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School Contact Information

137 Heritage Woods Drive
Copley, OH 44321

Phone: 330-331-4352
Email: info@neocacademy.org

School Hours: Monday-Friday, 8:00 a.m. to 3:00 p.m.
Office Hours: Monday-Friday, 7:30 a.m. to 4:00 p.m.

Before-School Drop-off: 7:00 a.m. to 7:45 a.m.
After-School Pick-up: 3:15 p.m. to 4:30 p.m.

Mission Statement

NEOCA'’s mission is to provide a rich teaching and operational environment, such that the minds
and hearts of students may become educated in traditional liberal arts and sciences and receive
instruction in the principles of moral character and civic virtue.

Statement Concerning State Testing and Compulsory Attendance
Laws

The School is a community school established under Chapter 3314. of the Revised Code. The
School is a public school and students enrolled in and attending the School are required to take
proficiency tests and other examinations prescribed by law. In addition, there may be other
requirements for students at the School that are prescribed by law. Students who are exempt from
the compulsory attendance law for the purpose of home education pursuant to Section 3321.042
of the Revised Code shall no longer be exempt for that purpose upon their enrollment in a
community school. For more information about this matter, please contact the School
administration or the Ohio Department of Education and Workforce.
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Barney Charter School Initiative

NEOCA is a public charter school, which is a tuition-free, public school operated by an
independent board of trustees and authorized by a sponsor approved by the Ohio Department of
Education and Workforce. Charter schools are given flexibility to articulate a distinct mission,
design a curriculum around the mission, and hire faculty who can best deliver mission-guided
instruction. The result is a unique and innovative educational model that responds to the needs of
students and families that have chosen NEOCA.

A principal value of all charter schools is that parents have the primary right, authority, and
responsibility to direct the education of their children. NEOCA considers its work to rest upon a
partnership between the family and the school.

NEOCA is a curriculum school of the Barney Charter School Initiative (BCSI) of Hillsdale
College. As a curriculum school, NEOCA receives its curriculum from the BCSI in order to
provide a content-rich, classical education to its students. The Barney Charter School Initiative’s
mission is to promote the founding of classical charter schools and excellence in their teaching and
operations, to the end that public-school students may be educated in the liberal arts and sciences
and receive instruction in the principles of moral character and civic virtue.
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Purpose of the NEOCA Family Handbook for Students and Parents

Northeast Ohio Classical Academy (herein as “NEOCA” or the “School”) has created the NEOCA
Family Handbook to describe the School’s mission, rules and procedures. The rules, policies, and
procedures set forth in this Handbook are intended to apply under normal circumstances. However,
from time to time, there may be situations that require immediate or nonstandard responses. This
Handbook does not constitute a contract between the School and student/parent nor does it limit
the authority of the School to deviate from the normal rules and procedure set forth herein and to
deal with individual circumstances as they arise in the manner deemed most appropriate by the
School, while taking into consideration the best interests of the School, the faculty, students, and
overall community. While the Handbook may be amended over time , the core values and
intentions of the School and the Handbook will remain constant.

It is the expectation of NEOCA that all parents and students have read the Handbook, and that they
demonstrate agreement with the Handbook by signing the NEOCA Parent Compact (attached as
Appendix C to the Handbook). In this way, both the School and families display a willingness to
work together to classically educate each student in an environment that seeks the Truth, does the
Good, and relishes the Beautiful. The term “parent” when used herein refers to the official
caregiver of a minor child, including but not limited to mother, father, stepparent, grandparent,
foster parent, or court-appointed guardian. If you have any questions about this Handbook, please
contact the Head of School. The Head of School has similar authority and responsibilities as the
superintendent of schools for a local district.

The NEOCA Family Handbook is subject to review and may be updated or changed at any time
upon request/approval of the Board of Directors (the “Board”). Additionally, if, at any time, a
conflict arises between information provided in this Handbook and a policy adopted by the Board,
the policy shall supersede and control.
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Academic Policies

Education Priorities

NEOCA desires that all students receive a classical liberal arts education. To this end NEOCA has
determined the following educational priorities:
e Basic cognitive skills and academic fundamentals: reading-writing-mathematics
e Core subjects: English language and literature; history, geography, and government;
physical and biological sciences; mathematics
e Other classical subjects: music, art, Latin
e Auxiliary subjects: foreign languages, physical education, performing arts, other social
sciences
e Extracurricular activities as defined by the Head of School.

The curriculum will follow the Core Knowledge Sequence. Occasionally, NEOCA will diverge
from the Core Knowledge Sequence in order to raise the standards in teaching a particular skill or
subject. The Board and Head of School will determine these instances. The Head of School will
ensure that all skill areas in the Core Knowledge Sequence are taught in compliance with Ohio’s
Learning Standards, as may be amended by the state.

Grading Policy

Grading and the administration of grades is not the primary goal of education and educators. The
grade a student receives in a class is subordinate to the knowledge the student acquires. Still, grades
are a useful tool to evaluate the extent to which a student has mastered a particular subject.
Therefore, grades will be assigned in all classes and subjects. NEOCA will assign grades in order
to accurately reflect the range between true mastery and insufficient knowledge of a subject.

Grade inflation is discouraged. In relation to the student’s performance, the following letter grades
have these meanings:

Mastery (A)

Proficiency (B)
Sufficiency/Competence (C)
Insufficiency (D)

Failing (F)

In addition to these general parameters, NEOCA uses a 4.0 grading scale. The letter and numerical
grades for this system are listed below:

A 94-100% 4.0

A- 90-93 3.7
B+ 87-89 3.3
B 84-86 3.0
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B- 80-83 2.7
C+ 77-79 2.3

C 74-76 2.0
C- 70-73 1.7
D+ 67-69 13
D 64-66 1.0
D- 60-63 0.7
F 0-59 0.0

The grading scale as defined above is utilized for all students with the exception of kindergarten
and first grade, where the scale will reflect E (Excellence), S (Satisfactory), N (Needs
improvement), and U (Unsatisfactory). Incompletes will only be given under special circumstances
and must be approved by the Head of School. Parents and students will be regularly informed of
the student’s progress.

“Extra credit,” whether to make up for work not turned in on time or to increase a student’s grade,
is discouraged at NEOCA.

Promotion & Retention

NEOCA recognizes that the personal, social, physical, and educational growth of children will
vary and that they should be placed in the educational setting most appropriate to their needs at
the various stages of their growth.

It shall be the policy of the Board that each student is moved forward in a continuous pattern of
achievement and growth that is in harmony with his/her own development. Promotion and
retention decisions will be made only after the Head of School receives appropriate input from
teachers and the student’s parents. The Head of School may consider appropriate factors in arriving
at decisions on promotion, such as the student’s social and emotional development, attendance
patterns, and the level of academic achievement. Generally, a student will be promoted to the
succeeding grade level when s/he has:

e Completed the State-mandated requirements at the presently assigned grade;

e Inthe opinion of the Head of School and the teachers, achieved the instructional objectives
set for the present grade; and,

e Demonstrated sufficient proficiency to permit him/her to move ahead to the educational
program of the next grade.

A student may not be promoted if they do not complete a State-mandated achievement test or
assessment and are not otherwise exempt from the requirement to take such tests. Additionally,
promotion and retention determinations for students identified with a qualifying disability will be
subject to the factors listed above but with consideration of the student’s Individualized Education
Program (“IEP”).
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The Head of School shall:

e Require a student be retained if s/he is truant (unexcused absence) for ten percent (10%) or
more of the required school days and has failed at least two (2) of the required curriculum
subject areas in the current grade, unless the Head of School and the teachers of the failed
subjects determine that the student is academically prepared to be promoted,

e Require that parents are informed in advance of the possibility of retention of a student at
grade level; and,

e Except as may be required under the Third Grade Reading Guarantee, has the final
responsibility for determining the promotion or retention of each student.

Reading Assessments

State law requires that each school district in Ohio assess reading skills for students in
kindergarten, first, second, and third grades by September 30, and kindergarten by the twentieth
day of instruction of each school year to determine whether they are reading at grade level (“On-
track™) or not reading at grade level (“Not on-track™). If a student is identified as being Not on-
track, the School will notify the parent and the School will immediately provide intervention
services to improve the student’s reading performance. In addition, the School and the parent will
develop a Reading Improvement and Monitoring Plan. Unless a student is exempt from the
requirements of the Third Grade Reading Guarantee, a student must be retained in third grade if
the student does not attain the State-designated level of reading competency on the State-mandated
Grade 3 tests. For more information regarding promotion and retention, or requirements of the
Third Grade Reading Guarantee, contact the Head of School. Refer to Section 3313.608 of the
Revised Code for legislative requirements of the Third Grade Reading Guarantee.

Homework and Classwork

Homework is a fundamental part of our general academic program. It prepares students for high
school and college and for entry into the working world upon graduation. It also helps develop a
strong work ethic and habits of organization. Homework’s immediate educational purpose is:

e To reinforce skills and concepts and knowledge learned in class;

e To develop good skills and habits of study;

e To practice skills and reinforce knowledge in ways that are not readily accomplished in the
classroom;

e To work on assignments, such as the writing of papers, and prepare for exams that require
a great deal of sustained, individual attention;

e To prepare for the following day’s work so that the most can be made of class time; and

e To inform parents of what is being taught in the classroom.

In addition to regular classroom assignments, we would like each younger child to read, or be read
to, at least three times a week and preferably every day. It is our hope that each NEOCA student
grows and matures to be a thoughtful reader enabling the student to gain in wisdom, knowledge
and insight as they grow into adulthood. We believe that becoming a competent reader is critical
to being a good student and an important step in being able to explore the physical world and the
world of ideas. Reading to a child encourages the child’s growth and it elevates and informs
conversation within the family. By reading in front of your children, you model good habits and
reinforce your expectations.
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The expected homework time allotment for each grade is as follows:

K — 10 minutes plus family reading time
Grade 1 — 10 minutes plus family reading time
Grade 2 — 20 minutes plus reading time

Grade 3 — 30 minutes plus reading time

Grade 4 — 40 minutes plus reading time

Grade 5 — 50 minutes plus reading time

The designated times serve as guidelines and may vary depending on the work assigned on a given
day, the schedule, the student’s organizational skills and study habits, the varying abilities of the
students, and the nature of the assignments. Students are expected to learn how to use their time
effectively to complete the required work at each grade level. Parents are expected to support their
children in this endeavor. It is generally understood that writing papers and studying for exams
take more time than regular classroom assignments. For that reason, the end of a term does result
in a peak in the homework load. Nonetheless, teachers will make every effort to give assignments
in advance, and students will be encouraged to work on those longer assignments steadily, so that
students are able to manage their homework along with other activities and adequate sleep.

For poor or uncompleted work, teachers may require students to redo an assignment. At the
discretion of the teacher, the ‘redo assignment’ may be addressed with a differing grade scale.
Students are expected to complete all their homework.

Academic Prevention and Intervention
Assessments

NEOCA shall assess student achievement and needs in all program areas in compliance with State
law, the rules adopted by the State Board of Education and the Community School Contract. The
purpose of such assessments will be to determine the progress of students and to assist in attaining
student performance objectives and educational achievement goals of the school.

State Required Tests
NEOCA shall administer all State-mandated tests to students at the times designated by the State.

In addition to State-mandated tests, staff members will assess the academic achievement and
learning needs of each student. Procedures for such assessments may include, but are not limited
to, teacher observation techniques, cumulative student records, and/or student performance data
collected through standard testing programs.

Any student receiving special education services may be excused from taking any particular test
required if the student’s IEP excuses the student from taking that test and instead specifies that an
alternative assessment method be used. The Alternative Assessment for a Student with Disability
(AASWD) is approved by the DEW to evaluate the performance of students with the most
significant cognitive disabilities for whom regular assessments, even with accommodations, are
not appropriate. In general, the IEP shall not excuse the student from taking a test unless no
reasonable accommodation can be made to enable the student to take the test. In that case, the
school shall use AASWD to test students needing an alternate form of assessment.

NEOCA shall not use any student’s failure to attain a specified score on any State-mandated test
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as a factor in any decision to deny the student promotion to a higher-grade level, except as provided
by law.

Teacher Conferences

Parent/teacher conferences are scheduled in the fall and spring semesters. Arrangements for
additional conferences may be made with your child’s teacher before or after school hours, based
on teacher availability and schedules. Please do not attempt an impromptu conference at any time,
especially during the school day.

Academic Textbooks and Supplies

Each new academic year, NEOCA provides students with textbooks at no cost (rental or
supplemental). NEOCA students are required to utilize these class materials to ensure program
success.

Additionally, students in grades 3+ will be provided with literature books. Parents will be
responsible for the cost of these materials, with the understanding that students will be keeping
these books.

