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Application Summary 

Motto: Today’s Learners … Tomorrow’s Leaders 

The establishment of Friendship Tech Charter School of Excellence will provide the residents of 

Mount Vernon an educational choice in the selection of their children’s educational journey. Our 

application summary provides the reader with an overview of our mission, our objectives, and the key 

design elements of our academic program. Within the full application you will find an expanded 

narrative of the school design. We believe that our rigorous academic program will fulfill the New 

York State Common Core requirements and prepare our children for college and career readiness.  

The mission of Friendship Tech Charter School of Excellence: The Friendship Tech Charter School 
of Excellence (FTCSE) will empower students of the Mount Vernon School District and abroad to 
become aspiring leaders by creating life-long learners, critical thinkers, and problem-solvers. Within 
an active multi-modal science, technology, engineering, and mathematics curriculum, FTCSE will 
utilize best practices and age appropriate tools to develop a holistic, comprehensive, and integrated 
learning environment. Creating a strong literacy foundation for successful academic learning will help 
those students who struggle to master the English language.  

Our mission will be accomplished through a rigorous academic curriculum. We will provide children 

in Kindergarten through grade 4 with a holistic education designed to develop the fundamental as well 

as the higher level thinking skills that are necessary to launch a strong and successful academic 

journey.  

Goals of Friendship Tech Charter School of Excellence:

The development of a broad spectrum of the critical literacy skills necessary to launch a strong 

academic foundation in phonemic awareness, phonics, word-attack skills, fluency, comprehension, 

writing, speaking, and listening skills that will provide access to science, technology, engineering, and 

mathematics during the childhood years, measured through the use of formative, summative, and 

benchmark assessments.  

Fulfillment of the Common Core Standards for College and Career Readiness in multiple disciplines, 

measuring academic success through Common Core aligned curriculum assesments and New York 

State assessments. 

Serving as partners with parents in the educational character building of students through the 

implementation of a comprehensive emotional intelligence and classroom-management system that 

integrates all the domains of learning into one seamless curriculum for teachers and parents. In 

addition, an active participating Parent Association and a School Leadership Team will be established. 

Students will reach a developmentally appropriate mastery level of proficiency in the use of 

technology geared towards college and career readiness. This goal will be measuresd by use of digital 

inquiry-based projects and assessments. 
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The FTCSE academic program is built around five key design elements. These five key design 

elements are built around six elements of capacity framework: Rigorous Instruction where students are 

actively engaged in ambitious intellectual activity and developing critical thinking skills; Supportive 

Environment where the school culture and classroom is learning-friendly, safe, and where students feel 

supported by their teachers and peers; Collaborative Teachers who are student-centered and committed 

to the success and improvement of their classroom and school. This collaboration is fostered through 

professional development, strengthening the skills of each teacher within a culture of respect and 

continuous improvement whereby the students receive the maxim benefit of learning; Effective School 

Leadership where the Executive Director leads by example and nurtures the professional growth of 

teachers and staff, developing and delivering the instructional and social emotional support that drives 

student achievement; Strong Family and Community Ties with community-based partnership that 

encourages and supports student-based learning that provides the practical resources to further the 

learning experience of each child. We will develop partnerships with families, businesses, and 

community-based organizations to merge various components into one learning unit. [there are only 

five given]Therefore, the six capacity elements framework is the structure that supports the five key 

design elements. Without the framework, the mission of FTCSE cannot be achieved. Those elements 

provide the approach of administering learning that will assist students with the means to become 

college and career ready, lifelong learners, and aspiring leaders. The five key design elements are: 
 

1. Interdisciplinary STEM-Based Curriculum: The curriculum will infuse STEM content and 

careers into rigorous Common Core ELA and math instruction with interdisciplinary inquiry, 

project, and problem-based STEM design challenges. These student-centered lessons will 

require students’ use of their prior knowledge, technology, and community resources to solve 

problems and design solutions. 

2. Technology Enhanced Learning (TEL) and Social and Digital Consciousness: Daily 

instruction will integrate rigorous reading and writing activities with technology to enhance 

students’ critical thinking, problem solving, and content mastery in ELA, math, science, social 

studies, technology, and the Arts. 

3. Blended Rotation Model: The rotation model of blended learning will be established to allow 

students to move between computer-based and face-to-face instruction daily to enhance student 

learning and retention. 

4. Differentiated Instruction and Intervention Model: Our instructional staff will be comprised 

of Early Childhood and/or Childhood Education teachers, Special Education teachers, and an 

ESL/ELL teacher(s). Instructional support staff will be comprised of certified Early Childhood 

and/or Childhood teachers working as teacher aides to assist in providing individual students 

with their necessary accommodations, to address specific educational skills and abilities. 

5. TECH: Teaching Each Child Holistically: The Resolving Conflicts Creatively Program 

(RCCP), a program that introduces a value system by teaching individuals how to solve 

conflicts peacefully, will be used school-wide. 

Our combination of an inquiry-based interdisciplinary STEM curriculum with an emphasis on 

developing the whole child—the physical, emotional, social, and academic child’s well-being—will 

provide parents a viable alternative within the public-education system.  
 

The founders of FTCSE believe that in exchange for a high degree of creative autonomy in the design 

and implementation of our school’s interdisciplinary STEM curriculum and character development 

program, we will be held accountable for measurable student achievement and produce results that 

demonstrate performance at the highest levels.  

Finally, FTCSE has made available the daily classroom schedule, school yearly calendar, recruitment 

and retention strategies, policy and procedures, the members of the Board of Trustees, and the business 

plan and budgetary projects and prospectus outlined in detail in this full application document.  
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Attachment 1  

 

Admissions Policies and Procedures 
 

The Friendship Tech Charter School of Excellence (FTCSE) is a secular, tuition-free 

Kindergarten through Grade 4 public school authorized by the New York State Board of Regents 

to operate as an independent corporation. Any elementary-school-aged child who is legally 

qualified to attend public school in Mount Vernon is also qualified to attend FTCSE. FTCSE will 

not discriminate in its admission policies on any basis, including income level, race, gender, 

intellectual ability, measures of achievement or aptitude, disability, national origin, religion, or 

ancestry.  

 

FTCSE will admit 63 children in Kindergarten and 48 children in Grade 1 in its first year of 

operation. In each succeeding year, a grade level will be added; children remaining in the 

program will graduate into the next grade, leaving 63 new spaces available for children entering 

Kindergarten each year. This document explains how children will be initially recruited and 

admitted to FTCSE, how we will fill seats that are vacated by enrolled students, the process we 

will use each year to enroll new students, and how we will ensure that we meet recruitment 

targets.  

 

Initial Recruitment 

 

FTCSE will engage in a rigorous recruitment process to attract students in Mount Vernon who 

reflect the same demographics as students in the Mount Vernon Public Schools. The 

demographics for Mount Vernon are 76% African-American, 5% white, 17% Hispanic/Latino, 

and 1% Asian. Fifty-six percent (56%) of Mount Vernon children are eligible for free and 

reduced lunch. Nine percent (9%) of children are Limited English Proficient and 20% are 

children with disabilities. 

 

Once the school is authorized, FTCSE will schedule a press conference to make a formal 

announcement informing the public about the fact that the new school is opening. After the 

public announcement, recruitment will begin. During the recruitment process, FTCSE will 

inform parents about the school and its key design elements, answer any questions they have 

about the school and its operations, and inform them about how to enroll. Information about the 

school and how to contact FTCSE will be included. A variety of strategies will be used to inform 

parents about FTCSE’s educational program. To meet or exceed enrollment and retention of 

targeted requirements for subpopulations of students, as required by charter school law, FTCSE 

will attract students and families by utilizing aggressive marketing campaigns via various media 

such as radio, local newspapers, social media venues, our webpage, flyers distributed to day-care 
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sites, preschools, community centers, libraries, apartment complexes, churches, supermarkets, 

and community outreach house meetings. We will secure a recruiter who will reach out to many 

different Mount Vernon community outlets. Our marketing campaign and outreach efforts will 

speak to our approach to onset intervention[clarify this term?] of ELA and targeted instruction 

using an interval data measuring process. Our retention efforts will include recruiting students 

with disabilities, English language learners, and students who are eligible applicants for the free 

and reduced-price lunch programs, 

 

Procedure for First Year Enrollment 

 

Applications 

During the recruitment process, FTCSE will inform parents who are interested in enrolling their 

children that they must complete an application. Copies of the application, along with a brochure 

about the school, will be left at all of the recruitment locations. The application will also be 

available on the FTCSE website and at the school office once it is opened. A phone number and 

email address will be provided for parents who have questions. The application form will be as 

simple as possible, only requesting contact information and information required to determine if 

the student is eligible to attend (residence and date of birth of the child) and sibling preference. 

The application will be printed in English and Spanish. FTCSE will seek interpreters for parents 

who speak other languages.  

 

Children applying for Kindergarten must be five years old by December 31 of the year they are 

applying. All applications must be received at the Friendship Tech Charter School of Excellence 

by 5:00 pm on Monday, ___add date?___________in the first year of operation, and the first 

Monday of ___here too?_____________in each succeeding year. Applications may be hand 

delivered, completed online, or sent via mail or email. Parents will be notified either by mail or 

by email, depending on how the application was submitted, that their application has been 

received.  

 

If FTCSE does not receive as many applications as there are vacant seats, all students who 

applied will be admitted. However, in the event that there are more applications than vacant 

seats, FTCSE will hold a public lottery within two weeks of the application due date. The lottery 

will be publicized as a public event, and will be overseen by a neutral third party to ensure that it 

is just and fair. All students’ names will go into the lottery pool and will be chosen one at a time 

to fill each vacant seat until capacity is reached for each grade. Applicants who have siblings 

enrolled in the school will be given preference in the lottery process. All other applicants will be 

drawn randomly one at a time. Children who were not among those selected will be given the 

opportunity to be placed on a waitlist in the order in which they were drawn and will be notified 

in order if seats become available. The waitlist is only valid for the current school year and 

students who are not admitted must reapply for the following school year.  

 

Notification [are these same level as Applications above?] 

Within three days of the public lottery, FTCSE will notify all applicants of their selection via 

email and mailed letter. Parents will be informed whether their child was chosen in the lottery or 

placed on the waitlist. Parents of children placed on the waitlist will be notified of their position 

on the waitlist. When a seat becomes available, FTCSE will contact the families on the waitlist in 

the order in which they appear on the original list. Parents will be contacted via phone call and 

will have 24 hours to enroll their child at FTCSE. If parents do not return the phone call or 
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choose not to enroll their child, FTCSE will proceed to the next child on the waitlist until all 

available seats are filled.  

 

Required Documents 

The email and mailed letter to parents of students who are admitted to FTCSE will inform them 

of the documents they will need to provide in order to enroll their child. They will need to bring 

an original birth certificate to verify the age of their child, proof of address, social security card, 

and immunization records. Students who are admitted to FTCSE are guaranteed enrollment for 

all grade levels offered. Each spring, FTCSE will ask families to inform the school of their plans 

for the following school year and whether they choose to re-enroll their child. This information 

will be used to plan for the recruitment of students in grades one through four as needed.  

 

Backfilling Seats 

Anticipating that there will be times when enrolled students move or leave the school either 

during the school year or at the end of the school year, FTCSE will backfill their vacant seats by 

notifying parents of children who are on the waitlist in the order in which they are listed. If a 

person on the waitlist is no longer interested, the next name on the list will be selected. Once the 

student(s) are selected from the waitlist, they will be invited to visit the school to meet the 

Executive Director, the faculty, staff, their new teacher, and children in their class.  

 

Orientation and Preparation to Include Child into the FTCSE Community 

The Executive Director will have an orientation meeting with the parents and newly enrolled 

child to cover topics such as start and end times of the school day, bus transportation, meals 

served, and the culture of the school, and answer any questions that either the parents or the child 

have. The new student will visit the school nurse to get a general health assessment, including 

eye, hearing, and scoliosis exams, and to make sure the child’s immunization records are in 

compliance. FTCSE will also administer screening assessments to determine the child’s 

academic needs in order to provide differentiated instruction from the beginning of their time at 

FTCSE.  

 

Meeting Recruitment Goals 

If our recruitment efforts do not yield a student population reflective of our demographic goals, 

FTCSE will revise its recruitment efforts to address inequities. 

 

Open Lottery  

 

When admission applications exceed the number of slots, FTCSE will conduct a public lottery 

and secure an outside/independent agent that will oversee the lottery process. FTCSE will make 

every effort to publicize the lottery through social media outlets, local newspapers, and palm 

cards distributed throughout the community. Once the slots have been filled, the remaining 

applications will be placed in a “pending admissions file” and used to backfill any vacancies that 

may occur during the school year, based on a second lottery process. 











































































































































 
W

eekly Student Schedule: K
indergarten &

 First G
rade 

Tim
e 

M
onday 

Tuesday 
W

ednesday 
Thursday 

Friday 
 

7:20  
Doors O

pen 
 

 
7:30–8:00  

Breakfast 
Teacher preparation tim

e—
Lesson review

, classroom
 décor, and parent conferences 

 

 
8:05–8:30  

 

School-W
ide M

orning Greeting and Classroom
 M

orning M
eeting 

Circle Tim
e: Discuss m

onth, day, year; count-dow
n to 100th day of school; 

Data Collection: W
hat is the w

eather today? Tally the total num
ber of sunny, cloudy, rainy days for the m

onth. 
ELA: Discuss author of the w

eek; connect literary them
es to the season. 

 

 
8:30–9:45  

 

i-STEM
 Block 

 

Science Start Curriculum
, Life Science: Grow

ing and Changing 
M

aking predictions, observations, recording findings, m
aking, and reporting conclusions (oral and w

ritten); 
science journals 

 

Exam
ining rocks, sand, 

and soil. 
Are they alive?

 

Different Seeds, Different 
Plants: U

sing science 
journals to record 

vocabulary or draw
 

pictures describing the 
physical characteristics of 

seeds 
 

Design an experim
ent to 

test w
hich environm

ent 
—

rock, sand, or soil—
the seeds w

ill grow
 in. 

M
ake predictions. 

Earthw
orm

s in the soil: 
exploring the habitats of 

earthw
orm

s. 
 

Create a classroom
 

terrarium
. 

M
onitor seed grow

th, 
take care of your plant, 
m

easure plant grow
th 

(collect data).  

 
9:45–10:30  

 
Teacher Specialists: STEM

 Lab/M
akerSpace—

M
usic—

Physical Education—
Art—

AIS—
Resource Room

 
Teacher preparation tim

e—
R

eview
 of student outcom

es and cluster group evaluation  
 

 
10:30–10:50  

 
Recess 

Bathroom
 and Snack 
 



 
W

eekly Student Schedule: K
indergarten &

 First G
rade 

 
10:50–12:30  

 
M

ath 
 

Blended Learning: Houghton M
ifflin Harcourt’s GoM

ath; 
STEM

 integration: Pearson’s Investigations in N
um

bers, Data &
 Space; 

Special Education/ELL teacher present, if required. 
 

 
12:30–1:20  

 
School aids w

ill m
onitor students at lunch &

 during recess; 
Teachers’ lunch period. 

 

 
1:20–2:50  

 
ELA—

Social Studies Block 
 

Lucy Calkins: Com
m

on Core Reading and W
riting W

orkshop Curriculum
; 

Guided instruction; Independent reading, read aloud/shared reading; 
W

riter’s W
orkshop: STEM

 journal, creative/reflective w
riting; 

STEM
-literacy and career ready integration: Sally Ride’s Cool Careers Series; 

Core Know
ledge Language Arts reading program

; 
Social Studies/ELA and career-ready integration: Leveled readers from

 Pearson’s m
yW

orld; 
Special Education/ELL teacher present, if required. 
Independent Study: Reading from

 various genres. 
 

