STAFF POLICY HANDBOOK
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When necessary, Roofs reserves the right to make changes, with or without notice,
in the policies and practices described in this Handbook. Moreover, because it is impossible to anticipate
every situation that may arise, Roofs reserves the right to address a situation in a2 manner different from




responsibility;
S. Encourage success Jeadi ; economic, social, and
political contributions to society.

INTRODUCTION

Enjoy and energetically work creatively to improve the school.

4. Effectively téam-teach, conduct individualized mstruction, and practice
behavior modification techniques.

. Effectively operate an open-space, multi-]

evel classroom arrangement.
6. Establ

ish a very good record of attendance and punctug

7. Attend all PTA meeting
support all fund-raisers.

lity.

s, all inservice staff development workshops and

8. Extraordinary educators

whose mission is to go the extra mile wji
enthusiastic desire to ser

ve on the Roots team_

Roots Public Charter School will be supportive of its staff and vows to do everythin
pressure free, enjoyable and fulfilling

environment in which to work. We will supply equipment and supplies
for the staffs access, solicit their invo

Ivement, suggestions and input on all levels, and provide advancement for
the staff in the way of workshops, resource persons, raises and benefits to the best of our budget.

g In its power to provide 3

rendered based on race, color, or nationa] origin. Also, the Distrj

December 13, 1997 states the following: It shall be unlawful discriminato
acts, wholly or partially for a discriminato

Iy practice to do any of the following
national origin,

tual or pereeived: race, color, religion,
S€X, age, marital status, personal appearance, sexual orientation, gender identify Or exXpression,
Jamily responsibilities, genetic in iformat

ion, disability, matriculation, or political affirmation of any
individual. To file a complaint alleging discrimination on one of these bases, please contact- the District of
Columbia's Office of Human Rights@ (202)727-4359 or ohr@dc.gov.
Roots PCS participates in the National School Breakfast, Lunch & Afterschool S




policies, the USDA. its agencies, offices, employees and institutions parlticipating in oy admfnfﬂmfz};*g USDA
programs, are prohibited from discriminating based on race, color, national origin, sex. disabil iy, or reprisal
or retaliation for prior civil rights activity in any program or activity conducted o Junded by USD4.

Persons with disabilities who require alternative means of communication for program information (€.g. Braille,
large print, audiotape, American Sign language, ctc) should contact the agency (state or local) where they
applied for the benefits. Individuals who are deaf, hard of hearing or have speech disabilities may contact

USDA through the Federa Relay services at 800-:877-833 9. Additionally program information may be made
available in languages other than English.

PROFESSIONALISM

“A perverse man stirs up dissension, and g0ssip separates close friends.” PR 16:25. Professionalism is:

I. Performance on Job being high quality

3. Being a team player (putting the success of the team as the most important goal) individual interests and
needs are important as they relate to the success of the goal.
4. Properly approaching others with requests, suggestions or criticism (tone of voice, choice of words, and
body language).
5. Dress appropriately.

on probationary status for the first two (2) months of employment. Within this period, they are not
eligible to take sick or vacation leave,

TIME SHEETS —Every staff is required to arrive daily on time. Upon arriving at school, you are to
immediately sign in at the office. Every staff member is responsible for daily signing in time of arrival and time
of departure. No staff is allowed to sign out for the day upon arrival or sign for someone else. Whether arriving
five (5) or twenty-five (25) minutes late, records to the next % hour. F alsifying your time of arrival or departure
or days of attendance is cause for immediate termination of employment.




(12) months) The teaching staff may or may not work up to 12 months depending on their qualifications and
employment contracts. -

HOLIDAYS AND SNOWDAYS- Roots Public Charter School wiil follow the DC Public School
schedule Snow days. The following are paid holidays:

. Martin Luther King’s Birthday | 2. President’s day

3. Memorial Day 4. Independence Day

5. Labor Day 6. Columbus Day

7. Easter week 8. Veteran’s Day

9. Thanksgiving Day & Day After 10. Winter Break, December 24~ January |
I'1. DC Emancipation Day April 16t -

drugs by staff and students is strictly p;giibited. There are no weapons allowed on and around
the premises of Roots Publjc Charter School.