Textbook Checkout

Students will be required to check out their rental textbooks. All rentals are linked to the student’s
school account.

Lost or Damaged Textbooks

The classroom teacher will check the condition of all textbooks. Students may be charged for
damages to textbooks assigned to their accounts, including highlighting, torn pages, binding
problems, water damage, or other damage. If a student received a textbook that has damage, they
should alert the teacher immediately to avoid having the damage charged to their account.

If a student loses their textbook, they are responsible for paying the full replacement value as
determined by the main office and School administration.

If a student damages their textbook, they are responsible for paying to repair the damages as
determined by the main office and administration.

Textbook Return

The due date to return all textbooks will be within the final three (3) days from the last day of
classes for each term (semester). All textbooks should be returned to the teacher.

Textbooks that are returned by mail must be postmarked by the due date to not be considered late.
Any books returned or postmarked after the return date will be charged a late fee of $20 per book
during the late fee period (eight business days from the due date). Any books kept by the student
after the late fee period will be billed to the student’s account at full replacement values as
determined by the main office and School administration. A hold will be put on the student’s
account until fees are paid.

Return Extensions

If a student has received an incomplete or an extension from their teacher, the Head of School may
grant a textbook usage extension. This requires the student to submit written documentation from
the teacher.
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Collections

Please note that any outstanding balances for fees of textbook replacement costs assessed after the
late fee period is over will follow a normal collection process. Grades and scores may be withheld
if fees are not paid.

Reporting

For students to be successful, both they and their parents should be informed of their standing in
class. In addition to the regular grading of assignments, the following means will be employed to
inform parents of their student’s academic progress:

e Soon after the beginning of the year, teachers will send home an initial evaluation of the
student’s progress.

e |f a student is significantly below grade level, a meeting will be scheduled with a parent,
the teacher, and other faculty as deemed appropriate.

e Interdisciplinary Reports: These reports are sent home half-way through each quarter to
students with a C minus grade or lower in any subject.

e Once a semester (after the first and third quarters), parent-teacher conferences will be
scheduled to discuss the students’ academic progress. Parents will receive report cards at
the conference.

e Semester report cards will be mailed home.

e Grades will be posted within 7 business days after the due date unless otherwise notified
by teachers on the syllabus.

e Final report cards will be mailed approximately two weeks after the end of the school year.

Plagiarism

Plagiarism will not be tolerated by any teacher in any subject. The entire system of assessment
rests on the assumption that the work a student turns in is the student’s own work. Plagiarism
compromises this system, is unfair to other students in the class who do their own work, and it
constitutes a form of theft of others’ ideas and labor. Plagiarism is defined as the appropriation of
another’s ideas or words in order to present them as one’s own. An instance of plagiarism can be
as long as a term paper or as short as a sentence. Simply paraphrasing an author’s words can also
constitute plagiarism. The words of authors can only be used when properly quoted and cited.
Teachers will provide the guidelines of acceptable citation. When in doubt, the student has the
responsibility to ask how a citation should be used in an assignment.

Students who violate these requirements will be subject to prompt disciplinary actions as
determined by the Head of School, Dean of Students and the teacher of the subject area.
Disciplinary action includes but is not limited to grade reduction and/or suspension.

Cheating

Like plagiarism, cheating will not be tolerated by any teacher in any subject. Cheating occurs when
a student uses someone else’s work or a prohibited source of information in order to gain an unfair
advantage on a test or an assignment and to avoid doing his own work. Cheating comes in many
forms. One student copying off another, a student using a “cheat sheet” to answer questions on a
test, and a student trying to pass off another student’s work as his own are examples of cheating.
A student who allows others to copy his work will also be held accountable in the same fashion.
A disciplinary referral will be issued if cheating has occurred.
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Role of Parents and School in Relation to Human Sexuality

We believe parents have the fundamental responsibility for their children’s education, which
includes the areas of morality and sexuality. The School’s role should be viewed as a supportive
one. It is apparent that sexuality is more than biology and physiology. It also encompasses
morality, spirituality, and emotions. Because it is a part of the whole human experience, it must be
taught with circumspection and sensitivity.

We believe children are naturally modest concerning their bodies and are not ready to learn
everything at once. They are naturally curious, however, and need to get answers to their questions
in a way appropriate to their stage of development. In teaching this topic, we want to minimize the
embarrassment associated with it for both children and parents.

Teaching Human Sexuality

We will teach the Core Knowledge Sequence in the fifth grade, which includes a discussion on the
reproductive organs, reproduction and the menstrual cycle. The class will be taught in a gender-
separated environment. Parents will have the opportunity to preview the materials the class will be
reading, on which the discussion is based. Parents will also have the opportunity to attend a
meeting with the teacher(s) prior to the section on sexuality. Sexual intercourse will only be
discussed in the context of a monogamous relationship between two people of opposite sexes.
Depending on the general maturity level of the 5th grade boys, NEOCA may decide that this
curriculum is too much information and less necessary for boys at this stage of development and
therefore delay these lessons for a later time.

Parents will have the choice of having their children opt out of this portion of the class, which will
be taught during the regular science time.

Character education is an integral facet of our program. Sexuality involves serious moral decision-
making. It is important to help children build the capacity to make and abide by sound moral
choices. We would like our teaching of human reproduction to be a springboard to initiate and
facilitate discussions between parents and children on this sensitive subject.

Employees will not discuss their personal lives on such matters with students.

Parental Notification Regarding Child Sexual Abuse Prevention Curriculum

State law requires the School to include in the curriculum for students in grades K-5
developmentally appropriate instruction in child sexual abuse prevention, including information
on available counseling and resources for children who are sexually abused. A parent may request
a student be excused from such instruction upon a written request submitted to the Head of School
or their designee.

School Life & Environment

Honor Code

NEOCA was founded to develop students in both mind and character. NEOCA’s core virtues are
the guiding principles used to cultivate and nurture character. The core virtues are derived from
and depend on the classical cardinal virtues: Prudence, Justice, Temperance, and Fortitude.
Students are expected to conduct themselves honorably in word and deed, to strive to live by the
virtues, and to encourage others to do so as well.
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The NEOCA Honor Code is as follows:

NEOCA students strive to be virtuous in conduct, seek to grow in scholarship and learning,
and pursue a commitment toward civic responsibility. NEOCA students will not lie, cheat, or
steal, and will discourage others from such actions.

Please refer to Appendix A for a full explanation of the Honor Code. Parents are expected to
discuss the Honor Code with their student(s) and are required to turn in the Parent Compact
signature page before the end of the first week of school.

Attendance
The school day for all students begins at 8:00 a.m. and ends at 3:00 p.m.

Regular attendance is important to ensure achievement in school. We discourage vacations and
trips taken during the school year. We also discourage doctors’ and other appointments when
avoidable. When those appointments are unavoidable, students are responsible for any make-up
work during their absence. Assignments that are not made up, according to the time restrictions
set by the teacher and School, will be reflected in their grades. It is helpful to both student and
teacher to make prior arrangements to meet that requirement.

NEOCA does provide a Before-School Drop-Off and After-School Pick-Up Program. Information
about this program may be obtained in the Main Office.

Students enrolled in NEOCA must attend School regularly in accordance with the laws of the
State. The educational program offered by the School is predicated upon the presence and
punctuality of the student and requires continuity of instruction and classroom participation. A
parent must contact the School whenever a student is absent.

Attendance shall be required of all students enrolled at NEOCA during the days and hours that the
school is in session. Attendance need not always be within school facilities, but a student will be
considered to be in attendance if present at any place where school is in session by authority of the
Board.

Tardiness

Students who arrive after the beginning of the school day will be considered tardy. Students must
make it not only to the School but to class on time to avoid being tardy. Students who are either
tardy or returning to School from an appointment must be signed in at the front desk by a parent
or guardian. The student will be issued a tardy slip or a returning slip, and the student will be
required to deliver this slip to their teacher when they enter the classroom. Repeated tardiness may
affect a student’s “seat time” and therefore their eligibility for promotion. Tardiness may be
considered an unexcused absence for that class.

Repeated tardiness shall be grounds for disciplinary action. A student is tardy when a student is
more than five minutes late for School or for a class. If a student misses more than half a class, the
student will be marked absent for the class. After four (4) unexcused tardies, and each unexcused
tardy thereafter, a student will be issued an extended day or Saturday Enrichment. After nine (9)
unexcused tardies, NEOCA shall notify the child's parent, guardian, or custodian of the child's
unexcused tardies in writing and request a parent conference. Any student who, due to a medically-
documented physical or mental impairment, is absent for an extended period will not be punished.
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Absences/Tardies - Excused/Unexcused

An absence or tardy may be excused if the student or parent provides the Head of School, or their
designee, with verification, if any, in the manner and timeframe determined to be satisfactory in
the discretion of the Head of School. Where appropriate, the School may require written
documentations. Absences/tardies due to the following may be excused:

e Personal illness of the student

e Medical, behavioral, or dental related appointment

e llIness in the family necessitating the presence of the student at home

e Quarantine of the home, limited to the length of quarantine as determined by the proper
health officials

e Death of a relative

e Observance of religious holidays consistent with the truly held religious beliefs of the
student or their family

e Absences due to a student’s placement in foster care or change in foster care placement or
any court proceedings related to the student’s foster care status

e Absences due to a student being homeless

e Absences due to military deployment activities of a parent

e Emergency or other set of circumstances that, in the judgment of the Head of School,
constitutes good and sufficient cause of absence from school

All other absences/tardies are “unexcused” as determined by the Head of School and include, but
are not limited to:

e Oversleeping

e Personal appointments

e Any instance where the Head of School, or their designee, has required verification of the
absence/tardy and the student or parent has failed to do so in the timeframe and manner
deemed appropriate by the Head of School

The Head of School or their designee reserves the right to verify the provided verification and, if
applicable, documentation and to investigate the cause of each single absence.

For excused absences, students will have one day for every day absent after coming back to School
to make up the work missed. Students may receive partial credit for academic work missed during
absences.

Students who have accumulated 5 unexcused absences or 5 unexcused tardies at any anytime
throughout the school year may not be permitted to:

Participate in School field trips

Attend School dances

Receive student-of-the-quarter or honor or high honor roll awards

Serve on student government

Participate in extra-curricular activities and programs

Participate in School sports

Guidelines for Student Behavior
Student self-government and a sense of purpose develop from application and accomplishment,
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from consistent expectations in the School climate and culture, and from the habitual practice of
the virtues.

The aim of NEOCA is to teach students. “Student” derives from the Latin word studére, which
means “to give attention to,” “to take pains with,” “to apply oneself to,” “to strive after,” “to
pursue,” “to desire.” Students, then, should be diligent in, attached to, and zealous for their studies.
Simply put, we expect students to live up to their name. The teachers of NEOCA work hard to
prepare their lessons. These lessons are designed to teach students nothing less than who they are,
what they offer the world, and what the world offers them. Students must, in turn, take fullest
advantage of these lessons and make the best use of this time of their lives given to preparing their
minds for the opportunities and challenges that await them. All policies regarding student conduct
and discipline flow from this general principle: students must fully engage themselves in the

education NEOCA offers them.

29 e

Therefore, students will:

e Be polite and attentive both in and outside of class.

e Attend School consistently, be punctual, and take responsibility for making up any work
promptly when absent.

e Be prepared for class and follow directions.

e Follow all reasonable requests made by adults on the premises with a positive attitude, and
show respect for self, others, and property.

e Cooperate with and demonstrate respect for the faculty and staff, including administrators,

teachers, secretaries, custodians, and any other people working at the school.

Communicate in an acceptable tone of voice using an acceptable choice of words.

Follow lunchroom, playground, field-trip, lab, and individual classroom rules.

Follow School rules when participating in school-related events.

Adhere to all Board policies and School rules.

Not use threats or intimidation against any other person.

Respect the health and safety of others, safety rules, and not bring tobacco, alcohol, or any

illegal substances, including counterfeit and/or look-alikes, to School.

Be dismissed by the teacher, not the bell or the clock.

e Not leave the School premises without signing out in the main office.

e Not bring anything to School that could be used to harm another or that is illegal, including
counterfeit and/or look-alike weapons.

NEOCA is not responsible for loss, theft, or breakage of personal items brought to School. Fines
will be levied on parents for vandalism or theft committed by their students. Fines will also be
levied for lost or damaged School property. Students may also be required to be involved in the
maintenance or repair of damaged property.

Anti-Harassment, Intimidation and Bullying Policy

As more fully set forth in the school’ s Anti-Harassment, Anti-Intimidation, or Anti-Bullying
Policy (attached as Appendix C to this Handbook), behavior meeting the definition of harassment,
intimidation, or bullying is strictly prohibited. Students who are determined to have engaged in
such behavior are subject to disciplinary action, which may include counseling, suspension, or
expulsion from School. The School’ s commitment to addressing such behavior involves taking a
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multi-faceted approach that includes the promotion of a School atmosphere in which this behavior
will not be tolerated by students, staff, or the School community.

