the same meaning as the term “controlled 
substance” in the Controlled Substances Act (21 U.S.C. 802), and includes (1) any substance that has not 
been legally prescribed by a properly licensed physician, and (2) any substance that is legally obtainable, but 
has not been legally obtained or is not being used in the prescribed dosage for prescribed purposes. This 
policy does not prohibit staff members from taking prescribed medication under the direction of a physician, 
provided that the prescribed medication does not impair performance or threaten safety, security and/or 
property, or that of the school and/or coworkers. The use of prescribed medication in a manner that is 
inconsistent with the directions of a physician is not exempt from general prohibitions on substance abuse.

Searches

The organization reserves the right to carry out reasonable searches of staff and staff member’s property, 
including desks, work areas, files, lockers, bags, or other personal belongings (including vehicles), while at any 
of school sites or work-related areas, if there is a valid reason for such a search. 

Drug and Alcohol Testing

Under this Drug and Alcohol Policy, the organization may require pre-employment testing, reasonable cause 
testing, post-accident testing, unannounced random testing, and follow-up testing.

Pre-Employment Testing: The School may require all candidates for employment to submit to drug 
testing as a condition of any offer of employment. Positive test results for any controlled substance as 
defined in this policy will be considered in making final employment decisions.
Reasonable Suspicion Testing: The School may require a drug and/or alcohol test whenever abuse 
is reasonably believed from the facts and circumstances, such as: appearance, conduct, speech or 
body odors; appearing to be under the influence of a controlled substance or alcohol; or otherwise 
violating any aspect of this policy; federal, state or local law/ regulations.
Post-Accident Testing: The School may require to a drug and/or alcohol test whenever staff are 
involved in or has contributed to a work-related incident that resulted or could have resulted in injury 
to any person or damage to property. Tests will be performed within two (2) hours of the accident or 
as soon as practicable following the accident. A staff member who is seriously injured and cannot 
provide a specimen at the time of the accident shall provide the necessary authorization for obtaining 
hospital reports and/or other documents that would indicate if any controlled substances or alcohol 
was present in their system.
Unannounced Random Testing: The School may perform unannounced randomly selected drug 
testing. Once notified, the staff member must report to the testing site immediately. The random 
selection process will be such that every covered staff member has a substantially equal chance of 
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being selected for testing each time, regardless of whether they were previously subject to testing. 
Human Resources may limit the random selection pool to staff in certain positions.
Follow-up Screening: If the staff member, in the course of employment, enters an employee 
assistance program for drug or alcohol-related problems or a drug or alcohol rehabilitation program, 
the school may require follow-up testing.

Staff Assistance and Rehabilitation

The school encourages any staff member with a drug or alcohol abuse problem to seek treatment voluntarily. 
In the case of a positive drug or alcohol test result or a violation of this policy, the school and/or Human 
Resources reserves the right to determine whether to allow the staff member an opportunity to be placed in or 
enter into a rehabilitation program agreement as an alternative to termination.

No staff member will be subject to disciplinary action solely for acknowledging a drug or alcohol problem and 
seeking treatment for the problem. However, to take advantage of that protection, staff must come forward and 
seek treatment before they are asked to take a drug or alcohol test or are suspected of violating any aspect of 
this policy.

Under the rehabilitation program and agreement, the staff member will, among other things, be required to 
successfully complete an alcohol/drug treatment program before returning to work. Staff must apprise Human 
Resources of their condition while undergoing rehabilitation, as well as provide written verification of 
attendance at treatment sessions. Upon returning to work, the staff member’s performance must remain at an 
acceptable level, including attendance and punctuality.

Confidentiality

The results of any drug or alcohol test conducted pursuant to this policy shall be kept confidential to the extent 
possible. Test results shall not be disclosed, except to persons to whom disclosure is necessary, to defend
against any legal action brought by the tested staff member or candidate for employment against the school or 
organization, or to any government contractor, or as otherwise required by law or regulation.

Staff Who Work with Children
It is the school’s policy to ensure the safety and well-being of all children participating in activities to report 
suspected cases of child abuse and neglect consistent with the requirements of applicable law. A staff member 
will not knowingly be placed in a position that has direct contact with children if they are/were accused of a 
crime against children, child abuse, or child neglect. Individuals who have direct contact with children must 
pass appropriate background screening measures and convictions of this nature will not be hired. 

Awareness of Possible Abuse/Neglect (Mandatory Reporter)

All individuals participating in school activities where children are present are responsible for being alert to 
possible sexual abuse or exploitation, sexual misconduct, abuse or neglect. Educators with such awareness 
must file a mandatory report form with the Pennsylvania Department of Education. We provide training to staff 
who interact with children, which includes guidelines for identifying and procedures for reporting suspected 
child abuse or neglect. All Staff must comply with the procedures established in the training(s).

Non-Fraternization Policy

School staff are strictly prohibited from engaging or appearing to engage in personal relationships with 
students that are outside the scope of a professional adult/student relationship. If the conduct is believed to 
constitute a crime under state or federal law, violators of this policy will be reported to the appropriate law 
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enforcement authority. In addition, the parents/ guardians/Caretaker of the student affected will be notified of 
the student’s involvement and the actions taken.

Interaction with Students

Any staff member who interacts with students should be familiar with and comply with the policies contained 
within the School Handbook Supplement as it pertains to harassment or treatment of students. Harassment or 
treatment of a student that is prohibited by the School Handbook Supplement is not tolerated. Any staff 
member who violates the policies in the School Handbook Supplement may receive disciplinary action. 

Transportation of Students by Staff and Student Home Visits

Staff members are strictly prohibited from providing transportation to students for any purpose. 

A staff member may be permitted to visit the home of a student if the student’s parent or guardian is present. 
Prior to such a visit, the staff member must gain approval from the School CEO or their designee. Further, a 
staff member visiting a student’s home must do so with at least one other staff member. It is never permitted to 
conduct a home visit without another staff member in attendance.

Actions in the Presence of Children and Families

The following are prohibited actions in the presence of students or families:

Smoking or using tobacco products;
Consuming alcohol or drugs; and/or
Using profanity, inappropriate language, or language that could be perceived as offensive.

Inappropriate Physical Contact with Children

Staff may not engage in physical contact with a child that is harmful, sexual, offensive, unwelcome or 
inappropriate. Staff may not engage in physical contact with staff members, customers or educational partners 
that is perceived as harmful, sexual, offensive, unwelcome or inappropriate.

Additionally, staff must adhere to the requirements set forth in the Pennsylvania Code of Professional Practice 
and Conduct for Educators, as well as state criminal statutes regarding assault.

Reporting of Suspected Child Abuse

The school requires trustees, employees, independent contractors, and volunteers to comply with 
identification and reporting requirements for suspected child abuse, as well as the training requirement for 
recognition and reporting of child abuse to comply with the Child Protective Services Law and the School 
Code.

Definitions
The following words and phrases, when used in this policy, shall have the meaning given to them in this 
section:

Bodily injury - impairment of physical condition or substantial pain.

Child - an individual under 18 years of age.

Child abuse - intentionally, knowingly or recklessly doing any of the following:

1. Causing bodily injury to a child through any recent act or failure to act.
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2. Fabricating, feigning or intentionally exaggerating or inducing a medical symptom or disease that 
results in a potentially harmful medical evaluation or treatment to the child through any recent act.

3. Causing or substantially contributing to serious mental injury to a child through any act or failure to 
act or a series of such acts or failures to act.

4. Causing sexual abuse or exploitation of a child through any act or failure to act.
5. Creating a reasonable likelihood of bodily injury to a child through any recent act or failure to act.
6. Creating a likelihood of sexual abuse or exploitation of a child through any recent act or failure to 

act.
7. Causing serious physical neglect of a child.
8. Engaging in any of the following recent acts:

a. Kicking, biting, throwing, burning, stabbing or cutting a child in a manner that endangers the 
child.

b. Unreasonably restraining or confining a child, based on consideration of the method, 
location or the duration of the restraint or confinement.

c. Forcefully shaking a child under one year of age.

d. Forcefully slapping or otherwise striking a child under one year of age.

e. Interfering with the breathing of a child.

f. Causing a child to be present at a location while a violation of 18 Pa. C.S. § 7508.2 (relating 
to operation of methamphetamine laboratory) is occurring, provided that the violation is 
being investigated by law enforcement.

g. Leaving a child unsupervised with an individual, other than the child's parent, who the actor 
knows or reasonably should have known: Is required to register as a Tier II or Tier III sexual 
offender under 42 Pa. C.S. Ch. 97 Subch. H (relating to registration of sexual offenders), 
where the victim of the sexual offense was under 18 years of age when the crime was 
committed; has been determined to be a sexually violent predator under 42 Pa. C.S. § 
9799.24 (relating to assessments) or any of its predecessors; or has been determined to be 
a sexually violent delinquent child as defined in 42 Pa. C.S. § 9799.12 (relating to 
definitions).

9. Causing the death of the child through any act or failure to act.
10. Engaging a child in a severe form of trafficking in persons or sex trafficking, as those terms are 

defined under section 103 of the Trafficking Victims Protection Act of 2000.

The term child abuse does not include:

1. conduct that causes injury or harm to a child or creates a risk of injury or harm to a child if there is 
no evidence that the person acted intentionally, knowingly or recklessly when causing the injury or 
harm to the child or creating a risk of injury or harm to the child.  

2. injuries that result solely from environmental factors, such as inadequate housing, furnishings, 
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income, clothing and medical care, that are beyond the control of the parent or person responsible 
for the child’s welfare with whom the child resides.  

3. the use of reasonable force on or against a child by the child’s own parent or person responsible 
for the child’s welfare if any of the following conditions apply:

a. The use of reasonable force constitutes incidental, minor or   reasonable physical contact 
in order to maintain order and control;

b. The use of reasonable force is necessary:
i. to quell a disturbance or remove a child from the scene of a disturbance that 

threatens property damage or injury to persons;
ii. to prevent the child from self-inflicted physical harm;
iii. for self-defense or defense of another; or
iv. is necessary to gain possession of weapons, controlled substances or other 

dangerous objects that are on the person of the child or in the child’s control.
4. harm or injury to a child that results from the act of another child shall not constitute child abuse 

unless the child who caused the harm or injury is a perpetrator.  Notwithstanding this exclusion, 
the following shall apply:

a. Acts constituting any of the following crimes against a child shall be subject to the reporting 
requirements of this policy:

i. Rape as defined in 18 Pa.C.S. § 3121;
ii. Involuntary deviate sexual intercourse as defined in 18 Pa.C.S. § 3123;
iii. Sexual assault as defined in 18 Pa.C.S. § 3124.1;
iv. Aggravated indecent assault as defined in 18 Pa.C.S. § 3125;
v. Indecent assault, as defined in 18 Pa.C.S. § 3126;
vi. Indecent exposure, as defined in 18 Pa.C.S. § 3127.

b. No child shall be deemed to be a perpetrator of child abuse based solely on physical or 
mental injuries caused to another child in the course of a dispute, fight or scuffle entered 
into by mutual consent.

An individual participating in a practice or competition in an interscholastic sport, physical education, a 
recreational activity, or an extracurricular activity that involves physical contact with a child does not, in 
itself, constitute contact that is subject to the reporting requirements of this policy.  

Direct contact with children – the care, supervision, guidance or control of children or routine interaction 
with children.

Independent contractor - an individual who provides a program, activity or service. The term does not 
include an individual who has no direct contact with children.

Perpetrator - a person who has committed child abuse and is:  (1) a parent/guardian of the child, (2) a 
spouse or former spouse of the child's parent/guardian, (3) a paramour or former paramour of the child's 
parent/guardian, (4) a person 14 years of age or older and responsible for the child’s welfare, (5) an 
individual 14 years of age or older who resides in the same home as the child, or (6) an individual 18 years 
of age or older who does not reside in the same home as the child but is related within the third degree of 
consanguinity or affinity by birth or adoption to the child, (7) An individual 18 years of age or older who 
engages a child in severe forms of trafficking in persons or sex trafficking, as those terms are defined 
under section 103 of the Trafficking Victims Protection Act of 2000.
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Person responsible for the child's welfare - a person who provides permanent or temporary care, 
supervision, mental health diagnosis or treatment, training or control of a child in lieu of parental care, 
supervision and control.  The term includes any such person who has direct or regular contact with a child 
through any program, activity or service sponsored by a school, for-profit organization or religious or other 
not-for-profit organization.

Program, activity or service - a public or private educational, athletic or other pursuit in which children 
participate.  The term includes, but is not limited to, the following:

1. A youth camp or program.
2. A recreational camp or program.
3. A sports or athletic program.
4. An outreach program.
5. An enrichment program.
6. A troop, club or similar organization.

Recent act or failure to act - any act or failure to act committed within two years of the date of the report 
to the Department of Public Welfare (also known as the Department of Human Services) or county agency.

Recklessly – this term shall have the same meaning as provided in 18 Pa. C.S. § 302.  

School employee - an individual who is employed by a school or who provides a program, activity or 
service sponsored by a school.  The term excludes an individual who has no direct contact with children.

Serious mental injury - a psychological condition, as diagnosed by a physician or licensed psychologist, 
including the refusal of appropriate treatment, that:

1. Renders a child chronically and severely anxious, agitated, depressed, socially withdrawn, 
psychotic or in reasonable fear that the child's life or safety is threatened; or

2. Seriously interferes with a child's ability to accomplish age-appropriate developmental and social 
tasks.

Serious physical neglect - any of the following when committed by a perpetrator that endangers a child's 
life or health, threatens a child's well-being, causes bodily injury or impairs a child's health, development 
or functioning:

1. A repeated, prolonged or egregious failure to supervise a child in a manner that is appropriate 
considering the child's developmental age and abilities;

2. The failure to provide a child with adequate essentials of life, including food, shelter or medical 
care.

Sexual abuse or exploitation - any of the following:
1. The employment, use, persuasion, inducement, enticement or coercion of a child to engage in or 

assist another individual to engage in sexually explicit conduct, which includes, but is not limited 
to, the following:

a. Looking at the sexual or other intimate parts of a child or another individual for the purpose 
of arousing or gratifying sexual desire in any individual.

b. Participating in sexually explicit conversation either in person, by telephone, by computer
or by a computer-aided device for the purpose of sexual stimulation or gratification of any 
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individual.

c. Actual or simulated sexual activity or nudity for the purpose of sexual stimulation or 
gratification of any individual.

d. Actual or simulated sexual activity for the purpose of producing visual depiction, including 
photographing, videotaping, computer depicting or filming.

2. Any of the following offenses committed against a child: rape; statutory sexual assault; involuntary 
deviate sexual intercourse; sexual assault; institutional sexual assault; aggravated indecent 
assault; indecent assault; indecent exposure; incest; prostitution; sexual abuse; unlawful contact 
with a minor; or sexual exploitation.

Sexual abuse or exploitation does not include consensual activities between a child who is 14 years of 
age or older and another person who is fourteen 14 years of age or older and whose age is within 4 years 
of the child's age.

Student - an individual enrolled in a public or private school, intermediate unit or area vocational-technical 
school who is under 18 years of age.

Guidelines

Training
The school shall provide all employees and independent contractors of the school who have direct contact 
with children with mandatory training on child abuse recognition and reporting.  The training shall include, 
but not be limited to, the following topics:

1. Recognition of the signs of abuse and sexual misconduct and reporting requirements for suspected 
abuse and sexual misconduct per the PA Child Protective Services Law.

2. Provisions of the Educator Discipline Act, including mandatory reporting requirements for 
suspected abuse and sexual misconduct.

3. The school’s policy related to reporting of suspected abuse and sexual misconduct.

4. Maintenance of professional and appropriate relationships with students.

Employees are required to complete a minimum of three (3) hours of training every five (5)years.  
Volunteers and student teachers should be provided with opportunity to participate in training.  

Duty to Report
Trustees, school employees, independent contractors and volunteers shall make a report of suspected 
child abuse if they have reasonable cause to suspect that a child is the victim of child abuse under any of 
the following circumstances:

1. The trustee, school employee, independent contractor or volunteer comes into contact with the 
child in the course of employment, occupation and the practice of a profession or through a 
regularly scheduled program, activity or service.

2. The trustee, school employee, independent contractor or volunteer is directly responsible for the 
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care, supervision, guidance, or training of the child.

3. A person makes a specific disclosure to a trustee, school employee, independent contractor or 
volunteer that an identifiable child is the victim of child abuse.

4. An individual 14 years of age or older makes a specific disclosure to a trustee school employee, 
independent contractor or volunteer that the individual has committed child abuse.

A child is not required to come before the trustee, school employee, independent contractor or volunteer 
in order for that individual to make a report of suspected child abuse. A report of suspected child abuse 
does not require the identification of the person responsible for the child abuse. 

Any person required to report child abuse who willfully fails to do so may be subject to disciplinary action 
and criminal prosecution. Any person who intentionally or knowingly makes a false report of child abuse 
or intentionally or knowingly induces a child to make a false claim of child abuse may be subject to 
disciplinary action and criminal prosecution. Any person who engages in intimidation, retaliation, or 
obstruction in the making of a child abuse report or the conducting of an investigation into suspected child 
abuse may be subject to disciplinary action and criminal prosecution.

The school shall not discriminate or retaliate against any person for making, in good faith, a report of 
suspected child abuse.

Reporting Procedures
Trustees, school employees, independent contractors or volunteers who suspect child abuse shall 
immediately make a written report of suspected child abuse using electronic technologies 
(www.compass.state.pa.us/cwis at the time of the adoption of this policy) or an oral report via the statewide 
toll-free telephone number (1-800-932-0313 at the time of the adoption of this policy).  A person making 
an initial oral report of suspected child abuse must also submit a written electronic report within 48 hours 
after the oral report.  Upon receipt of an electronic report, the electronic reporting system will automatically 
respond with a confirmation, providing the school with a written record of the report.  If such automatic 
written confirmation is not received, then the person reporting the suspected child abuse shall immediately 
make an oral report via the statewide telephone number. 

A trustee, school employee, independent contractor or volunteer who makes a report of suspected child 
abuse shall immediately, after making the initial report, notify the school CEO or their designee if the initial 
report was made electronically, also provide the school CEO or their designee with a copy of the report 
confirmation. 

When a report of suspected child abuse is made by a trustee, school employee, independent contractor 
or volunteer as required by law, the school is not required to make more than one report.

If the school CEO or their designee reasonably suspects that conduct being reported involves an incident 
required to be reported under the school’s Memorandum of Understanding with local law enforcement, the 
school CEO or their designee shall inform local law enforcement, in accordance with applicable law, 
regulations and Board policy.

Investigation
The school CEO or their designee shall facilitate the cooperation of the school with the Department of 
Human Services of the Commonwealth, the county agency, or law enforcement investigating a report of 
suspected child abuse. 
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Upon notification that an investigation involves suspected child abuse by a school employee or 
independent contractor, the school CEO or their designee shall immediately implement a plan of 
supervision or alternative arrangement for the school employee or independent contractor under 
investigation to ensure the safety of the child and other children who are in the care of the school.  The 
plan of supervision or alternative arrangement shall be submitted to the county agency for approval.

Preventing Workplace Harassment
The harassment or discrimination of staff based on age, race, color, religion, sex, pregnancy, gender identity, 
national origin, physical or mental disability, sexual orientation, marital status, veteran status, protected genetic 
information, or any other class protected by federal, state, or local law is strictly prohibited. The school does 
not tolerate harassment or hostile actions in the workplace by any person. Prompt action will be rendered to 
correct any harassment, up to and including disciplinary action or termination. 

Harassment is a form of discrimination that occurs when someone engages in unwelcome and reasonably 
offensive conduct based on a protected characteristic, and that conduct adversely affects an individual’s 
working conditions. This policy applies to harassment of any staff members by another staff member, a 
supervisor, or any other individual with whom a staff member interacts in the course of their employment at the 
school, including but not limited to parents/caretakers, vendors, suppliers, contractors, or other similar 
individuals.

Definitions

Harassment can result from a broad range of actions, including, but not limited to: 

Verbal conduct: comments that that could be considered harassing if they are likely to offend a 
reasonable person;
Visual conduct: visual materials that contribute to a hostile work environment by their sexually 
explicit or derogatory nature;
Physical conduct: touching that a reasonable person would find offensive;
Sexual Harassment: any unwelcome or unwanted sexual advances, request for sexual favors, and 
other verbal, nonverbal, or physical conduct of a sexual nature, where:

» It is expressed or implied that a staff member’s submission to or refusal of the conduct will 
have any effect on their employment, job assignment, wages, evaluation, promotion, 
training, future job opportunities, or other terms or condition of employment, or where such 
submission or refusal is used as a factor in decisions relating to the person’s employment; or

» The conduct is so severe and pervasive it creates an intimidating, hostile, or offensive work 
environment.

Sexual Harassment

All staff has the right to work in an environment free of sexual harassment. The school prohibits sexual 
harassment in all its forms. This Policy applies to all staff members by any other individual regardless of their 
position with the school and extends to individuals the staff member may encounter during their professional 
workday, including new hire applicants, contractors, and vendors.

Some examples of sexual harassment include, but are not limited to, the following:

Offensive remarks about a person’s sex;
Unwanted sexual advances, or requests or demands for sexual favors or sexual acts;
Verbal or physical conduct of a sexual nature that is not welcomed by another person, such as 
repeated sexual flirtation, advances, innuendo, propositions, gestures, jokes, or mockery;
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The public display or distribution of sexually oriented objects, pictures, literature, illustrations, 
drawings or cartoons, including materials downloaded from computer systems via the internet, 
electronic mail, or other sources; and/or
Any uninvited and unwelcome physical contact.

Whether at the school or any other work-related settings, such as school sponsored trips, conventions or 
conferences; or school sponsored social events, this policy applies to all workplaces and workspaces utilized 
during the scope of employment. Staff members are expected to conduct themselves in a professional manner 
in the workplace and at any other time when representing the school. Exemplary professional conduct is 
essential to promote quality work, and to ensure a work environment free of discrimination. Physical conduct of 
a sexual nature, even if welcomed by another staff member, is prohibited in the workplace, or in any school-
related setting.

Staff members are encouraged, if possible, to inform their sexual harassment offender that their behavior is 
unwelcome and request the sexual harassment behavior to stop. 

Please refer to the harassment training provided at the start of employment for more detailed information on all 
forms of harassment and school policies on harassment.

Complaint Procedure

. Any manager who becomes aware of allegations of harassment must bring the allegations to the attention of 
the School CEO and Human Resources. Staff who believe that they are being harassed or have been 
harassed, should report the conduct to the School CEO and Human Resources for immediate review.

Complaints will remain confidential to the extent reasonable and practicable while under investigation and as 
their unique circumstances warrant. Complaints will be investigated promptly, thoroughly and impartially.

If an investigation substantiates allegations of harassment, immediate and appropriate corrective action that is 
designed to address, stop, and remedy the harassment will be taken, and the school will ensure that the 
harassment does not recur.

Investigation Procedure

During the investigation, Human Resources will instruct and provide guidance to participants of the 
investigation regarding confidentiality, and staff members are expected to fully comply with these instructions 
to maintain the integrity of the investigation. 

A staff member who is questioned as part of an investigation must be forthcoming and candid in answering all 
questions and must not withhold information pertinent to the investigation.

Withholding information or providing false information during an investigation is a serious violation of this Policy 
and will subject an individual to disciplinary action, up to and including termination.

Protection Against Retaliation and Sanctions

Any form of retaliation against an individual who makes a bona fide complaint of harassment, for assisting in a 
complaint investigation, for providing information in a complaint investigation, or for making any determination 
necessary under this policy is prohibited. Retaliation is a serious violation of this policy, and any individual 
found to have retaliated against another person in violation of this policy will be subject to discipline, up to and 
including termination of employment.

Any staff member that violates this policy or makes a false or malicious compliant of sexual harassment, 
regardless of position at the school, will be subject to discipline, up to and including termination. 
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Authority and Responsibility

If a manager learns that a staff member is suffering potentially harassing behavior, the manager must act 
expediently to ensure that the harassing behavior is investigated, and if necessary, promptly stopped. All
managers are responsible for preventing staff from being subjected to harassment, and for reporting any 
complaint or incident of harassment to Human Resources immediately and at the very least within twenty-four 
(24) hours using the above outlined procedures. If an incident is not reported, but a supervisor is aware of 
potential harassment, this must also be reported immediately and at the very least within twenty-four (24) 
hours to Human Resources.

Managers must immediately report any allegations of harassment, even if the allegations are against the 
individual required to report the allegations. Managers have a legal duty to report harassing behavior, even if 
the complaining staff member requests that the matter be kept confidential. The matter will be kept as private 
as possible, and the staff member will be protected from retaliation.

Managers should follow up with the staff member periodically during the investigative process, as well as after 
the investigation has been completed, to ensure that they are not experiencing retaliation or further 
harassment.

Whistleblower PolicyAll school employees are subject to the obligations and protections of the Pennsylvania 
Whistleblower Law, 43 Pa.C.S. §§ 1421-1428. the school will not discharge, threaten or otherwise discriminate 
or retaliate against an employee regarding the employee's compensation, terms, conditions, location, or 
privileges of employment because the employee, or a person acting on behalf of the employee, makes a good 
faith report or is about to report to the school or an appropriate authority an instance of wrongdoing, which is 
not merely technical or minimal, or an instance of substantial waste, abuse, misuse, destruction or loss of the 
funds or resources of the school. In addition, the school will not discharge, threaten or otherwise discriminate 
or retaliate against an employee regarding the employee's compensation, terms, conditions, location or 
privileges of employment because the employee is requested by an appropriate authority to participate in an 
investigation, hearing or inquiry held by an appropriate authority or in a court action. Any individual who has a 
concern or complaint regarding any of the above should immediately contact the CEO in writing.

Responsibilities of the Board of Trustees

1. the school’s Board of Trustees has established the following procedures to receive, retain, 
investigate and act on complaints and concerns of trustees, officers, employees, and others regarding:

a. accounting, internal accounting controls, and auditing matters, including complaints 
regarding attempted or actual circumvention of internal accounting controls or complaints 
regarding violations of the school’s accounting policies (an “accounting allegation”);

b. violations of, or noncompliance with, legal and regulatory requirements, including the 
Pennsylvania Sunshine Act (a “legal allegation”);

c. violations of the Pennsylvania Ethics Act and Pennsylvania Nonprofit Law for trustees, 
officers and employees (an “ethics allegation”); or

d. retaliation against trustees, officers or employees who make reports concerning 
accounting allegations, legal allegations or ethics allegations or any trustee, officer or employee 
who participates in an investigation of any such reports (a “retaliatory act”) (collectively 
“reports”).
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2. At the discretion of the Board, the Board’s responsibilities created by these procedures may be 
delegated to the school Solicitor.

Procedures for Receiving and Investigating Reports of Wrongdoing

1. Whenever possible, employees should make reports, in writing, of any perceived wrongdoing to 
the CEO. If the allegations of wrongdoing involve the CEO, the report should be made in writing to the 
President of the Board of Trustees.  Only when the alleged wrongdoing involves the CEO and/or the 
Board of Trustees, reports may be made directly to the school Solicitor by email or in writing.  The 
school Solicitor is authorized to receive and investigate any such reports received. 

2. Any report received by a school Officer, Trustee or Employee from any source inside or outside 
the school should be forwarded immediately to the school Solicitor.

3. If any such correspondence or report is received by the Solicitor, such correspondence or report 
will be forwarded to the Board President by the school Solicitor’s office and marked as an urgent matter 
for consideration by the Board of Trustees.  The President may, in his/her/their discretion, return any 
such report to the school Solicitor for scheduling and investigation in accordance with Paragraphs 4 
and 6 below, or retain the matter for investigation by the Board in accordance with Paragraph 8 below.  
Ordinarily, the practice of the President will be to forward the report to the school Solicitor for 
investigation.

4. Promptly upon receipt, the school Solicitor will evaluate whether a complaint constitutes a 
report.  If the school Solicitor deems the complaint a report, he or she will include the report on a written 
docket, summarizing in reasonable detail the nature of the report (including any specific allegations 
made and the persons involved); the date of receipt of the report; the current status of any investigation 
into the report; and any final resolution of the report.  The school Solicitor will report any recent 
developments of items listed on the docket in reasonable detail to the President of the Board (and, if 
the President so directs, to the full Board) at, or in advance of, each regularly scheduled meeting, or 
more frequently, if warranted.  All nonconflicted members of the Board will be provided full access to 
the docket and all information related to any reports received.

5. In the event a report involves or implicates the school Solicitor, the school Solicitor will promptly 
recuse him or herself from the investigation and inform the President of the Board in writing.  The Board 
may, thereafter, promptly appoint impartial attorneys to investigate the report.  Those attorneys will 
conduct an investigation of the report and report their conclusion to the Board consistent with this 
procedure.

6. If the school Solicitor determines that a complaint is a report, he/she/they will promptly 
investigate the report and communicate the results of the investigation in reasonable detail to the 
Board, including a description of the report, the steps taken in the investigation, any factual findings, 
and the recommendations for Plan of Improvement, if applicable.  The school Solicitor shall provide 
such information regarding reports to the Board in addition to the regular updates on the status of the 
docket.  The school Solicitor will have free discretion to engage outside auditors, counsel, or other 
experts to assist in the investigation and in the analysis of results.  The school Solicitor may delegate 
investigatory responsibility to one or more persons, including persons who are not employees of the 
school.  All investigations will be conducted in a confidential manner, so that information will be 
disclosed only as needed to facilitate review of the investigation or otherwise as required by law.  If 
deemed reasonably necessary, the school Solicitor or designees may require the assistance of the 
CEO, or any other employees of the school in investigating and resolving any report.  The parameters 
of any investigation will be determined by the school Solicitor or that individual’s designee, and the 
school and its employees will cooperate as necessary.
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7. In its discretion, the Board may consult with any member of the school’s Administration who 
may have appropriate expertise to assist in the evaluation of a report.  The Board will be free in its 
discretion to engage outside auditors, counsel, or other experts to assist in the evaluation of any results 
of any investigation into a report, and the school will pay all fees of such auditors, counsel, and experts.

8. In its discretion, the Board may determine, at any time that it, and not the school Solicitor, 
should initiate and/or assume the investigation of any report.  In such instances, the Board will promptly 
determine what professional assistance, if any, it needs in order to conduct the investigation.  The 
Board will be free in its discretion to engage outside auditors, counsel, or other experts to assist in the 
investigation of any report and in the analysis of results, and the school will pay all fees of such 
auditors, counsel, and experts.  In determining that it, and not the school Solicitor, should investigate 
any report, the Board may consider such matters as the identity of the alleged wrongdoer, the severity 
and scope of the alleged wrongdoing, the credibility of the allegations made, whether the allegations 
are mirrored in media or analyst complaints and any other factors that are appropriate under the 
circumstances.  The Board or its designees may require the assistance of the school Solicitor, the 
CEO, or any other employees of the school in investigating and resolving any report.

9. the school will respond to reports as appropriate under the circumstances.  The Board will have 
the authority to direct that the appropriate Plan of Improvement be taken by the school in response to 
any particular report.

Protection of Whistleblowers

Consistent with the policies of the school, the Board, the school Solicitor and the school’s Administration will 
not retaliate or attempt to retaliate, and will not tolerate any retaliation or attempted retaliation by any other 
person or group, directly or indirectly, against anyone who, in good faith, makes a report or provides assistance 
to the Board, the school Solicitor or the school’s Administration or any other person or group, including any 
governmental, regulatory or law enforcement body, investigating or otherwise helping to resolve a report.

Confidential Reports by Employees

All reports received from employees will be treated confidentially, as applicable, to the extent reasonable and 
practicable under the circumstances.

Records; Attorney-Client Privilege

The school Solicitor will retain on a strictly confidential basis for at least a period of five (5) years all records 
relating to any report and the investigation resolution.  All such records are confidential to the school and are 
protected by attorney-client privilege and/or the attorney work-product doctrine.  Such records will be 
considered privileged and confidential.

Publication of Procedures

The Pennwood Board will communicate these procedures to all employees and make them available upon 
request from an employee.

Non-Retaliation
No staff member will endure retaliation for reporting in good faith potential violations of any policy, or for filing, 
testifying, assisting, or participating in any investigation, proceeding, or hearing conducted by the company or 
by a federal, state or local enforcement agency. Prohibited retaliation includes, but is not limited to, demotion, 
suspension, failure to receive equal consideration in employment decisions, failure to make employment 
recommendations impartially, adversely affecting working conditions, or otherwise denying an employment 
benefit.
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Any individual who retaliates or attempts to retaliate will be subject to appropriate disciplinary action, up to and 
including termination of employment. All reports of retaliation should be submitted to Human Resources.

Frivolous complaints that have no merit upon investigation or which are made in clear and direct response to 
disciplinary actions against staff member with documented performance issues or policy violations will not 
protect the staff member against further disciplinary action up to and including termination. However, such 
actions must clearly be directly related to the staff member’s own documented performance issues or policy 
violations.

Issue Resolution Process
The school encourages open and direct lines of communication between staff at all levels of the organization. It 
benefits everyone when staff feel free to bring questions, suggestions and concerns directly to their 
supervisors. Examples of issues handled through this resolution process include concerns about the 
application of school policies and procedures within the school to staff, parents and students; concerns about 
staff decisions directly involving an individual or decisions affecting other individuals at the school; work 
conditions; questions about the competence and overall fitness of a colleague or a manager; and regulatory 
compliance.

The resolution process is detailed below. Staff members should always contact Human Resources immediately 
to deal with issues of discrimination or harassment as described in the Preventing Workplace Harassment 
Policy of this handbook.

Steps in the Process

1. If the issue does not involve a violation of school policy or an ethical or regulatory requirement, meet 
with at least two (2) levels of management. A staff member must, in good faith, make every attempt to 
resolve the issue with their immediate supervisor and, if that is not successful, then with their next level 
manager. Fear of retaliation is not a legitimate reason to skip this step. If the issue does involve a 
violation of school policy or an ethical or regulatory requirement, the staff member should proceed 
directly to step 2.

2. If the immediate supervisor or the next level manager cannot resolve the issue, or if the issue involves 
a violation of school policy or an ethical or regulatory requirement, it is important to describe the issue, 
the desired result, and your proposed solution to the issue. This step should occur as soon as possible 
after the occurrence of the problem.

3. If the issue relates to a personnel matter or work condition, contact Human Resources. After a full 
description of the issue, Human Resources will help the staff member and their supervisor consider 
how policies, procedures, and practices relate to the issue. Often, the policies in this handbook will 
dictate a resolution to the issue. If the issue involves a school policy or an ethical or regulatory 
requirement, contact a member of the school management team. Human Resources can provide you 
with the name of the appropriate contact or you can ask Human Resources to contact the appropriate 
individual on your behalf.

4. If the issue is not resolved by either Human Resources or school management, staff members can 
request the matter be presented to the school’s Board of Directors (if applicable) for final consideration, 
or staff members can contact the Board directly. The contact information for the school’s Board of 
Directors is located on the school’s web site.
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Confidential Records – Access, Retention, and Disclosure Policies
Handling Confidential Information
Personally Identifiable Information

The school and all school staff must comply with the Family Educational Rights and Privacy Act (FERPA) in 
the handling of student data (see discussion below). Personally identifiable information must be protected, 
especially social security and financial account numbers, under state and federal privacy laws. Failure to 
comply with these requirements may result in legal liability to the organization and/or the school. Furthermore, 
the confidence of regulators and students and their families depends upon fully exhibiting these 
responsibilities.

The hard drives on all issued laptops will have encryption, and there will be a process implemented for users to 
swap existing laptops for ones with encrypted hard drives. 

As a user of Pearson Online Classroom or other organizational information or systems, staff members must 
comply with the following:

NEVER store personally identifiable information that includes social security or financial account 
numbers locally on a laptop or other removable media such as USB and flash drives unless the data 
is encrypted, and password protected. Note that viewing a Data View export in Pearson Online 
Classroom creates a file which is automatically saved in the local temporary folder on the download 
machine. Staff should only view Data View export files when connected to the network. Use must be 
temporary and be followed by prompt deletion, as specified in the next bullet. 
To the extent student information that does not include a social security number or a financial account 
number must, for legitimate reasons, be temporarily saved on a computer that does not have an 
encrypted hard drive, this information must be permanently deleted – by deleting the file(s) and then 
emptying the Recycle Bin (or your system’s equivalent) from the computer immediately after use.
NEVER send emails that contain personally identifiable information that includes social security or 
financial account numbers. If it is required by any regulatory authority or vendor to transmit a file that 
contains this kind of information, contact the MIS helpdesk and request assistance to appropriately 
encrypt or otherwise store the file. 
Laptops and other electronic devices such as smartphones that receive organizational/school emails 
must be password protected in case the device is lost or stolen. If it is necessary to temporarily leave 
a portable electronic device in a vehicle, lock it in the trunk.
Failure to comply with the above requirements will be considered a serious breach of responsibility 
and may be grounds for termination of employment or other action(s) as provided by school rules and 
policies, including discontinuing access to Pearson Online Classroom or the organization’s network.

Family Educational Rights and Privacy Act (FERPA)

All staff are subject to the requirements of the Family Educational Rights and Privacy Act (FERPA). The 
current policy is located on the Virtual Library.

Staff are responsible for reviewing the requirements and only disclosing student information if specifically 
required by regulation and when such disclosure is permitted by FERPA. Staff are never permitted to remove 
any FERPA-protected information from school property in print or electronic form except for legally permitted 
purposes and when specifically authorized by a supervisor. 
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Confidential and Proprietary Information

Staff are responsible for limiting disclosures of confidential and proprietary information to those individuals who 
require this knowledge to perform their job responsibilities for the benefit of the school. Confidential information 
may not be disclosed to anyone except pursuant to a Non-disclosure Agreement approved by the Legal 
Department.

Staff must conspicuously label confidential information with the applicable classification notice (e.g., 
“Confidential”). In addition, all confidential information must be safeguarded and kept secure and disposed of in 
a secure manner (subject to record retention requirements). 

Staff should not accept information or other materials from a contractor, vendor or other non-staff that may be 
trade secret information obtained or provided without the owner’s consent. Unauthorized use of third-party 
confidential information can contaminate the school’s and organization’s work. Any authorized use of third-
party confidential information must be compliant with the applicable Non-disclosure Agreement.

Intellectual Property Policy
Intellectual Property is defined as an intangible creation of the human mind, expressed or translated into 
tangible form that is assigned certain rights of property such as inventions (patents), literary and artistic works 
(copyrighted works), and symbols, names, images, and designs used in commerce (trademarks). The
organization is committed to the enforcement and protection of intellectual property rights as both a legal and 
an ethical imperative. All staff are expected to adhere to the United States (“U.S.”) copyright and trademark 
laws and to be mindful of the limited rights conferred by licenses and permissions granted by third parties. All 
staff are expected to take appropriate steps to protect the rights of the school and/or organization in its 
trademarks and works of authorship developed for or on behalf of the school and/or organization and to timely 
notify of any potentially patentable inventions.

Using Copyrighted and Trademarked Materials

Staff must assure that work product is original and does not include material owned by third parties unless 
covered by a license agreement approved by the Legal Department. Staff members must ensure they do not 
use trademarks owned by third parties for commercial purposes without the consent of the owner of the 
trademark. To learn more about what is acceptable, refer to the Copyright and Trademark Compliance Policy 
and Guidelines, which is located on the Virtual Library (Home>Employee Resources>Legal Resources 
(FERPA, consultants, IP)>Copyright and Trademark Compliance Policy). Contact the Legal Department if 
there are any questions regarding usage of third party copyrighted material and trademarks.

Plagiarism: Plagiarism occurs when a staff member implies original authorship or incorporates material 
from someone else's written or creative work, in whole or in part, regardless of a copyright notice, into 
their work product without adequate acknowledgement. Plagiarism is strictly prohibited and may 
represent a violation of the law, exposing the staff member to criminal and/or civil prosecution.

False Information: We expect staff members to exercise honesty and integrity in all aspects of 
employment. Staff members are prohibited from providing false information to other staff members, 
students, or parents/caretakers. Staff members are also required to immediately report to Human 
Resources if they suspect that another staff member has provided false information to other staff, 
students, or families. Staff are strictly prohibited from falsifying data in Pearson Online Classroom, or
any other system used for reporting to an authorizer, regulatory body or external agency. Falsification 
of such data may result in disciplinary action up to and including immediate termination. If a staff 
member is aware of another staff member falsifying data and fails to report the infraction, they may be 
subject to disciplinary action up to and including immediate termination.
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Ownership and Rights to Materials Developed by Staff: Work product and ideas developed by 
corporate staff as part of their work for the school are owned by the organization.

Teachers are encouraged to contribute materials they have developed during their employment for use by the 
larger organization, Teachers are encouraged to collaborate with one another and share instructional 
resources to enhance professional practice and ultimately improve the academic success of the students.
Materials that could be shared by the broader organization include, but are not limited to lesson plans, 
worksheets, problem sets, newsletters, presentations such as PowerPoints, recorded LiveLesson® 
presentations and resources. By providing these through the EMS or other provided online applications or 
templates (e.g., software for LiveLesson® presentations and LiveLesson® templates) or communications tools 
(e.g., WebMail or email), teachers agree that the organization has a non-exclusive license to use and modify 
these materials and such modified materials are organization owned derivative works. Any such materials 
contributed may be edited and formatted by the organization and used in any way deemed appropriate. In 
addition, where a teacher places any approved content in the EMS, any such modifications and/or content will 
be organizational owned derivative works. The organization will have the right to use such materials, 
modifications and/or content in any way deemed appropriate. Staff are free to retain a copy of their original 
(unedited) materials when they terminate employment, but any company templates or third-party materials 
used or incorporated under an organizational license with permission from a third party must be removed. 

External Inquiries
Any staff member who receives an external inquiry or request for documents from a regulatory or legal 
authority, from the press; or who receives an inquiry concerning information not routinely provided during the 
normal course of their work, should refer such inquiry as follows.

Refer all media inquiries to Public Relations.
Refer all inquiries from lawyers or government agencies to the Legal Department.
Refer all employment references requested to Human Resources. Human Resources does not 
respond to oral requests for references. All requests must be in writing accompanied by a signed 
authorization. 
Do not under any circumstances respond to requests for information regarding another staff member. 
If you receive a request for a reference, you should forward the request to Human Resources. 

Records Retention
The school maintains a variety of records, including student and staff records. Record retention requirements 
and policies have been established for maintaining records. Staff members must never destroy any record 
except in accordance with these policies. Records are not to be kept longer than the policy duration in any form 
unless they have received direct authorization from the department manager, School CEO, Human Resources, 
or if they are subject to a hold notice received from the Legal Department.

The current records policies are located on the Virtual Library.

Personnel Files
A personnel file consists of physical documentation as well as electronic information stored on the Human 
Resources Information System. The Board requires that sufficient records be maintained to include (but not be 
limited to) employee qualifications for the job held; compliance with federal and state statutes, local benefits 
programs and performance evaluations. Any medical records submitted for any reason will be separately 
stored and accessed only for the purpose intended.

Pennwood Cyber Charter School

484



 
 

  

 Page 442  
    

The original information in a personnel file will be kept by Human Resources. Additional copies of certain 
documents in a personnel file may also be kept in the school office. 

A staff member may request a copy of their personnel file in accordance with the Inspection of Employment 
Records Law. Additional information about access to employment files and documents should be directed in 
writing to Human Resources.

In accordance with Title I, the school shall release to parents/guardians, upon request, information regarding 
the professional qualifications and academic degrees of any teacher or paraprofessional providing instruction 
to their child. The school will annually notify parents about their right to request this information.

Access to Staff Member Exposure Records and Medical Records
Under the Occupational Safety and Health Act (“OSHA”), staff members have the right to examine and copy 
relevant “employee exposure records” and “employee medical records,” as those terms are defined under the 
statute. Human Resources is responsible for maintaining these records. If you wish to access your records, 
please contact Human Resources.

Employee Exposure Records: Employee exposure records are retained for thirty (30) years. In the event 
workplace monitoring is conducted, data may be retained (e.g., lab reports, worksheets, etc.) for only one (1) 
year. In some cases, the sampling results and sampling plan, analytical and mathematical methods used, and 
a summary of relevant background data will be retained for at least thirty (30) years.

Employee Medical Records: Generally speaking, employee medical records are retained for the duration of 
employment plus thirty (30) years. However, this does not apply to: 

Health insurance claims records that are maintained separately from the organization’s medical 
program and its records; or
First aid records (not including medical histories) of one-time treatment and subsequent observation 
of minor injuries (e.g., scratches, cuts, burns, splinters, etc.) that (1) do not involve medical treatment, 
loss of consciousness, restriction of work or motion, or transfer to another job; (2) are made on-site by 
a non-physician; and (3) are maintained separately from the organization’s medical program and its 
records.

If you work for the school for less than one (1) year, the school may elect to provide you with these records 
upon termination of your employment rather than retaining them. The OSHA regulation entitled “Access to 
Employee Exposure and Medical Records” is available for review. If you would like a copy of the regulation 
and/or its appendices, please contact Human Resources.
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Work Arrangement Policies
Accommodation of Disabilities
The school adheres to the requirements and regulations of the Americans with Disabilities Act of 1990 (ADA), 
as amended, the Rehabilitation Act of 1973, and all applicable federal, state and local laws including 
modifications made by the ADA Amendments Act of 2008. Qualified individuals with disabilities may be entitled 
to reasonable accommodation in the workplace.

We are committed to providing an accessible workplace for all staff. We will make reasonable accommodations 
on behalf of individuals who qualify under ADA. A reasonable accommodation may include any action which 
enables a qualified individual with a disability to perform the essential functions of his or her position, but which 
does not result in an undue hardship to Pennwood or pose a threat to the health and safety of the employee or 
coworkers. If exact accommodation cannot be met, an alternative that is as effective in removing the workplace 
barrier will be offered. Written requests for accommodation should be directed to your manager and/or Human 
Resources. All requests will be reviewed and approved on a case-by-case basis.

Any information regarding a disability will be kept confidential to the extent possible.

Work-At-Home Policy
School staff who would normally work out of a school office may be eligible to work at home on a full-time, part-
time, or occasional basis. Specific information regarding work-at-home arrangements offered is provided 
below. The decision whether to allow a staff member to work at home is within the sole discretion of the school. 
A supervisor can require a staff member with work-at-home privileges to come into the office or assigned office 
location at any time. If requested to come into the office or assigned office location and you fail to appear, 
disciplinary action may be taken. 

This policy does not apply to school staff who request to work at home as accommodation for a disability under 
the ADA. For information regarding such requests, please refer to the Accommodation for Disabilities policy in 
this handbook.

Work-at-Home Guidelines

1. Work Environment: Staff are required to establish an appropriate work environment within their homes, 
in accordance with the requirements described in this policy. 

2. Work Hours: Staff members who work at home are required to work the same “core hours” (e.g., 8:00 
am – 5:00 pm), the same number of hours (40 hours per week), and the same calendar days as other 
staff at their assigned school office location. A schedule showing work-at-home days must be 
maintained in accordance with the school’s scheduling process (i.e., on the staff member’s calendar)

3. Contact Information: Staff members who work at home must provide Human Resources with their best 
contact phone number(s) and mailing address via the HR system, Ultimate Kronos Group (UKG) and 
any changes in contact information must be immediately reported to Human Resources by updating 
UKG. Staff members who work from home must display their instant message status daily with their 
contact information.

4. Communication: Staff members who work at home are required to communicate with their supervisor in 
a manner and frequency consistent with other staff at their assigned school office location. Staff 
members should consult with their supervisor to discuss their respective expectations, as well as
logistical issues that may arise. 

5. Accessibility: Staff members who work at home must be accessible by phone and internet within a 
reasonable time during the agreed upon work schedule (“core hours”). If a staff member will not be 
available for a period of time greater than one (1) hour during their core hours, the staff member must 
notify their supervisor.

6. Phone Calls: All work numbers should be answered professionally and by the staff members only. All 
work numbers should have a professional voicemail message that indicates the staff member’s name 
and role. 
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7. Responding to Voicemails: Staff members who work at home are required to check their work voice 
mailboxes at least three (3) times per day and return calls from their supervisor within three (3) hours
during normal work hours.

8. Responding to Instant Messages: Staff who work at home are required to respond to Instant Messages 
within (20) minutes during normal work hours.

9. Off-Site Responsibilities: Staff who work at home will be given an assigned office location. This location 
may be the actual school office, a public meeting location where the staff member will be expected to 
meet with their supervisor, or the staff member’s home address. These meetings may be scheduled on 
a regular and/or ad hoc basis. Some staff may be eligible to receive reimbursement for expenses 
related to traveling to their assigned office.

10. Evaluation: Evaluation of a staff member’s performance while working at home may include daily 
interaction by phone and email. Evaluations will be similar in content and frequency to the evaluations 
received by staff at the assigned school office location, but with additional focus on work output and the 
completion of objectives, and less focus on time-based performance.

11. Confidentiality: Staff who work at home are required to take steps to prevent proprietary and/or 
confidential information regarding the organization, its staff, and its clients from unauthorized 
disclosures or unauthorized access. Staff should use locked file cabinets, and desks; practice regular 
password maintenance; and take other steps, as appropriate to protect proprietary and/or confidential 
information. Portable Media such as flash drives, CDRs, etc. should not be used to store or transport 
proprietary and/or confidential data under any circumstances without authorization from the MIS 
Department (MIS). Staff members are required to follow all Information System policies. It is 
recommended that no proprietary and/or confidential data be printed from the staff member’s 
residence. If proprietary and/or confidential data is printed, it must either be 1) returned to the school 
office or 2) shredded. 

12. Contact with Students and Other Individuals:
a. Work Telephone Numbers: All work numbers should be answered professionally and by the

teacher only. All work numbers should have a professional voicemail message that indicates the 
teacher’s name and school. Families who need to contact a teacher may also request a call via 
WebMail, leave a message in the teacher’s work voice mailbox, or if the request is urgent, call 
the teacher’s toll-free number and speak with a support representative. It is the staff member’s 
responsibility to ensure the safety and security of that phone line.

b. Home Office: Staff who work at home are prohibited from granting access to their home-work 
location to students, potential students, their families, or caregivers.

13. Child / Dependent Care: Working at home should not be used as a means of providing and/or replacing 
child / dependent care. The purpose of the work-at-home arrangement is to facilitate job performance 
and meet school needs. Staff working at home should not act as primary caregivers for dependents. 
Dependents may be present at home; however, the dependents must not require the staff member’s 
attention during normal work hours. Staff considering a work-at-home arrangement are encouraged to 
discuss expectations of telecommuting with family members prior to entering such an arrangement.

14. Expenses
a. Mail: Staff who work at home may request reimbursement of costs incurred in mailing bulk or 

expensive materials (typically quantified as greater than $5.00). A receipt from the carrier is 
required for reimbursement.

b. Travel: Staff may be eligible for travel reimbursement in accordance with IRS guidelines and/or 
state law. Please review your school’s Travel and Expense Reimbursement policy for more 
information. 

c. Home Office: Staff are responsible for all costs and expenses associated with the setup of a 
home office / workspace (e.g., remodeling, furniture, lighting, repairs, modifications, etc.). 
Repair, upgrading and/or replacement costs and liability for staff -owned equipment and
furniture used during the work-at-home arrangement is the responsibility of the staff member.

d. Terminating a Work-at-Home Arrangement: Pennwood Cyber Charter School reserves the right 
to discontinue a work-at-home arrangement at any time, with or without notice, at our sole 
discretion. Generally, we will attempt to provide thirty (30) days’ notice before making such a 
change.
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Technology

1. Computers 
a. Home-Based Staff: Generally, home-based staff will be provided with a computer and 

dependent upon job duties additional related equipment to perform their job. Any equipment 
supplied is to be used for business purposes only. Staff members must take appropriate steps 
to protect all Pearson-owned equipment from damage and theft. An inventory of all equipment 
and/or materials that are provided to staff members working at home will be maintained. Upon 
termination of employment, the return of all Pearson-owned equipment and property is required. 

b. Office Based Staff with Work-at-Home Privileges: Staff who work at home on a short-term or 
occasional basis will be provided with a computer. Staff who work at home on a short-term or 
occasional basis are responsible for providing computer-related equipment as required for their 
specific job duties. We are not responsible for the loss, damage or repairs of any staff-owned 
equipment. Staff-owned equipment must meet certain minimum requirements, as determined by 
the MIS department. We reserve the right to modify equipment requirements with or without 
notice, at our sole discretion. 

2. Broadband Service: Staff who work at home are required to maintain broadband access to the Internet, 
as well as a dedicated phone line that is available during working hours. If an unexpected technology 
issue occurs (e.g., Internet outage), the staff member may take up to thirty (30) minutes to determine if 
the issue can be resolved. If it is unresolved or intermittent issues persist, the staff member will need to 
come into the school office or move to an approved location with required technology to continue 
working. For non-exempt staff members, time spent commuting to the school office or approved 
location will not be compensated. Staff members must consult with their supervisor to determine how to 
make up the time spent commuting to the school office or approve location.

Regulatory Compliance/Risk Management

1. Site Inspection Checklist: Supervisors may conduct on-site inspections and complete the site inspection 
checklist in the EMS. If the guidelines for the site inspection are not met, the staff member’s work-at-
home arrangement may be modified. Subsequent inspections may be required on an as-needed basis.

2. On-Site Inspection: Staff who work at home are required to permit an on-site review of their home office 
/ workspace upon request, whether it is a scheduled or unscheduled visit, if it is during the staff 
member’s core work hours.

3. Equipment and Workspace Design: Equipment and workspace design must meet all applicable 
standards and requirements. Upon request, we will assist in setting up a workstation. If you have an 
accommodation or ergonomics request, please contact Human Resources.

4. Reporting Injuries: Injuries sustained by a staff member while working at home may be covered by the 
workers’ compensation policy. If you are injured while working at home, you must contact your 
supervisor and Human Resources immediately by completing a Report of Accident or Injury form, 
located in the Virtual Library.

5. Injuries to Visitors: We are not responsible for or liable for injuries sustained by visitors to a staff 
member’s home office or assigned office location.

6. Tax Considerations: Staff are responsible for all federal, state, and local tax obligations associated with 
their work-at-home arrangements.

Pennwood Cyber Charter School

488



 
 

  

 Page 446  
    

Workplace Safety and Security Policies
Workplace Safety
All staff must practice safety awareness by anticipating unsafe situations and reporting such conditions 
immediately. If a crisis or near-crisis situation arises at any school site, staff members should not attempt to 
handle it on their own. Immediately consult a supervisor and/or Human Resources and Compliance. If there is 
a medical emergency, call 911.

Practice safety around the office by not adjusting or repairing machines and equipment unless authorized and 
qualified to do so. Be alert for tripping or slipping hazards. Keep walking areas clear of carts, boxes and other 
obstacles. Know the locations, contents and use of first-aid kits. Be familiar with the school’s emergency action 
plans and report all injuries, illnesses, and accidents that are sustained while performing organization-related 
work or while on school property manager immediately, no matter how minor. If in a position necessitating the 
operation of machinery or equipment that requires specific training or certification, the appropriate certification 
and/or training must be completed prior to use.

Security
The school is not liable for the loss, theft, or damage of any personal property brought onto our premises; or for 
fire, theft, damage, or personal injury involving personal automobiles, their contents, or occupants. The school 
reserves the right to inspect and search all areas of school premises at any time without notice and to question 
individuals on school premises concerning safety and/or security matters. Furthermore, in order to promote the 
safety of staff and visitors, as well as the security of the school’s facilities, video surveillance may be conducted 
of any portion of the premises at any time, the only exception being private areas such as restrooms.

Security inspections, searches and investigations can include, without limitation, examining offices, computers, 
CDs, disks, files, file cabinets, desks, closets, storage areas, restrooms, and all other areas of the facilities and 
premises; as well as the person, vehicles, purses, packages, parcels, and other containers of individuals 
entering, leaving, or located on company property. The school may conduct these investigations, inspections, 
and searches to detect illegal or unauthorized drugs, drug paraphernalia, alcohol, weapons, removal of 
company property, or for other reasons at the school’s discretion. For these reasons, duplicates of all keys 
issued to staff are kept.

The school reserves the right to access and inspect any personal computer or related device if such equipment 
is used to conduct company business. This right is limited to the work-related information that may be 
contained on these devices. Please note, in no case should work-related electronic content be stored on 
personal computers at home except when a staff member is specifically assigned to work at home and to use 
personal equipment. 

Staff member assistance with efforts to provide for security—including authorization to conduct security 
inspections or cooperation with company security inspections—is expected as a condition of continued 
employment and is greatly appreciated. The school reserves the right to occasionally review “swipe” records at 
buildings where key cards are used for access as well as question staff about office entry at abnormal hours.

Workplace Violence Prevention
The school does not tolerate acts of workplace violence committed by or against staff, associates, or families. 
We prohibit staff members from making threats or engaging in violent acts.

Prohibited Conduct

Prohibited conduct includes, but is not limited to:

Injuring another person physically;
Engaging in behavior that creates a reasonable fear of injury in another person;
Engaging in behavior that subjects an individual to extreme emotional distress;
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Possessing, brandishing, or using a weapon while on our premises or engaged in company business
Damaging property intentionally; and
Threatening to injure an individual or damage property.

The school will seek the prosecution of all those who engage in violence on school premises or against school 
staff while they are engaged in company business.

Staff Guidelines and Procedures

General Security Practices 

Never hesitate to call 911 if confronted with a potentially violent situation. It is better to have called 
911 unnecessarily than not to have the police available when a threatening situation turns violent.
Never attempt to physically restrain or physically remove a threatening or violent individual. Doing so 
puts you in danger and leaves you and the school vulnerable to possible lawsuits.
Always report violent, threatening, or harassing behavior to your manager and Human Resources. 
Alert your supervisor or Human Resources to the presence of strangers or any suspicious packages 
in your work area.

Outside Threats
If a staff member is the recipient of a threat against the school or school staff, they are required to report the 
incident immediately. Please use the following guidelines for dealing with threats. 

Threat Over the Phone

If a threatening call is received, send an instant message to your Manager or Human Resources immediately, 
noting a caller is on the phone and that a threat is being made. Note the caller's phone number from the caller 
ID. 

Threatening Email

If a threatening e-mail is received, immediately forward the e-mail to your Manager and Human Resources. 