 
2:50–3:35  

 
Teacher Specialists: M

usic—
Physical Education—

Art—
AIS—

Resource Room
 

 

 

3:35–3:50  

 
Pack U

p &
 Dism

issal 

 



A
ttachm

ent 3b: Sam
ple W

eekly Teacher Schedule  
 

Student—
Teacher School Day Exam

ple 
 

Tim
e 

K–1 Students 
K–1 Teachers 

Tim
e 

2–4 Students 
2–4 Teachers 

7:20  
Doors O

pen 
7:20  

Doors O
pen 

7:30–8:00 
Breakfast 

Teachers arrive 
7:30–8:00 

Breakfast 
Teachers arrive 

8:05–8:30 
M

orning M
eeting 

8:05–8:30 
M

orning M
eeting 

8:30–9:45 
STEM

 Block 
8:30–10:00 

STEM
 Block 

9:45–10:30 
Elective/AIS 

 Preparation/ 
Collaboration 

10:00–10:20 
Recess 

Com
m

unicate 
w

ith Parents 
10:30–10:50 

Recess 
Com

m
unicate 

w
ith Parents 

10:20–11:40 
M

ath Block 

10:50–12:30 
M

ath Block 
11:40–12:30  

Lunch 
12:30–1:20 

Lunch 
12:30–1:15 

Elective/AIS 
Preparation/ 
Collaboration 

1:20–2:50 
ELA/Social Studies Block 

1:15–2:45 
STEM

 Block 
2:50–3:35 

Elective/AIS 
Preparation/ 
Collaboration 

2:45–3:30 
Elective/AIS 

Preparation/ 
Collaboration 

3:35–3:50 
Pack up &

 dism
issal 

 
3:30–3:50 

Independent Reading/AIS 

 
 

 
3:50–4:00 

Pack up &
 dism

issal 
 L

ength of the teacher’s w
orkday: FTC

SE Teachers are expected to w
ork 8 hours per day w

ith 
an additional 50 m

inutes for lunch.  
 Supervisory tim

e: Teachers w
ill m

eet for 25 m
inutes, 8:05–8:30 am

, each m
orning to discuss 

any issues w
ith adm

inistrators, the student cluster focus learning group lead teacher, and parents  
 Planning periods: Teachers w

ill be provided w
ith 3 tim

e blocks w
ithin the daily schedule for 

preparation/collaboration. The first block is in the m
orning, 9:45–10:30 am

, and the second block 
is in the afternoon, 12:30–1:15 pm

. The third block is 2:50–3:35 pm
. The Executive D

irector 
and/or D

irector of Pupil’s Services w
ill schedule and coordinate the tim

e allotted to each teacher.  
 Professional developm

ent: The school calendar has listed professional developm
ent days for 

teacher skills enhancem
ent. Throughout the year FTC

SE w
ill have 4 half-days of student 

instructional tim
e in order to provide tim

e for professional developm
ent.  

  
All day sessions 

M
onday, July 17–19, 2017 N

ew
 Teachers and Staff O

rientation, Professional D
evelopm

ent 
M

onday, August 7, 2017–Thursday, August 10, 2017 Faculty &
 Staff O

rientation, Professional 
D

evelopm
ent  

H
alf days 

W
ednesday, O

ctober 18, 2017 H
A

LF D
A

Y
 - Professional D

evelopm
ent  

W
ednesday, D

ecem
ber 8, 2017 H

A
LF D

A
Y

- Professional D
evelopm

ent 
W

ednesday, February 7, 2018 H
A

LF D
A

Y
 - Professional D

evelopm
ent 

W
ednesday, A

pril 4, 2018 H
A

LF D
A

Y
 - Professional D

evelopm
ent  

O
ther duties that the teacher perform

s in a given day: 
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1. 
Provides STEM

-oriented instruction through project-based learning m
ethods. 

2. 
Em

ploys a variety of instructional techniques, instructional m
edia, and perform

ance 
assessm

ents, w
hich guide the learning process tow

ard curriculum
 goals and student 

learning.  
3. 

U
ses technology to prom

ote learning, creativity, and collaboration.  
4. 

W
orks directly w

ith school adm
inistrators and staff in the developm

ent, im
plem

entation, 
and evaluation of STEM

 initiatives and curriculum
.  

5. 
O

rganizes, develops, and coordinates special STEM
 events and activities.  

6. 
C

oaches fellow
 teachers on STEM

 initiatives and instructional best practices in the 
STEM

 areas.  
7. 

Serves as liaison to prospective or selected STEM
 vendors, to determ

ine the best 
resources, options, and innovations that w

ill optim
ize the learning experience for students 

and staff.  
8. 

Initiates new
 program

s that support the STEM
 vision.  

9. 
Shares STEM

 events and activities through social m
edia, such as Facebook, Tw

itter, and 
Instagram

.  
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A

cadem
ic C

alendar 2017–2018 
“L

earning is a treasure that w
ill follow

 its ow
ner everyw

here.”–C
hinese Proverb 

 M
onday, July 17–19, 2017—

N
ew

 Teachers and Staff O
rientation 

M
onday, August 7, 2017–Thursday, August 10, 2017—

F
aculty &

 Staff O
rientation, 

Professional D
evelopm

ent  
M

onday, August 14, 201—
Parent/Student O

rientation  
M

onday, August 21, 2017—
School O

fficial O
pening (Teachers expected) C

O
N

VO
C

A
TIO

N
 

Tuesday, August 22, 2017—
(Students first day of class)  

C
lass D

ays for Students: 196 
Septem

ber 4, 2017—
Labor D

ay (School closed) 
M

onday, Septem
ber 18, 2017—

A
fterschool A

cadem
y opens  

Friday, Septem
ber 29, 2017—

School doors open to the com
m

unity outreach day  
Saturday, O

ctober 14, 2017—
STEM

 R
esource Lab open (Parent’s &

 Students A
cadem

y) 
W

ednesday, O
ctober 18, 2017—

H
alf day; Professional D

evelopm
ent D

ay  
Friday, O

ctober 20, 2017—
School A

ssem
bly 

W
ednesday, O

ctober 25, 2017—
FIR

ST
 Q

U
A

R
T

E
R

 E
N

D
S 

Saturday, O
ctober 28, 2017—

School FA
LL FESTIV

A
L  

W
ednesday, N

ovem
ber 1, 2017—

Teacher–Parent C
onference (First Student Progress 

R
eport, Distributed) 

M
onday, N

ovem
ber 20, 2017—

SC
IEN

C
E FA

IR
 

W
ednesday, N

ovem
ber 22—

Friday, N
ovem

ber 24, 2017 H
oliday recess, Thanksgiving D

ay  
M

onday, N
ovem

ber 27, 2017—
Teachers M

eeting 
Saturday, D

ecem
ber 1, 2017—

School H
oliday Festival 

W
ednesday, D

ecem
ber 8, 2017—

H
alf day; Professional D

evelopm
ent D

ay 
M

onday, D
ecem

ber 11, 2017—
FTC

SE B
oard of Trustees B

lack Tie G
ala  

Thursday, D
ecem

ber 14, 2017—
School H

oliday M
usical 

Friday, D
ecem

ber 15, 2017—
Faculty &

 Staff H
oliday Social 

Thursday, D
ecem

ber 21, 2017–Tuesday, January 2, 2018—
H

oliday R
ecess 

M
onday, January 8, 2018—

A
fterschool A

cadem
y R

esum
es  

Saturday, January 12, 2018—
STEM

 Lab R
esource R

esum
es (Parent’s &

 Student A
cadem

y) 
M

onday, January 15, 2018—
M

LK
 D

ay (School closed) 
Tuesday, January 16, 2018—

School Public A
ssem

bly 
Thursday, January 18, 2018—

SE
C

O
N

D
 Q

U
A

R
T

E
R

 E
N

D
S  

 
 



Tuesday, January 23, 2018–Thursday, January 25, 2018—
FTC

SE Technology Expos  
W

ednesday, January 24, 2018 (Second Student Progress R
eport, Sent H

om
e by em

ail) 
M

onday, January 29, 2018—
Teachers M

eeting 
Thursday, February 1, 2018—

EN
R

O
LLM

EN
T A

PPLIC
A

TIO
N

 PR
O

C
ESS B

EG
IN

S  
W

ednesday, February 7, 2018—
H

alf day, Professional D
evelopm

ent D
ay 

Tuesday, February 12, 2018—
Teacher–Parent C

onference (Second Progress R
eport) 

M
onday, February 12, 2018—

Presidents’ D
ay (School closed)  

W
ednesday, M

arch 14, 2018—
Professional D

evelopm
ent (Staff In-Service Training) 

M
onday, M

arch 19–Friday, M
arch 23—

2018 Spring R
ecess (School closed) 

Friday, M
arch 16, 2018—

School Field Trip 
Tuesday, M

arch 27–28, 2018—
Student A

ssessm
ent Test 

G
O

O
D

 FR
ID

A
Y

, M
A

R
C

H
 30, 2018—

(SC
H

O
O

L C
LO

SED
) 

W
ednesday, A

pril 4, 2018—
H

alf day Teacher/Staff Professional D
evelopm

ent D
ay  

Thursday, A
pril 5, 2018—

T
H

IR
D

 Q
U

A
R

T
E

R
 E

N
D

S 
M

onday A
pril, 9, 2018—

Enrollm
ent Lottery 

W
ednesday, A

pril 11, 2018—
(T

hird Student Progress R
eport, Pick up by Parent) 

Thursday, A
pril 12, 2018—

Student Spring M
usic and A

rts Perform
ances  

Friday, M
ay 4, 2018—

Faculty &
 Staff A

ppreciation LU
N

C
H

EO
N

  
M

onday, M
ay 7–Friday, M

ay11, 2018—
TEA

C
H

ER
 EV

A
LU

A
TIO

N
S 

Friday, M
ay 11, 2018—

M
other’s D

ay A
ppreciation Lunch at FTC

SE 
M

onday, M
ay 28, 2018—

M
em

orial D
ay  

Friday, M
ay 17–Saturday 18, 2018—

Trustees and A
dm

inistration R
etreat 

Saturday, June 2, 2018—
STEM

 LA
B

/PA
R

EN
TS &

 STU
D

EN
T A

C
A

D
EM

Y
 FIN

A
L D

A
Y

 
Friday, June 8, 218—

A
fterschool Final D

ay 
Friday, June 15, 2018—

FTC
SE Field Trip (Parents and Students C

ookout), Father’s D
ay 

A
ppreciation 

Thursday, June 21, 2018—
FO

U
R

T
H

 Q
U

A
R

T
E

R
 E

N
D

S  
Friday, June 22, 2018—

Prom
otion, G

raduation, and R
ecognition D

ay 
Saturday, June 23, 2018—

FTC
SE C

om
m

unity C
arnival 

M
O

N
D

A
Y

 JU
N

E 25–26—
H

A
LF D

A
Y

S  
W

ED
N

ESD
A

Y
, JU

N
E 27, 2018 (FO

U
R

T
H

 ST
U

D
E

N
T

 PR
O

G
R

E
SS R

E
PO

R
T

, Sent hom
e 

by Student) 
EA

R
LY

 D
ISM

ISSA
L—

SU
M

M
ER

 R
EC

ESS  
 

 



Friendship TECH Charter School of Excellence  
Holiday Observance 2017–2018 

SCHOOL CLOSED IN RED 
09/04/2017 Labor Day 
10/09/2017 Columbus Day 
11/10/2017 Veteran's Day (observed) 
11/23/2017 Thanksgiving 
12/25/2017 Christmas 
12/31/2017 New Year's Eve 
01/1/2018 New Year's Day 

Have a wonderful new year! 
01/15/2018 Martin Luther King's Birthday 
02/14/2018 Ash Wednesday –  

Valentine's Day 
02/19/2018 President's Day 
02/22/2018 George Washington's Birthday 
03/17/2018 St. Patrick's Day 
03/30/2018 Good Friday 
04/01/2018 Easter 
04/22/2018 Earth Day 
05/13/2018 Mother's Day 
05/28/2018 Memorial Day 
06/14/2018 Flag Day 
06/17/2018 Father's Day 
07/04/2018 Independence Day 
09/03/2018 Labor Day 
10/08/2018 Columbus Day 
10/31/2018 Halloween 
11/12/2018 Veteran's Day (observed) 
11/22/2018 Thanksgiving 
12/25/2018 Christmas 
12/31/2018 New Year's Eve 
  



FTCSE Specail Emphsis Comments for Each Month 
JUNE: The community is invited to our first Open House. This event will provide open 
enrollment and parental support information. 
JULY: Our new journey begins born with great possibilities to succeed  FTCSE WINS. 
AUGUST: Our children are our future and what we deposit will determine our destiny. 
Note: Administration and Faculty are required to attend Professional development. 
SEPTEMBER: FTCSE STARTS AFTERSCHOOL ACADEMY WHERE LEARNING IS FUN 
THIS AFTERSCHOOL PROGRAM FEATURES A VARIETY OF ACTIVITIES TO 
STRENGTHEN ACADEMIC PERFORMANCE. 
OCTOBER: Every Saturday the FTCSE STEM Resource Lab is open for students and parents 
to enhance their technology skill levels. Also, this is the start of our Parental Academy. 
NOVEMBER: TEACHER AND PARENT CONFERENCE TO PROVIDE A REVIEW OF 
THE PROGRESS OF EACH STUDENT. REPORT CARDS WILL BE DISTRIBUTED AT 
THIS MEETING. OUR SCIENCE FAIR IS THE HIGHLIGHT OF THIS FIRST QUARTER. 
DECEMBER: Administration, faculty, staff, and families of FTCSE gather together to celebrate 
the holiday season with games, food, drinks, and entertainment. This is the time we continue to 
build our school community, foster partnerships, and connect with the border communities that 
we serve. 
JANUARY: NEW START FOR A NEW YEAR 
FEBRUARY: Administration, faculty, staff, and families of FTCSE gather again to celebrate the 
holiday season with games, food, drinks, and entertainment. This is the time we continue to build 
our school community, foster partnerships, and connect with the border communities that we 
serve.  
MARCH: STUDENT PERFORMANCE OUTCOMES IS TESTED DURING THIS MONTH. 
APRIL: SPRING IS HERE: FTCSE PRESENTS OUR STUDENTS IN A MUSIC AND ARTS 
CONCERT. OUR LOTTERY WILL HAPPEN WITH ENROLLMENT OF NEW STUDENTS. 
MAY: Strategic Planning for Success. 
 

Education is not the filling of a pail, but the lighting of a fire.” – W.B. Yeats 
  
 Days that school is in session; 196  
 Holidays; 16 DAYS,  
 Days off; 30 DAYS   
 Half days; 5 DAYS 
 Professional development days; 10 DAYS 
 SNOW DAYS, 5 
 Summer programming and/or instruction; FIVE WEEKS, 20 DAYS Mon–Thurs. 
 First day of school; Monday, August 21, 2017  
 Last day of class; June 26, 2018  
Organization of the school year; Quarters 
First Quarter; BEGINS AUGUST 22, ENDS OCTOBER 25, 2017 
Second Quarter; BEGINS OCTOBER 26, ENDS JANUARY 18, 2018 
Third Quarter; BEGINS JANUARY 19, ENDS APRIL 5, 2018 
Fourth Quarter; BEGINS APRIL 9, ENDS JUNE 21, 2018 
FTCSE Board of Trustees meets First Monday of each Month PUBLIC INVITED  
 
Website: friendshipstem.com  



 
 
 

Attachment 4 
 Student Discipline Policy (Student Code of Conduct) 

 
The Board of Trustees of Friendship Tech Charter School of Excellence recognize that sound, 
ethical standards of conduct and creating a positive and safe learning environment are critical 
factors in student and school success. These characteristics also serve to increase the 
effectiveness of School Board Trustees and their staff as educational leaders in collaboration 
with school administrators, parents, students, and the community. Actions based on ethical codes 
of conduct promote public confidence and the attainment of school goals. The Board also 
recognizes its obligation under the General Municipal Law1 to adopt a code of ethics consistent 
with the provisions of the General Municipal Law, setting forth the standards of conduct required 
of all school trustees, officers, and employees.  
 
FTCSE’s Student Code of Conduct is based on the best practices of successful charter schools 
for our age demographic and the principles of Conscience Discipline,2 respect for self, respect 
for others, and respect for the environment. By establishing high expectations for appropriate 
behavior, we will guide our students to develop a positive self-image, the courage to take risks in 
their learning, the dedication to persevere with their work, the ability to know and form healthy 
relationships, the ability to discern right from wrong, and the confidence to make positive social 
choices. Students, parents, staff, and administration share this responsibility. When everyone 
works cooperatively to prevent problems and promote success, the need for disciplinary action is 
reduced.  
 
When students behave in ways that are not acceptable under the Code of Conduct, there will be a 
variety of responses, depending on the level of the problem. Generally it is hoped that in-school 
suspension will be the most severe punishment necessary, but there may be situations in which 
more severe responses are necessary (assaults, threats, theft, damaging of school property, 
inappropriate behaviors). Depending on individual circumstances of the incident and the 
student’s disciplinary record, the Executive Director may determine that an alternative response 
is appropriate. More severe accountability measures will be imposed on those students who 
engage in a pattern of persistent misconduct.  
 