It is imperative that harassing, intimidating, and bullying behavior(s) be identified only when the
specific elements of the definition are met because the designation of the conduct of such behavior
carries with it special statutory obligations. However, any misconduct, whether or not it meets the
required definitions, will be reviewed and the perpetrator will be subjected to appropriate
disciplinary consequences.

Positive Behavior Interventions and Supports

The Board has adopted a policy to guide the use of Positive Behavior Interventions and Supports
(PBIS), and the limited use of restraint and seclusion at the School. It is the Board’ s belief that
every effort should be made to prevent the need for the use of restraint and for the use of seclusion.
The use of a non-aversive effective behavioral system such as PBIS shall be used to create a
learning environment that promotes the use of evidence-based behavioral interventions, thus
enhancing academic and social behavioral outcomes for all students.

Restraint or seclusion shall not occur, except when there is an immediate risk of physical harm to
the student or others and shall occur only in a manner that protects the safety of all children and
adults at school. Every use of restraint or seclusion shall be documented and reported in accordance
with the Board adopted policy. The Board’ s policy is available from the School office and is
posted on the School’ s website.

The PBIS prevention-oriented framework or approach applies to all students, all staff, and all
settings. Research supports the conclusion that PBIS, when integrated with effective academic
instruction, provides the support students need to become actively engaged in their own learning
and academic success.

Discipline
The main purpose of all discipline is to foster a student’s desire to be morally and intellectually

virtuous. Where that desire does not exist, self-discipline will not arise and a student will falter
when laws and rules are silent.

The secondary purpose is to foster an orderly and disciplined environment in which all students
can learn and present their ideas in a prudent way. Any departure from proper decorum is liable to
disciplinary action. Because not all students respond to the same arguments, incentives, or
punishments, any discipline policy must be at once equal to all students and consistently applied,
and also fitted to both the nature of each individual student and the circumstances in which any
misbehavior occurs. Students are expected to adhere to the School’s high expectations for behavior
and core virtues lest they compromise their own learning and interfere with the learning of others.

Disciplinary Action
Disciplinary action ranges from verbal warnings to suspension and expulsion and will be used to

promote both a student’s self-discipline and an orderly environment for all. Even when more
serious discipline like a suspension is necessary, the purpose is not to punish but to educate.

Minor infractions (i.e., uniform violation, refusal to follow instructions, being unprepared for class,
incomplete homework) or disruptions will largely be handled in the classroom in a way suitable to
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the age of the student. Whenever a student misbehaves repeatedly or flagrantly, the consequences
for the infraction will be immediate, relevant, and effectual. Rather than allow misbehavior to
fester in the classroom, teachers will send disruptive students to the office, normally to the Head
of School or Dean of Students.

The Code of Conduct regulates student conduct. Staff, students, and parents are expected to be
familiar with the Code of Conduct. The Code of Conduct applies for conduct which occurs: on
School grounds during the school day or immediately before or after school hours; on School
grounds at any other time when the School is being used by a School group; On or off School
grounds at any School activity, function, or event; Traveling to and from School, including actions
on any School or public conveyance; Regardless of where the conduct occurred, if the conduct is
directed at a School official or employee or the property of such School official or employee.

Any violation of the Code of Conduct may subject the student to discipline, up to and including

suspension and/or expulsion. The following is a list of actions (but not limited to) which would be

considered a violation of the Code of Conduct. Each offense, or series of offenses, will be evaluated

individually based on the particular circumstances of the offense(s).

Tardiness — Arriving later than scheduled*

Truancy — Absent without permission*

Dress Code Violation — Not adhering to School Uniform regulations

Disobedient/Disruptive Behavior — Unwillingness to submit to authority, refusal to respond

to a reasonable request or any act that disrupts the orderly conduct of a School function;

behavior that substantially disrupts the orderly learning environment (i.e., dress code

violation, inappropriate language, cursing, inappropriate gestures)

e Cheating/Plagiarism — To act dishonestly; copying of someone else’s work; to deceive,
take credit for work not done by the student himself/herself

e Profane/Obscene Language or Gestures Between/Toward Students or Staff — Use of
unacceptable words, terms, or gestures to embarrass or insult another student or staff
member

e Theft — To take the property of an individual or the School without right or permission

e Fighting/Violence — To participate in physical contact with one or more students with the
intent to hurt or injure

e Use, Possession, Sale, or Distribution of Tobacco Products, including vaporizers,
electronic cigarettes, and any look-alike substances

e Use, Possession, Sale, or Distribution of Alcoholic Beverages

e Vandalism/Damage to School or Personal Property — Purposeful destruction, misuse or
defacing of School or other’s personal property

e Intimidation/Interference/Hazing of Student or Staff — Threatening to physically or
verbally harm, interfere, or degrade another student or staff

e False Alarms/Bomb Threat — Purposefully engaging in a false alarm

e Use/Possession/Sale/Transmission/Concealment of any Drug or look-alike drug or other
illegal or Controlled Substance

e Use, Possession, Sale, or Distribution of a Firearm — Firearm has the same meaning as
provided pursuant to the “Gun Free Schools Act of 1994” and also includes any look-alike
or counterfeit firearm.

e Unwelcomed Sexual Conduct — Unwelcomed sexual advances, requests for sexual favors,
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other physical or verbal conduct or communication of a sexual nature, including gender-
based harassment that creates an intimidating, hostile, or offensive education or work
environment, i.e., pinching, grabbing, suggestive comments, gestures, jokes, or pressure to
engage in sexual activity

e Harassment, Intimidation, or Bullying behavior (including by an electronic act) as defined
in the Board’s policy regarding harassment, intimidation, and bullying

e Gang involvement — Participation in gang-related actions, dress, or activities

e Weapons — No student at any time, for any reason, shall possess, handle, transmit, or use
any object, including any look-alike or counterfeit objects, which can be reasonably
considered a weapon in or on the property of the School, or any School-sponsored activity
held away from the School property. For purposes of illustration, but without limitation,
this rule shall include firearms, explosives, fireworks, and knives, including penknives,
chemicals, and other dangerous objects, which are of no reasonable value to a student other
than as a weapon. Possession of a “weapon” may result in immediate expulsion.

e Serious Bodily Injury — An incident that results in serious bodily injury to one’s self or
others. Serious bodily injury is defined as “a bodily injury that involves substantial risk of
death, extreme physical pain, protracted and obvious disfigurement, or protracted loss or
impairment of the function of a bodily member or organ.”

e Health and Safety- Actions that in the sole discretion of the Head of School endanger the
health and/or safety of fellow students, staff, or guests in the School.

e Wrongful Conduct — Actions not in the listing above that, in the sole discretion of the Head
of School, impede, obstruct, interfere, or violate the mission, philosophy, and regulations
of the School or classroom, including any policies listed in this Handbook.

*A student may not be suspended or expelled for tardiness or truancy.

Students with a qualifying disability will be disciplined in accordance with the Individuals with
Disabilities Education Act of 2004, and any subsequent regulations affecting the provisions. For
more information on the rights of students with disabilities, please contact the Ohio Department
of Education and Workforce, or refer to the publication “A Guide to Parent Rights in Special
Education” available at www.education.ohio.gov.

The two primary tools for addressing disruptive or wrongful behavior are detention and Discipline
Referrals. Detentions are generally used for more basic infractions, while Discipline Referrals are
used for more serious violations.

Detention

Students may receive detention for minor infractions, and detentions may be given by teachers or
administrators. Detention will occur before or after school, during lunch, on the weekend, or at
another time determined by the Head of School or Dean of Students. Weekend detentions require
students to be dressed in their uniform. Detention takes precedence over any extracurricular
activity. Students who miss detention will need to make it up and serve another detention.
Repeatedly missing detention may result in suspension.

Detentions are cumulative throughout the school year. Listed below are the first three detention
infractions and consequences. More than three infractions may result in the student receiving a
Discipline Referral.

{01719164v7 } 16



First Infraction: Student is removed from class and is sent to the Dean of Students or the Head of
School. The student will be given a detention form that is to be signed by a parent and returned to
the administrator.

Second Infraction: Student is removed from class and is sent to the Dean of Students or the Head
of School. Parent is called and notified of the infraction. The student will be given a detention form
that is to be signed by a parent and returned to the administrator.

Third Infraction: Student is removed from class and is sent to the Dean of Students or the Head of
School. Parent is called and notified of the infraction. Parent must return with student for
mandatory parent conference.

Discipline Referrals

For consistent and more serious disruptions, the student will be sent to the Dean of Students or the
Head of School and receive a Discipline Referral. They may be issued by teachers, staff, or
administrators, and they will accumulate over the course of the year. A student’s total will not reset
at the semester, but it will reset at the end of the year. Receiving a Discipline Referral indicates
that a student’s behavior is a serious problem. Earning repeated Discipline Referrals will result in
more serious consequences each time. A parent or guardian must sign the Discipline Referral form
and the student should return the form to the administrator. It is our hope that the consequences
for receiving a Discipline Referral will encourage students to display good character and act in
accordance with the school’s mission. Please note, the School retains the right, based on the
circumstances of the violation, to forgo the following progressive discipline process and suspend
and/or expel a student pursuant to State law and Board policy.

First Discipline Referral: Student is removed from class and is sent to the Dean of Students or the
Head of School. Parent is called and notified of the referral. The student will be given a Discipline
Referral form that is to be signed by a parent and returned to the administrator. Student may receive
a detention and/or be suspended.

Second Discipline Referral: Student is removed from class and is sent to the Dean of Students or
the Head of School. Parent is called and notified of the referral. The student will be given a
Discipline Referral form that is to be signed by a parent and returned to the administrator. Student
may receive a detention and/or be suspended.

Third Discipline Referral: Student is removed from class and is sent to the Dean of Students or
the Head of School. Parent is called and notified of the referral. Student will be sent home for the
remainder of the day and must return with a parent upon return to school. Student may be
suspended.

Fourth Discipline Referral: Student is removed from class and is sent to the Dean of Students or
the Head of School. Parent is called and notified of the referral. Student will be sent home for the
remainder of the day and must return with parent upon return to school. Upon return to school,
student and parent will be given a behavioral contract to review and sign. Students will not be
allowed to attend school-related events. Student may be suspended.

Fifth Discipline Referral: Student is removed from class and is sent to the Dean of Students or the
Head of School. Parent is called and notified of the referral. Student will be sent home for the
remainder of the day and must return with parent upon return to school. Upon return to school, the
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potential expulsion process may be discussed and/or implemented. Student may be suspended or
considered for expulsion.

Suspension & Expulsion
Suspension:

NEOCA may suspend a student for up to ten (10) days. If at the time a suspension is imposed there
are fewer than ten school days remaining in the school year in which the incident that gives rise to
the suspension takes place, the Head of School may require the student to participate in a
community service program or another alternative program for a number of hours equal to the
remaining suspension period. The student shall be required to begin the program during the first
full weekday of the summer break. The Head of School may not apply the remaining suspension
period to the following year. During suspension, students are not permitted to participate in classes,
extracurricular activities, or be on any School property.

Except in the case of a student given an in-school suspension, no student shall be suspended unless
prior to the suspension the Head of School, or their designee, does both of the following:

e Gives the student written notice of the intention to suspend the student and the reasons for
the intended suspension.

e Provides the student an opportunity to appear at an informal hearing before the Head of
School or their designee and challenge the reason for the intended suspension or otherwise
to explain the student’s actions.

Within one school day after the time of the student’s suspension, the Head of School or their
designee, shall also provide written notice of suspension to the parent and the Board’s treasurer.
The notice shall contain:

e The reasons for the suspension

e Notice of the right of the student or their parent to appeal to the Board or the Board’s
designee

e Notice that the student/parent has the right to be represented in all appeal proceedings

e Notice of the right to be granted an appeal hearing before the Board or the Board’s designee
to be heard against the suspension

e Notice of the right to request that the hearing be held in executive session

e Notice that the School may seek the student’s permanent exclusion if the suspension was
based on a violation listed in Ohio Revised Code Section 3313.662(A) that was committed
when the student was sixteen years of age or older and if the student is convicted of or
adjudicated a delinquent child for that violation

e The date and manner by a student or parent may notify the Board of their intent to appeal
the suspension. If the student/parent wishes to appeal the suspension, the request must be
submitted, in writing, to the Head of School within seven (7) calendar days of the written
notice of suspension. The Head of School shall immediately forward this written appeal to
the Board and Board’s appeal hearing designee.