JURY DUTY - staft may use their leave for the first day of Jury Duty as long as the administration has

been shown the summons in advance. If assigned a case, by law, Roots wil] pay full pay per days on duty after
the first.

BEREAVEMENT POLICY -

Funeral Leave for an Immediate Famﬂy Member:
When a death occurs in an employee's immediate family, all regular full-time employees may take up to three
(3) days off with pay to attend the funeral or malke funera arrangements. The pay for time off will be prorated

for a part-time employee if the funeral occurs on a scheduled workday. RPCS may, in unusual circumstances,
require verification of the need for the bereavement leave,

Immediate Family Defined for Bereavement Leave:

Immediate family members are defined as an employee's spouse, parents, stepparents, sisters, brothers,
children. stepchildren, 'grandparents, father-in-law, mother-in-law, brother-in-law, sister-in-law, son-in-law,
daughter-in-law, or grandchild. |

Non-family Member Funera] Leave:

tamily member. This time off will be considered and granted by the Principal on a case-by-case basis. The pay
tor time off will be prorated for a part-time employee if the funeral occurs on a scheduled workday. The
administration should confirm that the time is recorded accurately on the time sheets. RPCS may require
veritication of the need for the leave.

Additional Time Off:

Roots PCS understands the deep impact that death can have on an individual or a family, therefore additional
non-paid time off may be granted. The employee may make arrangements with administration for an additional
four unpaid days off in the instance of the death of an immediate tamily member.

H—'vam"-mf




HEALTH & DENTAL INSURANCE

As part of a benefit package, an employee can elect Group Health insurance with selected insurance company.
RPCS and full time ¢mployees may or may not share equally the premium cost for individual coverage. Staff
members are totally responsible for their family member’s coverage premium cost. The administration reserves
the right to change the nature of the benefits, the deductibles, premiums or other features of the Benefit
Package. If for any reason, RPCS decides to discontinye any benefit; covered employees will be notified of
such changes as soon as applicable

LIFE INSURANCE & PENSION PLAN

As part of a benefit package, Life insurance, long/short term disability and a pension plan can be elected by an
employee after three (3) years of service. After three years, a full time employee is eligible to participate in the
Life insurance & long/short term disability plan. After three (3) years, a full time employee is eligible to
participate in the pension plan as follows: $20.00 a month. After five (5) years, the pension benefit changes to
$40.00 a month and after eight (8) years, the benefit increases to $60.00 per month. RPCS reserves the right to

change the nature of the benefits, the deductibles, premiums or other features of the Benefit Package. If for any

will not be paid for accrued vacation. Except for degreed teachers, vacation hours per month can be increased
as an incentive for staff to continye dedicated service over the years. After three (3) years of service, it changes
to six (6) hours per month; and after five (5) years, it will be eight (8) hours per month. At the end of each
contract year, employee’s vacation leave balance is cashed out, Administrators and office Staff (other than
teachers) with less than ten (10) years of service recejve two (2) weeks of vacation leave and staff with ten (10)
O MOre years of service receive three (3) weeks of vacation leave.

RESIGNATION, TERMINATION GRIEVANCE PROCEDURES - Upon the

resignation of an employee before the end of the school year; all sick and vacation leave is forfeited. If an




EXPENSES =Staff must obtain the advance consent of the Principal before incurring expenses for which
they seek reimbursement. Receipts must document approved expenses.

EVALUATION PROCEDURES

Staff evaluation serves as a history of performance, feedback to Jet staff know how their performance is
perceived, and criterion for administrative decisions (to keep or terminate personnel, and a salary judgment too]
to determine service value). The evaluation process includes:
. Daily informal observations.
2. In November and J une, there are two (2) formal evaluations of first and second year teachers and
assistants; in June, one (1) formal evaluation of teachers with three (3) years or above.
3. A written checkljs - first filled out in pencil by employees, then reviewed and revised in ink by the
SUpervisor

CRITERION FOR RAISES
————=TYN FUOK RAISES

Raises are based on longevity with school, cost of living, educational degree, merit, and the school budget.
a. Each full vear that an employee stays with school rai ses his/her hourly rate pay or salary by 1% (one)
to 3% (three) cost of living.

b. Upon receiving a new degree (CDA, AA, BS, or BA, MA, ED.D. or Ph.D), hourly rate of pay or
salary will be increase by 1% (one).
C. Overall performance rating: raises are as follow
Excellent 2%(two) to 4% (four).
Good 1%(one) to 3% (three).
Satisfactory on ly allows the employee’s contract to be renewed.
Improvement Needed — contract may not be renewed.

