
Board of Trustees Meeting for 
 Pennsylvania Distance Learning Charter School 

2605 Nicholson Road, Suite 4100, Sewickley, PA  15143 
Telephone: (888) 997-3352 Facsimile: (866) 977-3527 

Website: www.padistance.org 
 

 

A copy of the meeting minutes are available for public inspection at the Pennsylvania Distance Learning Charter 
School, 2605 Nicholson Road, Suite 4100, Sewickley, PA 15143 

 
 
 

Board Meeting 
Date:  July 29, 2020 
Time:  2:00 pm 
Location:   via Teleconference 
  888.988.2893, access 73527 

 
AGENDA 

MEETING TYPE:  Regular   Special   Proposed      Approved 
 

A. Call to Order 
 

B. Roll Call 
 

Board Member Attendance: 
John Marous, President                Present  Absent 
William Donahue, Vice President   Present Absent  
Greg Dolan, Treasurer    Present Absent 

    
 

  Other Attendees: 
Patricia Rossetti, Chief Executive Officer, PDLCS Present Absent 
Aubrey Ploesch, Elementary Principal, PDLCS Present Absent 
Kelly Crooks, High School Principal, PDLCS Present Absent 
Sheryl Allmon, Director of Student Services PDLCS Present Absent 
Michael Whisman, Charter Choices   Present Absent 
Nicholas Kocuba, Director of Technology PDLCS Present Absent 

 Leigh Anne Lord, Recording Secretary, PDLCS Present Absent 
  
 

C. Pledge of Allegiance 
 

D. Public Comment 
 

E. Review of Agenda 
 

F. NEW BUSINESS  
 

i. PDLCS Health and Safety Procedures  
 

Motion: _________________________ Support:_________________________  
Ayes:     _________________________ Opposed: _________________________ 

 
 

G. Reminder of Next Board Meeting 
To be held at the Pennsylvania Distance Learning Charter School and by teleconference on September 
8, 2020. 
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Board Meeting 
Date:  September 8, 2020 
Time:  4:00 pm 
Location:   Pennsylvania Distance Learning Charter School  

   and via Teleconference 
   

 
AGENDA 

MEETING TYPE:  Regular   Special   Proposed      Approved 
 

A. Call to Order 
 

B. Roll Call 
 

Board Member Attendance: 
John Marous, President                Present  Absent 
William Donahue, Vice President   Present Absent  
Greg Dolan, Treasurer    Present Absent 

    
 

  Other Attendees: 
Patricia Rossetti, Chief Executive Officer, PDLCS Present Absent 
Aubrey Ploesch, Elementary Principal, PDLCS Present Absent 
Kelly Crooks, High School Principal, PDLCS Present Absent 
Stephanie Faith, SE Coordinator PDLCS  Present Absent 
Sheryl Allmon, Director of Student Services PDLCS Present Absent 
Michael Whisman, Charter Choices   Present Absent 
Nicholas Kocuba, Director of Technology PDLCS Present Absent 

 Leigh Anne Lord, Recording Secretary, PDLCS Present Absent 
  
 

C. Pledge of Allegiance 
 

D. Public Comment 
 

E. Review of Agenda 
 

F. Standard Business 
 

i. Meeting Minutes of June 8, 2020 Board Meeting 
 

Motion: _________________________ Support:_________________________  
Ayes:     _________________________ Opposed: _________________________ 
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ii. Meeting Minutes of July 29, 2020 Board Meeting 
 

Motion: _________________________ Support:_________________________  
Ayes:     _________________________ Opposed: _________________________ 

 
 
 

 
G. NEW BUSINESS  

 
i. Financial Report 

 
Motion: _________________________   Support: ________________________ 
Ayes:     _______      Opposed: _____ 
 

ii. State of School Report 
 

Motion: _________________________   Support: ________________________ 
Ayes:     _______      Opposed: _____ 

 
iii. Title IX Policy and Resolution 

 
Motion: _________________________   Support: ________________________ 
Ayes:     _______      Opposed: _____ 

 
iv. Compensation Proposal 

 
Motion: _________________________   Support: ________________________ 
Ayes:     _______      Opposed: _____ 

 
 

H. Reminder of Next Board Meeting 
To be held at the Pennsylvania Distance Learning Charter School and by teleconference on December 
7, 2020. 

 
I     Executive Session (if necessary) 

     The Board will meet in an Executive Session. 
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Board Meeting 
Date:  December 7, 2020 
Time:  3:30  pm 
Location:   Pennsylvania Distance Learning Charter School  

   and via Teleconference 
   

 
AGENDA 

MEETING TYPE:  Regular   Special   Proposed      Approved 
 

A. Call to Order 
 

B. Roll Call 
 

Board Member Attendance: 
John Marous, President                Present  Absent 
William Donahue, Vice President   Present Absent  
Greg Dolan, Treasurer    Present Absent 

    
 

  Other Attendees: 
Patricia Rossetti, Chief Executive Officer, PDLCS Present Absent 
Aubrey Ploesch, Elementary Principal, PDLCS Present Absent 
Kelly Crooks, High School Principal, PDLCS Present Absent 
Stephanie Faith, SE Coordinator PDLCS  Present Absent 
Sheryl Allmon, Director of Student Services PDLCS Present Absent 
Michael Whisman, Charter Choices   Present Absent 
Nicholas Kocuba, Chief Operating Officer  Present Absent 

 Leigh Anne Lord, Recording Secretary, PDLCS Present Absent 
  
 

C. Pledge of Allegiance 
 

D. Public Comment 
 

E. Review of Agenda 
 

F. Standard Business 
 

i. Meeting Minutes of September 8, 2020 Board Meeting 
 

Motion: _________________________ Support:_________________________  
Ayes:     _________________________ Opposed: _________________________ 
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G. NEW BUSINESS  

 
i. Audit Report 

 
Motion: _________________________   Support: ________________________ 
Ayes:     _______      Opposed: _____ 
 

ii. Financial Report 
 

Motion: _________________________   Support: ________________________ 
Ayes:     _______      Opposed: _____ 

 
iii. Budget  SY20-21 

 
Motion: _________________________   Support: ________________________ 
Ayes:     _______      Opposed: _____ 

 
iv. State of the School Report 

 
Motion: _________________________   Support: ________________________ 
Ayes:     _______      Opposed: _____ 

 
v. Proposed Organization Chart Changes  

 
Motion: _________________________   Support: ________________________ 
Ayes:     _______      Opposed: _____ 

 
vi. Proposed SY21-22 Calendar 

 
Motion: _________________________   Support: ________________________ 
Ayes:     _______      Opposed: _____ 

 
vii. Student 217-20 Agreement 

 
Motion: _________________________   Support: ________________________ 
Ayes:     _______      Opposed: _____ 

 
 
 

H. Reminder of Next Board Meeting 
To be held at the Pennsylvania Distance Learning Charter School and by teleconference on March 1, 
2021. 

 
I     Executive Session (if necessary) 
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Board Meeting 
Date:  March 1, 2020 
Time:  4:00 pm 
Location:   Pennsylvania Distance Learning Charter School  

   and via Teleconference 
   

 
AGENDA 

MEETING TYPE:  Regular   Special   Proposed      Approved 
 

A. Call to Order 
 

B. Roll Call 
 

Board Member Attendance: 
John Marous, President                Present  Absent 
William Donahue, Vice President   Present Absent  
Greg Dolan, Treasurer    Present Absent 

    
 

  Other Attendees: 
Patricia Rossetti, Chief Executive Officer, PDLCS Present Absent 
Aubrey Ploesch, Elementary Principal, PDLCS Present Absent 
Kelly Crooks, High School Principal, PDLCS Present Absent 
Stephanie Faith, SE Coordinator PDLCS  Present Absent 
Sheryl Allmon, Director of Student Services PDLCS Present Absent 
Michael Whisman, Charter Choices   Present Absent 
Nicholas Kocuba, Chief Operating Officer  Present Absent 

 Leigh Anne Lord, Recording Secretary, PDLCS Present Absent 
  
 

C. Pledge of Allegiance 
 

D. Public Comment 
 

E. Review of Agenda 
 

F. Standard Business 
 

i. Meeting Minutes of December 7, 2020 Board Meeting 
 

Motion: _________________________ Support:_________________________  
Ayes:     _________________________ Opposed: _________________________ 
 

ii. Financial Report 
Motion: _________________________   Support: ________________________ 
Ayes:     _______      Opposed: _____ 
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iii. State of the School Report 
Motion: _________________________   Support: ________________________ 
Ayes:     _______      Opposed: _____ 

 
 

G. NEW BUSINESS 
 

i. SY 2021-2022 Employee and Parent Student Handbook Revisions 
 

Motion: _________________________   Support: ________________________ 
Ayes:     _______      Opposed: _____ 

 
 

H. Reminder of Next Board Meeting 
To be held at the Pennsylvania Distance Learning Charter School and by teleconference on May 3, 
2021. 

 
I     Executive Session (if necessary) 
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Board Meeting 
Date:  May 3, 2021 
Time:  4:00 pm 
Location:   Pennsylvania Distance Learning Charter School  

   and via Teleconference 
  888.988.2893  Guest: 73527 

 
AGENDA 

MEETING TYPE:  Regular   Special   Proposed      Approved 
 

A. Call to Order 
 

B. Roll Call 
 

Board Member Attendance: 
John Marous, President                Present  Absent 
William Donahue, Vice President   Present Absent  
Greg Dolan, Treasurer    Present Absent 

    
 

  Other Attendees: 
Patricia Rossetti, Chief Executive Officer, PDLCS Present Absent 
Aubrey Ploesch, Elementary Principal, PDLCS Present Absent 
Kelly Crooks, Middle/High School Principal, PDLCS Present Absent 
Stephanie Faith, Special Education Coordinator, PDLCSPresent Absent 
Sheryl Allmon, Director of Student Services PDLCS Present Absent 
Michael Whisman, Charter Choices   Present Absent 
Nicholas Kocuba, Chief Operating Officer PDLCS Present Absent 

 Leigh Anne Lord, Recording Secretary, PDLCS Present Absent 
  
 

C. Pledge of Allegiance 
 

D. Public Comment 
 

E. Review of Agenda 
 

F. Standard Business 
 

i. Meeting Minutes of March 1, 2021 Board Meeting 
 

Motion: _________________________ Support:_________________________  
Ayes:     _________________________ Opposed: _________________________ 
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ii. State of the School Report 
 

Motion: _________________________   Support: ________________________ 
Ayes:     _______      Opposed: _____ 

 
iii. Financial Report 

 
Motion: _________________________   Support: ________________________ 
Ayes:     _______      Opposed: _____ 

 
 

G. NEW BUSINESS 
 

i. SY 2021-2022 Board Appointments 
 

Motion: _________________________   Support: ________________________ 
Ayes:     _______      Opposed: _____ 

 
ii. SY2021-2022 Board Meeting Dates 

 
Motion: _________________________   Support: _______________________ 
Ayes:     _____      Opposed: _____ 

 
iii. 2021-2022 Draft Budget  

 
Motion: _________________________   Support: _______________________ 
Ayes:     _____      Opposed: _____ 

 
iv. 2021-2022 Continuous School Improvement Update 

 
Motion: _________________________   Support: _______________________ 
Ayes:     _____      Opposed: _____ 

 
 

H. Reminder of Next Board Meeting 
To be held at the Pennsylvania Distance Learning Charter School and by teleconference on June 7, 
2021. 

 
I     Executive Session (if necessary) 
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Board Meeting 
Date:  June 7, 2021 

Time:  4:00 pm 

Location:   Pennsylvania Distance Learning Charter School  

   and via Teleconference 

  888.988.2893  Guest: 73527 

 

AGENDA 
MEETING TYPE:  Regular   Special   Proposed      Approved 

 
A. Call to Order 

 

B. Roll Call 
 

Board Member Attendance: 

John Marous, President                Present  Absent 

William Donahue, Vice President   Present Absent  

    

 

  Other Attendees: 
Patricia Rossetti, Chief Executive Officer  Present Absent 

Aubrey Ploesch, Elementary Principal  Present Absent 

Kelly Crooks, Middle/High School Principal, Present Absent 

Stephanie Faith, Special Education Coordinator Present Absent 

Sheryl Allmon, Director of Student Services  Present Absent 

Michael Whisman, Charter Choices   Present Absent 

Nicholas Kocuba, Chief Operating Officer   Present Absent 

 Leigh Anne Lord, Recording Secretary  Present Absent 

  

 

C. Pledge of Allegiance 
 

D. Public Comment 
 

E. Review of Agenda 
 

F. Standard Business 
 

i. Meeting Minutes of May 3, 2021 Board Meeting 
 

Motion: _________________________ Support:_________________________  

Ayes:     _________________________ Opposed: _________________________ 

    

 

 

  

 

G. NEW BUSINESS 
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i. SY 2021-2022 Budget 
 

Motion: _________________________   Support: ________________________ 

Ayes:     _______      Opposed: _____ 

 

ii. Comp Plan/CSI Update 
 

Motion: _________________________   Support: _______________________ 

Ayes:     _____      Opposed: _____ 

 
iii. Fund Balance Allocation 

 
Motion: _________________________   Support: _______________________ 

Ayes:     _____      Opposed: _____ 

 
 

iv. School Programs Book for Board of Trustees – Year in Review 
 

 
H. Reminder of Next Board Meeting 

To be held at the Pennsylvania Distance Learning Charter School and by teleconference on September 

20,  2021. 

 

I     Executive Session (if necessary) 
      
     

 

 

 



PDE-414 

Complete the following information for all professional staff members

Staff 
No.