The School will provide students an opportunity to complete any classroom assignments missed
because of an in-school or out-of-school suspension. Students shall be entitled to receive at least
partial credit for a completed assignment; however, reasonable grade reduction may be made on
account of a student’s suspension. The School shall not assess a failing grade for a completed
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assignment solely on account of the student’s suspension.

Expulsion

The Head of School may expel a student from the School for a period not to exceed the greater of
eighty school days or the number of school days remaining in the semester or term in which the
incident that gives rise to the expulsion takes place. If at the time an expulsion is imposed, there
are fewer than eighty school days remaining in the school year in which the incident that gives rise
to the expulsion takes place, the Head of School may apply any remaining part or all of the
expulsion period to the following school year. No student shall be expelled under this policy
unless, prior to the student’s expulsion, the Head of School does both of the following:

Gives the student and the student’s parent, guardian, or custodian written notice of the
intention to expel the student.

Provides the student and the student’s parent an opportunity to appear in person before the
Head of School or their designee to challenge the reasons for the intended expulsion or
otherwise to explain the student’s actions. The notice required under this section shall
include the reasons for the intended expulsion, notification of the opportunity of the student
and the student’s parent to appear before the Head of School or their designee to challenge
the reasons for the intended expulsion or otherwise to explain the student’s action, and
notification of the time and place to appear. The time to appear shall not be earlier than
three nor later than five school days after the notice is given, unless the Head of School
grants an extension of time at the request of the student or the student’s parent. If an
extension is granted after giving the original notice, the Head of School shall notify the
student and the student’s parent of the new time and place to appear.

Within one school day after the time of the student’s expulsion, the Head of School shall also
provide written notice of expulsion to the parent of the student and the Board’s treasurer. The
notice shall contain:

The reasons for the expulsion

Notice of the right of the student or their parent to appeal to the Board or the Board’s
designee

Notice that the student/parent has the right to be represented in all appeal proceedings
Notice of the right to be granted an appeal hearing before the Board or the Board’s designee
to be heard against the expulsion

Notice of the right to request that the hearing be held in executive session

Notice that the School may seek the student’s permanent exclusion if the suspension was
based on a violation listed in Ohio Revised Code Section 3313.662(A) that was committed
when the student was sixteen years of age or older and if the student is convicted of or
adjudicated a delinquent child for that violation and that the expulsion may be extended if
a juvenile court or criminal proceeding regarding such violation is pending at the time the
expulsion terminates

The date and manner by a student or parent may notify the Board of their intent to appeal
the expulsion. If the student or parent wishes to appeal the expulsion, the request must be
submitted, in writing, to the Head of School within fourteen (14) calendar days of the
written notice of expulsion. The Head of School shall immediately forward this written
appeal to the Board and Board’s appeal hearing designee.
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If the Head of School expels a student for more than twenty school days or for any period of time
if the expulsion will extend into the following semester or school year, the notice shall provide the
student and their parent with information about services or programs offered by public and private
agencies that work toward improving those aspects of the student’s attitudes and behavior that
contributed to the incident that gave rise to the expulsion. The information shall include the names,
addresses, and phone numbers of the appropriate public and private agencies.

An expelled student will be provided with a date for re-entry and the date for the re-entry
conference. The expelled student and parent must be present in the re-entry conference. The
student and parent will be notified in the event that the student fails to attend the re-entry
conference.

Expulsion proceedings will be pursued against a student who has committed an act warranting
expulsion even if the student has withdrawn from School for any reason after the incident giving
rise to the hearing, but before the hearing or decision to expel. If after the hearing, the student
would have been expelled for a period of time had the student remained in School, the expulsion
will be for the same length of time as on a student who has not withdrawn from School.

In the event that, in the opinion of the Head of School or his/ her designee, a student's presence
poses a continuing danger to persons or property or an ongoing threat of disrupting the academic
process taking place either within a classroom or elsewhere on the School premise, the student
may be removed from the premises without formal suspension or expulsion procedures with notice
and procedures, as applicable, to follow the removal in accordance with R.C. §3313.66.

A student shall be expelled for one (1) year for bringing a firearm to campus or onto any school
property (any property owned, used or leased by the school for school, school extracurricular or
school-related events). A student may be expelled for a period not to exceed one (1) year for:

e Bringing a firearm to an interscholastic competition, an extracurricular event, or any other
School program or activity that is not located at the School or onto any property owned or
controlled by the Board (“School Property™).

e Possessing a firearm at School, on School Property, or at an interscholastic competition,
an extracurricular event or any other School program or activity which firearm was initially
brought onto the property by another person.

e Bringing a knife capable of causing serious bodily injury to School, onto School Property,
an interscholastic competition, an extracurricular event, or any other program or activity
sponsored by the School or which the School is a participant.

e Possession of a knife capable of causing serious bodily injury at School, on School
Property, or at an interscholastic competition, an extracurricular event, or any other
program or activity sponsored by the School or which the School is a participant which
knife was initially brought onto the property by another person.

e Committing an act while at School, on School Property, at an interscholastic competition,
an extracurricular event, or any other School program or activity that is a criminal offense
when committed by an adult that results in serious physical harm to persons or serious
physical harm to property.

e Making a bomb threat to a School building or to any premises at which a School activity
is occurring at the time of the threat.

A firearm has the same meaning as provided pursuant to the "Gun Free Schools Act of 1994." At
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the time this policy was adopted, the above-referenced statute defined a firearm as any weapon
(including a starter's gun) which will or is designed to or may readily be converted to expel a
projectile by the action of an explosive; including the frame or receiver of any such weapon; and
any firearm muffler or silencer; or any destructive device. If the definition of a firearm as provided
by the "Gun Free Schools Act of 1994" changes, then the definition set forth in this policy shall
automatically change to conform to it.

A “knife capable of causing serious bodily injury” is defined as any weapon or cutting instrument
consisting of a blade or edge that is not otherwise determined by the Head of School to be necessary
in the particular school setting and used for its intended school purpose.

The specific circumstances under which the Head of School may modify a one (1) year expulsion
could include:

e A recommendation from the group of persons knowledgeable of the student's educational
needs

e The student was unaware that s/he was possessing a firearm or knife

e The student did not understand that the item s/he possessed was considered a firearm or
knife

e The student brought the item to School as part of an educational activity and did not realize
it would be considered a firearm or knife

e The student may be eligible for participation in an alternative program

The Board also authorizes the Head of School to suspend a student from any or all co-curricular
or extracurricular activities for misconduct or rules violations. The length of suspension shall be
determined by the Head of School commensurate with the seriousness of the student's misconduct
or rules violations in accordance with the discipline code. Additionally, a student may be removed,
suspended, or expelled from transportation services. The Head of School, or their designee, shall
determine appropriate discipline based on the reported violations.

The Board designates the Head of School or his/her designee as its representative at all hearings
regarding the appeal of a suspension. The Board will hear the appeal of an expulsion.

Emergency Removal

If a student’s presence poses a continuing danger to persons or property or an ongoing threat of
disrupting the academic process taking place either within a classroom or elsewhere on the School
premises, the Head of School may remove a student from curricular activities or from the School
premises, or a teacher may remove a student from curricular activities under the teacher’s
supervision without first satisfying the notice and hearing requirements as stated above. A teacher
may remove a student from curricular activities under the teacher's supervision, without the notice
and hearing requirements. As soon as practicable after making such a removal, the teacher shall
submit in writing to the Head of School the reasons for such removal.

If a student is removed under this Emergency Removal section from a curricular activity or from
the School premises, written notice of the hearing and of the reason for the removal shall be given
to the pupil as soon as practicable prior to the hearing, which shall be held on the next school day
after the initial removal is ordered. The hearing shall be held in accordance with suspension
provisions identified above unless it is probable that the student may be subject to expulsion, in
which case a hearing in accordance with the expulsion provisions shall be held, except that the
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hearing shall be held on the next school day after the date of the initial removal. The individual
who ordered, caused, or requested the removal to be made shall be present at the hearing.

A student in grades kindergarten through three may be removed pursuant to Emergency Removal
procedures only for the remainder of the school day and shall be permitted to return to curricular
and extra-curricular activities the following school day. A student in grades kindergarten through
three subjected to emergency removal shall not be suspended or expelled unless the student has
committed an act described in ORC 3313.668 (B)(1)(a) or (b). A student that returns to School
based on this paragraph shall not be subject to the emergency removal hearing procedures.

Electronic Devices

Electronic devices must not be used during the school day or immediately before and after school.
This includes but is not limited to laptops, portable audio devices, head/earphones, handheld video
games, smart watches, Fitbits, and cell phones. Exceptions will be made for necessary medical
devices and in the event of emergency/parental request at the Head of School Head of School’s
discretion.

Students may not use electronic devices during school hours. Before 7:30 a.m. and after 3:30 p.m.,
students may only use electronic devices outside the building. If a student must bring an electronic
device to School, he or she must keep it in a locker, or turn it in to School administration, for the
entire day, including during recess, lunch, and in between classes. Students may not carry
electronic devices in their pockets or backpacks.

Students may not contact their parents via text message during the school day. The Main Office
has phones available for students who need to call home.

Any student who is using an electronic device during the day will have that device confiscated.
Students who break this rule will be subject to disciplinary action as deemed appropriate by the
Head of School or their designee. Students who bring any prohibited device to School do so at
their own risk and the School assumes no liability for the loss, theft or damage to any such device.

Uniforms & Grooming

At NEOCA, students wear uniforms to eliminate distractions, to demonstrate respect for others
and ourselves, and to remind ourselves that we are doing important work and participating in
significant learning.

Students must be in uniform to attend class. Students not in uniform will be sent to the office and
must call a parent or guardian. Parents will either bring acceptable attire, or students will be sent
home. These absences are not excused.

The uniform and dress code policy instructs that students will dress according to the mandatory
and optional items listed on the School-approved uniform guidelines for boys and girls,
respectively, posted on the School website, plus the following series of directives:

e Students may wear their own outerwear (coats, sweaters, vests) to School and on the
playground. If they are cold in the classroom, they should wear one of the long sleeve
uniform items.

e All shirts must be tucked in.

e Skirts shall fall no higher than 2 inches above the knee as measured when the student is
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standing.

All uniform pieces that can be removed (e.g., sweaters, vests) should be labeled with
student’s first initial and last name.

Students may use any backpack if it is clean and tasteful.

Hair must be clean, neat, and styled traditionally. Only natural colors are allowed. No
unusual or radical hairstyles are permitted. Hair accessories must be modest and match the
uniform colors. Any noticeable facial hair on boys is prohibited.

All girls” and boys’ polo shirts may have the top button un-buttoned. All other buttons must
be buttoned.

Modest jewelry is allowed. An object that has a purpose other than jewelry cannot be worn
as jewelry (i.e., chains or collars). Girls may wear no more than two necklaces at one time.
Girls may wear one earring per ear on the earlobe, and it must not be larger than a quarter.
No stretched piercings (gauge) or holes may be visible. Boys will not be permitted to wear
earrings.

Tattoos must be covered at all times.

Makeup must look natural. Black nail polish and lipstick are not acceptable.

No hats, visors, bandanas, or sunglasses are permitted (religious headgear is authorized).
Non-marking tennis shoes are required for physical education class and/or sports in the
gym. K-5th grade students will not change out for gym classes.

Laced shoes must be tied at all times.

Good personal hygiene is required. This includes wearing neat, clean clothing.
Strong/offensive body odors or excessive use of perfumes or cologne are inappropriate.

Expectations for Parents

We believe parents own the fundamental responsibility for their children’s education and that the
School’s role should be viewed as a supportive one. The School expects parents to:

Model good character and insist that their children cultivate good habits and virtues;

Help their children develop effective study skills;

Read to their children, especially those in the early grades;

Oversee regular reading and writing and mathematics skill development;

Stimulate discussion and exploration of ideas and events with students; and

Support the School goals through familiarity with this handbook and parts of the website
devoted to the mission and philosophy of the school, homework review, getting children
to School on time, and holding high expectations and aspirations that contribute positively
to the student’s success.

Parent Communications with the Administration, Faculty, & Staff

NEOCA values the conversation that takes place between parents and teachers about the education
of children. Nonetheless, this conversation must follow certain guidelines in order to be fruitful
and to allow teachers to devote themselves to their classes during the day. Parents may use any of
the following ways to contact or communicate with the Administration (Head of School and Dean
of Students), Faculty, and Staff of NEOCA:

Scheduled face-to-face meeting
Scheduled phone call
Message (with the main office)
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e \oice Mail
e Emalil

NEOCA teachers and administrators will respond to parents as quickly as possible while not
interfering with the educational setting. In general, parents should expect to hear from a teacher or
from the administration within twenty-four hours of contacting the School, barring weekends and
holidays. While a teacher’s schedule may not permit an actual meeting within that time, the teacher
will attempt to make contact in some way.