EXPECTATIONS OF ALL TEACHERS

day. The teacher should keep the children’s names, addresses, phone numbers,
and birth dates in 2 notebook. Documentation of children's behavior,
lesson plans, class schedule, and substitute plans should also be available.

B. Keep names neatly on lockers so parents & children as well as co-workers know where each
child's locker is. Check each child's locker for cleanlipess
and order each day, as well as keep the center clean, orderly, and attractive.
Your center, shelves, etc. shouldn't be cluttered. Kitchens including cabinets

and refrigerator should be kept tidy and clean. Every Friday, refrigerator




I.

. Use the Performance oh Jectives to test your children before planning instructional lessons. Use the

block method to chart what each child needs to learn. Individualize Instruction so as to work with one
child or small group while the rest are constructively working on something they need and can do
independently. The most important to individualize are language Arts & math

Keep a record of Performance ebjeetives each child is achieving. There should be a copy of the
behavioral objectives, grade report sheet & subjective report for the office file as well as the parent

copy (report card). Upon a child’s promotion out of the division, the file copy should be kept on file,

E. Greet parents & children in a friendly way each morning, and keep Communication open, positive,
and continuous with parents through written weekly reports, phone conversations, and person-to-
pPerson contact.

F. Teachers are to Cooperatively team on situations, which will make their jobs easy and more
efficient in handling. Teaming encompasses planning and organization; not random, spur of the
moment reactions. Exam ples of teaming are morning opening, birthday parties, and various other
activities that lend themselves to it. |

G. Have children make birthday cards for each child's birthdayv. Discuss the Black hero/heroines of
the month each morning. Have a picture posted of the person. Do hands on activities in

celebration of his/her birthday.

I. Use behavior modification to discipline. Use lots of praise, activity reinforcement, hugs, ete. Avoid
criticism trap and verbally attend ng to unacceptable behavior. For the misbehavior use facial-eye
communication, touches on the shoulder, and praising the good behavior. Serious or continuing
misbehavior warrants time-out. Make sure child knows criteria for re-entry into class activities.

J.  Limit the use of Xerox practice sheets and do more hands-on manipulative activities such as
Computers, games, arts and crafts, life experience sim ulation, dramatie role-play, and field trips.
Do pre and post activities with all trips.

K. Be responsible for the care of school property. Report anything broken or
missing immediately, as wel] as who and how the incident happened.

In SEPTEMBER, a teacher is assigned a certain number of children for direct responsibility.

The salary remains constant, even if a child is absent oy withdraws, Similarly, a teacher may be asked to
help out by taking their teammate’s class if a substitute is not available.




IL In OCTOBER, we do not celebrate Halloween. It js not relevant to Black heritage. It is also
tainted with racism since the subliminal message is that Black is

bad and evil, Furthermore, the candy industry uses this time to exploit our children. However, celebrate

the fall with the children. Show and tell them about colored leaves, pumpkins, gourds, Indian corn, etc.
Make a jJack-o-lantern, roast pumpkin seeds, & bake pumpkin pie.

Roots has that belief, so Roots doesn't celebrate religious holidays. We celebrate the winter season and
Kwanzaa (December 26 - January 1)- a2 U.S. African holiday because we are all U.S. Africans. Use hands
on activities to celebrate winter (songs - Frosty the Snowman; make cut-out snowflakes, decorated winter
Pine trees, etc.). Use arts and crafts to celebrate Kwanzaa. Teach Kiswahili, do Kwanzaa activities, and

€veryone is to wear traditional African clothes throughout the week. Play down the white Santa and
commercialism. Help children make presents for parents.