Name of employee  (List all 
names in alphabetical order)

PA 
Certified 
Yes/No

Areas of Certification Type of 
Certificate

Grades 
Teaching 
or Serving

All Areas of Assigjment 
Subject Areas Teaching or 
Services Provided

Number of 
Hours Worked 
in Assignmnt

Percentage 
of Time in 
Certified 
Position

Percentage 
of Time in 
Areas Not 
Certified

1 Al-Amoudi, Niclole Yes Citizenship 7-12
Social Studies 7-12
Program Specialist ESL K-12

9-12 AP US History                                     
Graduation Recovery Teacher
ESL Coordinator

40 per week 100% 0%

2 Azzaro, Susannah Yes Bus-Computer-Info Tech K-12
English 7-12

9-12 Business Technology Teacher 40 per week 100% 0%

3 Batrack, Felicia Yes Special Education PK-8
Grades PK-4

6 Special Education Teacher 40 per week 100% 0%

4 Barko, Emily Yes K-6 Elementary Education
N-12 Special Education

3-6 Title I Teacher 40 per week 100% 0%

5 Bate, Jamie Yes School Speech & Language 
Pa hologist PK-12

K-6 Speech Pathologist 40 per week 100% 0%

6 Berger, Angela Yes Spanish K-12
English 7-12
French K-12

K-12 French and Spanish 
Teacher

40 per week 100% 0%

7 Bible, Darcy Yes 7-12 Mathema ics 7 7th Grade Mathematics 
Teacher

40 per week 100% 0%

8 Bigos, Joanna Yes Elementary School Counselor K-6, 
Secondary School Counselor 7-12, 
Principal PK-12

K-12 Behavior Interventionist 40 per week 100% 0%

9 Blose, Sarah Yes Special Education N-12
Elementary K-6

9-12 Special Education Teacher 40 per week 100% 0%

10 Borghetti, Lauren Yes English 7-12
Biology 7-12

7 7th Grade English Language 
Arts

40 per week 100% 0%

11 Bowman, Courtney Yes Early Childhood N-3
Elementary K-6

K-6 Title I Teacher 40 per week 100% 0%

12 Brennen, Coleen Yes Biology 7-12
General Science 7-12
Family Consumer Science K-12

8 8th Grade Science Teacher 40 per week 100% 0%

13 Budd, Laura Yes Special Education PK-8 K-12 Career to Work - Special 
Education Teacher

40 per week 100% 0%

14 Buncic, Kara Yes Elementary & Secondary School 
Counselor PK-12

9-12 School Counselor 40 per week 100% 0%

15 Carpenter, Elisa Yes PK-12 Music 2,4,6 PK-12 Music Teacher 40 per week 100% 0%
16 Ceravolo, Vanessa Yes PK-4 Elementary K Kindergarten Teacher 40 per week 100% 0%
17 Chavers, Jessica Yes Grades PK-4 3 3rd Grade Teacher 40 per week 100% 0%
18 Choung, Gabrialla Yes Grades PK-4

Reading Specialist PK-12
4 4th Grade Teacher 40 per week 100% 0%

19 Clutter, Karen Yes K-12 Health
N-12 Special Education

9-12 Special Education Teacher 40 per week 100% 0%

20 Colbert, Tracey Yes K-12 Bus/Computer/Info Tech
7-9 Social Studies
7-12 General Science
7-9 Math
7-12 Chemistry
7-12 Physics

9-12 9-12 Grade Science 40 per week 100% 0%

21 Collins, Kelly Yes 7-12 Chemistry
7-12 Biology
7-12 Ear h and Space Science

7 7th Grade Science Teacher 40 per week 100% 0%

22 Crooks, Kelly Yes 7-12 English
Principal PK-12
Supvr Curr & Ins K-12

7-12 Middle/High School 
Principal

40 per week 100% 0%

23 Cutler, Stephen Yes Social Studies 7-12 7 7thGrade Social Studies 
Teacher

40 per week 100% 0%

24 Danka, Jesse Yes Special Education N-12 7-12 Title I Teacher 40 per week 100% 0%
25 Davis, Larissa Yes Grades PK-4 K Kindergarten Teacher 40 per week 100% 0%
26 Dayka, Matthew Yes English 7-12 9-12 9-12 English Teacher 40 per week 100% 0%
27 Deeds-Cameron, Lydia Yes Social Studies 7-12 8 8th Grade Social Studies 

Teacher
40 per week 100% 0%

28 DeRoner, Victoria Yes Instructional Tech Spec PK-12
7-12 Social Studies
7-12 Citizenship
6-9 Mid-Level English

9-12 9-12 Social Studies Teacher/ 
Teacher
Technology Coach

40 per week 100% 0%

29 DeSantis, Leah Yes Special Education PK-8
Grades PK-4

K-2 Title I Teacher 40 per week 100% 0%

30 Devlin, Kaitlin Yes Social Studies 7-12
Special Education N-12

8-12 Graduation Recovery
Secondary Social Studies

40 per week 100% 0%

31 Diable, Angela Yes Early Childhood N-3
Elementary K-6
Special Education PK-12

9-12 Special Education Teacher 40 per week 100% 0%

CERTIFICATION VERIFICATION FORM                    



Staff 
No.

Name of employee  (List all 
names in alphabetical order)

PA 
Certified 
Yes/No

Areas of Certification Type of 
Certificate

Grades 
Teaching 
or Serving

All Areas of Assigjment 
Subject Areas Teaching or 
Services Provided

Number of 
Hours Worked 
in Assignmnt

Percentage 
of Time in 
Certified 
Position

Percentage 
of Time in 
Areas Not 
Certified

32 Dickson, Samuel Yes 7-12 Social Studies
7-12 Special Education
7-12 Ear h and Space Science

7-8 Special Education Teacher 40 per week 100% 0%

33 Donahue, Tamara Yes Elementary K-6
Special Education PK-12
Reading Specialist PK-12

K-12 Title I Teacher 40 per week 100% 0%

34 Donofrio, Lauren Yes 7-12 English 9-12 9-12 English Teacher 40 per week 100% 0%
35 Edwards, Brianna Yes Elementary & Secondary School 

Counselor PK-12
K-6 School Counselor 40 per week 100% 0%

36 Evanchak, Matthew Yes Elementary K-6 
Special Education N-12

6 6th Grade Teacher 40 per week 100% 0%

37 Faith, Stephanie Yes Elementary K-6
School Psychologist PK-12
Principal PK-12

K-12 Special Education 
Coordinator

40 per week 100% 0%

38 Fanning, Lindsey Yes 7-12 Mathema ics 9-12 9-12 Mathematics Teacher 40 per week 100% 0%
39 Galando, Matthew Yes Elementary K-6

Special Education PK-12
7 Special Education Teacher 40 per week 100% 0%

40 Gates, Clare Yes English 7-12 9-12 9-12 English Teacher 40 per week 100% 0%
41 Gates, Matthew Yes

Bus-Computer Info Tech PK-12
8-12 Bus/Technology Teacher 40 per week 100% 0%

42 George, Hannah Yes Grades PK-4 K-4 Title I Teacher 40 per week 100% 0%
43 Glaser, Andrew Yes English 7-12 7 7th Grade English Teacher 40 per week 100% 0%

44 Groscost, Natalie Yes English 7-12
Reading Specialist K-12

9-12 Reading Specialist 40 per week 100% 0%

45 Grosso, Sherri Yes Biology 7-12
Chemistry 7-12

9-12 9-12 Science Teacher 40 per week 100% 0%

46 Guilish, Jaclyn Yes Elementary K-6
Special Education N-12

9-12 Special Education Teacher 40 per week 100% 0%

47 Guiliani, Ryan Yes 7-12 Social Studies 9-12 9-12 Social Studies 40 per week 100% 0%
48 Harmon, Melissa Yes K-6 Elementary 2 2nd Grade Teacher 40 per week 100% 0%
49 Hart, William Yes Music K-12

Mid-Level Math 7-9
Mid Level Science 7-9
Special Ed PK-8
Grades PK-4

9-12 Music Teacher 40 per week 100% 0%

50 Hartmann, Katie Yes Social Studies 7-12
ESL PK-12
Safety/Driver ED 7-12

9-12 Social Studies Teacher
Driver's Education Teacher

40 per week 100% 0%

51 Hoffman, Alyssa Yes Special Education K-8
Grades PK-4

5 Special Education Teacher 40 per week 100% 0%

52 Hughes, Kevin Yes K-12 Physical Education/Health K-6 Physical Education/Health 
Teacher

40 per week 100% 0%

53 Iannessa, Maureen Yes Elementary K-6
Family and Consumer Science K-12

6 6th Grade Teacher 40 per week 100% 0%

54 Johnston, (Dietrich), Maggie Yes English 7-12 9-12 9-11 English Teacher 40 per week 100% 0%
55 Kelly, Maggie Yes English 7-12 9-12 9-11 English Teacher 40 per week 100% 0%
56 Kleifgan, Michelle Yes Early Childhood N-3

English 7-12
Ma hematics 7-12
Special Education PK-12

9-12 9-12 Mathematics 40 per week 100% 0%

57 Korber, Jeffrey Yes 7-12 Mathema ics 9-12 9-12 Mathematics Teacher 40 per week 100% 0%

58 Kudritz, Lindsay Yes Elementary K-6
Reading Specialist PK-12

1 1st Grade Teacher 40 per week 100% 0%

59 Lawrence, Julie Yes Art K-12 K-8 Art Teacher 40 per week 100% 0%
60 Lesko, Branna Yes Spanish PK-12 9-12 Spanish Teacher 40 per week 100% 0%
61 Levenson, Ashley Yes Elementary PK-4

Special Education K-8
6 Special Education Teacher 40 per week 100% 0%

62 Martin, Stacy Yes Elementary K-6
Reading Specialist PK-12
Special Education PK-12

9-12 Special Education Teacher 40 per week 100% 0%

63 Mayle, Andrew Yes Ma hematics 7-12 9-12 9-12 Mathematics Teacher 40 per week 100% 0%

64 McNeil, Laura Yes Nurse (contracted 990 employee) K-12 School Nurse 20 per mon h 100% 0%
65 Mihoerck (Griffith), Katie Yes Elementary & Secondary School 

Counselor PK-12
9-12 School Counselor 40 per week 100% 0%

66 Mittlemeier, Julia Yes Grades 4-6 (all subjects)
Ma hematics 7-8

6 6th Grade Teacher 40 per week 100% 0%

67 Monnich, Amanda Yes Elementary K-6
Special Education N-12

5 Special Education Teacher 40 per week 100% 0%

68 Mudd, Beth Ann Yes Elementary K-6 5 5th Grade Teacher 40 per week 100% 0%
69 Murray, Spencer Yes Elementary & Secondary School 

Counselor PK-12
8 School Counselor 40 per week 100% 0%

70 Mysels, Peter Yes 7-12 Social Studies
PK-12 Inst Technology Specialist

9-12 Secondary Social Studies 40 per week 100% 0%
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No.

Name of employee  (List all 
names in alphabetical order)

PA 
Certified 
Yes/No

Areas of Certification Type of 
Certificate

Grades 
Teaching 
or Serving

All Areas of Assigjment 
Subject Areas Teaching or 
Services Provided

Number of 
Hours Worked 
in Assignmnt

Percentage 
of Time in 
Certified 
Position

Percentage 
of Time in 
Areas Not 
Certified

71 Naugle, Crystal Yes K-6 Elementary Education
N-12 Special Education; Reading 
Specialist PK-12

6 6th Grade Teacher 40 per week 100% 0%

72 Oleson, Chelsea Yes Grades PK-4 5 5th Grade Teacher 40 per week 100% 0%
73 Olszewski, Sara Elementary K-6

Special Education PK-8
Apecial Education 7-12
English 7-12

9-12 Special Education Teacher 40 per week 100% 0%

74 Payne, Brandon Yes Elementary & Secondary School 
Counselor PK-12

K-3 School Counselor 40 per week 100% 0%

75 Perhac, Tyler Yes English 7-12 9-12 Graduation Recovery
9-12 English

40 per week 100% 0%

76 Petraglia, Marisa Yes 7-12 Social Studies
7-12 English                                 
PK-12 Family Consumer Science         

9-12 Secondary Social Studies 
Family Consumer Science 
Teacher

40 per week 100% 0%

77 Ploesch, Aubrey Yes 6-9 Mathematics
Musick PK-12
Principal PK-12

K-6 K-6 Principal
Federal Programs 

40 per week 100% 0%

78 Pontius, Brad Yes K-12 Physical Education/Health 9-12 Health & Physical 
Education Teacher

40 per week 100% 0%

79 Prementine, Kaylie Yes Special Education PK-8
Grades PK-4

K-6 Title I Teacher 40 per week 100% 0%

80 Protho, Amy Yes Principal K-12; Secondary School 
Counselor; Elementary School 
Counselor

7 School Counselor 40 per week 100% 0%

81 Rauenzahn, Mandy Yes Secondary School Counselor 9-12 School Counselor 40 per week 100% 0%
82 Reddecliff, Brina Yes Special Education PK-8

Grades PK-4
K-8 Special Education Teacher 40 per week 100% 0%

83 Reda, Anthony Yes K-12 Physical Education/Health 7 Physical Education/Health 
Teacher

40 per week 100% 0%

84 Rogers, Erin Yes Special Education K-12
English 7-12

9-12 Special Education Teacher 40 per week 100% 0%

85 Rossetti, Patricia Yes Principal PK-12
Social Studies 7-12
LOE Superintendent PK-12

K-12 Chief Executive Officer 40 per week 100% 0%

86 Rumble, Evan Yes Art K-12 9-12 Art Teacher 40 per week 100% 0%
87 Sabol (Pickering), Stephanie Yes PK-12 Heal h & Physical Science K-6 Physical Education/Heal h 

Teacher
40 per week 100% 0%

88 Sanko, Katie Yes Elementary & Secondary School 
Counselor PK-12

K-6 School Counselor 40 per week 100% 0%

89 Sapp, Jessica Yes Music K-12 K-8 Music Teacher 40 per week 100% 0%
90 Scotto, Deanna Yes Elementary K-6th 5 5th Grade Teacher 40 per week 100% 0%
91 Sellinger, Samantha Yes General Science 7-12

Biology 7-12
9-12 Secondary Science Teacher 40 per week 100% 0%

92 Simmons, Sarah Yes General Science 7-12 7 7th Grade Science Teacher 40 per week 100% 0%

93 Smialek, Carol Yes Social Studies 7-12
English 7-12

9-12 Secondary Social Studies 
Teacher

40 per week 100% 0%

94 Smith, Brianna Yes Special Education PK-8
Grades PK-4

K-2 Special Education Teacher 40 per week 100% 0%

95 Smith, Stephanie Yes Health and Physical Education K-8 Physical Education/Health 
Teacher

40 per week 100% 0%

96 Steele, Aimee Yes Early Childhood N-3
Elementary K-6

4 4th Grade Teacher 40 per week 100% 0%

97 Steigerwald, Veronica Yes Social Studies 7-12 9-12 Graduation Recovery
7-12 Social Studies 
Teacher

40 per week 100% 0%

98 Teare, Emily Yes Grades PK-4
Special Eduation PK-8

4 Special Education Teacher 40 per week 100% 0%

99 Thornton, Amy Yes Special Education N-12
Elementary K-6

3 3rd Grade Teacher 40 per week 100% 0%

100 Trudeau, Christine Yes Elementary K-6
English 7-12
Mental or Phys Handicapped

8 8th Grade English Teacher 40 per week 100% 0%

101 Wallace, Michelle Yes Grades PK-4 K-4 Title I Teacher 40 per week 100% 0%
102 Winter, Adam Yes Grades PK-4

Special Education K-8
3 Special Education Teacher 40 per week 100% 0%

103 Wisniewski, Alan-Michael Yes 4-6 All Subjects
7-8 Mathematics

8 8th Grade Mathematics 40 per week 100% 0%

Total Number of Administrators (do not include CEO): 3
Total Number of Teachers: 89  Counselors:  8  School Nurses: 1  Others __________
Total Number of Professional Staff: 101

PA Department of Education, 333 Market Street, Harrisburg, PA  17126-0333
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PENNSYLVANIA DISTANCE LEARNING CHARTER SCHOOL 

 

Book:   Policy Manual 

Section:  Administration 

Title:   Conflict of Interest Policy 

Adopted:  November 15, 2004  

Revised:  December 7, 2015 

PURPOSE:  The purpose of this policy is to protect Pennsylvania Distance Learning Charter School 
(“PDLCS”) (“the School”) interest when it is contemplating entering into a transaction or arrangement 
that might benefit the private interest of an officer or trustee of the School.  This policy is intended to 
supplement but not replace any applicable state laws government conflict of interest applicable to 
nonprofit and public cyber charter schools. 