CODE OF CONDUCT: 

1New York General Municipal Law, Section 806, Code of Ethics, accessed June 6, 2014,  http://www. Regents 
.nysed.gov/about/statement_governance.html.  

2Becky Bailey, “Conscience Discipline,” accessed November 2012, http://consciousdiscipline.com /about /dr_ 
becky_bailey.asp.  
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Respect for learning; -Positive Intent 
Respect for the feelings of others; -Empathy 
The use of appropriate language at all times; 
Respect for the property of others; 
Respect for school property; 
Getting along with other children; 
Following directions from school staff; -Positive Intent 
Arriving to school on time; and 
Appropriate ways to solve problems with peers; Positive Intent; Empathy. 
 
These topics along with Seven Conscience Skills will be included in regular classroom lessons in 
a uniform manner to ensure continuity in all classes:  
Respect for learning  
We always come to school on time  
We complete our homework every night  
We do our work neatly and carefully  
We listen when the teacher or a classmate is speaking  
We raise our hand when we wish to ask or answer a question  
Respect the feelings of others  
Be polite and friendly to others  
Never tease anyone  
Never call anyone by a name that is hurtful  
Try to help someone when they make a mistake 
Composure 
Encouragement  
Assertiveness 
Choices 
Empathy 
Positive Intent  
Consequences  
 
The use of appropriate language at all times  
• We never use curse words  
• We talk to each other with respect at all times  
• We do not call people names that hurt their feelings  
Respect for the property of others  
• We do not take anything from someone without asking  
• We treat other people’s property with respect  
• We always return things we borrow  
Respect for school property  
• We never write in library books  
• We do not tear pages from any book  
• We do not write on walls or desks  
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• We do not throw books or school property  
• We behave properly in the bathroom  
• We keep our school neat and clean  
• We pick up something that we dropped  
• We do not touch student displays  

Getting along with other children  
• We do not yell at other children  
• We never hit other children  
• We talk to someone about our feelings  
• We ask a teacher to help us if we have a problem  

Following directions from school staff  
• We never leave the classroom without permission  
• We stay with our class at all times  
• We always talk to teachers with respect  

Arriving to school on time  
• We always come to school on time  
• We come to school straight from home  
• We come to school ready to learn  
• If we are late or absent, we bring a note from our parent  

Proper ways to solve problems with peers  
• We explain to others how we feel  
• We ask a teacher to help us solve a problem  
 
Students at FTCSE must adhere to the following Code of Conduct. 
 

General Student Conduct Standards 
 

• Obey rules established in individual classes and in the school at large  
• Demonstrate respect for other students 
• Demonstrate respect for faculty, staff, guests, and administrators  
• Ask for help politely and at appropriate times  
• Act in a way that is safe and non-threatening  
• Use language that is appropriate and does not offend others  
• Behave in ways that will assist others in their learning  
• Keep the classroom and school clean  
• Come to school regularly, on time, and ready to learn  
• Take responsibility for learning  
• Dress appropriately because school is a special place  
• Honor the code of conduct when participating in field trips, community service projects, and 

attending performances  
 

Student Responsibilities 
3 

 



 
Each FTCSE student is expected to 
• Follow all classroom expectations and school rules  
• Respect other students and their personal space  
• Respect faculty, staff, administrators, and guests  
• Work to the best of your abilities  
• Act in a way that is safe and non-threatening  
• Use language that is appropriate and does not offend others  
• Keep the classroom and school clean by respecting the school environment  
• Come to school regularly, on time, and ready to learn  
• Dress appropriately according to the dress code  
• Honor the code of conduct in school and when participating in fieldwork, community service 

projects, and attending performances  
• Cultivate and support the “spirit of inquiry” in the classroom  
 

Parent Responsibilities 
 
Each FTCSE family is expected to  
• Support the mission of FTCSE  
• Communicate their needs/concerns to their child’s CSI team  
• Participate actively, based on their Asset Inventory  
• Ensure that their child attends school regularly and on time  
• Attend all school meetings and team conferences  
• Support classroom programs, fieldwork, activities, and curriculum  
 

Displaying Conduct Standards 
 
Each class will display the Student Conduct Standards in a place where all students can revisit 
and discuss them when needed. The class display of FTCSE Conduct Standards will include 
pictures or drawings for students not yet reading.  
 

Copies of Conduct Standards 
 
Parents will receive a copy of the Student Conduct Standards and the Parents Responsibilities so 
they are aware of the behavioral norms, morals, and values expected of each child as well as 
what is expected of them. Teachers will also inform parents of the process by which the students 
are made aware of FTCSE’s conduct standards. They will include the conduct standards defining 
appropriate behavior expected while participating in field trips, community service projects, 
attending performances, and dealing with conflict.  
 

Covenant and Agreement Forms 
 
After the first six weeks of school, when classroom teachers and the children establish the 
conduct standards for classroom management, parents will sign a Covenant and Agreement Form 
from their child’s teacher. The Covenant and Agreement Form will outline Classroom 

4 
 



Expectations, and the School Conduct Standards, so parents are aware of the behavioral norms, 
morals, and values expected of each child. The purpose of the Covenant and Agreement Form is 
for parents and students to have written documentation of the expectations and consequences to 
use as a reference throughout the whole year.  
 

Responding to Misbehavior 
 
All teachers will follow a set protocol associated with the philosophy of Responsive Classroom.3 
Using visual and verbal cues, increasing teacher proximity and logical consequences will be in 
place if a disruption to FTCSE’s Conduct Standards is experienced. Additional techniques to be 
used for creating an orderly learning environment in the classroom may include progressive 
discipline such as a “take-a-break” spot, a “fix-it plan,” or a “team meeting.”4 “Take-a-break” 
will be a place where children go to reflect on behavior before returning to the group. It will 
provide the student having difficulty following rules with an opportunity to decompress, reflect, 
and rejoin the class. If the child continues to misbehave, he or she will complete a “fix-it plan” 
with an adult and then be welcomed back into his or her learning environment. If the student 
does not follow the “fix-it plan,” the next consequence is a behavioral plan formulated during a 
“team meeting.” The teacher will assess the immediate needs of the child and take time to 
discuss issues and problem-solve. The teacher will communicate with the parent if the child 
continually exhibits behaviors counter to the rule system of the classroom and schedule a 
conference with the parent.  
 

Team Meeting 
 
During a team meeting, a student will meet with the School Support Team (teacher, Executive 
Director, school’s Social Worker) and the child’s parent. The team will create a behavior plan 
designed specifically for the student, including the possible referral of the child (and family if 
needed) to the County’s social/human services departments, mental health counseling, or a 
community-based organization, depending on the behavior. The plan will be set into place 
immediately. In-school as well as out-of-school consequences will be set into place based on the 
advice of the team.   
 

Habitual Problems 
 
The FTCSE school climate and culture are designed to help children feel safe emotionally and 
physically. While FTCSE does not expect chronic problems in its children’s behavior, the school 
will follow the provisions of the Individuals with Disabilities Education Act (IDEA), and New 
York State’s Dignity for All Students Act to ensure that children have a safe and supportive 
environment in which to learn, free from discrimination, intimidation, taunting, harassment, and 
bullying on school property, a school bus, and/or at a school function. If a child’s conduct is such 
that he or she requires formal disciplinary action to be taken, the parents will be notified.  
 

Short-Term Suspensions 
 

3Responsive Classrooms: Educators Creating Safe, Challenging and Joyful Elementary Schools, “About Responsive 
Classroom,” accessed June 6, 2014, https://www.responsiveclassroom.org/about-responsive-classroom.  

4Responsive Classrooms: Educators Creating Safe, Challenging and Joyful Elementary Schools, “Positive Time Out,” 
accessed June 6, 2014, https://www.responsiveclassroom.org/article/positive-time-out.  
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A student who is determined to have committed any of the infractions listed below shall be 
subject minimally to a short-term suspension, unless the Executive Director or Student Support 
Team determines that an exception should be made based on the individual circumstances of the 
incident and the student’s disciplinary record. Depending on the severity of the infraction, a 
long-term suspension also may be imposed and referrals to law enforcement authorities may be 
made. A short-term suspension is an out-of-school suspension for five school days or fewer. The 
Executive Director will have the power, under the law, to grant a short-term suspension.  
 

Disciplinary Infractions That May Result in a Short-Term Suspension 
 
• Attempt to assault any student or staff member  
• Acts of physical aggression 
• Vandalizing school or personal property that results in minor damage 
• Endangering the physical safety of another by the use of force or threats of force 
• Engaging in conduct that disrupts school or classroom activity or endangers or threatens to 

endanger the health, safety, welfare, or morals of others. 
• Engaging in insubordination 
• Failure to complete assignments, carry out directions, or comply with disciplinary sanctions 
• Cheating on tests or quizzes, or committing plagiary 
• Use of forged notes or excuses 
• Stealing, attempt to steal, or possession of property known by the student to be stolen. 
• Trespassing on school property 
• Abuse of school property or equipment 
• Use of obscene or abusive language or gestures 
• Engaging in acts of sexual harassment, including but not limited to sexually-related physical 

contact or offensive sexual comments  
• Use of derogatory racial or ethnic slurs 
• Acts of bullying, harassment, intimidation, or threats of violence (in school or electronically) 
• Making a false bomb threat or pulling a false emergency alarm 
• Possession of tobacco or alcohol 
• Possession of radios, pagers, beepers, portable/cellular telephones, or any electronic device 

not being used for instructional purposes 
• Wearing inappropriate, insufficient, or disruptive clothing or attire, and/or violating the 

student dress code 
• Repeatedly committing minor behavioral infractions that, in the aggregate, may be 

considered an infraction subject to formal disciplinary action 
• Inappropriate or unauthorized use of technology 
• Committing any other act that school officials reasonably conclude warrants a disciplinary 

response 
 

Long-Term Suspensions 
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A student who is determined to have committed any of the infractions listed below, or repeats an 
offense listed above, shall be subject minimally to a long-term suspension, unless the Executive 
Director determines that an exception should be made based on the individual circumstances of 
the incident and the student’s disciplinary record. A long-term suspension is an out-of-school 
suspension for more than five school days, followed by a hearing conducted by a hearing officer. 
 
 

Disciplinary Infractions that May Result in a Long-Term Suspension 
 
• Possession, use, attempt to use, or transfer of any firearm, knife, razor blade, explosive, 

mace, tear gas, or other dangerous object of no reasonable use to the student at school  
• Committing or attempting to commit arson on school property  
• Possession, sale, purchase, distribution, or use of any alcoholic beverage, controlled 

substance, imitation controlled substance, or marijuana on school property or at any school-
sponsored event  

• Assault of any other student or staff member  
• Intentionally causing physical injury to another person, expect when the student’s actions are 

reasonably necessary to protect himself or herself from injury  
• Vandalizing school or personal property resulting in major damage  
• Threats of violence or acts of intimidation (in school or electronically)  
• Committing any act that school officials reasonably conclude warrants long-term suspension  
 

Procedures for Long-Term Suspension. 
 
The Head of School may impose a long-term suspension only after the student has been found 
guilty at a formal suspension hearing. At the formal hearing, the student shall have the right to be 
represented by counsel, question witnesses, and present evidence. CSI will contract with a 
qualified impartial hearing officer who will issue an advisory report that the Head of School may 
accept or reject in whole or in part.  
 

Alternative Instruction 
 
Suspension data and associated reports will be kept on record. If a child is suspended, alternative 
educational instruction will be offered to keep the student from missing instruction. The 
alternative instruction may be taught by a tutor or instructional staff at a space assigned in the 
school, or at the student’s home. The instruction time will be limited to two hours per suspension 
day but will be designed to allow the student to keep up with his or her class’ progress with 
curriculum and test preparation. During long-term suspensions, the school may also seek to place 
the student during the term of the suspension in any alternate education program that is operated 
by the Mount Vernon school district. For a student who has been expelled by the school, the 
means and manner of alternative instruction will be the same as for a student who has been 
suspended. Alternative instruction will be provided until the student is enrolled at another 
accredited school, or otherwise participating in an accredited program, including any alternative 
education program operated by the student’s school district of residence, to the extent that the 
provision of such services is required by law. As above, the school may seek, where appropriate, 
to place the student in an alternative education program operated by the Mount Vernon school 
district either through agreement with the school district or by operation of law.   
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Special Education Discipline Policy 

 
FTCSE discipline policy aligns with the Individuals with Disabilities Education Act (IDEA) and 
all applicable laws, including the Dignity for All Students Act to keep children free from 
discrimination or harassment. When a student with a disability violates the FTCSE Code of 
Conduct, the staff will work with the Academic Counselor to determine whether or not the 
disability is a contributing factor. If the child’s behavior relates to his or her disability, FTCSE 
will not remove the child from class or suspend the child. If, however, the behavior is not related 
to the child’s disability, the child will be disciplined according to the tenets in the school’s 
Student Discipline Policy, or if applicable, to the student’s Behavior Intervention Plan (BIP).5 In 
the event that a student with disabilities is suspended, FTCSE will assure that the alternative 
instruction plan complies with provisions of the student’s IEP.6 If the student does not have a 
BIP and is removed from their placement or suspended for more than 10 days, FTCSE will 
convene an IEP meeting to create a Functional Behavior Assessment plan within 10 days of the 
removal. FTCSE’s Academic Counselor will consult with the Committee on Special Education 
to create a BIP to define appropriate interventions. Likewise, if the student has a BIP that is not 
proving effective, the FTCSE Student Support Team will be convened within 10 days of the 
disciplinary action to evaluate the plan and make the necessary modifications that include 
positive behavioral supports and services to address the child’s behavior. As with any suspension 
at FTCSE, the school will provide alternative education instruction for students with disabilities 
so that they can keep up with the curriculum, assignments/homework, and tests. Any suspension 
of a student with disabilities will be in accordance with §14.143 (disciplinary placements) and 34 
CFR 300.519-300.529 (discipline procedures). Parents will be provided a copy of their 
procedural and complaint rights.  
 

Appeals 
 
The Executive Director’s decision after the formal hearing to impose a long-term suspension 
may be appealed first to the FTCSE Board of Trustees within 10 days of the suspension, next to 
the chartering entity, and finally to the State Commission on Charter Schools. A parent/guardian 
can challenge the interim alternative education offered and/or the disciplinary action. If the 
infraction was related to drugs or firearms/weapons, there must be an official deliberation on the 
case before any alternative educational arrangements are to be changed. Parents can appeal 
suspension or expulsion decisions. The appeal should be addressed to the Board of Trustees 
within 10 days from the notice of suspension with an expected resolution within 48 hours. If the 
Board of Trustees’ resolution does not grant the removal of suspension, the parent can further 
appeal the decision at the Commissioner of Education according to Education law §310. A notice 
must be sent by the parent/guardian to the SUNY Board of Trustees.7 An appeal must be made 
within 10 days of the suspension or expulsion determination, and the Board must reply within 48 
hours. If the Board of Trustees upholds the suspension or expulsion determination, an appeal 
may be initiated to the NYS Commissioner of Education within 30 days from the decision or 

5NYSED.gov Special Education, Behavior Intervention Plans, accessed June 6, 2014, http://www.p12. 
Nysed.gov/specialed/publications/topicalbriefs/BIP.htm. 

6National Center for Learning Disabilities, “What Is an IEP,” http://www.ncld.org/students-disabilities/iep-
504-plan/what-is-iep  

7The State University of New York (SUNY) “About The Board of Trustees,” accessed June 6, 2014, 
http://www.suny.edu/about/leadership/board-of-trustees/.  
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action complained of, according to Education law §310.8 Notice by the individual appealing 
must be provided to the SUNY Board of Trustees, our chartering entity.  
 

Violations of the School Law 
 
Complaints on violations of the Charter School law or regulations may be addressed to the Board 
of Trustees, who must send a response within 30 days. Further complaints may be initiated 
within 30 days and addressed to the New York State Commissioner of Education. Based on 
Education Law §3069 the Commissioner of Education can remove a trustee and other school 
officers for willful misconduct or neglect of duty.  
 

Evaluation of School Environment 
 
Students and other school stakeholders will evaluate their experiences with FTCSE, including 
how they feel about the safety of the environment, in a survey conducted at the end of each 
school year.  
 

8NYSED.gov Office of Council, “Selected Sections of the Education Law Appeals or Petitions to the 
Commissioner of Education,” accessed June 6, 2014, http://www.counsel.nysed.gov/appeals/selectlaw.htm. 