Visitor Policy

Northeast Ohio Classical Academy welcomes parents and other visitors to visit our campus. All
visitors should check in with the main office upon arrival and departure. Any guests who are not
parents must be escorted by a parent or arranged with the main office in advance.

Beginning at 8:00 a.m., the campus will be closed. All visitors to the campus must stop by the
main office to check in and obtain a visitor’s badge. Classrooms, the lunchroom, and the recess
areas are closed to parents during the school day except for School volunteers or parents who have
scheduled a formal observation.

During the school day, it may be necessary for a parent to drop off lunch or a forgotten item.
Parents making deliveries should drop off the item in the main office. One of the office staff
members will be happy to deliver the item to the student.

When teachers arrive in the morning, they have certain preparations that must be completed before
receiving students. After school, teachers have lesson plans to wrap up, tutoring to provide, papers
to grade, calls to return, and other business to conduct. All of our teachers welcome parent/teacher
conferences as long as they are scheduled in advance and on their calendar. To schedule a meeting
with a teacher, please contact him or her via email, voice mail, or by leaving a message in the main
office.

Visitors that cause a disruption of the educational environment or present a risk to the safety or
wellbeing of the School’s students and/or staff may be excluded from the School facility at the
discretion of the Head of School. The School reserves the right to deny access to anyone, including
parents, to the School facility and grounds at any time in the Head of School’s sole discretion.

Volunteers at NEOCA

We deeply appreciate the help provided by many people not on the School’s staff in many
volunteer capacities!

Any volunteer that will regularly have unsupervised access to students will be made to clear a
criminal background check with the Bureau of Criminal Investigation (BCI). Additionally, the
Head of School may require volunteers to complete training before serving students on the
School’s campus. The Administration will maintain accurate records of currently approved
volunteers.

Volunteers may inadvertently have access to sensitive information. Any information about
students, grades, faculty, etc. is to remain confidential. Volunteers may observe situations of a
sensitive nature. These are also to remain confidential. If a volunteer has a concern involving
something that is witnessed, observed, or overheard, he or she should address the concern with a
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faculty member, Dean of Students, Head of School , or a member of the Board--in that order. If a
volunteer disregards this policy, the privilege of volunteering may be revoked. Any grievance or
concern a volunteer has with a classroom or a teacher will be handled by the procedures defined
in this Handbook. Under no circumstance is it ever acceptable for a volunteer to confront a teacher
about an issue when students are present.

Special Events & Parties

Special events held during the school day must be directly tied to the curriculum and add to the
instructional environment by conveying knowledge or an experience that supports the curriculum.
Any special event must be approved by the Head of School a minimum of 2 weeks prior to its
planning. Approval for one year does not carry over to the next.

Lunch

The expectation at NEOCA is that families provide their students a packed lunch or participate in
the School’s food service program.

Guest Speakers

Guest speakers presenting during the school day must speak on topics covered in the course or
grade. If possible, the students should be studying the given topic at the time of the presentation.

Guest speakers must be approved by the Head of School prior to the invitation being extended.
Approval must still be obtained for guest speakers used in the previous school year. Approval for
one year does not carry over to the next.

Guest speakers who cover controversial topics must be screened by the Head of School . The
screening may include an interview of the guest by the Head of School or designee. Parents must
be notified prior to guest speaker presentations on controversial issues, including religions covered
in the Core Knowledge sequence. Parents may have students excused from such presentations, in
which case the student will be supervised in a silent study hall. Teachers will provide permission
slips to parents as notification of a guest speaker covering controversial issues and indicate an
option on the permission slip for student to be excused.

Parent Involvement and Right to Know

The School will provide opportunities for parents to formulate suggestions, interact and share
experiences with other parents and participate appropriately in decision-making about the School’s
Title I plan and revisions in the parental involvement plan. In connection therewith, the School
will hold an annual orientation meeting where parents will meet their child’s teacher and be
reassured of their right and responsibility to be involved in their child’s education. The School has
a Parent Involvement Policy in place, which shall be made available upon request to the Head of
School.

In addition, parents are made aware that all meeting of the Board are required by law to be open
to the public and parents are welcome to attend.

As a parent, you also have the right to know the professional qualification of the classroom
teacher(s) who instruct your child. Specifically, you have the right to know:

e Whether the teacher has met State qualification and licensing criteria for the grade levels
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and subject areas in which the teacher provides instruction;

e Whether the teacher is teaching under emergency or other provisional status through which
State qualifications or licensing criteria has been waived,;

e Whether the teacher is teaching in the field of discipline of the certification of the teacher;
and

e Whether your child is provided services by paraprofessionals and, if so, their qualifications.

Field Trips

Field trips should be directly tied to the curriculum and add to the instructional environment by
conveying knowledge or an experience that supports the curriculum. Signed permission slips must
be on file for each student for each field trip. Students remain under the jurisdiction of the School
during any field trip and their conduct may result in disciplinary measures.

Eligibility for Sports & Extracurricular Activities

Students are ineligible for extracurricular activities if they have two D’s or one F in any subject(s).
Academic eligibility will be determined with quarter ending grades. Ineligible students will remain
ineligible for the remainder of the following quarter. Two disciplinary referrals in one quarter or
three in one semester will render a student ineligible for any extracurricular activities for the
remainder of the semester. Four disciplinary referrals will render a student ineligible for all
extracurricular activities and functions for the remainder of the school year. The Dean of Students
or Head of School may deem a student ineligible for the following season or for off-campus field
trips based on repeated misconduct.

Student Fees & Supplies

From time to time, the School may charge fees to its families to fund expenses related to classroom
supplies, art, elective courses, activities, field trips, etc. All charges and fees must be authorized
by the Head of School .

Off-Site Extracurricular Activities

The logistics of all of NEOCA'’s off-site extra-curricular activities must be approved by the Head
of School . All adults helping with these activities must be registered with the School as a
volunteer, including having an applicable background check on file.

Chaperone Policy

NEOCA will conduct field trips and off-site events and in so doing will welcome and enlist the
aid of parent chaperones. The number of chaperones for a field trip or off- site extracurricular
event will be established prior to the occurrence of the event. This number will be strictly adhered
to. Fees for the event must also be paid by the chaperone and are due at the same time as the
student’s fee for the event. If fees are not submitted by the date due another chaperone will be
chosen to fill the vacancy. Chaperones must attend to assigned duties and must model the School’s
core virtues. Violators of this policy will not be allowed to chaperone any future events.

Lost and Found

The School will keep a Lost and Found. Periodically, if items have not been claimed for an
unreasonable amount of time, the School will donate items that remain in the Lost and Found.
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Toileting

All students of NEOCA must be independent in toileting. On occasion students may have
“accidents.” When an “accident” occurs, it is the responsibility of the parent to provide clean
clothing.

If there are repeated “accidents,” a meeting between the parents and the School’s Nurse and/or
Dean of Students will be held to evaluate the situation. Appropriate action will be taken based on
what is in the best interest of all students and the school.

Bus Policy

NEOCA does not provide a bus for transportation to or from the School. Various school districts
in Northeast Ohio do provide bus transportation for students to and from NEOCA. A current list
of these districts may be obtained in the Main Office.

Student Publications Policy

Student publications must uphold the School’s mission, philosophy, core virtues, and policies. The
purpose of such publications is to inform the School community of School-related events,
achievements, and business. In addition, student publications are a way for students to learn and
to practice responsible writing and journalism. Student editorials are permitted subject to prior
review by the Head of School . Employees of the School or parents may not use student media to
proselytize their own views on controversial issues. The Head of School acts as the final editor in
all cases.

Lockers

NEOCA may provide lockers for students to use. The lockers and locks are school property.
Students will be issued a lock and a combination. Students who misplace their lock will be required
to pay $5 for its replacement. Only locks issued by the school are authorized.

NEOCA is not responsible for lost or stolen items. Valuables such as tablets or video games are
NOT to be brought to School.

Students must observe the following rules:

e Students are not allowed to decorate the inside of lockers with posters, pictures, or anything
else which presents sex, drugs, suicide, cults, alcohol, or promotes other negative or
derogatory messages as determined by the Administration.

e Lockers must be kept neat and orderly at all times. Locker checks will occur each semester.

e Lockers must be kept closed when not in use to maintain the integrity of the fire corridors
and avoid careless accidents. Items left outside lockers or on the floor may be removed or
disposed of.

e We strongly discourage students from sharing their locker combinations with others, as
that may lead to conflicts should items go missing.

e Problems with lockers should be reported to the Dean of Students.

Searches of School or Student Property

Desks, computers or other items provided to students for their use remain the property of the
School. Students by law have no expectation of privacy in any School property assigned to them.
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Upon authorization of the Head of School, any School property may be searched at any time. No
student shall lock or otherwise impede access to any storage area or other School property.

The Head of School may, with reasonable suspicion that evidence will be obtained indicating the
student has violated a law or School rule, authorize School personnel to conduct a search of the
student or their backpacks and other personal property, and the contents contained therein. The
individual conducting the search will be of the same gender as the student while in the presence of
another staff member of the same gender. In no event shall the School conduct any strip search of
a student. The Head of School may call upon the assistance of the local police authorities to assist
in any such search of a student or their personal property.

Health, Records, Medicine, & the School Nurse

Medicine Administration

NEOCA is committed to the health and safety of its students. Medication and/or medical
procedures required by students should be administered by a parent/legal guardian at home. Under
exceptional circumstances, prescribed medication and/or medical health-related procedures may
be administered by the school nurse, if applicable, (or designee), or designated staff member, or
self- administered by the student per written physician’s orders and written parent/guardian
authorization. The parent/guardian must complete and sign the Administration of
Medication/Medical Procedure form to acknowledge that the School assumes no responsibility
for medications or procedures that are self-administered. The School will make this form available
to parents/guardians.

In addition, the School will not administer any medication unless it also receives a signed
prescriber/physician approval containing the information listed below. The person authorized to
administer the medication must receive the medication in the container in which it was dispensed
by the prescriber or licensed pharmacist. It is the responsibility of the parent to keep a record of
the amount of medication at School and to provide necessary refills in the container in which it
was dispensed by the prescriber or licensed pharmacist.

The Physician’s written approval must include the following information:

e The name and address of the Student

The School in which the Student is enrolled

The name and dose of the medication to be administered

The date the administration of the drug is to begin

The date the administration of the drug is to cease (if applicable)

Any severe adverse reactions that should be reported to the prescriber and one or more

phone numbers at which the prescriber can be reached in an emergency as well as one

or more phone numbers at which the parent, or parent’s emergency contacts can be

reached in an emergency

e Special instructions for administration of the drug by the Student

e Written instructions outlining procedures school employees should follow in the event
the Student is unable to administer the medication or the medication does not provide
adequate relief

e A list of adverse reactions that may occur to a child for whom the medication was not
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intended who uses the medication
e Any other special instructions

Per the Ohio Revised Code, students are permitted to possess and use a metered dose or dry powder
asthma inhaler to alleviate or prevent asthmatic symptoms. In addition, students are permitted to
carry and use an epinephrine injector to treat anaphylaxis (an intense allergic reaction) aka Epi-
Pen. Written approval must be obtained from the Student’s physician and, if the Student is a minor,
from the parent. New authorization forms must be submitted at the beginning of each school year.
The parent agrees to submit a revised statement signed by the parent and physician if any of the
information originally provided to the School changes.

The School has adopted a separate policy regarding the care of diabetic students. If a student is
diabetic the student/parent should notify the Head of School, or their designee, in order to review
the Policy and develop a plan of care.

Student Records

In order to provide appropriate educational services and programming, NEOCA must collect,
retain, and use information about individual students. Simultaneously, the Board recognizes the
need to safeguard students’ privacy and restrict access to students’ personally identifiable
information.

Student "personally identifiable information™ ("PII") includes, but is not limited to: the student's
name; the name of the student's parent or other family members; the address of the student or
student's family; a personal identifier, such as the student's social security number, student number,
or biometric record; other indirect identifiers, such as the student's date of birth, place of birth, and
mother's maiden name; other information that, alone or in combination, is linked or linkable to a
specific student that would allow a reasonable person in the school community, who does not have
personal knowledge of the relevant circumstances, to identify the student with reasonable
certainty; or information requested by a person who the School reasonably believes knows the
identity of the student to whom the education record relates.

Both parents shall have equal access to student records unless stipulated otherwise by court order
or law.