SCOPE:  This policy applies to all Trustees and Administrators of PDLCS. 

POLICY AUTHORITY:  Policy draft is reviewed by the CEO of PDLCS; then (1) sent to the Board of 
Trustees, and (2) presented at the next formal, public Board Meeting for review, public comments and 
approval. 

DEFINITIONS: 

INTERESTED PERSON:  Any Director, Principal Officer, or member of a committee with board delegated 
powers, who has a direct or indirect financial interest, as defined below, is an interested person. 

FINANCIAL INTEREST:  A person who has a financial interest if the person has, directly or indirectly, 
through business, investment or family: 

• An ownership or investment interest in any entity with which the Corporation has a transaction 
or arrangement; or 

• A compensation arrangement with the Corporation or with any entity or individual with which 
the Corporation has a transaction, or arrangement, or 

• A potential ownership or investment interest in, or compensation with, any entity or individual 
with which the Corporation is negotiating a transaction or arrangement. 

Compensation includes direct and indirect remuneration as well as gifts or favors what are substantial in 
nature. 

A financial interest is not necessarily a conflict of interest.  A person who has a financial interest may 
have conflict of interest only if the appropriate board or committee decides that a conflict of interest 
exists. 
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DETAILED POLICY STATEMENT:   

DUTY TO DISCLOSE:  In connection with any actual or possible conflicts of interest, an interested person 
must disclose the existence of his or her financial interest and must be given the opportunity to disclose 
all material facts to the Trustees and Administrators with board delegated powers considering the 
proposed transaction or arrangements. 

DETERMINING WHETHER A CONFLICT OF INTEREST EXISTS:  After disclosure of the financial interest 
and all material facts, and after any discussion with the interested person, he or she shall leave the 
Board or meeting while the determination of a conflict of interest is discussed and voted upon.  The 
remaining Board members shall thereupon determine, by a vote of seventy-five percent (75%) of the 
votes entitled to vote, whether the disclosure shows that a conflict of interests exists or can be 
reasonably construed to exist. 

PROCEDURES FOR ADDRESSING THE CONFLICT OF INTEREST:  An interested person may make a 
presentation at a Board meeting, but after such presentation, he or she shall leave the meeting during 
the discussion of, and the vote on, the transaction or arrangement that may result in the conflict of 
interest. 

The Chairperson of the Board shall, if appropriate, appoint a disinterested person or committee to 
investigate alternatives to the proposed transaction or arrangement. 

After exercising due diligence, the Board shall determine whether the School can obtain a more 
advantageous transaction or arrangement with reasonable efforts from a person or entity that would 
not give rise to a conflict of interest. 

If a more advantageous transaction or arrangement is not reasonably attainable under circumstances 
that would not give rise to a conflict of interest, the Board shall determine by a majority vote of the 
disinterested Trustees whether the transaction or arrangement is in the School’s best interest and for its 
own benefit and whether the transaction is fair and reasonable to the School and shall make a decision 
as to whether to enter into the transaction or arrangement in conformity with such determination. 

VIOLATIONS OF THE CONFLICT OF INTEREST POLICY:  If the Board or Administrator has reasonable 
cause to believe that a Trustee or Administrator has failed to disclose actual or possible conflicts of 
interest, it shall inform the trustees of the basis for such belief and afford the Trustee or Administrator 
an opportunity to explain the alleged failure to disclose. 

RECORDS OF PROCEEDINGS:  The minutes of the Board and all Administration with Board-delegated 
powers shall contain: 

• The names of the persons who disclosed or otherwise were found to have a financial interest in 
connection with an actual or possible conflict of interest, the nature of the financial interest, any 
action taken to determine whether a conflict of interest was present and the Board’s decision as 
to whether a conflict of interest in fact exists. 
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• The names of the persons who were present for discussions and votes relating to the 
transaction or arrangement, the content of the discussion, including any alternatives to the 
proposed transaction or arrangement and a record of any votes take in connection therewith. 

COMPENSATION:  A voting member of the Board of Trustees who receives compensation, directly or 
indirectly, from the School for services is precluded from voting on matters pertaining to that member’s 
compensation. 

A voting member of any committee whose jurisdiction includes compensation matters and who receives 
compensation, directly or indirectly, from the School for services is precluded from voting on matters 
pertaining to that member’s compensation. 

STATEMENTS OF UNDERSTANDING:  Each Trustee, Principal Officer and Administrator with Board-
delegated powers shall at the time of election and every anniversary thereof, sign a statement which 
affirms that such person: 

• Has received a copy of the Conflict of Interest Policy, 
• Has re ad and understands the Policy, 
• Has agreed to comply with the Policy, and 
• Understands that the School is a charitable organization and that in order to maintain its federal 

tax exemption, it must engage primarily in activities which accomplish one ore more of its tax-
exempt purposes. 

PERIODIC REVIEWS: To ensure that the School operates in a manner consistent with its charitable 
purposes and that it does not engage in activities that could jeopardize its status as an organization 
exempt from federal income tax, periodic reviews shall be conducted.  The periodic reviews shall, at a 
minimum, include the following subjects: 

• Whether compensation arrangements and benefits are reasonable and are the results of arm’s 
length bargaining. 

• Whether partners and joint venture arrangements and arrangements with management services 
organizations conform to written policies, are properly recorded, reflect reasonable payments 
for goods and services, further the School’s charitable purposes and do not result in inurement 
or impermissible private benefit. 

• Whether agreements to provide education and agreements with other employees and third 
parties further the School’s charitable purposes and do not result in inurement or impermissible 
private benefit. 
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PENNSYLVANIA DISTANCE LEARNING CHARTER SCHOOL 

 

Book:   Policy Manual 

Section:  Financials 

Title:   Fund Balance Policy 

Reference: Ethics Standards and Financial Disclosure – 65 P.S. Sec. 1101 et seq 

 Governmental Accounting Standards Board, Statement No. 54 

Adopted: June 24, 2014  

Revised:   

 

PURPOSE:  The purpose of this policy is to outline the Fund Balance Policy as a result of the 
implementation of GASB 54 requirements.  These apply to financial statements beginning July 1, 2010 – 
June 30, 2011 fiscal year. 

SCOPE:  PDLCS’s financial goal is to have a sufficient balance in the operating fund with sufficient 
working capital and a margin of safety to address local and regional emergencies without borrowing.  
The School shall strive to maintain an unassigned general fund balance of not less than five percent and 
not great than ten percent of total operating expenditures. 

POLICY AUTHORITY:  When it is appropriate for fund balance to be assigned, the Board of Trustees 
delegates authority to the School’s Chief Executive Officer in consultation with the Business Manager. 

DEFINITIONS:   

Fund Balance:  shall mean the difference between assets and liabilities in each fund.  Fund balance 
includes such items as money due, but not received by the school including, for example, delayed 
subsidy payments from the State.  GASB Statement 54 classified fund balances based on the relative 
strength of the constraints that control the purposes for which specific amounts can be spent. 

Non-Spendable:  amounts that cannot be spent because they are in a non-spendable form (e.g., 
inventory) or legally or contractually required to be maintained intact (e.g., principal of a permanent 
fund). 

Restricted:  amounts limited by external parties, or legislation (e.g., grants or donations). 

Committed:  amounts limited by Board policy (e.g., future anticipated costs). 
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Assigned:  amounts that are intended for a particular purpose, such as a rate stabilization fund or 
segregation of an amount intended to be used at some time in the future. 

Unassigned:  amounts available for consumption or not restricted in any manner. 

DETAILED POLICY STATEMENT:  Fund balance measures the net financial resources available to finance 
expenditures of future periods. 

PDLCS’ Unassigned General Fund Balance will be maintained to provide the School with sufficient 
working capital and a margin of safety to address local and regional emergencies without borrowing.  
The Unassigned General Fund Balance may only be appropriated by resolution of the Board of Trustees. 

Fund Balance of the School may be committed for a specific source by formal action of the PDLCS Board 
of Trustees.  Amendments or modifications of the committed fund balance must also be approved by 
formal action of the PDLCS Board of Trustees.  The Board resolution(s) must be approved on or before 
June 30 for the fiscal year to which it applies.  The resolution must state the purpose for which the funds 
are being committed, but does not have to specify the amount.  The amount can be determined after 
the audit is finished but prior to financial statements being finalized. 

In circumstances where an expenditure is to be made for a purpose for which amounts are available in 
multiple fund balance classifications, the order in which resources will be expended is as follows:  
restricted fund balance, followed by committed fund balance, assigned fund balance, and lastly, 
unassigned fund balance. 
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PENNSYLVANIA DISTANCE LEARNING CHARTER SCHOOL 

 

Book:   Policy Manual 

Section:  Financials 

Title:   Fixed Asset Policy 

Adopted:  November 15, 2004 

Revised:  December 3, 2012, March 12, 2018 

PURPOSE:  The purpose of this policy is to set forth the requirements for the identification, inventory 
and reporting of all property owned by the Board of Trustees.   

SCOPE:  This policy applies to all fixed assets which 

• Have a value of $5,000 or more. 
• Have a useful life of one year or more. 
• Meet the definition of one of the major Asset Classes of Land, Buildings, Building Improvements, 

Furniture & Fixtures, Equipment, Computers & Software, or Construction-In-Progress. 
• Must be of a tangible, distinguishable nature (possess unique physical substance). 
• Are not repair parts, component parts or supplies, maintenance or service fees. 

POLICY AUTHORITY:  Policy draft is reviewed by the CEO of PDLCS; then (1) sent to the Board of 
Trustees, and (2) presented at the next formal, public Board Meeting for review, public comments and 
approval. 

DETAILED POLICY STATEMENT:  

LAND:  Land is real property which generally includes both surface and content of the land.  Land 
includes not only the original contract price, but also such related costs as liens assumed, legal and title 
fees and surveying.  Land acquired through forfeiture is capitalized at the total amount of all tax liens 
and other claims surrendered (i.e., cost of acquiring ownership and perfecting title).  Land acquired 
through donations is valued at the appraised fair market value at the date of the acquisition.  Appraisal 
costs are not capitalized. 

BUILDINGS:  Buildings are real property consisting of structures erected above or below the ground for 
the purpose of sheltering persons or property.  Building costs include construction and purchase costs 
and the cost of all fixtures permanently attached and made part of the building.  For constructed 
buildings, costs include contractor payments, in-house labor costs, attorney fees, insurance during 
construction, architectural fees and similar types of costs. 
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Building records should include a quantitative and qualitative description of each structure segregating 
where possible the structure shell from the mechanical, roofing, electrical, plumbing, cafeteria and built-
ins.  The latter assets may be replaced several times during the life of the structure shell.  Segregations 
of these costs will ease accountability for replacing or improving the component parts and avoid 
pyramiding the asset valuation. 

BUILDING IMPROVEMENTS:  Building improvements consist of additions, improvements and 
replacements made to existing buildings.  Building improvements increase the service potential of the 
building; they expand area, increase safety, improve climate control, extend the useful life of the 
structure or improve handicapped accessibility with the building.  A building improvement must have a 
significant impact and be a material amount ($5,000 or more) in order to be capitalized.  Building 
improvement costs include construction costs, contractor payments, engineering costs and other costs 
required to place the improvement in its finished state.  Building improvements are capitalized and 
depreciated separately from the buildings. 

FURNITURE & FIXTURE:  Furniture and Fixtures are defined as personal property not attached to land, 
building or improvements and which remains movable.  Costs associated with direct purchase include 
shipping, site preparations and installation unless these are nominal.  Fixed asset records should include 
the location, original voucher numbers and any identifying descriptions (manufacturer’s model, serial 
number, etc.).  Examples:  standard classroom furniture and office furniture. 

EQUIPMENT:  Equipment is defined as personal property not attached to land, building or 
improvements and which remain movable.  Costs associated with direct purchase include shipping, site-
preparations and installation unless these are nominal.  Fixed asset records should include the location, 
original voucher numbers and any identifying descriptions (manufacturer’s model, serial number, etc.).  
Examples:  business machines, compressors, power tools. 

COMPUTERS & SOFTWARE:  Computers and Software are defined as personal property not attached to 
land, building or improvements and which remain movable.  Costs associated with direct purchase 
include shipping, site preparations and installation unless these are nominal.  Fixed asset records should 
include the location, original voucher numbers and any identifying descriptions (manufacturer’s model, 
serial number, etc.). 

CONSTRUCTIONS-IN-PROGRESS:  Construction-in-progress is used for the temporary segregation and 
accounting of expenditures related to the construction or improvement of capital assets.  Expenditures 
include construction costs, including costs held for retainage, architect, engineer and permit fees, 
equipment in storage, interest costs applicable to the period of construction and other costs required to 
finish the project.  Construction-in-progress should not be depreciated and should be shown separately 
on the Balance Sheet with other non-depreciable assets such as land and permanent land 
improvements. 

USED EQUIPMENT: When the Board acquires used equipment, the following requirements must be 
adhered to: 
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• The acquisition cost, as noted on the invoice, will determine original cost-value. 
• For determining useful life, one-half of a similar new asset useful life will be used. 

FEDERAL PROGRAM PROPERTY:  All acquisitions of federal property must be placed into the Board’s 
inventory, consistent with the above capitalization requirements.  In addition, all federal property must 
be appropriately tagged with the grant name and year, ex “Title I FY2017”. 

Publications detailed Capital Asset federal grant regulations include the following: 

• OMB Circular A-87 
• OMB Circular A-102 
• OMB Circular A-110 
• OMB Circular A-21 

DEPRECIATION:  Depreciation is required for the Board’s capital assets.  Depreciation is calculated using 
the Straight-Line Method.  The Board calculates depreciation on all capital assets reported in the Board’s 
financial statements other than land, permanent improvements to land and construction-in-progress. 