VI. In FEBRUARY, promote Black Love Day. Let children make cards for parents. Play down the
commercialism and boyfriend/girlfriend angle, while emphasizing love for our brothers and sisters.

VII. In MARCH, Brepare a class science fair project for the science fair.

VIII. In APRIL, explain, "Easter is a holiday that the major religious group in America celebrates.
They believe it is the day that the Son of God, Jesus, rose from the dead. Not everyone at Roots shares
that belief, so Roots doesn't celebrate religious holidays. We celebrate the spring season." Do Inwmy
hands on activities aroupnd spring, new birth of plants and animals, dyeing spring €ggs, and making
baskets. Sex education is done this month also.

VHIL. In MAY, do career development throughout the month. Have students make
Mothers’ Day cards and presents.

X. In JUNE, have students make Fathers’ Day cards and presents.

ASSISTANT TEACHER DUTIES

Assist teacher with class and participate in planning;

Assume responsibility in teacher's absence;

Attend in-service workshops offered:

Assist in preparing bulletin boards and written reports to parents;
Preparing functional level work at the teacher's supervision;
Keeping learning centers clean, neat, and attractive;

Grading and sorting papers of children;

Kitchenette duty.

NN B DN~




F|EL__D_ TRIPS -F ield trips that make the subject matter being taught come alive are encouraged. Teachers

can plan them as long as the office is informed, and the plans are made wel] enough ahead of time, Roots would
like for students to take a least one field trip per month during the schoo] year if money permits. Teachers are
expected to do PRE and F OLLLOW UP educational activities for all field trips.

PARENT TEACHER ADMINISTRATION MEETINGS

(6:00 - 8:00pm)
PTA Meetings will be scheduled as follows:
September - Introduction and Welcome

January - Parent Meeting Report cards
March - Resource Information
June - Recital and Report cards

Staff is expected to attend all PTA meetings as a part of their duty.

|N-SERV|CE STAFF DEVELOPMENT WORKSHOPS - One whole Holiday each
semester and one/two whole weeks in August will be set for In-service staff trainin g/development. The first

January January 15,1929  Martin Luther King, Jr.
January 17, 1942 Muhammad Alj
January 3, 1919 Johnie Wilson

Michelle Obama
February February 14, 1817 Frederick Douglass
February 18,1939 Ton; Morrison
Alice Walker
March March 10, 1913 Harriet Tubman
March 18, 1935 Frances Cress Welsing
April April §, 1856 Booker T. Washington
April 22, 1947 Cathy Hughes
May May 19, 1925 Malcolm X
May 11, 1933 Louis Farrakhan
June June 27, 1872 Paul L. Dunbar
June 6, 1939 Marian Wright Edelman
July July 10, 1875 Mary McLeod Bethune
July 5, 1946 Bernida Thompson
August August 17, 1887 Marcus Garvey

August 22, 1933 Asa Hilliard II1
Barack Obama

September September 21, 1909 Kwame Nkrumah
September 8, 1954 Ruby Bridges




October October 8, 1941 Jesse Jackson
October 13, 1902 Fannie Lou Hamer
Mae Jemison

November November 9, 1731 Benjamin Banneker
November 1, 1935 Mama Aziza Jones
Guion Bluford

December December 7, 1955  Albert Kamau Robinson
December 19, 1954 Cecily Tyson

STUDENT DISCIPLINE POLICY

2. We will find many instances to praise and will try to ignore little misbehavior we wish to weaken.
3. We will provide a clear warning in case of disruptive behavior and "time- out" if the warning goes

will be left to the judgment of the teacher and approved by either the Principal or the Vice Principal as to
when the child can return. A rule of thumb would be twenty-four (24) hours, but as many as five (5) days
suspension can be given. Cooperation, confidence, and mutual respect between teachers and parents will
ensure the positive behavior modification of our children.

NO CORPORAL PUNISHMENT POLICY

If any employee, full-time or part-time, strikes any child enrolled at the Roots Public Charter School,
that employee will be immediately suspended,

Roots reserves the right to suspend the employee (without pay) for 2 minimum of

three (3) working days, not to exceed five (5) working days unless otherwise noted.
Upon return, the em ployee will be placed on probation for a period of sixty (60) days.

management courses either prior to the employee’s return or during
the time of probation.

