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Governing Board Policy Manua/

SouthTech Charter Academy, Inc. and SouthTech Preparatory Academy, Inc hereinafter
“SouthTech” Schools will be governed by the policies contained herein, including the
Appendices, as well the schools’ charters and all applicable Florida Statutes and State Board
Rules. Should any of these policies be in conflict with the SouthTech Schools’ charters,
Florida Statutes or State Board Rules, the charter, statute or rule will prevail.

(1.1) Mission Statement

The mission of SouthTech is to graduate students prepared for work, higher education, and
productive citizenship.

(1.2) Organizational Philosophy

In carrying out its responsibilities, SouthTech Schools are guided by the desire to use the
resources of its community, its staff, and its students to provide the highest quality
education permitted by its financial resources. In reaching decisions the Governing Board
will attempt in every case to act in the best interest of its students.

(1.3) Organizational Structure

SouthTech Schools are not-for-profit corporations incorporated within the state of Florida.
The Organization is directed by the Governing Board who set the policies and guidelines for
the Organization and delegate to staff day-to-day responsibilities for operational matters.
The Executive Director or designee consults with staff members in order to allow for the
greatest possible staff participation in the decision making of the Organization. The Executive
Director shall serve as the liaison between the Governing Board and the staff.

(1.4) Non-Discrimination
No person shall, on the basis of race, color, national or ethnic origin, age, disability, religion,
sex (including pregnancy, gender identity and sexual orientation), marital status, health
status, genetic information, or political or religious beliefs, be excluded from participation in,
be denied the benefits of, or be subjected to discrimination under any education program or
activity, or in any employment conditions or practices conducted by this School, except as
provided by law.

SouthTech Schools shall comply with all state and federal laws, which prohibit
discrimination and are designed to protect the civil rights of applicants, employees, and/or
students, or other persons protected by applicable law.



(2.1)

(2.2)

(2.3)

The Organization shall admit students to programs and classes without regard to race, color,
religion, gender, age, national or ethnic origin, marital status, disability or handicap or sexual
orientation.

Governing Board Foundation

The Governing Board is a legal requirement for a charter school organized as a not-for- profit
organization and ensures its operations continue to focus on service to the public. In
addition to its legal responsibilities, the Governing Board supports the Organization’s
mission and seeks to promote it by advocating for the educational philosophy.

General powers

All affairs of the Organization shall be overseen and authorized or delegated by the
Governing Board. The Governing Board’s primary duties include, but are not limited to, the
hiring and evaluation of the Executive Director, setting of Policies and Procedures, strategic
planning, and assessment of the Organization in accomplishing the missions of SouthTech
Schools.

General Responsibilities

The Governing Board is responsible for setting the budget, establishing organization-wide
policies, and overseeing the general operation of SouthTech Schools. It is the

Executive Director or designee’s responsibility to ensure these policies are carried out, and
to develop a system that ensures the input of staff, students and community.

The Governing Board is in charge of the direct or indirect assistance from state and federal
governments and is put in a position of governance as a result of state charter school
legislation, as well as nonprofit corporate law. This structure makes the Organization’s
management accountable to the Governing Board, who due to their voluntary nature, can
effectively provide financial oversight since no personal gain is involved as every governing
board in Florida for charter public schools must be operated as a not-for-profit.

Election to the Governing Board carries with it a responsibility of stewardship. The directors
are the custodians of the integrity of the Organization; they hold in trust the Organization’s
reputation as created by its founders and as developed by those who have shaped
SouthTech Schools in the past. Current governing board members accept the obligation to
not only preserve, but also add to this Organization. In this way governing board members
help form not only the present, but also the future composition of SouthTech Schools.

The Governing Board shall be responsible for ensuring the corporate documents have been
adopted and are updated as necessary to define the proper operation and management of
the Organization. The following corporate documents are the responsibility of the Governing
Board, and listed in order of priority/authority:



(2.3.1)

(2.3.2)

(2.3.3)

(2.3.4)

(2.3.5)

(2.4)

(2.4.1)

Articles of Incorporation

The Articles of Incorporation incorporate the official and primary rules governing the
management of the Organization in accordance with the laws of the State of Florida and the
United States of America. The Articles of Incorporation, and any amendments thereto, must
be duly approved by the Governing Board and submitted to the State of Florida through the
Florida Division of Corporations.

Bylaws

The corporate Bylaws are the legally binding set of rules made by the Organization to control
the operation of the Governing Board and the Organization itself. The Bylaws set forth the
structure of the Organization in voting, operations, and guiding the Governing Board in the
conduct of its business.

Policy Manual

This Policy Manual, as adopted and amended from time to time by the Governing Board, is
to provide direction over the general day-to-day operation of the Organization. The policies
shall be adopted or amended by the Governing Board in accordance with the requirements
set forth in the Bylaws and shall represent the official strategy and direction given by the
Governing Board to manage the daily affairs of the Organization. All staff members of
SouthTech Schools should become familiar with and carry out the directives of the Policy
Manual and any supplemental employee manual.

Board Resolutions

A Board Resolution is a written statement made and approved by the Governing Board detailing
decisions and directives of the Governing Board which may or may not be permanent directives
to be included within the Policy Manual.

Corporate Budget

The Corporate Budget shall be the plan by which the expenditures of the Organization’s
resources shall be approved. See section ten (10) of this Policy Manual for additional
information regarding the Budget process. All expenditures of the Organization’s funds must
align with the approved Corporate Budget. Corporate and School specific budgets have
different reporting requirements with the individual School sponsor’s and the School shall
abide by the reporting requirements set forth in the charter agreement.

Board Membership

Board Powers

The Governing Board affirms that the directors, officers, administrators, faculty, and other
employees of SouthTech Schools have an obligation to exercise their authority and to carry
out the duties of their respective positions for the sole benefit of the Organization as
delegated by the Governing Board. Other than described within these policies, individual
members of the Governing Board hold no authority or decision-making ability outside of
official meetings of the Governing Board unless an individual Governing Board member is
delegated specific authority by the full Governing Board.



(2.4.2)

(2.4.3)

(2.4.4)

(2.4.5)

(2.4.6)

Application Process

Any person wanting to apply to serve as a member of the Governing Board shall submit an
application and resume, which shall be submitted to the Governing Board for review and
consideration. The applicant will agree to follow all Board policies and to submit to
fingerprinting and a background check as required by Section 1002.33(12)(g), Florida
Statutes.

The Governing Board may recruit members based on the identification of strategic needs of
the Board and Organization and solicit nominees who are natural matches and meet the
criteria specified in the application.

Election Process

The Directors of the organization shall be elected annually by the Governing Board at the
annual meeting of the Board. If the election of officers shall not be held at such meeting, such
election shall be held as soon thereafter as is convenient. Vacancies may be filled or new
offices created and filled at any meeting of the Governing Board where a quorum is present.
Each officer shall hold office until his or her successor has been duly elected, unless the
Officer has voluntarily resigned prior to the end of his or her term or if, by a majority vote of
the other Governing Board members, the Officer has been removed from its position.

The Board will evaluate the needs of the Governing Board at the annual meeting of the Board for
the coming school year. After review of all nominees and applicants the Board shall vote on the
acceptance or denial of present nominees by a majority vote of the Governing Board then
present.

Board Member Resignations

Any Board member who wishes to resign from office shall inform the SouthTech Schools
Board Chairperson in writing. The resignation shall become effective upon receipt of the
letter unless an alternative date is suggested within the resignation letter and also approved
by the Chairperson. The Board Chairperson shall certify to the Board that the office is vacant.
The Board will then appoint a replacement to serve using the process described within these
policies.

Removal Process

Any Director or agent elected or appointed by the Governing Board may be removed by the
Board by majority vote whenever, in its judgment, the best interests of the Organization
would be served.

Operational Procedures

Upon the election or appointment of new board members, the Executive Director or designee
shall provide the new Board member with copies of all relevant and important documents
necessary in the fulfillment of the position as a Board member such as: Florida Laws relating
to charter schools, State Board of Education Rules relating to charter schools, the Articles of
Incorporation, Bylaws, Policies and Procedures of the Organization, the current Charter
contract, current annual budget, and any other documents the Executive Director or
designee deems essential to an understanding of the operation of the Organization.



(2.5)

(2.5.1)

(2.5.2)

(2.5.3)

(2.5.4)

The Executive Director or designee shall set aside such time as is necessary to answer any
questions arising from the study of these documents and shall cooperate fully in assisting the
new member to become an informed and active Board member.

New Board Members shall be required to complete statutorily required governance training
which must include government in the sunshine laws, conflicts of interest, ethics, and
financial responsibility.

Meetings

All meetings of the Governing Board shall be held in accordance with Florida Government in
the Sunshine laws. Except for emergency meetings described below, notice of all meetings
and agendas shall be posted at least three (3) days prior to each meeting. The agenda will be
prepared by the Executive Director or designee with input from the Chairperson. Input into
the agenda should consist only of the placement of items on it and not used as a means to
circumvent the sunshine law. A working agenda will be distributed to Board members within
areasonable time prior to the meeting for input prior to the distribution of the final agenda
except for special meetings as described below. These meetings will be held at such place as
designated in the agenda.

Governance Meetings

Pursuant to Section 1002.33(9)(p)(3), Florida Statutes, each charter school’s governing
board must hold at least two public meetings per school year in the school district where the
charter school is located. The meetings must be noticed, open, and accessible to the public,
and attendees must be provided an opportunity to receive information and provide input
regarding the charter school’s operations. The appointed representative and charter school
principal or director, or his or her designee, must be physically present at each meeting.
Members of the governing board or any member of a committee formed or designated by
the governing board may attend in person or by means of communications media
technology used in accordance with rules adopted by the Administration Commission under
s. 120.54(5).

Annual Meeting.
The annual meeting of the Governing Board shall be held in September of each year. At the
annual meeting, the new Board Members will be elected or reelected.

General Meetings
An annual schedule of General Meetings will be set by the Governing Board and made
available for public review, which shall be subject to amendment upon reasonable notice.

Emergency Meetings

Emergency Meetings of the Board may be called by the Chairman or any two voting members
of the Board. The person(s) calling such a meeting may set the location of the meeting as a
conveniently accessible place for all Board members and the public. Emergency Meetings
must be scheduled with no less than one (1) day prior notice and must be established to



(2.5.5)

(2.5.5.1)

(2.5.5.2)

(2.5.5.3)

(2.5.6)

(2.5.6.1)

discuss only a single issue.

Electronic Meetings

Pursuant to Section 1002.33(9)(p)(3), Florida Statutes and Section 120.54(5), Florida Statutes
the Governing Board may elect to hold meetings through the means of “Communication
Media Technology.” Governing Board members attending a meeting by means of
Communications Media Technology shall be counted towards the quorum and shall be
considered present for quorum and voting purposes. In the event this method is chosen for
use by the Board, the following requirements will be met:

Access

The means by which the meeting will be held will be sufficient to permit all interested
persons to attend the meeting either in person or electronically. In the event that the
meeting experiences technical difficulties during the proceedings, the meeting shall be
postponed until the problems have been corrected.

Access Points

The Organization shall make available a physical location where individuals who do not have
access to the technology required to participate can come to observe the meeting. This access
point will have adequate set up to allow all physical participants to hear and see the meeting in
person.

The Executive Director and the individual who is appointed by the Governing board to
facilitate parental involvement, provide access to information, assist parents and others with
questions and concerns, and resolve disputes shall both be required to attend the meetingin
person at an access point.

Meeting Notice
Meetings which are to be held electronically will require additional information in the
meeting notice. Specifically, the notice must include:

e The physical addresses of all access points open to the public and where the
public should go to participate in the meeting in person.

o Anaddress, e-mail address, and telephone number where an interested person may
write or call for additional information or submit a request for public comment.

e An address, e-mail address, and designated person to whom a person may
submit written or other physical exhibits which he or she intends to offer for
consideration at the public meeting.

Public Comments at Board Meetings

It is the intention of this policy to encourage public comment regarding items to be
addressed by the Board or committees of the Organization. This policy describes the process
to be followed to provide members of the public with a reasonable opportunity to be heard.

Conduct
The opportunity to be heard at a public meeting of the Organization is subject to Board rules,
policies and procedures, including requirements regarding orderly conduct and proper



(2.5.6.2)

(2.5.6.3)

(2.5.6.4)

(2.5.6.5)

(2.5.6.6)

(2.5.7)

(2.5.8)

decorum in a public meeting.

Notification

Any person or group who wants to publicly comment on an Agenda item during a public
meeting is required to submit a request for public comment. Such a request can be made at
the meeting itself after notifying the board clerk upon their arrival at the meeting. The person
who intends to comment must state whether he is commenting on an agenda item or simply
making a general comment unrelated to the agenda. If written materials are to be
distributed, a copy of such must accompany the initial request to comment. When
recognized by the President of the Board, the presenter must state their name for the record.

Timing of Public Comments
Comments for items on the current meeting’s Board Action section of the agenda will be heard
prior to the beginning of Board discussion for the related Agenda item.

Comments for items not on the current meeting’s Board Action section of the agenda will be
held until the end of the meeting, as noted on the agenda.

Time Limits
Comments are limited to three (3) minutes for an individual unless the Chair increases or
decreases time allowed in order to run an effective meeting.

Public Record
All documents submitted to the Board are retained as part of the Public Record of the meeting.

Accommodations

The Board will provide a reasonable accommodation to an individual with a disability who
wishes to make a public comment at a Board meeting. When possible, requests for such
accommodations should be made at least 72 hours prior to the scheduled Board meeting.

Voting by Proxy

In circumstances where attendance at the meeting is impossible, the Board member may
participate electronically even if the meeting has not been designated as an electronic
meeting pursuant to policy 2.5.5 above. In the event an individual board member elects to
participate electronically, it must be ensured that all members and the public are able to
hear all discussion and votes. Members who are participating electronically outside of a
properly posted electronic meeting as defined in section 2.5.5 may not be considered in the
count to determine whether quorum has been met.

Notice of Board Meetings

Notice of meetings of the Governing Board, including Committees of the Board as
described elsewhere within these policies, will be given in a manner to reasonably
inform the public of the matters to be considered by the Board.

Notice of the time, date, and place of the meeting as well as the tentative agenda will be
provided at least three (3) days prior to the regularly scheduled meetings of the Governing
Board. For emergency meetings or committee meetings the notice must be given at least
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(2.5.9)

(2.6)

(2.6.1)

(2.6.2)

(2.6.3)

(2.6.4)

(2.7)

twenty-four (24) hours prior to the meeting.