Pro-Rate convention states that fixed assets are acquired throughout an accounting period and, likewise 
are disposed of throughout an accounting period.  The decision as to when depreciation begins or ends 
is as follows:  Depreciation commences in the month of acquisition and the Book Value Is removed in 
the year of disposal.  The Book Value is the original cost less accumulated depreciation. 

USEFUL LIVES: Useful lives of fixed assets are expressed in terms of the probably years of service.  The 
Board has established the following categories of useful lives for its capital assets: 

• Land Improvements   10 years 
• Buildings & Additions   20 years 
• Building Improvements   20 years 
• Furniture, Fixtures & Equipment  5 years 
• Computers    3 years 
• Software    3 years 

FIXED ASSET SYSTEM MAINTENANCE: 

• Initial identification of qualified fixed assets. 
• Maintaining the data records, as required. 
• Assignment of actual cost, useful life and other required information. 
• Determining Book Value for authorized sale items. 
• Initiating the annual physical inventory process. 

Business Service COMPANY RESPONSIBILITIES:  The Board has delegated to the business service 
company, the following responsibilities: 

• Identify current year additions and disposals based on the policy criteria. 
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• Calculate current year depreciation based on the policy criteria to be presented to the 
independent auditors. 

• Maintain a fixed asset schedule. 

PHYSICAL INVENTORY OF FIXED ASSETS:  A periodic physical inventory of fixed assets is necessary for 
accountability and control.  The inventory conforms or refutes the reliability of the property 
management system. The inventory taking process is initiated by the Board to: 

• Confirm and validate fixed asset records and/or 
• Comply with legal, auditing/reporting and insurance requirements. 

Inventories should take place on a periodic basis (preferably near the fiscal year end), especially for 
furniture, fixture and equipment characterized as movable. 

If a comparison indicates a problem exists or is beginning to develop, additional steps should be taken.  
These steps may include strengthening current controls to insure all purchases and disposals are 
recorded, tracking assets not on the listed location to determine if they are improperly recorded 
elsewhere, retraining inventory takers and/or department to adhere to fixed asset polices, etc.  It is 
important to follow-up on any problem identified to ensure it has been corrected. 
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PENNSYLVANIA DISTANCE LEARNING CHARTER SCHOOL 

 

Book:   Policy Manual 

Section:  Federal Programs 

Title:   Procurement Using Grant Funds Policy 

Adopted:  February 29, 2016 

Revised:  March 6, 2019  

PURPOSE:  The purpose of this Policy is to ensure compliance with securing goods and services using 
grant funds by PDLCS with reputable and responsible suppliers in an equitable and competitive manner.  
This policy is intended to supplement but not replace any applicable State or Federal laws governing 
Federal grants applicable to nonprofit and public cyber charter schools. 

SCOPE:  The Policy applies to the Board of Trustees, school administration, and other school employees 
with Board delegated powers direct or indirect in grant expenditure decisions related to the school. 

POLICY AUTHORITY:  Policy draft is reviewed by the CEO of PDLCS; then (1) sent to the Board of 
Trustees, and (2) presented at the next formal, public Board Meeting for review, public comments and 
approval. 

DEFINITIONS:   

2 C.F.R. 200.317:   U.S. Government Publishing Office:  Federal Regulations for Procurement by States 
for grant and agreements using Federal funds. 

DETAILED POLICY STATEMENT:  The U.S. Government under 2 CFR Part 200.317, Procurement by States  
requires that grantees and sub grantees will use their own procurement procedures which reflect 
applicable state (PA School Code Section 807.1) and local laws and regulations, proved that 
procurements conform to applicable Federal law and other standards.  In using Federal funds for 
procurements, the School is bound to adhere to all of the procurement standards identified in 2 CFR 
Part 200.317 et. seq. If the School’s procurement policies and procedures are more restrictive than State 
or Federal laws and regulations, School policies must be followed.  2 CFR Part 200.318 includes but is not 
limited to the following requirements: 

• The School will use its own procurement procedures which reflect applicable state and local 
laws and regulations, provided that the procurements conform to applicable Federal law and 
regulations. 

• The School will have written selection procedures for procurement transactions. 
• Any lists of prequalified persons, firms, or products to be used by the School will be updated 

regularly and will ensure open and free competition. 



Procurement Using Grant Funds Policy – Adopted February 29, 2016 Page 2 
 

• Only responsible contractors that have the ability to successfully complete contract terms will 
be used. 

• If available and applicable, excess Federal property and equipment will be used before 
purchasing new equipment. 

• The School will ensure no real or apparent conflicts of interest during the procurement activities 
and will adhere to the School’s Conflict of Interest Policy. 

• All transactions will be conducted in a manner providing full and open competition (See 34 CFR 
80.36 © for examples of restrictive procurement situations. 

• Unnecessary or duplicative purchases will be avoided. 
• The School will perform a cost or price analysis in connection with every procurement action 

including contract modifications. 
• Detailed records to substantiate procurement decisions, rationale and history will be 

maintained. 
• The School will handle and resolve any contract or procurement disputes. 
• The School must make available, upon request of the awarding agency, technical specifications 

on proposed procurements where the awarding agency believes such review is needed to 
ensure that the item and/or service specified is the one being proposed for purchase. 

• The School’s contracts must contain provisions of paragraph 2 CFR 200.326. 
• Contracting with faith-based organizations is allowed provided there is no discrimination for or 

against the organization and provided that the faith-based organization offers any religious 
worship, instruction or proselytization at a time and in a location separate from any programs or 
services provided to the School and any participation in such services by beneficiaries of grant 
programs is voluntary. 

Purchasing procedures using Federal and non-Federal grant funds will conform to applicable state, local 
and Federal law and any regulations identified in 2 CFR.  Procurements may be awarded through 
noncompetitive means under certain circumstances such as if the goods/services are only available from 
a single source, public exigency or emergency necessitates noncompetitive procurement, the awarding 
agency authorizes it, or if competition is deemed inadequate.  See 2 CFR Part 200.320 for additional 
guidance on when noncompetitive procurement may be used. 

Federal regulations (See 2 CFR Part 200.320) stipulate that procurements of services under $250,000 
may be conducted via less formal competitive procedures such as price or rate quotations. 

Grant Program Manager (GPM) and Principal will communicate the needs of the program to the 
Business Manager, Chief Executive Officer, and Director of Student Services and assist in the evaluation 
of competitive bidders and vendors responding to Request for Proposals (RFPs).  GPMs must contact the 
Chief Executive Officer prior to the issuance of any RFPs to ensure compliance with grant requirements 
and to consult the Director of Student Services for guidance on when to use a specific type of 
procurement method.  The GPM is responsible for obtaining price quotations and for completing a 
quote evaluation for procurements of goods/supplies with a potential value of up to $20,100 and for 
procurements of services with a value of up to $249,999.  The GPM will attach completed quote 
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evaluations to all procurement requisitions documents – contract forms for services or purchase 
requisitions for goods.  The GPM will also ensure that the goods and services they seek to purchase 
meet the School’s Allowable Uses of Funds and Adherence to Cost Circulars Policy.  The GPM will be 
responsible for capturing and maintaining any procurement documentation. 

The Director of Student Services is responsible for ensuring that procurement procedures are followed 
and that staff are properly training in State, local, and Federal law and regulations as well as School 
policies.  The Director of Student Services is also responsible for conducting formal bid solicitation 
processes for procurements of goods/supplies with potential value of more than 420,100 and for 
procurements of services of $250,000 or more. 
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PENNSYLVANIA DISTANCE LEARNING CHARTER SCHOOL 

 

Book:   Policy Manual 

Section:  Federal Programs 

Title:   Drawdowns and Reimbursement Requests Policy 

Adopted:  February 29, 2016 

Revised:   

PURPOSE:  The purpose of this Policy is to ensure requested grant and subgrantee funds of PDLC are for 
immediate needs, limited the time between receipt of funds and disbursement. This policy is intended 
to supplement but not replace any applicable State or Federal laws governing Federal grants applicable 
to nonprofit and public cyber charter schools. 

SCOPE:  The Policy applies to the Board of Trustees, school administration, and other school employees 
with Board delegated powers direct or indirect in grant expenditure decisions related to the school. 

POLICY AUTHORITY:  Policy draft is reviewed by the CEO of PDLCS; then (1) sent to the Board of 
Trustees, and (2) presented at the next formal, public Board Meeting for review, public comments and 
approval. 

DEFINITIONS:   

Subgrantee:   The government or legal entity to which a sub-grant is awarded and which accountability 
for the proper use of funds is provided. 

Grant Program Manager:  Provides oversight and coordination of Federal and State grant activities for 
the School. 

DETAILED POLICY STATEMENT:  The School receives grant funds in multiple ways.  Some grant programs 
provide all of the funds up-front via a lump sum check or wire transfer, some grants are disbursed in 
regularly scheduled payments, and some grants require the School to request reimbursement after 
program expenses have been incurred through the use of invoices or cash draw downs.  Most funding 
agencies, Federal and non-Federal, specify the particular method required for requesting grant funds.  In 
order to avoid funding delays (or potential penalties or funding withdrawal), the School must abide by 
the grantor’s rules and regulations. 

For Federal grants awarded before December 26, 2014, 34 CFR Part 80.21 states that a grant recipient or 
subgrantee of Federal funds shall minimize the time elapsing between the transfer of funds from the 
Federal government and disbursement by the grant recipient or subgrantee.  Federal grants awarded on 
or after December 26, 2014 must adhere to 2 CFR 200.305 which requires that an entity’s payment 
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methods minimize the time elapsing between the transfer of funds from the United States Treasure and 
the disbursement of these funds. 

For all funding methods, the School will follow the grantor’s preferred method of requesting funds while 
attempting to minimize the time between fund receipt and the disbursement of grant funds for 
program-related expenditures. 

Regardless of the method of grant fund receipt, all program expenditures that will be paid for with grant 
funds must be allowable and meet applicable cost restrictions.  

Grant fund receipts will be deposited and coded to the correct amount by the Business Manager and will 
be reported accurately to the grantor. 

The Grant Program Manager (GPM) and Chief Executive Officer are responsible for supporting the 
Business Manager’s efforts to ensure compliance with grant fund receipt requirements.  GPMs are 
responsible for ensuring that grant funds received are expended in accordance with all grantor 
regulations and Allowable Uses of Funds and Adherence to Cost Circulars for Federal grants awarded.  
Any funds received directly by the GPM should be forwarded to the Business Manager. 

The GPM is expected to have a full understanding of grant requirements and regulations pertaining to 
cash management.  GPMs are responsible for monitoring expended disbursements and forecasting cash 
flow needs and for executing cash drawdowns using invoices or the grantor-preferred method (this may 
include grantor operated web-based systems).  GPMs will retain all documentation related to requested 
drawdowns, reimbursements and any scheduled pay based requests.  Any funds received directly by the 
GPMs should be forwarded to the Business Manager. 

The Business Manager is responsible for notifying GPMs and Chief Executive Officer when grant funds 
are received directly by the Business Office.  The Business Office is responsible for processing any grant 
funds received by other offices or staff and forwarded to them.  The Business Office will ensure that 
deposited funds are coded to the proper grant accounts and will seek guidance from the GPM if the 
proper account is unknown. 
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PENNSYLVANIA DISTANCE LEARNING CHARTER SCHOOL 

 

Book:   Policy Manual 

Section:  Federal Programs 

Title:   Allowable Use of Funds and Adherence to Cost Circulars Policy 

Adopted:  February 29, 2016 

Revised:   

PURPOSE:  The purpose of this Policy is to ensure all non-personnel grant expenditures of PDLCS are 
compliant with cost circulars.  This Policy is intended to supplement but not replace any applicable State 
or Federal laws governing Federal grants applicable to nonprofit and public cyber charter schools. 

SCOPE:  The Policy applies to the Board of Trustees, school administration, and other school employees 
with Board delegated powers direct or indirect in grant expenditure decisions related to the school. 

POLICY AUTHORITY:  Policy draft is reviewed by the CEO of PDLCS; then (1) sent to the Board of 
Trustees, and (2) presented at the next formal, public Board Meeting for review, public comments and 
approval. 

DEFINITIONS:   

Supplement:  Something that completes or enhances something else when added to it; an extra 
element or amount of something already in existence. 

Supplant:  Supersede or replace someone, or something else already in existence. 

DETAILED POLICY STATEMENT:  The Grant Program Manager (GPM) and the School Principal are 
responsible for ensuring that all expenditures processed against grant funds are consistent with the 
terms of the grant and, for Federal funds, compliant with the applicable Federal Uniform Grant 
Guidance.  Federal grant expenditures must be reasonable, necessary, and allocable. GPMs and the 
School Principal or their designated representatives should review requests to expend prior to the data 
entry into the Advantage Financial System. 

Most non-personnel expenditures are processed initially though the Advantage Financial system before 
the obligation has been incurred and therefore provides an opportunity for the Grant Compliance Office 
(GCO) to review the request.  However, in the case of travel and meal requests, the obligations are 
typically incurred prior to the entry into the Advantage Financial system and therefore require special 
procedures. 

NON-PERSONNEL COST PRINCIPLES:  As with personnel costs, non-personnel costs charged to Federal 
funds with “Supplement, Not Supplant” provisions can only be used to provide additional programs and 
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resources beyond what the School would have made available in the absence of the Federal funding.   
Therefore costs that would have been incurred had the Federal funds not been available are not 
chargeable to Federal funds containing “Supplement, Not Supplant” provisions. 

Under Uniform Grant Guidance provisions, all Federal grant award expenditures must be allocable to 
the grant program.  Federal grant funds must be expended in proportion to the federal program’s 
benefit.  For example, if a computer is purchased with 100% Title I, Part A funds, the computer must be 
used solely for Title I, Part A purposes.  Likewise, if a computer is bought with 50% Title I, Part A funds 
and 50% nonfederal funds, the computer must be used at least 50% of the time for Title I, Part purposes.  
In addition, all costs supported in whole or in part with Federal grant funds, must be necessary, 
reasonable and allocable. 

In some circumstances, costs related to a single, non-personnel activity may be apportioned across more 
than one funding source.  According to the Education Department’s General Administrative 
Requirements (EDGAR), a school may use funds under more than one program to support different parts 
of the same project if (1) the school complies with the requirements of each program with respect to 
the part of the project assisted with the funds under that program, and (2) the school has an accounting 
system that permits identification of the costs paid for under each program.  Additionally, the Uniform 
Grant Guidance provides that costs be allocated among grants proportionate to the benefit received. 