Mail Threat

If a threat is received through the mail, notify your Manager and Human Resources immediately. Save the 
letter and the envelope. If possible, do not handle, open, smell, or taste suspicious mail or packages. If a 
suspicious item is found (package, box, briefcase, etc.) that does not belong in the work area, immediately 
notify Human Resources. If you suspect the package contains a bomb, radiological, biological, or chemical 
threat; isolate the area immediately, call 911, and wash your hands with soap and water.

In-Person Threat

Please call 911 immediately. 
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Property, Equipment, and Information Systems Policies
Property and Equipment
Organizational property and/or equipment and the property and equipment of the school (the “property or 
equipment”) is not for personal use and may not be removed from the premises without permission. Pennwood 
Cyber Charter School and Pearson reserve the right to access and search all equipment. Computer systems, 
telephone systems, email, WebMail, and voicemail are to be used for school purposes only and will be 
monitored as appropriate. Pearson reserves the right to bill the staff member for the cost of unreturned 
property or equipment upon separation, and/or for personal telephone calls, if any, charged to a work phone 
account.

Office based staff must follow the procedures set forth by building management and the school regarding 
owned or leased facilities. Specifically, the non-smoking policy, which prohibits smoking of any kind, including 
but not limited to tobacco products, electronic cigarettes, marijuana, and cigars. Smoking in the presence of 
students or families enrolled in the school or attending organizational school function is strictly prohibited. 

Parking Options

Parking options are made available to all staff. The school is not responsible for lost, stolen, or damaged 
property while parking in one of these areas. Staff members are responsible for locking their car and ensuring 
that valuables are stored out of sight.

Software/Hardware Policy
Acceptable Use

This section defines the boundaries for the “acceptable use” of electronic resources, including software, 
hardware devices, and network systems. By using these hardware, software, and network systems, staff 
members assume personal responsibility for their appropriate use and agree to comply with this Policy and 
other applicable organizational policies, as well as local, state, and federal laws and regulations. 

Software

All software acquired for or developed by staff or contract personnel on behalf of the school shall be deemed 
School property. All such software must be used in compliance with applicable licenses, notices, contracts, and 
agreements. 

Under no circumstances should any user install or download any software onto computers without specific 
permission. 

Purchasing

All purchasing of company software shall be centralized with the Pearson MIS department to ensure all 
applications conform to software standards and are purchased at the best possible price. All requests for 
software must be submitted to the staff member’s manager for approval. The approved request is forwarded to 
MIS to determine and purchase the software that best accommodates the desired request. 

Licensing

Pearson is responsible for enforcing all applicable licenses, notices, contracts, and agreements for software 
that is used on Pearson computers. Unless otherwise provided in the applicable license, notice, contract, or 
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agreement, any duplication of copyrighted software, except for backup and archival purposes, may be a 
violation of federal and state law. License compliance is strictly enforced. Any violation by a user may cause 
Pearson to be liable for the consequences of such violation. 

Hardware

All hardware devices acquired for or developed by staff or contract personnel on behalf of the school shall be 
deemed School property. All such hardware devices must be used in compliance with applicable licenses, 
notices, contracts, and agreements. 

Purchasing

All purchasing of computer hardware devices shall be centralized with Pearson MIS to ensure all equipment 
conforms to hardware standards and is purchased at the best possible price using volume discounts or 
national accounts. All requests for computing hardware devices must be submitted to the staff member’s 
manager for approval. The approval request is forwarded to MIS to determine hardware that best 
accommodates the desired request. 

Outside Equipment

No outside equipment or hardware may be plugged into the network without specific permission from Pearson
MIS (including USB peripherals and Flash Drives). 

Electronic Communications, Telephone Communications, and Access Control 
Security Policy
Property

As a productivity enhancement tool, electronic communications (including phone, voicemail, e-mail, webmail, 
message boards, instant message, and fax) will be used. Electronic communications systems and all 
messages generated on or handled by electronic communications systems, including back-up copies, are 
considered the property of the third-party provider, and are not the property of users of the electronic 
communications services.

Staff may be required to use the phone number provided by Pennwood Cyber Charter School for any 
telecommunication with students, families, or work-related tasks.

Authorized Usage

Electronic communications and telecommunications systems are used predominantly for business activities. 
Incidental personal use is permissible so long as: 

1. It does not preempt any business activity. 
2. The manager is aware of the intended non-business usage. 
3. It does not consume more than a trivial amount of time and/or resources. 
4. It does not interfere with productivity. 

Users are prohibited from using electronic communications and telecommunications systems for charitable 
endeavors, private business activities, or amusement/entertainment purposes unless expressly approved by 
Human Resources. Staff members are reminded that the use of resources, including electronic 
communications and telecommunications systems, should never create either the appearance or the reality of 
inappropriate use. 
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Student and Family Communications

All educational and/or school related communications with students and families are required to be conducted 
via the provided and approved tools and platforms. School staff are required to adhere to professional 
standards of conduct and must exercise good judgment and maintain professional boundaries when interacting 
with students and families. All communications must be appropriate and related to matters within the scope of 
their professional responsibilities. A list of approved communication platforms and tools, and more information 
on communication methods may be found on the Virtual Library.

Specific Communication Systems Requirements
Message Boards

Postings by staff, teachers, or other individuals who are not the learning coaches for currently enrolled 
students will be limited to comments relating to the program or other school-related activities. Further, such 
postings should be limited to those necessary to answer posted questions, to assist with identified problems, or 
to gather parent input on proposed program changes or other school topics. 

Webmail

Webmail can be used for communication on personal matters (such as hobbies, books, mutual interests etc.) 
so long as care is used in making statements that are an expression of opinion and could not be viewed as 
being detrimental to the school. Statements regarding school policy such as comments that are political 
(except for any specific legislative activity related to the operation of the school) or religious in nature are 
discouraged. A good common-sense test is to ensure anything written in a webmail can be printed in a public 
newspaper and not be viewed as controversial or inappropriate. 

Email

Another important reminder concerns the use of the school’s email. Any emails that are sent using the School’s 
email system are the property of the third-party provider and may be viewed by members of management or 
others with administrative rights to the system. Furthermore, Pearson MIS is instructed to forward to 
management any emails that violate the Internet usage policy or represent activities that could be detrimental 
to operations. It is essential that all email correspondence be able to pass the same common-sense test as 
described for webmail and confirm there would be no embarrassment to the sender, recipient, or the School if 
printed publicly. 

Telephones

Phones provided for school business purposes may be monitored or recorded to ensure quality service. 
Depending on the nature of the work being performed, business phones may not be used for personal calls. In 
certain employment settings, personal cell phones may only be used in break areas during scheduled breaks 
and lunches.

General Electronic Communications Provisions
Default Privileges

User privileges on electronic communications systems must be assigned so that only those capabilities 
necessary to perform a job are granted. This approach is widely known as the concept of “least privilege.” 
Except for emergencies and regular system maintenance notices, broadcast facilities (including the “All-
Employees” distribution list) must only be used after permission of your manager or School CEO has been 

Pennwood Cyber Charter School

493



 
 

  

 Page 51  
    

obtained. 

User Accountability

Regardless of the circumstances, individual user account passwords must never be shared or revealed to 
anyone. This includes logging into an organizational resource as yourself to allow another user to access those 
resources. If another user does not have access to a resource and asks you to log in for them, deny the 
request and notify MIS immediately.

If users need to share computer resident data, they should utilize public directories on local area network 
servers, SharePoint, or the Virtual Library in the EMS. Users should also refrain from sending attachments to 
internal users for review and comment if the resource is available in the public folder or SharePoint on the 
organization’s network. 

Access Control

To prevent unauthorized parties from obtaining access to electronic communications, users must choose 
passwords that are difficult to guess (not a dictionary word, not a personal detail, and not a reflection of work 
activities). The password policy requires users to choose a password that is at least eight (8) characters long 
and a combination of letters, numbers and/or symbols. Staff members will be required to change their 
passwords every ninety (90) days and are not permitted to re-use your previous five (5) passwords. 

No Guaranteed Message Privacy

The school cannot guarantee electronic and telephone communications will be private. Staff should be aware 
that electronic and telephone communications could, depending on the technology, be forwarded, intercepted, 
printed, and stored by others. Furthermore, others may require access to electronic and telephone 
communications in accordance with this policy. 

Regular Message Monitoring

It is not the school’s policy to regularly monitor the content of electronic communications. However, the content 
of electronic communications may be monitored, and the usage of electronic communications systems will be 
monitored to support operational, maintenance, auditing, security, and investigative activities. Users should 
structure their electronic communications with the knowledge school management may examine the content of 
electronic communications.

Statistical Data

Consistent with generally accepted practices, Pearson collects statistical data about electronic 
communications. As an example, call-detail-reporting information collected by telephone switching systems 
indicates the numbers dialed, the duration of calls, the time of day when calls are placed, etc. Using such
information, Pearson MIS staff monitors the use of electronic communications to ensure the ongoing 
availability and reliability of these systems. 

Incidental Disclosure

It may be necessary for Pearson MIS staff to review the content of an individual staff member’s 
communications during problem resolution. Pearson MIS staff may not review the content of a staff member’s 
communications out of personal curiosity or at the behest of individuals who have not gone through proper 
approval channels.
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Message Forwarding

Recognizing that some information is intended for specific individuals and may not be appropriate for general 
distribution, electronic communications users should exercise caution when forwarding messages. Sensitive 
information must not be forwarded to any external party without the prior approval of the manager or School 
CEO. Blanket message forwarding to parties outside of the school is prohibited unless prior permission of 
Human Resources has been obtained. 

Purging Electronic Messages

Sent and received emails should also regularly be purged from personal electronic message storage areas. As 
the School is responsible for public education, staff are subject to public records requests from members of the 
press or others. Once such a request has been made, it is a criminal offense to delete content that could be 
covered by the request, even if the person who deleted the content genuinely believes that the deleted content 
was not relevant. The best way to prevent this problem is to regularly delete emails that are not essential. 
Deleting unneeded messages is also necessary to keeping email servers from being overloaded. Each email 
account has a storage limitation that will notify the user when the maximum space in the account has been 
reached. At that point, users are required to archive or delete non-essential email. 

Internet Security and Usage Policy
Specific Policy

All information traversing over the school’s computer networks that has not been specifically identified as the 
property of other parties will be treated as a school asset. It is policy to prohibit unauthorized access, 
disclosure, duplication, modification, diversion, destruction, loss, misuse, or theft of this information. 

In addition, it is policy to protect information belonging to third parties that has been entrusted in confidence as 
well as in accordance with applicable non-disclosure agreements, contracts, and industry standards. 

Authorized Usage

Generally, the School’s computer network must be used for school business activities only. Incidental personal 
use of the internet on the organization’s network should be limited to break times.

Some departments may explicitly prohibit personal internet usage on the organization’s network. This will be 
outlined in a department specific policy.

Information Movement

At no time should a staff member download anything from the Internet without direct permission from Pearson
MIS. All approved software downloaded from non-approved sources via the Internet must be screened with 
virus detection software prior to being opened or run. Whenever the provider of the software is not trusted, 
downloaded software should be tested on a stand-alone (not connected to the network) non-production 
machine. If this software contains a virus, worm, or Trojan horse, then the damage will be restricted to the 
involved machine. 

Information from the Internet should be considered suspect until confirmed separately from another source. 
There is no quality control process on the Internet, and a considerable amount of its information is outdated or 
inaccurate. 

Unless tools like privacy enhanced mail (PEM) are used, it is relatively easy to spoof another user on the 
Internet. Likewise, contacts made over the Internet should not be trusted with School information unless a due 
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diligence process has first been performed. This due diligence process applies to the release of any internal 
information (see the following section).

Staff must not place the School’s material on any publicly accessible Internet computer that supports 
anonymous file transfer protocol (FTP) or similar services, unless Pearson MIS and the staff member’s 
manager has first approved the posting of these materials. 

In more general terms, internal information should not be placed in any location, on machines connected to 
internal networks, or on the Internet, unless the people who have access to that location have a legitimate 
need-to-know. 

All publicly writable (common/public) directories on internal Internet-connected computers will be reviewed and
cleared periodically. This process is necessary to prevent the anonymous exchange of information inconsistent 
with school business. Users are prohibited from being involved in any way with the exchange of the material 
described in this policy. 

Information Protection

Confidential, proprietary, or private information must not be sent over the Internet unless it has first been 
encrypted by approved methods. Unless specifically known to be in the public domain, source code must 
always be encrypted before being sent over the Internet.

Credit card numbers, telephone calling card numbers, log in passwords, and other parameters that can be 
used to gain access to goods or services must not be sent over the Internet in readable form. Unless an 
encryption algorithm like PGP (pretty good privacy), or another algorithm approved by MIS is used to protect 
these parameters, staff should never put this information into an email, or instant message. This policy does 
not apply when logging into the machine that provides Internet services. 

In keeping with the confidentiality agreements signed by all staff, School software, documentation, and all other 
types of internal information must not be sold or otherwise transferred to any third party for purposes other than 
school business purposes expressly authorized by management. 

Exchanges of software and/or data between a staff member and any third party may not proceed unless a non-
disclosure agreement has first been signed. Such an agreement must specify the terms of the exchange, as 
well as the ways in which the software and/or data is to be handled and protected. Regular business practices, 
such as shipment of software in response to a customer purchase order, need not involve such a specific 
agreement since the terms are implied. 

Likewise, off-hours participation in pirate software bulletin boards and similar activities represent a conflict of 
interest with the school’s mission and are therefore prohibited. Similarly, reproduction of words posted or 
otherwise available over the Internet must be done only with the permission of the author/owner. 

Copyright and Licensing Restrictions

Computer software protected by copyright is not to be copied by or for any means, except as permitted by law 
or by contract with the owner of the copyright. This means that such computer and microcomputer software 
may only be copied to make back-up copies, if permitted by the copyright owner. 

The number and distribution of licenses may not be done in such a way that the number of simultaneous users 
in a department exceeds the number of original licenses purchased by that department.

The School strongly supports strict adherence to software vendors’ license agreements. The School abides by 
all applicable federal and state statutes and regulations pertaining to the use of computer hardware and 
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software including, but not limited to, federal copyright laws. Unauthorized copying, altering, modifying, 
merging, transferring, de-compiling, or reverse assembly of licensed software is strictly prohibited. State laws 
may further govern the use of any computer resource (including software). 

Most copyright licenses for software contain single CPU usage restrictions. These restrictions must be 
honored. In some instances, the software copyright owner may grant a variance from these restrictions to 
school environments. However, without explicit written variance, single usage restrictions in the license apply 
to all users. 

Expectation of Privacy

Staff accessing School information systems and/or the Internet should realize that communications are not 
automatically protected from viewing by third parties. Unless encryption is used, staff should not send private 
information over the Internet. 

The School expressly reserves the right to monitor Internet use from all computers and devices connected to 
any organization-provided network.

At any time and without prior notice, the School reserves the right to examine email, personal file directories, 
and other information stored on any computer on the School’s computer network. This examination assures 
compliance with internal policies, supports the performance of internal investigations, and assists with the 
management of information systems. 

Access Control

All users wishing to establish a connection with the network via the Internet must authenticate themselves at a 
firewall before gaining access to the internal network. This authentication process must be done via a dynamic 
password system approved by MIS. 

Staff are prohibited from establishing wireless access points, electronic data interchange (EDI) arrangements, 
FTP sites, web servers, peer-to-peer networks or any other external network connections that could allow 
external users to gain access to our systems and information. 

Reporting Security Problems

If sensitive information is lost, disclosed to unauthorized parties, or suspected of being lost or disclosed to 
unauthorized parties, MIS must be notified immediately. 

If any unauthorized use of our information systems has taken place, or is suspected of taking place, MIS must 
be notified immediately. Similarly, whenever passwords or other system access control mechanisms are lost, 
stolen, or disclosed, or are suspected of being lost, stolen, or disclosed, MIS must be notified immediately. 

Because it may indicate a computer virus infection or similar security problem, all unusual systems behavior, 
such as missing files, frequent system crashes, misrouted messages, and the like must also be immediately 
reported. The specifics of security problems should not be discussed widely but should instead be shared on a 
need-to-know basis. 

Users must not probe security mechanisms "test the doors" at any previously approved website or other 
Internet sites unless they have first obtained permission from MIS. If users probe security mechanisms, alarms 
may be triggered, and resources will needlessly be spent tracking the activity. 

Remote Access Policy
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Remote access is a generic term used to describe the accessing of the computer network by individuals not 
located at the primary office. The School provides several options for access to school resources. This remote 
access may be required for travelling staff members, staff who regularly work from home, or staff who work 
both from the school office and from home. In many cases, both the school and staff members will benefit from 
the increased flexibility provided by a remote access program. Each user’s need to access school resources 
remotely will be reviewed and approved by the staff member’s manager and MIS on a case-by-case basis. 

Participation as a remote access user may not be possible for everyone. Remote access is meant to be an 
alternative method of meeting school needs. The school may refuse to extend remote access privileges to any 
staff member or terminate a remote access arrangement at any time. 

Equipment and Tools

Pearson may provide tools and equipment for remotely accessing the computer network. This may include 
computer hardware, software, phone lines, email, voicemail, connectivity to host applications, and other 
applicable equipment as deemed necessary. 

The use of equipment and software provided for remotely accessing the computer network is limited to 
authorized persons and for purposes relating to school business. Pearson will provide repairs to Pearson-
owned equipment. When staff members use their own equipment, they are responsible for maintenance and 
repair of equipment. 

Use of Personal Computers and Equipment

The MIS department may only be able to provide limited support for equipment and software that is not 
purchased or owned by Pearson or their approved vendor.

The School will bear no responsibility if the installation or use of any necessary software causes system 
lockups, crashes, or complete/partial data loss. The staff member is solely responsible for backing up data on 
their personal machine. At its discretion and for any reason, the School will disallow remote access for any 
staff member using a personal home computer that proves incapable. (Such as, incorrectly working with the 
software provided or being used in a production environment.) There are several key requirements that a staff 
member must meet before gaining remote-access privileges to organizational resources.

Anti-Virus Software

All computers accessing the School’s networks resources are required to have active anti-virus software 
installed and configured to automatically update each time the computer is connected to the Internet. Staff will 
need to coordinate with MIS to install the required software. If another anti-virus package is installed, the staff 
member must verify that they are paying for an active subscription to pattern updates or they will be required to 
uninstall that application and install the organization’s anti-virus application. No trial software will be accepted 
as proper protection. 

MIS reserves the right to routinely inspect and verify that the proper safeguards are in place on a staff 
member’s home network and computer, and to revoke VPN access to the network at any time that we find or 
suspect that you are maintaining the computer or network in an unsecured environment. 
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Acknowledgement
Staff Member Acknowledgement of Policies
I acknowledge that: 

1. I have been advised that the School has a staff handbook which sets forth various policies regarding 
my employment at Pennwood Cyber Charter School.

2. I understand that I have access to and can obtain a copy of the staff handbook for review at any time 
online in the Virtual Library or by contacting Human Resources or my manager.

3. I understand and agree that I am responsible for knowing and understanding the contents and abiding 
by the policies set forth in this staff handbook.

4. I understand that the staff handbook does not create a contract of employment, either express or 
implied, or a guarantee of any benefit, and that the staff handbook contains only a summary of benefits 
and an overview of policies and procedures.

5. I understand that all employment policies, practices, wages and benefits, whether they are in the staff 
handbook or not, may be unilaterally changed, amended, modified, reduced, or discontinued at any 
time in the organization’s sole judgment and discretion.

6. I understand that any amendment of the staff handbook will always govern and supersede any prior 
versions.

7. I understand, in accordance with the staff handbook policies, that if I should have questions or concerns 
regarding my terms of employment or working conditions, I should contact Human Resources or my 
manager.

8. I have read and understand the policies contained in this staff handbook and I agree to abide by all 
policies as well as immediately report any perceived violations of policies to my manager and/or Human 
Resources.

9. I understand that the organization has the right to use disciplinary action for any violation of policy or 
perceived violation of policy contained in this staff handbook.

10. I understand that the details of any benefits available to me as a staff member are contained in the 
Benefits Guide. 

11. Finally, I agree that my employment continues to be at-will and for no definite duration, that I can 
terminate my employment at any time, with or without cause or notice, and that the employer reserves 
the right to do the same.

You will be directed to acknowledge the policies contained within this handbook via electronic signature upon 
beginning employment. 
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Leave Policies 
Holidays and Vacation, Short Term Disability (STD), Sick Leave, and Family and Medical Leave (FMLA) Leave

Whenever a recognized school holiday falls within a scheduled vacation period, the staff member will receive 
holiday pay for that day, and it will not be charged to vacation time.

If a holiday falls during a period of STD, the staff member does not receive holiday pay; the time is charged to 
STD and is paid at the usual 66 2/3% or 100% rate.

If a paid holiday occurs while a staff member is on paid sick leave, they will be paid for that holiday, and the 
day will not be charged to sick leave.

A staff member on unpaid FMLA during the occurrence of a recognized holiday will not receive holiday pay. 

If a holiday falls during intermittent FMLA, the staff member will receive holiday pay only if they are scheduled 
to work on the holiday.

Paid Time Off – Vacation

School Administrative Staff

Paid vacation leave is provided each school year to regular full-time, regular part-time school administrative, 
and Term of Project staff based on length of service. Staff members will be credited for years of service within 
the organization for purposes of vacation time calculation. 

For regular full-time and Term of Project staff, paid vacation hours are allocated based on the number of hours 
in the work week. Vacation time is paid at the eligible staff member’s base rate of pay at the time of vacation. 

Vacation Schedule – Regular Full-Time Staff and Full-Time Term of Project Staff

Years of Service Maximum Number of Vacation Hours per Year

July - September 80 hours

October - December 60 hours

January - March 40 hours

April - June 0

After the first school year, vacation hours are allocated as follows:

Years of Service Maximum Number of Vacation Hours per Year

Start of the 2nd school year 112 hours

Start of 3rd school year 144 hours

Start of 7th school year through year of the 9th anniversary 160 hours

Start of 10th school year 184 hours

When staff members attain their 15th year of service, and on each five-year anniversary thereafter, they will 
receive an extra forty (40) hours of vacation in that significant anniversary year only, up to a maximum of two 
hundred (200) hours.
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Vacation time is allotted on July 1st of each school year. However, for payment of accrued vacation time upon 
termination of employment, see the below “Termination of Employment” section.

Vacation Schedule – Regular Part-Time Staff and Term of Project Part-Time Staff

Years of Service Maximum Number of Vacation Hours per Year

July – September 40 hours

October – December 30 hours

January – March 20 hours

April-June 0

After the first school year, vacation hours are allocated as follows:

Start of 2nd school year 56 hours

Start of 3rd school year 72 hours

Start of 7th school year 80 hours

Start of 10th school year 92 hours

When staff members attain their 15th year of service, and on each five-year anniversary thereafter, they will 
receive an extra twenty (20) hours of vacation in that significant anniversary year only, up to a maximum of one 
hundred (100) hours.

Vacation time is allotted for school administrative staff on July 1st of each year. However, for payment of 
accrued vacation time upon termination of employment see the below “Termination of Employment” section. 

Regular part-time school administrative staff members receive prorated paid vacation time based on a twenty 
(20) hour work week. Vacation time is paid at the eligible staff member’s base rate of pay at the time of 
vacation.

Requesting Vacation

The school will try to accommodate vacation requests. All vacations must be requested in advance and must 
be approved by the staff member’s manager. The manager has the right to decline a request if the vacation 
schedule interferes with school needs. 

If a paid holiday falls within a vacation period, it will be paid as a holiday.

While on vacation, if a staff member is hospitalized or experiences an illness or injury that results in an STD 
claim, the applicable days will be charged to STD. No other use of time while on vacation is permitted.

Payment in Lieu of Time Off

No active staff member will receive payment for vacation in lieu of taking the time off. 

Additionally, staff must take their vacation in the same school year in which the vacation is credited, and will 
not be able to carry over accrued, unused vacation into the next school year, except as described in the next 
paragraph and as described in the “Certain State Law Requirements” section.

No vacation time may be carried over to the following school year unless it is at the written request of the 
school and approved by Human Resources. Under those circumstances, a maximum of forty (40) hours may 
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be carried over, and the carryover time must be used by the end of the first quarter in the school year. Further, 
staff may carry such vacation time for use only. Under no circumstances will any staff member be paid for 
unused carry-over vacation time, except where:

Required by state law (as discussed in the next section below); or

Where the staff member is terminated due to layoffs before the end of the first quarter, in the school 
year, in which case they will receive any vacation carried over from the previous year as described in the 
preceding sentence.

Certain State Law Requirements

In cases where state law requires carry over vacation from year to year, the maximum vacation accrual that 
any staff member may retain shall equal one and one-half times that staff member’s annual vacation allotment 
at their current annual vacation accrual rate. If a staff member’s earned but unused vacation reaches this 
maximum, they will not accrue any additional vacation. If the staff member later uses enough vacation to fall 
below the maximum, they will resume earning vacation pay from that date forward. No vacation will accrue for 
the period in which the vacation accrual was at the maximum.

Termination of Employment

Staff members who leave the school will be paid for prorated unused vacation for that year only based on the 
number of full calendar months the staff member worked that year. If vacation has already been used, then no 
vacation payment will be made. Payment of vacation does not extend the employment period beyond the date 
of termination. 

Staff members who terminate employment due to disability (i.e., are eligible to receive LTD or Social Security 
disability benefits), or who voluntarily resign or are involuntarily terminated because of job elimination or 
reduction in force after twenty (20) years of service and have worked at least one (1) day of the school year, 
will be paid for their full year’s unused vacation allotment without proration.

Upon termination of employment for any reason, voluntary or involuntary, no vacation pay from prior school will 
be paid, except where required by State law and as discussed in the “Payment in Lieu of Time Off” section.

Vacation and Leaves of Absence

Staff who are eligible for the following types of leave will receive their full vacation accrual for the school year:

FMLA

STD

Workers Compensation

Military

However, staff members who go on an unpaid leave of absence will receive prorated vacation time based on 
the amount of time worked.  

Staff members on LTD or active Military leave continue to be allocated vacation while on leave. After a staff 
member has been on LTD leave for three (3) months, they may request to be paid for the unused vacation 
allotment for the year in which the disability began. Staff on active Military Duty can request that they be paid 
for the year’s unused allotment of vacation at the start of the Military Leave. However, in both instances, the 
staff member’s vacation time for that year will not be restored when they return to work, and it is a one-time 
only request. If the staff member prefers not to receive such payments and returns to work, the staff member 
will receive their full, unused vacation allotment for the year in which they return to work. 
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Staff members who go out on a leave of absence for any reason and do not use their entire vacation allotment 
for the year of their leave of absence will not roll the time over into the next year and will not be paid out for the 
unused time, except in the limited circumstances described in the above “Payment in Lieu of Time Off” section.

If a staff member has a military obligation that requires a two (2)-week tour of duty, the two (2) weeks will not 
be charged to vacation and will be paid according to the Military Leave Policy.

Overtime for Non-Exempt Staff

Vacation leave is included in the hours calculated to determine overtime eligibility for non-exempt staff 
members.   

Paid Time Off – Sick

Sick leave is included in the hours calculated to determine overtime eligibility for non-exempt staff members. If 
a paid holiday occurs while the staff member is on paid sick leave, they will be paid for that holiday and the day 
will not be charged to sick leave. Sick leave may not be borrowed from future accumulation and is not paid out 
upon termination of employment. In the event a staff member has used their sick time for the year, alternative 
paid time off may be used. 

*Staff who work or reside in California and Oregon are subject to different sick leave provisions and should 
consult Human Resources for more information. 

School Administrative Staff – Regular Full-Time and Full-Time Term of Project

Regular full-time school administrative staff and full-time Term of Project staff are advanced up to forty (40) 
hours of sick leave per school year on July 1st for use when they are sick, or a close family member is sick. 
Sick leave is prorated depending upon date of hire and the staff member’s scheduled work hours per week. 
Sick leave can be rolled over from school year to school year with a maximum of eighty (80) accumulated 
hours.  

Newly hired staff, during their first school year of employment, will receive sick hours based on their 
date of hire:

July-September 40 hours 

October-December 24 hours

January-March 16 hours

April-June 8 hours

School Administrative Staff – Regular Part-Time and Part-Time Term of Project

Regular part-time school administrative and part-time Term of Project staff receive prorated sick time based on 
a twenty (20) hour work week.  Regular part-time school administrative staff are advanced up to twenty (20) 
hours of sick leave per school year on July 1st for use when they are sick, or a close family member is sick. 
Sick leave is prorated depending upon date of hire. Sick leave can be rolled over from school year to school 
year with a maximum of forty (40) accumulated hours.  

Newly hired staff, during their first school year of employment, will receive sick time based on their 
date of hire:

July-September 20 hours

October-December 12 hours

January-March 8 hours
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April-June 4 hours

School Non-Administrative Staff – Regular Full-Time and Full-Time Term of Project

Regular full-time school non-administrative and full-time Term of Project staff earn up to thirty-two (32) hours of 
sick leave per year at the beginning of the school year for use when they are sick, or a close family member is 
sick.  Sick leave is prorated depending upon date of hire.  Sick leave can be rolled over from school year to 
school year with a maximum of sixty-four (64) accumulated hours.

Newly hired staff members, during their first year of employment, will receive sick time based on their 
date of hire:

July – December 32 hours

January – April 16 hours

May – June 8 hours

School Non-Administrative Staff– Regular Part-Time and Part-Time Term of Project

Regular part-time school non-administrative and part-time Term of Project staff receive prorated sick time 
based on a twenty (20) hour work week. Regular part-time school non-administrative and part-time Term of 
Project staff earn up to sixteen (16) hours of sick leave per year at the beginning of the school year for use 
when they are sick, or a close family member is sick.  Sick leave is prorated depending upon date of hire.  Sick 
leave can be rolled over from school year to school year with a maximum of thirty-two (32) accumulated hours. 

Newly hired staff members, during their first year of employment, will receive sick time based on their 
date of hire:

July – December 16 hours

January – April 8 hours

May – June 4 hours

Specific Provisions for California Residents

Staff residing in the state of California who do not receive paid sick leave under the above sections will receive 
twenty-four (24) hours of paid sick leave at the beginning of the school year or on their date of hire in 
accordance with the Healthy Workplaces, Healthy Families Act of 2014.  This paid sick leave cannot be rolled 
over from school year to school year, but a new allocation will be granted at the start of each school year. 

Staff who fill out a timesheet will have their time allocated in UltiPro Time Management (UTM), which can be 
accessed through the UltiPro staff member portal.  Staff that do not fill out a timesheet will receive their PTO in 
MyCal.

Staff in California with guardianship responsibilities over a child may also use sick or personal time to find, 
enroll, or re-enroll a child in a school or licensed childcare provider, participate in activities of the school or 
childcare provider, or to address a childcare provider or school emergency. The staff members, in accordance 
with the procedure for use of sick leave, should give as much advance notice as possible. 

Procedure for Use of Sick Leave

Prior to or on the day of an expected absence from work due to illness, the staff member must contact their 
manager directly.  The staff member should contact their manager each day to report an absence or must 
inform the manager in advance of the nature and expected length of absence due to a medical reason that will 
exceed one day.  (Note: information given to the manager regarding the “nature” of the absence should be 
limited to a basic statement of the reason for absence; for example, that the staff member is ill.  The staff 
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member should not provide medical details to the manager). Once a staff member exhausts all paid time off, 
the remaining days must be taken as unpaid time off.

Human Resources reserves the right to request medical documentation to support any sick day use, in 
accordance with applicable law.  

Extended Illness

For absences due to illness which extend beyond five (5) consecutive working days, please contact Human 
Resources. (In such case, staff must still notify their manager of their absence, as described in the above 
“Procedures” section). Time off for illness may transition to short-term disability. Sick days will not be reinstated 
and will be considered exhausted, unless required by state law.   

Paid Time Off – Personal

School Non-Administrative Staff –Regular Full-Time and Full-Time Term of Project

Regular full-time school non-administrative and full-time Term of Project staff hired in the current school year 
will earn sixteen (16) personal hours if hired by December 31st and eight (8) personal hours if hired between 
January 1st and April 30th. If a school non-administrative staff member is hired on or after May 1st of the current 
school year, they will not receive personal days for the current school year.  

School non-administrative and full-time Term of Project staff returning after their initial year of employment will 
be granted personal days according to years of service outlined below:

Start of 2nd school year 48 hours

Start of 3rd school year 64 hours

Start of 7th school year 80 hours

Start of 10th school year 96 hours

Staff members who are rehired into a benefit eligible position within one (1) school year of their termination 
date will receive service credit for personal days based on their original hire date.  

Unused, earned personal days may not be carried over from year to year. All personal days must be requested 
in advance and must be approved by the staff member’s manager. 

If employment is terminated prior to the end of the school year, the staff member is eligible for pay out of 
personal days if they have worked at least ninety (90) days of that school year.

School Non-Administrative Staff –Regular Part-time and Part-Time Term of Project

Regular part-time school non-administrative and part-time Term of Project staff receive prorated personal time 
based on a twenty (20) hour work week.  Regular part-time school non-administrative and part-time Term of 
Project staff hired in the current school year will earn eight (8) hours of personal time if hired by December 31st

and four (4) hours of personal time if hired between January 1st and April 30th.  If a regular part-time school 
non-administrative or part-time Term of Project staff member is hired on or after May 1st of the current school 
year, they will not receive personal time for the current school year.  

Regular part-time school non-administrative staff returning after their initial year of employment will be granted 
personal time according to years of service outlined below:

Start of 2nd school year 24 hours

Start of 3rd school year 32 hours
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Start of 7th school year 40 hours

Start of 10th school year 48 hours

Staff who are rehired into a benefit eligible position within one (1) school year of their termination date will 
receive service credit for personal time based on their original hire date.  

Unused, earned personal time may not be carried over from year to year. All personal time must be requested 
in advance and must be approved by the staff member’s manager.

Overtime for Non-Exempt Staff

Personal time is included in the hours calculated to determine overtime eligibility for non-exempt staff 
members.  

Adjusted Service Dates

Twelve (12) month staff who are rehired into a benefit eligible position within the same school of their 
termination date will receive service credit for paid time off based on their original hire date.

Ten (10) month staff who are rehired into a benefit eligible position within the same school year of their 
termination date will receive service credit for paid time off based on their original hire date. 

Transfers Between Employment Statuses

Staff who transfer from temporary or part-time to a regular full-time or Term of Project twelve (12)-month 
position will be eligible for vacation and sick time based upon their transition date according to the “New Hire 
Allocation” for their first year only. Thereafter, beginning July 1st of the next school year, staff will be allocated 
vacation and sick time based on their length of service.

Staff who transfer from a regular full-time or Term of Project twelve (12)-month position to a temporary or part-
time status will be paid for their prorated, unused vacation time based on the number of full calendar months 
they worked in a vacation-eligible position. If vacation time has already been used, then no vacation payment 
will be made. 

Staff who transfer from a ten (10) to twelve (12)-month position will be eligible for vacation leave based upon 
their length of service. These staff members will receive sick time s based upon their transition date according 
to the “New Hire Allocation” for their first year only. Thereafter, beginning July 1st of the next school year, staff 
will be allocated vacation and sick times based on their length of service. 

Staff who transfer from a twelve (12) to ten (10)-month position will be eligible for personal time based on their 
length of service.  Sick time will be allocated based upon their transition date according to the “New Hire 
Allocation” for their first year only. Thereafter, beginning the first teacher workday of the next school year, staff 
will be allocated personal and sick time based on their length of service using their original hire date or rehire 
date, if applicable.

Staff who transfer from temporary or part-time to a regular ten (10)-month position will be eligible for personal 
and sick time based upon their transition date according to the “New Hire Allocation” for their first year only. 
Thereafter, beginning the first teacher workday of the next school year, staff will be allocated personal and sick 
time based on their length of service using their original hire date or rehire date, if applicable.

Staff who transfer from a regular full-time ten (10)-month position to a temporary or part-time status will be paid 
for their unused personal time if they have worked at least ninety (90) days of the current school year.  

Staff who transfer positions and who have an original hire date as well as a rehire date(s) will only receive 
service credit for their original hire date if they are rehired into a benefits eligible position within one (1) year of 
their termination date.  If a staff member is not rehired within one (1) year into a benefits eligible position, they 
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will receive service credit based upon their rehire date.  For example, a staff member who leaves the 
organization and is re-hired after two (2) years, will receive service credit based upon their rehire date, if the 
staff member transfers positions.  

Bereavement Leave

Bereavement leave is available to all regular and Term of Project full-time staff members regardless of their 
tenure with the school. 

For the death of a spouse, domestic partner, child or stepchild, daughter-in-law, son-in-law, parent/guardian, 
stepparent, brother, sister, brother-in-law, sister-in-law, grandparent, grandchild, parent-in-law, or other 
resident of the household, regular full-time staff members are provided with up to five (5) days of paid 
bereavement leave. If the funeral or arrangements are out of town and require extensive travel, or if there are 
other extenuating circumstances, consult Human Resources for support. Human Resources may require the 
staff member to provide proof of death (i.e., copy of obituary listing staff member as a family member or notice 
from a funeral home stating relationship to staff member).

Staff members may request time off to attend funerals or arrangements for individuals other than immediate 
family members but will need to use personal or vacation time to cover the absence.  If a staff member does 
not have any personal or vacation time to use, they may request unpaid time off.  

Effect of Bereavement Pay on Overtime Calculation

Paid bereavement leave counts as time worked for the calculation of overtime.  Bereavement hours and the 
hours of normally scheduled work time will be used to determine hours worked in the workweek towards 
overtime for non-exempt staff members.

Jury Duty Leave

We recognize a staff member’s civic responsibility to serve on a jury if summoned and selected. Full-time 
regular and full-time Term of Project staff members will be paid their full salary for up to four (4) weeks for jury 
duty leave.  For non-exempt staff members, jury duty leave that falls during the hours of regularly scheduled 
work time will be used to determine hours worked during the workweek for the purpose of calculating overtime. 
Unless otherwise required by law, all staff members may take unpaid leave as needed to perform jury duty.

To be eligible for paid leave under this policy, a staff member must submit a copy of their jury certificate of 
attendance to Human Resources upon receipt and must inform their manager daily when they are required to 
be in court.  The staff member is also required to report to work on partial or full days when the court does not 
require the staff member’s presence. Upon being excused from jury duty, staff members are required to submit 
either the stamped jury duty summons or a certificate of attendance to Human Resources. 

Leave for Employment Related Legal Proceeding

A staff member will be granted paid leave if they are summoned to appear in court or to appear for a judicial 
proceeding by subpoena or court order for a proceeding that is directly related to their employment.  The staff 
member may be reimbursed for travel expenses incurred at the standard rates. 

To be eligible for paid leave under this policy, the subpoena or court order must be related to the individual’s 
employment at their Connections Academy school, or an affiliated school or program. The staff member is 
required to present proof of the court order or subpoena to their supervisor. Additionally, a copy of their 
subpoena or court order must be submitted to Human Resources upon receipt. The staff member is required to 
report to work on partial or full days when the court does not require the staff member’s presence or testimony.

To be eligible for paid leave, the hours that the staff member is required to appear in court or provide testimony 
must be between their regular work hours. For non-exempt staff members, leave for employment related legal 
proceedings that fall during the hours of regularly scheduled work time will be   included in the total workweek 
hours when calculating overtime.  
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All subpoenas, court orders, or any other legal communications or documents involving Connections 
Education, the staff member’s Connections Academy school, or an affiliated school or program should be 
directed to the Legal Affairs Department through an Issue Aware ticket.

A staff member will not be eligible for paid leave under this policy if they are the complainant, or the party filing 
the action against Connections Education, their Connections Academy School, or an affiliated school or 
program, or attending a legal proceeding in any capacity not mandated by court order.

Military Leave

Staff members will be granted a military leave of absence for active service or training in the U.S. military to the 
extent required by the Uniformed Services Employment and Reemployment Rights Act (USERRA).  To the 
extent required by USERRA, eligible staff will continue to earn service credit.  In addition, eligible staff who 
return from such military leave are guaranteed a job to the extent required by law if they comply with 
reinstatement requirements.  Staff members must provide proof of military leave obligations (e.g., military 
orders) upon receipt.  For further information on USERRA please refer to the USERRA poster posted on the 
Virtual Library.  

Military Leave and Benefits

Regular full-time staff and full-time Term of Project staff members are eligible for paid benefits under this 
policy.  Reservists and Members of the National Guard will be paid their regular base salary for the first ten 
(10) working days of required military training each year.  Staff who are called to or volunteer for active duty will 
be paid their regular base pay for the first thirty (30) days.  All time taken beyond thirty (30) days will be unpaid.  

Staff on active-duty military leave will still receive their full vacation, sick and personal day accrual for the year.  
However, while on active-duty military leave, carryover of unused leave time is not permitted.  A staff member 
can request to be paid for unused vacation and personal days at the start of their active-duty military leave.  

A staff member on active-duty military leave has the right to remain on the school’s benefit plans for two (2) 
years following the first month of service. The Employer will continue to pay premiums during any period of the 
leave that is unpaid.  Health insurance benefits are also available under the Military Health Care Program, 
TRICARE, required by USERRA based on the length of the leave and subject to the terms, conditions and 
limitations of the applicable plans for which the staff member is otherwise eligible.  For information regarding 
your 401 (k) plan treatment during active-duty military leave please refer to the Summary of Plan Provisions.   
Upon return from active-duty military leave, a staff member has the right to reinstatement in benefits plans.     

Under the current law, staff members on an active-duty military leave of absence are guaranteed the same or a 
suitable job if they are released from military service under conditions other than “undesirable” or 
“dishonorable,” provided they apply for reinstatement to Human Resources within the required legal time 
frames. A suitable job is a position the staff member qualifies for through skills, performance, education, and 
training.

A staff member must notify their supervisor (if possible) at least one (1) month prior to beginning active service 
military leave. Additionally, a staff member must produce a copy of their military orders, as soon as practicable.  
A staff member is required to report back to work or submit a timely application for re-employment upon 
completing a period of service as required by law. 

Teacher Compensatory Time

Exempt teachers are not eligible to earn overtime.  However, we occasionally ask teachers to participate in
activities that may take place outside of normal office hours such as information/marketing sessions, weekend 
field trips, or administration of state testing.  Compensatory time is paid time-off that may be taken during the 
school year and applied to normal work hours.

Eligibility

Pennwood Cyber Charter School

508



 

 

Regular, full-time teachers who participate in school-sponsored activities outside of the normal work hours are 
eligible for compensatory time.   To the extent an activity is not sponsored by the school, or a teacher’s 
presence at a school-sponsored activity is not required by us, a teacher is not eligible to earn compensatory 
time.  

Earning Compensatory Time Off

Teachers must work a minimum of four (4) consecutive hours per eligible activity to earn compensatory 
time. Any time worked over a four (4) hour period will be earned in two (2) hour increments. Teachers are 
limited to a maximum of forty (40) hours of compensatory time per school year.

School events authorized for compensatory time must be approved by the School Leader.  

Requesting to Use Compensatory Time Off

Teachers requesting to use their earned compensatory time should submit a request through myCAL.  
Compensatory time off must be used in increments of two (2) hours.  Compensatory time must be used within 
the school year that it is earned.  

The School Leader may deny requests for compensatory time if the School Leader deems, within their sole 
discretion, that taking the time off as requested might adversely impact school operations.  Compensatory time 
is not transferable to other staff members and will not be paid to staff members in the form of compensation at 
any time.  

Tracking of Compensatory Time Off

Compensatory time will be tracked through myCAL. Teachers or supervisors should submit a request and 
approval for a balance addition via myCAL. Requests to use compensatory time will follow the same request 
and approval process as all other forms of paid time off.

Leave Under the Family and Medical Leave Act (FMLA)

Generally, eligible staff are entitled to up to twelve (12) weeks of unpaid leave per rolling twelve (12) month 
period for birth, adoption, or foster care of a child; to care for a child, spouse or parent; or for their serious 
health condition.

Additionally, the FMLA permits a spouse, son, daughter, parent, or next of kin to take up to twenty-six (26) 
workweeks of leave to care for a member of the Armed Forces, including a member of the National Guard, 
Reserves, or a veteran under certain circumstances, who:

is undergoing medical treatment, recuperation, or therapy 

is otherwise in outpatient status 

is otherwise on the temporary disability retired list

for a serious injury or illness and was a member of the Armed Forces at any time during the five-year period 
before they began the treatment, recuperation or therapy. 

A staff member is also permitted to take FMLA leave for any qualifying exigency arising out of the fact that the 
spouse, or a son, daughter, or parent of the staff member is on active duty (or has been notified of an 
impending call or order to active duty) in the Armed Forces in support of a contingency operation. 

All twelve (12)-month staff and full-time Term of Project staff members who begin leave after July 1, must 
exhaust all paid leave during the FMLA absence. The remainder of the twelve (12) weeks are unpaid, except 
when the staff member qualifies for STD for their own serious health condition.  
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If a twelve (12)-month staff member or full-time Term of Project staff member requests leave under this policy 
scheduled to begin prior to July 1, they are required to exhaust fifty percent (50%) of all their paid time off 
allocated for that year. 

If a ten (10)-month staff member or part-time Term of Project staff member requests leave under this policy 
scheduled to begin on or after January 1, they are required to exhaust all their paid time off allocated for that 
school year.

If a ten (10)-month staff member or part-time Term of Project staff member requests leave under this policy 
scheduled to begin prior to January 1, they are required to exhaust fifty (50) percent of all their paid time off 
allocated for that school year. 

The use of paid time off during FMLA leave does not extend the length of FMLA leave, and paid time off will 
run concurrently with the staff member’s FMLA entitlement. Available sick leave may be used for personal 
illness or injury or that of their child.  

A staff member may receive STD compensation resulting from a disability if they are eligible during FMLA 
leave. In the event a staff member is determined eligible to receive STD benefits, the first five (5) days will be 
charged to sick, personal or vacation leave. Sick leave is not reinstated unless mandated by state law. If no 
sick, personal or vacation leave is available, the first five (5) workdays are unpaid. After this time, STD benefits 
may continue for up to twenty-five (25) additional weeks.  

A staff member may use available unused personal and vacation leave, but only after all other available 
compensation has been exhausted.  

Leave to care for a child after birth or placement of adoption or foster care must be taken within twelve (12) 
months of the child’s birth or placement. If staff members are married and both employed by the organization, 
they may only take a combined leave of twelve (12) weeks per year for the birth/adoption of a child.

To take leave to care for a family member with a serious health condition, medical certification of the serious 
health condition, and the medical necessity for the staff member to assist with the care of the family member 
must be provided.  

All time used for STD or Worker’s Compensation will be counted toward the twelve (12)-week allotment.  
Certain eligibility rules and requirements may apply under different state laws. Those affected will be provided 
with additional information if applicable. 

Eligible staff may take leave intermittently when medically necessary and with proper medical certification as 
required by law.  Intermittent leave may be used in full day or partial day increments.  For partial day 
increments, the timesheet should reflect the actual amount of time spent away from the school.  

Compensation and paid time-off benefits may be prorated depending on the duration of intermittent or reduced 
leave.  If a staff member wishes to be compensated for time off work, the time must be used in accordance 
with the paid time off policy.  Staff taking intermittent FMLA leave must make a reasonable effort to schedule 
their leave to avoid a disruption in school operations.  Under certain circumstances the staff member may be 
temporarily transferred to an alternative position, with equivalent pay and benefits to better accommodate a 
reduced schedule or intermittent leave.  

Eligibility and Provisions

Staff Members assigned to an office with more than fifty (50) staff members within a seventy-five (75) mile 
radius, who have been employed at least twelve (12) months, and who have worked at least 1,250 hours in the 
last twelve (12) months are eligible for FMLA.

FMLA is not paid leave. Upon returning to work, staff members will be placed in their original or equivalent 
position to the one they held prior to FMLA leave. In some instances, and regardless of planned FMLA leave, 
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the staff member’s position may be eliminated to meet business needs; please contact Human Resources for 
additional information.

Staff must submit FMLA leave requests in writing to Human Resources at least thirty (30) days in advance 
when the leave is foreseeable, or as soon as practicable thereafter. If leave is due to the personal illness of the 
staff member, or to care for a family member with a serious health condition, medical certification is required 
within fifteen (15) days from commencement of the leave request, unless it is not practicable to do so despite 
good faith efforts.  In cases where a staff member requests FMLA leave in conjunction with short-term 
disability, the short-term disability application will serve as notice of medical certification.  

While on leave, staff must maintain regular contact with their manager and Human Resources to update their 
status and intention to return to work at the end of the FMLA leave period.  

Prior to returning to work, a staff member who takes leave due to their own serious health condition is required 
to submit certification from a healthcare provider so they can resume work. Upon return from leave, any benefit 
coverage that had been suspended will be reinstated. Use of FMLA leave will not result in the loss of any 
employment benefits that accrued prior to the start of the FMLA leave.  

If a staff member gives notice of their intent not to return to work, maintenance of health and other benefits will 
cease. Failure to return to work at the expiration of an approved FMLA leave will be deemed a voluntary 
termination. 

Financial Aid for Adoption

Full-time staff are eligible to receive financial assistance up to $10,000 to offset expenses associated with 
adoption and surrogacy. Financial aid for adoption is not offered to Term of Project staff members. Please see 
the Financial Aid for Adoption Policy for additional information.

Unpaid Leave of Absence

We expect all staff to plan the use of their annual paid time off allotment in a responsible manner, ensuring 
they have time available for unforeseen circumstances throughout the year. Staff who need extended time off 
from work for personal or other reasons, which do not qualify under FMLA, may be approved to take an unpaid 
leave of absence at the sole discretion of Human Resources.

Upon the first instance of taking an unpaid leave day without approval, the staff member will receive a written 
warning and will be placed on probation. The second occurrence will be grounds for termination.  

An approved unpaid leave of absence does not guarantee the right to return to work or return to the same 
position. Though not obligated, the school will attempt to place the staff member into a position upon their 
return. Failure to accept an offered position will be considered a voluntary resignation without notice. Staff 
members with less than six (6) months of continuous service are generally not eligible for an unpaid leave of 
absence, except for military leave or when required by state law.

If a staff member wishes to take an unpaid leave of absence for a non-medical reason, they must have 
exhausted all paid time off except sick leave. Sick leave can never be used for non-medical leave.

If a staff member wishes to take an unpaid leave of absence for a medical reason, they must exhaust all paid 
time off including sick leave. 

Unpaid leave requests must be submitted to Human Resources by the staff member, and requests must be 
approved by Human Resources and in some cases, the School Leader. Paid leave does not accrue during a 
leave of absence. 
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Connections Education, LLC

 

Employee Benefits Plan Document 

and 

Summary Plan Description 

Amended: 
January 1, 2022

_____________________________________________________________________________________________
Connections Education, LLC maintains this Employee Benefits Plan for the exclusive benefit of its 

eligible employees and other persons made eligible by their relationship to the eligible employee. This Plan is comprised of 
different benefit programs that are subject to Employee Retirement Income Security Act of 1974, as amended (“ERISA”). This
document together with documents incorporated by reference constitutes the written plan document required by ERISA Section 

402 and the Summary Plan Description required by ERISA Section 102. 
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1. General Plan Information

The Connections Education, LLC Employee Benefits Plan is amended on January 1, 2022. This Plan has been in existence since 
September 24, 2004. This booklet contains a summary in English of participant rights and the benefits available under the Connections 
Education, LLC Employee Benefits Plan. If you have difficulty understanding any part of this booklet, you can contact the Benefits 
Manager for assistance. 

Plan Name Connections Education, LLC
Employee Benefits Plan

Plan Sponsor

Connections Education, LLC
10960 Grantchester Way
Columbia, MD 21044
800-382-6010

Plan Sponsor EIN Number 68-0519943

Plan Number 501

Plan Year – the 12 month period during which 
this Plan is administered January 1 - December 31

Plan Administrator

Connections Education, LLC
10960 Grantchester Way
Columbia, MD 21044
800-382-6010

Employee Benefits Contact Benefits Manager
800-382-6010

Agent for Service of Legal Process – service of 
process may also be made to the Plan 
Administrator

VP of HR & Compliance Services
Connections Education, LLC
10960 Grantchester Way
Columbia, MD 21044
800-382-6010

Named Fiduciary

Connections Education, LLC
10960 Grantchester Way
Columbia, MD 21044
800-382-6010

Type of Plan This Plan is a welfare benefit plan providing various types of 
coverages listed under Plan Benefits below.

If the information appearing above contradicts any term presented in the incorporated Benefit Plan Descriptions, the information
above will control. For example, if a Benefit Plan Description has a different Plan Number, the Plan Number above controls.

The following Employers have adopted Connections Education, LLC Employee Benefits Welfare Plan in its entirety.

Inspire Academics, Inc. 20-2193239 600 N. Steelhead Way, Suite 164, Boise, ID 83702

Nevada Connections Academy 20-5827946 175 Salomon Circle, Suite 201, Sparks, NV 89434

California Online Public Schools   51-0596749 33272 Valle Road, San Juan Capistrano, CA 92675
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2. Plan Benefits

Employer Sponsored
Benefits Plans This Employee Benefits Plan includes the component Benefit Plan(s) identified below. Each Benefit Plan is 

described in full within the documents that are incorporated by reference and referred to as Benefit Plan 
Descriptions. This Plan is intended to comply with any applicable State mandates.  The State mandates are 
explained in the Benefit Plan Descriptions or materials provided by the Employer.

Benefit Plan Table
            

Type of Benefit Insurer or Third-Party 
Administrator or Service Provider Funding Insurance Policy 

Contract Year

Health Kaiser Foundation Health Plan of 
Colorado Fully-Insured 01/01 - 12/31

Health Cigna Health and Life Insurance 
Company Fully-Insured 01/01 - 12/31

Health Kaiser Foundation Health Plan of 
Mid Atlantic Fully-Insured 01/01 - 12/31

Health Kaiser Foundation Health Plan of 
the Northwest Fully-Insured 01/01 - 12/31

Health Kaiser Foundation Health Plan 
Southern California Fully-Insured 01/01 - 12/31

Dental Cigna Health and Life Insurance 
Company Fully-Insured 01/01 - 12/31

Vision Vision Service Plan Fully-Insured 01/01 - 12/31

Basic Group Term Life Life Insurance Company of North 
America Fully-Insured 01/01 - 12/31

Accidental Death & 
Dismemberment (AD&D)

Life Insurance Company of North 
America Fully-Insured 01/01 - 12/31

Short-Term Disability Life Insurance Company of North 
America Self-Insured 01/01 - 12/31

Long-Term Disability Life Insurance Company of North 
America Fully-Insured 01/01 - 12/31

Supplemental Life and 
Dependent Life

Life Insurance Company of North 
America Fully-Insured 01/01 - 12/31

Supplemental AD&D and 
Dependent AD&D

Life Insurance Company of North 
America Fully-Insured 01/01 - 12/31

Business Travel Accident Cigna Life Insurance Company of 
North America Fully-Insured 01/01 - 12/31

Accident Cigna Life Insurance Company of 
North America Fully-Insured 01/01 - 12/31

Hospital Indemnity Cigna Life Insurance Company of 
North America Fully-Insured 01/01 - 12/31

Health Flexible Spending 
Account Connect Your Care Self-Insured 01/01 - 12/31

           Note: The items in the funding column are described in Section 4. Funding.

Benefit Plan 
Descriptions The Benefit Plan Descriptions expressly incorporated by reference and listed above include the following items that 

are applicable to the type of coverage provided:

(1) Complete detailed schedules of benefits, and all exclusions and limitations on benefits including subrogation 
rights and instances where benefits will be coordinated with other sources of payment;

(2) Provisions governing the use of network providers, the composition of the provider network and whether, 
and under what circumstances, coverage is provided for out-of-network services;

(3) The procedures governing claims for benefits including procedures for filing claim forms, providing 
notifications of benefit determinations, and reviewing denied claims in the case of any applicable time limits, 
and remedies available under the plan for the redress of claims which are denied in whole or in part 
(including procedures required under section 503 of Title I of the Act). Additional detail required by law for 
specific claims and appeals will be furnished as separate documents without charge;

(4) Cost-sharing provisions including any deductibles, coinsurance and copayment amounts for which the 
participant or beneficiary will be responsible;

(5) Any annual or lifetime caps and all other limits on benefits;
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(6) The extent to which preventive services are covered;

(7) Whether, and under what circumstances, existing and new drugs are covered;

(8) Whether, and under what circumstances, coverage is provided for medical tests, devices and procedures;

(9) Any conditions or limits on the selection of primary care providers or providers of specialty medical care;

(10) Any provisions requiring pre-authorizations or utilization review as a condition to obtaining a benefit or 
service under a Benefit Plan; 

(11) A general description of the provider networks applicable to each Benefit Plan. A complete listing of 
providers in a network will be furnished to participants and beneficiaries as a separate document at no 
charge;

(12) Any circumstances which may result in disqualification, ineligibility, denial, loss, forfeiture, suspension, 
offset, reduction, or recovery of any benefits; and,

(13) Whether and to what extent benefits under the Benefit Plan are guaranteed under a contract or policy of 
insurance issued by the Insurance Company, and the nature of any administrative services (e.g., payment of 
claims) provided by the Insurance Company or Third Party Administrator.
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3. Eligibility

Eligibility for Sponsored
Group Plans A Participant’s rights to enroll in and maintain coverage under the Benefit Plans are described in detail in the 

Benefit Plan Descriptions listed above or enrollment materials provided by the Employer. The Benefit Plan 
Descriptions and the enrollment materials are expressly incorporated by reference and would include the following 
items:

(1) Under what circumstances a spouse, dependents and other persons may be enrolled including any proof of a 
relationship needed to meet the eligibility requirements (note that group health plans are required to cover 
dependent children placed with a participant for adoption under the same terms and conditions as apply in the 
case of dependent children who are your natural children);

(2) The existence of any orientation period or waiting periods and how they are applied;

(3) When enrollment is allowed and a description of the enrollment procedures;

(4) When coverage will be effective and when it will end including the events that can occur that will terminate 
coverage; and,

(5) Details regarding when special enrollment rights allowing individuals who previously declined health 
coverage for themselves and their dependents have an opportunity to enroll (regardless of any open 
enrollment period). The Special Enrollment Notice, a copy of which was previously furnished to each 
participant, also contains important information about the potential special enrollment rights including a 30 
day time limit for requesting the enrollment. You can contact your Employee Benefits Contact to receive an 
additional copy of that notice. 