In order to maximize public participation, notice of Board and Committee meetings will be
posted on the School’s calendar and website.

Records of Proceedings

The minutes of the Governing Board and all committees with board delegated powers shall
contain the names of the persons who were present for discussions and votes relating to the
transaction or arrangement of any agenda or non-agenda item, the content of the
discussion, including any alternatives to the proposed transaction or arrangement, and a
record of any votes taken in connection with the proceedings.

Committees

Development of Committees

The Governing Board, by resolution adopted by a majority of voting members, may
designate one or more committees, each of which shall consist of at least one voting Board
member, plus any non-board members as the Board sees fit to appoint. All decisions made
by any committee shall be subject to final approval or authorization by the Governing Board.

Meetings

Committees that have been designated by the Governing Board must be held in
accordance with Florida’s Government in the Sunshine law. The Executive Director or
designee shall ensure that all meetings are posted in the manner set forth above.

Committee Reports

All Board Committees are subject to the direction and control of the Board and a designated
Board member serving on that committee will serve as chairman or appoint a chairman who
will report directly to the Board in a regular Board meeting unless a Special Meeting is called
and lends itself to the function of the committee.

Authority

The designation of such committees and the delegation of authority shall not operate to
relieve the Governing Board or any individual member thereof of any responsibility imposed
on it, him, or her by law. Committee recommendations are not binding until and unless
adopted by a majority vote of the Governing Board in session, provided a quorum is present
in accordance with the meeting requirements set forth above.

Conflict of Interest Policy

The following Conflict of Interest and Anti-Nepotism Policy is intended to supersede and
replace all prior conflict of interest policies of the Organization. The purpose of this Conflict-
of-Interest Policy is to protect this tax-exempt organization's interest when it is
contemplating entering into a transaction or arrangement that might benefit the private
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(2.7.1)

(2.7.2)

(2.7.2.1)

interest of an officer or Governing Board member of the Organization or might resultin a
possible excess benefit transaction. This Policy is intended to supplement but not replace
any applicable state and federal laws governing conflict of interest applicable to nonprofit
and charitable organizations, including but not limited to Section 1002.33, Florida Statutes
and the laws contained therein. It is also intended to serve as a guide for the Organization's
Governing Board with respect to conflicts of interest and voting pursuant to Florida laws
pertaining to charter school governing boards. This Conflict-of-Interest Policy shall be
effective and binding on the Organization and its Governing Board members as of the
effective date of adoption contained herein. This Conflict-of-Interest Policy may be
amended from time to time as determined by the Governing Board.

Definitions

Interested Person: Any director, principal officer, owner, president, chairperson, Governing
Board member, or member of a committee with Governing Board delegated powers and any
superintendent, principal, other administrator, or any other person employed by SouthTech
Schools who has equivalent decision-making authority who has a direct or indirect financial
interest, as defined below, is an interested person.

Financial Interest: A person has a financial interest if the person has, directly or indirectly,
through business, investment, or family:

e Anownership or investment interest in any entity with which the Organization has a
transaction or arrangement,

e Acompensation arrangement with the Organization or with any entity or individual
with which the Organization has a transaction or arrangement, or

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

Family: A “family” member has the definition contained in Section 1002.33(24)(a)(2), Florida
Statutes and also includes: father, mother, son, daughter, brother, sister, uncle, aunt, first
cousin, nephew, niece, husband, wife, father-in-law, mother-in-law, son-in- law, daughter-in-
law, brother-in-law, sister-in-law, stepfather, stepmother, stepson, stepdaughter,
stepbrother, stepsister, half-brother, or half-sister.

Compensation: Compensation includes direct and indirect remuneration as well as loans,
gifts, in-kind services, favors or anything of value. A financial interest is not necessarily a
conflict of interest. A person who has a financial interest may have a conflict of interest only if
the appropriate Governing Board or committee decides that a conflict of interest exists.

Procedures

Duty to Disclose
In connection with any actual or possible conflict of interest, an interested person must
disclose the existence of the financial interest and be given the opportunity to disclose all
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material facts to the directors and members of committees with Governing Board delegated

powers considering the proposed transaction or arrangement.

(2.7.2.2) Determining Whether a Conflict of Interest Exists
After disclosure of the financial interest and all material facts, and after any discussion with
the interested person, he/she shall leave the Governing Board or committee meeting while
the determination of a conflict of interest is discussed and voted upon. The remaining board

or committee members shall decide if a conflict of interest exists.

(2.7.2.3) Procedures for Addressing the Conflict of Interest

An interested person may make a presentation at the Governing Board or
committee meeting, but after the presentation, he/she shall leave the meeting
during the discussion of, and the vote on, the transaction or arrangement
involving the possible conflict of interest.

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

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

If a more advantageous transaction or arrangement is not reasonably

possible under circumstances not producing a conflict of interest, the

Governing Board or committee shall determine by a majority vote of the
disinterested directors whether the transaction or arrangement is in the
Organization’s best interest, for its own benefit, and whether it is fair and
reasonable.

In conformity with the above determination, the Organization shall make its
decision as to whether to enter into the transaction or arrangement, EXCEPT if
the interested person or his/her spouse or child (i.e., immediate family) has a
direct material interest in a transaction involving the purchase, rent or leasing of
any realty, goods or services. The Organization is prohibited from entering into
such transaction without subjecting the decision to competitive bidding.

(2.7.2.4) Violations of the Conflicts of Interest Policy

If the Governing Board or committee has reasonable cause to believe a member
has failed to disclose actual or possible conflicts of interest, it shall inform the
member of the basis for such belief and afford the member an opportunity to
explain the alleged failure to disclose.

If, after hearing the member’s response and after making further investigation as
warranted by the circumstances, the Governing Board or committee determines
the member has failed to disclose an actual or possible conflict of interest, it shall
take appropriate disciplinary and corrective action.
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(2.7.3)

(2.7.4)

(2.7.5)

(2.7.6)

(2.8)

(2.9)

Compensation

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

e No Governing Board member or his/her spouse or minor child may either solicit
or accept anything of value (including a gift, loan, reward, promise of future
employment, favor, or service) that is based on any understanding that the vote,
official action, or judgment of the Governing Board member would be influenced
by such gift.

e Board members may receive compensation for expenses spent on behalf of the
Organization if such expenditures are approved within the Budget or by

the Governing Board. This includes travel to conferences, meetings, seminars,
and conventions related to charter schools or the Organization. The Director shall
follow the Organization’s reimbursement processes.

Nepotism

The Organization shall abide by Section 1002.33(24), Florida Statutes regarding the restriction on

employment of relatives.

Periodic Reviews

To ensure that SouthTech Schools operates in a manner consistent with charitable purposes
and does not engage in activities that could jeopardize its tax-exempt status, periodic
reviews shall be conducted. The periodic reviews shall, at a minimum, include the following
subjects:

e Whether compensation arrangements and benefits are reasonable, based on
competent survey information and the result of arm’s length bargaining.

e Whether partnerships, joint ventures, and arrangements with management
organizations conform to the Organization’s written policies, are properly
recorded, reflect reasonable investment or payments for goods and services,
further charitable purposes and do not result in inurement, impermissible private
benefit or in an excess benefit transaction.

Use of Outside Experts
When conducting the periodic reviews as provided for in this policy above, the Organization
may, but need not, use outside advisors. If outside experts are used, their use shall not

relieve the Governing Board of its responsibility for ensuring periodic reviews are conducted.

Financial Interest

Members of the Governing Board shall not receive any monetary compensation for their
services, nor shall they have any financial interest in the Organization other than their own
monetary donations to the Organization.

Employer Responsibilities
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(2.9.1)

(2.9.2)

(3.1)

(3.2)

(3.3)

Purview of Employment Matters

Although the Executive Director or designee is responsible for all faculty hiring and
evaluations the Board sets general guidelines for the qualifications of staff, terms of
contracts, performance evaluation expectations, salary guidelines and budgets,
administrative grievance procedures, non-renewal, and termination processes.

Individual Employment Matters
Most individual employment matters will be effectively handled by the Executive Director or
designee of the Organization. On occasion, should the Executive Director or designee need

additional advice or recommendations, the Executive Director or designee may consult with an

appropriate outside agent.

Equal Opportunity Employment

SouthTech Schools is an equal opportunity employer. The Organization is committed to
providing equal opportunity for all individuals in all areas of recruitment, selection,
placement, training, assignment, transfer, compensation, benefits, discipline, retention, and
promotion. The Board commits itself to the policy that there shall be no unlawful
discrimination against any person because of race, color, age, national or ethnic origin,
disability, religion, sex (including pregnancy, gender identity and sexual orientation), marital
status, health status, genetic information, or political or religious beliefs. All decisions
regarding employment shall follow applicable state and federal laws.

The Organization is required by the Immigration Reform and Control Act to employ only
American citizens and aliens who are authorized to work in the United States.

Employment Non-Discrimination and Non-Harassment

SouthTech Schools promotes equal employment opportunities and prohibits discriminatory
practices, including harassment. Therefore, the Organization expects that all relationships
among persons in the workplace will be business-like and free of discrimination, including all
forms of harassment. Thus, the Organization does not, and will not, tolerate discrimination
against or by our employees, students, vendors, or other persons. The term “harassment”
includes, but is not limited to severe or pervasive, slurs, jokes, and other verbal, graphic, or
physical conduct relating to an individual’s race, color, sex, pregnancy, religion, national
origin, ancestry, citizenship, age, disability, marital, veteran or any other protected status.

Conduct prohibited by this policy is unacceptable in the workplace and in any work- related
setting outside the workplace, such as business trips, business meetings and business-
related social events.

Violation of this policy will subject an employee to disciplinary action, up to and including
immediate termination.

SouthTech Schools Employee Handbook
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(4.1)

(4.1.1)

SouthTech Schools follows the board-adopted Employee Handbook which can be found in
Appendix A.

Admission of Students

The school[s] operated by the Organization are public charter schools, and as such, comply with

all applicable requirements of state and Federal law (unless specifically exempt in Section

1002.33(16), Florida Statutes as well as their Charters. Federal Law may also apply if the School is

the recipient of federal grant funds. As such, they must admit all students based on availability
through use of the lottery process described below and as outlined in the Charters.

SouthTech schools will follow the admission criteria and process as outlined in the schools’
charters.

Student Selection Procedures
As per Section 1002.33, Florida Statutes a lottery will be conducted at each grade level to
select students for enrollment when the number of applications exceeds capacity.

(4.1.1.1) Application Deadlines

(4.1.1.2)

(4.1.1.3)

The Executive Director and Principals shall develop an enrollment schedule each year to
establish the application deadlines. The initial student selection lottery will be conducted in
the spring prior to the opening of the school year. The initial application window must be at
least 60 days and be advertised on the School’s website as well as other methods.

Non-Discrimination

Consistent with this Policy, state and federal statutes, the Organization will not discriminate
against any student on the basis of race, color, religion, gender, age, national or ethnic origin,
marital status, disability or handicap, sexual orientation, or any other legally protected class.
All students who are eligible to apply per the schools’ charters shall be included in the
student selection lottery and have an equal chance of being selected.

Publication of the enrollment process will include a non-discrimination statement.

Student Preferences
The following students will be given a priority in the admission process under Section
1002.33(10), Florida Statutes:

e Students who are siblings of a student enrolled in the charter school.

e Students who are the children of a member of the governing board of the
charter school.
Students who are the children of an employee of the charter school.

Students who have successfully completed a voluntary prekindergarten
education program under ss. 1002.51-1002.79 provided by the charter school or
the charter school’s governing board during the previous year.

o Students who are the children of an active-duty member of any
branch of the United States Armed Forces.
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o Students who attended or are assigned to failing schools pursuant to
s.1002.38(2).

(4.2) Academic

(4.2.1) Grading Policy
Refer to the schools’ board-approved Student Handbooks (Appendix B and Appendix C)

(4.2.1.1) Graduation and Promotion Requirements
Refer to the schools’ board-approved Student Handbooks (Appendix B and Appendix C)

(4.2.1.3) Student Progression Plan
SouthTech Preparatory Academy will follow the district’s Student Progression Plan to determine
promotional requirements.

SouthTech Academy’s board-approved Student Progression Plan can be found in Appendix D.

(4.3) Medical Policies

(4.3.1) Inoculations of Students
All students accepted by and attending the School are required to be in compliance with
state programs mandating immunization against specific diseases. Failure to comply with
the state requirements will result in the students being unable to attend classes, resulting in
and receiving unexcused absences, until proof of compliance is provided.

(4.3.2) Medication Administration at School
This policy is designed to ensure safe and accurate administration of routine medications to
students in the School. Every attempt must be made by the student’s parent or legal
guardian and healthcare provider to have medications administered during non-school
hours. However, in the event that it is not possible for medications to be administered at
home this Medication Administration at School Policy shall be followed.

(4.3.2.1) Staffand Training
The Executive Director and Principals shall designate appropriate personnel as being responsible
for medication administration.
e All designated individuals must obtain appropriate medication administration

training prior to dispensing, accepting, or answering any questions regarding
medication administration at the School.

e The designated personnel responsible for the oversight of any medical
administration at the School must complete appropriate training on medication
administration.

(4.3.2.2) Submission and Required Documentation
e All medications must be personally brought into the School by the student’s
parent/guardian accompanied by the appropriate required medical paperwork.
e All prescription medications require written Authorization for Medication
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Administration, with original signature by the parent and health care provider
before the School shall accept the medication.

e Medication may not be disbursed until the written Authorization for Medication
Administration form contains the date of the current prescription, the expiration
date of the prescription and the frequency that the medication is to be
administered.

e Prescription Medication/Treatment must be received in a pharmacy labeled
container with the student’s name, healthcare provider’s name, name of
pharmacy and phone number, name of medication, directions for dosage and
date of prescription.

e School personnel shall not administer medication if there is a change in type,
dosage, or frequency unless a new written Authorization for Medication
Administration with original signature by the parent and health care provider is
presented to the School official.

e When medication is delivered to the School, the designated employees shall
count the exact quantity of the medication being delivered and log the
medication into the Medication Administration Log.

e Students may be given permission to carry the medication with them only if a
completed Authorization to Carry and Self Administer form is submitted to the
School with both the parent/guardian and physician signature.

e All medications kept at the School must be kept in a locked cabinet or refrigerator
stored away from general population areas where students will not independently
have access to the storage.

e Over-the-counter (OTC) medication must be received in the original, unopened
container and labeled with the student’s name and accompanied by an
Authorization for Medication Administration. OTC medications do not require the
signature of a healthcare provider.