Medical Operations

Parents will be informed when a student reports to the office with a fever or injury. If a parent
cannot be reached, School personnel will determine what action needs to be taken. Any child with
a fever will not be allowed to remain in the classroom and must be picked up by a parent or
designee. If a head injury is sustained, or any injury requiring medical attention, the parent will be
asked to come to School and determine what action should be taken. In case of more serious
injuries, or in case the parent cannot be contacted, the School will immediately call 911 for
emergency assistance.

Parent Obligations

Parents shall, at all times, ensure that the School has updated medical information on file. It is the
parent’s responsibility to keep this information updated.

It is the parent’s responsibility to notify the office if a child has been injured at home and may need
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special considerations at School. Additionally, it is the responsibility of parents to inform the
School of any known allergies that their child may have.

Food Allergies

NEOCA recognizes that the prevalence of food allergies among children is increasing. The number
of young people who had a food or digestive allergy increased 18% between 1997 and 2007 and
food allergies now affect an estimated 4%—6% of children in the United States. In some instances,
allergic reactions to foods may be severe and even life threatening and allergic reactions to foods
have become the most common cause of anaphylaxis in community health settings. The School
intends to create a framework for protecting students with known food allergies and to reduce the
likelihood of severe allergic reactions while at School. If a student has, or develops, a serious food
allergy, the student and/or parent must notify the Head of School in writing, including
documentation from a healthcare provider regarding the documented allergy and any
recommended actions. The School and parent will cooperatively work on a Food Allergy Action
Plan which is to be updated by the parent in the event any information changes.

*** THE SCHOOL IS NOT A PEANUT- OR TREE NUT-FREE ENVIRONMENT AND IT
REMAINS THE STUDENTS’ RESPONSIBILITY TO AVOID POTENTIALLY HARMFUL FOOD
PRODUCTS ***

Sick Students

Sick children should not be in school. Any child who has a fever, displays any sign of illness, or
IS contagious (e.g., with pink eye, strep, the flu) should be kept home.

Enrollment, Admissions & Residency

Open Enrollment

The NEOCA Board and Administration shall permit the enrollment of students from any district
within the state of Ohio, provided that each enrollment is in accordance with the laws of this State,
the provisions of this policy, and the administrative guidelines established to implement this
policy. NEOCA may also admit out-of-state students, pursuant to its policies.

Admissions Procedures

Admission to NEOCA is open to any student in grades kindergarten through 5. NEOCA will not
charge tuition. NEOCA will not discriminate in its pupil admission policies or practices on the
basis of race, creed, color, religion, national origin, ancestry, sexual orientation, disability, sex,
intellectual or athletic ability, measures of achievement or aptitude, or any other basis. Admission
IS open to students on a statewide basis. NEOCA will not limit admission to students on the basis
of intellectual ability, measures of achievement or aptitude, or athletic ability. Upon admission of
a student with a disability, NEOCA will comply with all federal and state laws regarding the
education of students with disabilities.

Applications are accepted for student admission throughout the year. If on the deadline date for a
lottery drawing the number of applicants exceeds the capacity restrictions set for school programs,
classes, grade levels or facilities, a lottery drawing will be held. The lottery drawing places children
in order for possible enrollment into the School. Priority for enrollment shall be given to returning
students and students that reside in the district in which the School is located. Preference may also
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be given to siblings of students attending the School the previous year and students who are
children of full-time staff members employed by the School. The preference provided to children
of full-time staff members shall be less than five percent of the School’s total enrollment. As the
School operates and accepts students year-round, if other places become available (after the
lottery), students are accepted from a prioritized wait list based on the results of the lottery or, if
there is no waitlist, then on a first come first serve basis. All parents of children selected in the
lottery will be notified of the selection and will have up to seven (7) days from being notified to
contact NEOCA regarding their decision. If a parent does not respond within seven (7) days, the
School will select another child from the prioritized wait list. Notwithstanding the above, in the
event the racial composition of the enroliment of NEOCA is in violation of a federal desegregation
order, NEOCA shall take any and all corrective measures to comply with the desegregation order.

Process and Criteria

In order for a student to be admitted the following must be completed/submitted: the registration
form and such other enrollment materials that the school deems necessary; copies of the child’s
original birth certificate or such alternative set forth below in the Records Upon Enrollment section
of this policy, current immunization record as mandated by law, proof of residence and parent/
guardian ID. In addition, all custody or court orders pertaining to or allocating parental rights and
responsibilities for the care of the student and designating a residential parent and legal custodian
of the child shall be provided. Students may also need to complete an academic assessment before
being placed in a classroom.

Records Release/Transfer

NEOCA will verify eligibility according to residency and will report names and addresses to the
local school district of those students who are enrolled in NEOCA. In addition, once a student is
enrolled, records are requested via mail on form letters, signed by a parent or guardian, from the
appropriate school of last attendance. Follow-up calls are made to buildings that have not
forwarded records as requested. This notice also serves as notice to the student’s district of
residence as required by law. The Records Release / Transfer includes a request for receipt of any
student IEP/ETR/504 Plan that pertains to the student.

Kindergarten Admission

NEOCA can admit to kindergarten any student; whose fifth birthday falls on or before September
30 of the current school year. A student whose fifth birthday falls after September 30 but prior to
the first day of January may be evaluated for early admittance pursuant to the School’s Early
Entrance Policy.

Residency and Enrollment Requirements

Although NEOCA has a statewide open enrollment policy permitting enrollment from any school
or district in the State of Ohio, it is still necessary to establish a student’s school district of
residence before they can be enrolled in NEOCA. The school district in which a parent or child
resides is the location the parent or student has established as the primary residence and where
substantial family activity takes place.

Residence is a place where important family activity takes place during the significant part of each
day; a place where the family eats, sleeps, works, relaxes and plays. It must be a place, in short,
which can be called “home.” One cannot establish a residence merely by purchasing/leasing a
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house or an apartment or even by furnishing such a house or apartment so that it is suitable for the
owner’s use. No single factor is determinative; residency will be established by the totality of the
circumstances.

Parents, guardians, or independent students aged 18 and over must promptly notify NEOCA using
the documentation listed below when a change in the location of the parent’s or student’s primary
residence occurs. Parents must also annually confirm the student’s residency. Please contact the
School for documents that have been determined to be acceptable in order to establish residency.

Records Upon Enrollment

Upon receipt of completed enrollment forms, a request for records will be made within twenty-
four hours from the public or non-public elementary or secondary school the pupil most recently
attended. Request for records includes any IEP/ETR/504 Plan that pertains to the student.

The Head of School or his/her designee will notify the law enforcement agency having jurisdiction
in the area where the pupil resides of the possibility that the pupil may be a missing child if:
e The school the student claims to have most recently attended states that it has no records
of the student’s attendance.
e The records are not received within fourteen (14) days of the date of the request.
e The student does not present a birth certificate or comparable certificate/document.

No student, at the time of initial entry or at the beginning of each school year shall be permitted to
remain in school for more than fourteen days if the student has not met the minimum immunization
requirements established by the Ohio Department of Health or the student/parent presents written
evidence satisfactory to the person in charge of admission and acceptable as an exception to such
requirement in law.

Please note, the School may enroll students whose residency is outside of the State of Ohio. In
such an event, the School may charge tuition pursuant to Board policy and/or State law.

Enrollment of Expelled Students

Students expelled from another school will be admitted to NEOCA at the discretion of the Head
of School. The Head of School will admit students who are being processed for expulsion and/or
suspension on a case-by-case basis. In general, students facing suspension and/or expulsion for
discipline problems related to drugs, alcohol, or violent behavior will not be admitted.

Operations and Safety

Emergency Operations Plan
The Administration shall maintain a stand-alone Emergency Operations Plan.

Safer Ohio Tip Line

In order to provide parents, students or members of the public a means to anonymously report
instances that might alter the overall safety of the School, the School has partnered with SaferOH.
This tipline is available 24-hours a day, and anyone who has reason to believe that the safety of
the School is compromised in any way may anonymously call or text to report any pertinent
information to 844-SaferOH (844-723-3764).
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e Things to report to the tip line include (but are not limited to):

e Bullying incidents

Withdrawn student behavior

Verbal or written threats observed toward students, faculty or schools
Weapon/suspicious devices on or near school grounds

Gang related activities

Unusual/suspicious behavior of students or staff

Self-harm or suicidal sentiments

e Any other School safety related concerns

Security Checks

NEOCA may exercise its right to inspect all backpacks, packages, parcels, and closed containers
entering and leaving the premises. School lockers are school property and may be subjected to
searches at any time, with or without cause.

Use of School Resources

School resources, such as the resource room and the equipment therein are to be used solely in
support of school operations.

Student Drop-Off & Pick-Up

Procedures for student drop-off and pick-up give priority to the safety and security of all students.
Parents are expected to cooperate fully to ensure that the process is safe and orderly. A flow-of-
traffic map will be provided to each NEOCA family at the beginning of the school year. The school
will release students only to parents, legal guardians, or adult designees.

General entry into the school facility for visitors will be through the front (street facing) door. All
Regular Drop-off and Pick-up will be at the door at the rear of the building.

Regular Drop-off Time: 7:45 a.m. to 8:00 a.m.
Regular Pick-up Time: 3:00 p.m. to 3:15 p.m.

Courtesy is one of the school’s ten core virtues. The adults driving through the carpool line are
expected to serve as role models by always exhibiting courteous behavior. Please share these
policies and procedures with anyone who will be picking up your student as everyone in the car
line is expected to know and follow the procedures.

Please follow these procedures during drop-off and pick-up:

e Once astudent is loaded into your vehicle, do not let them exit the vehicle. If your student
needs to return to the school building, please park and escort your student back into the
building.

e Once you have pulled away from the loading zone, please do not stop your car and
promptly proceed to the exit

e Never exit your vehicle with the engine running.

e Under no circumstances should a child be left in a vehicle unattended.

e Third-party pick-ups are not permitted (this includes taxis and ride-sharing companies like
Uber and Lyft, but not to include designated after-school programs as approved by the
School).
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e Student drop-offs or pick-ups except at designated locations is prohibited.

Before-School Drop-off and After-School Pick-Up Programs

For a fee, NEOCA offers families of NEOCA students the Before-School Drop-Off and After-
School Pick- up Program. Information regarding the program can be obtained in the Main Office.

Participants in the Before-School Drop-off and After-School Pick-up Program will enter and exit
the building through Door 2 on the East side of the building.

Before School Drop-Off Time: 7:00 a.m. to 7:45 a.m.
After School Pick-up Time: 3:15 p.m. to 4:30 p.m.

Mass Communication Policy

The Head of School must approve all letters and bulletins, including e-mail (excluding class
assignments or bulletins by teachers to their classes) from teachers or parents or other parties to
the entire School community.

Information Technology & Security

NEOCA takes precautions to protect your information. When you submit sensitive information via
the website, your information is protected both online and offline. Only employees who need the
information to perform a specific job are granted access to personally identifiable information.
Computers that store personally identifiable information are kept in a secure environment.

Records Release

In order for student records and/or transcripts to be released from NEOCA, all outstanding fees
must be paid in full. These could be from the Before-School Drop-Off or After-School Pick-Off
Program or from any other fees that the Board has established.

Privacy

Family Educational Rights Privacy Act (FERPA)

The Family Educational Rights and Privacy Act (FERPA) affords parents and students over 18
years of age certain rights with respect to the student’s education records. These rights are:

e The right to inspect and review the student’s education records within 45 days of the day
the school receives the request for access. Parents or eligible students should submit a
written request to the Head of School , or appropriate school official, that identifies the
record(s) they wish to inspect. The Head of School, or appropriate school official, will
make arrangements for access and notify the parent or eligible student of the time and place
where the records may be inspected.

e The right to request the amendment of the student’s education records that the parent or
eligible student believes are inaccurate or misleading. Parents or eligible student may ask
the School to amend records that they believe is inaccurate or misleading. They should
write the Head of School or appropriate official, clearly identifying the part of the record
they want changed and specify why it is inaccurate or misleading. If the School decides
not to amend the record as requested by the parent or eligible student, the School will notify
the parent or eligible student of the decision and advise them of their right to a hearing
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regarding the request for amendment. Additional information regarding the hearing
procedures will be provided to the parent or eligible student when notified of the right to a
hearing.

e The right to consent to disclosures of personally identifiable information contained in the
student’s education records, except to the extent that FERPA authorizes disclosure without
consent. One exception, which permits disclosure without consent, is disclosure to school
officials with legitimate educational interests. A “school official” is a person employed,
contracted, or volunteering with the School in an administrative, supervisory, instructor, or
support staff position (whether paid or unpaid), including but not limited to a person
serving on the Board; School employees (whether employed by the Board or a third-party
on behalf of the Board); a member of the School’s Threat Assessment Team; a person with
whom the School has contracted to perform a special task (such as an attorney, auditor,
medical consultant, or therapist); or a parent serving on an official committee, such as a
disciplinary or grievance committee, or assisting another school official in performing his
or her tasks. A school official has a “legitimate educational interest” in an education record
if the official needs to review an education record in order to fulfill his or her responsibility
on behalf of the School, such as when a school official is performing a task that is specified
in his or her job description or by a contract agreement or other official appointment;
performing a task related to a student's education; performing a task related to the discipline
of a student; providing a service or benefit relating to the student or student's family, such
as health care, counseling, or assisting with the college application procedure; and any
other purpose that the Board deems necessary as related to a student's education..

e The right to file a complaint with the U.S. Department of Education concerning alleged
failures by NEOCA to comply with the requirements of FERPA. The name and address of
the Office that administers FERPA are: Family Policy Compliance Office, U.S.
Department of Education, 400, Maryland Avenue, SW, Washington, DC 20202-4605

e The School intends to forward any and all education records to another school which has
requested such records for the purpose of the student’s potential enrollment at that school.
The Parents, or eligible student, upon request, may receive copies of the records disclosed
or have the opportunity to request a hearing to challenge the content of the record. The
School has the discretion of which education records to disclose to the potential new school
and FERPA does not provide parents, or an eligible student, the right to prevent such
disclosure or prevent the School from communicating general information about the
student to the school in which the student seeks to or intends to enroll.