(6) Details regarding when special enrollment rights for an employee who is eligible, but not enrolled for 
coverage (or a dependent of the employee if the dependent is eligible, but not enrolled) when either:

(a) The employee or dependent was covered under a Medicaid plan or under a State Child Health 
Plan (SCHIP) and that coverage is terminated as a result of loss of eligibility; or,

(b) The employee or dependent becomes eligible for premium assistance from Medicaid or SCHIP 
(including assistance under any waiver or demonstration project conducted under or in relation to 
Medicaid or SCHIP).

           The employee or dependent must request coverage under the group health plan not later than 60 
days after the date the employee or dependent is terminated from the Medicaid or SCHIP Plan or 
determined to be eligible for such assistance. 

(7) An Addendum appears on the last page of this document that provides additional general information 
regarding how eligibility is determined for enrollment in the Employer’s Health Plan based on Internal 
Revenue Service (IRS) final regulations under the Affordable Care Act (ACA). 

Benefits Available 
While on Leave The Family And Medical Leave Act of 1993 (FMLA) as amended requires employers with 50 or more employees 

for each working day in 20 or more workweeks in the current or preceding calendar year to provide unpaid leave for 
eligible employees under circumstances that are prescribed by FMLA. If applicable, your Employee Benefits 
Contact will go over the Connections Education, LLC FMLA Policy with you including the payment options 
available for your elected Benefit Plans while you are on leave, and whether you have rights to be reinstated in your 
elected Benefit Plans when you return. 

Your Employee Benefits Contact will go over any additional leave policies and your options regarding your elected 
Benefit Plans while on an approved leave of absence. 

Qualified Medical 
Child Support Orders The Plan Administrator will adhere to the terms of any judgment, decree, or court order (including a court's 

approval of a domestic relations settlement agreement) which 

(1) relates to the provision of child support related to health benefits for a child of a Participant of a 
group health plan;

(2) is made pursuant to a state domestic relations law; and,

(3) creates or recognizes the right of an alternate recipient to, or assigns to an alternate recipient the 
right to receive benefits under the group health plan under which a Participant or other beneficiary 
is entitled to receive benefits. 
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The Plan Administrator will promptly notify the participant and each alternate recipient named in the medical child 
support order of the Plan's procedures for determining the qualified status of the medical child support orders. A
participant or beneficiary can request a copy of the Plan’s procedures and the Plan Administrator will provide a 
copy of these procedures free of charge. Within 30 days of receipt of a medical child support order, the Plan 
Administrator will determine whether such order is a qualified medical child support order and will notify the 
participant and each alternate recipient of that determination. If the Participant or any affected alternate payee 
objects to the determinations of the Plan Administrator, the disagreeing party will be treated as a claimant and the 
claims procedure of the Benefit Plan will be followed. The Plan Administrator may bring an action for a declaratory 
judgment in a court of competent jurisdiction to determine the proper recipient of the benefits to be paid by the Plan. 

A Qualified Medical Child Support Order (QMCSO) must clearly specify the name and last known mailing address 
of the Participant, name and address of each alternate recipient covered by the order, a description of the coverage to 
be provided by the group health plan or the manner in which such coverage is to be determined, the period of 
coverage that must be provided, and each plan to which such order applies. 

A QMCSO will not require the Plan to provide any type or form of benefit, or any option, that it is not already 
offered except as necessary to meet the requirements of a state medical child support law described in Section 1908 
of the Social Security Act as added by Section 13822 of the Omnibus Reconciliation Act of 1993 (OBRA '93). 
Upon determination of a Qualified Medical Child Support Order, the Plan must recognize the QMCSO by providing 
benefits for the Participant's child in accordance with such order and must permit the parent to enroll under the 
family coverage any such child who is otherwise eligible for coverage without regard to any enrollment season 
restrictions. 

COBRA Under the Consolidated Omnibus Budget Reconciliation Act of 1985, as amended, ("COBRA"), federal 
continuation shall not apply to any group health plan for any calendar year if the employer employed fewer than 20 
Employees on more than 50% of the work days in the prior calendar year. If you have less than 20 Employees on 
more than 50% of the work days in the prior calendar year then State Continuation may apply. 

The following terms in this section provide general information regarding the federal right to continue under 
COBRA. The Benefit Plan Description has a complete description of the federal and state rights to continue 
coverage under a Benefit Plan. 

COBRA is offered to anyone who is considered a Qualified Beneficiary under the federal law. This includes 
employees who lose their group health plan coverage due to termination of employment (unless due to gross 
misconduct) or a reduction in hours who were covered under the group health plan on the day before the event. 

A spouse or dependent covered under group health plan on the day before one of the following events that causes a 
loss of coverage is a qualified beneficiary. The spouse and dependents are eligible for COBRA for a loss of 
coverage due to the termination of the employee’s employment (other than for gross misconduct) or the reduction of 
the employee’s hours of employment, the death of the employee, divorce (or legal separation in a state where legal 
separation is recognized) or loss of dependent status under the written terms of the Benefit Plan, such as reaching 
the limiting age. (Note: Medicare entitlement of the employee can be a qualifying event or secondary event for some 
retirement plans, contact your Employee Benefits Contact for details.)

A COBRA Election Notice will be sent to the last known address on file with your employer within 44 days of the 
loss of coverage. COBRA Election Notice deadlines are based on the date coverage is lost. To elect continuation 
coverage, a participant must complete the Election Form and return it according to the directions on the form.  Each 
qualified beneficiary has a separate right to elect continuation coverage.  For example, the employee’s spouse may 
elect continuation coverage even if the employee does not.  Continuation coverage may be elected for only one, 
several, or for all dependent children who are qualified beneficiaries.  A parent may elect to continue coverage on 
behalf of any dependent children.  The employee or the employee's spouse can elect continuation coverage on 
behalf of all of the qualified beneficiaries.  You have 60 days from the later of the post mark date on your COBRA 
Election Notice or the date coverage terminated to enroll in COBRA. When you qualify for Trade Adjustment 
Assistance (TAA), you may have a second chance to elect to receive COBRA benefits. If you are within the 60-day 
period or believe that you are eligible for this second election period, contact your Employee Benefits Contact.

Generally, each qualified beneficiary may be required to pay the entire cost of continuation coverage.  The amount a 
qualified beneficiary may be required to pay may not exceed 102 percent (in the case of an extension of 
continuation coverage due to a disability a Benefit Plan may charge 150 percent) of the cost to the group health plan 
(including both employer and employee contributions) for coverage of a similarly situated plan participant or 
beneficiary who is not receiving continuation coverage.  The COBRA Election Notice will provide the premium 
amounts due to continue. 

The Trade Act of 2002 created a tax credit for certain individuals who become eligible for trade adjustment 
assistance and for certain retired employees who are receiving pension payments from the Pension Benefit Guaranty 
Corporation (PBGC).  Under the tax provisions, eligible individuals can either take a tax credit or get advance 
payment of 72.5 percent of premiums paid for qualified health insurance, including continuation coverage. If you 
have questions about these provisions, you may call the Health Coverage Tax Credit Customer Contact Center toll-
free at 1-866-628-4282.  TTD/TTY callers may call toll-free at 1-866-626-4282.  More information about the Trade 
Act is also available at www.doleta.gov/tradeact.
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In the case of a loss of coverage due to end of employment or reduction in hours of employment, coverage generally 
may be continued only for up to a total of 18 months.  In the case of losses of coverage due to an employee’s death, 
divorce or legal separation, or loss of dependent status under the written terms of the Benefit Plan, coverage may be 
continued for up to a total of 36 months. When the qualifying event is the end of employment or reduction of the 
employee's hours of employment, and the employee became entitled to Medicare benefits less than 18 months 
before the qualifying event, COBRA continuation coverage for qualified beneficiaries other than the employee lasts 
until 36 months after the date of Medicare entitlement. 

Continuation coverage will be terminated before the end of the maximum period if:

(1) Any required premium is not paid in full on time;

(2) A qualified beneficiary first becomes covered, after electing continuation coverage, under another 
group health plan;

(3) A qualified beneficiary first becomes entitled to Medicare benefits (under Part A, Part B, or both) 
after electing continuation coverage; or,

(4) The Plan Sponsor ceases to provide any group health plan for its employees.

Continuation coverage may also be terminated for any reason the Plan would terminate coverage of a participant not 
receiving continuation coverage (such as fraud).

An 11-month extension of coverage may be available for all family members covered if any of the qualified 
beneficiaries is determined under the Social Security Act (SSA) to be disabled.  The disability has to have started at 
some time on or before the 60th day of COBRA continuation coverage and must last at least until the end of the 18-
month period of continuation coverage. See the important notice procedures below.   

An 18-month extension of coverage will be available to spouses and dependent children who elect continuation 
coverage if a second qualifying event occurs during the first 18 months of continuation coverage.  The maximum 
amount of continuation coverage available regardless of events is 36 months.  The second qualifying events may 
include the death of a covered employee, divorce or legal separation from the covered employee or a dependent 
child’s ceasing to be eligible for coverage as a dependent under the Plan.  These events can be a second qualifying 
event only if they would have caused the qualified beneficiary to lose coverage under the Plan if the first qualifying 
event had not occurred. See the important notice procedures below.   

Notices Due From Participants

When the Notice is Required. You, your spouse or covered dependent must notify the Plan Administrator of one 
of the following events, in writing, in order to be offered COBRA Continuation:

(1) The occurrence of a qualifying event that is a divorce or legal separation of a covered employee 
from his or her spouse, or a dependent who loses eligibility under the plan;

(2) The occurrence of a second qualifying event;

(3) A qualified beneficiary has been determined by the Social Security Administration to be disabled at 
any time during the first 60 days of continuation coverage; and

(4) A qualified beneficiary has subsequently been determined by the Social Security Administration to 
no longer be disabled.

Where the Notice is Sent. The written notice must be mailed or otherwise delivered to the Plan Administrator or 
Employee Benefits Contact.

When the Notice is Due. Each Employee or Qualified Beneficiary who lost coverage due to a qualifying event 
listed above under numbers 1 or 2 must deliver the notice no later than 60 days from the later of (1) The date on 
which the relevant qualifying event occurs; (2) The date on which the qualified beneficiary loses (or would lose) 
coverage under the plan as a result of the qualifying event; or (3) The date on which the qualified beneficiary is 
informed, through the furnishing of the plan's Summary Plan Description or the General Notice, of their 
responsibility to provide the notice and these procedures for providing the notice.

A Social Security Determination of Disability must be delivered within 60 days after the later of: (1) The date of the 
disability determination by the Social Security Administration; (2) The date on which a qualifying event occurs; (3) 
The date on which the qualified beneficiary loses (or would lose) coverage under the plan as a result of the 
qualifying event; or (4) The date on which the qualified beneficiary is informed, through the furnishing of the 
summary plan description or the General Notice, of both the responsibility to provide the notice and the plan's 
procedures for providing such notice to the administrator. In addition, the notice of a Social Security Determination 
of Disability must be delivered before the end of the 18 month COBRA continuation period. 
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If the Social Security Administration determines that a COBRA Participant is no longer disabled, that 
Determination must be delivered within 30 days of the later of: (1) the date of the final determination by the Social 
Security Administration that the qualified beneficiary is no longer disabled; or (2) The date on which the qualified 
beneficiary is informed, through the furnishing of the plan's summary plan description or the General Notice of both 
the responsibility to provide the notice and the plan's procedures for providing such notice to the administrator.

What the Notice Must Contain. The written notice must contain at least the name of the person(s) that will be 
losing coverage, the event that will cause the loss of coverage (referred to as a qualifying event) and the date the 
qualifying event actually occurs. You should also provide, along with the letter, documentation of the event that 
occurred, such as a photocopy of a divorce order or legal separation order showing the date the divorce or legal 
separation began.  If you have any question about what type of documentation is required, you should contact the 
Employee Benefits Contact at the address provided in this notice. The Employee Benefits Contact may develop and 
make available a form which may be required to be completed to provide adequate notice.
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4. Funding

The Benefit Plan 
Table This Plan makes available the Benefit Plans identified under Section 2. Plan Benefits, details listed in the Benefit 

Plan Table, and described in the Benefit Plan Descriptions incorporated by reference. The funding for each Benefit 
Plan is identified on the Benefit Plan Table and described below. 

If the Benefit Plan is ‘Fully-Insured’. Benefits are provided under an insurance contract entered into between 
Connections Education, LLC and the Insurance Company identified on the Benefit Plan Table. Premiums must be 
paid to the Insurance Company to maintain the Benefit Plan. The premium is paid in part or whole from the general 
assets of Connections Education, LLC.

If the Benefit Plan is ‘Self-Insured’. Benefits are paid from the general assets of Connections Education, LLC.
Claims processing and other delegated functions for the Benefit Plan are administered by the Third Party 
Administrator identified on the Benefit Plan Table. 

If Connections Education, LLC purchased an insurance policy that provides benefits to Connections Education, 
LLC in the event of excess claims, commonly referred to as Stop Loss Insurance, contributions due from a 
participant for coverage under the Benefit Plan will not be used to pay the premium for the Stop Loss Insurance. 
The Stop Loss Insurance premium will be paid from the general assets of Connections Education, LLC.

If the Benefit Plan is ‘Partially-Insured’. A portion of the benefits are provided as an insurance contract entered 
into between Connections Education, LLC and the Insurance Company identified on the Benefit Plan Table. The 
remaining benefits are paid from the general assets of Connections Education, LLC.

If the Benefit Plan includes ‘Employee Salary Reduction’. These tax advantage Plans are funded in part or in 
whole by an Employees’ salary reduction. The Benefit Plan Description includes a list of ‘change in status’ events 
that limit the instances where an Employee can change pretax elections during the Plan Year. A Health Flexible 
Spending Account allows Employees to make elections for pre-tax reimbursement of medical expenses, including 
most services allowed under Section 213(d) of the Internal Revenue Code. A Health Flexible Spending Account is a 
health and welfare plan subject to ERISA and Section 105 of the Internal Revenue Code. The Health Flexible 
Spending Account has limited COBRA continuation rights, COBRA is only offered if the cost to continue to the 
end of the Plan Year is less than the available benefit and continuation is only available to the end of the current 
Plan Year. Claims processing and other delegated functions for the Benefit Plan are administered by the Service 
Provider identified on the Benefit Plan Table. 

PLAN SPONSOR - EMPLOYEE CONTRIBUTIONS/SPENDING CREDITS If employee contributions are 
required for any Benefit Plan then Connections Education, LLC will determine and communicate the employee’s 
required contribution and the method of payment at open enrollment and as needed throughout the Plan Year. 
Connections Education, LLC can change that determination at any time. These communications are expressly
incorporated by reference. The Plan Sponsor may use plan assets to pay plan administrative expenses. Plan assets 
may be used to pay reasonable administrative expenses as needed.

Connections Education, LLC may provide additional contributions in the way of cash or spending credits that can 
be used for any Benefit Plan, or used in a limited manner as defined by the Plan Sponsor. The Plan Sponsor may 
make defined contributions to specific Benefit Plans and require that you pay a portion or all of the cost for 
coverage under any Benefit Plan. The enrollment materials used each Plan Year include the amount of any Plan 
Sponsor contributions, the rules defining how the Plan Sponsor contributions can be used by Participants, and 
include all limitations on the use of Plan Sponsor contributions. The enrollment materials are expressly incorporated 
by reference. 

Provided Connections Education, LLC is subject to FMLA, then Plan Sponsor contributions will continue to be 
provided while on an approved FMLA leave to the same extent provided to an Employee actively at work. 

Refunds and Medical 
Loss Ratio Rebates Under
Health Care Reform            In certain circumstances under the Medical Loss Ratio Standards in section 2718 of the Patient Protection and 

Affordable Care Act of 2010 (PPACA), rebates may be paid to this Plan. The federal law requires that the issuer of 
the rebate (the insurance company) provide you a written notice of a rebate, at the time the rebate is paid to the Plan. 
The rebate will be prorated between the amount attributable to Plan costs paid by the Plan Sponsor and Plan costs 
paid by participants. The participant portion of the rebate will be used for the benefit of the Plan participants. This 
can be done by a number of actions, including but not limited to lowering the Plan costs for the participants for the 
next Plan Year, applied towards the cost of administering the Plan, paid as taxable income to the participants, or in 
any manner that allocates the rebate to Participants based on each Participant’s actual contributions, or to apportion 
it on any other reasonable basis.

All refunds from Insurance Policies paid to the Plan will be disbursed within 90 days of receipt by the Plan 
Administrator. When the Plan Administrator determines that the Medical Loss Ratio Rebates will be paid to 
participants, these payments will be disbursed within 90 days of receipt.
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5. Plan Administration

Plan Administrator The Plan Administrator is responsible for the administration of this Plan. Should you need to see any records or 
have any questions regarding any Benefit Plan, contact the Plan Administrator. The Plan Administrator has final 
discretionary authority to interpret the Plan and make factual determinations as to whether any individual is eligible 
for coverage and entitled to receive any benefits under the Plan. The Employee Benefits Contact has been appointed 
to assist you in answering questions and providing information to you regarding your benefits and elections. The 
Plan Administrator may delegate any of the responsibilities to the Insurance Company or Third Party Administrator 
identified in the Benefit Plan Table. The Plan Administrator is not responsible for any Benefit Plan identified as 
‘Individual’ on the Benefits Plan Table.

The Plan Administrator will have the following rights, duties and powers to: 

(1) Interpret the terms of any Benefit Plan, to determine the amount, manner and time for payment of 
any benefits, and to construe or remedy any ambiguities, inconsistencies or omissions, and correct 
any administrative errors or omissions; 

(2) Adopt and apply any rules or procedures to ensure the orderly and efficient administration of any 
Benefit Plan; 

(3) Determine the rights of any participant, spouse, dependent or beneficiary to benefits under any 
Benefit Plan; 

(4) Develop appellate and review procedures for any participant, spouse, dependent or beneficiary to 
benefits under any Benefit Plan;

(5) Provide the Plan Sponsor with such tax or other information it may require in connection with any 
Benefit Plan; 

(6) Employ any agents, attorneys, accountants or other parties (who may also be employed by the Plan 
Sponsor) and to allocate or delegate to them such powers or duties as is necessary to assist in the 
proper and efficient administration of any Benefit Plan, provided that such allocation or delegation 
and the acceptance thereof is in writing; and,

(7) Report to the Plan Sponsor, or any party designated by the Plan Sponsor, after the end of each Plan 
year regarding the administration of the Plan, and to report any significant problems as to the 
administration of any Benefit Plan and to make recommendations for modifications as to procedures 
and benefits, or any other change which might ensure the efficient administration of any Benefit 
Plan. 

Subject to applicable State or Federal law, any interpretation of any provision of this Plan made in good faith by the 
Plan Administrator and any determination by the Plan Administrator as to any Participant's rights or benefits under 
this Plan is final, shall be binding upon the parties and shall be upheld on review, unless it is shown that such 
interpretation or determination was an abuse of discretion (i.e., arbitrary and capricious).

The Federal Privacy 
Rule Plan Sponsors who receive Protected Health Information are subject to the federal privacy rule under the Health 

Insurance Portability and Accountability Act of 1996 (HIPAA) as described below.

Protected Health Information (“PHI”) means: information that is created or received by the Plan Sponsor and 
relates to the past, present, or future physical or mental health or condition of any participant; or, the provision of 
health care to a participant; or the past, present, or future payment for the provision of health care to a participant; 
and that identifies the participant. The test is whether there is a reasonable basis to believe the information can be 
used to identify the participant. PHI includes information of persons living or deceased. PHI as used in this 
document includes data that is transmitted or stored electronically. 

Access To PHI: The Plan Sponsor’s access to PHI is restricted to the minimum information necessary to administer 
the Benefit Plan. This includes obtaining Participant elections and enrollment for payroll and Benefit Plan 
administration. The Plan Sponsor may have access to PHI that was submitted for claims reimbursement when that 
claim is on an appeal from an adverse decision. Only the Employee Benefits Contact and employees trained in the 
federal privacy rule will have access to the PHI. 

Permitted And Required Uses And Disclosures Of PHI By The Plan Sponsor: The Plan Sponsor can only use 
and disclose PHI for plan administration functions as permitted and required by this Plan Document, or as required 
by law. The Plan Sponsor will not use or disclose PHI for employment-related actions or in connection with any 
other employee benefit plan. When necessary, the Employee Benefits Contact will disclose the PHI to consultants 
and experts as required by the Department of Labor for a full and fair review or to perform plan non-discrimination 
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testing as required by law. All other disclosures of PHI will only be made pursuant to a valid authorization from the 
Participant that meets the requirements of 45 CFR §164.508. 

The Plan Sponsor, on behalf of the Plan, may disclose Summary Health Information for the purpose of obtaining 
premium bids from health plans for providing health insurance or modifying, amending or terminating the Plan. 
Summary Health Information means information that summarizes claims history and expenses which meets the 
federal requirements that remove all data fields that can be used to identify an individual participant.

Complaints: If a Participant has any complaints regarding the way that the Plan Sponsor has handled PHI they can 
complain to the Employee Benefits Contact. No response from the Employee Benefits Contact is required. A copy 
of this complaint procedure shall be provided to the Participant upon request. The Employee Benefits Contact will 
keep a copy of the complaint, applicable documentation, and disposition if any, for a period of 6 years from the end 
of the plan year in which the act occurred.

No Retaliation: No Employer will intimidate, threaten, coerce, discriminate against, or take other retaliatory action 
against Participants for exercising their rights, filing a complaint, participating in an investigation, or opposing any 
improper practice under the federal Privacy Rule.

Firewall: The Plan Sponsor will implement administrative, physical, and technical safeguards that reasonably and 
appropriately protect the confidentiality, integrity, and availability of the protected health information that it creates, 
receives, maintains, or transmits on behalf of the group health plan; and ensure that any agent, including a 
subcontractor, to whom it provides this information agrees to implement reasonable and appropriate security 
measures to protect the information.

Plan Sponsor will: 1) Ensure that any subcontractors or agents to whom the Plan Sponsor provides PHI agree to the 
same restrictions described above, 2) report to the health plan any use or disclosure that is inconsistent with this 
Plan Document or the federal Privacy Rule, 3) make the PHI information accessible to the Participants, 4) allow 
Participants to amend their PHI, 5) provide an accounting of its disclosures of PHI as required by the Privacy Rule, 
6) make its practices available to the Secretary for determining compliance, and, 7) return and destroy all PHI when 
no longer needed, if feasible.

The Federal Security 
Rule This Term is intended to bring the Plan into compliance with the “HIPAA Security Rule” as published on February 

20, 2003 by the United States Department of Health and Human Services (HHS), and amended, including the final 
Security Standards under the Health Insurance Portability and Accountability Act of 1996 and the HITECH Act 
(Health Information Technology for Economic and Clinical Health Act) of 2009.

The Electronic Media contemplated by the HIPAA Security Rule includes: 

(1)  Electronic storage media including memory devices in computers (hard drives) and any 
removable/transportable digital memory medium, such as magnetic tape or disk, optical disk, or digital 
memory card; or

(2)  Transmission media used to exchange information already in electronic storage media. Transmission 
media include, for example, the internet (wide-open), extranet (using internet technology to link a 
business with information accessible only to collaborating parties), leased lines, dial-up lines, private 
networks, and the physical movement of removable/transportable electronic storage media. Certain 
transmissions, including of paper, via facsimile, and of voice, via telephone, are not considered to be 
transmissions via electronic media, because the information being exchanged did not exist in electronic 
form before the transmission.

In order to send and receive Protected Health Information (“PHI” as defined in the Plan Document) necessary for 
Plan administration by Electronic Media, the Plan Sponsor will:

(1)  Implement reasonable and appropriate safeguards for electronic PHI created, received, maintained or 
transmitted to or by the Plan Sponsor on behalf of the group health plan; 

(2)  Ensure that electronic “firewalls” are in place to secure the electronic PHI; 

(3)  Ensure that all agents and subcontractors with access to electronic PHI comply with the security 
requirements; and 

(4)  Report to the group health plan any security incident of which it becomes aware.

Right to Truthful and 
Complete Information  Benefits are conditioned on the Participants cooperation in providing such information and documentation necessary 

to verify eligibility for coverage and substantiate claims submitted. This may include Participant medical records, a 
physical examination during the pendency of any claim to the extent allowed by law, and an autopsy in the case of 
death except when forbidden by law.
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If a Participant intentionally makes a false statement or submits false documents in support of coverage or in 
support of a claim for benefits, or a Participant intentionally fails to send correct information when the participant 
knows or should have known the information submitted was incorrect, the Plan Administrator may, without the 
consent of any person, and to the fullest extent permitted by law, terminate the person’s Plan coverage and may 
refuse to honor any claim for benefits under the Plan including claims for Participants related to the person 
submitting the falsified information. Such person shall be responsible, to the fullest extent permitted by applicable 
law, to provide restitution, including monetary repayment to the Plan, with respect to any overpayment or ineligible 
payment of benefits.

Termination and 
Amendment of Plan The Plan Sponsor expects to maintain the Plan indefinitely as an employee benefit. However, the Plan Sponsor has 

the right, in its sole discretion, to terminate the Plan or to modify or amend any provision of the Plan at any time. In 
the event of the dissolution, merger, consolidation or reorganization of the Plan Sponsor, the Plan automatically will 
terminate unless it is continued by the successor to the Plan Sponsor.

Participants in the Plan have no Plan benefits after a Plan termination or a partial Plan termination affecting them,
except with respect to covered events giving rise to benefits and occurring prior to the date of Plan termination or 
partial termination and except as otherwise expressly provided, in writing, by the Plan Sponsor.

No Continued 
Employment No provisions of the Plan or this Summary shall give any employee any rights of continued employment with the 

Plan Sponsor or shall in any way prohibit changes in the terms of employment of any Employee covered by the 
Plan.

Non-Assignment of
Benefits Except as may be required pursuant to a “Qualified Medical Child Support Order” which provides for Plan coverage 

for an alternate recipient, other applicable law, or electronic payment made directly to a health care provider, no 
Participant or beneficiary may transfer, assign or pledge any Plan benefits.

Excess Payments Upon any benefit payment made in error under the Plan, the Plan Sponsor will inform you that you are required to 
repay the amount that has been paid under this Plan in error. This includes and is not limited to amounts over your 
annual election, amounts for services that are determined not to be qualified expenses, or when you do not provide 
adequate documentation to substantiate a paid claim upon request. The Plan Sponsor may take reasonable steps to 
recoup such an amount including withholding the amount from future salary or wages, and reducing the amount of 
future benefit reimbursements by the amount paid in error. 

Nondiscrimination The Plan is not intended to discriminate in favor of highly compensated individuals as to eligibility to participate, 
contributions and benefits in accordance with applicable provisions of the Code. The Plan Administrator may take 
such actions as excluding certain highly compensated employees from participation in the Plan if, in the Plan 
Administrator's judgment, such actions serve to assure that the Plan does not violate applicable nondiscrimination 
rules. 

If your employer has multiple ‘Medical, Surgical, Hospital Care’ Benefit Plans as identified on the Plan Benefits 
Table in Section 2, where necessary in order to satisfy plan nondiscrimination requirements, these Benefit Plans 
may be disaggregated for testing purposes in order to ensure each Benefit Plan satisfies the nondiscrimination 
requirements provided under federal law and regulation.

Misstatements Any misstatement or other mistake of fact will be corrected as soon as reasonably possible upon notification to the 
Plan Administrator and any adjustment or correction attributable to such misstatement or mistake of fact will be 
made by the Plan Administrator as he considers equitable and practicable. 

No Guarantee of Tax 
Consequences The Plan Sponsor does not guarantee the tax status of employee contributions to any Benefit Plan, nor the tax free 

status of any benefit paid by or from any Benefit Plan. 
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6. Federal Notices

Newborns’ Act 
Disclosure This Plan does not restrict benefits for any hospital length of stay in connection with childbirth for the mother or 

newborn child to less than 48 hours following a vaginal delivery, or less than 96 hours following a cesarean section. 
Federal law generally does not prohibit the mother’s or newborn’s attending provider, after consulting with the 
mother, from discharging the mother or her newborn earlier than 48 hours (or 96 hours as applicable). In any case, 
plans and issuers may not, under Federal law, require that a provider obtain authorization from the plan or the 
insurance issuer for prescribing a length of stay not in excess of 48 hours (or 96 hours). Additional information 
including State Rights required are described in detail in the applicable Benefit Plan Descriptions.  

Notice of Rights Under
the Women’s Health 
and Cancer Rights Act 
(WHCRA) If you have had or are going to have a mastectomy, you may be entitled to certain benefits, under the Women’s 

Health and Cancer Rights Act of 1998 (WHCRA). For individuals receiving mastectomy-related benefits, coverage 
will be provided in a manner determined in consultation with the attending physician and the patient, for: 

(1) All stages of reconstruction of the breast on which the mastectomy was performed;

(2) Surgery and reconstruction of the other breast to produce a symmetrical appearance;

(3) Prostheses; and,

(4) Treatment of physical complications of the mastectomy, including lymphedemas.

These benefits will be provided subject to the same deductible and co-insurance particulars that are applicable to 
other medical and surgical benefits provided under this Plan. Connections Education, LLC has provided the detailed 
information regarding deductible and co-insurance for the Connections Education, LLC Group Health Plan. For 
more information or to get a copy of the Summary Plan Description containing these details contact your Plan 
Sponsor Representative.

The Genetic 
Nondiscrimination 
Act of 2008 (GINA) GINA prohibits a group health plan from adjusting group premium or contribution amounts for a group of similarly 

situated individuals based on the genetic information of members of the group. GINA prohibits a group health plan 
from requesting or requiring an individual or a family member of an individual to undergo genetic tests. Genetic 
information means information about an individual’s genetic tests, the genetic tests of family members of the 
individual, the manifestation of a disease or disorder in family members of the individual or any request for or 
receipt of genetic services, or participation in clinical research that includes genetic services by the individual or a 
family member of the individual. The term genetic information includes, with respect to a pregnant woman (or a 
family member of a pregnant woman) genetic information about the fetus and with respect to an individual using 
assisted reproductive technology, genetic information about the embryo. Genetic information does not include 
information about the sex or age of any individual.

Compliance with 
Applicable Laws The Plan Sponsor will administer the Benefit Plans in compliance with federal and state laws. Any interpretation of 

this document or the Benefit Plan Description incorporated by reference that is prohibited by federal or state law is 
void and will not be relied on for the administration of this Plan. The Plan Sponsor will administer the Benefit Plans 
in compliance with:

(1) The Mental Health Parity Act (MHPA) and The Mental Health Parity and Addiction Equity Act 
(MHPAEA) ERISA § 712, requiring parity in certain mental health and substance use disorder 
benefits;

(2) The Women’s Health and Cancer Rights Act of 1998 (WHCRA) ERISA § 713(a), imposing 
requirements for coverage of reconstructive surgery and other complications in connection with 
mastectomy;

(3) ERISA § 609(c) coverage for adopted children;

(4) ERISA § 609(d) coverage of costs of pediatric vaccines;

(5) The Consolidated Omnibus Budget Reconciliation Act of 1985 (COBRA);

(6) The Health Insurance Portability and Accountability Act of 1996 (HIPAA) (applies to any group 
health plan sponsored by the Plan Sponsor);

(7) The Newborns’ and Mothers’ Health Protection Act of 1996 (NMHPA);
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(8) The Genetic Information Nondiscrimination Act (GINA);

(9) The Health Information Technology for Economic and Clinical Health Act (HITECH);

(10) Michelle’s Law; and,

(11) The Family and Medical Leave Act of 1993 (FMLA).

Medicaid and the 
Children’s Health 
Insurance Program 
(CHIP) Offer Free 
or Low-Cost Health
Coverage to Children
and Families If you are eligible for health coverage under the Connections Education, LLC Group Health Plan, but are unable to 

afford the premiums, some States have premium assistance programs that can help pay for coverage. These States 
use funds from their Medicaid or CHIP programs to help people who are eligible for Plan Sponsor -sponsored health 
coverage, but need assistance in paying their health premiums.

If you or your dependents are already enrolled in Medicaid or CHIP, you can contact your State Medicaid or CHIP 
office to find out if premium assistance is available.  

If you or your dependents are NOT currently enrolled in Medicaid or CHIP, and you think you or any of your 
dependents might be eligible for either of these programs, you can contact your State Medicaid or CHIP office or 
dial 1-877-KIDS NOW or www.insurekidsnow.gov to find out how to apply.  If you qualify, you can ask the State if 
it has a program that might help you pay the premiums for a Plan Sponsor -sponsored plan.

Once it is determined that you or your dependents are eligible for premium assistance under Medicaid or CHIP, 
your Plan Sponsor’s health plan is required to permit you and your dependents to enroll in the plan  as long as you 
and your dependents are eligible, but not already enrolled in the Plan Sponsor’s plan.  This is called a “special 
enrollment” opportunity, and you must request coverage within 60 days of being determined eligible for premium 
assistance.

You can contact your Plan Administrator for any questions regarding your Special Enrollment Rights.
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7. Statement of ERISA Rights

Your Rights As a participant in the Plan, you are entitled to certain rights and protections under the Employee Retirement 
Income Security Act of 1974 (ERISA). ERISA provides that all plan participants shall be entitled to:

Receive Information 
About Your Plans 
and Benefits Examine, without charge, at Connections Education, LLC’s principal office and at other specified locations, such as 

worksites, all documents governing the Plan, including insurance contracts, and a copy of the latest annual report 
(Form 5500 Series), if any, filed by the Plan with the U.S. Department of Labor and available at the Public 
Disclosure Room of the Employee Benefits Security Administration.

Obtain, upon written request to the Benefits Manager of Connections Education, LLC, copies of documents 
governing the operation of the Plan, including insurance contracts and copies of the latest annual report (Form 5500 
Series) and updated Summary Plan Description (SPD). Connections Education, LLC may make a reasonable charge 
for the copies.

Receive a summary of the Plan’s annual Form 5500, if any is required by ERISA to be prepared, in which case 
Connections Education, LLC, as Plan Administrator, is required by law to furnish each participant with a copy of 
this Summary Annual Report.

A complete list of the employers and employee organizations sponsoring the plan may be obtained by participants 
and beneficiaries upon written request to the Plan Administrator, and is available for examination by Participants 
and Beneficiaries. You may also request whether a particular Employer is a Plan Sponsor. 

If this plan is maintained pursuant to one or more collective bargaining agreements, a copy of any such agreement 
may be obtained by participants and beneficiaries upon written request to the Plan Administrator, and is available 
for examination by all Participants and Beneficiaries.

COBRA and
HIPAA Rights Continue health care coverage for yourself, your spouse, or your dependents if there is a loss of coverage under the 

Plan as a result of a qualifying event. You or your dependents may have to pay for such coverage. Review this SPD 
and the documents governing the Plan on the rules governing your COBRA continuation coverage rights. 

Prudent Actions 
by Plan Fiduciaries In addition to creating rights for Plan participants, ERISA imposes duties upon the people who are responsible for 

the operation of the employee benefit plan. The people who operate your Plan, called “fiduciaries” of the Plan, have 
a duty to do so prudently and in the interest of you and other Plan participants and beneficiaries. No one, including 
your employer or any other person, may fire you or otherwise discriminate against you in any way to prevent you 
from obtaining a Plan benefit or exercising your rights under ERISA.

Enforce Your Rights
If your claim for a welfare benefit is denied or ignored, in whole or in part, you have a right to know why this was 
done, to obtain copies of documents relating to the decision without charge, and to appeal any denial, all within 
certain time schedules. Under ERISA, there are steps that you can take to enforce the above rights. For instance, if 
you request a copy of Plan documents or the latest annual report (Form 5500), if any, from the Plan and do not 
receive them within 30 days, you may file suit in a federal court. In such a case, the court may require Connections 
Education, LLC, as Plan Administrator, to provide the materials and pay you up to $110 per day until you receive 
the materials, unless the materials were not sent because of reasons beyond the control of the Administrator. If you 
have a claim for benefits which is denied or ignored in whole or in part, and if you have exhausted the claims 
procedures available to you under the Plan you may file suit in a state or federal court. In addition, if you disagree 
with the plan's decision or lack thereof concerning the qualified status of a domestic relations order or a medical 
child support order, you may file suit in Federal court.

If it should happen that Plan fiduciaries misuse the Plan’s money, or if you are discriminated against for asserting 
your rights, you may seek assistance from the U.S. Department of Labor, or you may file suit in a federal court. The 
court will decide who should pay court costs and legal fees. If you are successful, the court may order the person
you have sued to pay these costs and fees. If you lose, the court may order you to pay these costs and fees, for 
example, if it finds your claim is frivolous.

Pennwood Cyber Charter School

527



17

Assistance With 
Your Questions If you have any questions about your Plan, you should contact the Benefits Manager of Connections Education, 

LLC. If you have any questions about this statement or about your rights under ERISA, or if you need assistance in
obtaining documents from the Plan Administrator, you should contact the nearest office of the Employee Benefits 
Security Administration, U.S. Department of Labor (listed in your telephone directory), or contact the Division of 
Technical Assistance and Inquiries, Employee Benefits Security Administration, U.S. Department of Labor, 200 
Constitution Avenue N.W., Washington, D.C. 20210. You may also obtain certain publications about your rights 
and responsibilities under ERISA by calling the publications hotline of the Employee Benefits Security 
Administration.

Plan Adoption

By signing this Plan Document, the Employer identified below represents that it has formally adopted this Employee Benefits Plan.

Connections Education, LLC

By: ______________________________________________

Printed: ______________________________________________

Title: ______________________________________________
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ADDENDUM

Your Health Plan Eligibility and the Affordable Care Act (ACA)

Your rights to enroll in and maintain coverage under the Benefit Plans are described in detail in the Benefit Plan Descriptions or enrollment 
materials provided by the Employer as stated in this document under Section 3. Eligibility. This addendum provides you with additional general 
information regarding how eligibility is determined for enrollment in your Employer’s Health Plan based on Internal Revenue Service (IRS) final 
regulations under the Affordable Care Act (ACA).

For you to be eligible to participate in the Employer’s Health Plan, you must be a full-time employee as defined in the regulations. In general, you 
are a full-time employee if you average at least 30 hours of service per week (or 130 hours of service in a calendar month). As a full-time 
employee you may also elect coverage for your dependent children up to age 26. Please refer to the applicable Benefit Plan Descriptions,
Insurance Contracts or enrollment materials provided by the Employer and incorporated by reference in this document for information on other 
individuals (e.g., your spouse) that may be eligible for coverage.

If you are hired as a regular full-time non-seasonal employee your Employer has hired you to perform 30 or more hours of service per week (or 
130 hours of service in a calendar month). Your eligibility and the eligibility of your dependents and other individuals (e.g., your spouse) for 
coverage under the health plan is set forth in the Benefit Plan Description(s) or enrollment materials as provided by your Employer and 
incorporated by reference in this document.  These materials will address any waiting period, enrollment procedures and other pertinent 
information. You will continue to be treated as a Full-time employee as long as you maintain hours of service in keeping with the Full-time 
definition outlined above.

If you are not hired as regular full-time non-seasonal employee, but are hired as a variable hour, part-time or seasonal employee, your Employer 
will use a Monthly Measurement Method to determine if you are a full-time employee for purposes of Plan coverage. If you are determined in a 
given month to be a full-time employee, i.e., an employee with 30 hours or more of service per week, you must be offered health coverage to 
begin no later than the first day following the period of three full calendar months beginning with the first full calendar month in which you were 
determined to be a full time employee. (For example, if you are determined to be a full-time employee for the month of January, you will be 
offered health coverage effective no later than April 1st.) This three month period is the maximum time period set forth in the regulations; please 
check with your employer for further details. Your continued eligibility for health coverage will thereafter be determined on a monthly basis and 
will continue so long as you continue to meet the requirements as a full-time employee.

Special rules apply when an employee is rehired by the Employer or returns from an unpaid leave. 

The rules for the monthly measurement method are very complex. Keep in mind that this is just a general overview of how the rules work. More 
complex rules may apply to your situation. The Company intends to follow the IRS final regulations (including any future guidance issued by the 
IRS) when administering the monthly measurement method. If you have any questions about this measurement method and how it applies to you, 
please contact your Benefits Manager. 
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If you have questions about your benefits, feel free to contact the Benefits Team by emailing 
{YourSchoolAcronym}HR@pearson.com. 

When you have questions about... Contact Phone Website or Email

Health Advocate 866-799-2728
www.HealthAdvocate.com/

connectionsacademyy
answers@healthadvocate.com@

Medical and Prescription Drug
Cigna

Kaiser Permanente

800-244-6224

Refer to your ID 
card.

www.m Ci na.com
www.k .or

Client Assistance Center 1-800-357-6246
www.hsabank.com

askus@hsabank.com@

Telemedicine 888-726-3171 www.mdliveforcigna.comg

Dental Cigna 800-244-6224 www m Ci na com

Vision 800-877-7195 www.vsp.comp

Disability 888-842-4462 rou -insurance/disabilit /submit-
disability-claimy

888-842-4462 solutions/em lo ees/ rou -insurance/
life/submit-life-and-add-claim

ConnectYourCare 877-292-4040 www.connectyourcare.comy

401(k) Plan American Funds 800-204-3731 www.myretirement.americanfunds.comy

Will Preparation 888-724-2262 www.n l bs.m secureadvanta e.com

Identity Theft 888-724-2262 www.n l bs.m secureadvanta e.com

Travel Protection Cigna 888-226-4567 Ci na euro assistance.com

Financial Advice The Murray Group 800-582-7964 www.ubs.com/team/themurraygroupyg p

Indemnity
The Warner Companies/

Cigna

866-870-5093

800-754-3207

service@lwarner.com@

www.supphealthclaims.compp

*Group numbers and Member Services numbers vary by state. Please see your ID card or check the website for the
appropriate number in your state.

Note: not all locations/schools have access to American Funds and UBS Financial Advisors for the 401(k) and 

Important Contact Information 
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Who is Eligible?

Employees

Dependents
In addition to enrolling yourself, you may also enroll any eligible dependent in the Medical, Dental and Vision plans. Your 

Dependent Type Description

Spouse divorce is issued.

Child

A legal dependent under the age of 26 regardless of residency, student status, marital status or

Your child by birth or legal adoption
Your spouse’s child by birth or legal adoption
A child whose medical care is the legal obligation of you or your spouse as per a court order
or court approved requirement

your spouse
Dependent coverage terminates at the end of the month in which the dependent ceases to meet 

Disabled
Dependent

A child who is unmarried and is dependent on you or your spouse as a result of mental or 
physical incapacity; or
A child who is disabled prior to reaching the maximum age allowed under the plan

Eligibility

Required Documentation for Eligible Dependents
In order to cover eligible dependents the following documentation is required. All required documentation must include
date and/or year, employee’s name and dependent’s name. 

YourSchoolAcron m HR earson.com or fax to 443-529-1086.

Dependent Type Required Documentation

Spouse

AND one of the following:
—

OR 
— Other documentation dated within the last 60 days establishing current relationship 

status and listing you and your spouse’s name, the date and mailing address such as a

Child or Disabled
Dependent name of child and name of employee or employee’s spouse); OR

Appropriate court order/adoption decree naming you or your spouse as the child’s legal
guardian. 
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When to Enroll 

When First Eligible

For part-time employees who become full-time, Connections Academy gives you credit for your part-time employment. 

Review your benefit materials and take advantage of online resources.

Enrollment
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Traveling outside the U.S. and need medical attention? 
Call Cigna at 800-244-6224 (found on the back of your Cigna ID card) to speak with a medical assistance coordinator who 
will arrange for proper medical care. 

Health Information Line

Plan Features
Open Access Plus EPO Open Access Plus HSA

In-Network Only In-Network Out-of-Network

Urgent Care Center
Hospital Emergency Room (copay 
waived if admitted)

$50 copay
Deductible, plus $250 copay per

Paid as in-network
Paid as in-network

Inpatient 

Outpatient 

copay per admission

Deductible, then 20% plus $100 
copay

Inpatient

Outpatient Facility

copay per admission

$40 copay

Maternity
Initial Visit

Prenatal Visits, Postnatal Visits, and
Physician’s Delivery Charges)

Maternity Fee (Performed by OB/GYN

Delivery - Facility

No Charge
No Charge

copay per admission

No Charge
No Charge

Covered same as Covered same as

Medical - Cigna

Pennwood Cyber Charter School

540











PAGE       16CONNECTIONS  ACADEMY   2022     Y EMPLOYEE BENEFITS GUIDE

About the CIGNA Open Access Plus Health Savings Account (HSA) Medical Plan

care expenses. Connections Academy will automatically contribute the following annual amounts based on the enrollment 

Individual Coverage - $1,000

Employee & Child or Children - $1,600
Family Coverage - $2,200

Connections Academy will fund your account quarterly, and the funded amount will be pro-rated based on your date of 

The CIGNA HSA Plan Offers Preventive Care Benefits 

Your Annual Deductible 

before the plan will pay for eligible expenses. If you have employee plus spouse/partner, employee plus child(ren), or family 

counts toward your out-of-pocket maximum. 

Your Out-of-Pocket Maximum 

exceed Reasonable and Customary limits are excluded from the out-of-pocket maximum. Once you have met your out-of-

About the Health Savings Account

preventive care) until you meet the deductible. To help you fund your deductible or out-of-pocket expenses, or save for

How the HSA Helps You

individual or $7,300 for a family, which includes the Connections Academy contribution).
You can use the money in your account to be reimbursed for eligible health care expenses (up to the amount in your
account when you submit the request), or you can allow the account to accumulate. Your pre-tax contributions and any 

Health Savings Account (HSA)
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How to Set up your HSA

online. 

Rolling Over Your Unused HSA

to earn interest on a tax-favored basis.

Other HSA Facts You Need to Know

is also a high deductible health plan.
You are not eligible if you are entitled to Medicare or can be claimed as a dependent on another individual’s tax return.

medical plan.
If you are age 55 or older, you are eligible to make a catch-up contribution for each plan year. For 2022, the catch-up
contribution limit is $1,000.

months, the maximum contribution is one half of the annual amount. If you stop participating or change from family to
employee only coverage, you must make sure that your contributions do not exceed the maximum allowed. If they do,
the excess amount will be taxable income and a tax penalty will apply.

Expenses that Can Be Reimbursed From an HSA

Copays, deductibles and coinsurance;
Prescription drug expenses;
Charges for doctor’s visits;

Dental expenses;
Vision expenses.

Health Savings Account (HSA)
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Plan Features
HMO - Signature

In-Network

Urgent Care Center
Hospital Emergency Room (copay waived if admitted)

$20 copay; No deductible

Inpatient
Outpatient

Inpatient

Outpatient – Facility
$40 copay; No deductible

Maternity
Initial Visit

Postnatal Visits, and Physician’s Delivery Charges)
Delivery – Facility

$20 copay; No deductible
$20 copay; No deductible

your state.

Traveling outside the U.S. and need medical attention?

Appointments and Advice Line

8 p.m.). Please check the website for the appropriate number in your state at and click on Member Assistance

24 Hour Advice Nurse

Medical - Kaiser Permanente
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Kaiser - Simple steps to connect with your health
Start managing your health online on your time
With Kaiser Permanente, kp.org is your connection to great health and great care. Once you register, you’ll have easy access 
to time-saving tools and resources that help you stay on top of your health and keep you feeling great.

Manage your health anytime, from anywhere

View most lab test results.

Print vaccination records for school, sports, and camp.
Use tools to help you manage your coverage and costs
Manage a family member’s health care.

Even if you don’t need care right away, register today and explore our tools so you can use them as soon as you need them.

Registering is very easy
Go to k .or /re isternow from a computer (not a mobile device) and follow the sign-on instructions. You’ll need your 

Download the Kaiser Permanente mobile app 
Once you’ve registered, you can download the Kaiser Permanente mobile app to your smartphone to access these tools on 

1. From your smartphone, go to your preferred app site.
2.
3.

Medical - Kaiser Permanente
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Kaiser Health & Wellness Resources     

Mental Health and Wellness
Members with mental, emotional, and addiction issues can access a range of care
options. If you need treatment, we’ll create a plan together based on your needs,
challenges, and goals.

Maternity Care
With highly trained doctors and midwives, family birth rooms, and support for 
breastfeeding and bonding, we have everything you need to give your baby a healthy start.

Life Care Planning

end of life, so your loved ones can help you get the care you want.

Programs and Classes
The advantages of being a Kaiser member start now.  Get online programs, special rates,
and classes offered at our medical centers to help you live healthier.

Classes, Coaching, and More
Total Health Assessment

Manage Ongoing Conditions

Medical - Kaiser Permanente

Live Healthy

practical tools, tips, and information be your guide.
Health Guides, Videos and Podcasts, Tools and Calculators

Drugs and Natural Medicines
Will the pills my doctor prescribed change the way I feel? Can taking B vitamins boost 

including how they work, possible side effects, and more.
Drug Encyclopedia, Natural Medicines Database, Formulary

Conditions and Diseases
Get physician-approved articles on the common cold, rare conditions, and the many 
health concerns that are in between.

Health Encyclopedia, Health Guide
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aside pre-tax dollars to pay for eligible health care and 

Health Care and Dependent Care. You may elect to

are administered by ConnectYourCare.

Contributing to a 
Account can help you budget for health care expenses, 

costs and prescription drug copays. 

Contributing to a 
Account allows you to pay dependent care expenses so you
and your spouse can work or attend school full-time.

Here’s how it works:

This amount is divided by the remaining pays in the calendar year (for new hires) or divided among all the pays of the 
year (if elected during open enrollment), and is deducted from each paycheck on a pre-tax basis
As you incur eligible expenses, you may use your debit card to pay at the point of service or submit the appropriate
paperwork to be reimbursed by the plan
Requests for reimbursement may be submitted online via your CYC account at www.connectyourcare.com or via the
CYC Mobile App, available for Apple and Android devices

FSA Rules

You cannot stop or change the amount you contribute to either account until the next plan year, unless you have a 

Transfers of money from one account to another are not allowed

may be carried over into the following plan year
If you terminate employment, only expenses incurred before you terminate are eligible for reimbursement

FSA Store

.

FSA Academy

For more information visit .

You must enroll each calendar year.

IRS regulations require that you enroll 
in the FSA each calendar year in order 
to contribute pre-tax dollars for the 

coming plan year. Your elections will NOT 
automatically carry over from year-to-year. 

You are not eligible to participate in the Medical FSA plan if you are 
enrolled in the Medical HSA program 

Flexible Spending Accounts - ConnectYourCare
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Company-paid Employee Coverage 

Supplemental Coverage for you or your Dependents
For you
Evidence of Insurability is required for amounts elected in excess of $300,000 to a maximum of $1 million.

For your dependents
life insurance for your spouse and for your dependent children up to age 26.

an amount in excess of $50,000.

or $10,000 per child. Evidence of Insurability is not required. You may also purchase AD&D insurance coverage for your 
dependent children in the same amounts. 

Evidence of Insurability
If you wish to purchase supplemental life insurance for you or your spouse, you may be required to complete an Evidence
of Insurability formy . Any changes or elections after your initial enrollment period as a newly hired employee also require 

Don’t forget to designate a beneficiary

You will need to make your beneficiary designations when you enroll. You are 
automatically designated as the beneficiary for spouse and dependent life insurance. 

Life and Accidental Death & Dismemberment 
(AD&D) Insurance
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We now offer two ways to plan for your family’s future and financial 
well-being at zero or minimal cost: nylgbs.mysecureadvantage.com.

Call 888-724-2262, Monday-Friday from 9:00 a.m. to 11:00 p.m. EST to 
speak with an MSA representative. All you’ll need to give is your name, 
city, state, zip code and the name of your employer or plan sponsor. You 
can also visit nylgbs.mysecureadvantage.com for more information, 
or to register and access online tools and educational  resources and 
create legal documents.

Cost for Life and AD&D Insurance 

Supplemental Term Life Insurance

age as of January 1 and amounts of coverage elected.  

Step 1: Take the coverage amount and divide by $10,000
Step 2:

with your age.
Step 3:

your Monthly Premium

Example: An employee who is 35 years old and makes $50,000
per year wants to purchase $100,000 (or 2x salary) in life 
insurance. 

periods 
The cost for children is $0.20 per $1,000 of coverage. 

Monthly Rates per $10,000
Age Employee Spouse
<20 $0.60 $0.60
20-24 $0.60 $0.60
25-29 $0.60 $0.60
30-34 $1.10 $1.10
35-39 $1.40 $1.40
40-44 $1.80 $1.80
45-49 $2.60 $2.60
50-54 $4.70 $4.70
55-59 $7.80 $7.80
60-64 $11.80 $11.80
65-69 $17.10 $17.10
70+ $30.20 n/a

Supplemental AD&D Insurance

Coverage Monthly Rates per $10,000
Employee Only $0.14

$0.14
Child $0.14

for your dependents you must elect it for yourself.

Life and Accidental Death & Dismemberment 
(AD&D) Insurance

Additional Benefits through New York Life

at no cost to you.

Life Assistance Program

as well as referrals and other information at no additional 
cost to you.
This program includes unlimited telephonic counseling 
consultations and three face-to-face counseling sessions
per issue per year. These services also extend to members of 
your household, and are available 24/7.

In addition to behavioral health services, you may call for
advice or a referral to a service in your community on topics

 – receive one free 30-minute 

 – receive guidance on child development,
sibling rivalry, separation anxiety and much more.
Senior Care – learn more about challenges and
solutions associated with caring for an aging loved one.
Child Care

family.
Pet Care – from grooming to boarding to veterinary 

Get the help you need by calling toll-free 1-800-538-3543 or
go online at www.nylgbs.com.

Advanced Planning
Get resources and tools to 
help you plan and learn 

Will preparation
Estate preparation
Funeral planning

Create legal documents

Financial power of 
attorney
Power of attorney for
health care
Medical treatment 

minors
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Other Income Benefits may reduce your Disability Benefits 

1.
plans

2. Canada and Quebec Pension Plans 
3. Railroad Retirement Act
4.
5.
6. Proceeds payable under any franchise or group insurance or similar plan that applies to the same claim for Disability
7.

otherwise, where a third party may be liable
8. Workers’ Compensation, occupational disease, unemployment compensation law or similar state or federal law
9. Wages or salary for work performed
10.

Pre-Existing Conditions

including diagnostic measures, or took prescribed drugs or medicines in the three months prior to your effective date of 
coverage. If you suffer from a disability caused by, contributed to, or resulting from a pre-existing condition and it begins 

covered under the policy for a period of twelve months from the effective date of your coverage. The Pre-Existing Condition 

Disability Coverage
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Connections Academy assists its employees who wish to continue their education in order to further their careers within

details.

Tuition Reimbursement Program

(January-December), pending successful completion of each course with a “C” or better, or “Pass” for a pass/fail course at an 

calculated based upon the year in which the course payment or reimbursement is made. The Tuition Assistance Guidelines 

How To Apply For the Tuition Reimbursement
Employees must submit a request for tuition reimbursement by submitting a request via . To ensure your 
request is pre-approved, please submit your request at least 10 days prior to the course start date. Failure to submit your 
request prior to the course start date may result in a denial of your request under program guidelines.

Eligibility

On a performance improvement plan at the time of application
An employee with a rating below satisfactory, or the equivalent

Tuition Reimbursement Program
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Very important notice regarding continuation 
coverage rights for health plan participants
On April 7, 1986, the Consolidated Omnibus Budget 
Reconciliation Act of 1985 (COBRA) was signed into law

sponsoring group health plans must offer covered employees 
and their families the opportunity for a temporary extension 
of health coverage (called “continuation coverage”) at group
rates in certain instances where coverage under the plan 
would otherwise end. This notice is intended to inform you, 
in a summary fashion, of your rights and obligations under
the continuation coverage provisions of the COBRA law. 
Both you and your spouse should take the time to read this 
notice carefully. 

If you are an employee of Connections Academy covered
by Connections Academy’s group health plan, you have a 
right to choose continuation coverage if you lose your group
health coverage because of a reduction in your hours of 
employment or the termination of your employment (for
reasons other than gross misconduct on your part). 

If you are the spouse of an employee covered by
Connections Academy’s group health plan you have a right 
to choose this continuation coverage for yourself if you lose 
group health coverage under the plan for any of the following 

1. The death of your spouse; 
2. Termination of your spouse’s employment or reduction

in your spouse’s hours of employment;
3. Divorce or legal separation from your spouse; or 
4. Your spouse becomes entitled to (i.e. covered by)

Medicare. 

In the case of a dependent child of an employee covered by
Connections Academy’s group health plan, the child has 
the right to continuation coverage if group health coverage

1. The death of a parent; 
2.  Termination of a parent’s employment or reduction

of a parent’s hours of employment with Connections 
Academy; 

3. Parents’ divorce or legal separation; 
4. A parent becomes entitled to (i.e. covered by) Medicare;
or 
5. The dependent ceases to be a “dependent child” under 

the plan. 

Each individual who is covered under Connections 
Academy’s group health plan at the time of the qualifying 
event has an independent right to elect continuation 

for adoption with an individual who is already receiving 
COBRA coverage.  

Under COBRA the covered employee or a family member 
has the responsibility to inform Connections Academy 
of a divorce, legal separation, or a child losing dependent 

60 days of the event or the date on which coverage would 
be lost because of the event.  Connections Academy has
the responsibility to notify the Plan Administrator of the 
employee’s death, termination of employment or reduction
in hours, or entitlement to Medicare.

Health care continuation rights also are available to covered
retirees, their spouses, and widows or widowers of covered
retirees; if they should lose group health coverage in the

one of the above named events has happened, the Plan 
Administrator will in turn notify you that you have the right
to choose continuation coverage.

Under the COBRA law, you have at least 60 days from the
date you would lose coverage because of one of the events
described above to inform the Plan Administrator that you
want continuation coverage. 

If you do not choose continuation coverage, your group 
health insurance coverage will end.

If you choose continuation coverage, Connections Academy 
is required to give you coverage that, as of the time coverage 
is being provided, is identical to the coverage provided 
under the plan to similarly situated employees or family 
members. The COBRA law requires that you be afforded 
the opportunity to maintain continuation coverage for 36 
months (i.e., 3 years) unless you lost group health coverage 
because of a termination of employment or reduction in
hours. In that case, the required continuation coverage 
period is 18 months. The 18-month period may be extended 
to 36 months if a second event (e.g., divorce, legal separation,
death, or Medicare entitlement) occurs during the original
18-month period.  In no event will continuation coverage last
beyond 36 months from the date of the event that originally
made the individual eligible to elect coverage.  