(4.3.2.3) Miscellaneous

(4.3.3)

e Narcotic medications are not to be administered by school staff.

e Absolutely no OTC medications will be administered by school staff to students
without appropriate documentation, and unless provided by the parents.

e Inthe event of expired medication or the end of the school year, the School’s
employees will contact parents to ask them to pick up the medication. Medications
may not be given to students for transport home. If medications are not picked up by
parents, they should be properly disposed of according to location requirements.
Medication disposal should be witnessed by a second person and documented by
both people involved.

Student Physical Examination

The organization may require any student to be examined by a physician for the purpose of
determining whether the student is afflicted with a contagious or infectious disease or has
the liability of transmitting the disease.

The organization may also require certification from a physician indicating a student's fitness
to participate in specific educational programs or extra-curricular activities.
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(4.3.4)

(4.3.5)

(4.4)

(4.4.1)

Refusal on the part of parent/guardian to obtain the required examination and to submit the
certification indicating freedom from contagious or infectious disease may result in student’s
exclusion from school.

Students may be excused from engaging in required educational activities upon proper
certification from a physician advising of student disability.

All costs of physical or other examinations shall be at the expense of students and parents or
legal guardians unless state or federal law specifically mandates the examination to be the
responsibility of the School.

Health Screenings and Services

At the beginning of the school year, the Principals or designee shall notify parents of each
health care service offered at the School and the option to withhold consent or decline any
specific service. Parental consent to a health care service does not waive the parent’s right to
access his or her student’s educational or health records or to be notified about a change in
his or her student’s services or monitoring.

Health, Safety, and Emergency Preparedness (K-12)

SouthTech Schools shall maintain comprehensive health, safety, and emergency preparedness
procedures to protect students during school and extracurricular activities. Each school shall
ensure trained personnel are prepared to respond to allergic reactions, cardiac incidents, and
heat-related illnesses. Schools shall maintain at least one operational automated external
defibrillator (AED) on campus, registered with local emergency medical services, and ensure AED
access and trained staff are present during all workouts, practices, contests, and other school-
sponsored physical activities. Students shall receive basic first aid and hands-on CPR instruction,
including AED use, once in middle school and once in high school. All student-athletes must
complete a preparticipation physical evaluation, including cardiovascular screening and an
electrocardiogram (ECG) consistent with Florida Statute, prior to engaging in any workouts,
practices, contests, or school-sponsored physical activities. Religious or medical exceptions to
ECG screening may be granted as allowed by law. Coaches and sponsors of outdoor activities shall
complete annual training in CPR, AED use, and exertional heat illness prevention. Schools shall
implement a life-saving emergency plan (PULSE) aligned with the American Heart Association and
coordinate with local emergency services to ensure timely and effective response. (1002.20,
1003.457, 1006.165, 1006.20)

General

Releasing a Student from School

The organization is concerned about the safety of our students. Students will only be released to
people who are their parents or legal guardians, unless we have received written permission to
release the student to another adult. In the case of divorce or separation of the parents, both
parents shall have full rights until legal notification is provided to the School limiting the rights of
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(4.4.2)

(4.4.2.1)

(4.4.2.2)

either parent. If a parent or legal guardian is not able to receive a student and the person

receiving the student is not an approved person with written permission to receive the student,

the School shall make all efforts to contact the parents/legal guardians, and if not the
parents/legal guardians, then the previously approved persons. If none are able to provide

permission, then the local police or sheriff's office shall be contacted to take custody of the child
or determine whether the person attempting to receive the child without written permission may
do so. The Principal or designee shall also notify the Florida Department of Children and Families

informing them of the matter.

Child Abuse, Molestation, Neglect

The organization considers the welfare of students to be of paramount concern in its
responsibilities. Therefore, all organization employees and volunteers are directed to take
whatever action may be necessary as required by Chapter 39, and 827 Florida Statutes and
all statutes and laws of the State of Florida regarding all instances of suspected child abuse,
molestation, and child neglect.

Any employee of the Organization or volunteer who has reasonable cause to suspect child
abuse shall immediately make a report to the Department of Children and Families Abuse
and Neglect Hotline. A person who is required to report known or suspected child abuse,
abandonment, or neglect and who knowingly and willfully fails to do so, or who knowingly
and willfully prevents another person from doing so, is guilty of a misdemeanor of the first
degree, punishable as provided in s. 775.082 or s. 775.083. Further, a person who does make
a report of suspected abuse in good faith has immunity from civil and criminal liability
pursuant to § 39.203, Florida Statutes. Any person who reports should keep a record of the
date and time they made the report, whom they spoke to and the general information they
provided to the Abuse Hotline.

Interviews, Interrogations and Removal from School by Law Enforcement The
School has legal jurisdiction over students during the School day and hours of approved
extracurricular activities. When law enforcement officials find it necessary to question
students during the School day or periods of extracurricular activities, the Principal or
designee will be present, and the interview will be conducted in private. The Principal will
make reasonable efforts to notify the student's parents/guardians.

Removal of Students from School - Before a student at school is arrested or taken into

custody by law enforcement or other legally authorized person, the Principal will verify the
official's authority to take custody of the student. The School Principal will attempt to notify
the student's parent/guardian that the student is being removed from school.

Reporting Violent Behavior

SouthTech Schools will follow the current Florida Threat Management Manual for reporting
violent behavior. Violent behavior and the phrase “acts of school violence” are defined as the
use of physical force by a student with the intent to do serious physical injury to another
person while on school property, including a school bus, or while involved in school
activities.
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(4.4.3)

(4.4.4)

(4.4.5)

School Uniform Dress Code Policy

School uniform dress code policies are addressed in the board-approved Student Handbooks
(Appendix B and Appendix C)

Searches by School Personnel

In accordance with the state and federal law, should a school staff member have reasonable
suspicion that a crime or violation of school rules and policies has occurred; the School staff
member has the authority to conduct an appropriate search.

Reasonable suspicion is defined to mean that the person initiating the search has a well-

founded suspicion -- based on objective facts that can be articulated -- of either criminal

activity or a violation of school rules. Reasonable suspicion is more than a mere hunch or
supposition.

If reasonable suspicion exists, and if the School staff can justify the search at its inception, a
reasonable search can be conducted to prove or disprove the stated suspicion.

Student lockers and desks may be searched by school administrators or staff who have a
reasonable suspicion that the lockers or desks contain drugs, alcohol, stolen properties,
weapons, items posing a danger to the health or safety of students and school employees, or
evidence of a violation of school policy. In addition, the Board authorizes the use of trained
dogs to sniff lockers or other school property to assist in the detection of the presence of
drugs, explosives, and other contraband. The School does not need reasonable suspicion to
utilize drug sniffing dogs.

Students or student property may be searched based on reasonable suspicion of a violation
of School rules, policy, or state and/or federal law. The privacy and dignity of students shall
be respected. Searches shall be carried out in the presence of adult witnesses, preferably
both the individual conducting the search and the witness will be of the same gender as the
student unless otherwise agreed to by the student or parents/guardian of the student.
Students may be asked to empty pockets, remove jackets, coats, shoes, and other articles of
exterior clothing for examination if reasonable under the circumstances. No employee shall
perform a strip search of any student.

Law enforcement officials shall be contacted if the search produces a controlled substance,
drug paraphernalia, weapons, stolen goods, or evidence of a crime, in any case involving a
violation of law when a student refuses to allow a search, or where the search cannot safely
be conducted. Parents may also be contacted.

Student Publications

The Organization encourages student production and distribution of publications which can
provide opportunities for practical journalistic experience and for the written expression of
differing opinions. The Organization recognizes that freedom of speech and press bring
corresponding responsibilities. The Principal , through appointment of a faculty advisor,
shall provide guidance to students in appropriate methods for preparing and producing
publications. The Principal or designee may delay or stop distribution of any materials
proposed for printing or that have been printed which may be reasonably forecast to cause
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(4.5)

substantial and material disruption or obstruction of any lawful mission, process, or
function of the School.

Homeless Students

. Children and youth in SouthTech Schools who are identified as homeless under the McKinney-
Vento Act, including those not currently enrolled due to homelessness, will have equal access to
the same free, public education as provided to other children and youths, and other services
needed to ensure an opportunity to meet the same challenging state academic achievement
standards to which all students are held.

Il. SouthTech schools will remove barriers for:
a. ldentifying homeless children and youth
b. The enrollment and retention of homeless children and youth in a qualified school

1. SouthTech schools will:

a. provide access to all programs administered by SouthTech Schools, including
transportation, career and technical education, educational services, and
extracurricular activities

b. award credit for full or partial coursework satisfactorily completed while attending a
prior school

¢. Coordinate with other programs, community service providers and organizations,
including (but not limited to):

i. Local social services, housing authorities and other community agencies
ii. The School District of Palm Beach County and other school districts

IV. SouthTech Schools will designate an appropriate staff person(s) to carry out the duties
described in the McKinney-Vento Act as a liaison for homeless children, youth and their families.

V. SouthTech Schools assures that children and youth will not be stigmatized, segregated or
separated in any educational program on the basis of their homeless status

VI. SouthTech Schools shall identify homeless children and youth as defined by the McKinney-
Vento Homeless Act. Students identified as unaccompanied minors will be issued a certificate
documenting his/her status as required by Florida law.

VII. SouthTech schools will ensure the immediate enrollment of homeless children and youth to a
qualified school and assures that:

a. Ahomeless child or youth may continue their education in the school of origin for the
duration of homelessness except in cases where it is contrary to the request of the
parent or guardian or (in the case of an unaccompanied youth) the youth

b. Ahomeless child or you shall be given a temporary document exemption to provide
proof of age, proof of immunization and other documentation required for enrollment

¢. Ahomeless student who becomes permanently housed during the academic year may
remain at their school of origin for the remainder of the academic year and continue to
receive all McKinney-Vento Act benefits

d. Unaccompanied homeless high school youth will receive counseling to prepare and
improve their readiness for postsecondary education

VIII. Transportation to and from a child’s or youth’s school of origin will be provided
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IX. Records for homeless children and youth will be held confidential in a manner consistent with
section 444 of the General Education Provision Act and will not be deemed to be directory
information

X. SouthTech Schools shall follow the requirements of the McKinney-Vento Act and Florida
statutes

Curriculum Development

The organization recognizes the need and value of a systematic and on-going program of
curriculum review. The organization encourages and supports the professional staff in its
efforts to identify and review new curricular ideas, develop and improve existing programs
and evaluate all instructional programs.

The Executive Director, Principals, and Administration will continuously carry out the
curriculum development and implementation process. As used in this Policy, curriculum is
the process, attitudes, skills and knowledge that is taught and learned at the appropriate
level.

Textbook Adoption

Standards Alignment

The organization shall ensure that all textbook and curricular materials utilized by the School
will align with Florida’s Benchmark’s for Excellent Student Thinking (B.E.S.T) Standards or
Next Generation Sunshine State Standards.

Curriculum Materials

The Organization shall ensure that the curriculum is focused on reading and math
instruction. The Organization will assure that curriculum materials are aligned with state
standards.

Instructional or media materials used in the School's educational program consist of various
types of print and non-print materials. Despite the care taken to select those materials
deemed to be educationally useful, occasional objections to the selection of instructional
materials may be made. Teachers will always provide an alternate assignment should a
student or parent object to the curriculum materials assigned. If a challenge is made, it
should be properly channeled through the complaint process described elsewhere within
this policy manual.

Teacher’s Lesson Plans

Teachers will be expected to submit lesson plans aligned to the State and/or National
Standards. Lesson plans shall be submitted electronically through the method identified by
the Principal.
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Reporting Student Progress

The organization believes parents are an integral part in their child’s education. To keep parents

informed, students’ progress will be formally reported on a regular schedule.

More information can be found in the schools’ Student Handbooks (Appendix B and
Appendix C).

Exceptional Student Education (ESE)

Acceptance of Students

The organization operates public schools that are required to admit all students, based on
space availability and subject to selection through the School’s lottery system. A student’s
ESE status will not be used in the selection and lottery process.

SouthTech schools will follow the criteria for admission and placement of students with an
IEP as outlined in the schools’ charters.

Limitation of Services

The organization strives to meet the needs of all of our students. We attempt to provide
individualized instruction to all of our students. The school will retain the services of an ESE
teacher to assist with working with children who have special needs. When a child with an IEP
(Individualized Education Program) is considering enrolling with the organization the family
will be informed of the services provided by the School and the current staffing levels. It is
ultimately the responsibility of the IEP team to determine the most appropriate placement
for a student within the broader context of services provided by the school district. If a
student were to be accepted to the School whose IEP requires services significantly above
what is currently being offered at the School, the School will convene an IEP meeting to
discuss the placement and develop a plan for meeting the needs of the individual student.

Section 504

Section 504 Plans

The organization provides a free and public education to each student who is disabled within
the definition of Section 504 of the Rehabilitation Act of 1973 regardless of the nature or
severity of the disability.

When a 504 Plan will be Considered

The organization will consider a 504 plan for accommodations if a School Based Team feels
that the child may have a disability which would meet the criteria for such a plan. This can
occur when a teacher identifies a student who is having difficulties, a parent requests a team
to consider the needs of a student, or if a medical report has been submitted identifying a
student as having a disability.

Meeting to consider 504 Plan
If the School Based Team recommends a student be considered for a 504 plan, the Principal
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or designee will coordinate a meeting among the student’s teachers and other applicable
staff members. The teacher will also ensure the parents have been notified and invited to
the meeting. While at the meeting, the team members will consider whether the student’s
disabilities qualify them for accommodations under Section 504 of the Rehabilitation Act. If
so, the team will identify the accommodations necessary to allow the student to be
successful within the School environment.

Eligibility

To determine if a child has a disability that qualifies them for a 504 Plan, the team will utilize
the policies and procedures of the School District of Palm Beach County and the schools’
charters.

School Based Team (MTSS)

Purpose

The purpose of the School Based Team [SBT] is to discuss issues that may arise regarding
specific students. The team will be comprised of a diverse group of professionals who will
brainstorm strategies and research-based interventions to use with students that may be
having academic, behavioral, or other concerns within school. The SBT will analyze school
data, assist with the providing suggestions for the MTSS (Multi-Tiered Systems of Support)
process, and make recommendations for modifications in the classroom and monitor
student progress by analyzing interventions to assess response to those interventions.