Student Information Release

“Directory Information,” which is generally not considered harmful or an invasion of privacy if
released may be released without parental consent unless the parent notifies the School, in writing,
within two (2) weeks from the beginning of the school year or the student’s enrollment in the
School. The School has designated a student’s “name” and “grade” as Directory Information and
may share such information with third parties without prior parental consent unless you have
provided the School with the necessary written request.

In addition, classroom activities and events sponsored by the School are occasionally
photographed or video-taped for publication in newspapers, broadcast on television, or used for
marketing purposes of the School and/or reports on the School’s programs. If for any reason you
DO NOT wish to have your student(s) photographed or video-taped for these purposes, you must
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notify the office in writing within two (2) weeks of the beginning of the school year or the student’s
enrollment in the School. Failure to do so provides the School with necessary permission to use
the student’s likeness in such publications.

Any additional information not stated above regarding a student will not be given via any avenue
of communication without parent permission, unless required by law.

Governance

Board of Directors (Board)

NEOCA is governed by its Board of Directors. The Board operates in accordance with its bylaws
and using the principles of policy governance. The Board has entered into a Charter Agreement
with Ohio Department of Education and Charter School Specialists. The bylaws and Charter
Agreement shall be available on the School’s website: Northeast Ohio Classical Academy
(neocacademy.orq).

The founding Board created NEOCA specifically to implement the following mission:

NEOCA’s mission is to provide a rich teaching and operational environment, such that the
minds and hearts of students may become educated in traditional liberal arts and sciences and
receive instruction in the principles of moral character and civic virtue.

The Board oversees budgeting and spending, community outreach, charter fidelity, compliance
with applicable laws and regulations, and development to support the program. The Board
performs all of its activities to advance NEOCA’s mission.

More specific responsibilities of the Board include, but are not limited to:

Advocacy

e Serving as ambassadors for NEOCA by clearly protecting and articulating the School's
mission and goals and by garnering support of the community.

School Leader Support
e Providing input and feedback to the Head of School on campus-specific issues and
concerns (e.g., school culture, discipline policy, student recruitment, etc.)

e Supporting the Head of School by ensuring that he/she has the moral and professional
support necessary to further the goals of the school.

Fiscal Accountability

e Participating in the budgeting process each year, providing advice and feedback to the
Head of School.

e Monitoring the management of financial resources by approving the annual budget and
ensuring that proper financial controls are in place.

e Financial reporting of the Treasurer to the Board as required in the by-laws to ensure the
Board is “hands-on” as it relates to fiscal controls and responsibility.

Development/ Fundraising
e Assuring there are adequate resources for NEOCA to fulfill its mission by raising funds.
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Compliance

Other

Monitoring and ensuring compliance with the Ohio Department of Education and
Workforce regulatory statutes and other local, state, and federal laws by regularly
reviewing school policies, programs, and practices.
Reviewing school data against charter and charter goals to ensure compliance with the
vision, strategies, and objectives identified herein.

Serving as a source for appeals for parent and staff grievances that are unable to be resolved
by the Head of School .
Actively recruiting new Board members.

Core Principles - School Culture

Employees will model and encourage students to uphold the school’s core virtues: courage,
courtesy, honesty, perseverance, self-government, and service.

NEOCA is an open enrollment school with no enrollment criteria outside of statutory and
contractual requirements.

NEOCA'’s educational philosophy requires a small K-5 atmosphere with a closed campus,
with plans to build to K-12. This conscious choice ensures that all students are known and
educated by caring adults.

The Head of School is accountable for the well-being of every student. Faculty members
personally know each of their students as well as others.

Students and employees adhere to a dress code.

Discipline policies are designed to prevent interruption of teaching and learning as well as
reinforce the core virtues.

Classrooms are open for observation at any time by parents with permission from the head
of school.

Academics

NEOCA’s curriculum will train the minds and improve the hearts of young people through
a content-rich classical education in the liberal arts and sciences, with instruction in the
principles of moral character and civic virtue.

Student services provides support to all students with academic and behavioral needs.
Interventions utilized to achieve Northeast Ohio Classical Academy's expectations are
targeted and specific to each individual student.

NEOCA resists grade inflation and social promotion. Mastery of core subjects always takes
priority. Latin is required in the Upper School. Successful completion of a senior thesis
will be a requirement for 12th grade graduation.

Students will be academically prepared to pursue multiple post-secondary options.
Literacy is taught through an explicit phonics program. Math is taught conceptually.
Teachers regularly employ the Socratic method of discussion.

Standardized tests do not drive the curriculum.
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Role of Head of School

e The Head of School will implement a traditional, classical, liberal-arts curriculum.

e The Head of School makes final decisions on curriculum, subject to the approval of the
Board.

e The Head of School is responsible for staffing, subject to the approval of the Board.

e The Head of School shall foster a faculty culture that encourages engagement with classical
education.

e The Head of School , while chiefly the academic leader, is also responsible for the
discipline, moral culture, operations, and financial priorities of the school.

Teachers

e Teachers are employed based on their mastery of an academic discipline, their ability to
convey knowledge to young people, and their capacity to maintain order and decorum in
the classroom.

e NEOCA'’s teachers are professionals. Their professional development includes training
sessions throughout the school year, to be coordinated by the Head of School

Parents and Students

e Parents’ support of NEOCA’s academic and moral mission is essential. Parents are
encouraged to learn more about school philosophy and curriculum in order to help support
and guide their students.

e Tothrive at NEOCA, students must be polite and attentive in class and have a strong work
ethic and willingness to learn.

Fiscal Responsibility

e Our budgeting philosophy is conservative. We do not expend funds until we know they are
in our possession.

Fundraising
Fundraising activities must not undermine the mission and philosophy of NEOCA.

Parent Grievances

Grievance Related to the Classroom

NEOCA firmly believes that adults must be models of good character even in the most difficult
situations. Should a parent have a grievance concerning a particular aspect of or the Administration
of NEOCA, that grievance should be resolved using the following chain-of-command. Issues that
arise in a particular classroom should always be addressed to the teacher first.

e The Teacher: Parents should schedule a meeting with the teacher through the office, email,
or voicemail. Under no circumstance is it ever acceptable for a parent to confront a teacher
about an issue with students present, including his/her own.

e The Dean of Students: If the grievance cannot be resolved with the teacher, and the matter
regards discipline, the parent should discuss the matter with the Dean of Students.

e The Head of School : If the grievance cannot be resolved with the teacher in matters
regarding academics, or the Dean of Students in matters regarding discipline, the parent
should discuss the matter with the Head of School .

e The Board: If the grievance cannot be resolved with the Head of School , the parent should
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refer the matter to the Board via mail, addressed to the Board and sentto NEOCA’s address,
or email to the Main Office.

Parental concerns and grievances may also be raised during the community comments portion of
the Board of Directors meeting. The concern or grievance must be submitted in writing, and no
more than two minutes will be granted. Grievances or discussions involving specific personnel
will not be entertained at a public meeting. It is recommended that the concern or grievance be
addressed in one of the aforementioned steps before using this option.

Grievance Related to an Administrator

Grievances regarding an administrator should be directed to the individual first, then in writing to
the Board via mail, addressed to the Board and sent to NEOCA’s address, or email to the Main
Office.

Importance of Following the Chain-of-Command

The practice of following the chain-of-command in communications with NEOCA on matters
concerning particular students encompasses far more than grievances. It refers to parents'
communication of any kind that seeks or requires an action on the part of NEOCA regarding their
students. NEOCA understands that parents will have questions, opinions, and comments that need
to be expressed concerning their children’s education. Such communication can be very helpful to
the running of the school.

Our preference is that such communication be expressed initially to the teacher or teachers of the
child. If further communication is warranted, the parent should consult the appropriate
administrator (Dean of Students or Head of School ), according to whether the matter concerns
discipline or academics. If further communication is warranted after seeing an administrator, then
the parent should refer the matter to the Board, as needed.

The Board is not the first point of contact and therefore will refer communications that seek
response or action to the appropriate members of the administration.

The reason for this chain-of-command is that the teacher invariably has the most direct knowledge
of the child, can usually do more to remedy or ameliorate a situation than can an administrator or
board member, and the teacher is the professional authorized to oversee his or her classroom. We
understand that some parents are “conflict averse” and do not want to bring up a potentially
difficult issue with a teacher. Nonetheless, the teachers are eager to help each child in whatever
way possible.

Some situations, admittedly, seem by their very nature to warrant a discussion with the Head of
School initially. For example, parents may have questions or concerns about the overall homework
load or a particular way of teaching, such as the Socratic method. As a result, it is easier and more
expedient to speak to the Head of School first. In these cases, however, it is always better for the
parent to have as much specific information as possible so the Head of School can act on that
information.
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Appendix A - The Honor Code

NEOCA ACADEMY HONOR CODE

NEOCA students strive to be virtuous in conduct, seek to grow in scholarship and
learning, and pursue a commitment toward civic responsibility. NEOCA students will
not lie, cheat, or steal, and will discourage others from such actions.

Understanding the Code

NEOCA was founded to develop students in both mind and character. The school’s core virtues
are the guiding principles used to cultivate and nurture character: courage, moderation, justice,
responsibility, friendship, prudence, and wisdom. Students are expected to conduct themselves
honorably in word and deed, to strive to live by the virtues, and to encourage others to do so as

well.

Courage
Strength in the face of adversity or pain.

Temperance
Practice patience and self-control. Think before you speak. Keep your temper under control.

Justice
Before the law, it is what we deserve. In life, simple fairness.

Responsibility
Its origins in Latin are linked to fulfilling a promise. We understand it to mean fulfilling a duty.

Humility
Humility is born in empathy and reflects an awareness that other things, as well as you, matter.
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Honesty
Integrity and truthfulness.

Respect
To hold in high regard and to act accordingly.

Citizenship
Participation in civic life.

Courtesy
Politeness.

Fortitude
Politeness.

NEOCA students are expected to act honorably. This means they will not lie, cheat, or steal and
will discourage others from doing so. Honesty is the foundation of one’s character. To lie, cheat,
or steal is to seriously breach one’s integrity. While it is only human to make mistakes or to show
lapses in judgment, students are expected to own up to their actions. Lying, cheating, or stealing
to cover things up is far worse than making the original mistake, and undermines trust in both peer-
to-peer and student-to-teacher relationships.

In academics and scholarship, students must always do their own work, represent themselves
truthfully, and only claim what is their own. Plagiarism is a serious violation of the honor code—
and is defined as the use of someone else’s words or ideas without proper acknowledgment.
Plagiarism is deceptive and is cheating in that it is an attempt to gain an unfair advantage by
appropriating someone else’s work or ideas.

Guided by faculty, staff, and parents, students should seek to exhibit NEOCA’s virtues and live
by the School pledge: | will learn the True, I will do the Good, | will love the Beautiful.
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Appendix B - Parent Compact

NEOCA PARENT COMPACT
(To be Signed by all Parents)

I have carefully read the NEOCA Family Handbook for this school year and | understand what it
means. | have discussed it with my child. He/she understands what it means. | further recognize
that although this Handbook reflects the current practices of the School, the School and/or Board
may make changes from time to time to best serve the needs of the school and its students.

I have carefully discussed the NEOCA Honor Code with my child and he/she understands what it
means.

| pledge to encourage my child to be virtuous in conduct, to help him/her grow in scholarship and
learning, and to foster in him/her a commitment to civic responsibility. | will hold my child to the
highest standards of integrity and will discourage him/her from lying, cheating, or stealing.