9New York Education Law 306, accessed June 6, 2014, http://codes.lp.findlaw.com/nycode/EDN/I/7/306.  
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Summary: POSSIBLE INFRACTIONS AND RESPONSES: Depending on the severity of the 
infraction, disciplinary responses include exclusion from extracurricular activities, detention, 
suspension (short or long term), and expulsion. Where appropriate, school officials also will 
contact law enforcement agencies.  
For most infractions of behavior, the teacher, parent, and administration will determine the 
appropriate in-school course of action. Children displaying inappropriate or disruptive behavior 
will participate in a conference with the teacher, parent/guardian, and principal. The purpose of 
the conference will be to modify the behavior. As an alternative to suspension, when appropriate, 
the child will temporarily be placed in another class. An in-school suspension will mean that a 
child is placed in another class of the same grade for a one- to two-day period after consultation 
with the teacher, child, principal, and parent. The consultation will give the parent and child the 
information about the reasons for the suspension, with an opportunity to respond. Articulation 
with the sending and receiving teacher will be held at the direction of the Principal to insure the 
continuity of instruction while the child is attending the other class. In the event that a 
parent/guardian or person in the position of in locus parentis causes a student to be absent from 
school in contravention of the school’s absence policy other than for illness or family emergency 
of a short duration, the parent/guardian or person in the position of in locus parentis will be 
notified in writing that expulsion may result from the illegal absence. In addition, the 
EXECUTIVE DIRECTOR will notify, as may be required, the Administration for Children’s 
Services of educational neglect, pursuant to the Executive Director requirement as a mandated 
reporter. 
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ATTACHMENT 5b 

BYLAWS 
 

A Not for Profit Corporation 

 

ARTICLE I 
 

MEMBERSHIP 
 

1.  Monthly Meeting 
 

A meeting of the Board of Trustees shall be held on the first Monday of each month to transact 

the business of FTPCS. The President and/or the Board of Trustees may reschedule or cancel a 

meeting, but in any event the announcement must not be less than 72 hours before the original 

time scheduled. Proper public notification must be given. [is this what you mean to say?] 

 

2.  Special Meetings 
 

The majority of the members or the President of the Board may call special meetings of the 

Board of Trustees. The Secretary of the Corporation is permitted to exercise this provision only 

in the absence, death, or disability of the President. A meeting shall be called upon the written 

request of the majority of the outstanding Trustees of the Corporation entitled to vote. Such 

request shall state the purpose or purposes of the proposed meeting. At such special meetings the 

only business that may be transacted is that business related to the purpose or purposes set forth 

in the notice thereof.   

 

3.  Place of Meetings 
 

Meetings of the Board of Trustees shall be held at such place within the State of New York as 

may be fixed by the Board of Trustees. If no place is so fixed, such meetings shall be held at the 

principal office of the Corporation.  

 

4.  Public Notice of Meetings 
 

Public notice of each monthly meeting of the Board of Trustees shall be given in writing and 

shall state the place, date, and hour of the meeting and the purpose or purposes for which the 
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meeting is called. Notice of a special meeting shall indicate that it is being issued by or at the 

direction of the person or persons calling or requesting the meeting. 

 

The Public should be informed of all regular and special meetings by postings in the school 

public displays, on the Internet, and in the school’s yearly-published calendar.  

 

When a meeting is adjourned to another time or place, it shall not be necessary to give any notice 

of the adjourned meeting if the time and place to which the meeting is adjourned are announced 

at the meeting at which the adjournment is taken. At the adjourned meeting any business may be 

transacted that might have been transacted on the original date of the meeting. However, if after 

the adjournment, the Board of Trustees fixes a new record date for the adjourned meeting, a 

notice of the adjourned meeting shall be given to each member of record entitled to notice under 

Section 4 of the new record date. [is this correct?] 

 

5.  Waiver of Notice 
 

Notice of a meeting need not be given to any member who submits a signed waiver of notice, in 

person or by proxy, whether before or after the meeting. The attendance of any member at a 

meeting, in person or by proxy, without protesting prior to the conclusion of the meeting the lack 

of notice of such meeting, shall constitute a waiver of notice by him or her. 

 

6.  Quorum of Trustees Meeting 
 

The number of Trustees present that constitutes a quorum shall be three. When a quorum is once 

present to organize a meeting, it is not broken by the subsequent withdrawal of any Trustee. 

 

 

ARTICLE II 
 

BOARD OF TRUSTEES OF 

 FRIENDSHIP TECH CHARTER SCHOOL OF EXECELLENCE 
 

1.  Powers of Board and Qualifications of Trustees 
 

The business affairs of the school shall be managed by the Board of Trustees. Each Trustee shall 

be at least eighteen years of age. 

 

2. The Work of the Board of Trustees 

 

 Establishing the school’s mission and school design 

 Ensuring adequate resources for implementation of the school programs 

 Recruiting, hiring, and evaluating the Executive Director 

 Approving all hiring and firing of personnel as recommended  

 Adopting the annual school budget 

 Approving all line-item adjustments 

 Approving major policies and regularly reviewing and revising them as necessary 
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 Preparing for and attending Board and committee meetings 

 Making informed decisions to support the success of the school 

 Monitoring program implementation and compliance with the charter agreement and relevant 

laws and regulations 

 Facilitating long-term strategic planning 

 Recruiting and orienting new Board members and assessing Board performance 

 Participating as appropriate in the grievance process 

 Enhancing the school’s public standing 

 Approving all recommended successors  

 

3. Number of Trustees 
 

The number of Trustees constituting the entire Board of Trustees shall be not less than five nor 

more than nine. 

 

4.  Election and Term of Trustees 
 

On the first Monday of May the election of Trustees will be held. Trustees shall be elected to 

hold office until their term has expired and their successors have been elected and qualified or 

until their death, resignation, or removal in the manner hereinafter provided. Board members will 

serve staggered three-year terms.  

 

5.  Quorum of Trustees and Action by the Board 
 

Three members of the entire Board of Trustees shall constitute a quorum for the transaction of 

business, and, except where otherwise provided herein, the vote of a majority of the Trustees 

present at a meeting at the time of such vote, if a quorum is then present, shall be the act of the 

Board. 

 

6.  Meetings of the Board 
 

Regular meetings of the Board shall be held on the first Monday of each month.[see Article 1] 

Special meetings of the Board may be held at any time upon the call of the President or under the 

conditions specified in Article 2.  

 

Meetings of the Board of Trustees shall be held at places specified by the Board for regular 

meetings or a place named for a special meeting. If no place is specified, meetings of the Board 

shall be held at the principal office of the Corporation. Any one or more members of the Board 

of Trustees may participate in meetings by means of a conference telephone or similar 

communications equipment.   

 

Notices of regular meetings of the Board of Trustees should be publicized. Notice of each special 

meeting of the Board shall be given to each Trustee either by mail on the third day prior to the 

meeting or by email, written message, or orally, not later than noon, 3 p.m.,[which?] on the day 

prior to the meeting. Notices are deemed to have been properly given if given by mail, when 

deposited in the United States mail; by email, at the time of filing; or by messenger, at the time 
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of delivery. Notices by mail, email, or messenger shall be sent to each Trustee at the address 

designated by him or her for that purpose, or, if none has been designated, at the last known 

residence or business address. 

 

Notice of a meeting of the Board of Trustees need not be given to any Trustee who submits a 

signed waiver of notice whether before or after the meeting, or who attends the meeting without 

protesting, prior thereto or at its commencement, the lack of notice to any director.[please clarify 

this paragraph] 

 

A notice, or waiver of notice, need not specify the purpose of any meeting of the Board of 

Trustees. 

 

A majority of the Trustees present, whether or not a quorum is present, may adjourn any meeting 

to another time and place. Notice of any adjournment of a meeting to another time or place shall 

be given, in the manner described above, to the Trustees who were not present at the time of the 

adjournment and, unless such time and place are announced at the meeting, to the other Trustees. 

 

7.  Resignations 
 

Any Trustee of the Corporation may resign at any time by giving written notice to the Board of 

Trustees or to the President or to the Secretary of the Corporation. Such resignation shall take 

effect at the time specified therein; and unless otherwise specified therein, the acceptance of such 

resignation shall not be necessary to make it effective. 

 

8.  Removal of Trustees 
 

Any one of the Trustees may be removed for cause by action of the Board of Trustees.  

 

9.  Executive and Other Committees of Trustees 
 

The Board of Trustees, by resolution adopted by a majority of the entire Board, may designate 

from among its members an Executive Committee and other committees, each consisting of three 

or more Trustees and each of which, to the extent provided in the resolution, shall have all the 

authority of the Board, except that no such committee shall have authority as to the following 

matters: (a) the filling of vacancies in the Board; (b) the fixing of compensation; (c) the 

amendment or repeal of the bylaws or the adoption of new bylaws; (d) the amendment or repeal 

of any resolution of the Board which, by its terms,[clarify?] shall not be so amendable or 

repealable; or (f) the removal or indemnification of a Trustee. 

[is the remainder of this article about all committees or the Executive Committee specifically? 

Please clarify as necessary] 

The Board of Trustees may designate one or more Trustees as alternate members of any such 

committee, who may replace any absent member or members at any meeting of such committee. 

 

Unless a greater proportion is required by the resolution designating a committee, a majority of 

the entire authorized number of members of such committee shall constitute a quorum for the 
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transaction of business. The vote of a majority of the members present at a meeting at the time of 

such vote, if a quorum is then present, shall approve the proposals of the committee. 

 

Each such committee shall serve at the pleasure of the Board of Trustees.  

 

Standing Committees 

 

 Budgeting and Finance 

 Audit  

 Building and Ground Operation 

 Employment screening 

 Community outreach 

 Policy and Procedure 

 Fundraising 

 Grievance/Appeal 

 Curriculum/Common Core Learning Standard 

 Way and Means 

  Process and Governance Committee 

 

10.  Compensation of Trustees 
 

The Board of Trustees shall serve without fixed compensation. Expenses for educational board 

enhancement should be a line-item in the annual budget.  

 

 

ARTICLE III 
 

OFFICERS 
 

1.  Election of Officers 
 

The Board of Trustees, as soon as may be practicable after the first annual organization meeting, 

in May of each year shall elect a President, a Secretary, and a Treasurer, and from time to time 

may elect or appoint such other officers as it may deem necessary. Any two or more offices, 

except the President, may be held by the same person. The Board of Trustees may also elect one 

or more Vice Presidents, Assistant Secretaries, and Assistant Treasurers. 

 

2.  Other Officers 
 

The Board of Trustees may appoint such other officers and agents as it shall deem necessary, 

who shall hold their offices for such terms and shall exercise such powers and perform such 

duties as shall be determined from time to time by the Board. 

 

4.  Term of Office and Removal 
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Each officer shall hold office for the term for which he or she is elected or appointed, and until a 

successor has been elected or appointed and qualified. Unless otherwise provided in the 

resolution of the Board of Trustees that elected or appointed an officer, the term of office shall 

extend to and expire at the meeting of the Board following the next annual organizational 

meeting. Any officer may be removed by the Board, with or without cause, at any time. Removal 

of an officer without cause shall be without prejudice to contract rights, if any, and the election 

or appointment of an officer shall not of itself create contract rights. 

 

5.  President 
 

The President shall be the chief executive officer of the Corporation, shall have general and 

active management of the business of the Corporation, and shall see that all orders and 

resolutions of the Board of Trustees are carried into effect. The President shall also preside at all 

meetings of the membership and the Board of Trustees. 

 

The President shall execute bonds, mortgages, and other contracts requiring a seal, under the seal 

of the Corporation, except where required or permitted by law to be otherwise signed and 

executed and except where the signing and execution thereof shall be expressly delegated by the 

Board of Trustees to some other officer or agent of the Corporation. 

 

6.  Vice Presidents 
 

The Vice Presidents, in the order designated by the Board of Trustees, or, in the absence of any 

designation, then in the order of their election, during the absence or disability of or refusal to act 

by the President, shall perform the duties and exercise limited powers of the President and shall 

perform such other duties as the Board of Trustees shall prescribe. 

 

7.  Secretary and Assistant Secretaries 
 

The Secretary shall attend all meetings of the Board of Trustees and all meetings of the 

shareholders and record all the proceedings of the meetings of the Corporation and of the Board 

of Trustees in a book to be kept for that purpose, and shall perform like duties for the standing 

committees when required. The Secretary shall give or cause to be given, notice of all meetings 

of the membership and special meetings of the Board of Trustees, and shall perform such other 

duties as may be prescribed by the Board of Trustees or the President, under whose supervision 

the Secretary shall be. The Secretary shall have custody of the corporate seal of the Corporation 

and the Secretary, or an Assistant Secretary, shall have authority to affix the same to any 

instrument requiring it and when so affixed, it may be attested by the Secretary's signature or by 

the signature of an Assistant Secretary. The Board of Trustees may give general authority to any 

other officer to affix the seal of the Corporation and to attest the affixing by his or her signature. 

 

The Assistant Secretary or the Assistant Secretaries in the order designated by the Board of 

Trustees, or, in the absence of such designation, then in the order of their election, in the absence 

of the Secretary or in the event of the Secretary's inability or refusal to act, shall perform the 

duties and exercise the powers of the Secretary and shall perform such other duties and have 

such other powers as the Board of Trustees may from time to time prescribe. 
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8.  Treasurer and Assistant Treasurers 
 

The Treasurer shall have the custody of the corporate funds and securities; shall keep full and 

accurate accounts of receipts and disbursements in books belonging to the Corporation; and shall 

deposit all moneys and other valuable effects in the name of and to the credit of the Corporation 

in such depositories as may be designated by the Board of Trustees. 

 

The Treasurer shall disburse the funds as may be ordered by the Board of Trustees, taking proper 

vouchers for such disbursements, and shall render to the President and the Board of Trustees, at 

its regular meetings, or when the Board of Trustees so requires, an account of all transactions as 

Treasurer and of the financial condition of the Corporation. 

 

If required by the Board of Trustees, the Treasurer shall give the Corporation a bond in such sum 

and with such surety or sureties as shall be satisfactory to the Board of Trustees for the faithful 

performance of the duties of the office of Treasurer, and for the restoration to the Corporation, in 

the case of the Treasurer's death, resignation, retirement, or removal from office, of all books, 

papers, vouchers, money, and other property of whatever kind in the possession or under the 

control of the Treasurer belonging to the Corporation. 

 

The Assistant Treasurer, or if there are more than one, the Assistant Treasurers, in the order 

designated by the Board of Trustees, or in the absence of such designation, then in the order of 

their election, in the absence of the Treasurer or in the event of the Treasurer's inability or refusal 

to act, shall perform the duties and exercise the powers of the Treasurer and shall perform such 

other duties and have such other powers as the Board of Trustees may from time to time 

prescribe. 

 

9.  Books and Records 
 

The Corporation shall keep: (a) correct and complete books and records of account; (b) minutes 

of the proceedings of the membership, Board of Trustees, and any committees of Trustees; and 

(c) a current list of the Trustees and officers and their residence addresses. The Corporation shall 

also keep at its office in the State of New York or at the office of its transfer agent or registrar in 

the State of New York, if any, a record containing the names and addresses of all members. 

 

The Board of Trustees may determine whether and to what extent and at what times and places 

and under what conditions and regulations any accounts, books, records, or other documents of 

the Corporation shall be open to inspection, and no creditor, security holder, or other person shall 

have any right to inspect any accounts, books, records, or other documents of the Corporation 

except as conferred by statute or as so authorized by the Board. 

 

10.  Checks, Notes, etc. 
 

All checks and drafts on, and withdrawals from the Corporation's accounts with banks or other 

financial institutions, and all bills of exchange, notes, and other instruments for the payment of 

money, drawn, made, endorsed, or accepted by the Corporation, shall be signed on its behalf by 
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the person or persons thereunto authorized by, or pursuant to resolution of, the Board of 

Trustees. 

 

 

ARTICLE IV 
 

OTHER MATTERS 
 

1.  Corporate Seal 
 

The Board of Trustees may adopt a corporate seal, alter such seal at pleasure, and authorize it to 

be used by causing it or a facsimile to be affixed or impressed or reproduced in any other 

manner. 

 

2.  Fiscal Year 
 

The fiscal year of the Corporation shall be the twelve months ending December 31st, or such 

other period as may be fixed by the Board of Trustees. 

 

3.  Amendments 
 

Bylaws of the Corporation may be adopted, amended, or repealed by vote of the Trustees. 

Bylaws may also be adopted, amended, or repealed by the Board of Trustees, but any bylaws 

adopted by the Board may be amended or repealed.[please clarify re Trustees and Board of 

Trustees] 

 

If any bylaw regulating an impending election of Trustees is adopted, amended, or repealed by 

the Board of Trustees, there shall be set forth in the notice of the next meeting for the election of 

Trustees the bylaw so adopted, amended, or repealed, together with a concise statement of the 

changes made. 