For example, contract costs to develop a system to help convert multi-year grand budgets to a 12-month 
fiscal year basis to improve management and decision-making benefits all grant funds.  An equitable 
methodology to apportion those costs among grant funds according to relative benefit could be to 
charge grants during the year based on the proportion of each grant’s actual expenditures to total actual 
grant expenditures for the prior year.  At the time of the yearly Financial Close, an analysis of each 
grant’s actual expenditure to total actual grant expenditures for the current year could be made and a 
“true-up” adjustment made to grant charges prior to the Financial Close. 

Another example is the cost of developing a database to record employee time, produce Personnel 
Activity Reports (PARs), and to report time for the purpose of charging Federal grants.  An equitable 
methodology to apportion costs among the multiple Federal cost objectives could be to charge federal 
grants based on the proportion of each Federal grant’s actual expenditures to total actual Federal grant 
expenditures for the prior year.  At the time of the yearly Financial Close, a “true-up” calculation could 
be made as described above. 

Another example is contract and other non-personnel costs that support general activities, but also 
benefit grants as well.  The cost of the maintenance and administration of the School’s budget 
development system and the development of expenditure projections and analysis falls into this 
category.  If the school would incur these costs whether or not grants existed, then the costs are not 
allocable to federal grants with supplanting provisions.  The costs potentially chargeable to grants are 
those additional costs that occur only because of grants and there is an equitable methodology to define 
and apportion those costs to grants with a “Supplement, Not Supplant” provision.  Given that the grant 
only portions of these activities in whole or in part would optimally be covered by indirect cost rate. 
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INVOICE CONTENT:  To reconcile that the goods or services being paid for through a vendor invoice was 
in fact the items ordered and are allowable, the invoice must detail the goods and/or services described 
below.  For goods, most purchases are made through vendors approved by the Administration Office 
and the items purchased are almost always itemized with the cost for each item.  For goods not utilizing 
standard SDP contracts, the vendor invoicing should contain the elements described below.  For service 
contracts, vendor invoice formats vary significantly.  However, the program manager should convey in 
the LCA or full SDP contract the invoicing requirements, and remind the vendor of those requirements 
prior to the first invoice being submitted.  The invoice should contain, in addition to standard elements 
(vendor name, address, date of invoice and number, etc), the following: 

• An itemized list of the service performed by date and hours to include a brief description. 
• The number of hours or quantity of items provided and the cost (per hour or item cost) 

consistent with the terms of the contract, and the extended cost for the date (for example, 
number of hours x hourly rate = Cost for the date). 

• Any other backup material that may be required by the terms of the contract (e.g., employee 
sign-in and sign-out sheets). 

The Program Manager should review the services to ensure the invoice is consistent with the 
services/goods received, the detail hours tie to a summary (if provided), and the rates are consistent 
with the contract.  Once satisfied that the invoice represents a true statement, the program manager 
should physically sign the invoice, date it and indicate “approved for payment” or something similar.  
The invoice should be processed for payment against the encumbrance created for the good/service.   

PURCHASE (EXPENDITURE) APPROVAL THROUGH THE ADVANTAGE FINANCIAL SYSTEM:  To ensure 
grant compliance, Advantage system controls have been established to ensure that the proposed 
encumbrance (set-aside) of funds by schools and central offices are grant compliant BEFORE they are 
fully approved in the system. 

All system related purchase documents in Advantage require a minimum of two levels of approval with 
the 1st level of approval normally applied by the document initiator and the 2nd level of approval applied 
by the administrator of the respective school or office.  Additional levels of approval are determined by 
the type of document (transaction involved) that is generated which can be: 

• Purchase Orders:  PD, PG, RX/PC & SCE 
• Service Contracts:  SC 
• Payment Voucher:  PV 
• Print Services:  RQI 
• Warehouse:  SR (forms and “used” furniture) 

For example, all service contracts (SC) documents require a 3rd level of approval by the Office of 
Management & Budget. The Advantage system documents impacted included all transactions types that 
seek to encumber funds to make a purchase for goods or services. 
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PENNSYLVANIA DISTANCE LEARNING CHARTER SCHOOL 

 

Book:   Policy Manual 

Section:  Federal Programs 

Title:   Allowable Use of Funds and Adherence to Uniform Grants Policy 

Adopted:  February 29, 2016 

Revised:   

PURPOSE:  The purpose of this Policy is to ensure all allowable use of grant funds by PDLCS adhere to 
Uniform Grant Guidance.  This policy is intended to supplement but not replace any applicable State or 
Federal laws government Federal grants applicable to nonprofit and public cyber charter schools. 

SCOPE:  The Policy applies to the Board of Trustees, school administration, and other school employees 
with Board delegated powers direct or indirect in grant expenditure decisions related to the school. 

POLICY AUTHORITY:  Policy draft is reviewed by the CEO of PDLCS; then (1) sent to the Board of 
Trustees, and (2) presented at the next formal, public Board Meeting for review, public comments and 
approval. 

DEFINITIONS:   

EDGAR:  Education Department General Administrative Regulations which manages compliance and 
awards of federal grants. 

GAAP:  Generally Accepted Accounting Principles are a common set of accounting principles, standards 
and procedures used to compile financial statements. 

DETAILED POLICY STATEMENT:  When determining PDLCS will spend its grant funds, Administration and 
the Business Office will review the proposed cost to determine whether it is an allowable use of Federal 
grant funds before obligating and spending those funds on the proposed good or service.  All costs 
supported by federal education funds must meet the standards outlined in EDGAR, 2 C.F.R. Part 3475 
and 2 C.F.R. Part 200, Subpart E, which are provided in the bulleted list below.  Administration and the 
Business Office must consider these factors when making an allowability determination.  Additional 
helpful questions to ask when making allowability determinations are located on subsequent pages of 
this Policy. 

• Be Necessary and Reasonable for the Performance of the Federal Award.  School staff must 
consider these elements 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 
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example, reasonable means that sound business practices were followed, and purchases were 
comparable to market prices.  When determining reasonable of a cost, consideration must be 
given to: 

o 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. 

o 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. 

o Market prices for comparable goods or services for the geographic area. 
o 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 government. 

o Whether the school significantly deviates 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:   

o Whether the cost is needed for the proper and efficient performance of the grant 
program. 

o Whether the cost is identified in the approved budget or application. 
o Whether there is an educational benefit associated with the cost. 
o Whether the cost aligns with identified needs based on results and findings from a 

needs assessment. 
o Whether the cost addresses program goals and objectives and is based on program 

data. 
• Allocable to the Federal award:  A cost is allocable to the Federal 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 time on the grant 
program. 

• Consistent with policies and procedures that apply uniformly to both federally-financed and 
other activities of the School. 
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• 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. 

• Adequately documented:  All expenditures must be properly documented. 
• Be determined in accordance with 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 State 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 school 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 School policies must be followed.  Further, 
certain types of incentives are allowable under Federal law, but are not allowable under State law. 

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. 

School 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, School staff must check costs 
against the selected items of cost requirements to ensure the cost is allowable.  In addition, State, 
School and program-specific rules may deem a cost as unallowable and School personnel must follow 
those non-Federal rules as well. 

The selected item of cost addressed in Part 200 includes the following in alphabetical order: 
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Item of Cost Citation of Allowability Rate 
Advertising and public relations costs 2 C.F.R. 200.421 
Advisory councils 2 C.F.R. 200.422 
Alcoholic beverages 2 C.F.R. 200.423 
Alumni activities 2 C.F.R. 200.424 
Audit services 2 C.F.R. 200.425 
Bad debts 2 C.F.R. 200.426 
Bonding costs 2 C.F.R. 200.427 
Collection of improper payments 2 C.F.R. 200.428 
Commencement and convocation costs 2 C.F.R. 200.429 
Compensation – personal services 2 C.F.R. 200.430 
Compensation – fringe benefits 2 C.F.R. 200.431 
Conferences 2 C.F.R. 200.432 
Contingency provisions 2 C.F.R. 200.433 
Contributions and donations 2 C.F.R. 200.434 
Defense and prosecution of criminals and civil 
proceedings, claims, appeals and patent 
infringements 

2 C.F.R. 200.435 

Depreciation 2 C.F.R. 200.436 
Employee health and welfare costs 2 C.F.R. 200.437 
Entertainment costs 2 C.F.R. 200.438 
Equipment and other capital expenditures 2 C.F.R. 200.439 
Exchange rates 2 C.F.R. 200.440 
Fines, penalties, damages and other settlements 2 C.F.R. 200.441 
Fund raising and investment management costs 2 C.F.R. 200.442 
Gains and losses on disposition of depreciable 
assets 

2 C.F.R. 200.443 

General costs of government 2 C.F.R. 200.444 
Goods and services for personal use 2 C.F.R. 200.445 
Idle facilities and idle capacity 2 C.F.R. 200.446 
Insurance and indemnification 2 C.F.R. 200.447 
Intellectual property 2 C.F.R. 200.448 
Interest 2 C.F.R. 200.449 
Lobbying 2 C.F.R. 200.450 
Losses on other awards or contracts 2 C.F.R. 200.451 
Maintenance and repair costs 2 C.F.R. 200.452 
Materials and supplies costs including costs of 
computing devices 

2 C.F.R. 200.453 

Memberships, subscriptions and professional 
activity costs 

2 C.F.R. 200.454 

Organization costs 2 C.F.R. 200.455 
Participant support costs 2 C.F.R. 200.456 
Plant and security costs 2 C.F.R. 200.457 
Pre-award costs 2 C.F.R. 200.458 
Professional services costs 2 C.F.R. 200.459 
Proposal costs 2 C.F.R. 200.460 
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Publication and printing costs 2 C.F.R. 200.461 
Rearrangement and reconversion costs 2 C.F.R. 200.462 
Recruiting costs 2 C.F.R. 200.463 
Relocation costs of employees 2 C.F.R. 200.464 
Rental costs of real property and equipment 2 C.F.R. 200.465 
Scholarships and student aid costs 2 C.F.R. 200.466 
Selling and marketing costs 2 C.F.R. 200.467 
Specialized service facilities 2 C.F.R. 200.468 
Student activity costs 2 C.F.R. 200.469 
Taxes (including Value Added Tax) 2 C.F.R. 200.470 
Termination costs 2 C.F.R. 200.471 
Training and education costs 2 C.F.R. 200.472 
Transportation costs 2 C.F.R. 200.473 
Travel costs 2 C.F.R. 200.474 
Trustees 2 C.F.R. 200.475 
 

Likewise, it is possible for the State and/or School to put additional requirements on a specific item of 
cost.  Under such circumstances, the stricter requirements must be met 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 1 of the Elementary and Secondary Education Act (ESEA), or the Carl D. 
Perkins Center and Technical Education Act (Perkins)), along with accompanying program regulations, 
non-regulatory guidance and grant award notifications. 

The State and/or Schools rules related to some specific cost items are outlined in the Employee 
Handbook.  School employees must be aware of these State and School rules and ensure they are 
complying with these requirements. 

Helpful Questions for Determining Whether a Cost is Allowable:  In addition to the cost principles and 
standards described above, Administration and Business Offices 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 cost, 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 plan and budget? 
• 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 manner, Administration and Business Offices 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 Elementary and Secondary Education Act (ESEA) governing language 
instruction programs for Limited English Proficient (LEP) students must only be spent on LEP students 
and cannot be used to benefit non-LEP students.   

Funds should be targeted to address areas of weakness, as necessary.  To make this determination, 
Administration and Business Offices should review data when making purchases to ensure that Federal 
funds meet these areas of concern. 
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PENNSYLVANIA DISTANCE LEARNING CHARTER SCHOOL 

 

Book:   Policy Manual 

Section:  Federal Programs 

Title:   Cash Management Policy 

Adopted:  February 29, 2016 

Revised:   

PURPOSE:  The purpose of this Policy is to ensure compliance with applicable methods and procedures 
for payment to minimize the time elapsing between the transfer of funds and disbursement by PDLCS 
with the Cash Management Improvement Act 31 CFR Part 205.  This policy is intended to supplement 
but not replace any applicable State or Federal laws governing Federal grants applicable to nonprofit 
and public cyber charter schools. 

SCOPE:  The Policy applies to the Board of Trustees, school administration, and other school employees 
with Board delegated powers direct or indirect in grant expenditure decisions related to the school. 

POLICY AUTHORITY:  Policy draft is reviewed by the CEO of PDLCS; then (1) sent to the Board of 
Trustees, and (2) presented at the next formal, public Board Meeting for review, public comments and 
approval. 

DEFINITIONS:   

Interest:   Return paid regularly at a particular rate for money held without use for a period of time from 
a bank. 

DETAILED POLICY STATEMENT:  Generally, the School receives payment from the Pennsylvania 
Department of Education on a reimbursement basis (2 CFR 200.305).  However, if the School receives an 
advance in Federal grant funds, the School will remit interest earned on the advanced payment 
quarterly to the Federal agency consistent with 2 CFR 200.305(b)(9). 

According to guidance from the U.S. Department of Education, when calculating the interest earned on 
ED grant funds, regardless of the date of obligation, interest is calculated from the date that the Federal 
funds are drawn down from the G5 system until the date on which those funds are disbursed by the LEA.   

Interest would not accrue if the LEA uses non-Federal funds to pay the vendor and/or employees prior 
to the funds being drawn down from the G5 system, commonly known as a reimbursement. 

Payment Methods:  Reimbursements:  The School will initially charge Federal grant expenditures to non-
Federal funds. 
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The School Business Manager will request reimbursement for actual expenditures incurred under the 
Federal grants monthly.  Reimbursement requests will be submitted to the Pennsylvania Department of 
Education using the Department’s portal.  All reimbursements are based on actual disbursements not on 
obligations.  

The Pennsylvania Department of Education will process reimbursement requests within sixty days.  
Consistent with State and Federal requirements, the School will maintain source documentation 
supporting the Federal expenditures (invoices, timesheets, payroll stubs, etc.) and will make such 
documentation available for the Pennsylvania Department of Education 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.  Specifically, 
the School attempts to expend all drawn downs of Federal funds within 72 hours of receipt.  The School 
will hold Federal advance payments in interest-bearing accounts, unless an allowable 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 consistent with Pennsylvania Department of Education grant management.  
Total Federal grant cash balances will be calculated on cash balances per grant and applying the School’s 
actual interest rate.  The School will remit interest earned on grant funds annually to the U.S. 
Department of Health and Human Services Payment Management System (regardless of the Federal 
awarding agency for the grant) through an electronic medium using either Automated Clearing House 
(ACH) network or a Fedwire Funds Service payment (2 CFR 200.305(b)(9).  The Business Manager will 
gain approval of the Chief Executive Officer to remit payment of owned interest documenting payments 
in the monthly financial statement.  The School may retain up to $500 of interest earned per year. 