Name(s)

Signature(s)

Date
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Approved:

_ Resolution No.:
Appendix C
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l. Introduction

It is the policy of the Board of Directors that any form of Harassment, Intimidation, or
Bullying behavior, whether in the classroom, on school property, including, without
limitation, school buses, to and from school, at School-Sponsored events, or online via
the Web, is expressly forbidden. Periodically, the School shall review the policy and
consult with parents, school employees, school volunteers, students and community
members regarding necessary revisions.

A.

Students who have been determined to have engaged in prohibited
behaviors are subject to disciplinary action, which may include suspension
or expulsion from school. The School’s commitment to addressing such
prohibited behaviors, however, involves a multifaceted approach, which
includes education and the promotion of a school atmosphere in which
Harassment, Intimidation or Bullying will not be tolerated by students,
faculty or school personnel.

It is imperative that Harassment, Intimidation, or Bullying be identified only
when the specific elements of the definition are met because the
designation of such prohibited incidents carry special statutory obligations.
However, misconduct by one student against another student, whether or
not appropriately defined or not, will result in appropriate disciplinary
consequences for the perpetrator.

. Definition of Terms

A.

“Harassment, Intimidation or Bullying” means either of the following:

1. Any intentional written, verbal, electronic, or physical act that a
student or group of students exhibits toward another particular
student more than once and the behavior both:

a. Causes mental or physical harm to the other student; and

b. Is sufficiently severe, persistent or pervasive that it creates
an intimidating, threatening or abusive educational
environment for the other student.

2. Violence within a dating relationship.

"Electronic Act” means an act committed through the use of a cellular
telephone, computer, pager, personal communication device or other
electronic communication device.

In evaluating whether conduct constitutes Harassment, Intimidation or
Bullying, special attention should be paid to the words chosen or the
actions taken, whether such conduct occurred in front of others or was
communicated to others, how the perpetrator interacted with the victim
and whether the victim’s reaction was reasonable or foreseeable under
the circumstances, and the perpetrator’'s motivation, either admitted or
appropriately inferred.
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D. A School-Sponsored Event shall mean any activity conducted on or off
school property (including school buses and other school-related vehicles)
that is sponsored, recognized or organized by the School or on behalf of
the School.

Types of Conduct

Harassment, Intimidation or Bullying can include many different behaviors
including overt intent to ridicule, humiliate or intimidate another student or school
personnel. Examples of conduct that could constitute prohibited behaviors
include, but are not limited to:

1. Physical violence and/or attacks;

2.  Threats, taunts and intimidation through words and/or gestures;
3.  Extortion, damage or stealing of money and/or possessions;

4.  Exclusion from the peer group or spreading rumors; and
5

Repetitive and hostile behavior with the intent to harm others
through the use of information and communication technologies
and other Web-based/online sites (also known as “cyber bullying”),
such as the following:

a. Posting slurs on Web sites where students congregate or on
Web logs (personal online journals or diaries);

b. Sending abusive or threatening instant messages or email;

C. Using camera phones to take embarrassing photographs of
students and posting them online or sending them to third
parties; and,

d. Using Web sites to circulate gossip and rumors to other
students; and

e. Excluding others from an online group by falsely reporting
them for inappropriate language to Internet service
providers.

V. Publication of Policy
Publication of the prohibition against Harassment, Intimidation and Bullying and
related procedures.
The prohibition against Harassment, Intimidation or Bullying shall be publicized in
any student handbooks and in any of the publications that set forth the
comprehensive rules, procedures and standards of conduct for schools and
students in the School. In addition, information regarding the policy shall be
incorporated into employee training materials.
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V. Complaints

A.

Written Complaints

Students and/or their parents or guardians may file reports regarding
suspected Harassment, Intimidation or Bullying. Such written reports shall
be reasonably specific including person(s) involved, number of times and
places of the alleged conduct, the target of suspected Harassment,
Intimidation and/or Bullying, and the names of any potential student or
staff witnesses. Such reports may be filed with any School staff member
or administrator, and they shall be promptly forwarded to the Head of
School for review and action in accordance with Section 6.

Verbal Complaints

Students, parents or guardians and school personnel may make verbal
complaints of conduct that they consider to be Harassment, Intimidation
and/or Bullying by verbal report to a teacher, School administrator, or
other School personnel. Such verbal complaints shall be reasonably
specific as to the actions giving rise to the suspicion of Harassment,
Intimidation and/or Bullying, including person(s) involved, number of times
and places of the alleged conduct, the target of the prohibited behavior(s),
and the names of any potential student or staff withess. A School staff
member or administrator who receives a verbal complaint shall promptly
document the complaint in writing, including the above information. This
written report by the School staff member and/or administrator shall be
promptly forwarded to the Head of School for review and action in
accordance with Section 6.

Protection of Person Filing Complaint

Individuals who make complaints as set forth above may request that their
name be maintained in confidence by the School staff member(s) and
administrator(s) who receive the complaint. The complaints shall be
reviewed and reasonable action will be taken to address the situation, to
the extent such action may be taken that (1) does not disclose the source
of the complaint, and (2) is consistent with the due process rights of the
student(s) alleged to have committed acts of Harassment, Intimidation
and/or Bullying. The School will follow appropriate intervention strategies
for protecting a victim or other person from additional harassment,
intimidation or bullying, and from retaliation following a report, including
anonymous reporting.

False Complaint

It is a violation of this Policy and procedure to knowingly report false
allegations of Harassment, Intimidation, and/or Bullying. Persons found to
knowingly report or corroborate false allegations will be subject to
appropriate discipline.
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VI. School Personnel Responsibilities

A.

B.

Teachers and Other School Staff

1.

Teachers and other School staff, who witness acts of Harassment,
Intimidation or Bullying, as defined above, shall promptly notify the
Head of School and/or their designee of the event observed, and
shall promptly file a written, incident report concerning the events
witnessed. Teachers and other School staff who receive student or
parent reports of suspected Harassment, Intimidation, and Bullying
shall promptly notify the Head of School and/or their designee of
such report(s). If the report is a written complaint, such complaint
shall be forwarded promptly (no later than the next school day) to
the Head of School or their designee. If the report is a verbal
complaint by a student that is received by a teacher or other School
employee, he or she shall prepare a written report of the verbal
complaint which shall be promptly forwarded (no later than the next
school day) to the Head of School or their designee.

In addition to addressing both written and verbal complaints, School
personnel are encouraged to address the issue of Harassment,
Intimidation or Bullying in other interactions with students. School
personnel may find opportunities to educate students about
Harassment, Intimidation and Bullying and help eliminate such
prohibited behaviors through class discussions, counseling, and
reinforcement of socially appropriate behavior. School personnel
should intervene promptly whenever they observe student conduct
that has the purpose or effect of ridiculing, humiliating or
intimidating another student/school personnel, even if such conduct
does not meet the formal definition of “Harassment, Intimidation or
Bullying.”

Administrator Responsibilities
1.

Investigation

a. The Head of School and or their designee shall be promptly
notified of any written or verbal complaint of suspected
Harassment, Intimidation or Bullying. Under the direction of
the Head of School or their designee, all such complaints
shall be investigated promptly. A written report of the
investigation shall be prepared when the investigation is
complete. Such report shall include findings of fact, a
determination of whether acts of Harassment, Intimidation or
Bullying were verified, and, when prohibited acts are verified,
a recommendation for intervention, including disciplinary
action shall be included in the report. Where appropriate,
written witness statements shall be attached to the report.
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b. Notwithstanding the foregoing, when a student making a
verbal complaint has requested anonymity, the investigation
of such complaint shall be limited as is appropriate in view of
the anonymity of the complaint. Such limitation of
investigation may include restricting action to a simple
review of the complaint (with or without discussing it with the
alleged perpetrator), subject to receipt of further information
and/or the withdrawal by the complaining student of the
condition that his/her report be anonymous.

2. Remedial Actions

a. Verified acts of Harassment, Intimidation, or Bullying shall
result in an intervention by the Head of School or their
designee that is intended to ensure that the prohibition
against Harassment, Intimidation or Bullying behavior is
enforced, with the goal that any such prohibited behavior will
cease.

b. Harassment, Intimidation and Bullying behavior can take
many forms and can vary dramatically in seriousness and
impact on the targeted individual and other students.
Accordingly, there is no one prescribed response to verified
acts of Harassment, Intimidation and Bullying.  While
conduct that rises to the level of Harassment, Intimidation or
Bullying, as defined above will generally warrant disciplinary
action against the perpetrator of such prohibited behaviors
whether and to what extent to impose disciplinary action
(detention, in and out-of-school suspension; or expulsion) is
a matter for the professional discretion of the building
principal.

VII.  Reporting Obligations

A.

The parent or guardian of any student involved in a prohibited incident will
be notified in writing and, to the extent permitted by state and federal laws
governing student privacy, will have access to any written reports
pertaining to the prohibited incident.

Report to the Parent or Guardian of the Perpetrator

If after investigation, acts of Harassment, Intimidation and Bullying by a
specific student are verified, the Head of School or their designee shall
notify in writing the parent or guardian of the perpetrator of that finding. If
disciplinary consequences are imposed against such student, a
description of such discipline shall be included in such notification.

Reports to the victim and his/her parent of guardian
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VIII.

If after investigation, acts of bullying against a specific student are verified,
the Head of School or their designee shall notify the parent or guardian of
the victim of such finding. In providing such notification, care must be
taken to respect the statutory privacy rights of the perpetrator of such
Harassment, Intimidation and Bullying.

D. List of verified acts of Harassment, Intimidation or Bullying

1. A requirement that the Head of School semiannually provide the
President of the School’s Board of Directors a written summary of
all reported incidents and post the summary on the School’s Web
site, if one exists. The list shall be limited to the number of verified
acts of Harassment, Intimidation and Bullying, whether in the
classroom, on School property, to and from School, or at School-
sponsored events.

2. This Policy shall not be interpreted to prohibit a reasonable and civil
exchange of opinions or debate that is conducted at appropriate
times and places and is protected by State or Federal Law. The
disciplinary action for any student guilty of harassment, intimidation,
or bullying, which shall not infringe on any student’s rights under
the first amendment to the Constitution of the United States.

Police and Child Protective Services

Allegations of criminal misconduct will be reported to law enforcement, and
suspected child abuse must be reported to Child Protective Services, per
required timelines. The School must also investigate for the purpose of
determining whether there has been a violation of the School Policy or
Procedure, even if law enforcement or CPS is also investigating. All School
personnel must cooperate with investigations by outside agencies.

Training

The School agrees to provide appropriate staff and volunteer training in the
implementation of the above policy and prevention of harassment, intimidation
and bullying in the School.

Publication of the Prohibition Against Harassment, Intimidation and Bullying

At least once each year, a written statement in substantially the form attached
hereto as Exhibit A, describing the Policy and the consequences for violations of
the Policy must be sent to each student’s custodial parent or guardian. The
statement may be sent with regular student report cards or may be delivered
electronically.

In addition, the Policy shall appear in the student handbook and in any
publication that sets forth the comprehensive rules, procedures, and standards of
conduct of the School.
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Exhibit A
Annual Notice
of
Anti-Bullying, Anti-Intimidation And Anti-Harassment Policy

It is the policy of the School that any form of Harassing, Intimidation or Bullying
behavior, whether in the classroom, on School property, including, without limitation,
school buses, to and from School, at School-Sponsored Events, or via Electronic act
(defined as an act committed through the use of a cellular telephone, computer, pager,
personal communication device, or other electronic communication device) is expressly
forbidden.

Students who have been determined to have engaged in prohibited behaviors are
subject to disciplinary action, which may include suspension or expulsion from School.
The School’s commitment to addressing such prohibited behaviors, however, involves a
multifaceted approach, which includes education and the promotion of a school
atmosphere in which Harassment, Intimidation or Bullying will not be tolerated by
students, faculty or School personnel.

Harassment, Intimidation or Bullying means either any intentional written, verbal,
graphic, physical or Electronic act that a student or group of students exhibits toward
another particular student more than once which causes mental or physical harm to the
other student and creates an intimidating, threatening or abusive educational
environment for the other student. Harassment, Intimidation or Bullying is also defined
to include violence within a dating relationship.

Students who believe they have been harassed, intimidated or bullied by fellow students
or School employees are encouraged to promptly report such incidents to a School staff
member or administrator.

Complaints will be documented and investigated in accordance with the School’s policy.

Teachers and other school staff, who witness acts of Harassment, Intimidation or
Bullying, shall promptly notify the Head of School or their designee and shall promptly
file a written, incident report concerning the events witnessed.

Additional provisions of the policy may be found in the Parent/Student handbook or
obtained from the School office at any time.
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