10
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The ROOTS PUBLIC CHARTER SCHOOI (RPCS) requires directors, officers and

employees to observe high standards of business and personal ethics in the conduct of their
duties and responsibilities. As employees and Iepresentatives of the RPCS, we must practice
honesty and ntegrity in fulfilling our responsibilities and comply with all applicable laws and
regulations. |

REPORTING RESPONSIBILITY

actions. It is the responsibility of all board members, officers, administrators, employees and
volunteers to IEpOort concerns about violations of RPCS’s code of ethics, school policies, or
regulations that govern the school’s operations.

NO RETALIATION

RPCS has an open door policy and suggests that employees share their questions, concerns,
suggestions or complaints with the school’s principal or vice principal. If you are not
comfortable speaking with the school’s principal or vice principal, or you are not satisfied with
either person’s response to your concerns, you are encouraged to speak with the Chairman of the
Board of Trustees. Su;)ewisars and administrators are required to report complaints or concerns

The RPCS’s compliance o




or illegal conduct are invesﬁgated and resolved. The Compliance Officer will advise the Board

of Trustees of al] complaints and their resolution and will report, at least annually, to the
Treasurer of the Board of Trustees on compliance activity relating to accounting or alleged
financial improprieties.

ACCOUNTING AND AUDITING MATTERS

The RPCS’s Compliance Officer shall Immediately notify the Treasurer of the Board of Trustees
of any concerns or complaint regarding voTporale accounting practices, internal controls or
auditing and work with the committee until the matter is resolved.

ACTING IN GOOD FAITH

CONFIDENTIALITY

Violations or suspected violations may be submitted on a confidential basis by the complainant,
Reports of violations or suspected violations will be kept confidential to the extent possible,
consistent with the need to conduct an adequate investi gation,.

HANDLING OF REPORTED VIOLATIONS

The RPCS’s Compliance Officer will notify the person who submitted a complaint and

Roots Public Charter School
15 Kennedy Street, NW
Washington, DC 20011
(202) 882-8073

Policy approved by the Board of Trustees on /.




ROOTS PUBLIC CHARTER SCHOOL
15 Kennedy Street, NW
Washington, DC 20010

Statt L.egal Orientation Sexual Harassment and
Inappropriate conduct with Students

INTRODUCTION

This legal orientation workshop is to familiarize staff and teachers with RPCS
Policy regarding inappropriate and/or illegal sexual harassment of and contact and with
students, other staff and parents. This includes either the commission of an act by a RPCS
staff member or the omission of some necessary action by a RPCS staff member. The
RPCS Board of Trustees, chairperson and the school legal advisor is conducting this staff
orientation to make sure all members of the RPCS staff and members of the RPCS

Administration know the rules regarding their roles, legal obligations, and duties as
RPCS personnel.

ROLES

First and foremost, each of you are a professional and as such your interaction
with both children and parents should be that of a professional at ALL times. This does
not mean that you shouldn’t be friendly and cordial, being friendly and cordial is a very
important part of being protessional; however, as a professional, you must know where to
draw the line.

As a teacher, you are not to become foo familiar with eijther students or their
parents. You are not any child’s “best friend” or confident. Report any problems a child
confides in you to both the school principal and the child’s parent or legal guardian.
Immediately report any inappropriate contact that a student makes toward you to both the
school principal and the child’s parent. You are not to engage 1n any kind of
Inappropriate contact or time alone with a student that 1s not authorized by the school as
both a school related and sanctioned activity. If you do, you will be operating on your
OWn.

It is illegal for any teacher to engage 1n any inappropriate touching of a student
and/or to engage in any inappropriate conversation with a student. Examples would be
hugging and touching of a romantic and/or sexual nature; private and intimate
conversations either at the school or by telephone after school hours. If you do, you will
be immediately reprimanded and placed on administrative leave without pay until a full




investigation is completed. If the investigation reveals that the Roots employee engaged
in inappropriate conduct with a student, that employee will be terminated immediately.