 



Business Travel and Reimbursement Policy - Adopted  March 6, 2019 Page 1 
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Book:   Policy Manual 

Section:  Administration 

Title:   Business Travel and Reimbursement Policy 

Adopted: March 6, 2019  

Revised:   

PURPOSE:  The purpose of this Policy is to establish guidelines for conducting business travel and 
submission of business travel expenses to include reimbursement for Federal Programs travel. 

SCOPE:  Staff members of PDLCS. 

POLICY AUTHORITY:  Policy draft is reviewed by the CEO of PDLCS; then (1) sent to the Board of 
Trustees, and (2) presented at the next formal, public Board Meeting for review, public comments and 
approval. 

DETAILED POLICY STATEMENT:  PDLCS seeks to simplify the travel process by providing guidelines to 
follow in order to protect the interests of both the employee and the School.  The following information 
serves to clarify the means by which travel should be arranged and parameters that employees must 
adhere.  It is School policy to reimburse employees for ordinary, necessary and reasonable travel 
expenses when directly connected with or pertaining to the transaction of school business.  All travel 
must be conducted within these guidelines to qualify for reimbursement.  Employees are asked to 
exercise prudent business judgement regarding expenses covered by these guidelines.  When submitting 
expense report reimbursement claims, employees are expected to neither gain nor lose financially with 
regard to the below identified reimbursement expenses. 

RESPONSBILITIES AND ENFORCEMENT:  The School realizes business travel can, at times, be costly.  
With this understanding, an organized and clear process for submitted expenses is crucial to ensure all 
expenses are reimbursed in a timely manner.  School employees who incur travel and entertainment 
expenses are required to comply with these guidelines.  Employees submitting expenses that are not in 
compliance with the guidelines risk a delayed, partial or forfeited reimbursement. 

 
Cases of significant abuse will be investigated and may result in disciplinary action up to and including 
employee termination. 
 
All travel must be approved by School Administration prior to booking a trip.  The travel request should 
be submitted on a Pre-Travel Authorization Form. 
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School Administration is responsible for assuring that all policies detailed herein have been adhered to 
prior to approving employee travel reimbursement expense reports.  Any deviations must be explained 
in the employee’s expense reimbursement request form for approval of the reviewer.  School 
Administration is responsible for ensuring that any expenses reimbursed or paid for by the School are in 
compliance with these guidelines.   

Reimbursements for expenses that are not in compliance with the guidelines require the written 
approval of a School Administrator. 
 
Pre-Travel Authorization: 
 
Obtaining Travel Authorization:  School employees may be required to travel for school business 
throughout the year.  At least two (2) weeks prior to travel, the employee must submit a Pre-Travel 
Authorization Form. All travel must be approved by the School Administration prior to booking a trip.   
 
Car Rentals: 
 
PDLCS has a corporate account for car rentals.  Staff members must complete the Car Rental Request 
Form at least two (2) weeks prior to travel.   
 
Size Limit:  All rentals should be for intermediate size cars or smaller, unless three (3) or more people 
are traveling together, or if an upgrade is provided by the rental company at no cost. 
 
Car Rental Insurance:  For rentals within North America, optional theft and collision insurance premiums 
are not required for employees that are licensed drivers. Optional theft and collision insurance premium 
charges are not reimbursable.  When renting a vehicle outside North America, purchasing optional 
insurance may be mandatory in certain countries.  If this purchase is mandatory, then premiums are 
reimbursable to employees. 
 
Refueling:  Employees are expected to refuel cars prior to returning them to the rental company.  This 
practice can save as much as 50% of the gasoline cost. 
 
Payment and Documentation:  The receipt of charges (not the email confirmation of the reservation), 
any refueling receipts, the Expense Reimbursement Form and an approved Pre-Travel Authorization 
Form are required documentation for reimbursement of car rental charges. 
 
Other Transportation:   
 
Personal Car:  Employees may utilize personal cars for business travel if they so choose.  Reimbursement 
for personal car use will be as follows: 
 

• Round Trip under 120 Miles:  Expenses associated with the use of personal cars for business 
travel of 120 miles or less will be reimbursed at the standard rate set by the US General Services 
Administration under Privately Owned Vehicle Mileage Reimbursement Rates.  This mileage 
allowance covers all auto costs (e.g., gasoline, repairs, insurance, etc.) other than parking and 
tolls.  The starting location for all mileage reimbursement is the School address (2100 Corporate 
Drive, Wexford, PA 15090.) 
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• Round Trip over 120 Miles:  Employees are encouraged to rent a car, if the round trip is 
expected to be 120 miles or greater.  If an employee elects to use his or her personal car, the 
reimbursement will be actual gas (receipt required) plus $45 per day for use of the vehicle. 

• Ride Sharing:  If two or more individuals are traveling to the same location, it is required that 
the employees share a ride whenever possible. 

• Rail:  All rail transportation must be in economy class in North America. 
• Taxi and other Local Transportation:  The cost of taxis to and from places of business, hotels, 

airports or railroad stations in connection with business activities is reimbursable.  The use of 
taxis is authorized only when more economical services (hotel vans, shuttles, etc.) are not 
available.  Employees are encouraged to utilize public transportation whenever feasible.  
Receipts are required for all transportation expenses. 

 
Air Travel: 
 
Note:  Air Travel is not an option for Testing travel due to test security reasons. 
 
Reservation Procedures:  Upon receiving approval from School Administration for a business trip, flights 
may be booked through a reputable online travel source such as Orbitz, Expedia or Travelocity.  Each 
employee is responsible for coordinating his or her own travel arrangements, obtaining confirmation 
numbers and ensuring proper payment is made.  Reservations made before obtaining trip approval may 
not be reimbursable. 
 
Class of Service:  All employees should travel in economy class unless a free upgrade is received. 
 
Lowest Available Airfare:  All airline tickets must be booked at the lowest available airfare as 
determined by an approved online travel site.  The following criteria will be utilized to determine lowest 
available airfare: 
 

• The flight’s departure or arrival time is within two hours before or after the requested departure 
or arrival time; 

• One stop or connecting flights should be considered if savings of $100 or more can be achieved;  
• Employees may not specify a preferred carrier;  
• Air travel is not an option for standardized testing. 

 
Electronic Tickets (e-tickets):  To capitalize on the cost benefits and convenience, use of electronic 
ticketing will be the primary method of ticketing, except multi-let international itineraries and airlines 
not yet allowing electronic tickets. 
 
Frequent Flyer Programs:  Employees may utilize personal frequent flyer program benefits and receive 
points and rewards appropriately.  However, participation in these programs may not result in any 
incremental cost to the School beyond the “lowest available airfare,” as identified above.  Employees 
are responsible for any tax implications that may arise as a result of using school-paid rewards for 
personal use. 
 
Charter or Private Aircraft:  Use of charter or private aircraft will not be reimbursed. 
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Payment and Documentation:  Travelers must use personal credit cards to make flight arrangements 
unless a corporate card has been made available for use. 
 
Lodging Arrangements: 
 
Hotel Selection – Room Type:  A single room with a private bath in a moderately priced business class 
hotel or motel is the School’s standard.  Reimbursement for suites or luxury accommodations requires 
written permission from a School Administrator PRIOR to incurring the expense.  Refer to the Domestic 
Per Diem Rates located on the US GSA website (http://www.gsa.gov) to gauge moderately priced 
lodging.  Employees should compare prices before booking rooms through a reputable travel online site 
such as Orbitz, Expedia, Travelocity, etc. 
 
A Per Diem Rate for the state of Pennsylvania may be found on http://www.gsa.gov.  Partial rates for 
lodging change each October. 
 
Cancellation:  Employees must cancel room reservations by the required deadline, if the rooms are no 
longer needed, to avoid a “no-show” charge.  Employees should request and retain a “cancellation 
number” as documentation of the transaction.  “No-show” charges are not reimbursable. 
 
Payment and Documentation:  Lodging charges are to be billed to the employee and reported on his or 
her expense report for reimbursement.  The original receipt of charges, the Expense Reimbursement 
Form and an approved Pre-Travel Authorization Form are required documentation for reimbursement of 
lodging charges. 
 
Meals and Entertainment: 
 
Personal Meals:  When on an approved business trip, employees may expense the cost of personal 
meals.  Personal meals will be reimbursed for the actual expense incurred up to the daily limits 
according to IRS regulations for each city/state.  Original itemized receipts (plus any credit card receipts) 
must be submitted for reimbursement.  A complete list of rates may be obtained at www.gsa.gov under 
Per Diem. 
 
Amounts incurred in excess of the daily rate will be the obligation of the employee.  On school related 
travel days, only those meals required after travel begins or before travel ends will be included in 
calculating reimbursement. Travel beginning before 8:00 a.m. will include breakfast, lunch and dinner; 
travel beginning between 8:00 a.m. to 12:00 noon will include lunch and dinner; travel beginning after 
12:00 noon will include dinner.  Travel ending before 12:00 noon will include only breakfast; travel 
ending before 5:00 p.m. will include only breakfast and lunch; and travel ending after 5:00 p.m. will 
include breakfast, lunch and dinner.  All expenses for meals must have itemized receipts (plus any credit 
card receipts). 
 
School events such as those held in fair ground settings with street type vendors will be permitted to 
use the Federal per diem rate for the city/county where the event is being held of 20% for breakfast, 
30% for lunch and 50% for dinner of the daily per diem rate.  The event per diem allows for $9.20 for 
breakfast, $13.80 for lunch and $23.00 for dinner under the CONUS rate and provides consistency for all 
such events held at a fair ground or where street type vendors are the only option.  It also allows for a 
combination of receipts and per diem for partial day events to be submitted for reimbursement. 
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The school event per diem is only permitted for pre-approved school event travel.  All other travel 
related meals must have itemized receipts.  Receipts deemed excessive by School Administration will be 
addressed on an individual basis. 
 
Business Meals:  Business meals are approved meals taken with clients, prospects or associates during 
which a business discussion takes place.  Business meals will not be restricted under the same daily 
limits as personal meals.  However, business meal expenses must be supported by an original itemized 
receipt and an expense report as described below. 

 
Entertainment Expenses:  These include events such as nightclubs, theater and sporting events when a 
business discussion takes place immediately before, during or immediately after the event.  A School 
Administrator must give PRIOR written approval of entertainment expenses. 
 
Payment and Documentation:  For business meals and entertainment expenses, employees must 
submit the original itemized receipt of charges (along with any credit card receipts), the Expense 
Reimbursement Form and an approved Pre-Travel Authorization Form.  Tear tab receipts, where the 
employee fills in the amount of the expense, will NOT be accepted as documentation for business meal 
and entertainment expenses. 
 
Tax Requirements:  The following specific information must be included on an employee expense report 
as support for all business meal and entertainment expenses in order to be compliant with current tax 
regulations. 

• Name, title and company of all attendees 
• Name and location of the establishment where the event took place 
• Amount and date of expense 
• Specific business topic discussed 
• In the case of entertainment expenses, the specific time the business discussion took place (i.e., 

before during or after the event) 
 
 
Spouse/Personal Travel Combined with Business: Travel expenses for spouse or other family member 
who is not an employee of PDLCS are not reimbursable as a business expense.  Administrative approval 
is needed for any spouse/personal travel combined with approved business travel.  Spouse/personal 
travel may not interfere with professional responsibilities of the business trip. 
 
Out of State Travel:  Travelling out of state for professional development or training is discouraged if 
there are comparable state level conferences or local trainings available.  Only essential out of state 
travel will be approved by Administration.  Essential travel includes conferences only held at the 
national (not state) level; necessary or required training that is only offered at an out of state location 
rather than online or in-state. 
 
Other Reimbursable Expenses:  The following incidental expenses, when directly related to business 
travel, are reimbursable: 

• Tips:  15% at restaurants, $1 per bag, $2 per night for hotel maid service 
• Laundry/Valet: for trips in excess of four (4) days 
• Parking 
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• Currency Conversion 
• Tolls 
• Hotel Internet Access, if required 
• No Receipt events (usually food expenses) may be reimbursable as long as the amount does not 

exceed the daily Per Diem.  Include the possibility of this situation in the Request for Time Off- 
Business Trip. 

Receipts are required for all miscellaneous reimbursable expenses. 
 
Non-Reimbursable Expenses:  The following expenses are NOT reimbursable: 

• Expenses without proper documentation including the approved Request for Time Off – 
Business Trip 

• Babysitter fees 
• Charitable contributions 
• Personal gifts 
• Personal articles (i.e., toiletries, magazines, etc.) 
• Gasoline, except for instances noted within this policy 
• Normal commuting expenses 
• Computer supplies 
• Airline club dues 
• Barber/Hairstylist 
• Traffic and parking fines 
• In-flight movies/refreshment 
• Hotel movies, games and other discretionary charges 
• Laundry and Dry Cleaning 
• Luggage, Briefcases 
• Air or rental car phone usage 
• Additional travel insurance coverage 

 
Reimbursement for Business Related Expenses: 
The School has attempted to provide the employee maximum flexibility while keeping in compliance 
with IRS regulations and good business practice.  As with any policy, if there are any questions or 
concerns, please contact a School Administrator. 
 
Business expenses should be submitted no later than sixty (60) days after the expense has been incurred 
but no later than June 30th of each school year. 
 
 
Reimbursement for Federal Programs Travel: 
 
Travel costs are the expenses for transportation, lodging, subsistence and related items incurred by 
employees who travel on official school business of a grant recipient.  Such costs may be charged on an 
actual cost basis, per diem or mileage bases 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 School’s non-federally 
funded activities and in accordance with the School’s written travel reimbursement policies.  2 C.F.R 
§200.474(a) 
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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 (1) participation of the individual is necessary to the 
federal award; and (2) the costs are reasonable and consistent with the School’s established policy. 2 
C.F.R §200.474(b) 
 
School Administration Travel and Business Expenses:  School administration is responsible for the 
approval of all staff travel expense reports.  The Board of Trustees may delegate approval of 
Administration expense reports to the CEO. 
 











• Reviewing a random sample (usually 3-5 per program) of invoices or bills for expenditures charged to the program to determine if appropriate units of
measure are reported and that costs (units x rate) are correct and that costs align with grant objectives and were approved in the application for funds.

• Comparing budgets or budget limits to actual costs to determine if the LEAs expenditures are likely to be more or less than budgeted
• Obtaining documentation that services billed or items purchased were actually delivered according to the contract
• Comparing invoices with supporting documentation to determine that costs were allowable, necessary, and allocable.

Description Requirements Met Not
Met N/A Suggested Evidence of

Implementation Comments

Title IA: Fiscal

Component I: General Fiscal Requirements/Uniform Grants Guidance

Fiscal monitoring is different than program monitoring: Fiscal monitoring will include a review of a subgrantees financial operations, which may include a
review of internal controls for program funds in accordance with state and federal requirements, an examination of principles, laws and regulations, and a
determination of whether costs are reasonable and necessary to achieve program objectives. This activity involves an assessment of financial statements,
records, and procedures. It is similar to an audit but has a lesser degree of detail and depth and, usually, a higher degree of frequency.