 

 



 
 

ATTACHMENT 5C 
BOARD OF TRUSTEES 

 
CODE OF ETHICS 

 
GOVERNANCE RESPONSIBILITIES 

 
Public Trust. The Board of Trustees of FRIENDSHIP TECH CHARTER SCHOOL OF 
EXECELLENCE, which is constituted as a corporate entity by the Regents of the University of 
the State of New York, is responsible for the governance of FTCSE. Trustees hold a position of 
public trust and are expected to carry out their governance responsibilities in an honest, ethical, 
and diligent manner.  
 
Welfare of the Entire FTCSE. The Trustees shall bring diverse backgrounds and expertise 
valuable to the governance of the Board. In carrying out their duties, however, Trustees must 
keep the welfare of the entire school paramount over any parochial interest.  
 
Duty of Care. Trustees must discharge their duties, including duties as a member of a committee, 
in good faith, with the care that an ordinarily prudent person in a like position would exercise 
under similar circumstances, and in a manner that the Trustee reasonably believes to be in the 
best interest of the FTCSE.  
 
Time Commitment. In undertaking the duties of the position, a Trustee shall make the 
commitment of time necessary to carry out the Trustee’s governance responsibilities. Failure of a 
Trustee to attend three regular meetings of the Board in succession or of a committee on which 
the Trustee serves shall be cause for the Board to consider the Trustee’s removal.  
 
Due Diligence. Trustees shall undertake with due diligence a critical analysis of the risks and 
benefits of any matter coming before the Board for action. Trustees shall promote a culture of 
constructive debate about major initiatives and transactions and shall require management to 
provide information necessary to carry out the Trustees’ duty of care to act in the best interest of 
FTCSE.  
 
Legal Authority. Except as otherwise provided by law or bylaw, Trustees shall have no legal 
authority to act outside of Board meetings. Trustees shall avoid acting as a spokesperson for the 
entire Board unless specifically authorized to do so.  
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CONFLICT OF INTEREST 

 
Trustees shall abide by the Conflict of Interest Policy for Trustees, as amended from time to time. 
Upon election and annually thereafter, Trustees shall file a financial disclosure form as required 
by the Conflict of Interest Policy for Trustees. The Audit Committee of the Board shall monitor 
compliance with the Conflict of Interest Policy for Trustees.  
 
Personal Benefit or Gain. Trustees shall not use the authority, title, prestige, or other attribute 
of the office for personal benefit or gain for themselves or for any relative.  
 
Favored Treatment. Trustees shall not use the authority, title, prestige, or other attribute of the 
office to obtain consideration, treatment, or favor for any person beyond that which is generally 
available. This does not prohibit routine letters of recommendation or requests for information 
about the status of an individual’s admission, employment, discipline, and similar matters.  
 
Gifts, Favors, and Gratuities.  
(1) Trustees shall not knowingly accept any gift, favor, or gratuity from any person or entity 
under contract with the FTCSE or seeking a contract with the FTCSE.  
(2) Trustees shall not knowingly accept any gift, favor, or gratuity from any person or entity, 
including another Trustee, that might affect or have the appearance of affecting a Trustee’s 
judgment in the impartial performance of the duties of the office.  
 

COMPLIANCE 
 
Reporting of Violations. Anyone who believes that he or she has information indicating that a 
Trustee has violated the Code of Ethics shall make a written disclosure of the facts and 
circumstances to the Chair of the Board Process and Governance Committee. If the alleged 
violation involves the Chair or any member of the Board Process and Governance Committee, 
the disclosure shall be made to the Vice Chair of the Board. The Chair of the Board Process and 
Governance Committee shall refer alleged violations of the Conflict of Interest Policy for 
Trustees to the Audit Committee unless the allegation is against a member of the Audit 
Committee.  
 
Review of Allegations. The chair of the appropriate committee (or the Vice Chair of the Board) 
shall review the alleged violation with the President and Legal Counsel to determine whether 
removal proceedings should be initiated against the Trustee for a material violation of the Code 
of Ethics.  
 
Hearing. An appointed Trustee accused of a material violation of the Code of Ethics shall be 
afforded a due process contested case hearing. 
  
Removal. If a contested case hearing results in a finding that an appointed Trustee materially 
violated the Code of Ethics, the Board may remove the Trustee from the Board by a two-thirds 
vote of the Board. Upon removal, the position shall be considered vacant, and the vacancy shall 
be filled as provided by the FTCSE Constitution and Bylaws.  
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Certification. Upon appointment and annually thereafter, Trustees shall be provided with a copy 
of the Code of Ethics and shall certify in writing that they have read the Code of Ethics and will 
comply with its provisions. 
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ATTACHMENT 8A 

 
HIRING AND PERSONNEL POLICIES AND PROCEDURES 

 
The School 

Friendship Tech Charter School of Excellence is granted a charter by the New York State Board 
of Regents to provide educational services for children in Kindergarten through fourth grade. 
The term of the Regent is 5 years and school capacity is 315 children. The School serves all 
children throughout the lower Hudson valley. 
 
The school is open year-round, Monday through Friday from 7:00 am to 6:30 pm; Summer 
School hours are 9 am to 12 noon; Saturday School and Adult Academy hours are 8:30 am to 
11:30 am. The school shall be closed for the observances of all legal holidays listed below.  
 

FTCSE Holidays 
New Year's Eve CLOSED  
New Year’s Day CLOSED 
Birthday of MLK Jr. CLOSED 
Memorial Day CLOSED 
Independence Day CLOSED 
Labor Day CLOSED 
Columbus Day CLOSED 
Thanksgiving Day CLOSED 
Day After Thanksgiving  CLOSED 
Christmas Day CLOSED 
Christmas Eve  CLOSED 

Mission Statement 
The Friendship Tech Charter School of Excellence (FTCSE) will empower students of the 
Mount Vernon School District and abroad to become aspiring leaders by creating life-long 
learners, critical thinkers, and problem-solvers. Within an active multi-modal science, 
technology, engineering, and mathematics curriculum, FTCSE will utilize best practices and age-
appropriate tools to develop a holistic, comprehensive, and integrated learning environment. 
Creating a strong literacy foundation for successful academic learning will help those students 
who struggle to master the English language. 

Philosophy 
It is the philosophy of Friendship Tech Charter School of Excellence and its staff that children, 
their families, and society benefit from high-quality early-education programs. We believe the 
establishment of Friendship Tech Charter School of Excellence will provide the residents of 
Mount Vernon a choice in the selection of their children’s educational journey.  
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The learning environment at FTCSE is structured in such a way as to give the child an 
opportunity to independently explore, select, create, and solve problems. Classrooms are 
organized around interest Schools and play areas that include STEM labs, interactive tablets and 
pads, art, math, science, language arts, blocks, dramatic play, and cooking and nutrition. The 
FTCSE staff plan and facilitate these experiences for the total development of your child. We 
celebrate cultural diversity and incorporate multicultural perspectives throughout our curriculum.  

Hiring Practice 
Equal Opportunity Employer 

Friendship Tech Charter School of Excellence is an equal opportunity employer and will hire the 
most qualified personnel without regard to sex, race, religion, color, creed, national origin, 
citizenship, sexual orientation, veteran status, age, marital status, or disability. FTCSE will 
ensure equal treatment in all areas of personnel management, including hiring, promotion, 
training, layoff, or termination. We welcome applications from people with disabilities, and will 
fully comply with the Americans with Disability Act (ADA) of 1990. Consistent with this policy, 
FTCSE is committed to:  

• Recruit, hire, and promote on the basis of an individual’s qualifications and competence for 
the job  

• Make the necessary, reasonable accommodations to enable a qualified person with a 
disability to perform the essential functions of their job 

• Protect the disabled individual’s right to privacy and confidentiality to the extent possible  
• Full compliance with all requirements of applicable law, including those relating to employee 

benefits 
General Employment Practices 

FTCSE staff is hired at will, which means that either the employee or FTCSE can terminate the 
employment relationship with or without cause. In some cases, the Board of Trustees may enter 
into a contract with an employee, in which case the contract will prevail. All candidates will be 
required to get fingerprinted and undergo a background check before they are formally employed 
by FTCSE. Classroom teachers, special education teachers, and special teachers will be required 
to provide their teaching certifications and any other information required to prove that they meet 
qualifications for the job. Teachers will be hired in a configuration of one-third new teachers, 
one-third teachers with several years of teaching experience, and one-third with significant 
teaching experience. FTCSE will recruit a diverse staff with a variety of backgrounds, 
experiences, and interests, giving preference to teachers with experience in an urban setting.  

The overarching criteria for all staff hired by FTCSE are that they contribute to the kind of 
culture FTCSE intends to create:  

• Firm belief in FTCSE’s mission  
• Joyful creativity and inquisitiveness  
• Willingness to collaborate and work in teams that conspire for children’s success 
• Deep respect for all 
• Belief without reservation in seeing all students excel to their full potential  
• Understanding the importance of engaging parents as full partners in their children’s 

education 
Hiring Timeline and Process 

Recruitment of staff will begin immediately upon the granting of a charter (2016), after all 
members of the FTCSE Board of Trustees are recruited and seated (except for the Parent and 
Faculty representatives who will be seated later), officers are elected, by-laws ratified, and the 
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first-year budget is approved. The first position the FTCSE Trustees will recruit is the Executive 
Director. Trustees will conduct a national search for a dynamic person with experience in 
managing a school with positive outcomes, who can fuel a creative and innovative environment 
that will resonate throughout the school.  

Search Committee 
The Chair of the Board of Trustees will chair the Search Committee, which will be comprised of 
interested board members and educational experts that it recommends to participate in the 
selection process. The Search Committee will meet to discuss the criteria for selection of the 
successful candidate, the recruitment process they will use, and the timeline for completing the 
process. The process outlined here is a draft that may be refined once the Search Committee is 
actually convened.  

Recruitment 
As the Executive Director is the instructional leader of FTCSE, where the educational model is 
to develop inquiring minds and the school culture is one of collaboration, it is imperative that 
FTCSE Trustees establish a process that yields the right person to fill that position. FTCSE will 
establish a rigorous recruitment, screening, and selection process, ensuring the appointment of a 
highly qualified Executive Director with outstanding professional and management experience. 
We will conduct a national search by posting the job description in Education Week, and on 
nonprofit websites such as Teach for America, the New York Charter Schools Association, 
EdJoin, educationamerica.net, schoolspring.com, and others. The Search Committee will also use 
their personal networks and the networks of Board members and FTCSE founders to identify 
applicants who may be interested in applying for the position.  

Reviewing Resumes 
Once resumes are received by the stated deadline, the Search Committee will review the 
materials from applicants, and select the top candidates based on the established criteria and 
FTCSE’s mission and key design elements, experience, and recommendations.  

Screening/Virtual Interviews  
The Search Committee will develop a set of questions to ask potential candidates, which will 
serve as a guide for the specifics we want to know about the candidate. The Search Committee 
will conduct virtual interviews with the top candidates as a way to narrow the candidate pool. 
Candidates will be questioned regarding their philosophy and experience, in addition to their 
potential areas of strength and development, their reasons for interest in the position, and other 
related questions.  

Interviews 
 Once a small pool of candidates is identified (approximately 2 to 4 candidates), the Search 
Committee will invite them for a second interview, this time in person. Prior to the interview, 
however, candidates will be asked to provide a writing sample, a statement of leadership 
philosophy, and vision about the FTCSE school environment, and student demographic and 
performance data from their current school. As with the virtual interviews, candidates will be 
questioned, but in more detail regarding their philosophy and experience, in addition to their 
potential areas of strength and development in the following areas: fit with FTCSE’s mission, 
experience with an inquiry-based curriculum and STEM, knowledge of early literacy and how 
best to achieve positive outcomes, interdisciplinary curriculum, philosophy of education, data 
analysis and accountability, collaboration, and leadership. Ratings will be assigned to candidates 
in these areas and others that may be determined at the time. In addition to assessing strengths 
and weaknesses in the areas identified above, candidates will be asked to review a videotape of a 
teacher delivering a lesson and then role-play a coaching role. Candidates will also be asked to 
look at and analyze student performance data; they will be asked to discuss the data and present a 
plan for achieving breakthrough student-achievement levels. Finally, the Search Committee may 
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choose to ask finalists to meet with groups of parents, teachers, and other stakeholders whose 
opinions will be sought verbally and in a written survey. These results will be collated into a 
report for the Board to consider when they interview the final candidate(s).  

Recommendation to the Board 
The Search Committee will develop recommendations following the panel interview and present 
the candidate(s) to the full Board. In the event that there is more than one strong candidate, the 
Search Committee will present all candidates to the Board for a final determination. Before a 
final offer is made, a candidate will be asked to undergo fingerprinting and background checks.  
 
Recruiting Effective Teachers  
Studies routinely point out that the single most important factor determining a child’s education 
is the quality of his or her teacher. FTCSE teachers will demonstrate exemplary teaching skills, 
set high expectations, and believe that their students, including students at risk for academic 
failure and students with disabilities, can and will meet their full potential. FTCSE believes that 
recruiting, developing, supporting, and retaining high-quality teachers are essential to the success 
of our school. School leaders will select teachers based on the criteria outlined in the Job 
Description section for Classroom Teachers (below). Teachers will have a Master’s degree (or 
Bachelor’s degree and sufficient proof of excellence), appropriate NYS credentials, and 
demonstrated subject matter competence. FTCSE will establish a Search Committee, including 
the Executive Director and one or two of the current teaching staff, to develop a rubric that 
clearly defines the requirements, qualifications, and personal characteristics desired in its 
teachers. Then FTCSE will advertise widely through postings on the FTCSE website, 
professional networks, and online websites that serve to recruit educational professionals; with 
local universities that have education-credentialing programs; and through the professional 
networks of the FTCSE founders and Trustees. All recruitment materials will ask candidates who 
are interested to submit their resumes, proof of their teacher certification, and school transcripts, 
along with an explanation of why they want to teach at FTCSE. Resumes will be collected and 
vetted against the rubric established for selecting candidates. Candidates who meet the 
requirements for open positions will be contacted and invited to participate in a telephone 
interview. During the phone interview, FTCSE staff members will ask questions such as:  
• What position are you interested in and how do you qualify for the position?  
• How does your own educational philosophy align with the mission and key design elements 

of FTCSE?  
• Why are you interested in teaching at FTCSE?  
• Talk about your previous teaching experience and how it is similar to or different from what 

you expect at FTCSE?  
• What strengths or unique skills do you bring to the school?  

 
Candidates Will Be Scored Using the Rubric Scoring Calculation 
The FTCSE Search Committee will discuss each candidate’s responses and determine who 
qualifies for a personal interview. Successful candidates will be scheduled for a personal 
interview; they will be asked to bring a video of their actual teaching to show how they interact 
with children and how they present lessons, and/or their professional portfolio, and demonstrate 
a mock lesson with students.  

Initial Personal Interviews 
Candidates will be given a tour of the school, an overview of the philosophy and design 
principles of the school, and time to observe in classrooms. They will participate in a session to 
develop curriculum with other grade-level teachers and the literacy and inquiry coaches to 
determine their knowledge of Common Core State Standards, how creative they are at aligning 
curriculum, and how well they collaborate with others. They will also meet with the FTCSE 
interview team for a formal interview. FTCSE’s Search Committee will ask in-depth questions 
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about their philosophy of education, their previous experience, their perspectives on the school, 
and what they think they can contribute to the school. The candidate will be given ample time to 
ask questions. Once the initial formal interview is over, the interview team will view the video of 
the candidate teaching, review the teacher’s past performance data, debrief about the interview, 
review the selection rubric, and make a decision about the suitability of the candidate for further 
consideration. Follow-up interviews will be scheduled for the teachers selected after the first 
interview. This time, they will be asked to prepare a sample lesson on a topic the Search 
Committee will choose and will be offered a chance to teach a demonstration lesson in an 
FTCSE classroom. The Search Committee will meet with each candidate after the demonstration 
lesson to ask additional questions and to field questions from the candidate. There will also be an 
opportunity for the candidate to meet current faculty and staff in a meet-and-greet session.  

Our thorough and rigorous selection process will ensure that the selected candidates are aligned 
with our mission and philosophy and bring a strong repertoire of skills, as well as a willingness 
and capacity for ongoing development. A third interview may be scheduled for the top-tier 
candidates.  