English Language Learners

The organization is committed to identifying and assessing the educational needs of
students whose native or home language is other than English (“ELL”). Once identified, the
School will provide appropriate programs to address the needs of these students.
SouthTech schools will follow the criteria for programs and services for ELL students as
outlined in the charters.

Services

The organization will take steps to ensure to the maximum extent practicable that the
interests of ELL students are included in the development and implementation of School
programs and services that are offered by the School to and for its student body. The
Principal will ensure that all legal requirements are adhered to in regard to the instruction
and services provided to students who qualify for ELL services.

Students

Supervision of Students

Students are to be supervised at all times while under the control of the organization. This
includes the time students are attending school, while away from the School on school-
sponsored events, or while participating in extracurricular activities, such as clubs.
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Supervision will be provided for 30 minutes prior and 30 minutes after the start and end of
school. Once a school-sponsored event or activity has concluded, the parent or guardian
shall assume responsibility for the supervision of the student(s).

School Records

Security of Student Records

All student information is considered confidential and will be maintained as such in
compliance with all applicable laws and regulations, including FERPA. Such information shall
be available to the parent or guardian or to the student him or herself who has attained the
age of eighteen (18) years within a reasonable period of time not to exceed 30 days after
receipt of request. Professionally competent personnel shall be available for interpreting any
data with the student’s cumulative folder. Copies of such contents shall also be made
available to parents/students at cost, within the limitations of copying facilities.

The School may, without the consent of the student or his/her parents, release student
records contained within the cumulative folder or any supplementary classifications to
school officials who have a proper educational purpose in examining such information.

No other person may have access to or make copies of a student’s records, except under the
following circumstances:

e The consent must be given by the student’s parent or guardian except when a
student reaches the age of eighteen (18) or is married, at which time his consent
and not that of his parents shall be obtained in order to release the information;
and a student who meets the foregoing requirements shall consent to parental
access to his records. However, if the student is a dependent under the Internal
Revenue Code of a parent, or if another exception applies under 34 CFR § 99.31
(a), then the parents still have access to the student’s education records without
consent from the eligible student.

e The consent shall be written and shall specify the records to be released and to
whom they are to be released. Each request for consent shall be handled
separately; blanket permission for the release of information shall not be
acceptable.

e Under compulsion of law: courts, law enforcement agencies, agencies
subpoenaing such records.

e When data for outside purposes is released in such form that no individual
student is identifiable.

e When the Executive Director or designee determines the release of specific
information as described by the Family Education Rights and Privacy Act of
1974 is in the best interests of the student, provided such information has not
been disallowed by the parents.

e The Executive Director or designee may disclose to appropriate parties,
including parents/guardians and eligible students, personally identifiable
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student information in health and safety emergencies if knowledge of the
information is necessary to protect the health or safety of the student or other
individuals. The School may make the determination whether to disclose
information to any person whose knowledge of the information is necessary to
protect the health or safety of the student or other individuals based upon, but
not limited to, the following factors taking into account the totality of the
circumstances: (1) the seriousness of the threat to the health or safety of the
student or eligible student or other individuals; (2) the need for the information
to meet the emergency; (3) whether the parties to whom the information is
disclosed are in a position to deal with the emergency; and (4) the extent to
which time is of the essence in dealing with the emergency.

The parent or guardian, or an eighteen (18) year old or older student, shall have the right to
challenge the accuracy and authenticity of data recorded within the student’s cumulative
folder. Any such data that is determined by the Executive Director to be inaccurate shall be
expunged from the record; and an appeal from the decision of the Executive Director shall be
made to the Governing Board.

Fees for Copies of Educational Records
The school reserves the right to charge the following fees for copies of educational records:

Up-To-Date Records

Itis the parent/legal guardian’s responsibility to keep the School’s administrative office
informed and up to date regarding any changes of names, addresses, telephone numbers,
email addresses, etc. so that important student information may be received from or
provided to the parent/legal guardian in a timely manner for the benefit and well- being of
the student.

Record Storage

The Executive Director shall be responsible for establishing procedures to ensure that all
student records are stored in secure storage areas. Only authorized individuals will have
access to student records, and a log of all individuals who access a student’s cumulative
record shall be maintained. Staff members shall not be allowed to borrow or remove records
from the student storage area unless expressly authorized by the Executive Director.

The Executive Director shall assign a staff member who is responsible for ensuring the
implementation of state administrative rule 6A-1.0955 is followed with regards to the information
that must be permanently maintained, and that which may be periodically eliminated once no
longer useful.

Record Retention
The school will abide by the Records Retention Policy established by the FL Department
of State: Division of Library and Information Services section GS7.

The records retention schedule establishes the minimum length of time that the record
series must be retained.
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Storage of archived records will be maintained in the locked storage area of the organization
or designated public storage facility. Access to this area will be limited.

Annual Written Notice

An annual notice of parent/guardian and eligible students’ rights under FERPA and Fla. Stat. §
1002.22, regarding student records, shall be published in the School’s Student Handbook and
published on the School’s website. This annual notice to parents/guardians and eligible students
shall include the information required by 34 CFR § 99.7, Fla. Stat. § 1002.22 (2)(e), and State Board
Education Rule 6A-1.0995. This notice shall also be translated to other languages so as to
effectively notify parents who have a primary or home language other than English, and the
Executive Director or designee shall develop methods to inform parents/guardians of the notice if
they are unable to comprehend the notice in English or these translated languages.

School Safety

School Safety Plan

The Executive Director shall coordinate with the School’s Administration , Board, and
relevant staff teams to develop and annually review a comprehensive School Safety Plan,
using the Florida Safe Schools Assessment Tool ( FSSAT) . This plan shall provide a
comprehensive plan for ensuring the health, safety and welfare of students and staff and
clearly lay out the procedures to be followed in various situations which could jeopardize the
health, safety or welfare of the students and staff of the School. Pursuant to Florida statutes,
the School Safety Plan shall be a confidential document and not available via a public
records request.

Pursuant to Section 1006.07, Florida Statutes the plan must include how the School will
consult with public safety agencies, for emergency drills and for actual emergencies,
including, but not limited to, fires, natural disasters, active shooter and hostage situations,
and bomb threats. The plan shall include plans for regularly conducting drills for active
shooter and hostage situations, which shall be conducted at least monthly.

Safe-School Officer

The School shall comply with Section 1006.12, Florida Statutes and provide a Safe- School
Officer. The Governing Board shall select one of the four (4) available options available in
Section 1006.12, Florida Statutes to meet this requirement (School Resource Officer, School
Safety Officer, School Guardian, or School Security Guard). The Board shall ensure contracts,
insurance and budgets are set aside to adequately support the selected option.

FortifyFL

The school will ensure to adequately promote the use of FortifyFL, the mobile suspicious
activity reporting tool operated by the State of Florida. The Administration will ensure that
there is a link on the School’s website and that posters will be made available throughout
the school building. In addition, the application will be installed on all mobile devices issued
to students, and the site will be bookmarked on all computer devices issued to students.

Mobile Panic Alert System
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The Executive Director shall annually review options for a mobile panic alert system and
ensure that the system is installed via option selected at each school, and that appropriate
staff members are trained on the use of the system. The Executive Director will work with
emergency services, approved by the Florida Department of Education to ensure the system
is set up and operating appropriately.

Fire Drill Procedures

The School Safety Plan will clearly document the procedures and details for fire drill and
emergency evacuations. All students and staff members shall be made aware of the plan, and
maps highlighting the escape routes will be posted in all school rooms and provided to students
and staff if requested. Fire drills will be conducted per current statutory requirements. Drills will
be held at various times throughout the day and will test various types of fire emergencies.
Documentation of the drills will be maintained by the organization for review.

Tornado Drill Procedures

The School Safety Plan will clearly document the shelter in place procedures to be used for
emergency weather such as tornadoes. All staff and students shall be made aware of this
plan. The plan will be practiced at least twice per year as is required by Florida law.
Documentation of the drills will be maintained by the organization for review.

Hurricane Closures

The organization will follow the same emergency closures as the authorizing school district.
Parents should monitor local news outlets during inclement weather. If the public schools
are closed, the School will also be closed. In the event that multiple closures occur, and time
must be made up, school days will be added according to the adopted amended school
calendar by the School’s governing board.

Threat Management

In the event a student appears to pose a threat of violence or physical harm to him or herself

or others, the staff member with concerns should immediately notify the

Principal or designee. The Principal or designee will activate the Threat Management Team who
shall make a preliminary determination about whether the student poses such a threat. The
Principal or designee shall immediately attempt to notify the student’s parent or legal
guardian. Nothing in this subsection shall preclude School personnel from acting

immediately to address an imminent threat, including contacting local law enforcement.

In the event that the Threat Management Team has decided that the student poses a threat
of violence to himself or herself or others or exhibits significantly disruptive behavior or need
for assistance, authorized members of the Threat Management Team may obtain criminal
history record information pursuant to Section 985.04(1), Florida Statutes. A member of a
Threat Management Team may not disclose any criminal history record information obtained
pursuant to this section or otherwise use any record of an individual beyond the purpose for
which such disclosure was made to the Threat Management Team.
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Duties of Principal

Principals shall maintain a safe and orderly school environment, supporting staff in supervising
and disciplining students, including removal from classrooms or buses when necessary.
Persistent behavioral issues shall involve parental engagement, child study interventions, and
alternative education programs. Suspensions and expulsions must follow state and district rules,
ensure due process, and maintain access to educational services, including for students with
disabilities. Principals must report safety and discipline incidents accurately, notify parents and
appropriate agencies regarding controlled substances or prohibited items, and may search
lockers or personal belongings when reasonable suspicion exists, while respecting student
privacy. (1006.09)

Campus Access Control

SouthTech Schools shall maintain a secure campus. Gates and classroom doors shall remain
locked when students are present unless actively monitored or exempted by the School Safety
Specialist and documented in the FSSAT. Safe shelter areas must be clearly marked and
communicated. Safety violations must be reported, and all substitutes shall review school safety
policies and procedures before the first day of teaching. Compliance will be monitored and the
policy reviewed annually. (1001.212, 1006.07(6)(f)-(h))

Fund Raising

The Organization is incorporated as a nonprofit organization which relies on governmental
funds and contributions to effectively educate our students. As a result, fundraising is
necessary to help support the educational programs offered. The Executive Director or
designee for each campus shall approve all fundraising activities and ensure that families are
not being asked to contribute excessively at any given time. All fundraisers will identify the
purpose for the money raised. Fundraising is not a prerequisite or on-going requirement for
any student or family to attend a public charter school.

Photographs of Students

Portraits

The Organization will sponsor one or two formal portrait days for students. A company which
best meets the needs of the families for a reasonable cost will be selected by school staff.
These photos will be utilized for the creation of the yearbook in addition to being sold to the
families. Portraits may be purchased by students and parents/legal guardians and portraits
may be used by the School in grade-level compilations unless specifically opted-out by a
student or parent/legal guardian.

Snapshots

Throughout the school year, school staff may take pictures of events that happen during the
school day or at school sponsored events. Through student registration forms, parents will
determine whether or not they consent to have their student(s) photographed. This
information will be noted in the school’s student information system. Additionally, the
School reserves the right to utilize such snapshots through electronic media which do not
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individually identify any specific student. If a parent or guardian requests the removal of
such a photograph, the School staff will comply with the request within 72 hours.

Volunteers & Visitors

Background Checks

Allindividuals who are not employed by the Organization must enter through the main
office. Should they wish to go beyond the main office, their identification must be scanned
by the background check system which will print a badge to wear, identifying that the
volunteer or visitor has properly checked in through the office with proper protocols
followed. It is the responsibility of all staff members to help monitor the halls to ensure that
all volunteers/visitors have properly checked into the office. Any individual who does not
have an appropriate name badge must be walked back to the office to ensure they are
signed in properly.

Background Check Concern

If, during the background check, an individual is identified as having a background as a
sexual predator as defined by Florida Statutes, the Executive Director, Principal, and/or
designee will immediately be notified. The person running the check should call the
Executive Director, Principal, and/or designee. The following guidelines are applicable in the
event a background check returns that the person is a sexual predator:

e Ifthe person trying to gain entry has a relative who is a student attending the
School, and there are no outstanding court orders barring that person from
having contact with the child, the person may enter the School only with a staff
member escort. The individual may not be left alone with any student on school
property.

e Ifthe person trying to gain entry has a relative who is a student attending the
School, and there are restrictions on the visitation, the appropriate action will be
taken as identified by the court documents. In most situations, the Police
Department will be notified.

e If the person trying to gain entry does not have any relatives attending this
school, they will not be permitted access to the building, and the Police
Department will be notified.

e If the person trying to gain access is a volunteer, the person will not be granted
entry until after their information has been entered into the school’s volunteer
background check system, and a clearance is given from the appropriate
administrator.

Trespassing and Disruptive Conduct

It is unlawful for any person to disrupt or interfere with school activities or operations on
school board property. Conduct that is disruptive to the safe and orderly operation of the
school or district functions is prohibited. Individuals who enter or remain on school
grounds or at school events without permission, or after being told to leave, are
considered trespassing. School administrators are authorized to issue a No Trespass Letter
to anyone whose behavior disrupts school operations. Violations of this policy may result
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in removal from the premises and possible criminal prosecution under Florida law.
(1006.145, 877.13)

Technology Usage

School Telephones

Telephones are provided for business use only. Personal use of telephone systems should be
for emergency use only. Employees of the School shall refrain from making or receiving
outside calls while they are responsible for the supervision or education of students.

Bring Your Own Device

The use and possession of personal electronic devices are limited based on this policy.
Pursuant to Section 1003.02, Florida Statutes, personal devices shall include personal cell
phones, tablets, and computers. A student may not use a wireless communication device
during instructional time except when allowed by a teacher solely for educational purposes.
The school shall not be held liable for any personal devices on campus.

Connecting to School Networks

Only approved devices may be connected to the School’s network. Prior to connecting said
devices to the network, the user must agree to the acceptable use policy of the organization. The
administration, in conjunction with the IT staff of the School, may institute limits on the
minimum device requirements for devices to connect to the internal networks.

Restriction of Usage

Devices brought on campus should be free of any material that may be deemed
inappropriate. Pornography, gambling, gaming, and media piracy on devices is strictly
prohibited while on school property. Any form of distribution of videos or pictures of other
students and staff is forbidden.