Fiscal monitoring includes, but is not limited to:

An expenditure is allowable if it is an approved use of funds under the statute or regulations governing a program and meet the intent of the program.

An expenditure is necessary if it is part of an approved application for funding.

An expenditure is allocable to the extent that the expenditure is used to meet the intent of the grant program (costs are pro-rated across grants if used to meet
several grant program objectives).
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Title IA: Fiscal -- Component I: General Fiscal Requirements/Uniform Grants May 1, 2019
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Building Date Staff Member Interviewed Staff Member Position
No interviews have been entered.

Personnel Interviews
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The school has provided documentation to address all fiscal federal requirements for operating a schoolwide Title 1 program.
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Requirements Met Not
Met N/A Suggested Evidence of

Implementation Comments

   
If you have additional comments to make about this section, enter

them here:
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Building Date Staff Member Interviewed Staff Member Position
No interviews have been entered.

Personnel Interviews
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Requirements Met Not
Met N/A Suggested Evidence of

Implementation Comments

   
If you have additional comments to make about this

section, enter them here:
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Requirements Met Not
Met N/A Suggested Evidence of

Implementation Comments

◦ A description and explanation of the curriculum in
use at the school, the forms of academic
assessment used to measure student progress,
and the achievement levels of the challenging
State academic standards

◦ If requested by parents, opportunities for regular
meetings to formulate suggestions and to
participate, as appropriate, in decisions relating to
the education of their children, and respond to any
suggestions as soon as practicably possible.

◦ If the schoolwide plan is not satisfactory to Title I
parents, submit any parent comments on the plan
when the school makes the plan available to the
LEA. (Only applies to Schoolwide schools).

◦ Shall educate teachers, specialized instructional
support personnel, and other staff, with the
assistance of parents, in the value and utility of
contributions of parents and family members, and
in how to reach out to, communicate with, and
work with parents and family members as equal
partners, implement and coordinate parent
programs, and build ties between parents and
family members and the school.

◦ Describes how the school will aid parents in
understanding the State's academic content
standards and student achievement standards,
local academic assessments and how to monitor a
child's progress and work with teachers to improve
the achievement of their children.

◦ States that a school-parent compact was jointly
developed with parents and the compact outlines
how parents, the entire school staff and students
will share in the responsibility for improved student
achievement.

◦ Describes how the school provides materials and
training to help parents to work with their children
to improve their children's achievement, such as
literacy training and using technology, as
appropriate, to foster parent involvement.
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Requirements Met Not
Met N/A Suggested Evidence of

Implementation Comments

   
If you have additional comments to make about this section, enter them here:

   

The school has provided documentation to address all federal requirements for operating a schoolwide Title 1 program.

Comments
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Y N Citation Required Corrective Action

Evidence of Change

Timelines and

Resources

Closed

Date

NA D K Not

Obs

%

#

15. FSA-PARENT TRAINING

 

Standard: Parent opportunities for training and 

information sharing address the special knowledge, 

skills and abilities needed to serve the unique needs of 

children with disabilities.

Y

INTERVIEW RESULTS (Parent)

P 62. My school district/charter school makes available 

training related to the needs of students with 

disabilities that I could attend.

5

2

1

1

0

0

Always

Sometimes

Rarely

Never

Don't Know

Does not Apply

P 63. My school district/charter school invites parents to 

trainings that are available to school staff regarding 

research based best practices, supplementary aids and 

services, differentiating instruction and modifying the 

general education curriculum.

5

2

1

1

0

0

Always

Sometimes

Rarely

Never

Don't Know

Does not Apply

18. FSA-SURROGATE PARENTS (STUDENTS 

REQUIRING)

 

Standard: The LEA identifies eligible students in need 

of surrogate parents and recruits, selects, trains, and 

assigns in a timely manner.

Y

19. FSA-PERSONNEL TRAINING

 

Standard: In-service training appropriately and 

adequately prepares and trains personnel to address the 

special knowledge, skills, and abilities to serve the 

unique needs of children with disabilities, including 

those with low incidence disabilities, when applicable.

Y

INTERVIEW RESULTS (General & Special Education 

Teacher)

3 Pennsylvania Distance Learning CS



































































Y N Citation Required Corrective Action

Evidence of Change

Timelines and

Resources

Closed

Date

NA D K Not

Obs

%

#

17 . FSA-PUBLIC SCHOOL ENROLLMENT Standard: The 

LEA’s percentage of children with disabilities served in special 

education is comparable to state data.

03/14/2019

-LEA 

Administrative 

Staff -PaTTAN 

Educational 

Consultant -AIU3 

TAC

Improvement Plan 2018-2019

1)The LEA will conduct monthly data 

review of student enrollment including total 

number of students identified as special 

education compared to the state average as 

well as specific disability categories 

(e.g.OHI).

Evidence of Results: 1)Monthly data review 

reports. 2)Summary of action plans as 

determined necessary by LEA. 

3)Administrative meeting 

agendas/participant attendance.  

2)The LEA will develop a working group of 

professionals including general education 

teacher, special education, teacher and LEA 

administrative staff to complete bi-monthly 

student file reviews (e.g. OHI) to assess 

need for reevaluation , eligibility and 

appropriateness of services based upon 

progress monitoring data.

Evidence of Results: Meeting agendas, 

hand-outs, participant sign-in sheets and 

student action plans as deemed necessary by 

LEA.

01/04/2019

36 Pennsylvania Distance Learning CS























































































7/23/2021 PA Distance Learning Mail - Directions for PVFP Asynchronous Session - April 8 2021
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Stephanie Faith <stephanie.faith@padistance.org>

Directions for PVFP Asynchronous Session - April 8 2021 
3 messages

Paula Quinn <PQuinn@pattanpgh.net> Wed, Apr 7, 2021 at 12:51 PM
To: Christine Moon <CMoon@pattanpgh.net>, Tracy Ficca <TFicca@pattankop.net>, Nicole Kopco <nKopco@pattan.net>
Cc: Paula Quinn <PQuinn@pattanpgh.net>

Dear PVFP Cohort 11 Fellow,

 

Attached, please find the directions to access the asynchronous session information/directions scheduled for April 8, 2021. Please
note, the content for the folder labeled, “Instruction and Assessment for SWSCDs: What Administrators Need to Know Now” is still
being updated and is not available at this time. We will notify you as soon as the update is posted to the Drive.

 

Please let us know if you have any questions.

 

Best regards,

Nichole, Christine and Tracy

 

 

Info for Fellows - April 2021.docx 
21K

Stephanie Faith <stephanie.faith@padistance.org> Wed, Apr 21, 2021 at 8:01 AM
To: Nicole Kopco <nKopco@pattan.net>, Tracy Ficca <TFicca@pattankop.net>, Christine Moon <CMoon@pattanpgh.net>
Cc: Paula Quinn <PQuinn@pattanpgh.net>

Good morning all, 

I wanted to email all of the team for the PA Fellowship after I emailed with Paula about PIL hours.  I inquired if this fellowship would
be eligible for PIL hours instead of Act 48 hours.  She informed me that Act 48 were the only hours provided for this year-long
administrative program.  I am asking if my hours can be offered as PIL for state requirements.  Please let me know if this is feasible.

Thank you!
Stephanie
[Quoted text hidden]
--  

Stephanie A. Faith, M.Ed.
Director of Special Education

1-888-997-3352 x 105
1-866-977-3527
stephanie.faith@padistance.org
www.padistance.org
2605 Nicholson Road, Suite 4100, Sewickley, PA 15143

Tracy Ficca <tficca@pattankop.net> Wed, Apr 21, 2021 at 9:01 AM



7/23/2021 PA Distance Learning Mail - Directions for PVFP Asynchronous Session - April 8 2021

https://mail.google.com/mail/u/0?ik=377467f2fd&view=pt&search=all&permthid=thread-f%3A1696401267747249882&simpl=msg-f%3A169640126774… 2/2

To: Stephanie Faith <stephanie.faith@padistance.org>, Nichole Kopco <NKopco@pattan.net>, Christine Moon
<cmoon@pattanpgh.net>
Cc: Paula Quinn <pquinn@pattanpgh.net>

Hi Stephanie,

I apologize but the PVFP is not coursework that is currently eligible for PIL.

As you may know, PIL requires a separate approval process by a specific department in PDE.

We offer Act 48 for PVFP because this coursework is meant for our special education leaders and they are required to earn Act 48
hours.

 

I hope this helps provide some understanding.

 

Have a great day,

Tracy Ficca

 

Educational Consultant

PaTTAN East

Malvern, PA

[Quoted text hidden]

This entire correspondence is confidential. It is intended only for the  
individual or entity so designated above. You are hereby notified that any  
dissemination, distribution, copying, or the use of or reliance upon the  
information contained in and transmitted with this e-mail by or to anyone  
other than the recipient(s) designated above is unauthorized and strictly  
prohibited. If you have received this e-mail in error, please notify us  
immediately at support@padistance.org



 

 

 



















Biggest takeaways to apply today
● Use social/peer comparisons to encourage behavior change

○ (ex: 20% of students in this class complete daily assignments with regularity, attend lls, etc)
○ How do you compare to your peers

● Take the emotion, morality, and social stigma out to change behavior
● Ask about students’ goals and connect them to classroom content

○ What do they want to achieve - connect that to examples and activities 
● Incorporate aspects of students’ culture in the classroom 
● Create more opportunities for discussions 
● Language is important- teacher behaviors affect students’ perceptions of competence
● Address core fears for task refusal
● Tap into values with motivational immediacy
● Honor the desire for respect- support autonomy
● Respectful requests vs disrespectful requests

○ Do this or else
○ Please do this we appreciate it I know that you know what is best for yourself and appreciate your time and 

attention 
○ Compliance for respectful requests doubles 
○ Vegemite study





















CAREER PATHWAY RESOURCES 
 
RESEARCH  
Research fields you might want to study if College is your Path: 
The College Solution- www.collegesolution.com   
Bureau of Labor Statistics- www.bls.gov  
Forbes Magazine- www.forbes.com  
www.Collegegradjobs.com  
College Reviews- www.BestCollegereviews.org  

Research Occupations and Job Titles and Duties 

O*Net Online- search high priority occupations at www.onetonline.org  

The Muse at www.themuse.com Discover the best companies to work for and the type 
of jobs they offer. 

• Where are the future jobs and where do you fit in?   Indeed.com, College 
Grad.com, Avenica.com and AngelList to name a few great ones. 

• You’ve found a company you want to work for? How do you target 
them?www.glassdoor.com 

• Talk to someone who is doing an interesting job? Ask them how         
they got their job? (34) Here’s who’s hiring right now | LinkedIn.com-Learn 
to Network and make connections! 
         

GOVERNMENT JOBS 
State Civil Service Jobs-Employment - PA.Gov 
Federal Jobs- www.USAJOBS.GOV  
www.pacareerlink.pa.gov 
 
Discover some of the fastest growth industries in your geographic location 
 PA’s Job Outlook: IT, Education, Finance, Healthcare and Manufacturing- 
NOTE: www.pacareerlink.pa.gov  
Best Websites for Jobs 

• Indeed: Best Overall. 
• CollegeGrad: Runner-Up, Best Overall. 
• FlexJobs: Best for Entry-Level Remote Jobs. 
• Avenica: Best for Undecided Career Paths. 
• AngelList: Best for Entry-Level Startup Jobs. 
• LinkedIn: Best for Networking. 

Philadelphia Business Journal:  
htps://www.bizjournals.com/philadelphia/news/2020/06/19/best-places-to-work-2020-
complete-list.htmlhttps://money.usnews.com/careers/best-jobs/slideshows/the-fastest-
growing-jobs-in-america 

 

The Fastest Growing Jobs in the U.S. -US NEWS TheStreet - 
https://money.usnews.com/careers/best-jobs/slideshows/the-fastest-growing-
jobs-in-america 
 



CAREER ASSESSMENTS   How to figure out what you want to do? 
Self-Assessment is a process by which you can learn more about yourself and how your 
interests and aptitudes can help you determine where you belong in the workplace. 
No one assessment should be used in career exploration and career guidance. There 
are many out there which assess personality, motivation, preferences, emotional 
intelligence, etc. 
Some examples: 

• Myers-Briggs - Focuses on Personality - Introvert/Extrovert 
• Keirsey Temperament Sorter - Determines Your Temperament 
• MyNextMove.com - Ties into O*Net and Department of Lab 
• MAPP Test - Assessment.com - Find Out What You Love to Do 
• Big Five - Covers Personality Traits 
• Holland Codes - What Career Are You Suited For? 
• The Passion Test -Your Inner Fire/Passion Is What’s Empowering You to Move 

Forward.   

Search your local County for resources- See Statewide Info 
CAREER ONESTOPS-www.pacareerlink.pa.gov-job search and training 

  
Working and Training in PA | PA.GOV-PA Statewide Initiatives for Youth 
Employment- Youth.gov 

• https://www.pa.gov/guides/working-training-pa 
• Manufacturing Initiatives-DCED HELPS YOUTH WITH JOBS- 

https://dced.pa.gov/business-assistance/   
• JOB CORPS- www.jobcorps.gov  
• Tri-County Manufacturing Initiative- www.tricountymfg.org  

Union Training 
• Carpenters- www.northeastcarpenters.org  
• Laborers- www.ldc.philavic.org   
• Painters/Wallpaper/Glaziers- www.DC21.org  
• PROLOGIS-Online Warehouse and Logistics Training-Short term skilled training 

o Online Training- https://www.logisticscareers.prologis.com  
 
County Assistance-Search your local County for the Department of Labor or 
Commerce to find information for Youth Programs 

• Intermediate Units-Assisting 16–24-year-olds on job search training through the 
School Districts. 