Offer of Employment  
Candidates who complete the process, and are recommended by the Search Committee, will be 
offered a position by telephone and in a formal written letter with the title of the position, salary 
and benefits, a statement about the position being at-will, and instructions for accepting or 
rejecting the offer. The candidate will have one week to sign the offer letter. Teachers who are 
selected to work at FTCSE will be asked to undergo fingerprinting and a background check 
before they begin teaching.  

Retaining Effective Teachers  
FTCSE recognizes that effective teachers are hard to find and harder to replace. Every effort will 
be made to retain teachers by providing the following:  
• Effective and supportive leadership  
• High quality and authentic professional development; teachers will have many opportunities 

to enhance their professional skills through dedicated common planning time, learning new 
skills, and by attending workshops or conferences  

• A collaborative professional learning community, where each person is respected and each 
shares their knowledge and concerns to become the best teachers they can be 

• A small teacher to student ratio with a maximum class size of 25 students, a teaching 
assistant, and the assistance of literacy and inquiry coaches that allows teachers to invest 
fully in each student  

• A professional and collegial work environment, creating and maintaining a culture that is 
inclusive of all individuals. We will create a safe environment that values the input of all 
individuals.  

• Competitive compensation and benefits (including health insurance and contributions to a 
retirement plan) are offered to all employees commensurate with their experience and job 
responsibilities.  

FTCSE’s Executive Director will have an open door policy and will work to resolve any issues 
before escalation. In addition, FTCSE will conduct an annual teacher survey to provide teachers 
with an opportunity to anonymously indicate their satisfaction with the school. FTCSE 
leadership will use the results to make adjustments as necessary.  

Personnel Policies and Procedures 
The Executive Director, whom we expect to hire during the planning period, will draft a set of 
policies and procedures governing the recruitment, hiring, management, and termination of 
school staff during the charter term. The set of policies and procedures drafted by the Head of 
School, with help from the Human Resources Consultant FTCSE will hire, and FTCSE’s legal 
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counsel, will be reviewed by the FTCSE Board of Trustees. Once the Board ratifies the set of 
policies and procedures, they will constitute the FTCSE Employee Handbook, which will be 
distributed to all new employees. These policies will govern, but not be limited to, areas such as:  
• Employment Matters, Working Environment  
• Employment at-Will, Building and Office Access  
• School Hours, Work Schedules, Smoking Policy  
• Attendance and Punctuality, Dress Code, Personal Appearance  
• Paid Time-off Policy, Telephone and Email Usage Policies  
• Severe Weather and Emergency Closings, Computer Use Policy  
• Jobs and Employment Classifications, Use of Office Equipment and Supplies  
• Professional Development and Other Personnel Files  
• Professional Opportunities, Changes in Personal Status  
• Payroll and Payroll Periods, Solicitation and Distribution of Material  
• Performance Evaluations  
• Financial Matters  
• Employee Benefits, Expense Reimbursement  
• Health Insurance, Travel/Mileage Rates, Per Diems  
• Dental Insurance  
• Change in Family Status Employment Practices  
• Life Insurance, Equal Employment Opportunity Policy  
• Short-Term Disability, Non-harassment Policy  
• Long-Term Disability, ADA Policy  
• Workers’ Compensation Secondary Employment  
• Retirement Plan, Employee Protection/Whistle-Blower Policy  
• Jury Duty, Confidentiality  
• Bereavement Leave, Telecommunications Usage Policy  
• Military Leave  

 
Personnel Job Descriptions 

The following is a list of the personnel that FTCSE intends to hire, along with their major job 
responsibilities and expected minimum qualifications:  

Executive Director. The Executive Director is the educational leader of the school and, as such, 
is responsible for aligning all school activities with the school’s mission. The successful 
candidate will create a culture of shared responsibility that ensures that all school stakeholders 
collaborate in the best interests of children, set high expectations for children and staff, establish 
a fiscally viable school with resources directly aligned to support student achievement, and 
include teachers and parents as partners in decision-making and student outcomes.  

Responsibilities  
• Serve as staff to the Board of Trustees and provide leadership and direction to staff 

(including contractors, consultants, faculty, and staff)  
• Recruit, evaluate, and terminate staff with approval of the Board of Trustees  
• Implement and follow policies and procedures as ratified by the Board of Trustees  
• Ensure proper fiscal administration, including budgeting, accounting, auditing, and financial 

planning in compliance with Charter School Law  
• Participate in planning and recommend changes in policies and procedures as required  
• Coordinate the collection of data required for the preparation of reports  
• Make formal reports to the Board of Trustees and the Board of Regents  
• Administer scheduling, enrollment, and curriculum  
• Create a welcoming and collaborative environment for the faculty and staff, parents, 

children, and guests of the school  
• Serve as staff to Parent Association and Faculty Association  
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•  Facilitate parent engagement and participation in the school  
• Serve as liaison between parents and teachers, the staff and the Board  
• Provide a safe environment for learning  
• Develop relationships with community stakeholders and agencies to support the school  
• Coordinate all administrative transactions, including the provisions of personnel services, 

record keeping, reporting, inventory, purchasing, etc.  
 
Minimum Qualifications  
Master’s degree  
NYS certification as a school administrator  
Successful work in a school setting and/or building and ground operator who have experience 
being a Director of Operations. The Operations Director assists the Executive Director with 
administrative, financial, personnel, building and maintenance, record-keeping, student 
registration, purchasing, safety and security, vendor relations, computer/technology and 
associated school operations; works closely with and supervises the Administrative Assistant 

Administrative Assistant.  
Responsibilities  

• Ensure proper fiscal administration, including budgeting, accounting, auditing, and financial 
planning in compliance with Charter School Law  

• Oversee construction projects, including working with contractors, architects, and inspectors  
• Oversee the maintenance and operations of the physical plant  
• Coordinate transportation scheduling and food service operations with BPS and resolve any 

issues that may arise  
• Coordinate and oversee all student data management and reporting, including tracking 

student enrollment and attendance, Title I eligibility and special education and ELL 
enrollment as it relates to state and federal entitlements and other grants  

• Order all computer equipment and software, including servers, laptops, projectors, service 
contracts, maintenance, and upgrades  

• Compile required reports for external agencies and the chartering entity  
• Oversee and coordinate the charter renewal process  
• Ensure that the school is in compliance with state and local regulations on all matters of 

health and safety  
• Work with the Executive Director to develop and revise safety/security plans  
• Provide oversight to ensure compliance of noninstructional programs  
• Work with the Executive Director to coordinate the collection of data required for the 

preparation of reports to the chartering entity and other regulatory bodies  
• Enter and manage student and staff data in the FTCSE computer system  
• Oversee compliance with RttT (Race to the Top) and the School’s approved APPR (Annual 

Professional Performance Review) plan  
• Maintain a record of employee certifications and/or licenses  
• Maintain staff attendance records  
• Maintain a record of staff evaluations  
• Complete and manage grant applications, budgets, and expenditure reports  
• Oversee the procurement of goods and services  
• Ensure that the school is in full legal compliance in all areas, including recruitment and 

retention of students, hiring and termination of staff, background checks and certifications, 
the annual financial audit, and reporting to the chartering entity and other external bodies 

• Ensure that FTCSE is in full compliance with the oversight plan developed by the chartering 
entity 

• Ensure that the FTCSE is operating in compliance with the Charter  
• Report discrepancies to the Executive Director  
• Other related duties as required by the Executive Director  
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Minimum Qualifications  
• MBA degree (preferred) or Bachelor’s Degree  
• Years of experience in operations management  
• Excellent verbal and written communication skills  
• Proficiency with computer applications such as word processing, database management, 

electronic spreadsheets, and Power Point  
 

Director of Operations. The Director of Operations will maintain the day-to-day flow of the 
school and will be directly responsible for Food Service and Custodial Services. 
Responsibilities  
1. Daily morning and evening inspection of entire property. 2. Ensure the proper operation of 
heating, electrical, and air-conditioning systems. 3. Ensure all computers use surge protectors. 4. 
Ensure that electrical wiring for data office is separate. 5. Ensure burglar/fire alarm system is 
working properly and set daily. 6. Monitor daily maintenance of offices and classrooms, and 
parking lot (replacing light bulbs, fixing water leaks, moving equipment, touch-up work as 
required, snow removal, maintaining hedges). 7. Order and purchase supplies for offices, 
bathrooms, kitchen, and lunchroom. 8. Coordinate deliveries for the school, building supplies, 
and food service. 9. Ensure timely responses and completion of tasks for the facility and 
management requests. 10. Meet administration weekly to discuss budgets and needs of the 
facility. 11. Ensure the building is a physically safe environment which meets all compliances set 
forth by the city and state of New York building codes. 12. Monitor and direct the custodians. 
13. Establish and conduct the lottery of students. 14. Be responsible for the marketing and 
recruitment strategies for students. This position requires 24/7 on-call coverage, and in the event 
of an emergency, the director of operations must be available or ensure coverage for the facility. 
Supervise and coordinate food services and transportation and assist in the staffing of breakfast, 
lunchs and snacks in the cafeteria. .  

Director of Pupil Services. The Director of Pupil Services is responsible for the emotional and 
physical health of every student under our care, and will tend to the ongoing needs and concerns 
of students outside of their academic coursework.  
The Director of Pupil Services will be responsible for communicating with parents any concerns 
that arise with their children in a timely manner as well as coordinating services with the School 
Nurse as required. This person will function as the Assistant Principal, who will coordinate all 
students’ activities including lunch period monitoring and staffing, afterschool activities, field 
trips, parent–teachers night, and discipline. These functions include but are not limited to 
assisting the Executive Director.  
This position will be filled at the start the third year of operation. The Executive Director along 
with the Director of Operations will assume these responsibilities in the first two years of 
operation.  
 
Classroom Teachers. Teachers will demonstrate mastery in the areas of children’s development 
of cognitive and social skills. They will know the Common Core Standards and how to align 
curriculum to them. They will be creative and excited about teaching and learning.  

Responsibilities  
• Plan and implement instructional units which adhere to the New York State standards and the 

curriculum of the FTCSE 
• Attend and participate in all professional development for instructional personnel, including 

but not limited to professional development in Responsive Classroom, literacy, and inquiry-
based instruction  

• Assess and evaluate student progress  
• Utilize formal and informal assessments to plan instructional programs  
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• Work with Literacy and Inquiry coaches to review student assessment data and create 
differentiated individual instruction plans for each student  

• Collaborate with other faculty to meet program requirements of the FTCSE  
• Create an inviting, exciting, and innovative learning environment  
• Maintain open communication with parents, including monthly phone calls to each student’s 

parents or guardian  
• Maintain a classroom environment conducive to learning 
• Perform other instructional duties, as deemed appropriate by the Executive Director  
Minimum Qualifications  
• Bachelor’s degree/Master degree from an accredited college or university  
• Valid New York State Teaching Certificate and/or NCLB “highly qualified” status  
• Teachers who are not certified must meet one or more of the criteria listed in section 2854(3) 

(a-1) of Education Law.  
 
Teacher Assistant. The teacher Assistant will provide instructional support to students under the 
direct supervision of a teacher.  
Responsibilities  
• Works with Head teachers to address individual needs of students  
• Works with students individually or in small groups, under supervision  
• Delivers instruction planned by lead classroom teacher  
• Assists in classroom management  
• Keeps students on task  
• Prepares class materials  
• Completes documentation for Response to Intervention  
• Implements Behavior Intervention Plans  
• Leads guided reading groups  
• Provides RTI under direction of lead teacher  
• Other duties may be determined  
Minimum Qualifications  
• Valid NYS Teacher Certification  
• Workshop on identifying and reporting child abuse  
• Workshop on violence prevention in schools  
• Previous experience in an instructional setting with elementary school children  
 

Special Education Teacher The special education teacher identifies students with special 
education needs in relation to grade level objectives, applies a program of instruction consistent 
with student learning needs and curriculum objectives as outlined in the Individual Education 
Plan (IEP), uses appropriate teaching strategies and instructional materials, and assesses student 
progress. Furthermore, the special education teacher creates and manages a classroom 
environment consistent with student learning.  . 

School Nurse This is a part-time position. The School Nurse will work two hours per day, five 
days a week, and will be on-call during the remaining school hours if needed. FTCSE recognizes 
that a student’s health status is directly related to his or her ability to learn, as children with 
unmet health needs have a difficult time engaging in the educational process. FTCSE’s School 
Nurse supports student success by providing health care through assessment, screenings, 
intervention, and follow-up for all children within the school setting. The School Nurse 
addresses the physical, mental, emotional, and social health needs of students and supports their 
achievement in the learning process. The School Nurse not only provides for the safety and care 
of students and staff but also addresses the need for integrating health solutions into the 
education setting.  
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Responsibilities  
• Promote and protect the optimal health status of FTCSE’s children  
• Store and dispense medication with doctor’s prescription and parent’s consent  
• Conduct health assessments on all FTCSE children  
• Obtain a health history, including required immunizations  
• Screen and evaluate children’s vision, hearing, scoliosis, dental, growth, etc.  
• Observe the child for development and health patterns in making nursing assessment  
• Identify abnormal health findings to FTCSE Social Worker  
• Develop and implement a student health plan  
• Interpret the health status to parents and school personnel  
• Initiate referral to parents, school personnel, or community health resources for intervention, 

remediation and follow-through  
• Provide ongoing health counseling with students, parents, school personnel, or health 

agencies  
• Identify existing health resources to recommend to parents for appropriate care of students  
• Maintain, evaluate, and interpret cumulative health data to accommodate individual needs of 

students  
• Develop and implement school health-management protocols  
• Participate in home visits to assess the family needs as related to the child’s health as needed 
• Develop procedures and provide for emergency nursing management for injuries/illnesses  
• Promote and assist in the control of communicable diseases  
• Provide health education and anticipatory guidance  
• Provide direct health education and health counseling to assist students and families in 

making decisions on health and lifestyles that affect health  
• Participate in health education directly and indirectly for the improvement of health by 

teaching children and their families to become more assertive health consumers and to 
assume greater responsibility for their own health  

• Serve as a resource person to the school staff members in health instruction  
• Coordinate school and community health activities and serve as a liaison health professional 

between the home, school, and community  
• Engage in research and evaluation of school health services to act as a change agent for the 

school’s health programs and school nursing practices  
• Provide consultation in the formation of health policies, goals, and objectives for FTCSE  
• Where applicable, participates in the IEP plan development  
 
Minimum Qualifications  
• Bachelor of Science in Nursing or RN with a bachelor’s degree in a related discipline  
• Minimum of one (1) year experience in public health nursing, community health nursing, 

school health nursing or pediatric nursing  
• Qualification to practice as a Registered Nurse in the State of New York  
• Certified in CPR or Basic Life Support (or obtain in the first 6 months)  
 

Administrative Assistant/Receptionist. The Administrative Assistant/Receptionist will be 
FTCSE’s first point of contact for callers and visitors, assist the Director of Operations with 
her/his duties, and support faculty and staff with general office work, record keeping, data 
management, personnel time sheets, invoices, accounts payable/receivable, and completing and 
filing personnel paperwork and reports.  

Responsibilities  
• “First Impressions Manager,” greet parents and visitors, answer phones  
• Manage communication with parents, in particular helping to resolve issues or concerns 

raised, and ensuring that parents know about school events, parent conference days, etc.  
• Coordinate parent volunteer activities with faculty and staff  

10 
 



• Work with the Executive Director and the Director of Operations to ensure smooth and 
efficient operations  

• Assist in developing operational policies and procedures  
• Create an organized filing system and maintain office files  
• Liaison with FTCSE’s contracted accounting service to manage accounts payable/receivables  
• Develop and maintain vendor relationships and contracts  
• Inventory office and instructional supplies and keep in stock items necessary for daily use  
• Manage and distribute mail  
• Receive checks and cash for recording to daily cash receipts journal  
• Maintain student attendance records  
• Assist with maintenance of individual classroom budgets and records  
• Work with the Executive Director to coordinate the collection of data required for the 

preparation of reports to the chartering entity and other appropriate bodies  
• Enroll students in school database  
• Maintain student folders  
• Other related duties as required  
Minimum Qualifications  
• Associate’s or Bachelor’s Degree  
• Three to five years of successful experience in an administrative position  
• Computer literacy, particularly with word processing, database management, electronic 

spreadsheets, and accounting software  
• Excellent writing and verbal skills  
• Demonstrated organizational skills  
• Demonstrated effective people skills; maintaining open communication and relating 

sensitively to others, especially parents and students  
 

Hiring Practices  
 
FRIENDSHIP TECH CHARTER SCHOOL OF EXCELLENCE promotes the hiring of qualified 
individuals without regard to race, religion, color, national origin, gender, age, sexual 
orientation, marital status, status as a Vietnam Era Veteran, or disability, provided they meet the 
position requirements established by the School.  