If a qualifying event that is termination of employment
or reduction of hours occurs less than 18 months after the date
an employee becomes entitled to (i.e. covered by) Medicare

other than the employee is extended to 36 months from the
date of the employee’s Medicare entitlement.  

The 18-month period may be extended for an additional 
11 months (for a total of 29 months) if a covered individual 

employment or reduction in hours and the plan administrator 

Administration and before the end of the original 18-month

COBRA
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period. The affected individual also must notify the Plan 

disabled.  

The disability extension will also apply if the individual

within 60 days of receipt of a disability determination letter 

of the original 18-month period. In addition, family members 
of the disabled individual are entitled to the 29-month
extended coverage period, whether or not they are disabled.   

The COBRA law provides that your continuation coverage 
may be cut short of the full coverage period — 18, 29, or 36

1. Connections Academy no longer provides group health
coverage to any of its employees; 

2. The premium for your continuation coverage is not 
timely paid;  

3. You become covered under another group health plan 
that does not contain any provision restricting orrr
limiting coverage of a “preexisting medical condition”;  rr

4. You become entitled to (i.e. covered by) Medicare;
however, Medicare entitlement does not end the
continuation coverage period for family members that ff
are not entitled to Medicare, and their continuation
coverage period may be extended to 36 months from 

extra 11 months continuation coverage based on their 
disability at the time of the qualifying event or within 

The circumstances under which group health plans can
apply coverage limitations or exclusions for preexisting 
conditions is restricted under the Health Insurance
Portability and Accountability Act (HIPAA). Therefore, for 

the new restrictions may eliminate coverage limits based 
on preexisting conditions, thus allowing prior employers to
terminate continuation coverage.    

You do not have to show that you are insurable to choose 
continuation coverage.  However, continuation coverage

coverage. 

Under the COBRA law, you are required to pay the full cost
of the premium for your continuation coverage. A minimum 
30-day “grace period” will be allowed for you to pay your
regularly scheduled premiums. Under the law, the plan may 

premium during the 11-month disability extension period.     

COBRA also provides that at the end of the 18, 29, or 
36-month continuation coverage period you must be 
allowed to enroll in an individual conversion health plan
provided under Connections Academy’s group health plan,
if conversion coverage is otherwise available.  Not all group
health plans offer conversion coverage.    

If you have any questions about COBRA, please contact the

changed marital status, or you change your address, please

COBRA
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TEACHER TRAINING AND PROFESSIONAL LEARNING OVERVIEW  
Mission   
Pennwood Cyber Charter School aims to empower students to meet their unique educational and life 
goals through flexible pacing, college preparatory programming and practical career skill 
development.  Pennwood Cyber Charter School’s high-tech, high-touch virtual “school without walls” 
combines the best in cyber education with very real connections among students, families, teachers, and 
the community.      
  
Training and Professional Learning Objectives    
The training and professional learning sessions are designed to support Pennwood Cyber Charter 
School teachers with the skills and strategies to:    

Use the tools in our online learning platform to support and monitor student learning    
Use data to manage student engagement and inform instruction    
Identify students who may be at-risk, or in need of targeted intervention   
Facilitate learning in a virtual environment  
Conduct required school year cycle teacher tasks   
Implement school processes and policies   
Foster socialization and connectedness in a virtual school community   

   
Training and Professional Learning Delivery Models     
Pennwood Cyber Charter School uses several modes to deliver training and professional learning:    

1. In-Person Training: Recognizing the tenets of effective professional development 
established by Learning Forward; interpersonal connections increase the impact of training for 
adult learners. The Professional Learning team delivers on-site training by school request. This 
can help establish rapport and promote collegial learning communities that are continued 
throughout the year via remote interactions.  

   
2. “Train-the-Trainer”: The CEO will select at least one teacher to serve as a School 

Representative to work with members of the Professional Learning team throughout the year via 
regularly scheduled meetings. During these meetings, the Professional Learning 
facilitators and the school-based Representative(s) use key School Year Cycle milestones, task 
completion data, and anecdotal feedback from school staff to determine training needs and 
establish a training plan. School Representatives then support teachers at their school on school-
year cycle tasks, EMS updates, and changes to processes. To assist them in this role, School 
Representatives are given access to training materials they can customize, such as 
PowerPoint presentations, teacher job aids, and activities to reinforce learning. To ensure School 
Representatives can focus on supporting the training needs of all school staff the Professional 
Learning team provides additional support to new teachers by offering monthly sessions specific 
to reviewing the key operational and instructional tasks for that month.   

   
3. Synchronous Web-Based Training: In line with our commitment to use cutting-

edge technology to promote learning for students, Pennwood Cyber Charter School also 
implements this model for teacher training and professional learning.  Professional Learning 
Facilitators use multiple platforms to facilitate virtual meetings with teachers; demonstrate new 
functionality within the platform; present and model best practices in online teaching and 
showcase available resources and tools for online teaching and learning. The technology also 
allows sessions to be recorded so that teachers can play them back at any time, providing 
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teachers continuous access to pertinent information. Additional trainings will be made available 
based on school-specific needs.  

 
2023-2024 Professional Learning Sessions and Schedule   
   
All teachers will have access to a Professional Learning Hub that includes a variety of synchronous and 
asynchronous professional learning opportunities to access and participate in throughout the school 
year. Teachers can self-select asynchronous assets to read/view and synchronous sessions to attend. 
Teachers are encouraged to participate monthly in professional learning by selecting a learning 
opportunity from the list of sessions. Additional professional learning is also offered throughout the 
school year. 
 
The Professional Learning Hub provides content on various topics to support teachers in areas such 
as: student engagement, exceptional learners, instruction, multi-tiered system of support, to name a 
few. Below is a list of some of the professional learning opportunities available in the Professional 
Learning Program for the 2022-2023 school year, which are anticipated to also be available for the 2023-
24 school year.   
 
2023-2024 Sessions for New Staff* 

 
Date Topic and Description 

August 2023 
 
 

Power BI®® for Beginners: How do staff login and access Power BI? How 
do staff locate reports within Power BI? How do users navigate Power BI? 
How do users export the data? 
Session Length: 60 Minutes 
Targeted Audience: All School Roles 
 
Power BI: Enrolled Student Snapshot: Learn how to more efficiently 
determine which students need your attention using the new Enrolled 
Student Snapshot report. 
Session Length: 60 Minutes 
Targeted Audience: All Educator Roles 
 
LiveLesson® with Zoom – Session 1: Wondering how to provide quality 
instruction virtually? Come and get excited about Zoom settings and 
room management! All staff using Zoom as their LiveLesson platform are 
invited to this session devoted to the following objectives: Set Zoom 
meeting settings for the Personal Meeting Room and Operate my Zoom 
room to facilitate a LiveLesson session. 
Session Length: 60 Minutes 
Targeted Audience: Teachers 
 
LiveLesson with Zoom – Session 2: Can groupwork be done virtually? Of 
course!!! Come see how to set up and use Breakout Rooms in Zoom. All 
staff using Zoom as their LiveLesson platform are invited to this session 
devoted to the following objectives: Recognize what Breakout Rooms are 
and how they function, set up Breakout Rooms with different activities, 
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start and end breakout sessions, and communicate with participants in 
Breakout Rooms. 
Session Length: 60 Minutes 
Targeted Audience: Teachers 
 
 
BBoots on the Ground: Each 2-day session, offered Wednesday & 
Thursday from 12-2pm EST, will support teachers with a successful 
onboarding experience. (Offered bi-weekly through November; then, 
offered monthly) 
Session Length: Two Day, 120 Minutes; offered Bi-Weekly 
Targeted Audience: All School Roles 
 
School Year Cycle – Welcome Calls: Attend this session to learn about the 
purpose of a Welcome Call, how to prepare for and conduct a successful 
one, and how to complete the necessary tasks after the call. 
 
Session Length: 60 Minutes 
Targeted Audience: All Teacher Roles, School Counselors, and 
Homeroom Teachers 
 
 
School Year Cycle – Curriculum Based Assessments (CBA): Attendees will 
learn what a CBA is and more about its purpose. They will also how to 
conduct and document CBAs to ensure students are learning. 
 
Session Length: 60 Minutes 
Targeted Audience: Teachers and Teacher Managers 
 
Connections Term – Session 1 – What does it mean?: In this session, the 
Director of Specialized Programs will provide an overview about the 
school’s unique three-week Connections Term. Teachers will learn how 
to incorporate the school’s annual Career Competency theme into their 
lessons. Teachers will learn more about the Engagement Badges and will 
receive information to be shared with families during Welcome Calls 
about the importance of the school’s career competencies and badging 
focus. 
 
Session Length: 60 Minutes 
Targeted Audience: Teachers 
 
 

September 2023 OOnline Classroom –  Teacher Customization: The Lesson Introduction 
Page is a feature that allows the course section teacher(s) to add a 
customized slide to the start of a lesson in their students' courses. Come 
learn how and when to best use this feature compared to the Lesson 
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Note! Leave this session with templates & resources to use in your own 
course. 
 
Session Length: 60 Minutes 
Targeted Audience: Teachers 
 
School Year Cycle – Escalation: In this session, you’ll learn how to 
determine when a student’s metrics indicate they are approaching alarm. 
You will learn which metrics to analyze, how to monitor and how to 
intervene  when necessary, and follow-up with Approaching Alarm and 
Alarm issues. 
 
Session Length: 60 Minutes 
Targeted Audience: All Educator Roles, including Teacher Managers and 
Leadership Teams 
 

October 2023 Best Practices for Creating Custom Assessments: In the first part of this 
two-part series, participants will learn more about what Depth of 
Knowledge is and how it can be beneficial in the creation of custom 
assessments! The second and final part of this two-part series will focus 
on best practices for writing and inserting a custom assessment. 
 
Session Length: 60 Minutes 
Targeted Audience: Teachers 
 
CCounseling  – Supporting Seniors and Post-Graduation Tasks: Get 
prepared to support those December graduates during this session. 
 
Session Length: 60 Minutes 
Targeted Audience: School Counselors 
 

November 2023 School Year Cycle – Ensuring Students Finish the Semester Successfully: 
This session will focus on how to monitor your students' academic 
progress, how to use the School Year Cycle Calendar in Power BI to 
locate key end dates and discuss with families throughout the semester.  
 
Session Length: 60 Minutes 
Targeted Audience: Teachers, Teacher Managers and Administrative 
roles. 
 
CCounseling: End of Semester 1 Tasks: Learn more about how to 
complete all required semester 1 tasks during this session. 
 
Session Length: 60 Minutes 
Targeted Audience: School Counselors 
 

December 2023 School Year Cycle – Setting Section Stages to Complete at Midyear: You 
will learn what causes the Section Stage alert icon to turn red, identify 
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the effects of setting a section stage to Complete, review a student's 
Grade Book and grade assessments prior to setting the stage to 
Complete.  
 
Session Length: 60 Minutes 
Targeted Audience: Teachers 
 

January 2024** CCounseling  –  Returning Student Course Selection: Join us if you are new 
(or returning) and need a refresher on how the Returning Student 
Course Selection process works! 
 
Session Length: 60 Minutes 
Targeted Audience: School Counselors 
 
School Year Cycle – Welcome Calls: Attend this session to learn about the 
purpose of a Welcome Call, how to prepare for and conduct a successful 
one, and how to complete the necessary tasks after the call. 
 
Session Length: 60 Minutes 
Targeted Audience: All Educator Roles, School Counselors and 
Homeroom Teachers 
 
School Year Cycle – Curriculum Based Assessments: Attendees will learn 
what a CBA is and more about its purpose. They will also learn how to 
conduct and document CBAs to ensure students are learning. 
Session Length: 60 Minutes 
Targeted Audience: Teachers 
 
Pearson Online Classroom – Teacher Customization: The Lesson 
Introduction Page is a feature that allows the course section teacher(s) to 
add a customized slide to the start of a lesson in their students' courses. 
Come learn how and when to best use this feature compared to the 
Lesson Note! Leave this session with templates & resources to use in 
your own course. 
Session Length: 60 Minutes 
Targeted Audience: Teachers 
 
School Year Cycle – Escalation: In this session, you’ll learn how to 
determine which metrics indicate that a student is approaching alarm. 
You will learn how to monitor those metrics, and how to intervene when 
necessary. 
Session Length: 60 Minutes 
Targeted Audience: All Educator Roles, including Teacher Managers and 
Leadership Teams 
 
 
Connections Term – Session 2: (K-8 Teachers): Specialized program 
assistant coordinators will work with grade level  teachers to be trained 
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on content to be delivered during the Connections Term. These 
coordinators will work with staff to identify students in need of 
remediation,and build targeted supports for each students’ unique 
needs. 
 
Session Length: 120 Minutes 
Targeted Audience: Teachers 
 
Connections Term – Session 2 (9-12 Teachers): Teachers will work with 
the Director of Specialized Programs to support students participating in 
the Drexel program. Student data will be reviewed to build remediation 
and credit recovery student groups. 
 
Session Length: 120 Minutes 
Targeted Audience: High School Teacher Roles 
 
 
 

February 2024** Best Practices for Creating CCustom Assessments: In the first part of this 
two-part series, participants will learn more about what Depth of 
Knowledge is and how it can be beneficial in the creation of custom 
assessments! The second and final part of this two-part series will focus 
on best practices for writing and inserting a custom assessment.  
Session Length: 60 Minutes 
Targeted Audience: Teachers 
 
CCounseling – Fall Semester Review: This session will encourage reflection 
on the fall semester and how programs and processes should be 
improved for the spring. 
Session Length: 60 Minutes 
Targeted Audience: Counselors 
 
CCounseling – Spring Semester Success: Building on the Fall Semester 
Review session, let’s brainstorm ways to make sure the spring goes 
smoothly! 
Session Length: 60 Minutes 
Targeted Audience: Counselors 
 
 

March 2024** School Year Cycle – Monitoring Plans for Next Year: In this session, we 
will identify key dates, roles, and responsibilities in the Monitor Plans for 
Next Year (ITR) process, familiarize ourselves with a family’s options and 
tasks to Prepare for Next Year, support families in completing their 
decisions and submitting required documentation and complete all 
required teacher tasks. 
 
Session Length: 60 Minutes 
Targeted Audience: Teachers 
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CCounseling – K-8 Collaboration: Join this session to have virtual coffee 
with your counseling consultants! Come with questions and ideas to help 
your fellow counselors. 
 
Session Length: 60 Minutes 
Targeted Audience: Counselors 
 

April 2024** School Year Cycle – KK-7 Student End of Year Tasks: Join this session to 
understand and use common End-of-Year (EOY) acronyms, identify due 
dates for tasks associated with the end of the school year, identify and 
complete key tasks in each student's End-of-Year Tasks (Grades K-7) Data 
View, discuss some less common placement scenarios. 
 
Session Length: 60 Minutes 
Targeted Audience: Teachers, School Administration Teams, Registrars 
and Counselors 
 
Withdrawal Tasks Communities of Practice: This will be a time for 
collaboration among school withdrawal representatives, school leaders, 
and your support team. Some of the topics that can be discussed are 
helpful reports, changes that affect withdrawal processes, document 
updates, and withdrawal feedback that will assist the school in better 
serving families.  
 
Session Length: 60 Minutes 
Targeted Audience: School Administration Teams, Registrars and 
Counselors 
 
CCounseling – Transitioning to Next Year: Come to this session to learn 
best practices about how counselors can successfully transition into the 
next school year. 
Session Length: 60 Minutes 
Targeted Audience: Counselors 
 

May 2024** School Year Cycle – Setting Section Stages to Complete at End of Year: 
Counseling – End of Year Processes: This session will help you 
understand all tasks that need to be done at the end of the school year 
for your students. 
 
Session Length: 60 Minutes 
Targeted Audience: School Administration Teams, Registrars and 
Counselors 
 

*All staff are welcome to these sessions, but the targeted audience are new staff members. 
** The spring 2024 Professional Learning and Training schedule has not been finalized. The above 
listings are tentatively scheduled for the months listed and are subject to change.  
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2023-2024 Sessions for All Staff  
 

Date and Topic Topic and Description 
August 2023 
 
 

LiveLesson with Adobe Connect and Zoom – DDynamic Classroom 
Activities: Need help filling your virtual instruction toolbox? You are in the 
right place! All staff are encouraged to join this working PL session 
focused on the following objectives: collaborate with peers about virtual 
instruction, discover how to set up a LiveLesson session for a particular 
activity, and fill your virtual instruction toolbox with easy-to-implement 
activities. 
 
Session Length: 60 Minutes 
Targeted Audience: Teachers 

September 2023 Kindergarten Literacy – KKeys to Success: This session is designed to 
provide kindergarten teachers a quick overview of how the brain learns 
to read, followed by ideas for instruction aligned to the new kindergarten 
language arts course. Participants in this session will leave with ideas for 
their live lessons and information they can share with Learning Coaches 
via the Lesson Introduction Page. 
 
Session Length: 60 Minutes 
Targeted Audience: Kindergarten Teachers 
 
Science of Reading and Dyslexia: This session is open to anyone K-12 
that is interested in learning about the science of reading, how the brain 
learns to read, signs and symptoms of dyslexia, and how best to support 
students in the reading process. 
 
Session Length: 60 Minutes 
Targeted Audience: Teachers 
 
Supporting English Learners in General Education, Special Education, 
and Counseling: How can I best support the EL students in my course?  
This session will provide insight and resources for non-EL teachers.   
 
Session Length: 60 Minutes 
Targeted Audience: School Administration Teams, Registrars and 
Counselors 
 
The Science of Reading for Elementary Teachers (3 Part Series): In these 
sessions, participants will experience what it is like to have dyslexia, learn 
the many characteristics, and begin to understand how the brain learns 
to read. Then, participants will review how the brain learns to read, how 
to identify students who are struggling with phonological awareness, and 
participate in practice activities/lessons that can be utilized in LiveLesson 
sessions. Lastly, participants will learn how to identify students struggling 
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with decoding and syllabication, and participate in practice 
activities/lessons that can be utilized in LiveLesson sessions. 
 
Session Length: 60 Minutes 
Targeted Audience: Teachers 
 

October 2023 Supporting Anxious Teachers: Do you get anxious or worried when it 
comes to facing difficult conversations? Do you or someone you know 
struggle with stress and anxiety? Join us for this session where we will 
explore strategies for managing anxiety and for being more confident 
when it comes to dealing with conflict.  
 
Session Length: 60 Minutes 
Targeted Audience: Teachers, Teacher Managers  
 
Video Options for Student Engagement: This session will help you 
identify topics you could create videos for in your courses, explore the 
pros and cons of a variety of video creation tools and websites you can 
use in your online classroom, determine how to share your videos with 
students, and employ best practices for creating and sharing videos. 
 
Session Length: 60 Minutes 
Targeted Audience: Teachers 
 
Teacher Hacks: There are little tricks out there that simplify the work we 
do every day. Some of them were designed to be support tools, yet 
others are a series of steps someone discovered to make life a little less 
challenging. Don’t let virtual teaching get you down. Find a way to 
accomplish the task better and faster. 
Session Length: 60 Minutes 
Targeted Audience: Teachers 
 
Make Your Mark – Virtual Educator Conference: This conference is for 
teachers by teachers. 
 
Session Length: Annual, 3 day Virtual conference 
Targeted Audience: Teachers 
 

November 2023 The Science of Reading for Secondary Teachers (3 Part Series): In the first 
session, participants will review how the brain processes language, signs 
and symptoms of dyslexia in older students, the importance of phonemic 
awareness, phonics and fluency in older students and how to support 
these areas. In the second session, participants will review the use of 
syllables and morphemes and how to support the reading and writing 
needs of older students with instruction in these areas.  
In the last session, participants will review how to support vocabulary 
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and comprehension needs via use of structured language, text structure 
and visualization techniques in older students.  
Session Length: 60 Minutes 
Targeted Audience: Teachers 
 
LiveLesson Planning – Beyond the Content: Discover the best ways to 
plan LiveLesson sessions that are beneficial to all students, no matter 
what lesson they are on in your course. Let’s go beyond the content and 
captivate our learners! LiveLesson is your time to shine as an educator. 
Session Length: 60 Minutes 
Targeted Audience: Teachers 
 

December 2023 Mindfulness Open Sessions: Please feel free stop by to relax, color in 
some virtual coloring books, or even bounce ideas off other teachers and 
counselors for a nice 5-minute break in your day.  
 
Session Length: 60 Minutes 
Targeted Audience: Teachers, Counselors 
 

January 2024* Positive Behavior Intervention Support in a Virtual School: Join this 
professional development opportunity to learn how you could start a 
structured PBIS program. Attendees will see examples of grade band 
behavior expectations as well as a way to use the learning management 
system to help track PBIS points. 
Session Length: 60 Minutes 
Targeted Audience: Teachers, Counselors 
 
CCultivating Student Self Leadership: In this interactive session, we will 
explore how to develop student self-leaders in the virtual classroom. You 
will come away with tools and resources for empowering your students 
to have a developed sense of who they are, what they can do and where 
they are going along with an awareness of their ability to influence others 
while controlling their own emotions and behavior.  
 
Session Length: 60 Minutes 
Targeted Audience: Teachers, Counselors 
 

February 2024* Mindfulness: In our fast-paced world, we are hard-pressed to find time 
to stop and notice the things that are going on right in this moment. 
Please join us as we discuss mindfulness, how it impacts students and 
learning, and receive tools on how you too can practice mindfulness in 
your virtual classroom, and your everyday life. 
 
Session Length: 60 Minutes 
Targeted Audience: Teachers, Counselors 
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LiveLesson with Adobe Connect and Zoom -  DDynamic Classroom 
AActivities: Need help filling your virtual instruction toolbox? You are in 
the right place! All staff are encouraged to join this working PL session 
focused on the following objectives: collaborate with peers about 
virtual instruction, discover how to set up a LiveLesson session for a 
particular activity, and fill your virtual instruction toolbox with easy-to-
implement activities.  
 
Session Length: 60 Minutes 
Targeted Audience: Teachers 
 

March 2024* Supporting Anxious and Depressed Students: Recent studies show that 
over 30% of the population is experiencing symptoms of anxiety, which 
can directly impact student success. In this interactive session, 
discover how to identify anxious students and explore simple 
strategies for empowering those students both inside and outside of 
the virtual classroom. 
 
Session Length: 60 Minutes 
Targeted Audience: Teachers, Counselors 
 
Trauma Informed Practices in the Virtual Environment: Trauma-
informed education and practices start with an understanding of how 
trauma can impact learning and behavior. With this approach, 
educators think about what student behavior may be telling them. And 
they reflect on their teaching practices to find ways to better support 
students who may be experiencing trauma. These practices can also 
help all students build coping skills and self-efficacy—which are helpful 
whether they’ve experienced trauma or not. 
 
Session Length: 60 Minutes 
Targeted Audience: Teachers, Counselors 
 
CCreating a Virtual Classroom Among Schools: In this session, you’ll learn 
how to identify how classroom relationships promote student success, 
how to recognize practices that create a strong classroom community, 
discuss some tools that may help foster virtual communities. 
 
Session Length: 60 Minutes 
Targeted Audience: Teachers 
 

April 2024* Future Focus (Grades 9-12) –  Success as a First Generation 
CCollege/Trade School Student: This session will help you understand how 
you can support students who may be the first generation in their family 
to go to college or trade school. 
 
Session Length: 60 Minutes 
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Targeted Audience: High School Teachers, Counselors 
 
DDiversity, Equity, and Inclusion – Ensuring Inclusivity with All Populations: 
Creating an inclusive school means ensuring students from all 
backgrounds—regardless of socioeconomic status, ethnicity, race, 
gender, disability, household income, or ZIP code—have equal access to 
education and services. In this interactive session, we will explore how 
inclusive strategies contribute to an inclusive learning environment in 
which all students feel equally valued. 
 
Session Length: 60 Minutes 
Targeted Audience: Teachers, Counselors, Leadership Teams 
 

 
*The spring 2024 Professional Learning and Training schedule has not been finalized. The above listings 
are tentatively scheduled for the months listed and are subject to change. 
 
DDigital Resource Libraries   
Digital Resources are available through an easy to navigate site and serve as a one-stop shop for 
teachers and staff to find guidance on training resources. Each section contains links to resources 
designed to support teacher effectiveness, best practices, and tools designed to personalize the learning 
experience for students. The website supports school-based staff with a variety of recorded tutorials, 
presentations, guides, and links to resources in a variety of key categories:   

 Pearson Online Classroom Tools     Multitiered Instructional Support    
 Curriculum and Course Support     School Year Cycle    
 Data & Reports     Teacher Protocols, Policies, and Best Practice 
 Enrollment, Placement, and Withdrawal  Live Lesson Sessions   
 Family Engagement     
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School Handbook
Last Updated: August 2022

 
 
 
 
 
 
 
800-382-6010       
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Getting Ready
Quick Tips

Get to Know Pennwood Cyber Charter School Policies
Please take some time before the school year starts to understand the policies in this School Handbook and in 

the School Handbook Supplement. You and your student are bound by the policies in these documents, so 

please refer to these handbooks throughout the year to ensure you and your student are compliant with the 

School’s policies and procedures.

Getting Ready for the School Year
Learning Coaches and students should check their To Do list on their home page in Pearson Online 

Classroom every school day. Be sure to complete the assigned orientations and trainings you find there; 

this will help ensure that you and your student get off to a great start for the school year. 

Setting up your student’s “learning area”:

1. Dedicate a space for keeping school materials and supplies organized

2. Place your student’s “classroom” in a quiet area that is free of distractions

3. Create a filing system for portfolio assessments, student work, and important papers

4. Create a showcase area to display your student’s work

5. Review your calendar, set a schedule, and post the daily routine

If you’re waiting for a computer delivery, review the set-up requirements and make sure everything you need is 

in place, including broadband internet service, so when your computer arrives, you are ready to go. Please 

note that you can access assignments and complete work in Pearson Online Classroom without receiving your 

materials first. If you are using your own computer, take time to review the system requirements in Pearson 

Online Classroom Help (accessed via the MORE tab on the Toolbar) to ensure you are set up properly. As 

soon as you are enrolled and set up with your internet access, you can get started with your schoolwork! 

Learning Coaches can prepare for their role by exploring the many family support resources offered. From the 

Home Page, select the Links tab, then select Learning Coach Central. Here you’ll find a “Getting Started 

Checklist,” a link to the “Prepare for Success” website, announcements about LiveLesson sessions designed 

to help Learning Coaches support their students adjust to virtual learning, and much more!
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1 Introduction
Please be sure to refer to the School Handbook Supplement for additional, school-specific information on 

these topics. All policies in this School Handbook apply to grades K–12 unless otherwise noted. Specific 

information related to high school is found in the School Handbook Supplement. 

Non-discrimination Statement
Practices that exclude, deny benefits to, or otherwise discriminate against any person on the basis of ethnic 

group identification/ethnicity, marital status, race, color, national origin, ancestry, sex, sexual orientation, 

gender identity, religion, physical or mental disability, athletic performance, language proficiency in English or 

another language, prior academic achievement, or age in the admission to, participation in, or receipt of the 

services in educational programs and activities, or in employment practices, or any other area protected under 

federal or state law are strictly prohibited. 

The School Handbook Supplement will have specific information on age enrollment eligibility.

The School’s non-discrimination policy is in accordance with the provisions of Title VII of the Civil Rights Act of 

1964, Title IX of the Educational Amendment of 1972 (Title 9), Section 504 of the Rehabilitation Act of 1973

(Section 504), the Age Discrimination Act of 1975, and the Individuals with Disabilities Education Act of 2004 

(IDEA). The Pennsylvania-specific non-discrimination policy is available in the School Handbook Supplement.

2 School Overview
2.1 Program Overview
Pearson’s Education Management System’s high-tech, high-touch, cyber “school without walls,” combines the 

best in cyber education with very real connections among students, families, teachers, and the community. The 

program combines a first-class curriculum, high-quality teachers, state-of-the-art technology, community 

connections, and a personalized learning approach that works together to maximize student learning.

2.2 Pennwood’s Commitments*
Pennwood Cyber Charter School has high expectations for its students and their families and a commitment to 

the rigorous educational program implemented is required for success. In return, Pennwood holds itself to high 

standards and makes the following commitments: 

1 The School will contact the student and their Caretaker on a regular basis and treat them as valued and 

respected partners in the common goal of student academic achievement.

2 The School will partner with the student and family to provide a Personalized Learning Plan (PLP) to meet 

the student’s individual learning needs. 
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3 The School will provide a quality education program, including curriculum, instructional materials, and a 

certified, well-trained teaching staff.

4 The School will support students and families with the training needed to learn how to use Pearson Online 

Classroom and provide encouragement needed to fulfill their responsibilities.

5 The School will make a strong effort to incorporate all stakeholders’ feedback for the continued 

improvement of the program.

6 The School will encourage the student’s social interaction with other students and families by supporting 

community coordinators and school staff in their efforts to organize various field trips and community 

events. The School’s Get Connected! program will help facilitate these opportunities to connect. 

7 For students with disabilities, the School will follow Individualized Education Programs (IEPs) to provide a 

Free and Appropriate Public Education (FAPE). The School will also follow students’ Section 504 plan 

requirements for accommodations to address each eligible student’s individual needs as required by law or 

regulation. 

8 The School will support Caretakers by providing school records or other required information when seeking 

to transfer their student to another educational program.

9 The School will comply with the provisions of the Family Educational Rights and Privacy Act (FERPA). 

(See Appendix 2 for the FERPA policy.)

10 The School will comply with the provisions of the Children’s Online Privacy Protection Act of 1998 

(COPPA). (See Appendix 4 for the Privacy Policy, including COPPA statement). 

11 The School will provide approved Caretakers access to student records and related school information 

through Pearson Online Classroom in accordance with applicable federal and state law.

12 The School will always operate in accordance with state and federal law while keeping the best interests of 

the student in mind.

3 School Organization and Roles
3.1 Roles and Responsibilities 
Caretaker (Parent or Legal Guardian)
A “Caretaker” is a parent(s) and/or legal guardian(s) who enrolls the student and satisfies the student’s 

enrollment requirements. All Caretakers are automatically given “Learning Coach” (see below) access in 

Pearson Online Classroom so they can perform the Learning Coach duties. Caretakers must agree to and sign 

the Parent/Learning Coach Acknowledgement (PLCA) as part of the enrollment process. While Caretakers 

automatically have Learning Coach access, they may also designate another adult or adults as Learning 

Coach(es) either in addition to or in place of the Caretaker by completing and submitting the Designated 

Learning Coach Agreement form. Even if the Caretaker designates another adult or adults as Learning 

Coach(es), the Caretaker will continue to have Learning Coach access in Pearson Online Classroom. The 
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Caretaker always has full and final authority for the child’s education and educational decision-making with the 

School, and therefore must be available to the school staff for discussions related to the student’s educational 

and other school-related needs.

Learning Coach
The Learning Coach is the adult who performs tasks such as recording attendance, reviewing lessons, 

providing supervision, and communicating with teachers. Each student will have at least one Learning Coach 

who is usually the student’s Caretaker. Caretakers may designate another adult or adults as the student’s 

Learning Coach(es), either in addition to or in place of the Caretaker, for daily oversight of the student’s 

schoolwork and school-related activities, by completing the Designated Learning Coach Agreement form. As 

noted, the Caretaker always has full and final authority for the child’s education and educational decision-

making with the School, and therefore must be available to the school staff as needed for discussions related 

to the student’s educational and other school-related needs. 

The duties and responsibilities of the Learning Coach are detailed in this Handbook and in the School
Handbook Supplement, so it is important that both Caretakers and Learning Coaches read both 
documents carefully.

The Get Coaching! Program is designed to assist Learning Coaches and Caretakers in understanding and 

fulfilling their role in their student’s education at Pennwood. Through the Get Coaching! Program, we provide 

Learning Coaches and Caretakers with ongoing support, provide access to resources, and facilitate 

connections with other Learning Coaches. The Get Coaching! Program resources are available under Links on 

the Learning Coach and Caretaker Home Page.

Under certain circumstances, students who are eighteen (18) years of age or older, or an emancipated minor, 

may request to be their own Learning Coach. To discuss this option, students should contact their teacher or 

Assistant Principal. 

Student
The student’s role at Pennwood Cyber Charter School is to learn to the best of their abilities. Therefore, 

students should expect to take age-appropriate individual responsibility for their own learning. This is 

accomplished by applying themselves to their studies in a focused and serious manner, working hard, 

becoming engaged in the lessons and activities, asking questions, exploring their personal interests, improving 

areas of academic weaknesses, and capitalizing on strengths. Students are expected to complete their own 

work and uphold the principles of the Honor Code (Appendix 1).

Eligible Student
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An “Eligible student” refers to students over eighteen (18) years of age and emancipated minors. Other uses of 

‘eligible student’ will be qualified with the area of eligibility; for example, “504-eligible students.”

CEO
This individual is responsible for the administration of the School and ensuring students are provided with 

the support and assistance they need. 

Homeroom Teacher (Elementary Students)
Each elementary student is assigned a homeroom teacher. The homeroom teacher serves as the family’s 

central point of contact at the school and works with students and their Learning Coaches to develop and 

implement the Personalized Learning Plan (PLP). 

The homeroom teacher is responsible for making instructional decisions such as providing instructional 

interventions; interacting synchronously with students for instructional purposes; verifying the student’s course 

work; providing timely feedback to students on their academic work; issuing final course grades; reviewing and 

approving adjustments to students’ schedules (such as vacations and/or field trips); and making 

recommendations regarding promotion and retention to the school leadership. 

Homeroom teachers may assist with things such as confirming and arranging standardized testing plans 

(dates, times, locations, etc.) working with Learning Coaches to run the Scheduler (adjusting the student’s 

Planner within Pearson Online Classroom), addressing basic technical concerns, and assisting with the 

process for marking and/or changing student attendance. The name of the teacher is listed next to each course 

name on the Pearson Online Classroom home page and in the Grade Book so that students and Learning 

Coaches can easily identify and contact teachers as needed. 

School Counselor, Homeroom Teachers, and Advisory Teacher (Middle & High School 
Students)
Each middle and high school student will have an Advisory/Homeroom Teacher, and a School Counselor. The 

School Counselor assists students and Learning Coaches with course selection, student transfers, graduation 

requirements, college and career planning, interpersonal counseling, course placement changes as needed, 

and general academic guidance.

A School Counselor or other qualified staff member is available to assist with high school credit or 

college/career questions or to help with post-high-school plans including career, college/university, the military, 

or the workforce. 

Subject Specific Teacher
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The subject-specific teacher is the primary contact for students and Learning Coaches for subject-specific 

questions. These teachers are responsible for handling the following instructional issues:

Providing timely and relevant feedback on student work, including grading and updating progress 
reports;
Facilitating instruction using research-based strategies and resources to address skill gaps with a 
particular assessment or concept;
Managing the course scope, pacing, and sequence to ensure a student’s academic success;
Personalizing the curriculum, including modifying lessons and assessments proctoring state and/or 
federally mandated tests.

Subject-specific teachers proactively monitor each student’s progress using Pearson Online Classroom and 

through regular contact via phone, streaming audio and video (LiveLesson sessions), and WebMail messages 

(our Pearson Online Classroom-based email system). Subject-specific teachers provide small and large group 

instruction to their students on key concepts and skills; add, expand, or modify assessments based on the 

student’s demonstrated mastery of the material; assign and score assessments and portfolio items; and 

provide feedback on the student’s performance to the student, Learning Coach, or homeroom/advisory 

teacher. 

Teacher feedback is provided using rubrics, assessment grades, phone conferences, WebMail messages, and 

LiveLesson sessions. Depending on a student’s needs and grade level, subject-specific teachers provide 

instruction in a variety of ways to address the needs of each student. Subject-specific teachers evaluate 

students in their corresponding subject area(s), provide instructional resources based on the student’s learning 

needs, prepare student progress reports (at schools that issue them), verify the student’s course work, issue 

final course grades, and make promotion or retention recommendations (for students in grades K–8). 

Generally, middle and high school students will have a different subject-specific teacher for each course. 

Elementary students will have the same subject-specific teacher for most subjects; these teachers may also be 

the student’s homeroom teacher. 

Substitute Teachers
Substitute teachers are teachers who meet the state requirements for being substitute teachers in their state. 

They serve as homeroom and/or subject-specific teachers when the regular teacher is

not available for an extended period (on military or medical leave, etc.). Substitute teachers perform all the 

duties of a teacher or subject-specific teacher. 

Teaching Assistants
Teaching assistants may perform many of the duties of a homeroom teacher or subject-specific teacher, as 
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defined above. However, teaching assistants are not permitted to issue final course grades and they must work 

under the supervision of a certified teacher. 

Community Coordinators (Caretaker Volunteers)

Community Coordinators are typically Caretakers of students in the School who create opportunities for 
community projects, field trips, and group meetings with other students and families. They also serve as a 

clearinghouse for information about local extracurricular activities and events. Pennwood will provide 

information to families at the start of the school year about how to become a Community Coordinator and 

will distribute the Community Coordinator’s contact information to families. If you have a question or a 

suggestion related to a local activity or opportunity, contact your assigned Community Coordinator.

All Community Coordinators (volunteers) must submit to a background check which includes:

Child Abuse History certification from the Department of Human Services
Report of criminal history from the Pennsylvania State Police
FBI certification

» Volunteers that have not maintained 10 years of consecutive residency in Pennsylvania 
will be subject to a FBI fingerprint criminal history check. Previous FBI certification may 
be submitted if performed within the last 10 years.

Student Support Team
The Student Support Team (SST) consists of several individuals with various roles at the school, with the goal 

of supporting struggling students’ academic and behavioral needs. The SST may be comprised of teachers, 

staff members, administrators, school counselors, intervention specialists, parents as needed, and others at 

the school who may have knowledge of student performance and needs. The SST meets regularly to discuss 

individual students referred to the team by school staff or parents. Concerns may be related to academic 

performance, engagement, or physical and mental health. Students are identified as needing additional 

support based on universal screening assessments conducted with all students, teacher and/or Learning 

Coach observation and knowledge of the student, and/or a review of the student’s academic performance, 

participation, and/or attendance levels documented in Pearson Online Classroom.

The Student Support Team shares information among its members about a students’ academic and/or other 

challenges and makes recommendations for implementation of instructional or other interventions. SST 

members also perform regular data collection on progress of these interventions, and other relevant 

information. The team develops and recommends additional instructional strategies and resources for the 

student’s teacher(s), Caretaker, and Learning Coach, and follows up to ensure that these strategies are indeed 

helping the student make adequate progress and show academic improvement. Caretakers are kept informed 

regarding interventions and student progress.
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3.2 Required Student Safety Trainings for School Staff
Pennwood takes student safety and well-being very seriously and believes that students should be able to 

learn in a safe and comfortable environment. Therefore, in addition to the comprehensive set of required 

courses and trainings for school staff that focus on educational practices, teachers are required to take two (2) 

courses that focus specifically on student safety: 

Internet Safety: This course provides valuable information about practicing safe behaviors online.
Students in Distress: Recognizing and Responding: This course is designed to ensure teachers 
and other school staff are familiar with the signs of student distress and know how to respond
promptly and professionally when they observe such signs or behaviors. 

All members of School staff must complete required trainings at the beginning of the school year and refer to 

the trainings throughout the year as needed. The CEO, or designee tracks completion of these trainings to 

ensure all staff members have completed them in the required time frame. Caretakers and Learning Coaches 

are asked to communicate and collaborate with teachers and other school staff as they work to fulfill their 

professional roles in supporting student safety and well-being. They are asked to involve additional parties as 

appropriate to address concerns, and to always keep student safety and well-being at the center of the 

conversation.

3.4 School Schedule 
Students and their Learning Coaches may develop their own schedule to fit their specific needs, both in how 

they structure each school day and their overall schedule, provided no state or local regulations are violated. 

However, students must still attend school regularly, meet their School’s attendance and/or instructional hour 

requirements, correspond with their teachers, and complete lessons and assessments as expected. 

Students must also be available during regular school hours for any required phone conferences or 

participation in LiveLesson sessions unless school-approved alternate arrangements are made. Most teachers 

are available only during regular school business hours. Students will be informed of these hours and any 

individual variations in teacher schedules at the beginning of each course and through the Teacher 

Communication Data View. 

3.4.3 Emergency Closure Plans
If the School’s office closes due to an emergency such as hazardous weather conditions, the School will send 

Caretakers a “Must Read” WebMail message explaining the details of the office closure. The School will also 

record a voice mail message announcing the details of the office closure and the availability, or lack of 

availability, of teachers and other school services. 
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Even if the School’s office closes due to hazardous weather or other emergencies, students should plan to 

complete lessons and mark their attendance for the day if they are able to work either online or offline, unless 

otherwise notified.

3.5 Enrollment, Withdrawal, and Transfers
Pennwood Cyber Charter School abides by all federal, state, and local policies and guidelines for student 

admission and does not impose admission requirements that are inconsistent with these policies and 

guidelines. 

This includes compliance with the McKinney-Vento Act regarding homeless students, including but not limited 

to, enrolling homeless students in a timely manner even if the student is unable to produce records normally 

required for enrollment (e.g., proof of residency or previous academic records), and providing those students 

with services comparable to services offered to students not experiencing homelessness. The CEO or their

designee shall serve as the liaison for homeless students. 

3.5.1 Returning Students
Caretakers that plan to continue their enrolled students with Pennwood for the next academic year must 

communicate their plans in the “Tell Us Your Plan” Data View. This is available on the Caretaker’s To Do List 

each year. Caretakers will be provided with detailed information on how to complete these tasks, which 
should be completed as soon as the Caretaker knows the student intends to return the following year.

Caretakers of students who have withdrawn from a Pennwood but wish to return should enroll through the 

School’s Website (https://www.connectionsacademy.com/pennwood-cyber-charter-school/ ).

If a student wishes to return to Pennwood after withdrawing, the Caretaker should contact the Enrollment 

Department at 800-382-6010 to initiate the re-enrollment process. These students should not complete a new 

online registration. Additional documents may be required for reenrollment. 

3.5.3 Enrollment after the Start of the School Year or Semester*
Students may enroll at any time during the school year. Students who enroll after the start of the school year 

or semester will be placed at the appropriate starting point in the curriculum based on work they have already 

completed, and discussions between the family and teachers and school counselors. Participation in a special 

orientation course for students who enroll after the start of the school year is suggested. 

3.5.4 Dual Enrollment in a College or University
Interested students who are academically and socially ready may wish to consider supplementing the 

Pennwood curriculum with college-level courses through a college or university dual enrollment program. While 

this option will apply primarily to high school students, some advanced middle school students may also wish 
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» Contact the Enrollment Department to notify them of the location change as soon as 
possible, but no later than thirty (30) days after the move. The Caretaker must provide 
new proof of residency documentation and updated student contact information within 
thirty (30) days of the move. Failure to provide an updated proof of residency may result 
in withdrawal from the school, as permitted or required by federal, state, or local policies 
and guidelines for enrollment. 

» Inform the student’s homeroom, or advisory teacher, as appropriate.
Temporary Location Change: Travel or relocation away from student’s residence for longer than 
three (3) weeks. Example: The family stays with a relative in another state for two (2) months. For 
this type of location change, the Caretaker must contact the CEO or homeroom teacher prior to the 
Location Change for permission to make the Location Change. The CEO will determine per state 
requirements if the student can make this Location Change and remain eligible to stay enrolled in the 
school. Location changes may also affect support services.

If the CEO grants permission for the Location Change, the Caretaker will be required to complete a 
Location Transfer Request Form available in the Enrollment section of the Virtual Library and submit 
it to the school. The CEO or designee will sign the form and provide the Caretaker with a copy of the 
form. This copy will serve as formal written approval from the CEO for the student to remain enrolled 
during the Temporary Location Change.

Note: Stationary computer equipment (desktop computers and monitors) may never be taken out of 
the state for Temporary Location Changes. Laptops may move temporarily with the student, if the 
student remains actively enrolled in the school and updated address and contact information for 
temporary location has been received.

Alternate Learning Location(s) Change: Student learning regularly occurs in an alternate location but 
there is no change in the student’s residence. Example: The student’s Learning Coach is a neighbor, 
and the student regularly works at the Learning Coach’s home. For this type of location change, the 
Caretaker must contact the School Leader prior to the location change to confirm that this Location 
Change will not affect the student’s enrollment eligibility. 

» If the CEO grants permission for the Location Change, the Caretaker will be required to 
complete a Location Transfer Request Form and submit it to the School. The CEO or 
designee will sign the form and provide the Caretaker with a copy of the form. This copy 
will serve as formal written approval from the CEO for the student to have an alternate 
learning location or locations. Note: Caretakers are always responsible for school-
provided equipment and materials, regardless of where the materials/equipment are 
located. See Section 10, Educational Materials Provided by the School, for more information. 

» In any of the above types of Location Change, the student must continue learning 
activities, required communications, and must still comply with all state testing and other 
state and school requirements. 

Permanent Out-of-Area Location Change: Move to another state. 

If a student moves out of state, all computer equipment and curriculum materials must be returned to the 

School. The following actions related to Location Change may cause the student to be immediately withdrawn 

from the school: 
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Engaging in any type of Location Change without notifying the CEO and/or the Enrollment
Department team.
Failure to complete and submit the required Location Change forms.
Failure to provide the Enrollment Department team and/or the School with any additional required
documentation.
Failure to receive specific written permission to remain enrolled when engaging in any form of
Location Change.

3.5.7 Learning Environments and Working with Multiple Students
It is essential that the Learning Coach designated to support students in the cyber school environment fully 

understand their responsibilities and can perform them as required. Additionally, if the group learning 

environment requires the transfer of any equipment or materials, Caretakers must complete the Location 

Transfer Request Form (as described in the Location Change section in this handbook) and be granted 

permission to move materials/equipment. 

3.6 Assessment
It is essential that student performance is regularly assessed. Pennwood uses the following types of 

assessments to determine students’ skill levels, to evaluate performance, assign educational plans, and to 

develop a permanent school record. 

3.6.1 Pre-testing, Mid-testing, and Post-testing to Measure Academic Progress
At the beginning, middle, and end of each academic year, the School may administer formative assessments 

or other evaluation tools as pre-, mid-, and post-assessments to students in grades K–12. These assessments 

provide instructional guidance for teachers and Learning Coaches, help teachers to construct and implement 

the Personalized Learning Plan (PLP), and measure the student’s academic gains over the year. 

Exempting Alternate Assessment Students from Formative Assessment Participation
If a student’s IEP designates alternative state testing and alternative curriculum, the student is exempt from 

mandatory Pre-testing, Mid-testing, and Post-testing. However, at the Learning Coach’s request, the student 

may still complete the testing and receive scores as these assessments can be a useful diagnostic tool.

3.6.2 Assessments within the Curriculum 
As students progress through their courses, they will engage in many different types of formal and informal 

assessments. All assessment types are listed below, though not all courses or grade levels will have all these 

assessment types. Some assessment types count more heavily towards the student’s final course grade than 

others. For example, the grade a student earns on a Unit Test or Portfolio has a bigger impact on the student’s 

final grade than a Quiz. (Assessments are listed in alphabetical order.)
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Weighted Assessments
Discussion: Discussion assessments are found in grades 3-12 and allow students in the same section to 

communicate with each other during a semester; each student’s contribution to the discussion is graded by the 

teacher based on the discussion rubric. The discussion window remains open throughout the semester. After 

the semester closes, students must send WebMail messages directly to their teachers to reply to discussion 

posts.

Draft Assessments: Draft assessments allow teachers to monitor students’ work as it progresses. For 

example, students may be required to submit rough drafts or other precursor components of portfolio items to 

their teacher.

Final Exam*: Final exams test students on their course knowledge acquired during a semester. Final exams 

contain multiple question types and are embedded with lesson content. 

Participation: Typically, participation accounts for five percent (5%) of a student’s overall grade. Some 

courses may contain participation assessments in which students document their participation in an activity, 

such as Time to Talk or a LiveLesson session; in these instances, participation may account for greater than 

five percent (5%). Whether to include participation in the student’s grade, and the requirements to earn full 

participation credit for a course, are determined by the School.

Portfolio: A portfolio is an assessment type that requires students to submit documentation (e.g., essays, 

presentations, reports, graphic organizers) to their teachers electronically through the Drop Box. . Students in 

grades 9-12 are expected to submit their portfolios through the Drop Box. Portfolio items are reviewed and 

graded by the teacher.

Most portfolios include a rubric designed to help the student understand the expectations for this lesson. Note: 

Not all courses use these conventions.

Practice for AP® Exam*: This assessment appears in some Advancement Placement courses as preparation 

for the AP® Exam. It features multiple choice questions and practice writing opportunities. Students receive 

immediate feedback to guide their review study.

Pretest*: Pretests, typically contain 10-15 multiple choice questions, assess students’ prior knowledge of a 

subject and are customized based on the skills addressed. The questions are automatically scored and do not 

include content requiring teacher review or grading. Pretests align to the unit objectives, and they assess the 

major skills and concepts for that unit. 

Quick Check*: Quick checks are non-cumulative assessments added to the end of some lessons in grades 1-

Pennwood Cyber Charter School

618



18 

12. Quick checks for most middle and high school courses as well as some elementary courses are graded 

and weighted. Quick Checks are brief (usually 3–5 multiple choice questions), and the questions are 

automatically scored and do not include content requiring teacher review or grading. 

Quiz*: Quizzes, which typically contain 5-10 questions, are longer than Quick Checks and cover material from 

more than one lesson. Though some questions may require teacher grading, most quiz questions are 

automatically scored. Quizzes are not in all courses. 

Sample Work: Sample work assessments allow teachers to monitor students’ work samples as they progress. 

The requirements of a sample work submission vary by course and teacher. For example, Algebra 1 teachers 

may select specific assignment samples and request them from their students. 

Unit Test*: Unit tests cover material from all lessons in a specific unit. Unit tests are longer than quizzes, 

contain a variety of question types, and are weighted more heavily than quizzes toward a student’s final grade. 

Some questions on a unit test may require teacher grading.

*This assessment type must be completed in one sitting. Students cannot answer some questions, save their 

work, and return later to complete the remaining portion of the assessment.

Non-Weighted Assessments
The following assessment types are also found in the curriculum, but do not have an impact on the student’s 

grade. 

Course Survey: Course surveys are non-graded assessments that ask students for their opinions regarding a 

course and their teacher. Surveys are usually placed at the end of a course and may be linked through the

student’s list of Data Views.

Online Practice*: Online practice assessments allow students to answer practice questions for a specific 

lesson or unit so they can measure their own grasp of a subject or concept. The questions are automatically 

scored, and do not contain content that requires teacher review or grading. These assessments are scored but 

do not impact a student’s final grade and may occur several times in a unit. These assessments often offer 

targeted feedback to the student, visible in the review guidelines after the assessment has been submitted.

Reflection*: Reflection assessments are used in math courses to get students thinking about their relationship 

with mathematical concepts from a unit (or preceding units) and about themselves as learners and 

mathematicians. These assessments contain mainly multiple-choice questions, but they may also contain short 

answer questions. Reflections are scored but do not impact students’ final grades.
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Skills Check*: These are brief assessments used to gauge students’ learning in kindergarten through second 

grade. The Learning Coach completes these diagnostic assessments to keep the teacher updated on the 

student’s progress. Skills checks are also used in many high school math courses as a diagnostic assessment

completed by the student prior to embarking on a new lesson. Skills checks are scored but do not impact a 

student’s final grade.

*This assessment type must be completed in one sitting. Students cannot answer some questions, save their 

work, and return to complete the remaining portion of the assessment later.

Informal Evaluations
Informal evaluations are tools used to gauge the student’s level of mastery of the material. These evaluations 

are not included in the student’s grade but provide valuable feedback to teachers and Learning Coaches about 

the student’s areas of strength and areas needing additional support or intervention. 

Check for Understanding: Questions for students provided by the school to the Learning Coaches 
to gauge the development of certain skills. 
Curriculum-Based Assessment (CBA):Synchronous or real-time communications between the 
student and the teacher used to gather formative information on students’ understanding of 
concepts. Students are required to participate in a minimum of eight (8) CBAs a year but teachers 
often administer many more. Teachers conduct two types of CBAs: verified curriculum-based 
assessment (VCBA) and diagnostic curriculum-based assessment (DCBA). 

» VCBAs are used to confirm student comprehension of concepts previously assessed 
and graded as successfully completed with scores of B or higher.

» VCBAs are informal phone conversations or individual LiveLesson sessions with the 
student in which the teacher asks a variety of questions about recently completed 
assignments to verify the student has done the work independently and the student has 
grasped the key components of the lesson(s). The content to be covered is not 
specified ahead of time, other than being part of “recently completed assignments” such 
as a reading passage or solving a set of mathematics problems. 

» DCBAs are used to identify specific skill or concept issues students are having, develop 
strategies for remediation, and determine if future instructional support is necessary to 
help underperforming students achieve success. These occur during regularly 
scheduled phone calls and are targeted toward students who receive a C or lower on an 
assessment or have an overall GPA of less than B. 

3.6.3 Mandatory Testing
As a public school, Pennwood is required by state and federal law to administer state standardized tests to 

students in specific grades or courses. Therefore, all students enrolled at Pennwood will be required to 

participate in the state standardized testing program, consistent with state law. 
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The School will work closely with Caretakers, Learning Coaches, and students as they prepare for required 

testing. If a student is not able to participate in testing, the Caretaker will be required to document the 

reason(s) for nonparticipation, and the student may be required by the school to take a makeup test. 

**There are serious consequences for both the School and the student when students do not participate in 

state testing. Therefore, students who fail to participate in required testing may be subject to disciplinary action 

consistent with state law.** 

3.7 Personalized Learning
3.7.1 The Personalized Learning Process
Pennwood teachers work with Learning Coaches and students to customize student learning experiences 

based on specific academic needs, learning pace, learning styles, and personal interests. This program 

personalization is an ongoing process that also includes the creation of a written plan (the Personalized 

Learning Plan, or PLP) that all members of the learning team follow. 

The personalization process includes the following components: initial academic placement and course 

selection, performance testing, review of student work samples, detailed phone conferences, goal-setting, 

adjustment of student schedules and lesson pacing, lesson modifications and/or enrollment in instructional 

intervention programs, attendance in LiveLesson sessions, enrollment in elective courses, and strategies for 

families to implement throughout the year. The process also includes several goal-review and adjustment 

sessions including a final conference at the end of the school year to review progress.

3.7.2 Adding Elective Courses (Elementary and Middle School)*
Before requesting to register for electives, students in grades K through 8 must generally meet the following 

criteria: 

Be enrolled in school for at least thirty (30) days. 
Have completed their initial assessments (e.g., MAP, Renaissance 360, iReady or other pretesting, 
and/or state testing).
Be in good academic standing (overall grade of 70% or higher). 
Maintain acceptable attendance (i.e., be “On Track”).
Have all start-up tasks complete, including completion of student orientation courses and Welcome 
Call (start of school year call with teacher). 

After these criteria are met, teachers will work with families to select appropriate electives, approve the 

student’s selection, and enroll the student in the elective course(s). 

Please see the School Handbook Supplement for additional information.
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3.7.3 How Families Can Personalize Instruction
Students and Learning Coaches work closely with their teachers to personalize student programs, but families 

can also personalize their learning programs in several different ways.

Pacing and Scheduling — Subject to requirements including, but not limited to, the required days of 
attendance and/or hours of instruction required and other applicable state or local regulations, the 
School allows students and their Learning Coaches to structure the school day to best meet the 
student’s learning needs. The online Scheduler allows students in grades K–8 and their Learning 
Coaches to select which days of the week they would like to schedule certain courses and how 
many lessons of each subject per day they plan to complete. This flexibility accommodates different 
learning styles and needs; however, the personalization of pacing and scheduling must not impact 
the overall amount of work that is required of each student, which is determined exclusively by state 
requirements and is overseen by the school’s leadership. 

Most high school students have significantly decreased flexibility in their schedule so they can learn 
and work together (e.g., in discussions and on collaborative projects). High school students who may 
benefit from a more flexible schedule should speak with their advisory teacher or school counselor to 
make appropriate adjustments. 
Limits to Program Flexibility - Every student is expected to master the essential skills and standards 
covered by the School’s rigorous curriculum, which is designed to meet or exceed each state’s 
standards. Families may work with teachers to adjust pacing and assigned lessons for each student; 
however, it is imperative that students participate fully in the school’s standards-based curriculum 
and complete the lessons and assessments assigned by the teacher(s). 

3.7.4 Placement Changes during the School Year (Elementary and Middle School)*
Counselors, administrators, and teachers work together to make sure each student’s initial course placement is 

accurate and appropriate. Although it is possible to request a change in placement after the student is enrolled, 

it is recommended that before requesting a placement change, students work in their assigned courses, look 

ahead in the curriculum for the year, and discuss with the School any specific challenges the student is having 

with the course work and/or grade level placement. The student’s teacher may also be able to tailor the current 

curriculum to better meet the student’s individual needs. 

To request a placement change, the Learning Coach should contact the student’s teacher. The CEO or their 

designee will have final say in approving or disapproving placement changes. 

*Please see the School Handbook Supplement for information on the High School Add/Drop process.

3.8 Course Completion*
3.8.1 Midyear Course Completion (Elementary and Middle School)
Before requesting to move on to the next course or level, students should work with their Learning Coaches 

and teachers to make sure they have mastered course content. Teachers can provide enrichment and 
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extension activities for students to reach greater depth in their studies. Electives may also be available for 

students who have completed a required or core course prior to the end of the school year. 

The decision to advance to a new level of a subject or subjects mid-semester or midyear will be made 

collaboratively by the Caretaker, Learning Coach, teacher, school counselor (if applicable) and the CEO.

Students may be eligible for a mid-semester or midyear placement change if they can demonstrate the 

following outcomes: 

Mastery of current course content;
Exploration of enrichment and extension opportunities offered throughout the curriculum;
Sufficient in-depth involvement with the course material as determined by the teacher.

The teacher will review these criteria to determine the student’s eligibility for a placement change. If the student 

is deemed eligible, the teacher will request the placement change on behalf of the student. Generally, if a 

midyear curriculum promotion occurs, the student’s final grade level will remain the same. As with other 

placement changes, the CEO will have final say in approving or disapproving placement changes.

Note: There is a deadline for shipping materials that occurs in the spring semester. After the deadline, 

placement changes that require shipped materials are no longer available to students. Teachers will notify 

Caretakers if placement change requests cannot be completed for this reason.