• PACAREERLINKS- One stop shopping for employment and training services. 
• Job Assistance and Training Referrals- On the Job Training-OJT’s and 

Apprenticeships with companies. 
• OVR-Assisting job seekers with Special Needs on a job search-PA CareerLink’s 

Partners 



PD - 2/11/21 PA Career Links Attendance

A.Hoffman Yes

L. Budd YES - Presented

A. Diable yes

A.
Levenson

yes

B. Smith Yes

B. Reddecliff yes

E. Teare Yes

E. Rogers Yes

F. Batrack yes

H. Paul Yes

J. Gulish Yes

J. Bate yes

K. Clutter Yes

M. Alicandro yes

M. Galando Yes

M Glancy yes

A. Winter yes

S. Blose Yes

S.Dickson Yes

S. Olszewski yes

S. Martin yes
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Stephanie Faith <stephanie.faith@padistance.org>

Title IV Training 

Aubrey Ploesch <aubrey.ploesch@padistance.org> Wed, Aug 19, 2020 at 9:44 AM
To: "Mrs. Patricia Rossetti" <patricia.rossetti@padistance.org>
Cc: Leigh Anne Lord <leighanne.lord@padistance.org>, Tanya Contos <tanya.contos@padistance.org>, Kelly Crooks
<kelly.crooks@padistance.org>, Stephanie Faith <stephanie.faith@padistance.org>

The following staff are attending Acadience Training and will need to attend the Title IX training later: 
Alicia Murray
Brina Reddecliff
Crystal Naugle
Emily Teare
Hannah Bevington
Kelsey Brenner
Tammy Donahue
Tessa Cope
Vanessa Ceravolo

--

Aubrey Ploesch
K-6 Principal

1-888-997-3352 x 210
1-866-977-3527
aubrey.ploesch@padistance.org
www.padistance.org
2605 Nicholson Road, Suite 4100, Sewickley, PA 15143

[Quoted text hidden]



Title: Building Relationships & School Community
Panelists: Amy Dunn, Coleen Brennen, & Katie Devlin
Targeted Audience: All Staff
Session Style: Live Synchronous

Summary:  Join the panelists for a discussion about building relationships and school community.
Panel discussions are not scripted presentations and are intended for dialogue between panelists and
participants.

Recording Link:
https://lls.padistance.com/recordings/download/111016-beaa84394f3fbf05b80a754684c502d4

Chat History:https://drive.google.com/file/d/1u6hSt_Tg_xW8FE7K-h4WjIzvY2kBzMj3/view?usp=sharing



 



 

 



 

 

 





- Interpret the circumstances under which a student's progress toward current measurable annual goals should be included in the present levels of

academic achievement and functional performance section of the IEP 
- Describe what is meant by "strengths" relative to the present levels of academic achievement and functional performance 

Module 6: Participants will be able to: 
- Identify when secondary transition planning must occur for a student with a disability 
- State the three areas of postsecondary transition planning 
- Compare the differences between a measurable annual goal and a postsecondary goal 

Module 7: Participants will be able to: 
- Explain the grade levels in which the PSSA is administered 
- Describe the content areas that are assessed via the Keystone exams 
- Identify the circumstances under which a student should take the ACCESS assessment 

Module 8: Participants will be able to: 
- Examine when the "report of progress" section of the IEP should be populated with data 
- Explain the time frame that progress reports for students with disabilities must be sent to parents 
- Summarize the purpose of monitoring student progress with regard to the IEP 

Module 9: Participants will be able to: 
- Explain that inclusive practices benefit students with disabilities as well as their non-disabled peers 
- Summarize the requirement related to the selection of instructional practices based upon peer-reviewed research 
- Describe the requirement for ongoing data collection to determine if a student is elig ble to receive extended school year services 

Module 10: Participants will be able to: 
- Identify what is required regarding the "Questions for the IEP Team" 
- Explain that the determination of a student's educational placement occur after all other sections of the IEP are discussed 
- Evaluate placements that are considered to be "regular education class" 

Module 11: Participants will be able to: 
- Explain why the Pennsylvania Department of Education must collect PennData information 
- Explain the difference between "amount of special education" and "location of special education" 
- Summarize when Section B of section VIII of the IEP must be completed 

Module 12: Participants will be able to: 
- Explain appropriate vocabulary to use while conducting an IEP team meeting 
- Compare potential pros and cons of communication modes to engage families 
- Describe at least three considerations to ensure family engagement at an IEP team meeting 
Target Audience
Special Education Teachers, Administrators, General Education Teachers, Parents

Topics Covered: Special Education Law

Event Info

Event Type:



 ON-LINE COURSES

Credit Type:
ACT 48 CLOCK HOUR  NO CRED T

Presenters:
PaTTAN Educational Consultant

Event Files:
The Essentials of IEP Writing 

Event Contact:
Registration:
Karen Weaver 
kweaver@pattan.net 
800-446-5607 x6842

Contact:

Cecil Crouch 
ccrouch@pattan.net 
800-446-5607 x6866

 



PD Essentials of IEP Writing

A.Hoffman Yes

A. Diable yes

A.
Levenson

yes

B. Smith Yes

B. Reddecliff yes

E. Teare Yes

E. Rogers Yes

F. Batrack yes

H. Paul Yes

J. Gulish Yes

J. Bate yes

K. Clutter Yes

M. Alicandro yes

M. Galando Yes

M Glancy yes

A. Winter yes

S. Blose Yes

S.Dickson Yes

S. Olszewski yes

S. Martin yes
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PROJECT “GO” SCHOOL ATTENDANCE SUPPORT 
MEMORANDUM OF UNDERSTANDING 

This Memorandum of Understanding sets forth the duties and responsibilities of the Philadelphia District Attorney's Office 

School Attendance Support Unit, and _______________________________________ to implement the Project "GO" 

School Attendance Support program at the school for the 2020-2021 school year. 

District Attorney Responsibilities: 

The School Attendance Support Unit of the Philadelphia District Attorney's Office agrees to provide truancy 

prevention/intervention services at ____________________________________ for students currently in need of additional school 

attendance support. The purpose of this partnership is to ensure that the parents/guardians of the children enrolled in 

____________________________________ are made of aware of the importance of regular school attendance. In order to meet this 

goal, the School Attendance Support Unit: 

1. After notification by the attendance designee, will send an initial contact letter on District Attorney letterhead explaining 

the importance of regular school attendance and the legal significance of truancy to the parents/guardians of those students 

who have been identified as having at least 6 unexcused absences, in violation of the compulsory school attendance law 

(24 P.S.

§13-1333).

2. Will schedule a Family Conference with parents/guardians of those students who continue to need school attendance 

support, after having received an initial contact letter from the District Attorney’s office, and having had a 

comprehensive school attendance improvement conference. (24 P.S. §13-1333).

3. Will be present and participate in all Project "GO" Family Conferences held at the school or remotely along with the 

attendance designee or a member of the school staff familiar with the student's attendance records.

4. Will make referrals for students and families to agencies that will provide services aimed at improving school attendance.

5. Will train designated School personnel and parents regarding their duties as part of the Project "GO" School Attendance 

Support program, truancy law and pursuant to this Memorandum of Understanding.

JUVENILE DIVISION
THREE SOUTH PENN SQUARE, THIRD FLOOR 
CORNER OF JUNIPER AND S. PENN SQUARE 
PHILADELPHIA, PENNSYLVANIA 19107-3499

Pennsylvania Distance Learning Charter School

Pennsylvania Distance Learning Charter School

Pennsylvania Distance Learning Charter School
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6. Will file appropriate cases in the Family, Municipal and/or Common Pleas Courts of Philadelphia County.

School Responsibilities: 

As the Principal of ____________________________________, I agree to assign an attendance designee to be responsible for 

all contact between the Philadelphia District Attorney's School Attendance Support Unit and 

______________________________________. The assigned attendance designee shall be familiar with attendance record keeping 

procedures; the requirements of compulsory school attendance law (24 P.S. §13-1333); the requirements of written legal notice to 

parents/guardians pursuant to 24 P.S. §13-1354 and the requirements of compulsory school attendance law regarding excuses for not 

attending school (24 P.S. §13-1329). 

1. The attendance designee monthly, and upon request from the Philadelphia District Attorney's Office School Attendance Support 

Unit will provide the following information for students currently on board probation due to attendance violations within ten

(10) working days of such request:

A. All requested demographic information of students with 6 unexcused absences in the current school year. Prior to

submitting this information to the Philadelphia District Attorney's Office School Attendance Support Unit, the

attendance designee must contact the parent in writing pursuant to 24 P.S. §13-1354.

B. Prior to the Family Conference, the attendance records and a copy of the school attendance improvement plan will be

requested for use at the school for the Family Conference.

2. The School will notify parents of the Family Conference by telephone contact at least three school days prior to the scheduled

meeting. The School will insure that a representative from the School, including the attendance designee familiar with the

student's attendance records, is present at the meeting to assist with recording the signatures of those in attendance and to

respond to specific questions regarding a student's attendance.

3. Subsequent to the Family Conference, the School will investigate, document and insure the accuracy of the attendance records,

including the validity of all excused absences, of the students of those parents/guardians invited to the meeting, whether they

attended the meeting or not.

4. The School will notify the Philadelphia District Attorney's Office School Attendance Support Unit of those students whose

attendance subsequent to the Family Conference has not improved in violation of the compulsory school attendance law (24

P.S. §13-1333). This notification will occur after the School has monitored the student attendance for at least two (2) weeks

after the Family Conference.

Pennsylvania Distance Learning Charter SchoolCEO

Pennsylvania Distance Learning Charter School
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5. Once a student has been included in the Project "GO" School Attendance Support program, all contacts between School

personnel and the student and the parents/guardians concerning attendance shall be documented in written form in the student's

school records.

6. The School will compile and produce the student's school records at the request of the Philadelphia District Attorney’s Office

School Attendance Support Unit to ensure that a family is able to receive more intensive services and support.

Failure to abide by the responsibilities outlined in this Memorandum of Understanding may result in cancellation of the Project "GO" 

School Attendance Support program at the school. 

Designated School Representative/Print Date 

School Principal/Print Date 

Director of School Attendance Support Signature/Print Date 
Office of Philadelphia District Attorney 

Patricia R. Rossetti  /  January 22, 2021

January 22, 2021



Board Affirmation Statement 
 

 

LEA Name  
Address 123 Street, City Town, PA 12345 

 
The purpose of this document is for the President of the governing board to affirm that the 
annual report information is accurate. 
 
Steps to Complete this Section: 
Note: Individual signatures required for each section. 
1. Signature of President of the governing board and date signed for each section. 

2. Upload Board Affirmation document which includes the Board President’s signature and date 
signed. 

 

Charter Annual Report Affirmation 
I verify that all information and records in this charter school annual report are complete and 
accurate. 
 

Affirmed on this 29th day of July, 2021 

By: ___________________ _________________(Signature of Board President) 

__________John Marous___________________ (Print Name) 

__________President, Board of Trustees_______ Board of Education 

 
 
 

 

 

 



Charter School Law Affirmation 
 
Pennsylvania’s first Charter School Law was Act 22 of 1997, 24 P.S. § 17-1701-A et seq., which 
primarily became effective June 19, 1997, and has subsequently been amended. 
The Charter School Law provides for the powers, requirements, and establishment of charter 
schools. The Charter School Law was passed to provide opportunities to teachers, parents, 
pupils and community members to establish and maintain schools that operate independently 
from the existing school district structure as a method to accomplish all of the following: (1) 
improve pupil learning; (2) increase learning opportunities for all pupils; (3) encourage the use 
of different and innovative teaching methods; (4) create new professional opportunities for 
teachers; (5) provide parents and pupils with expanded choices in types of educational 
opportunities that are available within the public school system; and (6) hold charter schools 
accountable for meeting measurable academic standards and provide the school with a method 
to establish accountability systems. 
 
The charter school assures that it will comply with the requirements of the Charter School Law 
and any provision of law from which the charter school has not been exempted, including 
Federal laws and regulations governing children with disabilities. The charter school also 
assures that it will comply with the policies, regulations and procedures of the Pennsylvania 
Department of Education (Department). 
 
Additional information about charter schools is available on the Pennsylvania Department’s 
website at: http://www.education.state.pa.us. 

 
Affirmed on this 29 day of July, 2021 

By: _____________________________________(Signature of Board President) 

__________John Marous___________________ (Print Name) 

__________President, Board of Trustees_______ Board of Education 

 

 

 
 
 
 
 
 



Charter Annual Background Check Affirmation 
 
Pennsylvania’s current Public Official and Employee Ethics Act (Ethics Act), Act 93 of 1998, 
Chapter 11, 65 Pa.C.S. § 1101 et seq., became effective December 14, 1998 and has 
subsequently been amended. 
The Ethics Act provides that public office is a public trust and that any effort to realize personal 
financial gain through public office other than compensation provided by law is a violation of 
that trust. The Ethics Act was passed to strengthen the faith and confidence of the 
people of Pennsylvania in their government. The Pennsylvania State Ethics Commission 
(Commission) administers and enforces the provisions of the Ethics Acts and provides guidance 
regarding its requirements. 
 
The regulations of the Commission set forth the procedures applicable to all proceedings before 
the Commission as well as for the administration of the Statement of Financial Interests filing 
requirements. See 51 Pa. Code § 11.1 et seq. 
 
The charter school assures that it will comply with the requirements of the Ethics Act and with 
the policies, regulations and procedures of the Commission. Additional information about the 
Ethics Act is available on the Commission’s website at: http://www.ethics.state.pa.us. 

 
Affirmed on this 29 day of July, 2021 

By: _______________ _____________________(Signature of Board President) 

__________John Marous___________________ (Print Name) 

__________President, Board of Trustees_______ Board of Education 

 

 
Ethics Act Affirmation 
 
I certify that, as of this date, the above referenced LEA is in compliance with all applicable 
provisions of Sections 111 and 111.1 of the Public 
School Code of 1949. 

 
Affirmed on this 29 day of July, 2021 

By: ____________________ ________________(Signature of Board President) 

__________John Marous___________________ (Print Name) 

__________President, Board of Trustees_______ Board of Education 



Charter Annual Administrative Certification Affirmation 

 
All public school principals, including charter and cyber charter school principals, are subject to 
the applicable certification requirements of the Public School Code ( 24 P.S. § 11-1109) as well 
as any Act 45 continuing education and Pennsylvania Inspired Leaders (PIL) requirements. In 
keeping with the intent of section 1109, any person who devotes half or more of their time to 
supervision or administration in a public school, without an identified principal, is serving as the 
“principal” of the school regardless of the locally titled position (i.e., school director, head 
teacher, etc.). Such individuals must hold a valid administrative certificate and comply with all 
applicable Act 45 and PIL requirements. In addition, the public school should properly identify 
the individual as a principal in PIMS/PERMS regardless of the local title utilized. 
 
The Charter School assures that the Public School Code ( 24 P.S. § 11-1109) as well as any Act 
45 continuing education and Pennsylvania Inspired Leaders (PIL) requirements are met as 
outlined above. 
 

 

 
 
Affirmed on this 29  day of July, 2021 

By: _____________________________________(Signature of Board President) 

__________John Marous___________________ (Print Name) 

__________President, Board of Trustees_______ Board of Education 

 

 

 

 

 

 

 

 

 

 

 



Note: Signature, Print Name and Board of Education are hard copy required (Board President must 
actually sign and complete). 

 

Replace the following text in the header: LEA Name, Address, School Logo/Icon placeholder image. 