Prospective employees will be required to submit a letter of interest, a current resume, proof of 
appropriate degree and credentials, and the names, phone numbers, and address of three 
references to the School, followed by an interview. The prospective employee (for teachers only) 
may be required to demonstrate a mock lesson in the classroom.  

All staff are hired for a six (6) month probationary period. During this time, ongoing evaluations 
of job performance will occur, ending in an evaluation, which will be discussed with the 
employee. Friendship Tech Charter School of Excellence may choose to terminate the 
employment of a probationary employee for any reason during this period. All employees must 
be screened by a background check and fingerprinted before they are approved to work in 
childcare. This policy of equal opportunity of employment for all covers recruitment, 
promotions, rate of pay, termination, and such other supplemental or additional compensation 
that the school may elect to adopt in the future. 
 

Termination of Employment 
A. Resignation of an employee  

An employee planning to resign should give at least two weeks written notice of such 
intention. 
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B. Termination of an employee  
If the services of an employee are terminated by Friendship Tech Charter School of 
Excellence, the employee will receive two weeks written notice of termination of services. 
However, if an employee is dismissed for a just cause they may be terminated without benefit 
of a two-week written notice. 
By accepting employment with FRIENDSHIP TECH CHARTER SCHOOL OF 
EXCELLENCE, you affirm that all representations you have made to FRIENDSHIP TECH 
CHARTER SCHOOL OF EXCELLENCE regarding your education and credentials and 
certification status are true and accurate. You further agree to take the necessary steps to 
maintain or secure, in a mutually agreed upon timeframe, the credential(s) or certification(s) 
required for your position. 

C. Reasons for employee termination  
I. The need to reduce or revise staffing requirements, reduction in workforce, elimination of 

positions, reorganization of office and work load, tardiness and absences, misconduct and 
negligence of children. An employee may be terminated at any time for causing a risk to 
the welfare of the children enrolled in the daycare facility. 

II. Termination for just cause: The Provider, Director, and supervisor of the employees are 
responsible for the supervision of the employees’ work. Except where immediate 
dismissal occurs, the following process will be followed: 
1. The immediate supervisor will inform the employee in writing of unsatisfactory 

performance. 
2. The employee will be given an opportunity to improve his or her overall 

unsatisfactory performance within a specified period of time. 
3. If a second notice of unsatisfactory performance is given, a specified time period to 

correct performance is given and a one-to-five day suspension may also be involved. 
4. If unsatisfactory performance continues, the employee is given written notice of 

termination. 
 

Standards of Ethical Conduct 

1. Serious behavior problems such as theft; acts in the community that would reflect poorly 
upon the School, such as drunkenness; or a criminal offense or assault on any person, 
whether in the community or at the School  

2. Misappropriation of funds or willful damage to School property  
3. Incompetence, lack of skill, or inadequacy of the employee’s personality to develop sound 

relationships with the children, parents, or staff members  
4. Lack of growth and/or progress on the job  
5. Failure to understand or accept the philosophy and purpose of the School  
6. Poor professional relationships in the community  
7. Falsification of records, including application and logged hours worked  
8. Use of drugs or alcohol  
9. Taking home equipment without the permission of the Director  
10. Making purchases in the name of the School without the authority of the Director  
11. Any sexual harassment by a staff member on duty or on the grounds of the School, or in any 

job-related way toward another person  
12. Failure to follow proper prescribed fire regulations in the School  
13. Possession of firearms, explosives, fireworks, chemical weapons, or other similar devices 

anywhere on the grounds of the School  
15. Speaking to the news media or to the public in the name of the School without expressed 

written or verbal permission of the Director  
16. Serious violation of confidentiality of children, families, or employees of the School  
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Staff Qualifications 
a. Staff members must be qualified by training and experience to carry out their respective 

functions in the administration, operation, and maintenance of our School. These employees 
must be mature, of good character, and possess suitable personal qualifications. Staff must be 
in good physical and mental health and have the energy and emotional stability necessary to 
fulfill the responsibilities of their positions. 

b. Schools must review and evaluate the backgrounds of all applicants for employee and 
volunteer positions with the potential for regular and substantial contact with children, except 
for a parent of a child enrolled in the School who is applying to be a volunteer if such parent 
will not be counted in determining staff/child ratios and such parent will not be left 
unsupervised with children on a regular basis. All applicants whose backgrounds must be 
checked must be required to provide the following: 
1. a statement or summary of each applicant's employment history including, but not limited 

to, any relevant child-caring experience; 
2. the names, addresses and daytime telephone numbers of at least three references, other 

than relatives, at least one of whom can verify employment history, work record, and 
qualifications, and at least one of whom can attest to the applicant's character, habits, and 
personal qualifications to be a School staff member; 

3. a sworn statement by the applicant indicating whether, to the best of the applicant's 
knowledge, such applicant has ever been convicted of a misdemeanor or felony in New 
York State or any other jurisdiction; 

4. the information necessary to determine whether the applicant is the subject of an 
indicated report of child abuse and maltreatment as required by section 418-1.10(b) of 
this Subpart. 

c.  If an applicant discloses in the sworn statement furnished in accordance with paragraph (3) of 
subdivision (b) of this section that he or she has been convicted of a misdemeanor or felony, 
the School must inform the Office and provide a copy of the statement to the Office so the 
Office may take appropriate action in conformance with the provisions of section 413.4 of 
this Article. 

d.  Each child day-care School must be staffed to perform administrative/fiscal management 
functions and, during all hours of operation, program supervision functions, including 
developing, directing, and supervising daily activity programs for children. These functions 
may be performed by one individual or may be shared in any combination between two or 
more individuals. 

e. When an agency operates multiple licensed Schools, the person performing the 
administrative/fiscal management functions may be shared across such Schools. Each 
licensed School must have a staff person who meets the qualifications set forth in subdivision 
(g) of this section to perform program supervision functions for that School. 

 
Employee Regulations 

To be eligible for employment at Friendship Tech Charter School of Excellence  
• Teachers must have a minimum of a BA in Education or child-related field plus  
• One year experience in teaching.  
• Assistant Teachers must have a minimum of an Associate Degree as a Child Care Specialist  
• plus one year in a classroom setting. 

 
All staff must, as minimum requirements: 
• Be at least 18 years of age. 
• Possess, or be enrolled in a program that will lead to, a minimum of an Associate Degree as a 

Child Care Specialist within a one-year period and must have at least one year of experience 
working with children. 

• Be able to read and write. 
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• Be able to provide evidence that he or she meets health requirements as evidenced by a 
completed wellness/medical form (provided by Friendship Tech Charter School of 
Excellence), stating that the employee is mentally and physically able to complete the 
prescribed job duties. 

• Be able to work with children without recourse to physical or emotional punishment. 
• Be able to praise and encourage children and provide them with a variety of learning and 

social experiences appropriate to the age level of the children served. 
• Be able to communicate with parents and children in a positive manner and tone. 
• Be able to recognize and take appropriate action against hazards to physical safety and 

mental health. 
• Possess a current certification in First Aid and CPR within 6 months of employment. 
• Be able to demonstrate dependability, patience, maturity of judgment, warmth, 

understanding, and flexibility. 
• Be able and willing to increase skills and competence through experience, training, and 

supervision. 
• Be able to carry out a program emphasizing child development. 
• Be able to maintain a clean environment for children to learn and play. 
• Be able to supervise children’s play as directed. 
• Be able to prepare equipment and supplies for group activities. 
• Be able to interact with children who require special attention. 
• Be able to serve meals and snacks. 
• Be able to speak and act in a way consistent with the desires of parents and management. 
• Be able to refrain from smoking on the property of Friendship Tech Charter School of 

Excellence or at any scheduled activity with children away from the School. 
 

Head Teacher Job Requirements/Duties 
• I must ensure that children of any age are always supervised and cared for by an adult, and 

never left alone or unattended.  
• I understand that using physical punishment or use of verbal threats or harsh, loud, or abusive 

language in the presence of or directed toward a child can lead to immediate termination.  
• I whole-heartedly accept my responsibility to interact actively and in a positive manner with 

the children individually and in groups, and will give them my full attention at all times. I 
will play with the children and guide them in scheduled activities.  

• I understand that feeding time for toddlers, as well as older children, is a time to be nurturing 
and loving. A teacher must always be sitting down with children while they are eating.  

• I understand that I must follow the instructions of the Executive Director, will treat them in a 
respectful manner.  

• I understand that I must be polite and responsive to parents.  
• I must see that children are kept clean during the day (hands, faces, noses, diapers) and that I 

must return a clean and tidy child with all of his/her belongings to the parent at the end of the 
day. Soiled diapers must always be changed before a parent leaves with their child.  

• I understand that other assignments will be made in accordance with my job description 
including, but not limited to, cleaning the room furniture, equipment, and toilets and assisting 
in serving/preparing meals.  

• I understand that Assistant Teachers in my classroom may be moved from one classroom to 
another, as staffing needs require, or even sent home, when the adult-to-child ratio has been 
met for the classroom.  

• I understand that I must not attend to personal business during scheduled work time.  
• I understand that sleeping during naptime is unacceptable and may result in a written 

reprimand.  
• I understand that information about parents, children, or fellow employees is confidential and 

should never be shared with anyone else.  
• I will complete other duties as requested. 

14 
 



Lead Teachers are also responsible for creating and implementing weekly lesson plans (including 
a parent letter and extended lesson plans), a monthly newsletter, observations, and keeping each 
child’s individual portfolios current.  

Lead Staff members will attend Lead Staff meetings (as scheduled by the Director) and monthly 
One-on-One meetings with the Executive Director. Coverage is provided for these meetings.  

Assistant Teacher Job Requirements/Duties 
Teachers are also responsible for reporting any comments or concerns regarding Teacher 
Assistants in writing to the Executive Director. Each semester the Executive Director will 
provide evaluation forms for Teachers to evaluate the Student Assistant assigned to their 
classrooms. If a concern arises with a Teacher Assistant, it is the Lead Teacher’s responsibility to 
first discuss this with the Assistant. Then if the concern/problem is not resolved, the Executive 
Director will intervene. The Teacher is responsible for continuous training of the Teacher 
Assistants assigned to his/her classroom and providing the following classroom orientation:  
• Tour of classroom  
• Classroom policies  
• Teacher expectations of the Teacher Assistant  
• Children’s files—location and confidentiality  
• Releasing children—sign in/out sheets, location of authorized release forms  
• Daily schedule  
• Classroom safety  
• Location of first aid kit  
• Diaper changing procedure—emphasize wearing gloves and hand washing  
• Emergency procedures  
• Discipline policy  
• Playground rules  
• Complete other duties as requested 

Staff Hours 
 
The Head Teacher's hours are Monday–Friday 8:00–4:00. All Staff members are expected to 
arrive on time. Children arrive at the School as soon as the doors open at 7:00. It is the 
responsibility of the Lead Teacher to be there at least 15 minutes in advance (Monday–Friday) to 
prepare for the day’s lessons and greet their children as they arrive.  
 
Assistant Teacher's hours vary. 
 
The Executive Director must approve any additional hours/overtime and hours are subject to 
change.  

Break Time 
Hourly employees working over 6 hours per day will be scheduled a break, providing the break 
does not conflict with maintaining the correct teacher/student ratio. A break consists of being 
relieved from all duties, and may be taken away from the School or at the School in the staff 
lounge away from all children and other staff that are still working. Breaks are not guaranteed 
and may change daily as determined by the staffing of the school. 
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Volunteering  
All FRIENDSHIP TECH CHARTER SCHOOL OF EXCELLENCE staff members are to 
schedule to volunteer their time at the Annual Spring Carnival and/or any FRIENDSHIP TECH 
CHARTER SCHOOL OF EXCELLENCE fundraising or charity events. 

Communication with Parents 
Administrative Assistant/Receptionist/Lead Teachers will email parents on an as-needed basis 
about what the children have done that day, any concerns, or other important information or 
reminders.  

Conferences  
Parent conferences can and should be rewarding experiences. A parent conference is a meeting 
between a child’s parent(s) and Teacher. The meeting will produce a good understanding of the 
child and his or her development. Parent conferences are to be scheduled by the Teacher and will 
be held twice a year.  

There are several reasons for parent conferences. The first is progress. This means the rate at 
which each child is developing and meeting developmental milestones. Each child’s 
developmental portfolio demonstrates this clearly and should be shared with families at that time. 
Conferences can also be arranged to discuss behavior: these are general conferences just to touch 
base with the parent. The parent can report on such things as the child’s attitudes, health, family 
relationships, interests, and any social factors that may come into play with the child’s 
development. The Teacher should report on such things as the child’s attitude toward school and 
other children and progress in his/her development. In a parent–teacher conference you are 
expected to talk to the parent about any concerns/questions you or they have about what the child 
has learned, what they are learning, and what they will be learning.  

Posted Information 
Each classroom Teacher is responsible to assure that the following are posted in the room:  
• Emergency policies  
• Allergies  
• Diapering policy (for infant and toddler classrooms)  
• Cot assignments 
• Pet care (by pet container)  
• Class list, including parent names  
On the Parent Board: Each classroom Teacher is responsible to post the following on his/her 
classroom “Parent Information Board”:  
• Current Weekly Lesson Plan  
• Current Monthly Classroom Newsletter  
• Daily Classroom Schedule  
• Current School-wide Newsletter (optional)  
• Field Trip Information and/or Upcoming Events  
• Current Information on Early Childhood Education (optional)  
• Other…coupons, pictures of children participating in activities for that week (optional)  

Parent Communication 
Parent Communication is very important. Make an effort to let each parent know something 
about what his or her child did during the day. Be open to reasonable parent requests and 
questions. If you are in doubt, please ask the Executive Director. Follow specific parent 
instructions or requests that are determined to be within the scope of our program. Pay special 
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attention to getting parent requests communicated to all staff members working with the child!! 
For staff working in toddler classrooms, you will be required to complete a daily report sheet for 
parents. Staff working in preschool classrooms must complete daily report sheets for parents 
requesting this form. Communication Logs are also critical in communicating with both your 
Teacher Assistants and families.  

Staff Illness 
It is extremely important that you keep yourself in good physical and mental health. The care and 
education of young children, while very rewarding, can also be very draining. In order to provide 
quality care and education for our children, you will need to have a lot of energy and an alert 
mind. Employees who become ill at the School must make sure that their shift is covered prior to 
leaving and notify their supervisor(s). 

Absentee Policy 
Staff members are responsible for maintaining regular attendance according to their schedule. 
Whenever a staff member must be absent for illness, family illness, appointments, etc., the 
following must be observed. Contact the Office staff immediately. Submit documents upon 
return to work.  
 

Salaries 
• The Federal minimum wage is observed for all employees. 
• All part-time and full-time employees are paid for hours worked in a work pay period. 
• Pay days are on the 15th and 30th of each month. The pay period ends on the Friday before 

the scheduled pay date. 
• Increases in salary will be directly tied to years of experience and employee yearly review. 

All pay increases will be dependent upon the financial position of the School. 
• Employees will not be paid for days absent from work. 
• Employees will not be paid holiday pay if call-in is made the day before and\or after a paid 

holiday. 
• All employees will be notified of holidays that the school will be closed. 
 
The School employee normally works a regular work week of not more than 40 hours. Work 
weeks for any hourly employee exceeding forty hours must be authorized by the School 
Executive Director. Personnel needs would differ according to the School schedule to meet the 
service needs of the children. It is the responsibility of the School’s Executive Director to 
schedule each part-time employee’s work week according to the School’s needs. Part-time 
employees’ hours may vary according to School needs and size. 
 
Time above the regularly scheduled work week must be authorized in advance by theDirector. 
Authorized overtime is paid at time and one-half for time over forty hours worked during the 
week, except for those employees in executive, professional, administrative, or technical 
positions who are exempt from overtime provisions of the Fair Labor Standards Act. 
 