You are not to engage in inappropriate contact with another staff member or
parent unless that person is your spouse or significant other. Inappropriate contact would
be contact of a sexual and/or romantic nature. It would also include, but not be limited to
language and/or actions meant to sexually harass another RPCS employee or parent. If
you do, you will be immediately reprimanded and placed on administrative leave without
pay until a full investigation is completed. If the investigation reveals that the Roots
employee engaged in said inappropriate conduct with a parent or other RPCS employee,
that employee will be terminated immediately.

DUTIES

In addition to the duties spelled out elsewhere in this handbook and your
individual contracts, you each have the following duties:

1. Always be on time and prepared to teach each day, and take attendance so
that you can record each child who comes in late or 1s absent;

2. Report each absence and late attendance to the school administrator;

3. Keep a written record of any child’s disruptive behavior and report a
particularly disruptive child to the administration immediately;

4. DO NOT USE PHYSICAL DISCIPLINE on any child at any time;

Make sure parents receive prompt reports regarding their child’s classroom

behavior;

6. Do not send or take any child home until a parent and/or legal guardian has
been contacted and you have been given permission to send or take the child
home AND you have been assured there will be an adult in the home when
when the child gets there:

/. Do not go to a child’s home to pick up a child without first getting written
consent from the parents or legal guardians, and getting clearance from the
RPCS administration;

8. Do not leave any child unattended in a classroom, recreation room, outside or
for too long a period of time in a bathroom. If a child is missing from your
direct supervision for more than 10 minutes, get someone to watch your class,
and go check on that child immediately.

9. Do not use any profanity when addressing children even when angry!!!

10. Remember, what you do reflects on the RPCS; therefore don’t do anything
that will bring shame, bad reputation or legal action back to the school.

o

LEGAL OBLIGATIONS

. As a RPCS staff member, you are legally obligated to guide and protect the
minor children placed in your care each day.




2. You cannot use corporal punishment.
3. You cannot molest or have any kind of sexual contact with a child.

4. You cannot remove a child from the school premises without the express
permission of a parent or legal guardian.

5. You cannot leave a child unattended for such a long period of time that he/she
will either be harmed or cause harm to another.

6. You must report a child’s disruptive and/or inappropriate behavior to the
RPCS administration immediately.

7. You must contact emergency medical assistance for any child who is injured
while in your care, give emergency first aid to that child until emergency
medical assistance arrives, and contact that child’s parent or legal guardian at
the first opportunity you have.

8. You cannot harass, molest, or have sexual contact with another employee or
parent. Keep and have appropriate, professional relationships with all adults
you come into contact with and interact with on a daily basis.

[ attended the Roots Public Charter School special staff orientation on

, and I read and reviewed all of the roles, duties and
obligations as herein described. I am tully aware that if I elect not to adhere to
these roles, duties and obligations as well as those more particularly described in
the employee handbook and in my contract, the Roots Public Charter School, its
staff, administration and Board of Trustees will not be held legally responsible for
my actions.

(Seal) Dated:

RPCS Staff Member

(Seal) Dated:

Witness




Roots PCS Sexual Violation Policy& Procedures

It 1s the policy of Roots PCS to ensure the safety and well-being of every student. When a
concern of possible abuse/neglect arises, the expectation is that we as a school will act swiftly
and 1n an organized manner to respond.The following steps are taken as preventative measures:

I. ALL staff members and personnel are to participate in a Mandated Reporter training
at least one time during each school year. Sign-in sheets will be used to track
attendance to ensure full participation.

2. In order to minimize risk in the school environment, it will be shared with every staff
member that one-adult/one-student situations should be avoided if possible. If they
are to occur, it is to be made sure that the activity is observable and can be interrupted
at any time.

The following procedures shall be followed when a staff member has a concern that a child is
being/in danger of being harmed:

1. When a staff member receives a disclosure of abuse or neglect from a student, or
1S a witness to something (incident, marking on child, etc.) concerning, they are to
IMMEDIATELY report their concern to their immediate supervisor, who shall
then report to the Principal,(Dr. Bernida T'hompson) Assistant Principal (Rasheki
Kuykendall- Walker) or Principal’s Designee. ( Winifred Wright)

2. The staff member who originally initiated the response shall complete an incident
report (incident report form can be found in the incident tile); the report
willinclude the circumstances around the disclosure/incident, the specific words
of the student, and steps taken in response (1.e. reported the concern to the AP,
brought the student to the counselor’s office, etc.).