Personal devices must not be used in violation of the technology policy. Excessive use of
resources, or improper use of resources will result in loss of privileges. Any attempt to
circumvent the Schools network security and/or filtering policies is forbidden. This includes
downloading programs to bypass security or accessing and setting up proxies.

Students should not connect to any wireless service or network that is not operated by the
School while on campus or participating in school activities. Proper log on credentials will be
supplied by members of school staff as needed.

Consequences for Misuse

If A Student Fails to Follow the Restrictions of Usage, above, the School will implement
disciplinary action as outlined in the Student Code of Conduct found in the Student Handbook.
(See Appendix B and Appendix C).

If evidence of illegal activity is found on a student’s personal device the administration is required
to notify proper authorities.
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Technology Acceptable Use Policy

All employees, students and volunteers of the organization may be granted access and
usage of the organization’s technology resources, including network and internet usage
based on need and job/student status. All access to usage codes and/or devices is assigned
to the individual and is not to be shared. Users are responsible for the security of their
assigned devices. Users should log out/secure devices when not in use and report any
unauthorized usage promptly. All care should be taken to honor intellectual properties
including copyright and license restrictions. Respect should be given to other users. Spying,
bullying and harassment will not be permitted in any fashion. General usage should be for
the purposes of school business or classes only.

Internet Safety
1. SouthTech Schools recognizes the value of electronic devices and the internet to
improve student learning and enhance school administration and operations. However, the
internet is an unregulated vehicle for communication, and information and interactions on the
internet can pose certain risks to students and staff members. Therefore, the Governing Board
adopts this policy governing the use of school networks to comply with Florida law and State
Board of Education rules, and to provide rules for students and employees accessing such
networks.

2. General Requirements for Users. Itis the policy of the School to maintain an environment that
promotes ethical and responsible conduct in all online network activities by staff and students.
It shall be a violation of this policy for any employee, student, or other individual to engage in
any activity that does not conform to the established purpose and general rules and policies of
the network. Users on any network operated by the School shall comply with the following
requirements:
a) Alluse of a network must be in connection with education and research, or in the case
of employees, related to the employee’s job functions.
b) Users shall not access any content that is prohibited under this policy or under the law.
¢) Users are prohibited from using the School’s networks for any illegal or unethical
purposes, including infiltrating or hacking the School’s systems or any outside systems.
d) Usersshall not utilize the School’s networks for personal gain or personal business.
e) Usersshall notinstall any unauthorized software or programs on any School-owned
electronic device or network.
f)  Users shall not destroy, delete, or modify any School-owned devices or software unless
authorized to do so.
g) Users shall not utilize the School’s networks to engage in harassment, discrimination,
cyberstalking, cyberbullying, or obscene behavior.
h)  Users will avoid clicking unknown links or accessing webpages and other content that
may contain malware, spyware, ransomware, or other malicious software.
i) Ifany user accesses prohibited content or downloads potentially malicious software,
the individual must immediately report the incident to their teacher, in the case of
students, or to the Principal, in the case of staff members.

3. Requirements for Student Users. The following requirements apply to the use of the School’s
networks by students:
a) Studentinternet and technology sessions must always be supervised by a teacher or
other staff member.

b) Students may only use technology or access the internet when expressly instructed by
33



a teacher for educational purposes.

c) Staff members who supervise students, control electronic equipment, or otherwise
have occasion to observe student use of school-provided technology or internet access
shall make reasonable efforts to monitor student use to assure that it conforms to the
requirements of this policy and the law.

d) Staff must make reasonable efforts to become familiar with the internet and its use so
that effective monitoring, instruction, and assistance may be achieved.

Prohibited Uses. Itis strictly forbidden for any users to access online content that is lewd,
pornographic, scandalous, obscene, illegal, hateful, objectionable, inappropriate, or that
otherwise does not comply with the requirements of this policy.

Social Media Platforms. As a general rule, the School’s networks may not be used by any
person to access social media platforms. In limited circumstances, students may be
permitted to access social media platforms when expressly directed by a teacher to do so
and solely for educational purposes. Staff members may also access social media accounts
that are maintained on behalf of the School and related to the staff member’s job duties.
Prior to requiring students to use online content, staff must confirm that the content is not
blocked by the student internet filter. Staff may make a request to their supervisor that
blocked content or social media platforms be reviewed and temporarily unblocked for
educational purposes. Notwithstanding the foregoing, under no circumstances may any
employee or student access TikTok or any other platforms prohibited by Florida’s
Department of Management Services while on school grounds or participating in a school
activity. Additionally, the use of TikTok to communicate or promote the School, a School-
sponsored club, extracurricular organization, or athletic team is prohibited.

. Online Messaging Platforms. Students are only permitted to utilize sanctioned email,
chatrooms, and online messaging platforms while at the School or as part of School
activities and only when permitted by a staff member as part of the educational program.
Students should be made aware of the potential dangers posed by communicating with
unknown individuals on the internet and such communications are strictly prohibited.

. School’s Responsibilities. In order to ensure network safety and enforce the provisions of
this policy, the School’s administration will implement the following measures:

a) Provide internal and external controls as appropriate and feasible that restrict access
to content, including implementing a network filtering system that is designed to block
access to prohibited or restricted content on the School’s networks and on any School-
issued device. Access to content should be limited to age-appropriate subject matter
and materials. Access to websites, web or mobile applications, or software that does
not protect against the disclosure, use, or dissemination of students’ personal
information in accordance with Rule 6A-1.0955, F.A.C., will be prevented.

b) Monitor the use of online activities and electronic devices. This may include real-time
monitoring of network activity and/or maintaining a log of internet activity for later
review.

¢) Remove or revoke privileges for any user that poses a threat to the safety and security
of the network or to any person.

d) Retain the ability to remotely remove any prohibited application from any School-
issued device.

e) Restrict access to social media platforms, applications prohibited by the Department of
Management Services, and any other destination that does not adequately protect
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student information.

f)  Make reasonable efforts to train staff and students in acceptable use and policies
governing use of the School’s networks and devices.

g) Contract only with service providers and operators of websites, online services, or
online applications that comply with all state and federal laws governing the disclosure
of confidential student information.

8. Violations. Use of electronic devices and networks provided by the School is a privilege. To
maintain the privilege, all users agree to learn and comply with the provisions of this policy.
Violations of this policy may result in revocation of network access rights and further
disciplinary action. Students that violate this policy will be disciplined in accordance with
the Code of Student Conduct. Staff members that violate this policy will be subject to
disciplinary action up to and including termination. Any criminal activity will be reported to
law enforcement.

Complaint Process

The Organization prides itself on the quality of the teaching and care provided to its
students. All members of the School community should contribute to a respectful and
inclusive environment. Staff, student, or parent/guardians can raise concerns about any
issues that affect a student’s well-being and/or academic performance and work together to
resolve them. In rare cases where the issue cannot be resolved informally, an official written
complaint can be registered by a parent with the School management.

Although no member of the School community shall be denied the right to petition the
Governing Board for redress of a grievance, the complaints will be referred through the
proper administrative channels for solution before investigation or action by the Governing
Board. Exceptions are complaints that concern Governing Board actions or operations.

The Board advises the School community that the proper channeling of complaints involving
instruction, discipline, or learning materials is as follows:

Teachers

Assistant Principal and/or Principal
Executive Director

Parent Liaison

Governing Board

ok~

Any complaint about school personnel will be investigated by the Administration before
consideration and action by the Board of Directors.

Stages for Resolution

Informal Resolution

If there is concern about a student’s progress, the teacher should be contacted. Instructional
staff at the Organization are expected to assist parents and students with concerns regarding
student success. If an immediate resolution is not determined, an assistant principal may be
consulted. If a solution is still not satisfactorily resolved, the Principal will work with the
School staff to ensure that each student succeeds to the best of their ability.
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Documentation of the complaint, investigation, and research shall be maintained as part of
student records. If the situation is not resolved, it may be escalated to additional leadership
in the order described above.

(6.8.1.2) Formal Resolution with Official Complaint:
If the complaint has not been informally resolved, parents may make a formal written complaint
to the Executive Director’s office.

The Executive Director, or their designee, will conduct any investigation necessary into the
reported concern, including interviewing the complainant and the subject of concern as
needed. The Executive Director will make every effort to satisfactorily resolve the complaint
as soon as possible, but no more than five (5) days after receipt of the notification. The
Executive Director shall send a written statement to the parent no more than two (2) days
after the meeting and/or communication which reflects the School’s response to the dispute
or concern. For the purposes of this policy, “days” shall mean business days and exclude
state, federal and School holidays.

If the person registering a complaint has suggestions to resolve the issue of concern, their
advice is encouraged.

Once all relevant and discoverable facts are considered, a decision and action to resolve the
complaint, including reasons for the decision, will be provided in writing to the
parent/guardian regarding the findings and the School’s decision.

(6.8.1.3) Appeal to the Board:
If successful resolution still has not been made by a formal investigation by the
Executive Director, concerned parties may petition the Governing Board for appeal. A written
appeal request may be made to the Governing Board’s assigned parent liaison within five (5)
days after the Executive Director’s letter of non-resolution is received. The item will be
forwarded to the Governing Board Chairperson to be added to the agenda of the next
regularly scheduled board meeting. If the item is urgent, the Chairperson has the ability to
call an emergency meeting of the Board. Within thirty (30) days after notification by the
parent that the concern remains unresolved, the Board must either resolve the concern or
provide a statement of the reasons for not resolving the concern. The Executive Director
shall fully cooperate in the resolution procedures of the Board and comply with the District’s
decision for resolution of the complaint.

(6.8.1.4) Special Magistrate Request for Resolution:

If the concern is not resolved by the Board, a parent may pursue the remedies available under
Fla. Stat. § 1001.42 (8)(c). A parent may request the Commissioner of Education to appoint a
special magistrate. The parent shall use the Parental Request for Appointment of a Special
Magistrate for Charter School Students, Form CSSM-1 6A-6.0791, which the Executive Director
shall provide to the parent upon request. The special magistrate shall determine facts relating to
the dispute over the School procedure or practice, consider information provided by the School
and/or Board, and render a recommended decision for resolution to the State Board of Education
within 30 days after receipt of the request by the parent. The State Board of Education must
approve or reject the recommended decision at its next regularly scheduled meeting that is more
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(6.9)

(6.9.1)

(6.9.2)

than 7 calendar days and no more than 30 days after the date the recommended decision is
transmitted.

All costs the Board incurs for reviewing and responding to a complaint lodged by a parent of a
student enrolled in the School under this policy and Florida Board of Education Rule 6A-6.0791 is
a service provided by the District to the School. Contracts for such services are limited to the
Board’s actual costs, unless mutually agreed to by the Board and the School.

The Executive Director shall be responsible for responding to inquiries by the Florida Department
of Education regarding a request for appointment of a special magistrate and shall notify the
Department of the principal’s name and email address.

Conduct and Records

All concerns and complaints raised will be treated seriously, and confidentiality will be
established and maintained wherever possible in accordance with relevant state and federal
laws.

Written records will be maintained by the Executive Director or designee and must
include the dates of every resolution step and dates of resolution. Correspondence,
Statements, and records will be kept confidential except where any other legal obligation
prevails.

Policy Against Bullying and Harassment

Statement Prohibiting Bullying and Harassment

It is the policy of the organization that all of its students, employees, and volunteers learn
and work in an environment that is safe, secure, and free from harassment and bullying of
any kind. The organization will not tolerate bullying and harassment of any type. Conduct
that constitutes bullying and harassment, as defined herein, is prohibited.

Definition of Bullying and Definition of Harassment

Bullying or harassment shall have the meaning set forth in Section 1006.147, Florida Statutes and
means intentionally and repetitively inflicting physical hurt or psychological distress on one or
more students or employees and may involve but is not limited to:

Teasing

Social Exclusion

Threat

Intimidation

Stalking, including cyber stalking as defined herein
Physical violence

Theft

Sexual, religious, or racial harassment

Public humiliation

Destruction of property

Harassment means any threatening, insulting, or dehumanizing gesture, use of data or computer
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(6.9.3)

software, or written, verbal or physical conduct directed against a student or employee that:

e Places a student or employee in reasonable fear of harm to his or her person or
damage to his or her property.

e Has the effect of substantially interfering with a student’s educational
performance, opportunities, or benefits.

e Has the effect of substantially disrupting the orderly operation of a school.

Bullying and harassment also encompasses:

e Retaliation against a student or employee by another student or employee for
asserting or alleging an act of bullying or harassment. Reporting an act of bullying
or harassment that is not made in good faith is considered retaliation.

e Perpetuation of conduct listed in the definition of bullying or harassment by an
individual or group with intent to demean, dehumanize, embarrass, or cause
emotional or physical harm to a student or school employee by:

o Incitement or coercion

o Accessing or knowingly and willingly causing or providing access to data
or computer software through a computer, computer system, or
computer network within the scope of the School

o Actingin a manner that has an effect substantially similar to the effect of
bullying or harassment

e Cyber stalking, which is defined as engaging in a course of conduct to
communicate, or to cause to be communicated, words, images, or language by or
through the use of electronic mail or electronic communication, directed at a
specific person, causing substantial emotional distress to that person, and
serving no legitimate purpose.

“Cyberbullying” means bullying through the use of technology or any electronic
communication, which includes, but is not limited to, any transfer of signs, signals, writing,
images, sounds, data, or intelligence of any nature transmitted in whole or in part by a wire,
radio, electromagnetic system, photoelectronic system, or photo optical system, including,
but not limited to, electronic mail, Internet communications, instant messages, or facsimile
communications. Cyberbullying includes the creation of a webpage or weblog in which the
creator assumes the identity of another person, or the knowing impersonation of another
person as the author of posted content or messages, if the creation or impersonation creates
any of the conditions enumerated in the definition of bullying. Cyberbullying also includes
the distribution by electronic means of a communication to more than one person or the
posting of material on an electronic medium that may be accessed by one or more persons, if
the distribution or posting creates any of the conditions enumerated in the definition of
bullying.

Expected Behavior
The Organization expects students to conduct themselves as appropriate for their levels of
development, maturity, and demonstrated capabilities with a proper regard for the rights
and welfare of other students and school staff, the educational purpose underlying all school
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(6.9.5)

(6.9.6)

activities, and the care of school facilities and equipment.