3.8.2 Late Course Completion
Students who require extended time to complete assessments after the school year has ended should check 

with their school counselor or teacher for allowable permissions for assessment completion. If there are 

extenuating circumstances, students may request an extension to submit work up to two (2) weeks after the 

last official day of classes. There is no guarantee that an extension will be granted.

Extensions will not be granted beyond two (2) weeks after the last official day of school. Extensions will not be 

considered for the purpose of accelerating course studies over the summer.  For students with an IEP, 

Extended School Year (ESY) services are determined by the student’s IEP team.

4 Attendance
Students in this cyber public school program have no physical classrooms but still must meet all regulatory 

requirements for attending public schools. These requirements are documented in the School Supplement, but 

generally include attending school for a required number of days and/or completing a required number of 

instructional hours. Caretakers and students are jointly responsible for ensuring students meet the attendance 

requirements and that attendance is properly documented as required by the School (see the Attendance 
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section of your School Handbook Supplement). School authorities are responsible for enforcing attendance 

laws. Students not attending school as mandated by law will be considered truant. 

Although there is more flexibility in an online program than in a traditional school setting regarding instructional 

time, students are still expected to follow the school calendar. Specific school calendars and the required days 

and hours of instruction are posted in the School Handbook Supplement. 

4.1 Caretaker and Learning Coach Responsibilities for Attendance
All Grade Levels: State laws require that Caretakers take responsibility for ensuring their student(s) attends 

school. The Caretaker or designated Learning Coach must record attendance daily. (Refer to your School 

Handbook Supplement for details on attendance recording requirements.) The Learning Coach Orientation 

also includes information on how to record attendance. In addition, all students must complete assigned 

lessons and submit specified assessments to their teachers. Attendance should be equated to work 

completion. If the student does not complete assigned lessons, then attendance hours should not be marked 

by the Caretaker or designated Learning Coach. Students and/or their Caretakers and/or Learning Coaches 

must also participate in/respond to regular telephone, WebMail message, and/or Web conferencing 

(LiveLesson presentations) contacts, as well as in-person contacts (if required) with a teacher during the 

school’s regularly scheduled school hours. 

Elementary and Middle School: Grades K–8: To meet attendance requirements and successfully complete 

their lessons, students in elementary and middle school will need assistance from a Learning Coach. The 

student’s need for assistance will range from fairly substantial assistance to relatively minor assistance 

and will vary depending on the student’s age, ability to be self-directed, and to comprehend the materials. 

In addition, students must be in a safe and secure environment, which generally requires the student have 

adult supervision during the entire school day to meet health and safety regulations. High School: Grades 

9–12: Students are expected to perform their schoolwork independently. However, where attendance is

required to be reported, the Learning Coach must still report daily attendance in Pearson Online 

Classroom and verify that the student has completed the assigned lessons and assessments. The 

Learning Coach is also expected to be available for regular teacher conferences. While students may not 

need adult supervision during the school day, they must still be in a safe and secure environment. 

4.2 Marking and Verifying Attendance

Recording, Verifying, and Changing Attendance Records in Pearson Online Classroom
Learning Coaches are expected to record attendance in Pearson Online Classroom at least weekly. If 

attendance is not updated regularly, students may be put in Alarm Status and be in danger of being considered 

truant. 
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After the Learning Coach has entered and saved attendance in Pearson Online Classroom, attendance cannot 

be edited. If the Learning Coach makes an error marking attendance, they must contact the student’s teacher 

to request an attendance record change. Before the school can change the attendance record in response to a 

Learning Coach request, they may be required to demonstrate the original entry was an error and provide 

documentation to support the change. Because attendance is subject to “lockdown” (see below) at certain 

intervals, Learning Coaches should contact their student’s teacher as soon as they discover they have made 

an error in recording attendance. Attendance recorded by a Learning Coach is not sufficient to properly verify 

student attendance. Teachers also verify attendance records on a regular basis and may change a student’s 

attendance status if there is insufficient evidence to verify attendance, and/or if they are unable to determine if 

a student was participating in learning. In reviewing attendance documentation, teachers must determine that 

each student has met or exceeded the required amount of instructional time stipulated by each state’s 

regulations. The School Handbook Supplement outlines how many learning hours or minutes must be 

demonstrated within a specific time frame. 

Teachers may make changes to attendance records for the following reasons:

Upon request by a Learning Coach to record Attendance - If requested to do so by the Learning 
Coach, teachers may enter the appropriate attendance code in a blank attendance field because the 
Learning Coach is not able to access a computer or does not have Internet access, but the student 
has been able to continue their studies using offline materials. Teachers will note in the student’s 
Log the reason for the Learning Coach’s request and may request additional documentation that the 
student was engaged in learning. This method of recording attendance should only be done in 
exceptional circumstances. 
Upon request by a Learning Coach to correct an error - If a Learning Coach makes an error entering 
an attendance code, a request may be made for the teacher to enter the correct code. Teachers will 
note the basis for the request in the student’s Log and may request additional documentation. 
Upon review by a teacher or other authorized school staff to validate attendance - A teacher or 
authorized school staff member will change the number of hours worked to a “0,” or the “present” 
code may be changed to an excused or unexcused absence code, if, after communication with the 
Learning Coach and/or a review of the student’s activity in Pearson Online Classroom, the teacher or 
staff member believes there is insufficient evidence to support that the student was in attendance 
(e.g., insufficient lesson completion, teacher contact, and/or assessment completion, including state 
test attendance).

In all cases, a teacher or another school staff member will discuss with the Learning Coach any perceived 

differences between the student’s recorded attendance and their documented completed lessons and 

assessments submitted. If the teacher or other School staff member makes any changes to the student’s 

attendance record in Pearson Online Classroom, they will promptly inform the Learning Coach and document 

the change in the student’s Log. Learning Coaches who have disputes related to attendance should contact 
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the CEO to resolve the dispute, then follow the dispute resolution procedures in the School Handbook 

Supplement if the issue is not resolved with the CEO.

The School Day
Students must complete a certain number of instructional hours per day as required by the authorizer

and state law and regulations. Learning Coaches should check the Attendance section in the -School

Handbook Supplement for specific information about the School’s required daily and weekly hours of 

attendance. The school day is not limited to certain hours for start and end times, however the school’s 

teaching staff is only available during the school’s hours of operation. Learning Coaches must also be available 

for their scheduled phone conferences during these times.

The School Calendar
The Pennwood school calendar includes days when teachers will not be available due to professional 

development (all other Support Services are available during these days), and days when the School is 

completely closed (no Support Services are available during these days). Student learning may continue 

during any days when the School is closed.  All work must be completed as of the last day of school, except as 

provided in the Late Course Completion section of this handbook. School work that is not completed as of the 

last day will receive an incomplete or failing grade.

Types of Absences
Reasons for excused absences may include, but are not limited to, the following: 

Health problems: Students are unable to participate in schoolwork due to physical or mental health problems. 

If a student misses more than three (3) consecutive school days, the Learning Coach or Caretaker must send 

a written note or WebMail message to the student’s teacher(s) documenting the health issue. A doctor’s note 

shall be required for absences of more than three (3) consecutive days.

Other excused absences: Examples of other excused absences include a family illness that requires the 

absence of the student, a death in the immediate family, religious holidays, family trips that can be taken only 

during the normal school calendar year (see the section below on extended absences), court appearances 

requiring the student’s attendance, attendance at special events of educational value approved by a teacher, 

and other special circumstances that show good cause. These absences must be approved in advance by the 

CEO. If requested or required, families should expect to provide appropriate documentation to support an 

absence. 

During an excused absence, the student is still responsible for completing all required lessons and 

assessments for the school term. 
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Unexcused absences: Absences that are not approved by the School will be considered unexcused. See the 

School Handbook Supplement Attendance section for details. 

Extended Absences
If a Learning Coach is aware their student is going to be unable to complete their learning activities for more 

than three (3) consecutive school days, they should contact the teacher as soon as possible to inform them of 

the planned absence and discuss a plan to ensure the student stays on track to complete the school year 

successfully. The School will request documentation of the reason(s) for the planned absence. 

Varying the School Holiday Schedule

If families wish to work during the School’s designated holiday period(s) and take an equivalent number of 
vacation days at another time, they must contact their teacher(s) for approval at least one (1) week prior 

to the requested change. Teachers and School administrators will consider factors such as mandatory 

school events (testing, etc.) and the school’s attendance regulations when reviewing such requests. 

Caretakers will be notified if the request can be granted. If the request is allowed, teachers will help the 

family adjust learning schedules, as appropriate, to ensure proper attendance and compliance with state 

regulations. 

4.3 Escalation Status
Learning Coaches are required to use Pearson Online Classroom to regularly mark hours or days of 

attendance and/or document lesson completion. Attendance and participation goes beyond daily hours spent 

on schoolwork and includes other criteria such as contact with the teacher and the student’s rate of lesson 

and/or assessment completion. If a required component of school attendance and/or participation is not being 

met, Pearson Online Classroom will trigger “escalation.” Escalation is an indicator to the student, Learning 

Coach, Caretaker, and teacher that the student is not compliant with school requirements. Every student is 

assigned one of four (4) escalation status levels in Pearson Online Classroom to monitor progress: 

On Track
Approaching Alarm 
Alarm 
Exempt* 

Students meeting or exceeding the minimum requirements for their state will show “On Track” status. Students 

not meeting the minimum requirements for their state are placed into an escalated “Approaching Alarm” or 

“Alarm” status. When students are in “Approaching Alarm” or “Alarm” status, teachers will notify the Learning 

Coach and Caretaker of their concerns, help the family understand why the student is in that status, and make 

every effort to work with the student and Caretaker to ensure the student returns to “On Track” status as soon 
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as possible. Learning Coaches and Caretakers can, at any time, select the Approaching Alarm or Alarm status 

link, located in the Escalation column on the Learning Coach home page, for details about the student’s 

escalation status.

Students who are in “Alarm” status for an extended time may face disciplinary actions as permitted and/or 

required by state law, including referral to appropriate agencies for truancy. See the School Handbook 

Supplement for details on attendance requirements, truancy, and the escalation system.

*Exempt status is rarely used and generally only for students with serious illnesses or other major but 

temporary circumstances that prevents a student from completing work in a timely manner, or who are 

expected to catch up and return to “On Track” status prior to the end of the school year. Some students may 

have modifications specified in an approved IEP or Section 504 plan that dictate exempt status.

4.4 Truancy
Students who fail to meet legal attendance requirements, which may include: reported attendance, required 

contact with teachers, submission of assessments, and documentation of lesson completion shall be 

considered truant. The School will institute truancy proceedings or otherwise report the student to the 

appropriate authorities, including courts, as is consistent with state law. Please check the School Supplement 

for truancy policies.

5 Grading and Student Evaluation
Students are evaluated based on several types of assessments, such as quizzes, tests, portfolios, and 

discussions as described in Section 3.6.2 Assessments within the Curriculum. Teachers and substitute 

teachers are responsible for grading students’ work. Only the teacher or substitute teacher can issue the final 

grade for the course. 

The Grade Book and Progress Reports
The Pearson Online Classroom Grade Book allows all Caretakers and/or Learning Coaches and upper-level 

students (students in grades three and above) to view grades from both electronic assessments (immediate 

and automatic postings) and written work (posted by teachers after work is evaluated). The Pearson Online 

Classroom Grade Book is available to Learning Coaches and upper-level students 24 hours a day, seven days 

a week (excluding regularly scheduled maintenance as noted in Section 10.2.1 Use of Pearson Online

Classroom) and always reflects the student’s status in each course in which they are enrolled (overall grade, 

grade in each course, grades on assessments within each course, and the number and percentage of lessons 

the student has completed).

Progress Reports that are snapshots of students’ Grade Book during a certain time (e.g., the first quarter of the 
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school year) which may include teacher feedback and comments. For those schools, Progress Reports are 

created and posted at certain times per year based on a schedule set by those schools which use them.

Grading Timelines
Most assessments, other than portfolio assessments, should be graded by the teacher within two (2) school 

days. Generally, portfolio assessments will be graded by the teacher within five (5) school days of receipt and 

the grade posted to the Grade Book. Specific grading schedules and portfolio expectations are initially 

explained in the Welcome Call and are posted on teachers’ Message Boards and in student planners. 

5.1 Placement, Promotion, and Retention (Elementary and Middle School)
Placement
During the enrollment process, the student’s Caretaker is asked to submit academic documentation for the 

student that includes the student’s most recent academic progress. This information is reviewed and verified by 

the Academic Placement team; the school counselor, the director of special education and the CEO who 

collaborates to determine the most appropriate course placement for the student. Students may be requested 

to complete a skills assessment to determine mastery of previously completed coursework and readiness for 

the School’s curriculum. 

Caretakers will review and confirm their agreement to course placement prior to students starting their

coursework. Through this process, Pennwood staff may make a decision regarding placement that may differ 

from the student’s prior placement; however, for students with an IEP, placement will be in accordance with the 

student’s IEP.

Promotion/Retention of Returning Students
Near the end of the school year, teachers make recommendations to their Principal or CEO regarding

promotion or retention for their students in grades K through 8. These recommendations are based on the 

following student performance information:

successful completion of language arts and math courses (based on school's grading scale) 
performance across all courses 
lesson completion across all courses 
attendance 
proficiency levels on assessments, including state testing 
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Generally, for third grade students to be promoted to fourth grade, they must also demonstrate proficiency in 

reading. 

Decisions about retaining students due to inadequate progress or lack of proficiency will be made on a case-

by-case basis, and in accordance with applicable state regulations, by the CEO. School staff will contact the 

Caretaker of students in danger of retention in early spring and will discuss the options available to best suit 

the individual student’s needs. It is possible a student may be retained at the end of the school year though not 

apparently in danger of retention in early spring. The School will make every effort to ensure the Caretaker is 

aware of this as soon as possible. 

Teachers, school administrators, and the CEO will review and discuss the recommendation to make a final 

decision about promotion/retention for each student. A meeting will be convened for students with an IEP or 

Section 504 Plan prior to any change in placement being made as a result of retention. 

High School Coursework Completed in Middle School

Students in middle school who are academically ready to take high school courses may do so with 
appropriate approval but should be aware that issuing high school credit is determined by local and/or 

state regulations. 

6 High School Programs and Policies

Information about high school programs and grading is available in the School Handbook Supplement. 

Placement
During the high school enrollment process, the Caretaker may be asked to submit academic documentation 

that provides a record of school credits earned and attempted, and any courses in progress. The Academic 

Placement team and the school counselor use the documentation to determine remaining courses needed. 

Initial course placement will be based on high school credits earned and aligned with state graduation 

requirements, typical course sequences, and post-secondary goals established by the student during the 

enrollment process.

Caretakers review and confirm their agreement to course placement prior to the student starting coursework. 

Through this process, the School may make a decision regarding placement that may differ from the student’s 

prior placement; however, for students with an IEP, placement will be in accordance with the student’s IEP.

High School Credit
Only high school-level classes provide high school credit toward graduation. A student in grade 9, 10, 11, or 12 

Pennwood Cyber Charter School

630



30 

who is taking courses from the K–8 curriculum can meet attendance requirements but will not receive credits 

toward graduation for K–8 courses. 

In some cases, students who are dually enrolled with a college or university may also earn high school credits 

for those courses. Check with your school counselor for more specific information.

7 Services for Special Populations
7.1 Individuals with Disabilities Education Act (IDEA) Eligible Students*
The School complies with the requirements outlined in the IDEA as well as state special education regulations 

and statutes to provide a Free Appropriate Public Education (FAPE) to students who have a qualifying 

disability under the IDEA. In general, this includes (but is not limited to) identifying and evaluating the needs of 

students with disabilities under the IDEA, developing and revising Individualized Education Programs (IEPs), 

determining appropriate placements in the least restrictive environment for students with IEPs, implementing 

IEPs in the appropriate placement determined by the IEP team, considering continued eligibility for special 

education and related services, and developing and implementing transition plans to prepare for post-

secondary transition after high school. 

When a student initially enrolls in Pennwood with an existing IEP, the school either implements the IEP as 

written or provides the student with comparable services until a new IEP is developed or amended by the IEP 

team. Specially designed instruction for students with IEPs is most often delivered in LiveLesson sessions. In 

the virtual environment, FAPE is provided in the LiveLesson classroom and includes instruction from a special 

education teacher. Related services are commonly provided in the virtual environment according to students’ 

needs in order to provide FAPE. It is important for students receiving special education and related services to 

attend these sessions designed to address their IEP goals.

Pennwood complies with the requirements of the National Instructional Materials Accessibility Standard 

(NIMAS). As of August 2006, federal law requires publishers of K-12 curriculum to provide a digital version of 

textbooks and other related materials. The IDEA established the format of these digital versions as the NIMAS. 

The NIMAS applies to printed textbooks and related printed core materials that are written and published 

primarily for use in elementary and secondary schools and are required by Pearson for use by students. 

Students eligible to receive specialized formats produced by NIMAS files include students who are (a) blind (a 

visual acuity of 20/200 or less in the better eye after correction or fields less than 20 degrees), (b) visually 

impaired (a visual impairment with corrections and regardless of optical measurement that prevents the 

student from reading standard print), (c) physically disabled (a physical limitation that prevents the student from 

reading standard print), and (d) print disabled (having a reading disability resulting from an organic dysfunction 

and of sufficient severity that it prevents the student from reading printed materials).
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The IEP team determines the instructional program, modifications, and accommodations needed for students 

with disabilities, including the need for accessible instructional materials and assistive technology. In 

accordance with legal requirements, accessible formats and assistive technology will be provided to students 

who need alternative access with these accommodations documented in an IEP or Section 504 plan.

If a parent disagrees with the results of an initial Evaluation or a Reevaluation conducted by Pennwood, they 

have the right to ask for and obtain an independent educational evaluation (IEE) for their child from a person 

qualified to conduct the assessment at public expense.

Extended School Year (ESY) services are provided to eligible students pursuant to 22 Pa Code §711.44. ESY

services are typically offered virtually through LiveLesson® sessions, although some students may be provided 

face to face services for ESY at the recommendation of the IEP team. The IEP teams consider the need for 

ESY services at least once per year. This determination is typically made at students’ annual review IEP 

meetings. However, an IEP review meeting must occur no later than February 28 of each school year for 

students with severe disabilities. If the IEP team does not have enough data to make a determination at the 

annual review, the IEP team will need to reconvene to determine eligibility for ESY services prior to the end of 

the regular school year.

7.2 Rehabilitation Act of 1973: Section 504 Eligible Students*
Section 504 of the Rehabilitation Act of 1973 (the “Act”) is a federal statute designed to prohibit discrimination 

and to ensure that disabled students have educational opportunities and benefits comparable to those of non-

disabled students. A “Section 504-Eligible Student” is a student who either (a) has, (b) has a record of having, 

or (c) is regarded as having, a physical or mental impairment that substantially limits a major life activity such 

as learning, self-care, walking, seeing, hearing, speaking, breathing, working, and performing manual tasks. 

Section 504 plans are typically written for students who are disabled as defined in Section 504 of the Act, and 

who require accommodations and modifications to their instructional program (which may include services 

and/or assistive technology) but who do not require specialized instruction to receive FAPE. 

When a student enters Pennwood with a Section 504 plan developed by their previous school, Pennwood staff

will review the plan and supporting documentation and comply with Section 504 of the Act. The Section 504 

team will adopt and implement the plan as is or propose a revision to the plan if appropriate, due to the nature 

of the virtual setting.  The School requires staff members to be cognizant of the needs of Section 504 students 

and to ensure that students receive appropriate accommodations. Students with Section 504 plans will have 

periodic review of their plans and needs through Section 504 team meetings.
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7.3 Emergent Bilinguals/English Learners 
Federal and state regulations require that schools determine students’ “primary or home language” and take 

“appropriate action to overcome language barriers that impede equal participation by [their] students in [their] 

instructional programs.” To meet this requirement, Pennwood asks Caretakers to complete a primary home 

language survey based on the regulations of the state in which they reside. Responses are reviewed to identify 

all students with primary or home language is not English. Pennwood will administer English Language 

Proficiency assessments to determine students’ language acquisition levels in compliance with federal and/or 

state law and to determine students’ language acquisition levels.

Children receive a planned instructional program of English as a second language (ESL) instruction at their 

developmental and instructional level to facilitate the acquisition of English language skills. This instruction is 

provided by the School’s certified EB/EL teacher with frequency determined by students’ language proficiency 

levels. This may include consultation with the Learning Coach, teacher modification of content lessons and/or 

assessments, and direct instruction via LiveLesson sessions pursuant to state requirements. Services that 

promote language acquisition include instructional support to help EB/EL students attain proficiency in 

listening, speaking, reading, and writing. Students with limited English proficiency receive individualized 

attention that facilitates fluency in English and is based on the Sheltered Instruction Observation Protocol 

(SIOP) framework. The proficiency of EB/EL students is assessed annually using state-specific instruments. 

Students who are exited from EB/EL programming enter a monitoring phase.

7.4 Accelerated Students
Students requiring accelerated and enrichment learning opportunities may be identified during the initial 

placement process or after enrollment. Screening for students once they are enrolled involves a multi-level 

approach to identify who exhibits exceptional performance and potential. Course placement and 

recommendation is completed through consultation with the Learning Coach. 

Students requiring accelerated and enrichment learning opportunities may be placed in accelerated math, 

science, and language arts courses in grades 3-8 and in Honors or Advanced Placement courses in high 

school. Students may also be assigned to above grade level courses or given accelerated course work. 

Note: Accelerated Language Arts (grades 3-8) and Accelerated Literature Study (for grades 3-5 as part of the 

English/Language Arts accelerated program) use a shared inquiry model taught through LiveLesson sessions. 

Students in this program may be required to attend LiveLesson sessions at certain times and dates. Please 

check with your child’s school for details before enrolling in this program.

8 Non-Curricular Activities
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8.1 Clubs and Activities
Participation in clubs and/or activities is voluntary and does not impact a student’s GPA. Please review the 

“Clubs & Activities” section located in the Virtual Library for more information.

Eligibility
Students must be enrolled at Pennwood for fourteen (14) days to be eligible to register with the clubs and 

activities program. There is no minimum GPA requirement, nor is there a limit to how many clubs a student 

may enroll in.

Students eighteen (18) years of age and older are not eligible to register in the clubs and activities program; 

however, students that turn eighteen (18) after the school year commences may continue with their current 

clubs and activities until the end of the school year. 

The Honor Code and Code of Conduct applies to all clubs and activities. Students who engage in prohibited or 

unacceptable behavior, such as cheating or bullying and/or harassment of other students, may be removed 

from the program.

Please review the “Clubs & Activities Expectations” document in the Virtual Library for further information on 

expectations and rules.

8.2 Community Events, Trips, and Activities
Pennwood strongly encourages families to get together for events, trips, study sessions, and other activities. 

The activities may have educational and/or socialization benefits for students and are generally organized by 

volunteers. 

Sanctioned Events vs. Non-sanctioned Events - Certain field trips are sanctioned events, sponsored by the 

school; others are non-sanctioned events that do not involve the school.

Information Sharing - Volunteers gather and share information (i.e., School’s community message board, 

Facebook group messages, invitations sent via WebMail message, or other communications channels) about 

events, activities, services, performances, and other opportunities that might benefit students and families. This 

is strictly the personal opinion of the volunteer or other families sharing the information, and the School bears 

no responsibility or liability for its accuracy or usefulness. Furthermore, any use of this information, or 

participation in an event or activity, is at the sole discretion of each individual Caretaker.

Caretaker Responsibility for Students at Events - Caretakers assume responsibility for their safety and the 

safety of their student(s). The Caretaker agrees to supervise their student(s) and any other minor children in 

their charge. The School assumes no liability for anyone who attends an event based on information included 
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on the School’s community message board. When School staff is present, they will be responsible, in 

conjunction with the Caretaker, for general supervision of students and will prioritize student safety. 

Special Arrangements - Volunteers may work to develop relationships with local schools, districts, and other 

providers of activities (e.g., the local Boys & Girls Club), as appropriate, to arrange opportunities for student 

participation and access to activities.

Sanctioned Events
Sanctioned events shall have educational and/or social value and must be preapproved by the CEO or

designee. A volunteer will have all adults in attendance sign the Sanctioned Event Waiver, Release, and Event 

Permission Form at the official event. Caretakers should complete the Media Consent and Release Data View 

for each student prior to attending the event. If the adult supervising the student at a sanctioned event is not 

the Caretaker, they must provide the community coordinator with a signed, written note from the Caretaker 

confirming the designated adult has permission to supervise the student at the sanctioned event and is 

authorized to execute the Waiver, Release, and Event Permission Form as an agent of the Caretaker.

A sanctioned event may be considered part of the school day upon approval from the CEO or their designee. 

Please consult the School Handbook Supplement for more information.

After approval is granted, Caretakers may record the number of hours spent at the sanctioned event as 

attendance. Any schoolwork scheduled on an “event” day must still be completed. It is not necessary for 

students to complete lessons on days when they attend sanctioned events, therefore, lessons may need to be 

completed before and/or after the event to remain on track.

Sanctioned events are posted on the School’s message board as “sticky” threads, which are those threads 

noted in green on the Message Boards. Overnight official events require special approval, and background 

checks on all adults and chaperones may be conducted as allowable or required by state law. 

Note: There may be additional fees charged to attend these activities, as permitted by state law.

Non-Sanctioned Events
Non-sanctioned events have not been approved by the school and will not be counted as a school day. Non-

sanctioned events may be posted on the school’s Message Board but not as “sticky” threads.

Families participating in both sanctioned and non-sanctioned events do so voluntarily and assume and accept 

all risks associated with their participation. Families participating in these events agree to release and hold 

harmless the school, its affiliates, directors, officers, staff members, agents, and volunteers from any and all 

liability in the event of an accident or incident in route to, during, and returning from, which is related to, arises
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out of, or is in any way connected with the non-sanctioned event. The School will not accept financial 

responsibility for any necessary emergency care and/or transportation for anyone attending a non-sanctioned

event.

9 Student Code of Conduct and Due Process
Pennwood strictly prohibits any form of bullying/cyber bullying, harassment, hazing, or any other similarly 

destructive behaviors toward any member of the school community, by any member of the school community, 

in any school environment or at any school activity or on transportation provided by the School. Caretakers 

and/or Learning Coaches who believe they or their student(s) may have been subjected to inappropriate 

behavior by anyone affiliated with their school should immediately contact the school leadership to report any 

concerns. See the related Sections of the School Handbook Supplement. 

Caretakers and Learning Coaches, as well as students, are expected to abide by the Prohibited Behaviors 

policy in Section 9.2 of the School Handbook Supplement, and any other sections covering appropriate 

conduct and communication. Caretakers or Learning Coaches who engage in any prohibited behaviors, 

directed toward any member of the school community, may, as disciplinary action, have their access to 

Pearson Online Classroom suspended or terminated at the discretion of the CEO. Suspension or termination 

of Pearson Online Classroom access is the equivalent of being suspended or removed from the school 

premises and all school activities. Therefore, Caretakers or Learning Coaches whose Pearson Online 

Classroom access has been suspended or terminated will not be permitted to contact school staff at school, 

home, or other locations; to visit school premises; or attend field trips or other school activities, until the 

disciplinary issue has been resolved and their Pearson Online Classroom access is restored. All 

communications with the school must therefore be conducted through the student, or through another 

responsible Caretaker or Learning Coach.

The suspension or termination of a Caretaker or Learning Coach’s access to Pearson Online Classroom will

impact the School’s ability to partner with the Caretaker/Learning Coach to meet the student’s learning needs.

If needed, the Caretaker or Learning Coach who has been suspended or terminated from accessing Pearson 

Online Classroom may appoint another adult as the student’s Designated Learning Coach by completing the 

Designated Learning Coach Agreement form prior to the termination of the account. The Learning Coach or 

Caretaker will be notified via WebMail message of the impending suspension or termination of an account and

will be given until the end of the next school day to complete the Designated Learning Coach Agreement form. 

The Caretaker whose Pearson Online Classroom access has been suspended or terminated may appeal this 

suspension to the School’s Board, where applicable, in writing by sending an email or letter to the School 

Board President. Only written appeals will be considered. Board contact information can be found on the 

Pennwood Cyber Charter School

636



36 

School’s website (see the School Handbook Supplement for grievance policy).

The School community includes but is not limited to teachers, administration, staff, Caretakers/Learning 

Coaches, students, volunteers, and school vendors. 

Drug, Alcohol, and Tobacco-Free School
Pennwood is a drug-free, alcohol-free, and tobacco-free environment. The use of controlled substances, 

alcohol, and/or tobacco is prohibited at all face-to-face school events and activities including, but not limited to, 

field trips, testing, and graduation ceremonies. This applies to all members of the school community including 

students and their families, teachers, staff, and visitors.

The use of tobacco, including smoking tobacco, chewing tobacco, e-cigarettes, snuff, or the possession of or 

use of any of the following by any member of the school community while on school premises or at a school 

event or activity as described above, will be considered a violation of this policy:

1. Alcoholic beverage(s).

2. Illegal, controlled and/or dangerous substances (unless prescribed by a physician for medical purposes 

and properly documented), or substances purported to be such. Examples include, but are not limited 

to, narcotics, amphetamines, marijuana, cocaine, heroin, hallucinogens, barbiturates, prescription or 

non-prescription drugs of any nature and medications such as diet pills, caffeine pills, bath salts, and 

others.

3. Drug paraphernalia.

It shall also be a violation of this policy for any member of the School community to sell, distribute, or attempt 

to sell or distribute, tobacco products; e-cigarettes; drugs or drug paraphernalia; illegal, dangerous or 

controlled substances, or any substances purported to be such (synthetics), while on School property or at 

School events or activities. 

If a Pennwood student attends a School event or activity under the influence of or in possession of an illegal, 

dangerous or controlled substance, alcohol, tobacco products or e-cigarettes their Caretaker/legal guardian will 

be notified. In these circumstances, Caretakers will be required to arrange for immediate removal of the 

student from the School event or activity. 

Any non-student member of the School community who attends a school event or activity under the influence 

of or in possession of alcohol or illegal, dangerous, or controlled substances or substance purported to be such 

will be asked to remove themselves from the premises. Local authorities including law enforcement may be 
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notified at the discretion of the CEO or their designee depending on the nature of the violation. Any non-

student member of the School community who attends a School event or activity and uses tobacco products or 

e-cigarettes will be informed of the School’s tobacco-free policy for a first violation. If more than one violation 

occurs, further action may be taken by the School.

If a student is found to be engaged in communications arranging for the sale or exchange of alcohol or illegal, 

dangerous, or controlled substances or any substances purported to be such at a School event or activity, the 

student will be removed, and the School will contact both the student’s Caretaker and reported to local 

authorities. 

Any other member of the School community found to be engaged in communications arranging for the sale or 

exchange of alcohol or illegal, dangerous, or controlled substances or any substances purported to be such at 

a School event or activity will be removed and reported to local authorities.

Students who fail to comply with this drug-free, alcohol-free, and tobacco-free policy will be subject to 

disciplinary action in accordance with the School Handbook Supplement disciplinary policies. All other School 

community members in violation of this policy will be asked to leave the event or activity and/or will be reported 

to local authorities. For all situations listed above, the School will refer to its Memorandum of Understanding 

with local authorities for reporting students and non-student members. 

In all cases, this policy will be implemented in accordance with any applicable state laws. See the School 

Handbook Supplement for additional information.

9.3 Discipline and Due Process for Students
Appropriate conduct is expected of all students at the School. Students are guaranteed due process of law as 

required by the 14th Amendment of the United States Constitution. 

9.4 Academic Honesty
The School regards academic honesty as key to its mission and essential in the cyber environment. Students 

in all grade levels (K through 12) and their Caretakers are required to review the Honor Code at the beginning 

of each school year and indicate their agreement to abide by it. Teachers will discuss the Honor Code and its 

meaning with their students and Caretakers at the beginning of the year. It is expected that all students will 

adhere to the Honor Code throughout the year and all schoolwork submitted to meet course or class 

requirements represents the original work of the student.

In addition, students are expected to be proactive in ensuring they are adhering to the principles of academic 

honesty by:
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Completing, and reviewing as needed, the Academic Honesty section of their Orientation. 
Agreeing to, and referring to as needed, the Honor Code.
Using tools provided in Pearson Online Classroom to ‘self-check’ for academic honesty (e.g. 
plagiarism-checking software), in accordance with the school policy.

Any form of academic dishonesty will cause a student to be subject to disciplinary action. The following 

principles are critical to maintaining academic honesty:

Students must not submit work of any kind that is not their own.
Students must not plagiarize in any work (written, multimedia, oral, creative, etc.). 
Students must not solicit answers or post assessments, assignments, answers to assessments or 
assignments, or any other School curricular materials on any media including social media or social 
sharing websites that can be seen by other students or other third parties, unless specifically 
instructed do so as part of the curriculum (e.g., a discussion assessment).
Students must not give or receive unauthorized assistance on assessments.
Learning Coaches must not give assistance on assessments.
Students must not present any forged document or signature to the school.
Learning Coaches must not present any forged document or signature to the school.

Completing School Assessments
When completing assessments on the computer or on paper, students and Learning Coaches should follow 

these simple guidelines to ensure that assessments are meaningful, worthwhile, and completed in accordance 

with the principles of academic honesty:

Students should complete all assessments independently, and without assistance from their 
Learning Coach, any other persons, or any external resources. If any support is required of the 
Learning Coach, the assessment instructions will clearly indicate this. 
Assessments are “closed-book.” They should be completed without the support of any outside 
resources such as textbooks, workbooks, lesson plans, dictionaries, the internet, or the student’s 
Learning Coach or any other individuals. In the rare instances where assessments are not closed-
book, the instructions will clearly specify that the student may use supporting materials. If you have 
any questions about what may or may not be appropriate for use during an assessment, contact 
your teacher. 
Skills Checks (in the lower grades) should be completed by the Learning Coach. These short 
assessments provide an opportunity for the Learning Coach to share with the teacher their 
observations about the student’s progress. 
It is never appropriate for students or Learning Coaches to share with anyone, in any format, the 
contents of any School assessments. 

10 Educational Materials Provided by the School
10.1 Use of School Educational Materials
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Ownership of School Provided Materials
All School educational materials remain the property of the School and/or the School’s vendor partners. 

Further restrictions to the use of School educational materials are as follows: 

The resale or attempted resale of any educational materials constitutes theft and may subject the 
seller to invoicing and/or legal action.
Refusal to return any educational materials constitutes theft and may result in invoicing and/or legal 
action.
Any attempt to copy, reproduce, republish, download, post, broadcast, transmit, make available to 
the public, or otherwise use the educational materials in any way except as specifically directed by 
the school is not permitted.
The adaptation, alteration, or creation of a derivative work from any School material is a violation of 
the School’s, or their partner’s Intellectual Property rights and is not permitted. Any use of school 
material except as specifically directed by the School requires prior written permission from the 
School or the owner of the materials.

All School educational materials, including WebMail messages, computers, and other technology, remain the 

property of the School and/or the School’s vendor partners. The School or its vendor partner (as the case may 

be) reserves the right to, at any time and for any reason, either directly or through law enforcement, inspect 

educational materials and review any content or activity conducted on or through the use of school-provided 

educational materials, including WebMail, computers, and other technology.

Note: The use of the computer by anyone except the student for a purpose other than to support the student in 

their education program is strictly prohibited. Any violation of this policy may result in loss of the student’s 

privilege to use school-provided technology. Any unauthorized use of a school-provided computer is subject to 

search without notice by the school, its vendor, or law enforcement.

10.2 Returning School Educational Materials and Equipment
All School-provided non-consumable materials and equipment (identified as such on the materials lists and/or 

as noted by Pennwood or its vendor partners) must be returned to the specified vendor or to a location 

designated by Pennwood for any of the following reasons: 

The school year has ended. Note: The CEO may permit the family to retain the materials for the 
summer in special cases, but under no circumstances can non-consumable materials beyond when 
coursework and services have concluded. If the family has indicated intent to return for the following 
school year, Pennwood may not require the family to return the school-provided computer 
equipment. 
The student is no longer enrolled in the School (for any reason). 
The student has an extended absence away from their residence as defined in the Attendance 
section.
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The materials are being repossessed due to a violation of the Parent/Legal Guardian (Caretaker) 
Acknowledgment or a violation of the policies outlined in this Handbook.
The student has completed the related courses and is being assigned to new courses requiring 
different materials.
The School is upgrading or replacing the equipment. 
The student has an approved placement change for a course.
Equipment and/or materials were sent in error.

Note: If the student withdraws, all materials (both consumable and non-consumable) must be returned to the 

School, since consumable materials may not have been used yet. 

Except when materials were sent in error, or in cases of missing or damaged equipment, Pennwood staff, or a 

designee will contact the Caretaker by phone, email, or mail to arrange for the return of equipment or 

materials. The Caretaker has seven (7) days from the receipt of the return instructions to return all requested 

materials and/or equipment. Caretakers should NOT initiate a return shipment until they have been contacted 

by Pennwood staff or a designee and provided with instructions. Families who arrange return shipping on their 

own prior to being contacted will not be reimbursed for shipping costs.

Except in the case of repossession, Pennwood and its partners are responsible for the cost of return shipping 

provided the Caretaker follows the return instructions and properly coordinates the return. The Caretaker is 

responsible for being at home during the required period for a United Parcel Service (UPS) or Federal Express 

(FedEx) pickup or for transporting the equipment to an authorized UPS or FedEx center. The Caretaker may 

be responsible for the shipping cost of any items that were forgotten in a return shipment and/or were not 

properly packed and returned. To find a local, authorized UPS or FedEx shipping outlet, refer to the following 

websites:

UPS (https://www.ups.com/dropoff?loc=en_US)
FedEx (http://www.fedex.com/locate/index.html?locale=en_US#start)

In all cases, Caretakers must maintain a copy of the UPS or FedEx return receipt. All non-consumable 

materials shall be returned in the same condition as delivered except for normal wear and tear. Caretakers will 

be responsible for, and may be invoiced for, any damage to the materials.

Caretakers shall be responsible for keeping all packing materials provided by Pennwood and returning all 

equipment in its original packaging. If the original packaging is not available, Caretakers must purchase 

replacement packaging at an authorized UPS or FedEx center at their own expense. Caretakers may be 

invoiced for any damages, as permitted by state law and/or regulation, resulting from improper packaging 

and/or shipping procedures. If materials and/or equipment are not received by Pennwood and the UPS or 
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FedEx receipt bearing a valid tracking ID is not available, the Caretaker may be responsible for the cost of 

replacing any missing materials and/or equipment. 

Failure to complete a timely return of any equipment or materials upon request shall constitute a theft and may 

result in invoicing or legal action as outlined in the Caretaker Due Process section of the School Handbook 

Supplement.

Important: Any computer files that need to be kept by the family should be extracted and any family-owned 

peripheral devices must be removed from computers before they are returned. Neither the School nor the 

School’s vendor partners have any responsibility for returning any family-owned devices or materials returned 

with the computer, nor to maintain or restore any files. 

Technology
A cyber school requires the use of technology to promote and support student learning. All School participants, 

including Caretakers, students, and staff, will use Pearson Online Classroom and the Internet to communicate 

and share information. In addition, the student, Caretaker and Learning Coach(es) must all be reachable by 

phone for required communications with teachers and other school staff. 

The School’s hardware and software requirements for accessing Pearson Online Classroom can be met by 

using the equipment provided by the school according to your school’s specific agreement. Families may

choose to use a personal computer, a computer in a public institution, or any other computer as long as the 

equipment used meets the specifications (see the Use of Personal Equipment section) and permits the student 

and/or Learning Coach to have access for a period of time adequate for completing the required lessons each 

day and throughout the year. Due to certain licensing restrictions, some of the additional software provided 

with the School computer may not be available for use on personal computers. Families may contact Technical 

Support if they have specific questions about the computer’s software or hardware. 

10.2.1 Use of Pearson Online Classroom
Regular use of Pearson Online Classroom is required to participate in the School. The School provides training 

on using Pearson Online Classroom, and users are required to complete this training. Anyone using Pearson 

Online Classroom must also comply with the Terms of Use Policy (Appendix 3). By using Pearson Online 

Classroom, users agree that they have read, understood, and will comply with these terms.

Pearson Online Classroom is generally available twenty-four (24) hours a day, except for a regularly scheduled 

weekly maintenance window from 4:00–7:00 a.m. Eastern Time on Sunday. There may be other scheduled 

maintenance times when Pearson Online Classroom will not be available; these will generally occur in the 
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early morning or on weekends. Users will be notified in advance of any maintenance that is anticipated to 

disrupt service for an extended period. 

Security and Privacy
Security and privacy are very important to maintaining the integrity of the information stored in Pearson Online 

Classroom and are taken very seriously at Pennwood. Each Pearson Online Classroom user is responsible for 

keeping their username and password confidential. This responsibility includes frequently changing the 

password to prevent unauthorized use. Usernames and passwords should not be provided to anyone at any 

time. Additionally, Learning Coaches are responsible for taking reasonable precautionary measures to ensure 

students never obtain or use their Learning Coach’s passwords. Everyone using Pearson Online Classroom

should be aware of the Privacy Policy, which is included as Appendix 4 of this Handbook, as well as on the 

login page of Pearson Online Classroom. Pennwood and their providers agrees they will comply with the terms 

of this Privacy Policy. 

Caretakers and students having difficulty using Pearson Online Classroom should be sure they have 

completed all available trainings and accessed the help resources available from their home pages. If, after 

completing the training and accessing the help resources, Caretakers and/or students are still unable to 

resolve their problems, they should consult their teachers for questions relating to the educational program or 

contact Student Technical Support for any technical questions. 

10.2.2 Technology Provided by Pennwood
Access to School-provided computers is disabled immediately upon student/user withdrawal or graduation 

from Pennwood. Access cannot be re-enabled under any circumstances. All student/user data must be 

removed from the computer prior to withdrawal or graduation.

Please see the Technology section of the School’s website or your School Handbook Supplement for 

additional information.

10.2.3 Use of Pennwood Equipment and Installed Software
Households are provided with temporary use and possession of equipment and software provided by 

Pennwood through a third party vendor. All equipment and software provided to households shall always 

remain the property of the third party vendor.

School Equipment
Caretakers are responsible for confirming that any equipment provided by Pennwood matches the tracking 

email received. They must notify Student Technical Support within seven (7) school days of receipt of any 
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discrepancies between the tracking email and what was received, or if any equipment does not arrive in good 

working condition.

Though Pennwood may provide used equipment for student use, any equipment provided will be in good 

working condition and should function in accordance with the requirements of the school’s educational 

program. Used equipment is supplied with only Pennwood-authorized software installed. All computer hard 

drives are reimaged and reconfigured prior to being shipped to the next user. 

The only authorized location for any materials is the address where the materials were shipped to.  Any 

movement of materials to any other location within the state must be specifically authorized by Pennwood staff, 

and stationary computer equipment (desktop computer and monitor) can never be taken out of the state. 

Laptops may move temporarily with the student provided the Location Change Request Form is completed and 

approved by the CEO, and the student remains actively enrolled in the school. Please contact your CEO or 

teacher to obtain a Location Transfer Request form if you expect to move (see Location Change). 

Failure to obtain authorization can result in the repossession of, or invoicing for, the materials. Caretakers are 

responsible for providing the school with up-to-date contact information (address, phone numbers, email 

addresses, etc.), including any validation of contact information as required by the School, and keeping the 

information updated on the Student Information Form in Pearson Online Classroom.

Use of equipment provided by Pennwood is only for School purposes, although limited access to personal 

email using a personal ISP and web-based email account is permitted. However, the use of Microsoft® 

Outlook®, Microsoft Outlook® Express, or any other email program that is installed directly onto the computer 

(“unauthorized email”) is not permitted. 

The use of unauthorized email programs risks contaminating the computer with a virus, which could result in 

charges for repairs to the computer and additional penalties. Anyone using unauthorized email programs risks 

permanently losing any email if the computer has to be restored, reimaged, or returned for repair. The School

will not be responsible for any loss of emails.

Software
All software settings, default configurations, and administrative privileges will be maintained at the original 

settings unless a change is authorized by Technical Support.

School equipment may contain software that permits monitoring, remote access or enables remote shutdown. 

Personal information is not collected or maintained by Pennwood or any of the School’s providers, and any 

access is only for the purpose of making repairs, verifying acceptable use, or disabling equipment.
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Each software application provided by the School must be used in accordance with the license and/or use 

agreement that accompanies that software application. Breaking a license agreement is an illegal act and is 

punishable by law. Under no circumstances can Caretakers or students redistribute any software provided to 

them by the School. 

Modification of any equipment or software without the School’s consent is strictly prohibited and may result in 

financial charges to the household for any required repairs.

Technical Support representatives must retain an administrative account on each computer. Under no 

circumstance will Pennwood or any of its providers give administrator rights over the system configuration. 

Users who tamper with the administrative account access will forfeit their rights to the assistance provided by 

Student Technical Support and may be required to return all computer equipment.

Software installation may also be required when adding approved external hardware. Approved external 

hardware includes, but is not limited to, printers, keyboards, mice, and USB devices. When purchasing these 

external hardware devices, families may contact Technical Support representatives, who may assist with 

installation if staff resources are available. The maintenance of additional devices is solely the responsibility of 

the purchaser. In no case may hardware be installed that requires internal compartments of the computer be 

opened or tampered with in any way. 

Educational software not provided by Pennwood may be installed at the discretion of and authorized by 

Technical Support. Caretakers are responsible for the costs of any repairs required because of unauthorized 

software installation. 

10.2.4 Use of Personal Equipment and Software*
Caretakers may use their own equipment and software if they meet the requirements detailed in this section. 

Pennwood and its providers have no responsibility for providing any support for equipment or software that is 

not provided by the School. 

Users can log into Pearson Online Classroom from different devices, such as a mobile phone, tablet, or 

desktop computer. Most devices are regularly tested to ensure accessibility and functionality.

For the best experience, Pennwood recommends users update software and Internet browsers regularly on 

each device. The following browsers are recommended to access Pearson Online Classroom:

Google Chrome
Mozilla Firefox
Internet Explorer 11 or newer
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Microsoft Edge
Apple Safari (Mac only)

Headsets with microphones may be provided where two-way audio use is required. 

Many of the courses available in Pearson Online Classroom require the use of Adobe® Flash® Player. Some 

courses also require the use of productivity software compatible with Microsoft® Word®, Excel®, and 

PowerPoint®. Some courses may have requirements in addition to what is indicated above; these 

requirements can be found in each course’s Course Directions and Tips.

10.2.5 Use of the Internet

Internet Safety Policy
It is the policy of Pennwood Cyber Charter School to: 

» Prevent user access over its computer network to, or transmission of inappropriate material via 

Internet, electronic mail, or other forms of direct electronic communications;

» Prevent unauthorized access to and other unlawful online activity related to inappropriate material 

via the Internet;

» Prevent unauthorized online disclosure, use, or dissemination of personal identification information

» Comply with the Children’s Internet Protection Act (“CIPA’) (Pub. L. No.106-554 and 47 USC 254 

(h).

To the extent practical, technology protection measures (or “Internet filters”) shall be made available for all 

computers accessible by students and placed on the computers located at the School site locations. As 

required by CIPA, this blocking technology is applied to visual depictions of material deemed obscene or child 

pornography or any other material deemed to be harmful to minors. 

Technology protection measures may be disabled for adults or, in the case of minors, minimized only for bona 

fide research or other lawful purposes.

To the extent practical, the School takes steps to promote the safety and security of users of Pearson Online 

Classroom when using electronic mail, chat rooms, instant messaging, and any other form of direct electronic 

communications. 

Specifically, as required by CIPA, prevention of inappropriate network usage includes: (a) unauthorized 

access, including so-called ‘hacking’ and other unlawful activities; and (b) unauthorized disclosure, use, and 

dissemination of personal identification information regarding minors.
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To the extent practical, the School, through its handbook, the Pearson Online Classroom Terms of Use and its 

staff, is committed to educating, supervising and monitoring the appropriate usage of Pearson Online 

Classroom and access to the Internet in accordance with this policy, CIPA, the Neighborhood Children’s 

Internet Protection Act, and the Protecting Children in the 21st Century Act.

The School will provide age-appropriate training for students who use our Internet facilities. The training 

provided will be designed to promote the School’s commitment to the standards and acceptable use of Internet 

services, as set forth in the School Handbooks and the Pearson Online Classroom Terms of Use; and Student 

safety with regard to safety on the Internet; appropriate behavior while online, on social networking websites, 

and in chat rooms; and cyber bullying awareness and response. 

This Internet Safety Policy was adopted by the Board of Pennwood Cyber Charter School at a public meeting, 

following normal public notice, in September 2022.

Internet Safety
Pennwood complies with the Children’s Internet Protection Act (CIPA).

Users should be aware material accessible through the internet may contain items that are illegal, obscene, 

defamatory, inaccurate, or potentially offensive to some people. This material may be harmful if accessed by 

minors. In addition, it is possible to purchase certain goods and services via the internet, which could result in 

unwanted financial obligations for which the Caretaker would be liable. Pennwood believes the Users’ benefits 

of information resources and opportunities for collaboration from accessing the internet exceeds the 

disadvantages. However, all Users must understand and practice acceptable and ethical use. 

To help all Users understand acceptable and ethical use, Pennwood offers an Internet Safety course, which all 

staff members are required to take. Pennwood strongly recommends that all Caretakers and Learning 

Coaches take this course, which is available in the To Do section of the Caretaker and Learning Coach’s 

Home Page. Caretakers and Learning Coaches may review all internet sites their student(s) visit in each 

course by selecting the “backpack” icon. While Pennwood and their providers have carefully screened these 

sites and believe they are appropriate for students, this tool makes it easy to review all links. Caretakers and/or 

Learning Coaches who are uncomfortable with any of the linked sites should contact their child’s teacher to 

discuss alternatives.

Pennwood also strongly recommends that Caretakers and Learning Coaches monitor their student’s internet 

time and activity. To assist Caretakers in ensuring safe and appropriate use of the internet, and in accordance 

with CIPA requirements, Pennwood provides the following: 
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CIPA compliant filtering software to restrict access to inappropriate and harmful information and 
materials online. Please be aware that internet filtering software, while potentially very helpful, is 
imperfect and may block some educational or other appropriate content in addition to blocking 
potentially inappropriate or offensive content.
An Internet Safety Course, which all Learning Coaches are urged to complete. A link to the course is 
provided on the Learning Coach Home Page at the beginning of the school year (or when the 
student first enrolls) and is always available to Learning Coaches through the Virtual Library. The
School will provide age-appropriate internet safety training for students to address appropriate online 
behavior, specifically on social networking websites and in chat rooms, in electronic 
communications, as well as training in recognizing and reporting cyberbullying. 

Internet activity on School issued computers will be monitored as required by state and federal law. 

Internet Requirements
Use of the internet is a requirement for the Pennwood program. Caretakers are responsible for arranging 

broadband internet service to be available during the school year. Broadband internet service must meet 

minimum standards for speed, availability, and compatibility to meet Pearson Online Classroom requirements. 

These minimum standards include the following: 

Broadband internet service with a minimum download speed of 12-25 Mbps as per the FCC 
Household Broadband Guide
The use of a firewall that will permit access to Pearson Online Classroom

Internet Subsidy
Pennwood provides payment of an internet subsidy, but there must be at least one (1) student enrolled in the 

school at the time of the payment. The internet subsidy will be paid according to a payment schedule 

determined by Pennwood’s Board of Trustees. If a student enrolls after the start of the school year, the internet 

subsidy will be prorated; however, due to the high cost of processing small payments, no prorated payments 

will be made for amounts less than five dollars ($5.00). Some students may be allowed a higher 

reimbursement for faster speed service if it is required by their IEP or if they are receiving additional 

remediation services that require high-speed service. The School will notify any Caretakers who are eligible for 

additional reimbursement. 

10.2.6 Compliance with Pearson Online Classroom Terms of Use

Any use of Pearson Online Classroom, School equipment, or internet using school equipment must follow 

Pearson Online Classroom Terms of Use, which is included in Appendix 3. Any violation of the Pearson Online 

Classroom Terms of Use while using school issued computer equipment may result in warnings, usage 

restrictions, the loss of a computer or internet subsidy, confiscation of the equipment, expulsion from the 
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School, as well as other disciplinary actions or legal proceedings. The determination as to whether a use is in 

violation of this policy and the penalties imposed are at the sole discretion of the School and are subject to the 

guidelines of the Caretaker Due Process section of the School Handbook Supplement.

10.2.7 Malfunction/Damage/Loss/Theft of School Equipment and/or Installed Software
As permitted by state law and/or regulation, Caretakers are solely liable for any loss, damage, or misuse of 

computer equipment provided to their household by the School.

Accidental Damage to Equipment
Where damage to the equipment and/or software is not intentional (accidental) but is caused by user 

negligence or carelessness, the School reserves the right to invoice the Caretaker, where permitted by state 

law and/or regulation. The School will limit Caretaker liability to the cost of repairs for the computer equipment. 

For all subsequent accidental damage, the school reserves the right, where permitted by state law and/or 

regulation, to invoice the Caretakers for the full cost of the repair or replacement plus the cost of shipping.

Accidental damage to equipment includes, but is not limited to, damage caused by carelessness or negligence 

such as exposure to excessive heat or cold, damage to equipment caused by liquid spills, dropping equipment, 

etc. 

Non-Accidental Damage to Equipment
Where damage to the equipment and/or software is caused by a user and is not accidental or is the result of 

repeated failures to follow the School’s policies and directions, the School reserves the right to invoice the 

Caretaker, where permitted by state law and/or regulation, for the full cost of the repair or replacement plus 

shipping. 

Examples of such damage include, but are not limited to, vandalism or malicious destruction, opening the 

computer casing, installation/removal of internal hardware components, installation/removal of software without 

the school’s permission, and/or manipulation of system BIOS settings. Caretakers may appeal a determination 

of non-accidental damage by following the procedures in the Caretaker Grievance section.

Loss or Theft of Equipment
On the first occurrence of a loss or theft of school equipment, Caretakers may be responsible for a maximum 

replacement charge of up to $400 plus the cost of shipping a replacement. Based on the circumstances, the 

following information may be requested from the Caretaker in instances of loss or theft of equipment: 

A copy of a filed police report or insurance loss report; 
Documentation from the insurance carrier confirming that reimbursement is not available under 
homeowner’s or renter’s policies; or 

Pennwood Cyber Charter School

650



50 

A notarized letter from the Caretaker indicating they are not insured. 

If this documentation is not provided - or if there are any subsequent incidents of loss or theft - Caretakers may 

be responsible for the full replacement cost of any equipment and software.

Notice to School
Caretakers must notify Pennwood staff (via WebMail message or by calling Student Technical Support) of any 

malfunction, loss, or damage to computer equipment from any cause whatsoever within seven (7) school days 

of the incident. Caretakers must contact Student Technical Support for all repairs and must follow all 

instructions as directed by the Student Technical Support representatives. Caretakers must not contact the 

manufacturer or a third party to repair the computer equipment unless instructed to do so by a Student 

Technical Support representative. If Caretakers do not comply with this policy and if there is any evidence of 

manufacturer or third-party involvement, the School may void the damage limitation it offers for accidents and 

may invoice the Caretakers for the full cost of repair or replacement.

Payment of School Invoices
In the event Caretakers are invoiced for any repair by Pennwood, payment will be due within five (5) days from 

the date of receipt. All outstanding invoices must be paid before additional repair services, or a replacement 

computer can be provided. Failure to pay any outstanding invoice will be handled as provided for in the 

Grievance Policy for Caretakers section of the School Handbook Supplement.

10.2.8 Contacting Student Technical Support
Support Services can be reached by calling 800-382-6010 and then selecting the appropriate menu selection 

for Support Services, by emailing support@pearsononlineclassroom.com, or by using the WebMail message 

feature in Pearson Online Classroom and sending a message to Support Services (included in the WebMail 

address book under Parent and Student Services).

The Student Technical Support team is available during the school’s calendar year from 9:00 a.m. – 9:00 p.m. 

Eastern Time, Monday through Friday. Voicemail messages can be left for Student Technical Support at any 

time. 

The Student Technical Support team should be called for the following reasons:

Equipment or materials supplied by the School does not match the items listed on the materials list.
A user cannot log in to Pearson Online Classroom.
Equipment, software, or materials supplied by the School does not function or has been damaged or 
lost (be sure to check any training resources or the Online Help section of Pearson Online 
Classroom first).
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A request needs to be made to authorize the installation of hardware or software on equipment 
supplied by the School.
More information is needed about obtaining an ISP or assistance is needed with creating ISP 
accounts for providers preinstalled on school equipment.

When contacting Student Technical Support via email, WebMail message, or voicemail message, please 

clearly describe the issue and provide specific contact information for a Student Technical Support 

representative to respond to your issue. When submitting a service request, families should provide the 

following information:

Caretaker and student name,
Phone number (including extension), email address, and state or school,
Brief description of the problem (if contacting Support Services via email, include this information in 
the email subject line),
IssueAware tracking ticket number if the issue is a continuation of an existing request (if contacting
Student Technical Support via email, include this information in the email subject line, in the 
voicemail message, or to the Student Technical Support representative),
Level of severity, and
Detailed description of the problem, including any steps required to reproduce the problem.

The Student Technical Support representatives’ response times depend on the severity of the issue. 

Student Technical Support strives to respond to all issues within twenty four (24) hours when possible, 

though the response could indicate more time is needed, depending on the complexity of the issue 

identified.

11 Communication
11.1.1 Communication Systems
Pearson Online Classroom contains several unique and efficient mechanisms for families and school staff to 

communicate with one other. Pearson Online Classroom is a closed system; therefore, no communication can 

be made to or from anybody outside of the system. Caretakers control what, if any, of their student’s 

information is posted and accessible to others in the School Directory. To set or modify these options, 

Caretakers access their student’s SIF (Student Information Form) - School Directory Data View to adjust their 

student’s permissions at any time. 

The following communications systems are described in detail in Pearson Online Classroom Help. 

School Directory 
WebMail messages
Message Boards 
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Virtual Library
Teacher feedback on assessments
Home Page Announcements
LiveLesson Sessions
Pearson Online Classroom “Feedback” link
StarTrack Rating System 

The Directory includes names of students enrolled in other schools supported by Pearson Virtual Schools (in 

other states and locations), and therefore the student’s information would be available in the Directory to 

students and Learning Coaches in other schools. Caretakers may restrict access to Directory Information 

during the enrollment process. See the Third-Party Access to Student Information section, below, for more 

details. 