3. The Principal, Asst. Principal, or Principal’s Designee will meet with the student
to obtain additional information about the concern. No other staff member should
question the student about the concern/disclosure.

4. The Principal, Asst. Principal, or Principal’s Designee shall determine next steps
(call to parent, report to CFSA or other jurisdiction, etc.). 4 parent should be
notified if, in doing so, no further harm will come to the student.

J.  Ifacall to CFSA or other Child Protection agency 1s warranted, the staff member
who originally initiated the report will call to make the report with the Principal,
Asst. Principal, or Principal’s Designee.

6.  After a call is placed, it should be documented: when the call was made, the
Agent number of the hotline worker who you spoke with, what the response was
from the hotline worker (accepted the report, did not accept the report, etc.), and
what follow-up can be expected (CFSA will investigate report, CFSA to come see
the student at the school, etc.)

Note: If a staff member reports a concern and their supervisor, Principal, Asst. Principal, or
Principal’s Designee does not think a call to CFSA is warranted or for some reason cannot be
contacted, it remains the responsibility of that staff member to make the report 1f they feel it
should be done. Reporting is an individual responsibility and failure to report can lead to a
penalty.




SEXUAL VIO AT o MRS S oy

Procedures for Responding to Child Abuse and/or Neglect Concerns

It 1s the policy of Roots Public Charter School to ensure the safety and well-being of every
student. When a concern of possible abuse/neglect arises, the expectation is that we, as a school,
will act swiftly and in an organized manner to respond. The following steps are taken as
preventative measures:

1.

ALL staff members and personnel are to participate in a Mandated Policy training at
least one time during each school year. Sign-in and training verification sheets will be
used to track attendance to ensure full participation.

In order to minimize risk in the school environment, it will be shared with every staff
member, and outlined in the Employee Handbook, that one-adult/one-student
situations should be avoided if possible. If they are to occur, it is to be made sure that
the activity is observable and can be interrupted at any time.

The following procedures shall be followed when a staff member has a concern that a child is
being/in danger of being harmed:

1.

When a staft member receives a disclosure of abuse or neglect from a student, or
1s a witness to something (incident, marking on child, etc.) concerning, they are to
IMMEDIATELY report their concern to the Principal, Dr. Bernida Thompson, or
the Student Support Team (SST).

The staff member who originally initiated the response shall complete an incident
report (incident report forma can be found.. .); the report will include the
circumstances around the disclosure/incident, the specific words of the student,
and steps taken in response (i.e. reported the concern to the Principal/SST, etc.).
The Principal or SST will meet with the student to obtain additional information
about the concern. No other staff member should question the student about the
concern/disclosure.

The Principal or SST shall determine next steps (call to parent, report to CFSA or
other jurisdiction, etc.). 4 parent should be notified if, in doing so, no further
harm will come to the student

If a call to CFSA or other Child Protection agency 1s warranted, the staff member
who originally initiated the report will call to make the report with the Principal.
Atter a call is placed, it should be documented: when the call was made, the
Agent number of the hotline worker who you spoke with, what the response was
from the hotline worker (accepted the report, did not accept the report, etc.), and
what follow-up can be expected (CFSA will investigate report, CFSA to come see
the student at the school, etc.)




Note: If a staff member reports a concern and their Principal or the SST does not think a call to
CFSA is warranted or for some reason cannot be contacted, it remains the responsibility of that
statf member to make the report if they feel it should be done. Reporting is an individual
responsibility and failure to report can lead penalty.

The following procedures shall be followed when & statf member has a concern that a child is
being/in danger of being harmed:

1.

2.

It a student accuses a staff member of alleged abuse, the student’s parent/guardian must
be contacted immediately by the principal or the SST.

A meeting must take place whereby the principal, the parent, child, the accused staff
member, the Board of Directors, and the SST are all in attendance.

It it is determined that abuse has been committed by the staff member, he/she will be
terminated immediately.

If it is determined that the allegation is false, the student will be recommended for
counseling.