The development of this atmosphere requires respect for self and others, as well as for
school and community property on the part of students, staff, and community members.
The Organization upholds that bullying of any student or employee is prohibited:

During any education program or activity conducted by the School;

During any school-related or school-sponsored program or activity;

On a school bus; or

Through the use of data or computer software that is accessed through a
computer, computer system, or computer network within the scope of the
district school system.

Consequences for an Act of Bullying or Harassment
Concluding whether a particular action or incident constitutes a violation of this policy requires a
determination based on all of the facts and surrounding circumstances.

Consequences and appropriate remedial action for students who commit acts of bullying or
harassment may range from positive behavioral interventions up to and including suspension or
reassignment, as outlined in School’s policies. Consequences and appropriate remedial action
for an employee found to have committed an act of bullying or harassment may be disciplined in
accordance with school policies, procedures, and agreements. Additionally, egregious acts of
harassment by certified educators may result in a sanction against an educator’s state issued
certificate. (See State Board of Education Rule 6B-1.006, FAC, The Principles of Professional
Conduct of the Education Profession in Florida.) Consequences and appropriate remedial action
for a visitor or volunteer, found to have committed an act of bullying or harassment shall be
determined by the School administrator after consideration of the nature and circumstances of
the act, including reports to appropriate law enforcement officials.

Accusations made in good faith, even though subsequently determined to be false, shall not

be subject to discipline consequences or remedial action as called for by this section.

Consequences for Intentional Misreporting

Consequences and appropriate remedial action for a student found to have wrongfully and
intentionally accused another as a means of bullying or harassment range from positive
behavioral interventions up to and including suspension or reassignment, as outlined in
school’s policies. Consequences and appropriate remedial action for an employee found to
have wrongfully and intentionally accused another as a means of bullying or harassment
may be disciplined in accordance with school policies, procedures, and agreements.
Consequences and appropriate remedial action for a visitor or volunteer, found to have
wrongfully and intentionally accused another as a means of bullying or harassment shall be
determined by the School administrator after consideration of the nature and circumstances
of the act, including reports to appropriate law enforcement officials.

Reporting an Act of Bullying or Harassment
The Principal or designee is responsible for receiving complaints alleging violations of this

39



(6.9.7)

(6.9.8)

policy. All school employees are required to report alleged violations of this policy to the
Principal or designee. All other members of the School community, including students,
parents/legal guardians, volunteers, and visitors are encouraged to report any act that may
be a violation of this policy anonymously or in-person to the Principal or designee. In order to
report incidents of bullying, individuals may meet with either the Principal or designee to
make the report. Any report in person should be followed within one day with a written
report or a written explanation to the School’s office. The methods of reporting bullying will
be prominently publicized to students, staff, volunteers, and parents/legal guardians, as well
as how the report will be acted upon. The victim of bullying, anyone who witnessed the
bullying, and anyone who has credible information that an act of bullying has taken place
may file a report of bullying. An employee, school volunteer, student, parent/legal guardian,
or other persons who promptly reports in good faith an act of bullying or harassment to the
appropriate official and who makes this report in compliance with the procedures set forth in
the School policy isimmune from a cause of action for damages arising out of the reporting
itself or any failure to remedy the reported incident. Submission of a good faith complaint or
report of bullying or harassment will not affect the complainant or reporter’s future
employment, grades, learning or working environment, or work assignments. Written and
oral reports shall be considered official reports. Reports may be made anonymously but
formal disciplinary action may not be based solely on the basis of an anonymous report.

Investigation of Whether a Reported Act is Within the Scope of the School

The Principal or designee will initiate an investigation of whether an act of bullying or
harassment occurred within the scope of the School’s oversight. The designee(s) will
provide a report on results of investigation with recommendations for the Principal to make
a determination if an act of bullying or harassment falls within the scope of the district and
will act according to the following protocols:

e Ifitiswithin the scope of the School, further investigation will commence in
accordance with subsection (6.10.8) herein;

e Ifitis outside scope of the School, and determined a criminal act by appropriate
law enforcement, refer to appropriate law enforcement for further investigation.

e Ifitis outside scope of the School, and determined not a criminal act, inform
parents/legal guardians of all students involved.

Prompt Investigation of a Report of Bullying or Harassment
The investigation of a reported act of bullying or harassment is deemed to be a school- related
activity and begins with a report of such an act.

The Procedures for Investigating allegations of Bullying and/or Harassment, as defined herein
include the following:

e The Principal (or designee employed by the School) will be assigned to initiate the
investigation. The designee(s) may not be the accused perpetrator (harasser or
bully) or victim.

e Eachindividual (victim, alleged perpetrator, and witnesses, as applicable) will be
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interviewed separately.
e Theinvestigator shall collect and evaluate the facts including, but not limited to:

O

O O O O

Description of incident including nature of the behavior and the

context in which the alleged incident occurred,

How often the conduct occurred;

Whether there were past incidents or past continuing patterns of
behavior;

The relationship between the parties involved;

The characteristics of parties involved (i.e., grade, age, etc.);

The identity of the perpetrator, including whether the perpetrator was in
a position of power over the student allegedly subjected to bullying or
harassment;

The number of alleged bullies/harassers;

The age(s) of the alleged bullies/harassers;

Where the bullying and/or harassment occurred; and

Whether the conduct adversely affected the student’s education or
educational environment; and

Any other factors or allegations necessary to complete a prompt and
thorough investigation.

e Whether a particular action or incident constitutes a violation of this policy
requires a determination based on all the facts and surrounding

circumstances and includes:

O

Recommended remedial steps necessary to stop the bullying and/or
harassing behavior

A written final report to the Principal.

A recommendation of whether the bullying or harassing behavior should
be referred to the appropriate law enforcement agency for further
investigation and review.

When the victim is a student, according to the severity of the bullying or harassment, the
Principal or designee shall promptly notify the parent/legal guardian of the victim via
telephone, writing, or personal conference of any actions being taken to protect the victim.
The frequency of notification will depend on the severity of the bullying incident.

Determination of Consequences and Due Processes for a Perpetrator:
Concluding whether a particular action or incident constitutes a violation of this policy
requires a determination based on all of the facts and surrounding circumstances,
followed by the determination of disciplinary sanctions appropriate to the perpetrator’s
position within the School. The below list encompasses possible responses from the
School or Organization in response to a finding that there is a violation of the Policy:

e Consequences and appropriate interventions for students who commit acts of
bullying may range from positive behavioral interventions up to, but not limited
to suspension, or reassignment as outlined in the Organization’s policies and
school’s Code of Conduct.

e Consequences and appropriate interventions for an employee found to have
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(6.9.11)
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committed an act of bullying will be instituted in accordance with school policy.
Additionally, egregious acts of bullying by certified educators may resultin a
sanction against an educator’s state issued certificate (Rule 6B- 1.006 F.A.C.).

e Consequences and appropriate intervention for a visitor or volunteer, found to
have committed an act of bullying shall be determined by the School
administrator after consideration of the nature and circumstances of the act,
including reports to appropriate law enforcement officials.

e These same actions will apply to persons, whether they are students, school
employees, or visitors/volunteers/independent contractors, who are found to
have made wrongful and intentional accusations of another as a means of
bullying.

e If acomplaint of bullying or harassment is made by the alleged victim during or
after the commencement of an investigation into employee or student
misconduct, it shall not be a defense to the allegations of employee or student
misconduct but may be considered as a mitigating factor under school policy, if
appropriate.

Providing Immediate Notification to the Parents/Legal Guardians of a
Student Victim:

The Principal, or designee, shall by telephone and/or in writing, report the occurrence
of any incident of bullying or harassment as defined by this Policy to the parent or
legal guardian of all students involved on the same day an investigation determines
that an act of bullying or harassment in violation of the Policy has occurred.
Notification shall be consistent with the student privacy rights under the applicable
provisions of the Family Educational Rights and Privacy Act of 1974 (FERPA).

Referral of Victims and Perpetrators of Bullying or Harassment for

Counseling

After an investigation has determined that an act of bullying or harassment has occurred, as
defined herein, the School shall discuss with both the victim’s and perpetrator’s
parents/legal guardians, if students, options available for counseling. This may include
referrals to community agencies or partner agencies the School has relationships with.

The Principal or designee shall also refer the perpetrator to the School’s Student Success
Team in an attempt to develop strategies to be used within School to prevent the bullying or
harassing behavior from continuing. The Principal or designee shall decide if a similar
recommendation would be prudent for the victim.

Providing Instruction Regarding Bullying and/or Harassment

The Organization will ensure that the School[s] sustain healthy, positive, and safe learning
environments for all students. Students, parents/legal guardians, all school staff, and school
volunteers shall be offered instruction, at a minimum, on an annual basis on the School’s
Policy and Regulations against bullying and harassment. The instruction shall include
evidence-based methods of preventing bullying and harassment, as well as how to
effectively identify and respond to bullying in schools.
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Publication of the Policy
At the beginning of each school year, the Principal shall, in writing, inform school staff,
parents/legal guardians, or other persons responsible for the welfare of a student of this

policy.

The Principal shall ensure the development of an annual process for discussing the policy on
bullying and harassment with students in a student assembly or other reasonable format to
ensure the Policy is accurately conveyed to all applicable parties

Prohibition Against Firearms and Weapons

The presence of firearms or weapons poses a substantial risk of serious harm to organization
students, staff, and community members. Therefore, possession of firearms or weapons is
prohibited on school premises at all times except for law enforcement officials, Safe School
Officers, or other such statutorily allowed exceptions. The unauthorized possession of a firearm
or weapon on school premises may constitute a criminal act under Florida law and shall be
reported as such to appropriate law enforcement agencies. As used in this policy, the phrase
“school” premises” includes all organization buildings, grounds, vehicles, and parking areas. This
prohibition also extends to the sites of school activities, whether or not those school activities are
conducted on school property.

Mental Health Services

The Executive Director shall ensure that the school has a plan in place to address the Mental
Health Assistance Allocation funds as described in Florida Statute and will ensure
compliance with Florida Statutes 394.4575 & 1006.041. The plan will ensure that a
multitiered system of supports exists to provide evidence-based mental health assistance to
students at the school. The plan shall detail the responsibilities of staff members as well as
outside services providers. The plan should also address the early identification and
programs to be provided to students who show signs of mental-health related issues.
(1006.041, 394.4575)

Mental Health Awareness and Assistance Training
The Executive Director shall ensure that all staff members participate in an approved mental
health awareness and assistance training program as described by Florida Statutes 1012.58.

Complaints Regarding Student Health, Safety and Welfare

Parents have a fundamental right to make decisions regarding the upbringing and control of
their children. Parents shall be notified if there is a change in the student’s services or
monitoring related to the student’s mental, emotional, or physical health or well-being and
the School’s ability to provide a safe and supportive learning environment for the student.
School personnel may not discourage or prohibit parental notification of and involvement in
critical decisions affecting a student’s mental, emotional, or physical health or well-being.
This does not prohibit the School from permitting School personnel to withhold such
information from a parent if a reasonably prudent person would believe that disclosure
would result in abuse, abandonment, or neglect, as those terms are defined in Sec. 39.01,

Florida Statutes.
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Parents and guardians have the right to notify the Principal or designee of any concerns
related to the following areas:

e Concerns over procedures for notifying a student’s parent if there is a change in the
student’s services or monitoring related to the student’s mental, emotional, or
physical health or well-being and the school’s ability to provide a safe and
supportive learning environment for the student.

e Concerns related to any school policies or procedures that are perceived to discourage
or prohibit parental notification of and involvement in critical decisions affecting
their student’s mental, emotional, or physical health or well-being.

e Concerns over classroom instruction related to sexual orientation or gender identity,
which is prohibited in grades K-8 and must be age-appropriate for all other grades.

e Concerns over student support services training developed or provided to school
personnel that is believed to be out of compliance with guidelines, standards, and
frameworks established by the Department of Education.

e Concerns over parental notification at the beginning of the school year about
healthcare services offered by the School, including ability to opt-out or withhold
consent for any such services.

The Principal or their designee must provide a response to the parent within seven (7) days
of receiving the complaint. If the dispute cannot be resolved by the Principal or designee
within seven (7) days, the parent may present the dispute to the Executive Director. The
Executive Director must attempt to resolve the dispute within seven (7) days. If a successful
resolution has not been made, the concerned parties may petition the governing board for
an appeal. If the Board is unable to resolve the dispute within thirty (30) days, a parent may
request the appointment of a special magistrate utilizing the “Parental Request for
Appointment of a Special Magistrate for Charter School Students” form linked below. For
purposes of this policy, the term “days” means business days and excludes state, federal,
and school holidays.

https://www.fldoe.org/core/fileparse.php/7700/urlt/CSSM-16A-60791.pdf

(7.1) Property and Supplies

Office equipment and supplies are to be used for official business only. All property and supplies
should be stored in a secure location and should not leave Organization property.

(7.2) Files and Record Management

SouthTech Schools will retain records in an orderly fashion for time periods that comply with
legal and governmental requirements and as needed for general business requirements.

(7.2.1) Record Retention and Long-Term Storage
The Organization will abide by the Records Retention Policy established by the Florida
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Department of State: Division of Library and Information Services section GS7. The records
retention schedule establishes the minimum length of time that the record series must be
retained.

Storage of archived records will be maintained in the locked storage area of the
Organization or designated public storage facility. Access to this area will be limited.

Record Destruction
Records that have exceeded their recognized holding period will be destroyed. Destruction of the
files will be by shredding.

Digital Retention
Records stored electronically must follow the same retention rules as other non-electric records.

Digital Communication Retention
The Organization will provide a platform for electronic communication such as Email,
document storage or similar mediums.