Dress Code 
The FRIENDSHIP TECH CHARTER SCHOOL OF EXCELLENCE requires all staff to wear a 
FRIENDSHIP TECH CHARTER SCHOOL OF EXCELLENCE shirt. The following describes 
dress that is appropriate for staff while working at the FRIENDSHIP TECH CHARTER 
SCHOOL OF EXCELLENCE.  
• Clothing that is modest and provides appropriate coverage  
• Shorts, skirts, and dresses must be no shorter than where your fingertips meet your thigh 

when your arms are hanging at your side 
• Clothing that allows staff members to move freely, sit on the floor, and be with the children 
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• Shoes that allow that staff members to comfortably play outside with the children and play 
games with them 

• All sandals must have a strap  
• Clothing that allows staff members to be comfortable with the messy activities of the 

program  
• Staff should be dressed neatly, cleanly, comfortably, approachably, and properly covered  
The following are prohibited:  
• Revealing clothing 
• Hats 
• Clothing with offensive or suggestive content 
• T-shirts w/o the FRIENDSHIP TECH CHARTER SCHOOL OF EXCELLENCE logo 
• Tank-tops with straps thinner 3 finger widths 
• Tube tops 
• Midriff tops 
• Sweat pants 
• Stilettos or thin-heeled shoes 
• Spandex 
• Ripped jeans 
• Long dangling jewelry 
 
All facial piercings must be removed and tattoos should be covered.  
Any one who is not in compliance with the dress code guidelines listed above will be sent home 
and asked to change before returning to work. 

Confidentiality 
It is contrary to the interests of the School and those we serve to give out information regarding 
children and their parents. Such information should be held in strict confidence and should not be 
discussed with anyone outside of the School. We trust all staff members will appreciate the value 
of respect for one’s privacy. Inside the School such information shall be discussed only when it 
will benefit the care we offer the children and their parents. Personal pictures of the children are 
not to be taken. Information, pictures, and talking about the children will not be allowed on 
blogs, personal webpages, Facebook, or MySpace.  
 
Any staff member who violates this agreement is subject to immediate termination. 

Staff Meetings 
Staff meetings are scheduled on the last Wednesday of each month or as scheduled by the 
Executive Director. The Director of Operations and Teachers are expected to attend all staff 
meetings. An absence from a required meeting should have approval by the Executive Director 
prior to the meeting. It is the responsibility of the staff member missing the meeting to obtain 
information missed from the meeting.  

Staff Evaluations 
Teachers are observed and informally evaluated on an on-going basis. Informal evaluations may 
occur with or without prior notification. Teachers will receive a formal evaluation yearly in June 
prior to reappointment. This evaluation will be discussed with the teachers, individually, and 
they will have the opportunity to sign the evaluation signifying that they have read it. Teachers 
may accept the evaluation and/or write a statement concerning any points on which they 
disagree. The evaluations and any statements will become part of the teacher’s working file.  
 
In order for our School to run smoothly, staff members must be willing to work together. When a 
concern arises with another staff member, the Executive Director and other parties involved will 
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discuss the concern and improvement goals will be determined along with an appropriate time-
line. The conference will be documented in writing, signed by the individuals present during the 
conference, and placed in the individual’s personnel file.  
 
If the individual is showing an effort at meeting the goals but has not yet met all designated goals 
within the stated time period, the Executive Director reserves the right to determine if a second 
conference is necessary to continue working toward improvement or if the individual’s 
employment should be terminated. If the individual has not made an effort toward improvement 
during the stated time period, the individual’s employment will be terminated.  

Resignations, Dismissals, Grievances  
A teacher may be terminated by the Executive Director/Board of Trustees for gross negligence in 
performing required duties, failure to provide quality performance, refusing to work when 
needed and available, continuous personal conflicts with other visitors, staff members, parents, 
or children, and gossiping with other staff members, students, parents, or visitors. Teachers will 
be counseled where there is a deficiency in performance and every effort will be made to help 
the teacher solve a problem.  
 
There are, however, exceptions to this rule. The following are grounds for immediate dismissal:  
1. Striking or abusing a child, humiliating a child, withholding food from a child as punishment 

(Removing food that is being played with or sending a child from the table when he/she is 
playing with food consistently instead of eating is NOT considered withholding food. Food 
has been offered, the child has not eaten it. However, this should be done only as a last resort 
and only in extreme cases.) 

2. Abuse or inconsiderate treatment of parents, staff, or visitors 
3. Unauthorized removal of property 
4. Unauthorized removal of records or unauthorized divulgence of parents’, children’s, or 

School’s confidential information 
5. Leaving children unattended and/or unsupervised 
6. Leaving your work shift without prior authorization  
7. An employee will give 2 weeks notice in writing of intent to resign from his/her job at the 

School. 
Employees shall state their grievances in writing and submit them to the Director.   

General Health and Safety 
Teachers will insure that the children:  
• Wash their hands before and after meals, and after toileting.  
• Wash their faces after meals.  
• Children remaining at the School for more than four hours shall be encouraged to nap 

according to their individual needs. Children who do not sleep shall have a quiet time.  
• Each child shall have a blanket, provided by the parent. Children shall not share bedding.  
• Teachers will monitor the bathroom if more than one child is using it.  
Teachers must report any suspected child abuse immediately to the Executive Director.  

Authorized Adults: Signing In and Out  
The arrival and departure of children are extremely important events. Parents develop opinions 
about the School, Teachers, and the program from these interactions. PLEASE GREET 
VISITORS, PARENTS, AND CHILDREN BY INTRODUCING YOURSELF AS THEY 
ENTER YOUR ASSIGNED ROOM AND ACKNOWLEDGE THEM WHEN THEY LEAVE! 
Parents should sign in the exact time they drop off their child in the room each day on the 
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designated form located at the entrance to each classroom. Parents must also sign out the exact 
time they pick up their child.  

A parent(s) must designate, in writing, all other adults who may pick up their child from the 
School. If an unfamiliar adult comes to pick up a child, check the listing of authorized adults for 
the child and if their name is listed, check their identification. If you recognize the person listed, 
you do not need to check I.D. The authorized adult must sign the child out on the daily 
attendance record with their signature. IMPORTANT: No matter how insistent a person may be, 
if he/she is not on the list, you CANNOT let the child leave. If you need assistance please call 
the front desk immediately.  

Classroom Safety 
The staff is responsible for the safety and well-being of each child. To do this, the staff shall be 
responsible for the following safety precautions:  
• The classroom shall be arranged to allow for freedom of movement with no sharp corners, 

unanchored bookshelves, or other safety hazards.  
• All furniture and equipment shall be in good repair.  
• Carpeting shall be kept clean.  
• Walls shall be kept clean and free of dirt, paint, or cracks.  
• Classrooms shall be kept clean and free from accumulated trash and dirt.  
• All medications and cleaning substances or any toxic substances shall be kept under lock and 

key with the key out of children’s reach.  
• Any items in need of repair or cleaning shall be reported to the administration.  

Medical Emergency Policy; Accident Reports  
DO NOT leave an injured child unattended or leave the other children. Have another Teacher 
assume responsibility for the other children if you have to leave the area to care for an injured 
child. Provide basic first aid. A first-aid kit is located in each room.  

If an injury is serious enough to be considered an emergency, the Teacher or Director should call 
911 for ambulance assistance. One staff member will accompany the child to the hospital. Staff 
members are not allowed to transport children in their cars! The Teacher or Director will contact 
the parent(s), who should meet their child at the designated hospital Emergency Room (the child 
must be taken to the hospital stated as the preference on the Emergency Medical Form) or to the 
nearest hospital. The emergency release form and current physical for the child must be sent with 
the child and staff member to the emergency room.  

After the child has received emergency medical care, FRIENDSHIP TECH CHARTER 
SCHOOL OF EXCELLENCE personnel must complete an Accident Report Form. A copy of the 
Accident Report Form shall be given to the Director and a copy shall be placed in the child’s file. 
The original will go to the parent(s).  

If a child is injured at the School, the Teacher in charge shall administer first aid and then 
complete an Accident Report Form describing the injury. An Accident Report Form shall be 
filled out if: the injury leaves a mark, bump, or cut on the skin; if it involves a burn; if the injury 
involves the head, even if there are no visible signs of the injury; if a child bites/is bitten. The 
purpose of the form is to notify parents of the injury, how it happened, and what steps we took to 
administer first aid and to correct (if possible) the circumstances that caused the injury. A parent 
must sign the form to acknowledge that he/she is aware of the child’s injury. The parent gets the 
original of the form on the day of the injury; one copy shall be kept in the office. The parent shall 
be notified by phone of the injury if it is a head injury, a bite that breaks the skin, an allergic 
reaction, and any injury that might need medical attention. If a student assistant is required to 
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complete an Accident Report Form, a Lead Teacher or administrative staff member must provide 
an authorizing signature. A parent signature is also required.  

Emergency Procedures 
Fire drills will be conducted monthly. Teachers must shut windows and close doors behind them. 
One Teacher will lead children out the nearest, designated exit, and the second Teacher will 
follow the children out. Children and Teachers will stay together in a group in the grassy area to 
the east of the building by Fairmount Towers. Teachers must take the emergency bag, children’s 
files, and sign-in sheets. Teachers are to take roll and a head count when safely outside the 
building. Teachers will lead children inside the building after the designated person in charge has 
given the all-clear.  
 
Tornado drills will be conducted monthly, April through September. The Director will announce 
the drill. Teachers will lead children to the designated tornado drill location, located outside 
Room 8 in the storm shelter. Children will sit on the floor against the wall. Teachers must take 
the emergency bag, children’s files, and sign-in sheets. Teachers are to take roll and a head count 
when safely at the designated location. Teachers will lead children back to the classrooms after 
the designated person in charge has given the all-clear.  

Playground/Outdoor Play  
The Teacher will enforce the following playground rules and inform Teaching Assistants to 
enforce them also:  
1. Children may not throw sand or tire chips.  
2. Children may not climb up the slide.  
3. Children must slide feet first down the slide and must be on their bottoms.  
4. No toys from the classroom or toys from home are allowed outside on the playground. Balls, 

shovels, or other outdoor materials are not allowed on climbing structures.  
5. Tricycles must stay on the sidewalk. Children must be seated to ride tricycles. If a child runs 

into the wall or another child while riding the tricycle, they will lose their turn.  
6. Children must sit down to swing. Only one child will be allowed on the swing at a time. 

Children may not stand on the swing.  
7. Pushing, shoving, and wrestling are not allowed.  
8. Staff are to be actively involved with the children on the playground. Staff must be 

positioned to view all parts of the playground. Staff must be spread out throughout the 
playground so that they are on opposite ends of the playground from each other.  

9. Children may not climb on the fence.  
10. Children may not climb on top of the monkey bars.  

While you are outside with the children, it is your responsibility to be actively engaged with the 
children. Adults should be spread out over the playground, able to see all areas.  

The children are taken outside daily (except in cases of inclement weather) for fresh air and 
when we go out on hot days, Teachers need to be mindful of the effects of heat on the children. 
We will provide opportunities for shade and plenty of water, and limit the amount of time the 
children are outdoors.  

Visitors 
We have an “OPEN DOOR” policy and we welcome parents and others to visit our School. We 
will notify Teachers in advance of scheduled visitors. Besides prospective parents, we also have 
student teachers, teacher observers, administrators and an occasional “drop in” visitor. Staff are 
expected to be courteous at all times to these visitors and welcome them to our School.  
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Community Walks  
Teachers may take children on community walks. When leaving the School’s premises, you must 
note the time you left, where you are going, when you will be back, and the names of the staff 
persons present on the walk. You must also provide the front office with a copy of your 
completed permission form before leaving the School. 

Emergency medical forms, first aid kit, and health assessments for each child must be taken on 
the walks.  

Maintenance (room/building organization and cleanliness)  
It is the responsibility of each staff member to keep rooms and the building neat, safe, clean, 
organized, attractive, and appropriate for children. The lead Teacher is required to have the 
classroom ready each day before the children arrive, and is responsible for leaving the room 
clean and orderly at the end of the day. Teachers will encourage children to clean up after 
themselves in the restrooms, making sure that the water is turned off, sinks and counters are 
wiped off, toilets are flushed, and there is no paper on the floor.  

Telephone Policy 
The School telephones are for business purposes. Staff may not receive telephone calls while 
they are in the classroom except in an emergency. Telephone messages will be taken in the front 
office and left in each staff member’s mailbox. Staff members are responsible for checking their 
mailboxes for all messages. Phone calls, text messages, and IMs are to be returned only on your 
break.  

Cell Phones  
Cell phones are prohibited during Teachers’ working hours. Cell phones must be turned off and 
stored in the teacher’s car, purse, locker, or desk. The cell phones are not to be kept on a belt clip 
or in a pocket. Please give the school phone number to family members, day care, etc. for 
emergency purposes. If there is an emergency, the school secretary will contact you with the 
necessary information. The school’s phone number is not to be used for social purposes.  
 
Text messaging is prohibited during working hours. Teachers may use their cell phone only 
during their lunch break or after work hours.  

Personal Belongings  
Personal belongings (including medication) should be stored in a locked cabinet out of sight and 
reach of the children. Friendship Tech Charter School of Excellence recommends that employees 
leave all purses, wallets, or other belongings locked in their car or in the Director's office. 
Friendship Tech Charter School of Excellence is not responsible for any lost or missing items. 

Break Time  
Hourly employees working over 6 hours per day will be scheduled a break, provided the break 
does not conflict with maintaining the correct teacher/student ratio. A break consists of being 
relieved from all duties, and may be taken away from the school or at the school in the staff 
lounge away from all children and other staff who are still working. Breaks are not guaranteed 
and may change daily as determined by the staffing of the school. 

Mailboxes  
Each staff member has a mailbox located in the main office, which should be checked at least 
once every day the staff member is at work. It is also extremely important to check your email 
every day. This is how most correspondence, in-service opportunities, parent questions, etc. may 
be delivered.  
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Photo Copier  
A copy machine is available to all teaching staff and may be used to copy newsletters and 
curriculum materials. Personal use of the copier is not allowed.  

Smoking  
The use of alcohol, drugs, or tobacco products is not permitted in the School, on the playground, 
or on the grounds. Before returning for your shift after smoking, you must wash your hands and 
have a fresh shirt to change into.  

Staff Bulletin Board  
The Bulletin Board is used to inform staff of new policies, workshops, field trip opportunities, 
etc. It is the staff’s responsibility to check the board for current information and announcements.  

Record Keeping  
It is the responsibility of the Lead Teacher to keep accurate and up-to-date copies of accident 
report forms and any other classroom activity warranting permanent or temporary records. 
Communication logs are kept on file for 6 months to a year. Daily sign-in sheets are to be turned 
in at the end of each week to the office.  

Attendance  
When parents notify the office of a child’s absence, we will notify the Teacher. It is the 
Teacher’s responsibility to check their mailbox daily. If a parent informs the Teacher of an 
upcoming absence or extended absence, the Teacher shall notify the office. If a child is absent 
for an entire week without explanation from the parents, the Teacher should make a call to the 
home and then inform the office of the child’s absence and the reason.  

Video Policy  
Children should not bring videos from home. Movies will only be shown to children when they 
are used as a supplement to the theme for the week. The movie must be rated G and must be 
educational in nature. Teachers may show an educational video for 20 minutes per day or an 
approved full-length feature that is no longer than 100 minutes one day per week. You should 
incorporate the video with the week’s lesson plans. A request form must be completed with the 
name of the video and how it relates to the lessons for the week.  

Lesson Plans  
Lead Teachers are responsible for posting lesson plans for the current week on their Parent 
Information Board by Monday morning, before the children arrive. Weekly activities must be 
planned in accordance with the school’s philosophies and curriculum guidelines of 
developmentally appropriate practice and discovery learning. Teachers shall plan activities to 
balance the day/week for the children and to avoid neglect of any one curricular area. A lesson 
plan form will be distributed to all Teachers and will be used to plan weekly curriculum. Lesson 
plans for the following week must be completed and emailed to the Executive Director by 4:00 
pm on Sunday.  

Newsletters  
Newsletters shall be informative, positive, and attractive in appearance; spelling and grammar 
shall be correct. All newsletters shall be typed. A final draft of the newsletter is to be emailed to 
the Director at least 1 week prior to the end of the month. Parents will then be emailed a copy of 
the newsletter by the Lead Teacher. Computers are provided in the resource room as well as 
wireless internet. The front office computer can be used by staff only after clearing it with the 
Administrative Specialist.  
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Holidays  
It is impossible to totally ignore holidays/celebrations, especially the Christmas season, in view 
of the flurry of activities generated by them. We need to be aware of, and sensitive to, the 
diversity of customs and beliefs represented by the children in our School. It goes without saying 
that no child should be embarrassed or made to feel alienated because of his or her parents’ 
specific faith or beliefs. Each holiday season provides an opportunity to emphasize mutual 
understanding, acceptance, and brotherhood among all racial, ethnic, and religious elements of 
the human family. Activities should not involve children in worship activities and should be 
structured to present the culture rather than the religious emphasis of the season/holiday.  
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