In situations where a student, Caretaker, and/or Learning Coach is hearing impaired, that individual may 

request alternative/additional methods or tools for communicating with teachers and other school staff outside 

of Pearson Online Classroom (e.g., text messaging). 

Caretakers and/or Learning Coaches should contact the School to discuss their situation and must request 

approval to use alternative communication methods or tools to ensure the communication method and/or tool 

is secure and appropriate. If the request is approved, the School’s Tech Support team will assist the Caretaker 

and/or Learning Coach with setting up the tool and confirm with the school. When so authorized, and when 

used in accordance with the terms agreed upon by the School and the Caretaker/Learning Coach, the use of 

the alternative/additional communication method(s) and/or tool(s) will not be considered a violation of the 

Pearson Online Classroom Terms of Use policy.

Pennwood reserves the right to disallow and/or disable the use of the authorized alternative/additional 

communication tool(s) at any time if the School deems the tool(s) is being used inappropriately and/or not in 

accordance with the agreement between the Caretaker/Learning Coach and the School. 

Learning Coaches, teachers, and students are advised that all messaging communication is archived and 

available for review by the School at any time.

External Video and Web Conferencing Services
Pennwood may use external video and web conferencing services and tools (e.g., Zoom). Students are 

expected to comply with all school policies and the Honor Code when utilizing external services and tools. 

11.1.2 Communication Requirements
Both students and Learning Coaches are required to have regular synchronous communications with their 
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teachers. Acceptable types of communication - and whether the contact is more often with the student or the 

Learning Coach - vary among the grade levels. 

Student and Teacher Communication

Pennwood expects that most students will have daily contact with their teachers through a combination of 
phone calls, WebMail messages, LiveLesson sessions, face-to-face interaction, and the daily review of 

assessments via the electronic Grade Book. At a minimum, all students will interact synchronously (e.g., 

via phone, LiveLesson session, or face-to-face) with a teacher every two weeks so the teacher is able to 

monitor academic progress and verify student learning. 

11.2 Student Information Access
11.2.1 Collection and Release of Student Information by the School (FERPA)*
The Family Educational Rights and Privacy Act (FERPA) is a federal law that gives parents/legal guardians 

(referred to as “Caretakers”) and students over eighteen (18) years of age, attending a post-secondary 

institution, and/or emancipated minors (Eligible Students) certain rights regarding the student’s educational 

records. These rights include the ability to review and correct educational records and the protection of a 

student’s educational records and “personally identifiable information” from unauthorized disclosure. For 

complete FERPA information, see Appendix 2. See also the Release of Student Information and Educational 

Records to Third Parties below.

FERPA rights are extended to both the Caretaker and noncustodial parent/guardian unless the School is 

provided with a judicial court order (custody order, protective order etc.), state statute, or legally binding 

document that specifically revokes or restricts a noncustodial parent’s/guardian’s FERPA rights. If a state law 

and/or enforceable court order provides the noncustodial parent/guardian’s greater or more restrictive access 

than provided for by FERPA, that state law and/or court order will be followed.

Other statutes protecting students include the Protection of Pupil Rights Amendment (“PPRA”) (See Appendix 

6, Protection of Pupil Rights Amendment Policy) and the Children's Online Privacy Protection Act of 1998 

(“COPPA”) (See Appendix 4, Privacy Policy), as well as state law in the state in which the student is enrolled.

11.2.2 Parental Access to Teacher Qualification Information*
Families have access to basic background information about their student’s teachers. This information, found 

in Pearson Online Classroom through the teacher’s Teacher Profile Data View, includes teacher qualifications, 

experience, and photos. Please reach out to the CEO for additional information.

11.2.3 Third Party Access to Student Information
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FERPA provisions allow the School to disclose certain student information to third parties, such as other 

schools, without the prior written consent of the Caretaker or Eligible Student. This occurs in two situations: 

Directory Information and situations in which FERPA permits the School to release educational records without 

consent (see below). All other disclosure of student information to third parties requires the written consent of 

the Caretaker or Eligible Student. 

Release of Educational Records without Consent: Directory Information
The school may release Directory Information (defined by Pennwood as student name, state of residence, 

student telephone number, and student grade level) to third parties as permitted by FERPA.

If the Caretaker or Eligible Student does not wish to have Directory Information released to third parties, they

may prevent the release of this information by indicating so in the FERPA Directory Information section of the 

Student Information Form. If families do not select, the School may, without additional permission, disclose the 

Directory Information to third parties as permitted by FERPA. 

Release of Education Records without Consent: Legitimate Educational Interest
The School may provide a student’s educational records to third parties in certain situations listed under 

FERPA. Examples include the transfer of educational records to the student’s new school upon request from 

the new school, and the provision of educational records to school officials who possess a ‘legitimate 

educational interest’ in the student’s records, and the provision of educational records to contracted parties 

providing special education related services. For more information on exceptions to the prior written consent 

rule, see Appendix 2.

Release of Student Records with Consent
Except for that information which FERPA and/or applicable state law or court order allows the School to 

release without consent, as noted above, the School must obtain written consent from the Caretaker or Eligible 

Student prior to releasing any educational record or personally identifiable information to any third party. 

Consent to release this information must be made in writing, signed by the Caretaker or Eligible Student, and 

include the following information:

A specific description of the information or record(s) to be released.
The party or agency to which the information will be released and their address.
The signature of the requestor, and the date of the request.

For more detailed information on FERPA, please see Appendix 2.

11.3 School’s Use of Student Images, Recordings, and School Work
To help illustrate the School program and to celebrate student successes, Pennwood, or the School’s 
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APPENDIX 1- Honor Code
Pennwood Honor Code (Grades K-5) 

Pennwood Cyber Charter School expects academic honesty to be a core value for all students, Caretakers, 

and staff. Students who are academically dishonest do not learn what they need to succeed and achieve their 

goals. Therefore, we require all students to sign the Honor Code, indicating that they agree to abide by the 

School’s expectations for academic honesty. 

Because Caretakers are an integral part of their student’s educational experience, they are required to agree to 

the Honor Code. 

Pennwood Cyber Charter School Honor Code

I agree that I will ...

1. read, (or have read to me, if needed), the contents of both the School Handbook and School Handbook 
Supplement,

2. value learning,

3. be honest,

4. never copy someone else’s work,

5. never give my work or answers to others,

6. never look up the answer to an assessment (i.e., test or quiz) online or in a book,

7. never receive help on assessments (i.e., test or quiz), including from my friends/peers, Learning Coach, 
or any others, 

8. follow all Student Conduct guidelines for use of the internet and the school’s equipment and materials 
provided to me,

9. accept the consequences, including disciplinary action, of breaking this Honor Code. (More information 
on Discipline and Due Process can be found in the School Handbook Supplement),

10. never provide a forged document or signature to the School.

I understand that this Honor Code is not limited only to the examples listed above. By checking the box below, 

I confirm that I have read (or had read to me, if needed), and agree to abide by, the Pennwood Cyber Charter 

School Honor Code and the expectation for academic honesty. 

By checking this box, as a student:
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APPENDIX 2- FERPA Annual Notification and Policy

Last Reviewed and Updated: August 2022

This FERPA Annual Notification and Policy may be updated periodically. The most current version is always 

available from the login page of Pearson Online Classroom. Any changes will be effective as soon as they are 

posted in Pearson Online Classroom. Pennwood Cyber Charter School, Pearson Virtual Schools USA,

programs and affiliates (collectively referred to as "the School") comply fully with the Family Educational Rights 

and Privacy Act ("FERPA") and Pearson Virtual Schools USA is recognized as a school official as defined by 

FERPA.

Overview
FERPA is a Federal law that is administered by the Family Policy Compliance Office (Office) in the U.S. 

Department of Education (Department). 20 U.S.C. section 1232g; CFR Part 99. FERPA applies to educational 

agencies and institutions (e.g., schools) that receive funding under any program administered by the 

Department.

FERPA gives custodial and noncustodial parents alike certain rights with respect to their children’s education 

records. Unless the School is provided with evidence that there is a court order or State law that specifically 

provides to the contrary, both custodial and noncustodial parents as well as legal guardians have the right to:

1. Access and inspect their student’s education records;

2. Request the amendment of the student’s education records that the parent, legal guardian or eligible 

student believes are inaccurate, misleading or otherwise in violation of the student’s privacy rights 

under FERPA;

3. Provide written consent to the disclosure of personally identifiable information (PII) from the student’s 

education records, except to the extent that FERPA authorizes disclosure without consent; and

4. File a complaint with the Department.

When a student reaches eighteen (18) years of age or attends a postsecondary institution, they become an 

“Eligible Student”, at which point FERPA rights transfer from the parent to the student. 

The term “education records” is defined as those records that contain information directly related to a student 

and which are maintained by an educational agency or institution or by a party acting for the agency or 

institution.

An individual or entity may be considered a “school official” if the individual or entity meets the following 
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criteria:

Performs an institutional service or function for which the School would otherwise use employees;
Is under the direct control of the School with respect to the use and maintenance of education 
records;
Agrees not to disclose the information to any other party; and
Agrees to only use the information for the purposes for which the disclosure was made.

A School official has a “legitimate educational interest” if the official needs to review an education record to 

fulfill their professional responsibility.

Right to Inspect and Amend Educational Records
A parent, legal guardian or Eligible Student has the right to inspect and review the student’s education records 

within 45 days after the day the School receives a request for access. A parent, legal guardian or Eligible 

Student who wished to inspect the student’s education records should submit a written request to the School 

that identifies the records they wish to inspect. The School will arrange for access and notify the parent, legal 

guardian or Eligible Student of the time and place where the records may be inspected. If copies are 

requested, the School may charge the requesting party reasonable copying costs. 

Parents, legal guardians, and Eligible Students possess the right to request and receive from the School the 

following: (1) an explanation of information in the student’s education records; (2) a copy of all or part of the 

student’s education record; and (3) a list of the types and locations of the student’s education records 

collected, maintained, or utilized by the School.

Right to Request Amendment of Education Records

A parent, legal guardian or Eligible Student has the right to request an amendment of the student’s education 

records that the parent, legal guardian or Eligible Student believes are inaccurate, misleading, or otherwise in 

violation of the student’s privacy rights under FERPA.  Parents, legal guardians or Eligible students who wish 

to ask the School to amend the student’s education record should submit a written request to the School, 

clearly identify the part of the record they want changed and specify why it should be changed.   If the School 

decides not to amend the record as requested, the parent, legal guardian, or Eligible Student will be notified in 

writing. The parent, legal guardian, or Eligible Student then has the right to request and receive a records 

hearing review. The request must be made in writing. At this time, additional information shall be provided to 

the parent, legal guardian, or Eligible Student regarding the hearing procedures.

FERPA was intended to require only that schools conform to fair recordkeeping practices and not to override 

the accepted standards and procedures for making academic assessments, disciplinary ruling, or placement 

Pennwood Cyber Charter School

661





62 

Student Privacy Policy Office
U.S. Department of Education

400 Maryland Avenue, SW

Washington, D.C. 20202-5901

Phone: 202-260-3887

Directory Information
FERPA permits the School to designate certain information contained in student educational records as 

Directory Information. Directory Information is generally defined as information not considered harmful or an 

invasion of privacy if released.

FERPA permits a School to disclose Directory Information for any purpose to third parties, unless the 

parent/legal guardian or Eligible Student has exercised the right to opt–out of the release of Directory 

Information. A parent/legal guardian or Eligible Student may opt-out of having their Directory Information 

released by completing the Authorization to Withhold Directory Information Form found in the Permissions 

Manager section of the Student Information Form (SIF). If opt-out is requested, the Directory Information will 

not be disclosed except with the consent of the parent, legal guardian, or Eligible Student or as otherwise 

allowed by FERPA. This is an annual election which occurs during the enrollment or returning student process.

The following information regarding students is considered Directory Information by the School:

student name
student city of residency
student grade level

If an opt-out form is not received within twenty (20) days of the enrollment date (to account for returning 

students and students enrolling throughout the school year), the School will assume there is no objection to the 

release of the designated Directory Information.

Note that federal law requires the School to provide military recruiters, upon request, with the following three 

categories of Directory Information for high school students unless a parent/legal guardian or Eligible Student 

opts out of such disclosure by completing the Authorization to Withhold Directory Information Form:

student name
student address
student telephone number

Custody, Dependency, and Post-Secondary Course Records
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FERPA rights are extended to both the custodial and noncustodial parent unless the School is provided with a 

judicial court order, state statute, or legally binding document that specifically provides to the contrary.

For students 18 (eighteen) or older (Eligible Students), the School may provide a parent or legal guardian 

access to the education records of the Eligible Student if the parent or legal guardian can demonstrate their 

student’s financial dependency, as defined in section 152 of the Internal Revenue Code, by producing their 

most recent tax return or completing the forms at the Family Compliance Office website. (Note this does not 

apply to emancipated minors.) If a parent or legal guardian of a student 18 (eighteen) or older cannot prove 

financial dependency, their Eligible Student must provide written consent before the School will permit access 

to the student’s education records. 
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APPENDIX 3- Pearson Online Classroom Terms of Use

These Terms of Use may be updated periodically. The most current version is always available from the login 

page of Pearson Online Classroom. Any changes will be effective as soon as they are posted in Pearson 

Online Classroom.

Applicable to All Users
Acceptance of Terms

By using this Education Management System (“Pearson Online Classroom”), you (hereinafter referred to as 

the “User” or “Users”) agree to all terms, conditions, and notices contained or referenced in these Terms of 

Use (“Terms”). These Terms apply to your use of Pearson Online Classroom and all materials, information, 

software, content, products, and services that are owned or licensed by Connections Education LLC, dba 

Pearson Virtual Schools (“Pearson”) and included in, or available through, Pearson Online Classroom,

(“Pearson Content”) as well as any content owned or licensed by a third party content provider that is included 

in, or available through Pearson Online Classroom with that third party’s permission (“Third Party Content”) 

(Pearson Content and Third Party Content collectively, “the Content”). If the User is a minor, they shall be the 

responsibility of their parent/guardian, who shall ensure that the User adheres to the Terms.

Any Third Party Content uploaded or otherwise made available by a Third Party is and remains the sole 

property of the Third Party or the Third Party licensors. By uploading or otherwise making available any Third 

Party Content, you automatically grant and/or warrant that the owner has granted Pearson, the perpetual 

royalty-free, non-exclusive right and license to use, reproduce, publish, distribute, display, and transmit the 

Third Party Content through the channel into which you have uploaded or authorized Pearson to upload the 

Third Party Content. You also permit any User of Pearson Online Classroom with access to that channel, 

subject to your restrictions, to access, view, store, and reproduce the Third Party Content to the same extent 

permitted herein. To the extent provided for in the specific terms of the governing agreement between Pearson

and the Third Party. Third Party Content may be removed, obscured, altered or modified by the Third Party, 

subject to the terms and conditions set forth herein with respect to the use of Pearson Online Classroom.

Pearson reserves the right to change these Terms at any time, effective upon posting the updated Terms on 

the Pearson Online Classroom login page. The most current version is always available by clicking on the 

Terms of Use link located at the bottom of the login page of Pearson Online Classroom.

Permitted Use
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Pearson Online Classroom is to be used for the purpose of accessing the education program licensed by or for 

the benefit of the User(s). Pearson grants the User the non-exclusive, non-transferable, limited license to 

access, visit, use, view, and print the Content, solely for the User’s own personal non-commercial use in 

connection with such education program, provided the User keeps intact all copyright and other proprietary 

notices. Use of the Content or materials for any purpose not expressly permitted in these Terms is prohibited.

Users may not (1) remove, obscure, or alter the Content in any way except as agreed to in writing by Pearson,

(2) use Pearson Online Classroom in any manner that could damage, disable, overburden, or impair any 

Pearson server or the network(s) connected to any Pearson server, or interfere with any other party's use and 

enjoyment of Pearson Online Classroom, (3) gain or attempt to gain unauthorized access to any accounts, 

computer systems, or networks connected to any Pearson server through hacking, password mining, or any 

other means, or (4) obtain or attempt to obtain any materials or information through any means not intentionally 

made available through Pearson Online Classroom.

Any use of Pearson Online Classroom for the following purposes is strictly prohibited. By using Pearson Online 

Classroom, you agree that you will NOT:

1. send, receive, or display pornographic, obscene, sexually explicit material, or any material harmful to 
minors

2. impersonate any person or entity (through the use of their password or other means), including any 
staff member or representative of Pearson

3. copy or distribute content included in Pearson Online Classroom (including postings on the Message 
Boards, WebMail messages, or curriculum materials, including answer keys) without the owner’s 
permission

4. solicit or collect information about the Users or members of this site, especially for the purpose of 
transmitting, or facilitating transmission of, unsolicited or bulk electronic email or communications

5. use the school-provided communication services in connection with surveys, contests, pyramid 
schemes, chain letters, junk e-mail, spamming, or any duplicative or unsolicited messages (commercial 
or otherwise)

6. upload files that contain viruses, Trojan horses, worms, time bombs, cancelbots, corrupted files, or any 
other similar software or programs that may damage the operation of another’s computer or property

7. solicit or collect personal information (including name, address, and phone number) from anyone under 
eighteen (18) years of age without verified parental consent

8. display threatening or offensive material, including using swear words, offensive, vulgar, or obscene 
language
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9. display racist, prejudiced, or discriminatory messages or pictures

10. violate any state or federal law

11. reveal another User’s or a minor’s personal address, phone number, or similar information to others 
without their consent or verified parental consent

12. violate any copyright, trademark, patent, trade secret, or other intellectual property laws or otherwise 
use intellectual property of another individual or entity without the owner’s permission—this includes 
providing links to and including other copyrighted or trademarked material from third parties in Pearson 
Online Classroom (including posting on the Message Boards or in WebMail messages) without 
permission as well as using any trademarks, service marks, or other marks in social media or other 
websites without the owner’s permission

13. trespass in another's folders, work, or files

14. promote commercial activities except as agreed to in writing by Pearson

15. advertise products or services or engage in political lobbying

16. defame, harass, insult, abuse, stalk, threaten, attack, or otherwise violate the legal rights (such as 
privacy and publicity) of another person or interfere with another person's work, including, but not 
limited to, sending unwanted WebMail messages or e-mail

17. provide material support or resources to (or conceal the nature, location, source, or ownership of 
material support or resources of) any organization(s) designated by the United States government as a 
foreign terrorist organization pursuant to Section 219 of the Immigration and Nationality Act

Each User will have a username and password (the “Login Information”) for the purpose of accessing Pearson 

Online Classroom and the Content. Users must keep all Login Information strictly confidential, and all Login 

Information may be used only by the assigned User. Users are responsible for maintaining the security and 

confidentiality of all Login Information and for preventing access to Pearson Online Classroom and/or the 

Content by unauthorized persons using a User's Login Information. Users are responsible for all activities that 

occur under their account. Users must notify Pearson immediately of any unauthorized use of their account or 

any other breach of security. Notwithstanding the foregoing, certain staff members of Pearson will be permitted 

to “log in as” someone other than themselves, after receiving the approval of their supervisor and undergoing 

specific training.

Proprietary Rights

The User acknowledges and agrees that certain information available in Pearson Online Classroom is 

protected by various copyrights, trademarks, service marks, patents, trade secrets, or other intellectual 

property rights and laws and may only be used as permitted by law and with the permission of the owner. 

Except as expressly authorized by Pearson, Users may not sell, license, rent, modify, distribute, copy, 
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reproduce, transmit, publicly display, publicly perform, publish, adapt, edit, or create derivative works from or 

otherwise exploit the Content or features in Pearson Online Classroom in any form or medium. Users are fully 

responsible for their own use and for ensuring such use does not infringe on the rights of Pearson or third 

parties. In addition to potential legal action, any unauthorized use including copying or reposting of Pearson, or 

third party intellectual property may result in one or more of the following: termination of access to Pearson 

Online Classroom, school-based disciplinary action, and/or removal from the school, course offering or 

program of study.

Copyright Infringement 

Content is owned or controlled by Pearson or the third party credited as the provider of the Content, and its 

contents may not be copied, reproduced, distributed or modified in any way without the express written 

consent of Pearson. If you have any copyright concerns about any materials posted on Pearson Online 

Classroom by others, please let us know. We comply with the provisions of the Digital Millennium Copyright 

Act applicable to Internet service providers (17 U.S.C. 512). Unless otherwise stated in any specific DMCA 

designation provided by Pearson, please provide us with written notice ("Notice") by contacting our Designated 

Agent at privacy@connectionseducation.com.

To be effective, the Notice must include the following:

A physical or electronic signature of the owner, or a person authorized to act on behalf of the owner, 
("Complaining Party") of an exclusive right that is allegedly being infringed upon;
Information reasonably sufficient to permit Pearson to contact the Complaining Party, such as an 
address, telephone number, and if available, an electronic mail address;
Identification of the allegedly infringing material on Pearson Online Classroom ("Infringing Material"), 
and information reasonably sufficient to permit Pearson to locate such material on Pearson Online 
Classroom;
Identification of the copyrighted work claimed to have been infringed upon ("Infringed Material"), or if 
multiple copyrighted works on Pearson Online Classroom are covered by a single Notice, a list of 
each copyrighted work claimed to have been infringed (please be specific as to which Infringing 
Material is infringing on which Infringed Material);
A statement that the Complaining Party has a good faith belief that use of Infringing Material in the 
manner complained of is not authorized by the copyright owner, its agent, or the law; and

● A statement that the information in the Notice is accurate, and under penalty of perjury, that the 

Complaining Party is the owner or is authorized to act on behalf of the owner of an exclusive right that 

is allegedly infringed.

Trademarks
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Pearson Online Classroom contains trademarks and service marks of Pearson and of third parties. These 

marks may only be used in accordance with Pearson’s Trademark Usage Guidelines within the Website Terms 

of Use on the public website. For permission to use the Pearson name or logo or any Pearson marks outside 

of the Trademark Usage Guidelines, contact privacy@connectionseducation.com. Any use of any Pearson

marks that does not comply with the Trademark Usage Guidelines is strictly prohibited.

Links

Pearson Online Classroom may contain links to other websites or other resources that are provided for the 

User’s convenience. Unless otherwise noted, these linked sites are not under the control of Pennwood Cyber 

Charter School, or it’s provider, Pearson, and Pearson is not responsible for the content available on third party 

linked sites. Pennwood Cyber Charter School and Pearson makes no representation, warranties, or other 

commitments whatsoever about any third party websites or third party resources that may be referenced, 

accessible from, or linked to Pearson Online Classroom. A link to a website does not mean that Pennwood 

Cyber Charter School, or Pearson endorses the content, the website owner or use of such website. In addition, 

Pennwood Cyber Charter School, and Pearson are not a party to or responsible for any transactions the User 

may enter with third parties, even if the User learns of such parties (or uses a link to such parties) from 

Pearson Online Classroom. Accordingly, the User acknowledges and agrees that Pennwood Cyber Charter 

School and Pearson are not responsible for the availability of such external websites or resources, except 

where specifically contracted for, and is not responsible or liable for any content, services, products, or other 

materials on or available from those websites or resources.

Privacy

You agree that your use of Pearson Online Classroom is also subject to the Privacy Policy, which is part of 

these Terms.

Mobile Terms and Conditions

By opting in to receive text message alerts from Pennwood Cyber Charter School, and its provider, Pearson,

you consent to receiving important information regarding your student's enrollment via text or SMS messages 

at the mobile phone number you provided. Such calls or texts may be placed using automatic dialing 

equipment. Message and data rates may apply. Please see our Privacy Policy for additional information. 

You may opt-in to these messages by sending JOIN to 88180. You may opt-out of these messages at any time 

by replying STOP to any message. 
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Reply HELP to any message to receive further assistance on an inquiry. Call 1-800-382-6010 or visit 

www.connectionsacademy.com/about/contact-us to reach our Customer Care team. 

All supported carriers are listed below:

AT&T, Sprint/Boost/Virgin, T-Mobile/MetroPCS, Verizon Wireless, C Spire Wireless, Carolina West 

Wireless (CWW), CellCom USA, Google Voice, U.S. Cellular, ACS/Alaska, Advantage Cellular (DTC 

Wireless), Aio Wireless/Cricket, Appalachian Wireless, Atlantic Tele-Network International (ATN), 

Bandwidth, Bluegrass Cellular, Buffalo Wireless, CableVision, Cellular Network Partnership (PIONEER), 

Cellular One of East Central Illinois, Chariton Valley Cellular, Chat Mobility USA, ClearTalk(Flat Wireless), 

Copper Valley, Coral Wireless (Mobi PCS), Cross Telephone Company (MBO Wireless), Duet IP (Maximum 

Communications New Core Wireless), Element Mobile (Flat Wireless), Epic Touch (Elkhart Telephone), 

GCI Communications Corp, Golden State Cellular, i Wireless (IOWA Wireless), Illinois Valley Cellular (IV 

Cellular), Immix(Keystone Wireless), Inland Cellular Telephone Company, Leaco, Mosaic (Consolidated or 

CTC Telecom), MTA Communications, MTPCS (Cellular One Nation), Nex-Tech Wireless, Northwest 

Missourri Cellular Limited, Panhandle Telecommunications Systems(PTCI), Peoples Wireless, Pine Belt 

Wireless, Pine Cellular, Revol Wireless USA, RINA, Sagebrush Cellular (Nemont), SI Wireless/Mobile 

Nation, SouthernLinc, SRT Wireless, Texas RSA 3 Ltd(Plateau Wireless), Thumb Cellular, Union 

Telephone Company(Union Wireless), United Wireless, Viaero Wireless, West Central Wireless (5 Star 

Wireless) 

T-Mobile is not liable for delayed or undelivered messages.

Export Control 

Pennwood Cyber Charter School has partnered with Pearson, which controls and operates Pearson Online 

Classroom from its headquarters in the United States and makes no representation that the Content is 

appropriate or available for use in other locations. If you use Pearson Online Classroom from other locations, 

you are responsible for compliance with applicable state and federal laws, including, but not limited to, export 

and import control laws and regulations of the United States.

No software from this site may be downloaded or otherwise exported or re-exported (i) into (or to a national or 

resident of) any country to which the U.S. has embargoed goods; or (ii) to anyone on the U.S. Treasury 

Department's list of Specially Designated Nationals or the U.S. Commerce Department's Table of Deny 

Orders. By downloading or connecting to Pearson Online Classroom, you represent and warrant that you are 

not located in, under the control of, or a national or resident of any such country or on any such list.

Warranty and Other Disclaimers
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Pennwood and Pearson are committed to ensuring the accuracy of all information included in Pearson Online 

Classroom, subject to the following limitations:

Pearson will use reasonable efforts to keep the information current and to ensure the accuracy or 
completeness of materials available through Pearson Online Classroom. However, materials 
available through Pearson Online Classroom are not promised or guaranteed to be correct, current, 
or complete, and may contain inaccuracies or typographical errors.
The User acknowledges that Pearson is not liable for the conduct of any party using Pearson Online 
Classroom or for any defamatory, offensive, infringing, or illegal materials contained on Pearson 
Online Classroom or in any Communication Service, and Pearson reserves the right to correct any 
errors or omissions and remove any materials from Pearson Online Classroom at its sole discretion 
and without liability of any kind.

Disclaimer of Warranty 

Use of Pearson Online Classroom or any communication service is at the user’s sole risk. All materials, 

information, products, software, programs, and services are provided "as is," with no warranties or guarantees 

whatsoever.

Pearson expressly disclaims to the fullest extent permitted by law all express, implied, statutory, and other 

warranties, guarantees, or representations, including, without limitation, the warranties of merchantability, 

fitness for a particular purpose, and non-infringement of proprietary and intellectual property rights. Without 

limitation, Pearson makes no warranties or guarantees that Pearson Online Classroom will be uninterrupted, 

timely, secure, or error-free. The user understands and agrees that if the user downloads or otherwise obtains 

materials, information, products, software, programs, or services, the user does so at their own discretion and 

risk and that user will be solely responsible for any damages that may result, including loss of data or damage 

to the user’s computer system. Some jurisdictions do not allow the exclusion of warranties, so the above 

exclusions may not apply to the user.

Limitation of Liability

Under no circumstances will Pennwood Cyber Charter School or Pearson be liable for any direct, indirect, 

punitive, incidental, special, or consequential damages that result from the use of or inability to use Pearson 

Online Classroom or any communication service. This limitation applies whether the alleged liability is based 

on contract, tort, negligence, strict liability, or any other basis, even if Pearson has been advised of the 

possibility of such damage. Because some jurisdictions do not allow the exclusion or limitation of incidental or 

consequential damages, Pearson’s liability in such jurisdictions shall be limited to the extent permitted by law.

Release
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The user hereby releases and forever discharges Pearson, its affiliates, staff, contractors, officers and 

directors, agents, successors, and assigns ("released parties"), from all actions, causes of action, injuries, 

claims, damages, costs, or expenses of any kind growing out of or related to the user or user’s minor 

child(ren)’s use of Pearson Online Classroom or any communication service. The user understands that this is 

a full and complete release to the maximum extent allowed by law of all claims and damages to which you or 

your minor child(ren) may have as a result of their use of Pearson Online Classroom regardless of the specific 

cause thereof.

Indemnification

Upon request by Pearson, the User agrees to defend, indemnify, and hold harmless Pearson and its affiliates, 

staff, contractors, officers, directors, third-party content providers and licensors from all liabilities, claims, and 

expenses, including attorney's fees, which arise from the User’s use or misuse of Pearson Online Classroom,

Content, or any Communication Services.

Pearson reserves the right, at its own expense, to assume the exclusive defense and control of any matter 

otherwise subject to indemnification by the User, in which event the User will cooperate with Pearson in 

asserting any available defenses.

Governing Law, Choice of Law, and Forum

The use of Pearson Online Classroom shall be governed by and construed in accordance with the laws of the 

State of Maryland, excluding its conflicts of law rules. The User expressly agrees that the exclusive jurisdiction 

for any claim or action arising out of or relating to the User’s use of Pearson Online Classroom shall be filed 

only in the state or federal courts located in the State of Maryland, and the User further agrees and submits to 

the exercise of personal jurisdiction of such courts for the purpose of litigating any such claim or action.

Severability and Integration

Except for other agreements signed by the User with Pearson, these Terms constitute the entire agreement 

between the User and Pearson with respect to use of Pearson Online Classroom. If any part of these Terms is 

held invalid or unenforceable, that portion shall be construed in a manner consistent with applicable law to 

reflect, as nearly as possible, the original intentions of the parties, and the remaining portions shall remain in 

full force and effect.

Termination of Use

If the User violates these Terms, the User may be barred from future use of Pearson Online Classroom and/or 

subject to legal action. Cause for such suspension, termination and/or deletion shall include, but not be limited 
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to, (a) breaches or violations of the Terms, or of other incorporated agreements or guidelines, (b) requests by 

law enforcement or other government agencies, (c) a request by you (self-initiated account deletions), (d) 

discontinuance or material modification of Pearson Online Classroom (or any part thereof), (e) unexpected 

technical or security issues or problems, (f) extended periods of inactivity, and/or (g) engagement by you in 

fraudulent or illegal activities. Termination of your account may include (x) removal of access to all offerings 

within Pearson Online Classroom, (y) deletion of your password and all related information, files and content 

associated with or inside your account (or any part thereof), and (z) barring of further use of Pearson Online 

Classroom. Further, you agree that all terminations for cause shall be made in Pearson’s sole discretion and 

that Pearson shall not be liable to you or any third party for any termination of your account, or access to 

Pearson Online Classroom.

Additional Terms Applicable to the Pearson Community of Schools 

WebMail, Message Boards, and Other Communication Services

Pearson offers an internal email system (WebMail), through Pearson Online Classroom, as a service to certain 

Users in connection with those education programs that provide for webmail service. Webmail allows those 

Users to interact with other Webmail Users. Pearson cannot guarantee the security of any information that 

such Users disclose in WebMail messages, and the Users do so at their own risk. Sent WebMail messages are 

accessible only to the author and recipients, as well as other authorized personnel for the purpose of 

maintaining system integrity and to ensure that Users are acting responsibly and legally as required by these 

Terms. WebMail messages are also not guaranteed to be private and may be monitored. Messages relating to 

or in support of illegal or obscene activities or that otherwise violate these Terms may be reported to the 

appropriate authorities and may result in the loss of privileges, removal from the User’s respective education 

programs, and/or legal action.

Pearson also operates academic Message Boards located within Pearson Online Classroom to facilitate the 

exchange of ideas, information, and opinions between Users whose respective education program provides 

access to Message Boards. These Users may only use the Message Boards for structured clubs, activities, 

and other educational uses as specified by each school department and as described on each Message 

Board. The Message Boards contain contributions that represent only the opinions of their respective authors 

and do not express the opinions of Pearson. Use of the Message Boards is subject to the rules governing their 

use as provided when accessing them (see also the Links section below).

In addition to the WebMail system and the Message Boards, Pearson may from time to time offer chat areas 

and/or other message or communication functionality designed to enable Users to communicate with others 

(each a "Communication Service" and collectively "Communication Services"). The User agrees to use 
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Communication Services only in compliance with these Terms and as described on each Communication 

Service to post, send, and receive messages and materials that are proper and, when applicable, related to the 

particular Communication Service.

Any information that you submit to be posted to a Message Board or other Communication Service will be 

disclosed and available to all Users of that Communication Service and is, therefore, no longer private. We 

cannot guarantee the security of such information that you disclose or communicate online in public areas, and 

you do so at your own risk. Pearson does not control or endorse the content, messages, or information found 

in any Communication Service; therefore, Pearson specifically disclaims any liability regarding the 

Communication Services and any actions resulting from a User’s participation in any Communication Services. 

All participants acknowledge that any reliance upon such content shall be at the sole risk of the person so 

relying.

Although Pearson has no obligation to do so, Pearson reserves the right (1) to monitor anything posted to a 

Message Board or other Communication Services or anything sent via Pearson WebMail, and (2) to remove 

anything which Pearson considers offensive or otherwise in breach of these Terms or for any other reason as 

Pearson deems necessary in its sole and absolute discretion. Pearson also always reserves the right to 

disclose any information as Pearson deems necessary to satisfy any disciplinary investigation, applicable law, 

regulation, legal process, or governmental request, or to edit, refuse to post, or to remove any information or 

materials, in whole or in part, at Pearson’s sole discretion.

Use of School Work, Interviews, Photographs, and Videos

Users may have the opportunity to provide material for inclusion in Pearson Online Classroom. This material 

may include the submission of work samples; participation in clubs; postings on the Message Boards; text or 

other submissions for newsletters, newspapers, and yearbooks; writing WebMail messages; etc. Users 

represent that they own and/or control all the rights to User’s own material and that the public use of such 

material will not violate or infringe on the rights of Pearson or any third party.

Users may have the opportunity to participate in a LiveLesson. Pearson cannot guarantee the security of any 

information disclosed by voice or text in a LiveLesson session. Any information that a User submits or is 

captured in a LiveLesson session may be disclosed and available to all Users and is, therefore, no longer 

private. Parents or legal guardians are responsible for any information disclosed by their minor children. 

LiveLesson sessions may be recorded and used for instructional and demonstrative purposes. The User, for 

themself or their minor child, hereby agrees to the recording of LiveLesson sessions in which the User 
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participates. To the extent a User does not wish to participate in a recorded LiveLesson, recorded sessions are 

available to the User to view on demand.
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APPENDIX 4- Privacy Policy

This Privacy Policy may be updated periodically. The most current version is always available from the login 

page of Pearson Online Classroom. Any changes will be effective as soon as they are posted in Pearson 

Online Classroom.

Last updated: September 1, 2022

Pennwood Cyber Charter School, and their educational provider, Connections Education LLC, dba Pearson 

Virtual Schools, and its affiliates (collectively, "Pennwood"), a part of the Pearson global learning company,

respects your privacy and has established this privacy policy ("Privacy Policy") to let you know how we collect, 

use, manage, share, and protect information that we may gather when you visit our website, the websites of 

our affiliated schools, or the websites for either of our education management system, (collectively, the 

"Websites"), or communicate with us. 

This Privacy Policy applies to the Websites where this Privacy Policy is posted and to information we gather 

from you over the phone, via conventional mail, or in person. Pennwood reserves the right to change this 

Privacy Policy at any time. Changes to this policy will be posted on the Websites. The most current version is 

always available by clicking on the "Privacy Policy" link located at the bottom of the Websites' home page. Any 

changes to our Privacy Policy will become effective upon posting of the revised Privacy Policy. 

By using any of the Websites, you agree to the terms of the Privacy Policy in effect at the time of use. If 
you do not agree to the terms and conditions of this Privacy Policy, please do not use any of the 
Websites.

International Users
The Websites are hosted and operated in the United States and are subject to United States law. Any personal 

information provided to us in the United States and will be hosted on United States based servers. You 

consent to the transfer of your personal information to the United States in order to receive services from 

Pennwood. If you are accessing a Website from outside the United States, please be advised that United 

States law may not offer the same privacy protections as the law of your jurisdiction. 

What Personally Identifiable Information Do We Collect?
We collect personally identifiable information you provide voluntarily when requesting information, catalogs, 

other materials or to satisfy other requests. This information may include your first and last name, postal 

address, email address, telephone number, and the names, date(s) of birth and grade level(s) of your 

child(ren).  
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Pennwood collects information during the application and enrollment process such as a birth certificate, certain 

health records and proof of residency. 

We may collect personal information at other times, such as when you contact our technical support, send us 

an email, complete a user survey, or otherwise communicate with Pennwood.

We may collect information about you or your student from external sources with your consent or as allowed 

under the law. For example, information from a school your child previously attended for academic placement 

purposes. 

How Do We Use Personally Identifiable Information?
Pennwood uses personally identifiable information to fulfill requests for information, deliver services to you or 

for your school, or to carry out the transactions you or your school have requested. 

Pennwood may use personally identifiable information to communicate special messaging, new services, or 

upcoming events, to provide educational services to students and to otherwise support students, parents, legal 

guardians, and staff and/or your school with regard to matters such as academic progress, testing, attendance, 

customer service, to share information related to legislative or regulatory initiatives that could potentially benefit 

or threaten virtual education in your state, to invite you to share your experience with virtual education, or in the 

event of an emergency. 

Opting Out of Communications

If you do not want to receive information unrelated to your enrollment in a school via email from Pennwood,

you can email us at unsubscribe@connectionseducation.com.

If you provided your mobile number, you consent to receive communications by way of pre-recorded and/or 

autodialed calls. The information will be treated confidentially within Pennwood, in the same way we protect 

other such confidential information.

If you do not want to receive any further information from Pennwood, you can call us at 877-267-0777 and ask 

to be removed from all of Pennwood’s contact lists.

If you opted to receive text message alerts, you consent to receiving important information regarding your 

student's enrollment via text or SMS messages at the mobile phone number you provided. You may opt out of 

these messages at any time by replying STOP to any text or SMS message. 

How Do We Share Personally Identifiable Information?
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We may share personally identifiable information with certain service providers. They will use this information 

to process transactions you have requested, provide customer service and inform you of products or services 

we offer that you may find useful. Our service providers may include consultants, vendors and companies that 

perform marketing services on our behalf to help us identify families who may benefit from the services and 

education offerings Pennwood or its affiliates provide. We require our service providers to protect your 

personally identifiable information and to use or disclose it only for the work they are performing for us, or as 

permitted by law.

If all or substantially all Pennwood assets are sold or transferred to another party, your personally identifiable 

information may be transferred to the acquiring entity. However, Pennwood will take steps to assure that the 

personally identifiable information is conveyed lawfully, and in a manner consistent with the privacy policy 

under which it was collected.

Finally, we may disclose your personally identifiable information to third parties if we believe we are required to 

do so in order to comply with law (including court orders and subpoenas); to comply with lawful requests from 

law enforcement agencies or other governmental organizations; to enforce our Terms of Use; to protect the 

rights, privacy, safety, or property of Pennwood,  our staff, or other users of the Websites; and/or to permit us 

to pursue available remedies or limit the damages that we may sustain. We otherwise exercise commercially 

reasonable care to not share or disclose the names of users or any other personally identifying information with 

third parties, except with your prior approval and in compliance with federal and state law.

Cookies and Other Third Party Marketing Technologies
What Are Cookies?
Each time you visit a Website, information is automatically gathered such as your IP address domain name, 

the name of the page from which you entered the Website, which pages you view, and for how long you view 

them. This information is collected in order to improve the Website, remarketing activities, and for trend 

analysis. As with most websites, we may use "cookies" for marketing purposes, to track usage of our Website, 

and to improve your experience of our Websites. 

A cookie is a text file that is placed on your hard disk by a Web page server. Most web browsers automatically 

accept cookies, but you can usually modify your browser setting to decline cookies if you prefer. If, however, 

you choose to decline certain essential cookies, you may compromise the ability to fully experience the 

interactive features of our Websites or have some of our services on the Websites function properly. Further 

information about cookies is available using the help function of your Internet browser. 

Third Party Cookies
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Opera

Click on the 'Tools' at the top of your browser window and select 'Preferences' 

Select the 'Advanced' tab and choose Cookies from the list on the left 

Choose the option that best suits your needs. 

Safari on OSX

Click on 'Safari' at the top of your browser window and select 'Preferences' 

Click on the 'Privacy' tab 

Adjust the level of cookie acceptance here. 

Firefox

Click on 'Firefox' at the top of your browser window and select 'Preferences' 

Select the Privacy icon 

In the history section choose 'Use custom settings for history' from the dropdown menu 

Cookies can be enabled or disabled by clicking on the appropriate checkboxes. 

Opt-Out of Remarketing

You may choose to be exempt from the use of Google remarketing cookies at the Google advertising privacy 

page.

Alternatively, you may opt-out of remarketing on the Google network and similar networks at the Network 

Advertising Initiative opt out page. Opting out will not prevent advertisements from being served to you on the 

Internet; it will only affect advertisements that utilize remarketing cookies to serve messaging on the specified 

networks. We are not responsible for the activities of other parties that may not comply with your opt-out 

requests. 

Third-Party Websites
Websites may contain links to third-party websites for academic and curriculum support that are not under the 

control or supervision of Pennwood. Pennwood is not responsible for the tracking activities of such third-party 

websites. 

The Websites may also contain links to other websites or other resources that are provided for your 

convenience. Unless explicitly stated, these links are not endorsed by Pennwood. The information and data 

privacy practices of those websites are not covered by this Privacy Policy or any other policies or terms 

applicable to the Websites. We recommend you review any terms of use and privacy policies of any third party 

website linked to the Websites before providing any information to those websites or using their products and 
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services. 

How We Use Non-Personally Identifiable Information
Since non-personally identifiable information does not identify you, we reserve the right to use it and share it 

for any purpose with third parties. To the extent any non-personally identifiable information is combined with 

personally identifiable information, the combined information will be treated as personally identifiable 

information for as long as it is combined.

Student Data Privacy
Pearson is an education management company that provides various management services and curriculum 

content (“Services”) to our customers, including public schools, special programs, school districts, and charter 

organizations (collectively referred to as “Schools”) that wish to provide students and their families with an 

exceptional cyber school option. Pearson also offers a private pay schooling option to families through our 

Pearson Online Academy (POA). 

Pearson uses industry best practices to protect the privacy of all students and families. When our Services are 

used as part of a School’s educational mission or a family enrolls their student in POA, the personal 

information related to the student users (“School Users”) that is (1) provided to Pearson by a parent, student 

or School, or (2) collected by Pearson during the provision of our services to a student or School, may include 

information defined as “educational records” by the Family Educational Rights and Privacy Act (FERPA) or 

other information protected by similar student data privacy laws. We call this information “Student Records.” 

FERPA Privacy Rights

FERPA provides students with privacy rights and protection for educational personally identifiable information 

collected and processed on behalf of educational institutions receiving government funding from the U.S. 

Department of Education. FERPA provides students with rights to obtain from these educational institutions 

access to their educational records, as well as correction and amendment of their educational records. For 

more information on FERPA, students and families should refer to the FERPA policy in their respective student 

handbook. 

Only personal information directly relating to the educational interest of a student which is (1) created by a 

School User, and (2) created by a School (for example, when a School creates the user name, login and 

password to establish School User accounts), are designated as Student Records. 

Our Commitment:

Our collection and use of Student Records is governed by our contracts with the Schools, by our Privacy 
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Policy, and by applicable privacy laws. For example, we work with Schools to help protect personal information 

from the Student’s educational record, as required by FERPA, and to protect the personal information of 

students under 13 consistent with the Children’s Online Privacy Protection Act (COPPA). 

We collect, maintain, use and share Student Records only for an authorized educational use and as described 

in our Privacy Policy, or as directed by the School, the School User and/or the student’s parent or legal 

guardian.

We do not disclose Student Records for targeted advertising purposes. We do use certain marketing 

technologies for the purpose of retargeting, analytics and attribution activities.

We do not build a personal profile of a School User other than in furtherance of an educational purpose or as 

authorized by a Caretaker.

We maintain a comprehensive data security program designed to protect the types of Student Records we 

maintain.

We will never sell Student Records. 

How We Share and Disclose Student Records
Depending on the features and account controls applicable to School User accounts, we may share 

usernames and account information with other users on the Website, such as teachers, learning coaches, or 

school administrators. For example, student attendance may be shared with school administrators and learning 

coaches. 

In the Pearson proprietary education management system, access to student information and data is controlled 

by a central team of administrators, trained in FERPA and data privacy, using a complex system of roles, 

permissions, and locations. Only users in a particular location, who have permissions at that location, will have 

access to student data that is permissioned using roles and locations. Data points and reports will be assigned 

to roles, including vendors with whom Pearson has contracted to provide a service. Access to reports and all 

student data will be controlled by these roles. Only users in a location with the correct roles will meet the 

requirements to access the data. 

The education management system contains personally identifiable information that is maintained and 

accessible by third parties (such as service providers, content partners or vendors). These third parties are 

provided access to the minimum amount of information required to allow them to perform their contracted 

tasks. Third parties have agreed to maintain the confidentiality of such information and to use or disclose it only 

for the work they are performing , or as permitted by law. 
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Children Under 13
Pearson is concerned about the safety and privacy of children online. We take reasonable efforts to comply 

with COPPA as well as state-specific laws that provide privacy protections for K-12 students. 

The Websites are not intended to solicit information of any kind from students under the age of thirteen (13), 

and we do not and will not knowingly contact or collect personally identifiable information from children under 

thirteen (13). The only personal information we receive about children under the age of thirteen (13) is 

information provided by the parent or legal guardian or information provided by the student as part of their 

participation in a course or courses as part of their K-12 education program. By enrolling a child, a parent is 

consenting to the collection of that information. 

It is possible that by fraud or deception by others we may receive information pertaining to children under the 

age of thirteen (13). If we are notified of the receipt of information under such circumstances, once verified, we 

will promptly obtain parental or guardian consent, and in the absence of such consent we will delete the 

information. If you want to notify us that we have inadvertently received information for a child under the age of 

thirteen (13), please do so by emailing us at privacy@connectionseducation.com.

You can request to review, edit, or prohibit personally identifiable information of a child under the age of 

thirteen (13) from being used by Pearson, its affiliates, schools, and vendors acting on behalf of Pearson by 

making a request in writing to privacy@connectionseducation.com. Please note that if you make a request to 

prohibit personally identifiable information being used by Pearson, its affiliates, schools, and vendors acting on 

behalf of Pearson, your child may no longer continue to be enrolled in Pearson and this may terminate their

participation in the Pearson program.

For information on our use of information covered by COPPA please contact us at the following:

Pearson Virtual Schools
10960 Grantchester Way
Columbia, Maryland 21044
Phone: 1-800-382-6010
Email: privacy@connectionseducation.com

Security
Safeguards
Pearson makes commercially reasonable efforts to safeguard the personally identifiable information we collect 

and store. We do this, in part, by implementing account verification procedures and password protection

features. As effective as our safeguards are, no security system is completely impenetrable, therefore we 

cannot guarantee the absolute security of our database and systems, nor can we guarantee that personally 

identifiable information you supply will not be intercepted while being transmitted to us over the Internet. 
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All data accessed via the EMS will be accessed through forced SSL for privacy and security purposes. Private 

data transmitted between systems for data reporting purposes will always be transmitted with secure FTP or 

over a private VPN that provides encryption.

Breach
In the event that any information under our control is compromised as a result of a breach of the security of our 

systems or inadvertent release of information, we will take reasonable steps to investigate the situation and 

provide notice of the security incident in accordance with applicable laws and regulations.

Contact Information
If you have any questions regarding this Privacy Policy, please contact us by email at

privacy@connectionseducation.com. Please note that email communications will not necessarily be secure. 

Accordingly, you should not include sensitive information in your email correspondence with us.
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APPENDIX 5- Information about Malware and Nuisance Software

There has been a dramatic increase in the existence of malicious and nuisance software that is often 

inadvertently installed on computer equipment as a result of using the internet. This software exists as adware, 

spyware, and freeware—generally classified as “malware”—and can greatly impact the usability of the 

computer once infected. Malware is prevalent all over the internet today. Malware is mostly generated from 

applications or sites that provide software or services that can be generally categorized as one of four types:

1) Peer-to-peer sites: These sites offer free software that allows a user to connect to other users with the 

same software and share files. 

2) Gaming and freeware sites: These sites offer free games and tools that easily attract kids and 

encourage them to install the software. 

3) Inappropriate sites: Generally, most of the malicious applications that get installed on the computer 

without the knowledge of the end user come from sites that are inappropriate in nature, such as 

pornographic sites.

4) Legitimate applications that have bundled free software: Most software comes with additional free 

software that asks if you want to install it at the same time as the desired application. Many people just 

click “yes” instead of choosing not to install the unneeded bundled software, which often also includes 

access to pop-up ads. 

Installation of malware and other nuisance software causes considerable problems in system speed and can 

make a computer completely unusable. Removal takes considerably more time than fixing viruses and worms, 

which is usually stopped by the security software already included on School equipment. 

It is essential that the Terms and Conditions sections of all software, and particularly any free software, be 

reviewed closely. Many of them allow for the installation of other software or “tools” that can be a significant 

source of problems later. Included below are common sets of terms that are clear warning signs that the User 

may be exposed to negative consequences. These are used by many of well-known software companies and 

service providers. 

Example 1: “[Company] values your anonymity and privacy. [Software name] does not contain or 
bundle malicious spyware. By clicking below, you will begin the installation of [Software 
name/description] software. By clicking below, you agree to the third-party end-user license 
agreement(s) set out below.”
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Comment: This is designed to make the user feel comfortable but may expose the User to a variety 
of other unexpected consequences as a result of other, often long and confusing license 
agreements.
Example 2: “By installing the [Service], you understand and agree that the following changes may 
be made to your Internet Explorer browser and that the following functions may be performed by the 
[Service]: install a Search Toolbar in your browser that may, 1) block certain pop-up ads and pages; 
2) display links to related websites and key words based on the information you view and the 
websites you visit; 3) store non-personally identifiable statistics of the websites you have visited; 4) 
redirect certain URLs including your browser default address bar search, DNS error page and 
Search Button page to or through the Service; and 5) automatically update the Service and install 
added features or functionality conveniently without your input or interaction unless you have chosen 
to be notified of such update in advance.”
Comment: This also indicates they can install additional software without your permission.
Example 3: “The web changes constantly and no technique can ever index all pages accessible on 
the web. As a result, [Company name] cannot guarantee the completeness or accuracy of the 
websites or URLs to which [Company name] Service link or refer.”
Comment: By not screening their website, any content, including content from pornographic sites, 
can be input as links or other forms of referrals. 

Fixing problems caused by this type of software is very time-consuming. The time spent dealing with repeat 

offenders take time away from responsible users and results in longer delays in helping them. 

It is essential that the activities of students be supervised. Students must be provided with clear guidelines for 

proper use of the internet, including they should never accept any software download from the internet without 

specific authorization from the Student Technical Support team. The Student Technical Support team can also 

provide assistance with security settings on your computer and can provide you with separate filtering software 

on request. The hard disk drives of all school computers are completely erased prior to shipment to new 

families, and as a result, school computers do not come with any preinstalled malware or nuisance software. If 

any is found on a computer, it is a result of use by a family.
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APPENDIX 6- Protection of Pupil Rights Amendment (PPRA) Notification

Last Reviewed and Updated: September 1, 2022

This Protection of Pupil Rights Amendment (PPRA) Notification (“PPRA Notice”) may be updated periodically. 

The most current version is always available from the login page of Pearson Online Classroom. Any changes 

will be effective as soon as they are posted in Pearson Online Classroom.

Description of Intent
The School follows a philosophy of continuous improvement and honest, objective data analysis. This 

philosophy requires well-planned and sometimes independent research efforts to determine the effectiveness 

of the School’s programs and strategies. From time to time, the School will collect and analyze student 

performance data and various measures of effectiveness. In addition, families may be asked to participate in 

surveys or focus groups. Such research shall always be undertaken ensuring student privacy is protected and 

in compliance with the PPRA. For example, the names of the student, Learning Coach, and family members 

will not be revealed, and results will only be reported in the aggregate or by subgroupings of sufficient size so 

that anonymity of the participants is safeguarded.

Rights Afforded by the PPRA
The PPRA affords parents/legal guardians of minors certain rights regarding the School’s conduct of surveys, 

collection and use of information for marketing purposes, and conduct of certain physical exams. These rights 

include the following: 

Requirement of parental consent prior to administering any U.S. Department of Education funded
survey, analysis or evaluation that reveals information falling within the below categories ("Protected 
Information Survey"):

» Political affiliations or beliefs of the student or student’s parent
» Mental or psychological problems of the student or student’s family
» Sex behavior or attitudes
» Illegal, antisocial, self-incriminating, or demeaning behavior
» Critical appraisals of others with whom respondents have close family relationships
» Legally recognized privileged relationships, such as with lawyers, doctors, or clergy
» Religious practices, affiliations, or beliefs of the student or parents
» Income, other than as required by law to determine program eligibility.

The right to receive notice and an opportunity to opt a student out of the following:
» Any other Protected Information Survey, regardless of funding
» Any non-emergency, invasive physical exam or screening required as a condition of 

attendance, and not necessary to protect the immediate health and safety of a student, 
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except for hearing, vision, or scoliosis screenings, or any physical exam or screening 
permitted or required under state law

» Activities involving collection, disclosure, or use of personal information obtained from 
students for marketing or to sell or otherwise distribute the information to others

The right to inspect, upon request and before administration or use, of the following:
» Protected Information Surveys of students;
» Instruments used to collect personal information from students for any of the above 

marketing, sales, or other distribution purposes
» Instructional material used as part of the educational curriculum.

These rights transfer from the parents or legal guardians to the student if they are eighteen (18) years old or an 

emancipated minor under state law or by court order.

Notification Procedures
The School will work to develop and adopt policies regarding these rights in consultation with parents/legal 

guardians. The School will arrange to protect student privacy in the administration of Protected Information 

Surveys and the collection, disclosure, or use of personal information for marketing, sales, or other distribution 

purposes. 

The School will directly notify parents of these policies annually in this PPRA Notice or after any substantive 

changes. The School will also directly notify by U.S. mail, e-mail, or other reasonably available method 

parents/legal guardians of students who are scheduled to participate in the specific activities or surveys 

described in this PPRA Notice and will provide an opportunity for the parent(s) or legal guardians to opt 

students out of participation of the specific activity or survey.

The School will make this notification to parents near the beginning of the school year if it has identified the 

specific or approximate dates of the activities or surveys at that time. For surveys and activities scheduled after 

the school year starts, parents/legal guardians will be provided reasonable notification of the planned activities 

and surveys covered by the PPRA and will be provided an opportunity to opt their students out of such 

activities and surveys. Parents or legal guardians will also be provided an opportunity to review any pertinent 

surveys. The following is a list of the specific activities and surveys covered under this requirement:

Collection, disclosure, or use of personal information for marketing, sales or other distribution
Administration of any Protected Information Survey funded in whole or in part by the U.S. 
Department of Education
Any nonemergency, invasive physical examination, or screening as described above in the Rights 
Afforded by the PPRA.

Reporting a Violation
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Parents, legal guardians, students eighteen (18) years or older, or emancipated minors who believe their rights 

have been violated may file a complaint to the following:

Family Policy Compliance Office
U.S. Department of Education
400 Maryland Avenue, SW
Washington, D.C. 20202-5901
Phone: 202-260-3887

Pennwood Cyber Charter School

689



89 

APPENDIX 7- Centralized Support Services
In addition to the staff located at the school, students and Learning Coaches have access to a centralized 

support center provided through Pennwood’s relationship with Pearson Virtual Schools. School Help, within 

Pearson Online Classroom, also provides families with support and guidance outside of the Support Services 

business hours for live assistance. 

Enrollment Services
Call 800-382-6010 or send a WebMail message to your state’s “Enrollment Team” (Located under Enrollment 

in the WebMail address book) for questions related to the enrollment process, documents, or forms.

Academic Placement Services
Call 800-382-6010 or send a WebMail message to the appropriate school specific “Academic Placement

Advisor” option (located under “Placement” in the WebMail address book) for problems or questions related to 

student course placement during the enrollment process. Once the student is enrolled and progressing through 

their courses, placement questions should be addressed to school staff.

Technical Support
Call 800-382-6010 and choose Option 5 or send a WebMail message to “Technical Support” for problems 

related to using Pearson Online Classroom and for hardware and software issues on School provided 

computer equipment. 

General Information
Call 800-382-6010 and choose Option 3 or send a WebMail message to “General Information” (located under 

Parent and Student Services in the WebMail address book). General Information can be used to inquire about 

general questions, shipping, and nontechnical issues that are not covered by Enrollment, Placement, or 

Technical Support.

Parent and Student Services
The WebMail message addresses located under Parent and Student Services in the address book help make 

the connection between the home and school. They include services for Learning Coaches, as well as 

students, from addressing the needs of selected groups of students to changing student information. All other 

types of questions should be directed to the school staff.
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Pennwood Cyber Charter School
Handbook Supplement
DRAFT

This Supplement provides school-specific information in addition to the general policies documented in the 
School Handbook. Because this Supplement does not constitute the full set of policies related to the School, 
please be sure to read the School Handbook along with this Supplement. Both these documents may be 
updated during the year as needed. If there are any discrepancies between this Handbook Supplement and
the School Handbook, the policies in this Supplement override policies in the School Handbook and are the 
binding policies that should be followed.