Public Records Request

It is the policy of the Organization that all public records made or received in connection with
the official business of the agency be made available upon request of any person for
inspection, examination, and copying in accordance with applicable law, including Chapter
119, Florida Statutes, and the following policy guidelines. This Policy is intended to
supplement and hereby incorporates by reference the Florida Government- In-The-Sunshine
Manual, prepared by the Office of the Attorney General.

e Apublicrecord request does not need to be in writing.

e All public records shall be available for inspection or copying under the
supervision of the custodian (or designee) of the public records at reasonable
times during normal office hours. All public records that are presently provided by
law to be confidential or prohibited from being inspected by the public, whether
by general or special law, are exempt from production.

e The Executive Director shall ensure a “Custodian of Public Records” is assigned to
who will be responsible for ensuring the Organization’s compliance with public
records requests. The name and contact information of that person shall be
clearly identified on the Organization’s website.

e The fact that the originator of a public record asks or directs that it remains
confidential does not in fact make that document confidential. Such record is
still subject to disclosure unless the law makes it confidential or exempt from
disclosure. Except in the case of student records, if a public record contains
information that is confidential or exempt by law, a true and correct copy of the
original record shall be made, the confidential or exempt portions of copy shall
be redacted, and the redacted copy of the record shall be made available to the
requesting party. In the case of student records, the entire record is confidential
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and exempt and shall not be disclosed except as required or permitted by
applicable law.

e Exemption: There are various records and documents that are judicially or
statutorily exempt from disclosure. A complete list of exempt documents is
available in the Florida Government- In-The-Sunshine Manual, prepared by the
Office of the Attorney General. Common examples include, but are not limited
to:

o Social security numbers.

o Personal financial information, such as credit card and bank account
numbers.

Data processing software subject to licensing agreement.

Sealed bids or proposals received in response to invitations to bid
until notice of the decision or intended decision is given or 10 days
after bid or proposal opening, whichever is earlier.

o Security system plans, threat response plans, emergency evacuation
plans, sheltering arrangements, and manuals for security personnel,
emergency equipment, or security training,.

o Building plans or diagrams that depict the internal layout and
structural elements of a building, arena, stadium, water treatment
facility, or other structure.

e |Ifthe public records request is anticipated to result in the duplication of more
than 10 pages of paper or more than 15 minutes of staff member’s time, the
Organization shall prepare an estimate for the costs associated with completing
the request. The estimate shall be provided to the requestor prior to filing the
records request.

e If the nature or volume of public records requested to be inspected or copied is
such as to require extensive use of information technology resources or extensive
clerical or supervisory assistance by personnel of the agency involved, or both,
the Organization may charge, in addition to the actual cost of duplication, a
special service charge, which shall be reasonable and shall be based on the cost
incurred for such extensive use of information technology resources or the labor
cost of the personnel providing the service that is actually incurred by the agency
or attributable to the agency for the clerical and supervisory assistance required,
or both.

(8.1) Definitions
For the purposes of section 8 of this policy manual, the following terms and definitions may
be used:
e Reasonable Distance - The Organization defines a reasonable distance as those
students who live more than 2 miles walking distance from the school, and less
than 10 miles from the school.



(8-2)

(8.2.1)

(8.3)

(8.3.1)

(8.3.2)

(8.3.3)

(8.3.4)

Student Transportation Services

SouthTech Schools, in accordance with state law, shall provide free transportation for
eligible students attending the Organization’s schools. The Transportation Director shall
ensure that the transportation services of the Organization meet all of the guidelines
established by the State of Florida, as well as the policies that pertain directly to the
qualifications of bus operators and operational procedures adopted by the Organization.
This policy shall be read in conjunction with the “Charter Schools Transportation Resource
Guide” published by the Florida Department of Education.

Routes and Schedules

The Transportation Director will prepare and monitor the Organization's bus routes and
schedules. The Executive Director will initially approve all bus routes each school year; the
final bus routes must be approved one week before the start of school each school year.
Buses will be routed with student safety, efficiency, and economy as the controlling factors.

School Bus Safety

Safe transportation of students shall be the paramount obligation of the transportation
staff. All procedures and rules developed by the administration shall be governed by this
requirement. State and local laws pertaining to the operation of buses and vehicles used to
transport students will be observed by drivers, students, and staff. The primary form of
transportation used for the Organization will be through the use of certified and approved
school buses.

Florida School Bus Specifications

All buses used by the organization will meet the most recently posted Florida School Bus
Specifications. The specifications can be found on the Florida Department of Education’s
website.

Inspection

The Transportation Director will ensure a schedule of regular inspections is established and
adhered to. The schedule must ensure that all buses shall be inspected before use with
students and at a maximum interval of thirty (30) school days, and that documentation of
said inspections are provided to the Organization.

Inspections will be completed by certified technicians according to the rules set forth by the
Florida Department of Education in Florida Administrative Code 6A-3.0171.

Use of school buses
School buses will be used only for the transportation of students to and from school or for
School educational purposes.

Exceptions to using School Buses.

While the primary method of transportation will usually be by school bus, the Organization
may in rare circumstances, as approved by the Executive Director, utilize alternative
transportation if it aligns with the exceptions found within Florida Statute 1006.22.
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(8.4)

(8.5)

(8.5.1)

Private Vehicle Approval

Any private vehicle used to transport students under this policy shall be currently registered
in the State of Florida, be insured for personal injury protection and property damage
liability in at least the minimum amounts required by law and be in good working order. An
employee, parent, or other adult wishing to transport students in a private vehicle will
request approval by submitting any necessary documentation (including appropriate
background checks) to the Executive Director or designee in a reasonable amount of time
before the planned travel. The Executive Director or designee will determine whether
approval of the request to transport students in a private vehicle is appropriate.

Restrictions While Using Private Vehicles

Student transportation in private vehicles may only be authorized for trips within the State of
Florida. When transportation is authorized in a private vehicle, students are required to use
the occupant crash protection system provided by the vehicle manufacturer. A student who
is transported to an activity in a private vehicle approved under this policy shall return from
the activity in the same vehicle unless the student is released to his/her parent.

Insurance Requirements

Employees of the Organization will be covered by the Organization’s liability insurance when
they are transporting students as part of their assigned or related duties. Benefits due from
private vehicle insurance will be primary, except for workers' compensation, in accordance
with State law. However, parents or other adults are not covered by the Organization's
liability program when they are transporting students and, therefore, must have adequate
insurance during the time that the vehicle is being used to transport students.

Emergency Situations

Notwithstanding any other provision of this policy, in an emergency situation which constitutes
an imminent threat to student health or safety, school personnel may take whatever action is
necessary under the circumstances to protect students.

Drivers

The safety and welfare of our students is of paramount importance to the Organization.
Accordingly, no person shall operate a school bus unless the person possesses a valid
Commercial Drivers License (CDL) with a school bus endorsement and has complied with the
regulations of the State of Florida and other regulatory agencies. In addition, the Board may
require evidence of continued good health from individual drivers at any time it deems
necessary.

The Transportation Director will ensure that copies of all certificates, health inspections, and
drug tests are provided to the Organization and kept on file to ensure driver requirements
are met. Further, all drivers must be registered in accordance with the Jessica Lunsford Act.

General

Behavioral Policies Apply
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All behavioral policies within this manual and within the Student Handbook also are applicable to
students while on school-provided transportation. Transportation rules and regulations will be
distributed annually to parents/guardians. Students will receive instruction for the safe loading,
riding, unloading and emergency evacuation procedures.

(8.5.2) Trespassing
The Organization will file criminal charges of trespass against any person who unlawfully
enters a school bus where entry is not approved by Governing Board policy or where the
individual does not have prior written approval of the Organization.

SouthTech is committed to creating school environments that promote and protect the overall well-
being of all students and staff. SouthTech will contract School Food Service through Palm Beach
County Schools, following the Wellness and Healthy School Teams policies outlined by Palm Beach
County Schools. Any food service will operate in accordance with USDA’s National School Lunch
Program (NSLP) standards and applicable laws and regulations of the state of Florida. In addition,

adequate physical education will be offered in alignment with the state of Florida regulations.

SouthTech Schools follows the board-adopted Fiscal Policies and Procedures Manual which can be found
in Appendix E.
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Employee Handbook

For

SouthTech Schools
2024-2025

SOUTHTECH
SCHOOLS

WELCOME TO SOUTHTECH SCHOOLS

You are now a key member of a GREAT team—the SouthTech Schools (STS) Team! As a team
member, you will play an important role in helping us meet our objectives:

e To serve as a reliable source of high-quality education for our students
e To provide a career-inspiring, safe, and secure work environment for all STS
employees.

Our greatest asset is our people — people like you. We will continue to strive to make STS the
kind of place that other area schools look up to. We hope that your experience here will be
challenging, enjoyable, and rewarding. Again, welcome.

FOREWORD

This handbook is designed to acquaint you with STS and provide you with information about
working conditions, employee benefits, and some of the policies affecting your employment.
You should read, understand, and comply with all provisions of the handbook. It describes
many of your responsibilities as an employee and outlines the programs developed by STS to
benefit employees.

This handbook is not an employment contract; it is intended as a guide to help answer
questions you may have in your daily working circumstances or questions about policy. As
circumstances change, the need may arise, and STS reserves the right to, revise, supplement,
or rescind any policies or portions of the handbook from time to time as it deems appropriate.
You will be notified of these changes to the handbook as they occur.
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THE SOUTHTECH SCHOOLS TEAM PHILOSOPHY

STS provides a unique environment which emphasizes student achievement through the use of
innovative but proven educational methods. We prepare students to successfully compete in an
increasingly competitive post-secondary environment and the global job market and to be
productive and successful members of society after their school years.

The STS educational philosophy includes a strong belief in and expectation for knowing and
respecting students as individuals and designing curricular models that meet individual student
needs. STS also believes in the necessity of establishing a welcoming, caring, and safe
environment for students and their families. Our success as an organization is founded on the
skills and efforts of our employees. At STS, we realize that each employee is an intelligent,
cooperative, and productive person. Each one of you is in a position to deal directly with
administration on a personal and open basis regarding any matter.

It is important that we work together, with mutual respect, to maintain an efficient, safe, and
productive work environment. Our commitment is to provide you with the opportunity to work
in a satisfying and dignified environment and to be given fair treatment at all times.

EQUAL EMPLOYMENT OPPORTUNITY
The basic employment policy of STS is as follows:

e All applicants for employment will be considered without regard to race, religion,
national origin, age, gender, sexual preference, sexual orientation, physical or mental
disability, or status as a disabled veteran.

e There shall be no discrimination with regard to race, religion, national origin, age,
gender, sexual preference, sexual orientation, physical or mental disability, or status as
a disabled veteran in all matters concerning all employees of the Organization. Such
matters include, but are not limited to, hiring, promotions, demotions, transfers, layoff
or termination, compensation, use of facilities, and selection for training or related
programs.

e [t is STS’s policy to maintain a discrimination-free work environment for all employees.
A good working environment includes freedom from harassment based on race, religion,
national origin, age, gender, sexual preference, sexual orientation, physical or mental
disability, status as a disabled veteran, as well as freedom from unwelcome sexual
advances.

Our employment practices will conform with both the spirit and the letter of federal, state, and
local laws regarding nondiscrimination in employment. It is the obligation of every employee of
the organization to adhere to this policy.

HARASSMENT

STS is committed to providing a work environment that is free of discrimination and
harassment, particularly discrimination and/or harassment involving an employee’s race,
religion, national origin, age, gender, disability, sexual preference or orientation.

Actions, words, jokes, or comments based on an individual’s sex, race, ethnicity, age, religion,
or any other legally protected characteristic will not be tolerated. Harassment (both overt and
subtle) is a form of employee misconduct that is demeaning to another person, undermines the
integrity of the employment relationship, and is strictly prohibited.
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An employee who is aware of an incident of harassment should promptly report the matter to
Administration. Employees can raise concerns and make reports without fear of reprisal.
Anyone engaging in harassment will be subject to disciplinary action, up to and including
termination of employment.

ACCESS TO PERSONNEL FILES

STS maintains a personnel (employment) file on each employee. The personnel file includes
such information as the employee’s job application, references, résumé, records of training,
documentation of performance appraisals, salary increases, letters of commendation,
documentation of disciplinary action, employee comments, and other employment records.

Personnel records are the confidential property of STS and access to the information they
contain is restricted. Generally, only individuals who have a legitimate reason to review
information in a file can do so. Correction or alteration of any information in personnel files
must be done only through written request.

Employees who wish to review their own file should contact Human Resources. With
reasonable advance notice, employees may review their own personnel files in STS's offices
during regular business hours and in the presence of an individual appointed by STS to maintain
files.

AFTER-HOUR EVENTS

All staff will be required to attend orientations, open house, graduation or other assigned school
events. Approximately seven (7) events per school year are planned and scheduled for
approximately two (2) hours during the evening hours each.

ANNUAL EVALUATION

Each staff member will participate in an annual evaluation, conducted by Administration. This
evaluation process is intended to provide an opportunity for reflection and discussion on areas
of strength and areas for improvement. Goals for the year will also be discussed.

APPROPRIATE COMMUNICATIONS, BEHAVIORS AND RELATIONSHIPS

All employees shall communicate carefully and effectively with students, colleagues, parents,
school management and others in the school community in @ manner that is professional and
supportive, and based on integrity, trust and respect.

All Employees shall ensure that they do not knowingly access, download, or otherwise have in
their possession while engaged in school activities, inappropriate materials/images in electronic
or other format.

All Employees must ensure that, at all times, relationships with colleagues and students are
professional and in keeping with the codes of conduct (see Code of Ethics of the Education
Profession in Florida and the Principles of Professional Conduct for the Education Profession in
Florida.)

At no time, should any employee be on the school campus while under the influence of any
substance that impairs their fitness to teach or otherwise work.
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ATTENDANCE AND PUNCTUALITY

Regular and prompt attendance is your individual responsibility and is essential to the efficiency
and success of our organization. Absenteeism and/or tardiness disrupts work schedules and
tends to place a burden on your co-workers who may have to assume your assignments. There
may be times, of course, when illness or other bona fide reasons make it impossible for you to
report to work.

While it is important that absenteeism and tardiness be kept to a minimum, it is equally
important and your responsibility to provide the reason for your absence or tardiness and when
you expect to return to work. This information is to be discussed at the time of your request
and is essential for determining approval or disapproval.

If you must arrive at work late or leave early, it is mandatory that you receive approval from
Administration.

CLASS MOVEMENT

Teachers must supervise their classroom and hallways. Teachers are expected to assist
Administration in monitoring all areas of the school during class breaks and lunches, including
the bathrooms and common areas.

COMMUNICATIONS
Open communication is essential to harmonious employee relations. The most effective
communication occurs on a day-to—day basis among all members of the team.

Staff members will have messages sent by email or telephone calls during the student day
unless it is an emergency. Individual mailboxes will be assigned to every employee and it is
important to check boxes at least once daily.

Email and voicemail messages must be checked on a daily basis on regular work days and
replies sent within 24 hours.

DAILY ATTENDANCE

Each teacher is responsible for maintaining daily attendance. Attendance will need to be
entered electronically. Patterns of non-attendance need to be discussed with families and the
School Counselor.