800-382-6010   
© Pearson Virtual Schools. All rights reserved.
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3.4.1 The Pennwood Cyber Charter School Calendar

3.4.2 Required Instructional Hours

Students will attend school for 195 days, for a total of 975 or 1,170 hours annually based on grade level.

» Grades K – 5 = 975 hours (25 hours per week, recommended 5 hours per day)

» Grades 6 – 12 = 1,170 hours (28 hours per week, recommended 5-6 hours per day)

These are the minimum hours required by the state and students are responsible for mastering all material, 

which may require additional time.
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3.5 Enrollment, Withdrawal, and Transfers
Pennwood Cyber Charter School does not discriminate nor inquire into a student’s immigration status. All 

enrollment decisions are made in accordance with applicable Pennsylvania and federal law.

Students must be immunized in accordance with state law prior to enrollment in Pennwood Cyber Charter 

School. If a student does not provide immunization records to the School within five (5) days of enrollment, the 

student will not be permitted to participate in any school activities, such as field trips. If a student transfers to 

the School after the first day of the school year, they have thirty (30) days to produce the required 

immunization documentation.

Maximum Age to Enroll
The maximum enrollment age of a student is determined by state law. In Pennsylvania, all students must 

be twenty-one (21) on or before July 1st. Maximum age limits also apply to students who choose to re-

enroll. For more information regarding the maximum enrollment age, please contact the School.

Enrollment of Students Suspended or Expelled from another School

Students who are currently under suspension from another school are permitted to enroll at Pennwood Cyber 

Charter School. However, the student must submit their disciplinary record to be eligible to attend field trips, 

school events, etc. Based on that disciplinary record, the CEO will determine if attendance at these events is 

permitted. 

Students who have been expelled from another school may only enroll in Pennwood Cyber Charter School if 

the CEO and Superintendent of the District of Residence agree to the enrollment. Failure to disclose a prior 

expulsion may result in an immediate removal from Pennwood Cyber Charter School.

3.5.2 Kindergarten and First Grade Admissions Policy
Entry Age for Kindergarten Students and Beginners 
For students in Kindergarten, the School will enroll students who meet the admission age that is determined by 

their resident school district. 

Pennwood Cyber Charter School will follow 24 P.S. § 13-1304 Admission of beginners, which states, 

“Admission shall be limited to beginners who have attained the age of five years and seven months before the 

first day of September if they are to be admitted in the fall, and to those who have attained the age of five years 

and seven months before the first day of February if they are to be admitted at the beginning of the second 

semester.”
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3.5.3 Enrollment after the Start of the School Year 
Students may enroll at Pennwood Cyber Charter School at any time of the year. The enrollment team will 

guide families through the enrollment process to include verifying records, recommending placement, and 

answering questions about the program requirements. Families enrolling mid-year or mid-semester are subject 

to all the same enrollment requirements as families that enroll prior to the start of the school year or semester. 

To contact the enrollment team, call 1-800-382-6010. 

Additional Information for High School 
High school students entering mid-year or mid-semester are encouraged to submit report cards, progress 

reports and/or teacher notes from their previous school as part of the enrollment process. School teachers 

review the student’s work and progress up to that point in the semester and enter an equivalent grade into the 

School grade book that represents the student’s content mastery. That grade will be averaged with the School 

grades earned in that same semester.

3.5.4 Dual Enrollment in another K-12 Program
Because the School is a full-time program, students may not be concurrently enrolled in another public school 

on a full- or part-time basis. However, as provided by law, students may participate in extracurricular activities 

with their District of Residence if they are not offered by the School.

In certain, special circumstances, it may be possible for a student to participate in an activity at another local 

school within the parameters described below. Seeking such permission should be initiated after the start of 

the school year.

To make these arrangements, Caretakers must obtain the Request for Local School Activities form from the 

Virtual Library. The form outlines the activity, lists contact information, and indicates that the cooperating CEO

agrees to: 1) not claim or collect any state, local, or federal funding for the student, and 2) assume all liability 

for that student while on the school grounds. Once the form is completed and signed, the Caretaker should 

present it to the CEO, or a designee, who will ensure that the student is in good standing and call the local 

school and make a final approval decision.

Violations of this policy may be grounds for disciplinary action. 

3.6.3 Mandatory Testing
Students attending Pennwood will be administered the Pennsylvania System of School Assessment (PSSA) or 

Pennsylvania Alternate System of Assessment (PASA), and Keystone Exams, as required by the 

Commonwealth of Pennsylvania.

PSSA is a standards-based criterion-referenced assessment used to measure a student's attainment of 
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academic standards while also determining the degree to which school programs enable students to attain 

proficiency of the standards. Every Pennsylvania student in grades 3 through 8 is assessed in English 

Language Arts and Math. Every Pennsylvania student in grades 4 and 8 is also assessed in Science. 

The Keystone Exams are end-of-course assessments designed to assess proficiency in the subject areas of 

Algebra I, Literature, and Biology. The exams include items written to the Assessment Anchors/Eligible 

Content aligned to the Pennsylvania Academic Standards in Mathematics and English Language Arts and to 

the enhanced Pennsylvania Academic Standards for Science.

All public-school students, by their 11th grade year, must complete and score Proficient or Advanced on 

Keystone Assessments in Algebra 1, Biology 1, and English Literature or complete a Project Based 

Assessment in all 3 subjects. PSSA, PASA, and Keystone Tests are administered at locations across the state 

during the testing windows. These site locations are determined by the school’s population. Families will be 

required to take their students to these locations to complete all mandatory testing.  

If you fail to participate in any of the state mandated tests, you will be considered truant for those testing days

and may be subject to fines. Note: More specific information about the administration of the tests will be sent to 

families via WebMail after the start of the school year, including specific locations and times.

The PASA is used to evaluate the performance of students who are unable to participate in the general state 

assessment (i.e., the PSSA and Keystone Exams) even with accommodations.

PSSA Exam Dates. The PSSA exams will be given according to the calendar determined by the Department 

of Education; generally, in April and May. PASA will be given on the same dates or pursuant to a student’s IEP. 

Keystone Exam Dates. All students who have completed courses for which a Keystone Exam is assigned 

must take the corresponding Keystone Exam. 

Spring testing is generally offered in May.

4 Attendance
Compulsory School Attendance
Pennsylvania state law requires a child aged six (6) to eighteen (18) years of age to attend school during the 

entire school year, except under limited circumstances provided by law. 

4.2 Marking and Verifying Attendance
Pennwood is required to record student attendance in the same way as traditional public schools. The 

Learning Coach is responsible for documenting student attendance in Pearson Online Classroom and is 
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Complete Defined School Year – Regardless of the number of hours of schooling a student may 
complete prior to the last day of the school year (as defined in the school year calendar in this 
Supplement), students are required to meet the weekly required instructional hours up to and 
including the last day of the school year.
Vacations or Days Off: Students are allocated “vacation” days based on the number of weekdays in 
the school calendar that are marked as non-school days/holidays/vacation. For example, a student 
may choose to work on Presidents’ Day, but then take the following Monday off. The Attendance 
Department would record attendance on Presidents’ Day, as though it were a regular school day, 
and then mark the following Monday off as “V” for vacation. Whenever a student wishes to take a 
regular school day as a vacation day (that is, will not be completing any educational activities), the 
Learning Coach or Caretaker should seek approval by completing the Vacation section in the 
Attendance Excuse Data View.

Regularly scheduled school holidays will automatically be recorded as vacation days in Pearson Online 

Classroom.

Students who start after the beginning of the school year will not be permitted to take vacation time for any 

school holiday or vacation days that occurred prior to their start date. For example, if a student starts school 

September 5 but school officially started August 14, the student is not entitled to use Labor Day as a vacation 

day but is still entitled to all vacation days that are scheduled after their official start date. If a student has used 

their allotment of vacation days, any scheduled school day on which no educational activities are completed 

(i.e., no hours are recorded) will be treated as an unexcused absence unless a written note is provided with a 

reason that is permitted in the School Handbook or pursuant to a medical provider’s note if Student is absent 

for more than three consecutive days. If that student can meet the weekly recommended hours on the days in 

which they do work, then the zero-hour day will not adversely affect the student’s attendance percentage. If the 

lessons are not made up during that same week, however, the student will be considered absent.

Educational Trips – If a student is participating in an educational trip, the Caretaker or Learning 
Coach must submit a request to the school by completing the Educational Leave Form found in the 
Attendance Excuse Data View. The completed Educational Leave form must be submitted to the 
Attendance Department at least two (2) weeks prior to the planned trip. The leave must be approved 
by School Administration. Learning Coaches and/or Caretakers should communicate with teachers 
about adjusted work completion goals.

School Responsibilities

Monitor and Review Attendance Records – The School will monitor and review attendance 
records on a weekly basis, including identifying and recording excused absences and unexcused 
absences.  
Maintaining the Integrity of the Attendance Data – The attendance system prohibits further 
editing of attendance data at certain points. Any requests for adjustments to the previously verified 
records must be submitted to the school in writing for review, approval and adjustment.
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Official Attendance Record – The Pearson Online Classroom attendance system is the record of student 

attendance.  It is, however, one of many sources used to determine if a student is meeting the minimum 

program requirements. If it has been determined that a student has not completed enough work or that certain 

other program requirements have not been fulfilled, further sanctions may occur (see Truancy section for 

details). Simply completing lessons will not keep a student’s alarm status “On-Track”. If a student regularly 

does not complete enough work to remain “On Track”, despite repeated assistance and intervention from the 

school, then the student may accumulate unexcused absences, which may result in truancy procedures. .

4.3 Attendance Status and Escalation Systems
Enrolled students are always in one of four escalation statuses:

1. On-Track
2. Approaching Alarm
3. Alarm
4. Exempt (rare)

Escalation status is based on several criteria, as outlined in the School Handbook, and is a combination of 

measures that indicate if a student is demonstrating adequate participation and therefore attendance in the 

program. This not only includes the actual attendance, but also lesson and assignment completion rates, and 

amount of communication with the teacher. Therefore, if a student’s work completion rates are not on track or if 

he/ she fails to communicate on a regular basis with the teacher, he/ she will be placed into an escalated 

(Approaching Alarm or Alarm) status. It is important to recognize that just marking proper attendance will not 

keep a student’s escalation status On-Track.

When a student is in the Approaching Alarm status, he/ she is in danger of disciplinary actions and truancy 

proceedings. The school will work with the family to help get the student’s attendance back on track through 

the use of a Student Attendance Improvement Conference (SAIC). If these efforts fail, the student will be 

escalated to the Alarm status which could quickly lead to the student being referred to a local truancy 

mitigation program or being fined under the state’s compulsory attendance law. 

Very rarely, none of the first three escalation statuses will be appropriate for a student. The student will be 

placed in “Exempt” status and escalation will not apply; however, all program requirements will still be 

applicable.

4.4 Truancy
To maximize student learning, regular attendance is imperative. The Pennwood program offers a great deal of 

flexibility surrounding how many hours students spend each day on schoolwork and on what days of the week 

they complete schoolwork. Caretakers are legally responsible for ensuring that their students are participating 

fully in school, even if they have designated another individual as their student’s Learning Coach. The 
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High school students on an accelerated pace will move from 9th grade directly to 11th grade upon successful 

completion of English 10 over the summer directly following their freshman year.

In certain situations, the counselor, in consultation with the student, Learning Coach, and/or school 

administrator, may adjust the student’s grade to match the student’s current academic needs most 

appropriately.

Graduation and Diploma Requirements
To be eligible to graduate and receive a diploma from the School, a student must meet all the following 

requirements:

Complete the 21 credits required by the PDE in specific area and subject as outlined herein 
Be enrolled during the semester immediately prior to graduation, and not be full-time enrolled in any 
other school 
Earn a minimum of 25% of the courses required for graduation at Pennwood
Meet the requirements of one (1) of the five (5) state high school graduation pathways:
1. Keystone Proficiency

2. Keystone Composite

3. Career and Technical Education (CTE) Concentrator

4. Alternative Assessment

5. Evidence Based Assessment 

A student may finish school during the school term in which they turn twenty-one (21) years old.

Early Graduation
At the close of the second semester, the CEO, school counselor, and other staff will review each senior’s 

records to ensure that these students have completed all graduation requirements. The CEO will then initiate 

the “withdrawal for graduation” process in Pearson Online Classroom for those students who have completed 

all requirements. Students who have completed all graduation requirements at any time prior to the end of the 

second semester of their senior year may request early graduation by contacting the CEO, or their designee.

The CEO and other appropriate school staff will then review the students’ records to ensure that all graduation 

requirements have been met. After the CEO grants approval for early graduation, they will initiate the 

“withdrawal for graduation” process. This includes marking the student’s transcript to indicate graduate status. 

Once the student has graduated, the student will no longer be enrolled in Pennwood and will not have access 

to Pearson Online Classroom.

Unofficial transcripts will be available to students via Pearson Online Classroom as long as the student is 

enrolled in the School, and official transcripts will be available at any time by contacting the School. Early 

graduates will receive their diplomas at the end of the second semester, when the rest of the graduating class 
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compare students within the same grade level. The class rank is not included on the student’s official high 

school transcript. 

Release of High School Educational Records
Pennwood will provide educational records, including official high school transcripts, class rank, test scores, 

and letters of recommendation to third parties such as post-secondary institutions, scholarship committees, 

and/or potential employers. However, these documents will only be provided with prior written approval from 

the student’s Caretaker, or from the student if they are 18 years or older or an emancipated minor.  

To ensure that application deadlines are successfully met, the school requires advance notice of at least 10 
working days for requests to provide educational records to students, Caretakers, and/or third parties. We 

require 30 days’ notice for letters of recommendation. Note: Class rank is only calculated twice a year. 

Requests for records should be made using the Authorization for Release of Educational Records Form

available in the Virtual Library. 

Prerequisites 
Students must meet all course prerequisite requirements prior to registering in them. Prerequisites are listed 

by each course’s overview in the course catalog. Semesters A and B of a course cannot be taken concurrently 

(during the same semester).

Duplicate Coursework: Repeating a Course
Students may repeat a course to improve their grade. Only the higher of the two grades will be included in the 

GPA. Credit will be awarded only once, for the higher of the grades. Both courses and both grades will show 

on the transcript.

Schedule Changes
Students may request changes to their schedules within the first six weeks of enrollment or within the first six 

weeks of the semester. To add or drop a course, a Caretaker must make a request to the school counselor. 

Transcripts
To request an official copy of a transcript, families must complete a Transcript Request Form (located in the 

Virtual Library) and submit it to the CEO, or their designee for approval and processing. Official transcripts are 

generated at the school and have official school signatures, raised seals, and are sent in a sealed envelope. 

Caretakers can view a copy of the transcript through the Pearson Online Classroom at any time.
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Credit from other Schools
As part of the enrollment process, families submit their students’ most recent report cards and/or transcripts. 

Counselors analyze previously earned credits and determine which credits will transfer to the School. The 

school counselor may require complete unofficial transcripts or complete end-of-year report cards before 

approving a student’s grade level and course selection. Official transcripts are required within the first 30 days 

of school for final credit transfer approval and for final course approval. Upon graduation or withdrawal, the 

School transcript will display both the credits earned at Pennwood as well as any transfer credits.  

Credit for Coursework Completed in a Home School Program
Prior homeschooled students may have high school credits transferred when reviewed by their sending school 

district’s certified teacher and approved on school letterhead.

High School Courses Taken in Middle School 
Students may earn high school credit for high school level courses taken during the middle school years. A

middle school course for which high school credit is granted must cover the same content as the equivalent 

high school course and must be approved by the school counselor in advance. Students must have approval of 

the School to pursue this opportunity. Check with the school counselor for more specific information. 

Credit for Other Experiences
Many students are involved in activities outside their school experiences, such as: music, dance, and art 

lessons, foreign language instruction, and participation on athletic teams.  While Pennwood recognizes the 

value of these activities, they cannot be used to earn high school credit. 

Independent Study
Independent Study is a school-approved, student-centered, alternative method of learning that allows a student 

to earn regular education course credit while working on a standards-based, curriculum-aligned, independent 

project. Students work independently under the supervision of a certified teacher following a plan created 

jointly by the student, the Caretaker, and the teacher. Students who wish to earn credit for an Independent 

Study project must complete an application and have the approval of the teacher, school counselor, and CEO, 

or their designee in advance.

Students Driving to Sanctioned Events
The School highly recommends to Caretakers that students not be permitted to drive unaccompanied to 

School sanctioned events (“event(s)”). Preferred options include having Caretakers or designated adults drive 

and supervise students, or having students use public transportation options. However, under certain 

circumstances students may need or wish to drive to an event without supervision from an adult. To be able to 

drive unaccompanied to a School sanctioned event, students must meet the following guidelines: 
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Must be 16 years of age.
Must possess a valid driver’s license. 
Must use a currently registered, inspected, and insured vehicle.
Must be a student in good standing, with good attendance, and with no disciplinary actions noted in 
the student’s file

In addition, it is the responsibility of the student who attends an event without a Caretaker or designated adult 

to do the following:

Document parental permission to drive to events for the current school year by submitting a 
completed and signed Sanctioned Event Student Driving and Attendance Authorization to the School 
(form available from the Caretaker’s DataView). 
Obey all time schedules.
Obey all school rules including maintaining acceptable attendance and disciplinary standards. If a 
student arrives late, privileges may be revoked.
Adhere to school rules and procedures for events.

Under no circumstances shall the school be responsible for students who make their own personal travel 

arrangements and/or are not accompanied by an adult. The conduct of unaccompanied student drivers at 

events shall remain the responsibility of their parents/ legal guardians. If a student driving to or from an event is 

involved in an accident, Pennwood shall not be liable for any injuries or damage; all liability rests with the 

student, his/her parents/ legal guardians and/or any insurance maintained by the parents/ legal guardians 

and/or the student.

Under no circumstances shall students drive other students to an event. If a student nevertheless permits 

another student or students to ride with him/her, the School shall not be liable for any injuries or damage to any 

parties. The student, the student’s parents/ legal guardians and/or any insurance maintained by the parents/ 

legal guardians and/or the student, will be responsible for all injuries and/or any damage that may occur. 

Even if a parent/ legal guardian does grant permission for a student to drive unaccompanied, it is important to 

note that driving a car to an event is a privilege for a student and not a right, and such privileges may be 

denied or revoked by the school at any time. Safe driving practices must be always adhered to. Students who 

endanger other drivers, individuals, pedestrians, or property, and/or do not follow state laws or School rules 

and/or procedures for events, may have their permission to drive unaccompanied to School events revoked by 

the school. Furthermore, students may be reported to the police for further action.  

7 Services for Special Populations
7.1 Individuals with Disabilities Education Act (IDEA) Eligible Students

Enrollment Requirements
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All Caretakers who indicate their students have special needs are asked to submit a copy of the student’s most 

recent Individualized Education Program (IEP) as soon as possible after the enrollment process is complete. It 

is important that the IEP is current and complete, and that all educational assessments and evaluation reports 

that support the IEP are also submitted. Enrollment will not be delayed; School staff will work with families and 

with the student’s prior school to obtain copies of necessary documents.

All documents are reviewed by the Director of Special Education, the student’s IEP annual review date is 

noted, and an IEP meeting will be scheduled, if necessary. Comparable lessons will be provided by Pennwood 

through a student’s existing agreed upon IEP until a formal IEP Meeting is held to accept or to revise the 

existing IEP. At the start of school, a member of the special education staff will contact the family to discuss 

specific student needs or to clarify information. 

During the School Year
At the beginning of the school year, the School’s IEP team ensures that teachers of students with IEPs have 

access to each student’s IEP. The teachers are made aware of each student’s special learning needs and 

required accommodations. Teachers are also given guidance on how to make the necessary program 

accommodations and modifications.

Conducting IEP Meetings
The School’s IEP team, including a special education teacher, plans for and schedules all annual reviews and 

other IEP-related meetings. The School’s team contacts families and establishes mutually agreeable meeting 

times to enable full participation by Parents and Students in the IEP process pursuant to the IDEA. Typically,

IEP Team meetings are held in a virtual LiveLesson classroom and on a conference line and occur in 

compliance with all state and federal laws.

Special Education and Related Services
Due to the virtual nature of the school, special education programing, including all supports and services are 

initially provided virtually over the Internet with real-time conferencing software pursuant to Least Restrictive 

Environment requirements, unless a student’s existing IEP states otherwise or an evaluation or re-evaluation 

by the School Team indicates otherwise. Pennwood Cyber Charter School remains the Student's LEA even if 

student's program and placement are with a third party IU, APS or private school. The School will provide a 

continuum of special education and related services that may include alternative placements as the one of the 

most restrictive environments.

Child Find
Pennwood has established Board-adopted policies and developed procedures for School administration and 

staff to identify, locate, and evaluate all children who need special education programs and services.  Child 

Find refers to activities undertaken by the school to identify, locate, and evaluate enrolled children who are 
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suspected of having disabilities, regardless of the severity of their disability, and determine the child’s need for 

special education or a Section 504 Plan.  The purpose is to locate these children so that a free appropriate 

public education (FAPE) can be made available.

The School’s Director of Special Education will serve as the Child Find Coordinator and will provide Child Find 

information and public awareness outreach to school staff, Caretakers, local organizations and agencies. 

School staff will receive information on analyzing universal screening results (from formative assessments) to 

identify students in need of instructional interventions and, potentially, special education evaluation. Students 

in need of intervention may also progress through the School’s Multi-Tiered System of Supports/Response to 

Intervention and Instruction (MTSS/RtII). Staff training will include how to facilitate requests from Caretakers for 

evaluation.

Pennwood conducts systematic screening activities that lead to the identification, location and evaluation of 

enrolled children with disabilities.  Identification activities are performed to find a child who is suspected of 

having a disability that would interfere with their learning unless special education programs and services are 

made available. 

The School’s MTSS/RtII framework helps teachers identify students in need of intervention who may 
not be meeting appropriate educational benchmarks.  
The screening activities include:

» review of test data including statewide assessment results
» review of academic progress
» hearing and vision screening
» assessment of student’s academic functioning
» observation of the student displaying difficulty in behavior
» teacher and learning coach observations
» determining the student’s response to attempted remediation

Pennwood Cyber Charter School’s statement about Child Find is accessible to the general public. The 

statement is located on the general school public website and is communicated through banner messages 

on Caretaker homepages within Pearson Online Classroom. In addition, all families enrolled in Pennwood 

receive Child Find information within the school newsletter, published on a semester basis. A link to the 

Pennsylvania Parent Guide to Special Education for School-Age Children is also provided in all locations.

Student Support Team
The Student Support Team (SST) at Pennwood is comprised of school administrators, general and special 

education teachers and staff, school counselors as needed and parents when appropriate. The team meets 

regularly to discuss the progress of students who are demonstrating difficulties with the School curriculum. Any 

academic, behavioral, social, emotional or adaptive difficulties have been documented by the student’s teacher 

in Pearson Online Classroom and are related to the student’s performance, progress, participation, and/or 
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attendance.  

Teachers follow the SST referral process as they refer students for discussion. The team meets to:

review student academic and/or behavioral difficulties, 
accommodations and modifications that have been implemented, 
attempted differentiation by the teacher of the content area of concern
progress or regression noted by the teacher, and
other relevant information. 

After a thorough discussion, the SST members will offer suggestions, and will provide the teacher and 

Learning Coach with varying intervention strategies to implement with the student. An intervention strategy is 

planned, and systematic data collection by the School staff is implemented to resolve the issues. At 

subsequent follow-up meetings, the team discusses which strategies were implemented by the teacher and 

Learning Coach, how those strategies worked, how the student is currently performing, and if other strategies 

need to be explored or implemented. 

If members of the team determine those multiple strategies yielded no positive results, they will escalate their 

concerns to their managers and/or the special education team, as appropriate. Parents are also informed of 

academic concerns. The SST may also elect to escalate the student’s warning status to the next level, thus 

informing the Caretaker and school administrator of the concerns. When appropriate, the SST will refer the 

student for a special education evaluation and may do so at any point in the process.

Special Education: Educational Records Confidentiality
Pennwood recognizes the need to protect the confidentiality of personally identifiable information in the 

education records of eligible children. The policy stated below has been prepared to ensure the privacy rights 

of both the Caretakers and an eligible child in the collection, maintenance, release and destruction of these 

records. This policy incorporates provisions from the Regulations of the State Board of Education on Pupil 

Records (PA Code 22, Ch. 12), the Family Educational Rights and Privacy Act of 1974 (“FERPA”), the 

Confidentiality Section of the Individuals with Disabilities Education Act (“IDEA”), and the Confidentiality 

Section of PA Special Education Regulations and Standards.

Information in this policy will be reviewed and updated as necessary.

Destruction – means physical destruction or permanent expungement of personally identifying data from a 

student’s educational record so the information in those records is no longer personally identifiable.

Directory Information for more information please refer to the Board's Annual FERPA Notice on school 

website and at main office.
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Education Record/Records – means those records which are directly related to an exceptional student and 

are maintained by the School. This includes records for a student who is currently, or who in the past received, 

special education and related services from Pennwood. Records include permission to evaluate, evaluation 

reports, IEP, Section 504, notice of recommended education placement, progress reports, etc.  (Personal 

notes of instructional, supervisor, or administrative personnel are not considered to be part of education 

records.)

Personally Identifiable Information (PII) – includes data or information that identifies a student or a student’s 

family members, including but not limited to, name, address, telephone, personal identifier such as student 

number or social security number or by a list of characteristics or other information that, alone or in 

combination, is linked or linkable to a specific student that could be identified with reasonable certainty.

Release – the giving of access to or the allowance of inspection, transfer, disclosure, or communication of any 

portion of a student’s education records which includes in it personally identifiable information; the term also 

means release to any person by any means.

Student – means exceptional school age pupil or preschool pupil (eligible young child) with respect to whom 

an educational agency maintains education records.

Parent – includes a parent, guardian, or a surrogate parent who acts as a parent in the absence of a parent or 

guardian. Unless there is a state law or court order which provides to the contrary, the School may presume 

that the parent has the authority to exercise the right inherent in the Family Educational Rights and Privacy Act 

of 1974 (FERPA).

Eligible student – a student who has attained eighteen (18) years of age or is attending an institution of post-

secondary education.

Authorized school official – means an administrator, supervisor, or instructor who has a legitimate 

educational interest in the student’s education.

Education Records
An education record shall be maintained for each child receiving special education services from the School at 

the following locations:

A special education file shall be maintained in the Student File Room at the School. This file shall be 
considered the complete special education file.
A permanent record shall be maintained for each current child and stored on the school site.
A health record for each currently enrolled student will be kept in a locked cabinet.
A copy of the special education file, permanent file, and health file will be stored in the Records 
Room for students who are no longer enrolled in the school.
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Transferring Files to Other Districts
When files are transferred to other schools, the file will be sent to the requesting district after a copy is made 

and stored in the School’s Records Room. The School will notify parents when a request has been made by 

another school district for a copy of their child’s file.

Viewing Files
A Caretaker has the right to review the files of their child. The parent may also request and receive the 

following:

An explanation of information in the student’s education records.
A copy of all or part of the student’s education record (the cost of which will not exceed the costs of 
duplication).
A list of the types and location of the student’s education record collected, maintained, or utilized by 
the LEA.

Student Access Rights
When a student is eighteen (18) years of age or attending a post-secondary education institution, the right 

accorded to, and consent required of a student’s parent/guardian by law will only be accorded to and required 

of the student.

Parental Access Rights
A Caretaker, eligible student, or designated representative shall have access to the student’s education 

records within forty-five (45) days of receipt of written request to inspect, review or copy education records. 

The school may charge a fee for copying education records.

A Caretaker also has the right to request and receive the following:

An explanation of information in the student’s education records.
A copy of all or part of the student’s education record. If copies are to be released to anyone other 
than the Caretaker, the Consent to Release Information form must be completed by the Caretaker.
A list of the types and location of the student’s education record collected, maintained, or utilized by 
the LEA.

Accessing Records
Pennwood Cyber Charter School will maintain a record indicating the names of those persons who have 

obtained access, the date of access, and the purpose of access. Administrators, teachers, instructional aides 

and the administrative assistant are authorized to have access to personally identifiable information.

The Caretaker has the right to inspect the access record of their child’s records.
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Maintenance Records
The Director of Special Education shall be responsible for ensuring that the education records, confidentiality 

rules, and education records policy for eligible young children are enforced and administered. This official will:

Annually notify parents/guardians and eligible students of this policy, its procedures, and their rights.
The notification shall be in their primary language unless it is not feasible to do so.

It is the responsibility of the CEO, or their designee to:

Develop a system of safeguards which will protect the confidentiality of personally identifiable 
information at the point of collection, storage, release and destruction.
Be responsible for ensuring that all school faculty and subcontracted agency staff, who collect or use 
personally identifiable information, receive in-service training regarding the implementation of this 
policy. In-servicing shall consist of providing, at the least, yearly presentation of the information to 
staff and subcontractors.

Destruction
Pennwood Cyber Charter School will not destroy any part of an education record or personally identifiable 

information necessary for the education of a student who is enrolled or has been enrolled in the school.

Release of Information
To protect the rights of the student and their parents/guardians against infringement of privacy, 

misinterpretation of data, inappropriate use, the School will obtain the written consent of the student’s 

Caretaker or the eligible student prior to disclosing personally identifiable information from the education 

records of a student, other than directory information, except when prior consent for disclosure is not required 

by law. Consent will be obtained using the Consent of Release Information form.

Prior consent for release of such information is not required when disclosure is:

To authorized school official or subcontracted agencies have a legitimate educational interest (a 
legitimate educational interest for an authorized school official means that this official will have 
administrative, supervisory, or instructional duties with regard to the student’s education program.)
To officials of another school or school system in which the student is enrolled or intends to enroll.
Records will not be released without notifying the parents/guardians. To authorized representatives 
of the Comptroller General of the United States, the Secretary, or state and local educational 
agencies.
To state and local officials or authorities, if a state statute adopted before November 19, 1974, 
specifically requires disclosures to those official and authorities.
To comply with judicial order or lawfully issued subpoena, provided the School makes a reasonable 
effort to notify the Caretaker of the student or the eligible student of the order or subpoena in 
advance of compliance.
To organizations conducting studies for, or on behalf of, education agencies or institutions provided 
such organization have received approval from the School Board of Trustees.
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To a Caretaker of a dependent student, as defined in section 152 of the Internal Revenue Code of 
1954.
In connection with a health or safety emergency, only if knowledge of the information is necessary to 
protect the health or safety of the student or other individuals.

Written consent will be obtained prior to release of personally identifiable information to any party not 

mentioned above. Prior to requesting consent, the School will provide the Caretaker or eligible student in 

writing with the following:

A general description of the information or record to be released.
The form of the release.
The reason the release was requested.
The party or agency to which the information will be released.

Whenever the student’s school District of Residence, Intermediate Unit, or the Department of Education 

requests the release of information, a charter school must comply with the request within ten (10) days of 

receiving the request.

When a school district in which the student is enrolled or intends to enroll requests the release of information, 

the School will comply with the request within ten (10) days of receiving the request.

Parental Request for the Amendment of Records
A Caretaker has the right to request that the School amend information contained in education records 

collected, maintained, or used by the School if she/he believes it to be inaccurate, misleading or in violation of 

the privacy or other rights of the student.

After a request for an amendment, the School shall decide whether to amend the disputed information within 

forty-five (45) calendar days after the receipt of the request to amend.

If the School agrees to amend the disputed information, the Caretaker or eligible student shall be notified in 

writing.

If the School decides not to amend the education record in accordance with the request of the Caretaker, the

School shall inform the Caretaker in writing of the refusal, the reason(s) for the refusal, and shall provide 

further notification of their right to request and receive a records review hearing.

The following procedure will be followed when the opportunity for a hearing is actualized:

» The hearing shall be held at a mutually agreed upon time and place within thirty (30) days after the

School receives the request for a hearing from the Caretaker.

» The School shall give written notification to the Caretaker of the date, place, and time of the hearing not 

less than five (5) days in advance of the hearing.
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» The Caretaker shall be afforded a full and fair opportunity to present evidence relevant to the specific 

information and reason(s) for requesting that information be amended and may be represented at their 

own expense by an individual of their choice, including legal counsel.

» The hearing officer shall render a written decision within thirty (30) days of the conclusion of the 

hearing.  This decision shall be based solely on evidence presented at the hearing and include a 

summary of the evidence and reasons for the decision.

» If the decision rendered is to amend the education records(s), the School will inform the Caretaker of 

this in writing.

» If the decision rendered is not to amend the education records, the School shall inform the Caretaker in 

writing of their right to place in the educational records of the student a statement commenting upon the 

information in the educational records and/or setting forth any reason for disagreeing with the decision 

of the School. Parents/guardians will also be informed of their right to request an impartial due process 

hearing.

• This response shall be maintained by the School as part of the educational records of the 

student if the record or contended portion thereof is maintained by the School.

• If the educational records of the student or the contested portion thereof are disclosed to any 

party, the explanation shall also be disclosed to that party.

Special Education: Independent Educational Evaluation
Definition
An independent educational evaluation (IEE) means one or more individual assessment(s), each completed by 

a qualified examiner who is not employed by the School.

Right to an IEE
» A parent has the right to obtain an IEE at the School’s expense if they disagree with an evaluation 

obtained or conducted by the School.  The parent may be asked (but may not be required) to discuss 

their objection to the evaluation obtained by the School, however the parent is entitled to only one IEE 

at the School’s expense for each district evaluation.

» The parent has the right to an IEE at their own expense at any time, and the IEP team must consider 

the results.

» If a parent requests an IEE at public expense, the School must without unnecessary delay, either:

• Initiate a hearing under 34 CFR §300.507 to show that its evaluation is appropriate or,

• Ensure that an IEE is provided at the School’s expense.

Pennwood Cyber Charter School and IEE
Pennwood Cyber Charter School administrators and special education teachers are familiar with the provision 

and procedures for IEE.  Any inquiry from a parent requesting an IEE is directed to the Director of Special 

Education. All evaluation reports, including IEEs obtained by the parent at their expense, are discussed and 
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reviewed at a Multi-Disciplinary Team (MDT) meeting that includes the parents and all pertinent school 

personnel. The results of the evaluation are discussed and considered by the MDT and a decision is made as 

to what role they will play in further educational program planning.

7.2 Rehabilitation Act of 1973: Section 504 Eligible Students

Enrollment Requirements
Caretakers of students with a Section 504 Plan seeking to enroll in the School are asked to submit a copy of

the Section 504 Plan during the enrollment and academic placement process but enrollment of the student 

does not consider that a student has a Section 504 Plan or if Caretaker is able to produce a copy of the Plan or 

not.  

When a student enters the school with a Section 504 Plan developed by a prior school, the School will review 

the Plan and supporting documentation and comply with Section 504 and also determine when a Section 504 

Plan Meeting needs to held for any/all revisions.

During the School Year
At the beginning of the school year, the 504 Coordinator ensures that teachers have access to a student’s 504 

Plan. The teachers are made aware of each student’s special learning needs and are given guidance on how 

to make the necessary program accommodations.

Students who have Section 504 plans will participate in the regular education environment, with the use of 

supplementary aids and services. The regular education teachers (with the support of the Section 504 

Coordinator and/or special education staff) will implement the provisions of Section 504 plans.  A case 

manager will be assigned to notify teachers about the accommodation(s) and to assist with and monitor 

implementation of the Section 504 Plan.  

Teachers will also have access to information about the student's unique needs and suggested 

accommodations and modifications on the student’s home page.

Reevaluation
The School shall establish procedures for periodic reevaluation of students, consistent with the requirements of 

Section 504.  Transitions from primary grades to intermediate grades, elementary school to middle school, and 

middle school to high school are often appropriate times to review and update a student’s Section 504 Plan. 

For students who enter the school with an existing Section 504 Plan, the schedule for the reevaluation will be 

determined by the Section 504 Coordinator based on the following: how recently the plan was developed, the 

appropriateness of the plan for the virtual school setting, changes to the student’s impairment, etc.
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Section 504 Accommodations
According to their Section 504 plans, some students qualify for accommodations and modifications to their 

educational program.  Due to the virtual nature of the school, same are initially provided virtually over the

internet with real-time conferencing software unless the Plan indicates otherwise or a decision is made by the 

School’s Team to implement otherwise.  The 504 Coordinator ensures the implementation in compliance with 

the student’s Section 504 Plan.

New Referrals
Throughout the year, both teachers and Learning Coaches may detect that a student is having difficulties with 

learning, and they may believe there could be a need for accommodations and modifications, supplemental 

aides and services as required under Section 504.  If documented strategies fail, the student will be referred to 

the School’s Student Support Team (SST). This team will meet and suggest additional strategies and 

considerations, and they will also work to gather more information about the student’s learning history and 

profile. They may consult with a member of the special education team and/or Section 504 Committee. If the

recommended strategies are not successful as anticipated, the team (along with the Caretaker) will consider a 

referral to the school’s special education team and/or Section 504 Committee for an initial evaluation. Once the 

team receives the referral, they will begin the process of determining if the student needs evaluations and a 

Section 504 plan.

Federal law requires the School to provide its students, regardless of disability, with an equal opportunity to 

participate in and benefit from the School’s education program. The School is committed to providing its 

students with equal access to its educational program. We provide students with accessibility through 

resources tailored to each student’s individual abilities and needs, including assistive technologies and 

individualized support. 

If your student needs assistance to fully participate in Pennwood’s educational program, please contact the 

School's Special Education Coordinator or 504 Coordinator. You can also obtain 24-hour technical support by 

calling the Accessibility Hotline at 888-639-5960.

7.3 English Learners
All families must complete the Pennsylvania Home Language Survey during the initial enrollment process. 

Students who have indicated any language other than English on the Home Language Survey must be 

administered an assessment using Pennsylvania’s English Learner Identification Procedures to determine 

English fluency within thirty (30) days of enrollment at the beginning of the school year, or within fourteen (14) 

days for students enrolling after the start of the school year.  If a student is identified as an English Learner, the 

School will offer specialized sheltered instruction services to assist the student in becoming fluent in English.

Caretakers will be provided with appropriate forms to either accept or waive these additional services. 
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Students identified as English Learners have access to the same courses as 
all other students, and placement in the most appropriate courses or 
coursework is made in consultation with the teachers, counselors, English 
learning teacher, and administrator, when necessary. 9 Conduct, Due 
Process, Grievance, and Communication
9.1 Dress Code
Students and parents/caretakers are responsible for the dress and grooming of students during the school day 

while engaged in the education program, at school-sponsored activities, or at testing sites.

Approved dress and grooming:

During all in-person student events and LiveLesson sessions, students must wear clothing including 
both a shirt and pants, skirt, shorts, or the equivalent. All students attending field trips/events must 
also wear shoes.
Shirts and dresses must have fabric in the front and on the sides.
Clothing must cover undergarments. 
Fabric covering all private parts must not be see through.
Hoodies must allow the student’s face and ears to be visible to staff.

Not-Approved Dress and Grooming:

Clothing may not depict, advertise, or advocate the use of alcohol, tobacco, marijuana, or other 
controlled substances.
Clothing may not depict pornography, nudity, or sexual acts.
Clothing may not use or depict hate speech targeting groups based on race, ethnicity, gender, 
sexual orientation, gender identity, religious affiliation, political beliefs, or any other protected 
groups.

While participating in school activities, students and parents/Caretakers are responsible for ensuring their 

appearance, attire, and visible background (including others visible during LiveLessons) do not disrupt the

learning environment nor threaten the health, welfare and safety of the student and/or others in the school 

community.

If the student’s attire or grooming threatens the health or safety (e.g., attire that is affiliated with a gang) of any 

person in the school community, then discipline for dress or grooming violations will be consistent with 

discipline policies for similar violations.

9.2 Bullying and Other Forms of Prohibited Behavior
Pennwood Cyber Charter School is committed to providing a safe, positive, productive, and nurturing 

educational environment for all its students, and encourages the promotion of positive interpersonal 
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communications among members of the school community.

Harassment, intimidation, bullying, cyber-bullying, and/or hazing toward any member of the school community, 

whether by or toward any student, staff, Learning Coach, Caretaker, or other third parties, are disruptive to the 

learning environment, are strictly prohibited, and will not be tolerated. Examples of such prohibited behavior 

include, but are not limited to, stalking, intimidating, menacing, coercion, taunting, making threats, and hazing. 

This prohibition includes aggressive behavior; physical, verbal, and/or psychological abuse; and violence within 

a dating relationship. These behaviors are prohibited regardless of whether the target of such behavior are 

members of a legally protected group, such as sex, sexual orientation, race, color, national origin, marital 

status, religion, or disability. For issues related to sexual harassment under Title IX, please see Appendix 
I of this handbook. 

Pennwood Cyber Charter School will comply with the requirements of the state’s Safe2Say Something 

program, convening a group of 3-5 teachers and administrators to ensure proper training and

student/caretaker awareness of the program. 

Prohibited Behaviors in a School Setting
The following definitions are intended to provide guidance in assessing whether a particular behavior is 

prohibited behavior. They are not exhaustive in their scope and are not intended to replace the intuition of the 

individual. When in doubt as to whether a particular behavior is a prohibited behavior, you are urged to rule on 

the side of caution and report your concerns to the appropriate authority, as provided for in this policy.

Harassment - any intentional behavior or course of conduct (whether written, verbal, graphic, or physical) 

directed at another student or students that causes substantial physical and/or emotional distress or harm and 

is sufficiently severe, persistent, and/or pervasive that it creates an intimidating, threatening, abusive and/or 

disruptive educational environment for the other person(s) and serves no legitimate purpose.

Bullying– an intentional course of abusive treatment (whether electronic, written, verbal, or physical) toward 

other students that typically involves the use of force or coercion to affect others, particularly when habitual and 

involving an imbalance of power. It may involve verbal, written or cyber harassment, physical assault or 

coercion and may be directed persistently towards a particular individual.

Cyber-bullying – the use of information and communication technologies, such as, but not limited to, cell 

phone, email, instant messaging, social media websites, Twitter, etc., to support deliberate and hostile 

behavior by an individual or group, that (i) is intended to harm others or (ii) that an objectively reasonable 

person would expect to cause harm to others. Cyber-bullying includes the posting or other transmission of text, 

video, or images that are embarrassing, demeaning, or threatening in nature, regardless of whether the subject 
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of such text, video, or images directed, consented to or otherwise acquiesced in the at issue posting or other 

transmission

Hazing – the use of ritual and other activities involving harassment, bullying, cyber-bullying, intimidation, abuse 

or humiliation for the purpose of initiating a person or persons into a group, regardless of whether such 

person(s) consented to or otherwise acquiesced in the at issue behavior(s) and action(s).

Intimidation – a course of behavior that instills fear or a sense of inadequacy.

Violence within a dating relationship - any behavior by a student exhibited towards that student’s dating 

partner that is an attempt to gain and/or maintain power and/or control over a dating partner through violence, 

threats of violence, and/or physical, verbal, psychological, and/or mental abuse.

Sexting - knowingly using a computer, or any other device capable of electronic data transmission or 

distribution, to transmit or distribute to another minor any photograph or video which depicts nudity and is 

harmful to minors. Knowingly possessing a photograph or video that was transmitted or distributed by another 

minor as described above.

Sexual Harassment – Please see Appendix I: Title IX for specific information on how the School handles 

complaints of sexual harassment. 

The School Administration (and Board, if applicable) will not tolerate any gestures, comments, threats, or 

actions which (i) cause, threaten to cause, or, an objective and reasoned third-party would find was intended to 

cause, bodily harm or personal degradation, or (ii) creates, or an objective and reasoned third-party would 

determine was intended to create, an intimidating, threatening, or abusive environment for any student, staff 

member, member of the administration, parent or guardian, or other third-party.

This policy applies to all School-related activities and/or engagements, including, but not limited to, online 

School-related activities such as LiveLesson sessions, participation in clubs and activities, WebMail messages, 

text messages, discussions, telephonic communications, and message boards; and in-person activities, such 

as state testing, field trips, open houses, and any other in-person School-related activities. This policy also 

applies to those activities or engagements which occur off school property if the student or staff member is at 

any school-sponsored, School-approved, or School-related activity or function such as field trips or events 

where students are under the School’s control, in a School vehicle, where a staff member is engaged in School 

business, or where the prohibited behavior is facilitated with any School property or resources or causes a 

substantial disruption to school business and/or safe operations.

Any student or student’s Caretaker who believes that student, any other student, or other third-party, has been 

or is the recipient of any of the above-described prohibited behaviors should immediately report the situation to 
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the school counselor, CEO, or assistant principal. The student may also report concerns to teachers and other 

School staff who will be responsible for notifying the appropriate school administrator or Board official. 

Complaints about prohibited behavior against the CEO should be filed with the Board President.  Every student 

is encouraged, and every staff member is required, to report any situation that they believe to be prohibited 

behavior. Reports may be made to those identified above. If a student or other individual believes there has 

been prohibited behavior, they should report it and allow the administration to determine the appropriate 

course of action. Any teacher, school administrator, or school staff member who does not make a timely, 

written report of an incident of prohibited behavior shall be subject to appropriate disciplinary action in 

accordance with the school’s disciplinary process. 

All complaints about prohibited behavior shall be kept confidential and be promptly investigated. The CEO or 

appropriate administrator shall prepare a written report of the investigation upon completion. Such report shall 

include findings of fact, a determination of whether any prohibited behavior(s) were verified, and, when 

prohibited acts are verified, a recommendation for intervention, including disciplinary action, shall be in the 

report. Where appropriate, written witness statements shall be attached to the report. When the target of the 

prohibited behavior is a student, the School shall provide that student with a written copy of the rights, 

protections, and support services available to him/her. If there is any evidence that the student has 

experienced physical harm as a result of the prohibited behavior, the School shall promptly communicate that 

information to the appropriate personnel, including, but not limited to, emergency personnel and /or law 

enforcement.

If the investigation finds an instance of harassment, intimidation, bullying, dating violence, or any other 

prohibited behavior has occurred, it will result in prompt and appropriate remedial and/or disciplinary action in 

accordance with the School’s disciplinary process. This may include expulsion for students; discharge for staff; 

exclusion for parents, guests, volunteers, and contractors; and removal from any official position and/or a 

request for a Board member(s) to resign. Individuals may also be referred to law enforcement officials. 

Remedial and/or disciplinary action for staff members will follow the procedures outlined in the Employee 

Handbook. Remedial and/or disciplinary action for students will follow the procedures outlined in this 

Supplement. 

When appropriate, the target(s) of the prohibited behavior (and/or such target(s) Caretaker(s)) shall be notified 

of the findings of the investigation, and, when appropriate, that action has been taken. In providing such 

notification care shall be taken to respect the statutory privacy rights of the accused perpetrator of such 

harassment, intimidation, bullying, and/or dating violence.

If after investigation the act(s) of prohibited behavior by a specific student is/are verified, the CEO or

appropriate administrator shall notify in writing the Caretaker of the perpetrator of that finding. If disciplinary 
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consequences are imposed against such student, a description of such discipline shall be included in the 

notification.

Retaliation against any person who reports, is thought to have reported, files a complaint, or otherwise 

participates in an investigation or inquiry concerning allegations of harassment, intimidation, bullying, dating 

violence, or any other prohibited behavior will not be tolerated, independent of whether a complaint is 

substantiated. Such retaliation shall be considered a serious violation of school policy, and suspected 

retaliation should be reported in the same manner as prohibited behavior. Making intentionally false reports 

about prohibited behavior will not be tolerated. Retaliation and intentionally false reports may result in 

disciplinary action as indicated above.

This policy shall not be interpreted as infringing upon the First Amendment rights of students (i.e., to prohibit a 

reasoned and civil exchange of opinions, or debate, that is conducted at appropriate times and places during 

the school day and is protected by state or federal law).

Complaints
Students and/or their Caretakers may file written reports regarding any suspected prohibited behavior by 

completing the Report of Bullying, Aggressive, or Other Prohibited Behavior Form, found in the My School

section of the Virtual Library, and sending this to the School. Such reports should be reasonably specific

including person(s) involved, number of times and places of the alleged conduct, the target of the suspected 

prohibited behavior(s), and the names of any potential student or staff witnesses. Such reports may be filed

with any school staff member or administrator, and they shall be promptly forwarded to the CEO for review, 

investigation, and action.

Students and/or their Caretakers may make informal complaints of conduct that they consider to be prohibited 

behavior(s) by verbal report to a teacher, school administrator, or other school personnel. Such informal 

complaints shall be reasonably specific including person(s) involved, number of times and places of the alleged 

conduct, the target of suspected prohibited behavior, and the names of any potential student or staff witnesses. 

A school staff member or administrator who received an informal complaint shall promptly document the 

complaint in writing by completing the Report of Bullying, Aggressive, or Other Prohibited Behavior Form,

found in the My School section of the Virtual Library. This written report shall be promptly forwarded by the 

school staff member and/or administrator to the CEO for review, investigation, and appropriate action.

Privacy/Confidentiality
The School will respect the privacy of the complainant, the individual(s) against whom the complaint is filed, 

and the witnesses as much as possible, consistent with the school’s legal obligations to investigate, to take 

appropriate action, and to conform with any discovery or disclosure obligations. All records generated under 

this policy and its related administrative guidelines shall be maintained as confidential to the extent permitted 
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by law.

Bystanders
Bullying involves not only those who are bullies and their victims, but also the bystanders who are witnesses. 

Pennwood recognizes that bystanders may be negatively affected by bullying, but that they also have the 

potential to play a positive role in responding to it. 

Bystanders may be negatively affected in the following or other ways:

Be afraid of being associated with the victim of bullying for fear of becoming a target of the bully 
themselves
Feel discomfort or fear at witnessing bullying
Feel guilt, helplessness, or loss of control for not standing up to the bully
Be drawn into the bullying behavior by group pressure
or Feel unsafe in the situation.

Conversely, bystanders may be able to help victims of bullying by doing the following: 

Ask for help from a trusted adult such as a teacher, CEO, or other school official.
Help the person being bullied: create a distraction to focus attention on something else; try helping 
the person who is being bullied leave the scene by telling him/her that you need them to play a game 
or that an adult needs to see them, etc.
Don’t give bullying an audience: bullies are often encouraged by the attention they receive, so don’t 
support them by watching. 
Set an example: do not bully others; don’t encourage bullies; create posters against bullying; join an 
anti-bullying club; tell a bully that their actions are not funny.
Be a friend to the person being bullied.
Spend time with the person being bullied: talk to them; listen to them; tell them you think that bullying 
is bad; tell them to talk to a trusted adult for help.

The School’s expectation is that student bystanders will report bullying to a School official or other appropriate 

adult in a timely manner. If it comes to the attention of the School leadership or staff that a student bystander 

did not report bullying, the School will initiate a conversation with the student regarding the School’s 

expectations for bystanders to report bullying. Second and subsequent occurrences of non-reporting of bullying 

may subject the student to more serious disciplinary action.

Any student who is actively involved in bullying, may be subject to disciplinary action for bullying as described 

in Section 9.3 Discipline and Due Process for Students in this Supplement.

Student Assistance Program (SAP)
Pennwood Cyber Charter School will maintain a Student Assistance Program (SAP) to identify, intervene, refer 

and monitor students having school related programs because of drug, alcohol, and/or mental health issues, 
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and other barriers to learning. 

What is Student Assistance Program (SAP)?
The Student Assistance Program is a voluntary, systematic intervention process for students at risk by a team 

of trained, professional school personnel and community agency liaisons.

The mission of the School’s Student Assistance Program is to identify, intervene, refer, and monitor students

having school-related problems because of alcohol, drug, and/or mental health issues, and other barriers to 

learning.

The primary goal of the Student Assistance Program is to help students overcome those barriers in order that 

they may be more successful academically. 

The SAP Team is committed to the utmost confidentiality in all aspects of the intervention process. Matters 

brought before the team will not be shared outside of the team unless there is a professional/parental need to 

know. Parent permission is obtained before any student is interviewed by a team member.  In situations where 

the health, safety, or welfare of a child is at risk, the SAP team is obligated to notify proper authorities. 

Who is involved?
The core of the program is the Student Assistance Team comprised of teachers, administrators, school 

counselor, school nurse, and outside consultants trained to work with students.  

How does SAP work?
The Student Assistance Team receives referrals from parents, students, teachers, administrators, and other 

concerned school personnel.  Referrals are made by contacting any member of the SAP team.  A list of the 

SAP team members can be obtained by contacting the school.  Students can refer themselves.

What happens after a confidential referral?
After receiving a referral, team members gather information from other staff members who have had contact 

with the student.  An informal team meeting is convened to determine the status of the referral.  Parents are 

then contacted and asked to provide written consent before SAP services are initiated, and if consent is given, 

parents will be asked to provide similar information on the child. Parents or a student can decline participation 

in SAP at any time – the program is voluntary.

After compiling all information provided, the SAP team will then determine if a recommendation for further 

services is necessary.  The recommendations could be a conference with a SAP member or a request for an 

assessment provided by a trained specialist from a drug and alcohol or mental health agency.  These 

specialists work with the team members to recommend appropriate action for that individual student.  The team 

monitors and provides support for the student throughout the process.
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Drug and Alcohol Abuse Policy
Drugs and alcohol are prohibited at all School sanctioned events and in all School buildings. 

Drug and alcohol abuse among young people is a major problem confronting our society and our community. 

For this reason, a clear policy on drug and alcohol abuse is established for the students at the School.

It is generally agreed that the most meaningful approaches to drug and alcohol abuse involve cooperative

efforts on the part of students, Caretakers, the School, community, and social agencies. Furthermore, the best 

contribution schools can make is to provide positive, meaningful learning and the development of an 

educational program of value for each individual student.

Students attend School so that they may develop to their fullest potential. The School recognizes the need to 

manage and treat the problem of drug and alcohol abuse and plans to take appropriate measures to prevent 

the problem of such abuse and support the establishment of a SAP. The purpose of the SAP is three-fold:(1) to 

identify students who are having problems because of drug/alcohol use or due to mental health problems, (2) 

to intervene when appropriate either by personal contact or through support groups, and (3) to refer those 

students for appropriate help. 

The SAP is not a treatment program. It seeks to improve identification of students who exhibit forms of "at risk" 

behavior, such as suicidal intent, depression, drug and alcohol use and abuse. It also provides for intervention 

by making referrals to outside agencies.

I. DEFINITIONS

Controlled Substances (Drug /Mood altering Substance/Alcohol): Controlled substances, including but 

not limited to, alcohol, drugs, narcotics, and/or other health endangering compounds which include but are not 

limited to: alcohol, alcoholic beverages, tranquilizers, amphetamines, synthetic opiates, marijuana, LSD and 

other hallucinogens, glue solvent- containing substances, anabolic steroids, "look alike" drugs, prescription or 

over the counter drugs when in possession is unauthorized or such inappropriately used or shared with others, 

and all controlled substances identified in the following laws: Comprehensive Drug Abuse Prevention and 

Control Act of 1970 (P.L 91-513), the Pennsylvania Controlled Substance Drug, Device and Cosmetic Act, Act 

of April 14, 1972 (P.M. 233, No. 64) as amended; and The Controlled Substance, Drug, Device and Cosmetic 

Act (P.S. 780-101, et. seq.).

Look-alike Drugs: Substances manufactured or designed to resemble - 1) drugs; 2) mood-altering 

substances; 3) narcotics; or 4) other health endangering compounds

Under the Influence: A student shall be considered “under the influence” if they have consumed a controlled 

substance within a time period reasonably proximate to their presence on School property, on a School 
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designated vehicle, or at a School sponsored function (i.e., field trips, state testing)

Student Assistance Program (SAP): A multidisciplinary team that includes teachers, administrators, and 

counselor. This team is trained to understand and work with adolescent drug/alcohol/mood-altering substance 

use, abuse, and dependency. The team's primary role is to identify, intervene, and refer for treatment any 

student who is suspected of engaging in drug/alcohol/mood-altering substance use, abuse, possession, and/or 

distribution.

Coordinator of Student Assistance Programs and Services: A certified program specialist with an expertise 

in the areas of social restoration and student high-risk behaviors.

Distribution: To deliver, sell, pass, share, or give to another person, or to assist in distribution of any alcohol, 

drug, or mood-altering illegal substance; actual, constructive, or attempted transfer from one person to another 

of any alcohol, drug, or mood-altering substance.

Active Possession: To possess or hold without attempt to distribute, any alcohol, drug, or mood-altering 

substance.

Constructive Possession: A person's knowing joint control and/or access with other persons to any alcohol, 

drug, or mood-altering substance.

Cooperative Behavior: The student's willingness to work with staff and school personnel reasonably and 

helpfully, and to comply with Student Assistance Program requests and recommendations.

Uncooperative Behavior: The student's resistance or refusal (verbal, physical, or passive) to comply with 

reasonable school personnel requests or recommendations. Defiance, assault, deceit, and flight are examples 

of uncooperative student behavior. Uncooperative behavior includes, but not by way of limitation, refusal to 

comply with Student Assistance Program requests and recommendations.

Drug Paraphernalia: Includes any equipment, utensil or item, which in the school administrator's judgment 

can be associated with the use of drugs, alcohol, or mood-altering substances. Examples include but are not 

limited to roach clips, pipes and bowls, and includes all items as defined as drug paraphernalia in Section 102 

of the Pennsylvania Controlled Substance Drug, Device and Cosmetic Act, 35 P.S. 780-102, as amended.

VIOLATION OF POLICY

This policy is violated when any student, visitor, guest or any other person unlawfully manufactures, uses, 

abuses, possesses, constructively possesses, is under the influence of, distributes, or attempts to distribute 

drugs, alcohol, or any mood-altering substances, or drug paraphernalia on school premises, or at any school-

sponsored activity anywhere, or while traveling to and from school or school-related activities utilizing 
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transportation approved by the School, or who conspires, aids, or abets in the use, abuse, active possession, 

constructive possession, or distribution of drugs, alcohol, or any mood-altering substances.

Discipline, Rehabilitation, and Punishment
Any student who violates this policy shall be subject to the following disciplinary, rehabilitative and punitive 

actions. The school reserves the right to use any other lawful measures deemed necessary to control and 

eliminate the use of drugs, alcohol, and other mood-altering substances even if the same is not provided for 

specifically in any rule or regulation enumerated herein.

Drug and Alcohol Policy
A student possesses drug-related paraphernalia and/or a student possesses (actively or constructively), uses, 

or is under the influence of drugs, alcohol, or mood-altering substances. 

First Offense:
1. An administrator shall immediately contact the student's Caretaker(s).

2. An administrator shall contact law enforcement authorities.

3. If necessary, an administrator shall schedule an informal hearing.

4. If after the informal hearing the administrator determines the offense has been committed by the 

student, the administrator may:

a. suspend (suspension as defined in Section 9.3 of this Supplement) the student for seven (7) 

days; 

b. require the student to participate in the SAP process and comply with the SAP 

recommendations, which may include an assessment from a licensed drug and alcohol facility 

at the students/family’s expense.

5. Uncooperative behavior will lead to an additional three days of suspension.

Subsequent Offense(s):

1. The CEO shall contact the student's Caretaker(s) and request that they report to the CEO office or 

conference via telephone if appropriate immediately. 

2. The CEO will contact law enforcement authorities.

3. The CEO may schedule an informal hearing in accordance with Section 9.3 Due Process of this 

Supplement.

4. If after the informal hearing the CEO determines the offense has been committed by the student, the 

CEO may: 

a. suspend the student for up to ten (10) school days; 

b. require the student to participate in the SAP process and comply with the SAP 

recommendations, which may include an assessment from a licensed drug and alcohol facility 
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at the students/family’s expense;

c. have the option of requesting a formal disciplinary hearing to be scheduled before the Board, or 

a committee of the Board, in accordance with Section 1318 of the Pennsylvania School Code 

based on the findings of fact. 

If a student distributes a drug, alcohol, or mood-altering substance:
1. The CEO shall contact the student's Caretaker and request that they report to the CEO’s office or 

conference via telephone if appropriate immediately. 

2. The CEO may schedule an informal hearing in accordance with Section 9.3 Discipline and Due Process

for Students in this Supplement.

3. If after the informal hearing the CEO determines the offense has been committed by the student, the 

CEO may: 

a. suspend the student for up to ten (10) days; 

b. require the student to participate in the SAP process and comply with the SAP 

recommendations, which may include an assessment from a licensed drug and alcohol facility 

at the students/family’s expense;

c. request a formal disciplinary hearing to be scheduled before the Board, or Committee of the 

Board, in accordance with Section 1318 of the Pennsylvania School Code.

9.3 Discipline and Due Process for Students
All students enrolled in the School are expected to conduct themselves in accordance with the rules for the 

School, and Caretakers are expected to cooperate with the school staff in helping students to maintain this 

conduct. Student codes of conduct are set forth in this Supplement.  Students are also guaranteed due 

process of law as required by the 14th Amendment to the U.S. Constitution.

Discipline Measures
There are three levels of formal disciplinary measures utilized by the school: 1) Warning, 2) Suspension, and 

3) Expulsion.  Each level and its corresponding disciplinary actions are identified below. 

1. Warning
Students that receive warnings from the School will have a conference (via phone or in person) with their 

Caretaker and the school administrator(s), and the incident will be formally documented in writing and will 

become part of the student’s permanent record.  The student will not have a disruption in schooling and will 

continue to have access to Pearson Online Classroom.  

Warnings are issued when a student demonstrates a breach of expected conduct, but not as serious as those 

listed under the suspension and/or expulsion categories in this Supplement.  
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2. Suspension 
When a student is suspended, they are temporarily removed from class (Pearson Online Classroom) or a 

School sponsored program or activity.  The length of a suspension is determined by the school administrator 

(up to 10 days at a time). A suspension will be documented in writing and will become part of a student’s 

permanent record.

During a period of suspension as defined by the CEO, a student’s permission to log on to and/or use parts of 

Pearson Online Classroom is restricted.  Student access to WebMail, the message boards, online 

clubs/activities, or all of Pearson Online Classroom may be revoked. In such cases where the student’s access 

is completely revoked, the Learning Coach is responsible for logging on to the Pearson Online Classroom and

obtaining the student’s assignments, responding to WebMail, and recording assessment responses for the 

student. The student should continue with their schoolwork during a suspension.

Violations that may lead to suspension include, but are not limited to, the following breach of conduct:

Cheating on tests or daily work: A student who knowingly participates in copying, using another’s 
work, and representing it as their own (for example, students transmitting their work electronically for 
another student’s use), or who provides other students with test answers, answer keys, or otherwise 
uses unauthorized materials in an assignment or assessment situation.
Plagiarism: A student’s use of another person’s words, products, or ideas without proper 
acknowledgement of the original work with the intention of passing it off as their own. Plagiarism may 
occur deliberately (with the intention to deceive) or accidentally (due to poor referencing). It includes 
copying material from a book, copying-and-pasting information from the Internet, and getting family 
or friends to help with coursework. 
Abusive conduct: A student who uses abusive language or engages in abusive conduct in the 
presence of others either in person or electronically/virtually. 
Bullying: A student that repeatedly engages in negative actions against another student to exercise 
control over him/her. 
Intimidation: A student who engages in behavior intentionally meant to cause another person to fear 
harm or injury, be frightened into submission or compliance, or to feel a sense of inferiority.
Harassment: A student who demonstrates verbal, written, graphic, or physical conduct relating to an 
individual’s sex, race, color, national origin, age, religious beliefs, ethnic background, or disability 
that is sufficiently severe, pervasive, or persistent so as to interfere with or limit the ability of an 
individual to participate in or benefit from the school’s programs that: 1) has the purpose or effect of 
creating an intimidating or hostile environment, 2) unreasonably interferes with an individual’s 
educational performance, or 3) otherwise adversely affects an individual’s educational opportunities.
Vandalism: A Student who intentionally damages or destroys school property or records (physical or 
electronic).  In these instances, the school reserves the right to contact the proper law enforcement 
agency(ies).  
Theft and robbery: A student who takes money or other property (physical or electronic) with the 
intent to deprive another person or the School of that property.  The threat or the use of force or 
violence is considered a serious breach of conduct.  In these instances, the School reserves the right 
to contact the proper law enforcement agency.  
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Sexual harassment: A student who subjects another to any unwelcome sexual advances including 
verbal harassment, unwelcome or inappropriate touching, or suggestions, requests, or demands for 
sexual favors. Please see Appendix I for specific information on sexual harassment under Title IX.
Violence within a dating relationship: a student who attempts to maintain power and/or control over a 
dating partner through violence, threats of violence, and/or physical, emotional, and/or mental abuse. 
Violation of acceptable use policy: Students who violate the acceptable use policy in one form or 
another are open to disciplinary action including suspension.  This would include signing on as 
parents.  

Depending on the severity of the offense (particularly in instances of harassment, sexual harassment, and theft 
and robbery), it may be a violation that leads to expulsion. 

3. Expulsion 
When a student is expelled, they are separated from the School for an extended period of time, or 

permanently, for disciplinary reasons.  An expulsion will be documented in writing and will become part of a 

student’s permanent record.

Violations that may lead to expulsion include, but are not limited to, any behavior that indicates that a student is 

a serious threat to the safety of others: possession of firearms, dangerous weapons, bombs, or explosives, 

criminal behavior, arson, under the influence of or possession of, or sale of controlled substances or 

paraphernalia.  Suspensions or expulsions for children designated as exceptional follow all appropriate state 

and federal policies, regulations, and laws.

For those students with disabilities under the Individuals with Disabilities Education Act (IDEA) or Section 504 

of the Rehabilitation Act of 1973, the disciplinary procedures required by the IDEA will be followed. The student 

will continue to receive FAPE.

Due Process for Students
The following actions will be conducted by the School, per each of the disciplinary measures as outlined below:

Suspension (no more than 10 days) 
In instances of suspension exceeding three (3) days, the student and parent/guardian shall be offered the 

option of an informal hearing. This hearing will be convened with the student, Caretaker, CEO and other staff 

members as appropriate. The CEO will inform the student and Caretaker of the allegations and an explanation 

of the evidence that supports the allegations. The student will be provided with an opportunity to present their 

version of the occurrence. If the CEO determines that the incident(s) justifies suspension, written notice will be 

provided to the student and their Caretaker. The student will be provided all due process as required by law. 

Any notice provided for suspension shall include (1) date, time and location of hearing; (2) description of the 

incident(s) that is the subject of the hearing provided to both the parents, Caretaker, and student; (3) the 
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student’s right to question any witnesses (4) the student’s right to speak on their behalf and/or produce 

witnesses on their behalf (5) the informal hearing shall be held within five days of the suspension.  

Expulsion
If the School determines that a student’s conduct may warrant expulsion, the CEO will provide at least three (3) 

days written notice via certified mail to the Caretaker of the student of their determination and the student’s 

right to a formal hearing before the governing board, an authorized committee of the board, or a qualified 

hearing examiner appointed by the governing board. The notice shall include (1) the date, time, and place of 

the formal hearing (2) A copy of the expulsion policy (3) the student’s right to be represented by counsel (at the 

expense of the parent/guardian) and (4) the hearing procedures, including the ability to reschedule the hearing 

for good cause. 

The following are required for a formal hearing:

Will be held privately unless the student requests a public hearing.
The student shall have the right to be presented with witnesses against the student, including their
statements or affidavits.
The student will have the opportunity to testify to their version of the incident(s), call their own 
witnesses, and cross-examine witnesses
A written or audio record will be kept of the hearing. 
The hearing will occur within fifteen (15) school days of the notification of charges. An extension may 
be granted if all parties agree, in circumstances the parties are awaiting results of laboratory reports 
or evaluations, or the delay is in the best interests of the victim (recovering from serious bodily 
injury).

A majority vote is required to expel the student. After the hearing, the CEO will make a recommendation for or 

against expulsion to the Board. Once the Board rules on the expulsion, the CEO and/or the Board will provide 

notification to the student and Caretaker of the Board’s decision and discipline determination, including a notice 

of the right to appeal.

Discipline for Students with Disabilities
If a student with a disability violates a code of conduct, they will be disciplined according to the discipline 

measures described above including suspensions for up to 10 days unless a student has an Intellectual 

Disability and then no suspension will be imposed as any day of suspension for a student with Intellectual 

Disability is a change of placement. If the School Administration is making a recommendation to the Board of 

Trustees for expulsion, or if the Student brought a weapon to school or upon subsequent violations that result 

in suspensions that exceed 10 total days or 15 cumulative days in a school year, the IEP Team, including 

Caretaker(s) School will determine if the behavior was a manifestation of the student’s disability(s). If the 

determination is School determines that the violation is not a manifestation of the student’s disability, the 
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School will apply the discipline procedures to the student in the same manner and for the same duration as the 

procedures would be applied to students without disabilities. However, if it is determined that the violation was 

a manifestation of the student’s disability, or that the student’s IEP was not implemented appropriately, the 

School IEP Team will not recommend expulsion and will instead the School will conduct a functional behavior 

assessment and develop a Positive Behavior Support Plan to address the behavior violation or revise the 

student’s existing Positive Behavior Support Plan.

9.4 Academic Honesty

Plagiarism
Pennwood Cyber Charter School requires the original work of all students and in so doing, prohibits plagiarism 

of the work of others.  Students shall be expected to properly cite the origin of work that is not the student’s 

own.  If work content, other than commonly known facts, is not properly cited, attributed, or credited, the work 

may be determined to be plagiarism.

Students may not plagiarize in written, oral, or creative work.  In general, plagiarism occurs when a student 

uses another person’s words, products, or ideas without proper acknowledgement of the original work and with 

the intention of passing it off as their own. Plagiarism may occur deliberately (with the intention to deceive) or 

accidentally (due to poor referencing). It includes copying material from a book, copying and pasting 

information from the Internet, and getting family or friends to help with coursework. 

First Offense
The first time a student is determined to have plagiarized the work of other(s), the student will receive a 

warning. The student’s teacher will contact the student to explain to the student the specific reason(s) why the 

work submitted is considered plagiarism and will discuss with the student how to avoid plagiarizing again. The 

student will be required to resubmit the question/assignment with original work. If a student chooses not to 

resubmit the work, the student will receive a zero for that question/assignment.

Second Offense 
The second time a student is caught plagiarizing, they will be required to redo the question/assignment but can 

only receive up to half credit.  If a student chooses not to resubmit the work, the student will receive a zero for 

that question/assignment.

Third Offense
The third time a student is caught plagiarizing; they will receive a zero and will not have the opportunity to redo 

the question/assignment.  Such repeated offenses of plagiarism by a student may result in a recommendation 

by the CEO that the student be determined to be a repeat violator of school policy and a disruption of School 
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discipline. Such recommendation may result in a determination to suspend or expel the student as outlined 

Section 9.3 Discipline and Due Process for Students in this Supplement.

Cheating
Pennwood Cyber Charter School requires students to complete all assessments (e.g., tests, quizzes, and 

quick checks) individually without the aid of, but not limited to: (a) the internet, (b) textbook(s), (c) a Learning 

Coach, (d) or other students. In addition, assignments other than tests, quizzes, and quick checks must be the 

student’s original work. NOTE: It is not allowable for students to submit work through their Learning Coach’s 

account.

First Offense
The first time a student is determined to have cheated on any assignment, the student will receive a zero for 

that assignment or assessment without the opportunity to make it up.

Second Offense
The second time a student is caught cheating, they will be required to attend a conference call with a teacher 

and the CEO.

Third and Subsequent Offenses
The third time (or subsequent times) a student is caught cheating; they may be required to complete the 

assignment/assessment in the school office under the supervision of a teacher.

9.5 Grievance Process for Caretakers
The School is committed to ensuring parent satisfaction and takes its responsibilities for the provision of 

educational services to the student very seriously. These School responsibilities are set out in the Parent/Legal 

Guardian Agreement (PLCA) and the School Handbooks and include such things as: contacting the family 

regularly, delivering educational materials and equipment, and providing accessible support.  

The School will also ensure the family and students adhere to their responsibilities stated in the PLCA and the 

School Handbooks, and when necessary, will discipline, suspend, or expel a student, invoice, refer to 

collections, or take legal action against the family for a breach of the agreement or a school policy. Reasons for 

such disciplinary actions include, but are not limited to, failure to attend mandatory state testing, obtaining 

property under false pretenses, failure to return materials, or violating the materials and equipment policies.

Caretaker Remedies
If a Caretaker has concerns with the School’s action or performance on any of the above-defined school 

responsibilities or disciplinary actions, they have the following remedies available:

Addressing Issues 
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For routine issues or for a first attempt at redress, contact the appropriate staff member (or CEO, if necessary)

via phone or email. If a resolution is not reached, or if a parent feels there are additional concerns that the CEO 

is not addressing, parents may contact any member of the Board via contact information provided on the 

School’s website. For more serious issues and/or to address lack of resolution of the issue at a lower level, a 

detailed grievance procedure has been set forth below. All grievance proceedings will be conducted in a 

manner that protects the confidentiality of the parties and the facts. If a hearing is required for grievance 

proceedings, the parties will be provided with all due process procedures as required by law.

Where a Caretaker or Student believes that there has been unlawful discrimination on the basis of gender, the 

complaint should be made to the Title IX Officer, (NAME).  For complaints involving race, ethnicity, or on the 

basis of disability, or when there are allegations of sexual abuse or any other unlawful misconduct on the part 

of the School or its staff, then the parent must activate the grievance procedures set out below and can directly 

report the complaint to the CEO.   

If charges are brought against a student for a breach of the PLCA, which could result in a suspension of up to 

ten (10) days or an expulsion, the due process procedures in the Discipline and Due Process for Students 

section of this Supplement are to be followed.

Grievance Process
1. A Caretaker with the grievance must, in writing, report the dissatisfaction, and submit it to the student’s 

teacher (or other appropriate staff member, as necessary). All parties involved must be appropriately 

defined, and the problem must be clearly outlined. 

2. The recipient of the grievance must review the issue with their supervisor and respond to the Caretaker 

within a reasonable time.

3. If the original recipient did not resolve the grievance, the Caretaker should request a meeting with the CEO.

The CEO will investigate the matter, and schedule a meeting with the Caretaker, the student, if necessary, 

and any other staff members, if necessary, within a reasonable time.

If either party does not resolve this grievance, the Caretaker should then request a meeting with the Board, in 

writing, at least five (5) days before the regularly scheduled Board meeting.  The contact information for the 

Board is set out in the contacts section of the handbook. Caretakers should contact the President of the Board 

with any concerns related to the grievance process or due process for a student.  The Caretaker may also 

contact the Pennsylvania Department of Education. 

Student and Staff Communications
All educational and/or school related communications with teachers, CEO, or any school staff member are 

required to be conducted via the approved tools and platforms provided by Pearson. All communications must 

be appropriate and remain educationally relevant.
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Appendix I: Title IX – The Final Rule
Title IX of the Education Amendments of 1972 protects people from discrimination based on sex in education 

programs or activities that receive federal funding. The U.S. Department of Education (USDOE) enforces Title 

IX and has created regulations relating to how schools are required to respond to reports of sexual 

harassment. The regulations are known as the Final Rule. The Title IX sexual harassment protections apply to 

schools that do or may receive Federal financial assistance. 

Under the Final Rule, the School is required to promptly respond to and investigate every formal complaint of 

sexual harassment by a student. The Final Rule establishes an emphasis on restoring a student’s access to 

the School’s education program and/or sanctioned events and activities using supportive measures. 

Additionally, the Final Rule places the burden of proof on the school and requires a strict adherence to due 

process measures.

Definitions
Actual Knowledge
Notice of sexual harassment or allegations of sexual harassment to the Title IX Coordinator or any designated 

School official/employee with the authority to institute corrective measures. Under state law, school employees 

are mandatory reporters. In the K-12 environment any employee may receive notice of sexual harassment. 

This standard is not met when the only person with actual knowledge is the respondent. Additionally, the ability 

or obligation to report sexual harassment or to inform a student how to make a report of sexual harassment or 

having training on how to report sexual harassment does not qualify an individual to have the authority to 

institute corrective measures on behalf of the school. 

Complainant
An individual who has alleged to be the victim of conduct that could constitute sexual harassment.

Formal Complaint
A document filed by the complainant or signed by the Title IX Coordinator alleging sexual harassment against 

a respondent and requesting an investigation of the alleged sexual harassment. A complainant must be an 

active student participating or attempting to participate in the education program provided by the School.

Respondent
An individual who has been reported to be the perpetrator of conduct that may constitute sexual harassment. 

Sexual Harassment
Conduct on the basis of sex that satisfies one or more of the following:

Any employee conditioning the provision of an aid, benefit, or service of the school on an individual’s 
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participation in unwelcome sexual conduct (quid pro quo).
Unwelcome conduct determined by a reasonable person to be so severe, pervasive, and offensive 
that it effectively denies a person equal access to a Pearson education program or sanctioned 
activity. 
Sexual assault as defined by 20 USC 1092(f)(6)(A)(v), dating violence, domestic violence, and 
stalking as defined by 34 USC 12291(a)(10), (8), (30).

Supportive Measures
Non-disciplinary, non-punitive individualized services offered as appropriate, as reasonably available, free of 

charge to the complainant or the respondent before or after the filing of a formal complaint, as well as

instances where no formal complaint has been filed.

Supportive measures are designed to restore or preserve equal access to the School’s education programs 

and sanctioned events and activities. Such measures are designed to protect the safety of all parties, the 

education environment, and ultimately deter sexual harassment. 

Supportive measures may include:

Counseling
Deadline extensions or other course related adjustments, including changes to class schedule
Modification of class schedules
Restricted contact between parties

Supportive measures provided to the complainant and/or respondent will remain confidential to the extent that 

confidentiality would not impair the ability of the School to provide such measures. 

Effective implementation of supportive measures is the responsibility of the Title IX Coordinator. 

Title IX Coordinator
The employee designated by the CEO to coordinate its efforts to comply with Title IX responsibilities will be 

referred to as the Title IX Coordinator. In addition to students and current employees, the Title IX Coordinator’s 

contact information must be provided to prospective employees, parents or legal guardians, and all unions (if 

applicable). 

The name or title, office address, e-mail address, and telephone number of the Title IX Coordinator shall be 

prominently posted on the School’s website. 

Any person, including a student’s parent or guardian, may report sex discrimination and sexual harassment to 

the Title IX Coordinator in person, by mail, by telephone, or by email at any time, including non-business hours. 

Formal Complaint
A formal complaint of sexual harassment should be filed with the Title IX Coordinator in person, by mail, by 
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electronic mail, or by phone using the contact information provided on page 7.

Manager of Counseling
OBLTitleIXCoordinator@pearson.com
Pennwood Cyber Charter School

Initial Response
The School must treat complainants and respondents equitably by offering supportive measures to a 

complainant and respondent. The grievance process outlined below is followed prior to imposing disciplinary 

sanctions or other actions outside supportive measures against a respondent. 

The Title IX Coordinator must promptly contact the complainant to discuss the availability of supportive 

measures and consider the complainant’s wishes with respect to the use of such supportive measures, inform 

the complainant of the availability of supportive measures regardless of filing a formal complaint, and explain 

the process for filing a complaint. 

Anyone may report instances of sexual harassment or potential violations to the Title IX Coordinator; reports 

may be anonymous. However, formal complaints of sexual harassment can only be filed by the complainant or 

the Title IX Coordinator. 

In instances where the respondent faces allegations of sexual harassment and is determined to be an

immediate threat to the physical health or safety of a student or other individual, they may be removed upon 

completion of an individualized safety and risk assessment. If a student is removed under emergency 

conditions, instant notice will be provided, and the student will be afforded the opportunity to respond to the 

emergency removal.

An employee respondent may be placed on administrative leave during the grievance process. 

Required Grievance Procedures
Formal Complaints
The Title IX Team (Title IX Coordinator, Investigator, and Decision Maker) is required to follow the grievance 

process defined by the Final Rule before disciplinary measures, not to include supportive measures, against 

the respondent are made. The procedures include:

All parties will be treated equitably through the remediation process. Remedies under the Final Rule 
are designed to restore or preserve equal access to education program and sanctioned events and 
activities.
An objective and thorough investigation and evaluation of the relevant evidence will be reviewed. 
This includes both evidence that can establish guilt (inculpatory) and evidence that can exonerate 
guilt (exculpatory). 
Title IX Coordinators, investigators, decision makers, and any designee tasked to assist in the 
informal resolution process must be free of bias or conflicts of interest. Additionally, training must be 
completed on:
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» The definition of sexual harassment; 
» The scope of the education program or sanctioned events/activities;  
» The process for investigation and grievance process including, hearings, appeals, and informal 

resolution processes;  
» How to serve impartially, including by avoiding prejudgment of the facts at hand, conflicts of 

interest, and bias;
» Any person identified as a decision maker must complete training on any technology used 

during any part of the grievance process, on issues of relevance of questions and evidence 
(including instances when questions and evidence arise that are not relevant regarding the 
complainant’s sexual predisposition or previous sexual behaviors);

» Any person identified as an investigator must complete training on issues of relevance to 
properly compose a report that summarizes the relevant evidence;

» All training materials must not rely on sex stereotypes and must promote objective 
investigations and final disciplinary decisions (adjudications) of formal complaints of sexual 
harassment.

A presumption the respondent is not responsible for the alleged conduct until the conclusion of the 
grievance process. 
A reasonably prompt time frame for conclusion to the grievance process, filing and resolving appeals 
and informal resolutions processes, if offered. A temporary delay or the limited extension of time 
frames for good cause may be granted. In such instances, written notice outlining the reason for the 
delay shall be sent to all parties. Examples of good cause are the absence of a party, a party’s 
advisor, or a witness; concurrent law enforcement activity; or the need for language assistance or to 
provide an accommodation of disabilities. 
There will be a range of disciplinary sanctions and remedies that may be issued in the event 
responsibility of the respondent is determined. 
The standard of evidence used may be the preponderance of evidence standard or the clear and 
convincing standard. The chosen standard must be used throughout the complaint process.
Include the procedures and permissible bases for the complainant and respondent to appeal.
List the range of supportive measures available to complainants and respondents.
Disallow the use of questions or evidence that seek disclosure of information protected under a 
legally recognized privilege, unless waived by the party holding such privilege. 

Notice
If a formal complaint is made, written notice will be provided to all known parties. Included within the notice are 

the grievance process and the informal resolution process. Any details known at the time of report of sexual 

harassment may include the identities of the parties involved (if known), the conduct allegedly constituting 

sexual harassment, and the date and location of the alleged incident (if known). The notice will include a 

statement acknowledging the respondent is presumed not responsible until the conclusion of the grievance 

process. The parties may have an advisor who may inspect and review evidence. Such an advisor may be an 

attorney, though the presence of an attorney is not required. All parties will be afforded enough time to 

prepare. Finally, the notice will include that knowingly making false statements is against the student and 

employee code of conduct. 
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If, during an investigation, the Title IX Team decides to investigate allegations not included in the original 

notice, the school will provide subsequent notice to include the additional allegations to all known parties. 

Dismissal
Under some circumstances, the Title IX Team must dismiss a formal complaint of sexual harassment. 

If the conduct did not occur while participating in the School’s education program or sanctioned events or 

activities or did not occur in the United States, the complaint will be dismissed. However, the School may 

pursue action under the Code of Conduct Policy. 

The School may dismiss the formal complaint if: 

A complainant notifies the Title IX Coordinator in writing wishing to withdraw the formal complaint 
and included allegations,
The respondent is no longer enrolled, registered, or employed by the School, and
Specific circumstances prevent the School from gathering enough evidence for the School to make a
determination regarding the formal complaint and/or allegations.

If conditions exist that require the School to dismiss the complaint, prompt written notice indicating a dismissal 

including any reason(s) must be sent to all parties. 

Consolidation of Formal Complaints
Consolidation of formal complaints to allegations of sexual harassment may occur under the following 

conditions due to the same facts or circumstances:

Against more than one respondent
By more than one complainant against one or more respondents
By one party against the other party 

Investigation
Under the Final Rule, the burden of proof and the burden of gathering evidence to make a determination as to 

responsibility of alleged sexual harassment falls to the Title IX Team. Voluntary written consent must be 

obtained to use a party’s physician, psychiatrist, psychologist or other professional treatment records. 

An equal opportunity to present witnesses and evidence will be provided to all parties. The ability of either 

party to discuss the allegations investigated or gathered and present evidence may not be restricted.

All parties will be provided the same opportunities to have others present at any grievance proceeding. If either 

or both parties are joined by an advisor, including an attorney, at a proceeding, the Title IX Team may limit or 

restrict their participation.

Written notice of the date, time, location, participants and purpose of all hearings, investigations, or any related 

meetings will be provided to all parties. Such notice shall permit enough preparation time for all parties. 
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Equal opportunity to inspect and review all evidence regardless of intent to rely upon said evidence in reaching 

the final determination will be provided to all parties. Prior to the investigative report, an itemized evidence list 

subject to review will be sent to all parties, including advisors/attorneys if applicable, in electronic format or 

hard copy. The parties will have ten (10) days to submit a written response. The response will be considered 

by the investigator prior to completing the investigative report. All evidence subject to inspection and review will 

be available at any hearing for reference and purposes of cross-examination.

Finally, an investigative report will be prepared to summarize the relevant evidence and sent in an electronic 

format or hard copy to all parties and their advisors/attorneys, if applicable. The report shall be sent to the 

relevant parties at least ten (10) days prior to a hearing to permit review and the opportunity to provide a 

written response.

Hearings
The Final Rule does not require hearings in the K-12 environment. 
The designated decision maker shall provide each party the opportunity to submit relevant written questions to 

any party or witness, permit time for parties to respond, and subsequently allow for limited follow-up questions.

It is an important distinction that questions and evidence relating to the complainant’s sexual predisposition or 

prior sexual history are not considered relevant to the final determination. 

The exceptions to this rule are if the pertinent information proves that someone other than the respondent 

committed the alleged sexual harassment, or if the evidence offered relates to specific incidents and prove 

consent between the complainant and respondent.   

Determination
The decision maker may not be an investigator or the Title IX Coordinator. 

The decision maker will issue a written determination with respect to responsibility. Under the Final Rule, the 

determination must include:

A description of the allegation that meets the definition of sexual harassment
A full description of the procedural steps from receipt of the complaint through final determination 
(notices, interviews, site visits, evidence gathering methods, and hearings)
Findings of fact supporting the final determination
Conclusions as to the application of the school’s code of conduct and the known facts
A statement and rationale for:

» Each allegation and determination of responsibility
» Disciplinary sanctions imposed on the respondent, if any
» If remedies designed to restore or preserve equal access to the education program and/or 

sanctioned activities will be provided by the school to the complainant; any such remedies will 
be implemented by the Title IX Coordinator
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The School’s allowable reasons and procedures for appeal (see Appeals section below)
The School shall issue written determination to all parties at the same time. The determination will be 

considered final when the time for filing a timely appeal has passed. If the allegations are appealed, the 

decision is considered final upon receipt of the final written determination.

Appeals
Both the complainant and respondent have the option to appeal under the following circumstances:

A procedural irregularity
New evidence that could affect the outcome – not available prior to dismissal or determination
Conflicts of interest or bias by the Title IX Coordinator, investigator(s), and/or decision maker(s)

The School may provide additional equitable circumstances as situations warrant. If a party wishes to appeal 

the determination, written notice will be provided to the other party that an appeal has been filed and provide 

procedures that apply to both parties. A new decision maker(s) will be appointed on appeal and such person 

will not have participated in the complaint prior to appeal, including investigators or the Title IX Coordinator.

Both parties will be permitted and equal opportunity to submit written statements supporting or opposing the 

outcome. A written decision will be provided to both parties at the same time and will indicate the result of the 

appeal and the rationale for the final determination. 

Informal Resolution
Informal resolutions may be offered once a formal complaint is filed. 

Parties are not required to participate in an informal resolution however, the School may offer this option 

instead of a full investigation and determination. The School will disclose information about the informal 

resolution process, including the right to withdraw from the informal resolution process prior to an agreed 

resolution. Once a party withdraws from the informal resolution process, the grievance process of the formal 

complaint will resume.  

If both parties wish to proceed with an informal resolution, a voluntary written consent must be obtained 

waiving the right to an investigation and adjudication of a formal complaint. A common example of informal 

resolution is mediation. 

The informal resolution process may not be used in instances where the School’s employee is the respondent 

of alleged sexual harassment against a student.   

Recordkeeping
The School shall maintain a complete record for seven (7) years relating to:

All investigations, determinations regarding responsibility, disciplinary sanctions (respondent), and 
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remedies (complainant); including audio/audiovisual recordings and/or transcripts
Appeals and their result, 
Any informal resolutions and their result, 
Training materials used (posted publicly on the school’s website), and 
Any actions, including supportive measures, in response to a formal complaint of sexual 
harassment.

The records shall provide a basis for the conclusion and show the response was not deliberately indifferent. 

Additionally, records should document the measures to restore or preserve equal access to the education 

program or sanctioned events and activities. Further, records shall indicate the rationale for not providing the 

complainant with supportive measures, if applicable. 

Retaliation
Retaliation is prohibited. Prohibited behavior includes intimidating, threatening, coercing, or discriminating 

against anyone for the purpose of interfering with the rights protected by the Final Rule.

Specifically, retaliation because an individual made a report or complaint, testified, assisted, or participated or 

refused to participate in a Title IX investigation, proceeding, or hearing. Retaliation against a student for code 

of conduct violations that arise from the same facts and circumstances as a report or complaint of sexual 

discrimination/harassment is also prohibited. 

Speech protected by the First Amendment does not constitute retaliation. 

The identity of parties and witnesses shall remain confidential except as permitted by FERPA.

Any party that makes a false statement in bad faith may be charged with a code of conduct violation.
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Appendix II: Home Language Survey

ALL newly registering students regardless of race, nationality, or language origin MUST complete this 
form. Federal law requires that all Local Education Agencies (LEAs) utilize a non-biased procedure for 

identifying which students are potential English Learners (ELs) to provide appropriate language instruction 

educational programs and services. Given this responsibility, LEAs have the right to ask for the information 

contained on this and other forms associated with the identification process.

Student Information (Parents/Guardians should complete this section):

Child’s first name: 

Child’s family name: 

Child’s Date of Birth: 

(Month/Day/Year)

Questions for Parents or Guardians

1. Is a language other than English spoken in the child’s home? No   Yes (language)

2. Does your child communicate in a language other than English? No   Yes (language)

3. What is the language that your child first learned to speak?

Parent/Guardian Signature: Date:

Interpreter Provided       No   Yes
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Appendix III: PA English Learner Identification Procedure Grades K-12

English Learner Identification Procedure - Grades K-12
(See Pre-K identification guidance for Pre-K students)

STEP 1: Review the Home Language Survey.

If the HLS indicates a language other than English for any question, proceed to STEP 2.

If the HLS indicates a language other than English for all questions, the family interview is optional 

and you may skip to STEP 4.

NOTE: Pidgin and creole variations of English (e.g. English spoken in Liberia) constitute a language

other than English for identification purposes.

STEP 2: Conduct family interview to determine if the student is potentially an EL. Use an

interpreter if necessary.

Family Interview
Conducted by district-trained enrollment personnel - not to be completed by the parent/guardian
Interviewed:

Date: Phone:

Name of Student: PASID:

Students Date of Birth: Age:

Student’s Date of Entry to U.S. (if born in the U.S., then same as DOB):

Parent Country of Origin: Student Country of Origin:

Parents’ Primary Country of Education:

Complete the following table for the student. Indicate if the student moved schools, states, or

countries during a school year.

Grade State (City & School if PA) Country Primary Language of Instruction
Pre K
K
1
2
3
4
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5
6
7
8
9
10
11
12

1. Is this student a Native Alaskan, Native American, or Native Hawaiian?

YES NO

2. Is this student’s language influenced by a Tribal language through a parent,

grandparent, relative, or guardian?

YES NO

3. When at home, how often does this student hear a language other than English?

Always Occasionally Never

4. When at home, how often does this student speak a language other than English?

Always Occasionally Never

5. When interacting with their parents or guardians, how often does this student hear

a language other than English?

Always Occasionally Never

6. Within the last 12 months, when interacting with caregivers other than

parents/guardians, how often did this student hear a language other than English?

Always Occasionally Never

7. When interacting with siblings or other children in their home, how often does this

student hear or use a language other than English?

Always Occasionally Never

Review of the family interview must be conducted by an ESL professional.

Based on the answers to the parent interview questions, determine if the second language

exposure/use is significant or superficial in nature. If the student’s development of English may

have been impacted by exposure to another language in any way, then proceed to STEP3.

Comments:
STEP 3: If the student has an IEP or is suspected of having a disability (e.g. the parent

states that the student has a disability), then see Appendix A later in this 
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Does this student have limited or interrupted formal education?

YES NO

Proceed to STEP 8.
STEP 8: Determine the most appropriate language instruction educational program (LIEP)

based on the student’s English language proficiency and native language proficiency

if available.

NOTE: If the student has an IEP, then EL and Special Education personnel MUST collaborate to determine

program and academic placement.

Program Placement: 
Proceed to STEP 9.

STEP 9: Provide the parent with a detailed program description and explain the identification and

placement decision. The parent has the right to refuse placement in a specialized,

separate LIEP. See PDE guidance concerning parental right to refuse services. Proceed
to STEP 10.

STEP 10: The parent accepts or refuses placement in part or in whole in the LIEP. If, after the district 

notifies the parent of their option to refuse specialized LIEP services, the parent does not 

respond, then the district may proceed with the recommended program placement.

Proceed to STEP 11.

STEP 11: Notify the receiving school of student’s identification andplacement. Proceed to STEP 12.

STEP 12: Initiate an active service record in the district SIS. If the student has limited or

interrupted formal education, then ensure that LIFE is identified. Proceed to STEP 13.

STEP 13: Schedule the student based on program placement and English language

proficiency.

NOTE: The is responsible for ensuring that all teachers with whom ELs are scheduled have
English language proficiency information for their ELs. This includes general education
teachers.

The procedure is complete. Attach the HLS form and parent refusal acknowledgement form (if 
completed) to this form and file them in student’s record. Copies of this form should be given to ESL 
and general education teachers who will be working with this student.
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Appendix A

Students who have or are suspected of having a disability
If a student arrives with an IEP or is suspected of having a disability (i.e. parent informs enrollment personnel

that the student has a disability), then enrollment personnel must coordinate with Special Education staff to 

complete this procedure.

If the student arrives with an IEP:
Screening, if required, must be completed with appropriate accommodations and the test results must be 

interpreted in consultation with Special Education personnel.

If the student is suspected of having a disability but a determination cannot be made prior to 
completing this procedure:
Screening, if required, must be completed with any administrative considerations, universal tools, or 

accommodations that the ESLSPED educators deem necessary. This procedure must be completed in 

accordance with the outlined guidelines and the student must be placed in the appropriate language instruction 

educational program (LIEP) based on the information available at the conclusion of the identification procedure.

If, after the student is placed in the LIEP, the student is determined to have a disability that may have affected 

the screening (e.g. requires a testing accommodation that was not offered), then the student must be re-

screened using the appropriate accommodations. If the student does not meet the criteria for identification as an 

EL based on this subsequent testing, then the district must contact PDE to remove the EL identifier and the 

student should be removed from the LIEP.
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Appendix B
English Learner (EL) Identification Procedure Flowchart
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Note A:
A student who comes from an environment where English is not the dominant language or who has been

exposed to another language (HLS indicates other languages) is not necessarily an EL and does not

necessarily need to be screened for English language proficiency if there is compelling evidence suggesting

that the student is proficient in English. Parent permission to screen for language proficiency is NOT
required; however, a parent interview must be conducted prior to screening. The parent interview should be

standardized to some degree (see parent interview on pages 1 and 2) and the information gathered should

be filed with the student’s other enrollment documentation. The parent interview can serve to determine

whether or not to screen a potential EL. If the evidence gathered during the parent interview is indeterminate,

then an academic records review may be used to indicate English proficiency and preclude screening.

Note B:
If after the parent interview it is unclear whether or not a student should be screened for English proficiency,

then a thorough review of any available academic records should be conducted to find evidence of English

language proficiency. Some examples of this type of evidence are:

Transcripts from previously attended U.S. schools with passing grades in core content classes

Statewide assessment results from previously attended U.S. schools indicating English

proficiency (may be from other states)

District assessment results from previously attended U.S. schools indicating English proficiency

(may be from other states)

Notes and/or other less formal indicators regarding language proficiency contained in the

student’s academicrecords

Note C:
If the student has an IEP, then EL and Special Education personnel MUST collaborate to determine program

and academic placement.
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Appendix C
Kindergarten English Learner (EL) Identification and Placement Process Flowchart

When using the KW-APT only
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Appendix D
Selection of appropriate grade-level cluster test forms

For the WIDA Screener and MODEL, the appropriate grade-level cluster form to administer to

students depends on the time of year when the test is being administered and the current

grade of the student. For students in the first semester of the first year of a grade-level 

cluster, the district should administer the next lower grade cluster form. See the table below.

WIDA Screener Selection

* Districts have the option of using the grade 1 WIDA Screener or the Kindergarten MODEL for first semester 1st graders.

WIDA MODEL Selection

Kindergarten students may be administered the KW-APT or the MODEL. The KW-APT may

NOT be administered to first semester 1st graders.

KW-APT
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Appendix IV: State Required Reclassification, Monitoring, and Re-
Designation of English Learners (ELS)
State required reclassification criteria
Districts must employ uniform procedures in accordance with state requirements for reclassifying English 

learners (ELs) as former ELs (FELs) when they attain proficiency. This document outlines the procedure and

rules for doing so.

An EL must demonstrate the ability to access challenging academic content and interact with other students

and teachers both academically and socially in an English language setting to be considered for 

reclassification. Evidence of this ability is demonstrated by the student on the annual English language 

proficiency assessment, ACCESS for ELLs®, and gathered by teachers using standardized language use

inventories (Appendix A).

Using the following system, the ACCESS for ELLs® and the language use inventory together produce a single

score. If that score exceeds the state-defined threshold, then the student is eligible to be reclassified.

See Appendix D for a sample reclassification cover sheet. Districts are free to develop their own form of

documenting the reclassification decision for ELs, but it must, at a minimum, include the information contained 

on the sample form.

Two language use inventories must be completed. An ESL teacher must complete one of the inventories when

possible. The other inventory may be completed by a single content teacher or a team of content teachers. In

cases in which an ESL teacher cannot complete an inventory (e.g., students whose parents have refused

services and who are not seen by an ESL teacher or ELs in higher proficiency levels who do not work with an

ESL teacher regularly), both inventories may be completed by content teachers or teams of teachers. If only 

one teacher can accurately complete the inventory (e.g., elementary classes in which the classroom teacher

is ESL certified and provides both content and language instruction and there is no other teacher or

administrator who can accurately complete the inventory), one inventory may be completed and the single

score is multiplied by two. The two inventories do not need to agree.

The language use inventories must be completed prior to the release of ACCESS scores each year for

students who, based on teacher input and previous ACCESS scores, are likely to reach the threshold. Once 

ACCESS scores are released, the points are added to the points from the rubrics to determine if students are

eligible to be reclassified.

NOTE: In some cases, students who were not identified as likely to reach the ACCESS score threshold and for

whom no language use inventories were completed will unexpectedly achieve a score exceeding the
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Total possible points from both inventories 7.6 Total Possible Points from all components: 16

Threshold for reclassification: 10.5

When this reclassification score is equal to or greater than the cutoff, then a student
should be reclassified. However, if there is compelling evidence to suggest that a student 

should remain identified as an EL when his/her score exceeds the cutoff, and this evidence is

documented along with the ACCESS for ELLs® score report and language use inventory forms, 

then the EL status may be retained.

ELs with Disabilities - taking the ACCESS for ELLs®

An EL with a disability who has not met the criteria outlined above may be considered for reclassification

if:

1. The student has an IEP, AND
2. The student has been continuously enrolled in an LIEP for at least four years, AND

3. The student’s overall composite proficiency level score on the ACCESS for ELLs® has not increased

by more than 10% between any two years or total over the three most recent testing cycles, AND
4. The school has documented evidence* that the student has been provided with the appropriate level of

language support, including ELD instruction, throughout his/her enrollment in the LIEP, AND
5. A school-based team recommends reclassification. See below for team composition and

recommendation protocol.

* Documented evidence can include schedules indicating ELD instructional times, specific language

supports used, ELD curriculum indicating areas of language instruction covered, language use

evaluations based on WIDA rubrics or PA reclassification rubrics, modifications made to

assessments, IEP addressing ELD instruction or language needs, etc.

To calculate the percent difference between scores, use the following formula:

∆ OCPL / OCPL1 (100) = % change
∆ OCPL: Difference between the overall composite proficiency level from year one and year two, year

two and year three, or year one and year three

OCPL1: overall composite proficiency level from the first of the two years being compared

For example, the percent difference between a score of 4.3 and 4.5 is (.2/4.3)*100, which is 4.65%.

School-based team composition and recommendation protocol:

The following individuals must be included on the team that considers the body of evidence and

determines whether to reclassify an EL with a disability:
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At least one expert on the student’s English language acquisition

At least one expert on the student’s special education goals and services

At least one expert on the student’s general education content achievement

At least one family member (and any requisite interpreters/cultural liaisons)

Any related service providers who work with the student

A single team member may fill more than one of the roles identified above. High

Priority Evidence to consider:

Standardized or curriculum-based assessments special education teachers and related service

providers use to monitor students’ progress towards IEP goals that are relevant to developing English

language proficiency

Classroom observations of students’ language use

Language samples demonstrating listening, speaking, reading, and writing skills

Student work samples or portfolios

Teacher input on students’ English language development progress

Family input on students’ language development and use at home

Data related to how the student was initially identified as an EL

Review of English learner services across the most recent four years to ensure the student has

received adequate English language development instruction and language support for content 

learning during that time

Evidence to consider if available:

Assessments that evaluate students’ proficiency in their home/primary language

Language use inventories

Comparable data from similar EL peer group (other ELs with similar profiles)

Questions that must be addressed by the team:

1. Has the student received adequate ELD instruction and language supports commensurate with

his/her ELP level for the most recent four years?

2. Is this student able to effectively communicate in English?

3. Is the EL making progress toward meeting PA Core Standards in listening, speaking,
reading, and writing on par with ELs who have similar profiles?

4. Are any ACCESS for ELLs domain scores that affect the student’s ability to reach an overall

composite proficiency level of 4.5 directly related to the student’s disability?
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If the answer to any of these questions is ‘no’, then the team must carefully consider the student’s

continued participation in the LIEP until such time that the student will no longer benefit from continued

specialized English language development instruction and supports.

See Appendix E for a sample reclassification cover sheet. Districts are free to develop their own form of

documenting the reclassification decision for ELs with disabilities, but it must at a minimum include the 

names of the team members involved, the evidence that was analyzed, the student’s current ACCESS

scores, and answers to the four questions above. The form should be filed with the student’s permanent 

record.

Els with Disabilities (taking the Alternate ACCESS for ELLS®)

ELs who are eligible for and take the Alternate ACCESS for ELLs® may be considered for

reclassification when:

1. they achieve a score of at least P2 on two consecutive administrations of the test OR achieve the

same score for three consecutive administrations of the test, AND
2. the IEP team, with input from an ESL/bilingual education professional, recommends reclassification.

Although language use inventories are not required for ELs with disabilities as part of the reclassification

process, teachers should consider completing them in cases where it is appropriate as a way to 

document language proficiency at the time of reclassification and for future reference if needed.

For more detailed guidance related to ELs with disabilities, please see the guidance contained on the 

Bureau of Special Education website at www.pattan.net.

Monitoring of former ELs

Districts must include in their LIEP uniform procedures in accordance with state requirements for actively

monitoring the progress of former ELs (FELs) for a period of two years after reclassification and reporting

FELs to the state for an additional two years (total of four years of monitoring status).

Active Monitoring Period – first two years after reclassification

Districts must ensure that ELs in the first two years after reclassification do not struggle academically as a result 

of persistent language barriers. To do this, districts must develop and implement a process for actively

monitoring students’ progress and achievement in the general academic program delivered without specialized,

planned language supports.

Districts are free to create their own process, but it must, at a minimum, include tracking student progress in
all core academic classes and soliciting feedback from core academic teachers periodically throughout the

school year with sufficient frequency to preclude a student falling significantly behind.
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Additional monitoring period – third and fourth years after reclassification

Districts are required to continue reporting FELs to the state in PIMS for an additional two years after the 

active monitoring period. Districts are not required to actively monitor the progress and academic

achievement of ELs in the general education program during these years. At the end of the fourth year after 

reclassification, ELs are coded as Former ELs – no longer monitored for the remainder of their time in school.

Re-designating former ELs

If it is determined during the active monitoring phase that an EL is struggling academically as a result of

persistent language barriers, then the district must have plans in place to re-designate that former EL as an

active EL and re-enroll him/her in the LIEP. The district must demonstrate that the FEL is struggling as a

result of persistent language acquisition needs and not academic needs, which require academic supports

and/or interventions.

FELs who have been re-designated as active ELs must meet the state-required criteria to be reclassified as

FELs. In cases such as these, the monitoring process starts over from year 1 upon the second

reclassification.
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Speaking

LOW LOW+ MODERATE MODERATE+ HIGH HIGH+
Can use simple phrases and
sentences to describe
familiar topics.

Can use a series of
connected phrases and
short, simple sentences to
talk in simple terms about
familiar topics.

Can connect phrases to
talk about familiar topics
using simple sentences.
Can briefly give reasons
and explanations for
reactions, opinions, and
plans.

Can present clear,
detailed descriptions on a
wide range of familiar
subjects. Can explain a
viewpoint on a topical
issue giving the
advantages and
disadvantages of various
options.

Can present clear,
detailed descriptions of
complex subjects
integrating sub-themes,
developing particular
points, and finishing with
an appropriate
conclusion.

Can present clear,
smoothly flowing
description or argument in
a style appropriate to the
context and with an
effective structure, which
helps the recipient notice
significant points.

Reading

LOW LOW+ MODERATE MODERATE+ HIGH HIGH+
Can understand familiar
names, words, and very
simple sentences, for
example on visual
representations with little
text (such as in posters and
ads).

Can read very short,
simple texts and find
specific, predictable
information in everyday
materials (such as
advertisements, letters,
schedules, and menus).

Can understand texts with
a familiar organization that
include high       
frequency content-specific
language. Begins to
understand some
idiomatic expressions and
words/ phrases with
multiple meanings.

Can understand non-
fiction texts on unfamiliar
topics in which the writer
adopts a particular
attitude or viewpoint. Can
identify relevant details in
contemporary fiction.

Can understand long and
complex fiction and
nonfiction texts on
unfamiliar topics,
appreciating distinctions
of style.

Can read with ease
virtually all forms of
written language,
including structurally or
linguistically complex
texts.
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APPENDIX W 
MEMORANDUM OF UNDERSTANDING (MOU) 

WITH DREXEL UNIVERSITY 
 
 

This appendix includes the following: 
 

MOU with Drexel University 
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Parties 

This MOU is entered into and effective upon the date the last Party signs the MOU and signifies 
the relationship between Drexel University on behalf of its Goodwin College of Professional 
Studies (Goodwin) and Pearson in providing college and career ready opportunities to 
Pennwood Cyber Charter School (“Pennwood” or “School”) students and professional 
development opportunities to Pennwood staff.   

II. Purpose

Goodwin lives a mission that recognizes success can only come as a result of an educational 
environment steeped in flexibility, support and opportunity.  

With the strong desire to provide accessible and career-oriented education to a variety of 
students and learners, Goodwin’s goals align exceptionally well with Pennwood’s mission to 
empower students to meet their unique educational and life goals through flexible pacing, 
college preparatory programming, and practical career skill development.   

III. Term and Amendment of MOU

Both Parties agree to be bound by this MOU unless earlier terminated pursuant to the 
provisions A.1 through A.3, described below. Should either Party decide for any reason to 
terminate this MOU, the terminating Party will provide written notice to the other Party via 
certified mail or electronic mail. This MOU embodies the entire and complete understanding of 
the Parties and no amendment will be considered effective unless signed by both Parties. 
Signatures can be received electronically. 

A. Termination
1. During the term of the Agreement and any subsequent renewals, either party

may terminate this Agreement for any reason by providing the other Party with
written notice at least sixty (60) days prior to its intention to terminate.  No
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termination shall become effective until the end of the academic year during 
which notification is given.  For the purpose of this Agreement, “academic year” 
is intended to refer to the School’s academic year. 

2. The MOU may be terminated immediately at any time by either Party upon 
written notice to the other party if the continuation of the MOU would: 

a. Jeopardize Goodwin’s or the School’s status as an organization described 
in section 501(c)(3) of the Internal Revenue Code of 1986 (hereinafter, 
“Code”) or cause either Party or its officers, trustees, employees, or 
agents to be subject to tax under the Code, including without limitation 
the tax on unrelated trade or business income under section 511 of the 
Code or the tax on excess benefit transactions under section 4958 of the 
Code; or,  

b. Subject either Party to unanticipated adverse federal, state, or local tax 
consequences, such as the loss of exemptions from real property tax or 
sales tax; or, 

c. Materially and substantially injure the goodwill or reputation of either 
Party; or, 

d. Violate applicable law or regulation or accreditation agency requirement 
to which each Party is subject, unless the violation is cured within thirty 
(30) days. 

3. If either Party becomes insolvent, makes an assignment for the benefit of its 
creditors, is placed in the hands of a receiver, or liquidates its business, this 
Agreement shall be deemed terminated at the end of the then current academic 
year without the requirement for further action or notice by either party. 

IV. Responsibilities of Goodwin  

The Goodwin Readiness Modules are comprised of the following unique learning themes: 
Career Readiness & Preparedness, Power Skills, Technology and Wellness. 

Goodwin Readiness Modules are developed and taught by highly experienced, trained and      
credentialed college faculty.  All Goodwin Readiness Modules are developed exclusively for 
students attending high school, are completed online and include experiential learning 
activities.  The Modules are designed to support individualized student goals by developing a 
plan in high school to their future pathway after high school. 

Each of the modules will be taught by Goodwin faculty and offered to Pennwood students in 
grades 9-12.  Each virtual session taught by Goodwin faculty will be one hour in duration, once 
a week for each module.  Pennwood teachers can provide supplemental support to students 
and the modules will be facilitated in the January term.  The modules will be comprised of 
approximately 50 students in each section. Goodwin will provide module sessions each year 
based on Pennwood’s high school enrollment which will grow as Pennwood grows. Assignment 
and module work will focus on project-based learning, with projects and learning presented in a 
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scaffolded design resulting in the work building from week to week and culminating into a final 
project which would be due at the end of a three week period. 

In addition, the partnership with Pearson and Goodwin will continue throughout the academic 
year.  Any additional programs will be mutually agreed upon by the Parties. Early discussions 
identified several ways to engage over the course of the year, such as: student/parent webinars 
on topics geared toward students and parents as well as professional development to 
Pennwood staff.  The student/parent webinars can include topics such as, “Understanding 
Financial Aid”, “Preparing your child for College or the workforce” and “Visiting College to 
evaluate fit”.  Touchpoints throughout the year will provide a solid foundation of consistent 
engagement with Drexel and Pennwood student and parents.    

Completion of the modules by students will result in completion and badging recognition. 

V. Responsibilities of Pearson Virtual Schools  

Pearson, through its educational products and services offering to Pennwood Cyber Charter 
School and partnership with Goodwin, will offer unique programming to Pennwood students to 
advance their academic and career interests. Pearson will work with Pennwood staff to identify 
eligible students. Pearson and Goodwin will agree to the number of student participants for 
each Goodwin Readiness Modules cycle. Micro-credentialing and badging opportunities will be 
offered and encouraged to Pennwood families with a specific interim term established for 
students to participate in utilizing the Goodwin modules. Pearson will work closely with 
Pennwood staff to promote collaboration and partnership between Goodwin and Pennwood 
faculty. Pennwood may offer the interim program in addition to other Goodwin offerings to 
families through e-mails, advertisements, announcements and/or website information. The 
Goodwin partnership may be included in promotional and advertising materials, but not limited 
to, brochures, fliers, and website.  

VI.  Dual Enrollment 

The Parties, in consultation with the School, will consider dual enrollment opportunities for 
Pennwood students in grades 11 and 12.  In connection with dual enrollment opportunities, 
eligible Pennwood students would be able to enroll in classes at Goodwin and earn credit in 
such classes.  

VI. Relationship of Parties  

Nothing in this MOU shall be construed as making either party a joint venturer or partner, 
employee or agent of the other. The parties shall mutually agree upon and reduce to writing 
any and all fees associated with the programming outlined and envisioned in this MOU.  
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VII. Tuition and Other Fees 

The Parties shall mutually agree upon tuition and other fees in connection with the Pennwood 
students attending Goodwin modules as outlined in this MOU. At no time shall students be 
charged directly by Goodwin to participate in the modules.  

VIII. Marketing & Use of Licensed Marks  

Both Parties agree that prior written approval is required before using the other Party’s name, 
logo, or other intellectual property rights in any advertising or associated publicity.  Nothing in 
this agreement shall preclude Pearson from informing Pennwood’s students, faculty and 
community about the Program. 

IX.  Non-Binding MOU 

This MOU is not a legally binding agreement or an offer for a legally binding agreement. It is the 
parties’ mutual intent to proceed in good faith to execute definitive agreements consistent with 
the principles and provisions of this MOU and subject to the satisfactory completion of the due 
diligence process; accordingly, Drexel and Pearson will be legally bound only by final, duly 
approved and executed definitive agreements. 

The Parties through their duly authorized representatives have signed this Memorandum of 
Understanding below. 

Drexel University      Pearson Virtual Schools USA 

Print Name: __________  Print Name: ______________________  

Signature: _ ___________  Signature: ________________________ 
Date: ______________________________  Date: ____________________________ 
 

9/12/22

Brian Ellis
Nik Osborne (Sep 14, 2022 10 24 EDT)

Nik Osborne

09/14/2022
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APPENDIX X 
SAMPLE 403(B) PLAN 

 
 

This appendix includes the following: 
 

Sample 403(b) Plan 
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Plan Highlights           Pennwood Cyber Charter School 403(b) Plan 

 
Control 403(b) Plan Highlights (k-12) Page 1 of 2 
PenServ Plan Services, Inc. (11-17) 

Plan Type Non-ERISA 403(b) Plan for Public Schools, Community Colleges, 
and Public Universities and Colleges 

Plan Name Pennwood Cyber Charter School

Address of Employer 555 Ryan Run Road, York, PA 17404

Employer 
Identification Number 

(EIN) 
[TBD]

Designated 
Administrator PenServ Plan Services, Inc.

Effective Date 
of the Plan May 1, 2023

Employee
Contributions

Employee Elective Deferrals (Voluntary) – Effective May 1, 2023, 
all current employees are eligible. These contributions are 
“pre-tax” deferrals and reduce taxable income.

Mandatory Employee Contributions – 5% of each eligible 
Employee’s compensation if hired on or after the effective date 
of the Plan.

Roth Elective Deferrals - Effective May 1, 2023, all current 
employees are eligible. These contributions are “post-tax” 
deferrals and do not reduce taxable income.

Additional Employee 
Contributions

Age 50 Catch-up Contributions – Additional amounts permitted 
after attaining age 50

Special Catch-up Contributions – Additional amounts permitted 
after 15 years of Service

Enrollment Periods
Entry Dates – Eligible Employees may begin participating on the first day 

of the first payroll period after completing any necessary forms and a 
salary reduction agreement.

Employer Contributions
Employer Nonelective Contributions – 5% of Compensation on behalf 

of Employees hired on or after May 1, 2023 where such Employee 
contributes the Mandatory Employee Contr bution of 5%

Vesting

Employer Nonelective Contributions – Employer Nonelective 
Contributions contr buted to Participant accounts under the Plan are
100% immediately vested.  

Elective Deferrals - All elective deferrals contributed to Participant
accounts under the Plan are 100% immediately vested.

Withdrawals

Hardship Withdrawals – Hardship withdrawals are not permitted from 
this Plan.

Participant Loans – Loans are available under the Plan subject to
investment company restrictions.
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Plan Highlights           Pennwood Cyber Charter School 403(b) Plan 

 
Control 403(b) Plan Highlights (k-12) Page 2 of 2 
PenServ Plan Services, Inc. (11-17) 

Rollovers from Other Plans

Rollovers into this Plan – Participants may rollover amounts from the 
following plans to their 403(b) account:

Another 403(b) Plan
A qualified plan (including a 401(k) Plan)
A 457(b) maintained by a state or local government
A Traditional IRA

The rollover amounts in this Plan are available to Participants at any 
time. 

Exchanges/Transfers
between 403(b) Providers Approved Investment Providers – [TBD]

Contact Information
Plan Information – You can contact Sarah Savage, Vice President of 

Human Resources for immediate questions.
Phone: 443-465-7848
Email: sarah.savage@pearson.com
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