DRESS CODE

A higher standard of dress often encourages greater respect for yourself and others and results
in a higher standard of behavior. All faculty and staff are expected to and are required to dress
in a professional manner. All attire should be modest and appropriate. If there are any
questions regarding attire, you should speak to your Principal. All determinations of appropriate
and professional attire are the decision of the Principal.

DRUG FREE WORKPLACE COMPLIANCE

To comply with the federal Drug Free Workplace Act, and to promote workplace safety and
productivity, STS will require all employees, temporary employees, and subcontractors to report
to work without any alcohol or illegal mind-altering substances (drugs) in their systems. This
requirement also applies to activities outside of the regular school day, including evening
activities and field trips. In the event of an accident that requires medical treatment in regards
to worker’s compensation, a drug test will be required.
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Restrictions on tobacco use are necessary for the health and safety of all our employees and
students, the cleanliness of our property, and the fire safety of our building. No tobacco use is
permitted on the school grounds.

EMPLOYMENT RELATIONSHIP
Employment with STS (SouthTech Schools, Inc.) is on an at-will basis. While employees are
provided with an annual employment agreement, please note that you enter into employment
voluntarily, and you are free to resign at any time for any reason or no reason. Similarly, STS is
free to conclude its relationship with any employee at any time for any reason or no reason.
STS operates as an at-will employer.

Annual employment agreements will outline the number of work days and the daily working
hours and holidays for each employee. The annual employment agreement will also outline the
compensation the employee will earn if all work days, not including PTO, are completed during
the annual period. If an employee is dismissed or resigns during the term of the annual
employment agreement, final pay checks will be prorated based on the number of days an
employee completed of the annual employment agreement.

Although all full-time employees are eligible for insurance on the first of the month following 30
days of employment, STS schools require an employee to complete a 90-day introductory
period of employment. This notice informs you that your performance will be carefully
monitored during this initial period of employment, and your employment status will be
considered temporary until this 90-day introductory period has expired. If your performance
meets STS requirements, the organization will then, at its own discretion, consider changing
your employment status to regular full time. If your performance does not satisfy STS
management during this period, it may be deemed grounds for dismissal regardless of any or all
previous employment agreements. NOTE: Successful completion of the 90-day introductory
period does not change the at-will employment status. Either the employee or the organization
has the right to terminate employment at any time, with or without cause.

EMPLOYEE REPORTING & SCREENING POLICY

All employees must meet state screening and eligibility standards before and during
employment, including background checks and clearance through state disqualification lists.
Employees are required to self-report within 48 hours any arrest for a felony or for a
misdemeanor, as well as any conviction, plea, or adjudication for any criminal offense other
than a minor traffic violation. Employees who have knowledge that a student has committed
sexual battery against another student must report the offense immediately to law
enforcement. Law enforcement agencies are required to notify the district within 48 hours when
an employee is arrested for a felony, a misdemeanor involving an offense listed in s. 435.04(2),
the abuse of a minor child, or the sale or possession of a controlled substance. Within 24 hours
of such notification, the principal or designee will notify the parents of all students who had
direct contact with the employee and will include, at a minimum, the employee’s name and the
specific charges. Employees may be temporarily removed from the classroom within 24 hours of
a law enforcement notification or self-report of an arrest for a felony or qualifying
misdemeanor. Self-reporting is not considered an admission of guilt and cannot be used in any
legal or administrative proceeding. All sealed or expunged records shall be handled in
accordance with state confidentiality laws. (1012.22, 1012.315, 1012.797, 1012.799)
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FIELD TRIPS
Field trips shall be approved by administration in advance of detailed planning. It is the
teacher’s responsibility to know and follow field trip guidelines.

FLORIDA RETIREMENT SYSTEM (FRS)

STS is a member of the Florida Retirement System (FRS) and as such all eligible employees
will be automatically added as per state regulations to the FRS system as members; you may
not opt out. You will be required to complete some documentation initially and annually for the
membership upkeep.

STS will follow all rules and regulations pursuant to the retirement processing including
deducting the state mandated portion of retirement from your payroll each pay day as well as
contributing the state mandated portion for employers each payday to be processed and paid in
on a monthly basis, also state required.

Please note that the employee deduction and employer contribution is state controlled and can
change annually. STS will have no authority to make any changes other than what the state
requires.

This decision to enroll in FRS for your future retirement is a great benefit to you and your family
and was made with our employees’ wellbeing and futures in mind.

FUNDRAISING

All fundraising activities for clubs or extra-curricular activities must be pre-approved by the
Administration. Teachers or other staff responsible for fundraising activities should turn in all
monies collected to the office on a daily basis after it has been counted, confirmed and logged
on the club ledger/spreadsheet. Monies should never be left unsecured in a classroom or desk
overnight.

GROUP INSURANCE PLAN

STS provides benefits to its employees so that you and your family can enjoy a better way of
life. All employees who work 30 hours or more per week are considered full time and are
eligible for insurance. All full-time employees will be eligible for group insurance benefits the
first of the month following the completion of 30 days of employment. Please review details
regarding insurance benefits carefully. Booklets containing specific information on insurance
benefits will be provided and updated as benefits change. It is STS’s policy for employees to
pay their portion of insurance premiums a month in advance.

HUMAN TRAFFICKING AWARENESS

Beginning July 1, 2026 all SouthTech Schools employees with student contact must complete
the state approved human trafficking awareness training as required by 1006.481, F.S.
Employees must submit a signed acknowledgment of completion, which will be retained by the
school.

KEY ASSIGNMENTS
Employees are responsible for maintaining the security of the keys they are assigned.

Key Control
Not following key policy can be grounds for discipline, up to and including dismissal.
e Keys will never be left unguarded.

e Unauthorized duplication of any key may be cause for discipline, up to and including
dismissal
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Upon separation, all keys will be returned to Administration before leaving the premises.

¢ Immediate reporting of lost or stolen keys is mandatory. If a key is lost or stolen, its
lock should immediately be replaced or re-keyed. Employees may be responsible for
replacement costs.

NON-DISCLOSURE POLICY

Employee shall not use or disclose to any person, during the term of employment, or at any
time thereafter (except as required to perform employee’s duties on behalf of the organization),
any information belonging to, used by or in possession of the organization relating to any
student including, without limitation, the names, addresses, and phone numbers of the
students, as well as any information belonging to, used by or in possession of the organization
relating to the organization’s plans, budget, financial matters, vendors, technology, payroll data,
personnel records, benefit data, marketing plans and strategies, financial information, operating
policies, student lists, or other information compiled by the organization (collectively referred to
herein as “Organizational Information”).

Notwithstanding the foregoing, Student Information and Organizational Information shall not
include any information that is or becomes generally available to the public other than as a
direct result of the disclosure by employee. Upon the termination of employment for any
reason, or at such earlier time as requested by the Organization, employee agrees to deliver to
the Organization all materials relating to the Organizational Information in employee’s
possession, and all other property belonging to the Organization in employee’s possession.

NOTICE OF INJURY
All accidents require a completed accident report, which will be reported to Human Resources.

OVERTIME
Overtime for non-exempt employees is typically not authorized. Any overtime must be
preapproved by the Executive Director.

PAID TIME OFF
Paid Time Off (PTO) leave is earned as follows:

PTO is earned at the rate of one day per month. STS employees shall be credited with four (4)
days of leave as of the last day of the 1t month of regular employment of each school year,
and shall thereafter earn one (1) day of leave at the end of each calendar month provided that
the employee has been on duty or compensable leave a minimum of eleven (11) days within
the month; and provided further, that the employee shall be entitled to earn no more than one
(1) day of leave times the number of months of employment during the year of employment.
PTO may be used in full day and half day increments only. Unapproved PTO days will be
without pay.

No more than five (5) PTO days can be taken concurrently and ALL requests for PTO (except
emergency and illness) must be approved in advance. If PTO is to be used as a personal day
(as opposed to emergency or illness), employees are required to submit a leave request as
early as possible. The Principal may deny any PTO requests if too many employees are
scheduled to be off on one day in order to maintain the best instructional environment for
students. In this instance, PTO will be approved on a first come first serve basis. All
employees must notify their supervisor as soon as possible if they plan to use a PTO day due to
emergency or illness. Maternity leave or emergency/illness leave is excluded from the five (5)
day PTO limit.
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Scheduled absences must be approved/authorized by the Principal.

Any unauthorized absences over 3 (three) days require a written doctor’s note.

Black out days for leave
No leave will be given during the following dates unless prior approval is given by the Principal:

e The first two weeks of school opening;

e The last two weeks of school closing;

o Designated weeks of state assessment;

e Additional days concurrent to already scheduled Holidays.

Maternity/Extended leave
SouthTech Schools, Inc. complies with the Family and Medical Leave Act (FMLA). This provides

certain employees with up to twelve (12) weeks of unpaid, job-protected leave per year (based
on revolving 12-month period from the beginning of the first FMLA leave date). It also requires
that group health benefits be maintained during the leave. FMLA is designed to help employees
balance their work and family responsibilities by allowing them to take reasonable unpaid leave
for certain family and medical reasons. It also seeks to accommodate the legitimate interests of
employers and promote equal employment opportunity for men and women. FMLA applies to
all public agencies, all public and private elementary and secondary schools, and companies
with 50 or more employees. These employers must provide an eligible employee with up to
twelve (12) weeks of unpaid leave each year for any of the following reasons: for the birth and
care of the newborn child of an employee; for placement with the employee of a child for
adoption or foster care; to care for an immediate family member (spouse, child, or parent) with
a serious health condition; or to take medical leave when the employee is unable to work
because of a serious health condition. Employees are eligible for leave if they have worked for
their employer at least twelve (12) months and at least 1,250 hours over the past twelve (12)
months.

Whether an employee has worked the minimum 1,250 hours of service is determined according
to FLSA principles for determining compensable hours or work. Time taken off work due to
pregnancy complications can be counted against the 12 weeks of family and medical leave.

Compensatory Time
Human Resources shall keep detailed, accurate records of the compensatory time granted and

taken by an eligible employee. These records shall include a copy of the advance written
agreement between the Administrator and the eligible employee along with proof of time
worked and documentation of hours completed in excess of a complete contractual work week.
The scheduled use of accrued compensatory time must be approved by an Administrator. All
compensatory time accrued must be used by the eligible employee no later than the end of the
school year in which it was earned.

Jury Duty

If an employee is under subpoena for jury duty during the time normally engaged in regular
professional duties, the employee shall make application for temporary duty elsewhere (TDE).
The employee shall receive regular pay while on jury duty and shall remit to the school the
amount of fees, less travel allowance received for jury duty. If upon reporting for jury duty, the
employee is dismissed, prior to serving one-half day, the employee is to report back to the
regular duty assignment.
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PAYDAYS

Employees will be paid on the fifteenth and the last day of each month. If a payday falls on a
weekend, Saturday and Sunday dates, employees will be paid on the preceding Friday. The end
of the month pay date will always fall on the last business day of the month.

Direct deposit is mandatory.

Paychecks are distributed on a 12-month cycle. Pay periods are designed on a two-week delay
(i.e. Checks distributed on the last day of the month are for the hours worked from 1% to the
15% of that month).

Deductions are withheld from your paycheck for Social Security and Federal withholding taxes,
as required by law. If you ever have questions about your paycheck or deductions, please see
Human Resources.

PERFORMANCE STANDARDS
The people at STS constitute the greatest strength of our school. It is our belief that all will
perform consistently at a high level.

On the rare occasion when someone fails to perform to reasonable standards, it is our policy to
encourage constructive instruction and feedback as a first resort in most cases. Generally,
formal corrective action measures will be used when performance issues are not corrected,
following coaching and counseling efforts, or in cases of genuine misconduct or disregard for
safety. No rule can be written to cover all offenses or violations that may be cause for taking
corrective action. The degree of discipline will be based on circumstances and the team
member’s previous record.

Misconduct

For certain acts of dishonesty or misconduct, discharge may be the appropriate measure,
without regard to progressive disciplinary steps. The following are examples of the events that
would be cause for immediate discharge:

e Violation of Substance Abuse Policy;

Verbal or physical threats of any nature against the school and/or its representatives,
parents or students;

Fighting;

Providing false information or omitting important information on school records;
Unauthorized removal or attempted removal of school property;

Violation of key control policy;

Unauthorized use of social media;

Intentional damage to property or product;

Negligent or unruly behavior resulting in property damage or personal injury;
Possession of weapons on school property;

Walking off the job;

Failure to return in a timely fashion from an approved leave of absence;

Being employed while on leave, without prior approval;

Sleeping during class time;

Willful or repeated violation of the safety rules or work practices at STS;
Insubordination;

Excessive Absenteeism.
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According to Florida Statute 231.26, Employees are required to self-report any criminal charges
or motor vehicle violations that involve alcohol or drugs to their immediate supervisor the next
working day after the charge. Employees also must report what happens once they go to
court. They must report any conviction or plea the next business day. Failure to self-report is
grounds for immediate dismissal.

Progressive Discipline

Progressive discipline aims to ensure that employees understand the importance of all school
requirements, especially school safety requirements, and the consequences of knowingly failing
to comply with them.

1. Verbal Warning
o Purpose: Address minor concerns
o Process: Administration meets with the employee to discuss the concern. This
conversation is informal, but documented in the administrators records.
o Outcome: The employee is expected to improve without further disciplinary
action. No formal notation in the employees personnel file at this stage.
2. Written Warning
o Purpose: Issued for repeated minor infractions or more serious initial infractions
o Process: The employee receives a formal written notice outlining the issue,
expectations for improvement, and consequences if the issue persists. A meeting
between the employee and administration may occur.
o Outcome: The written warning is placed in the employee’s personnel file.
Follow-up meetings may be scheduled to assess progress.
3. Performance Improvement Plan
o Purpose: Used when issues continue after a written warning or when
performance issues are serious enough to require targeted intervention
o Process: A formal plan is developed outlining specific goals and timelines for
improvement. Regular check-ins with the employees are scheduled.
o Outcome: The employee is expected to show significant improvement within 10
days. Failure to meet the plan’s goals may result in further disciplinary action.
4. Suspension
o Purpose: For serious offenses that require immediate attention but do not yet
warrant termination.
o Process: The employee is suspended, either with or without pay, pending an
investigation into the alleged misconduct.
o Outcome: The employee may return to work after a suspension period with
additional conditions and monitoring.
5. Termination
o Purpose: For severe infractions or repeated violations after prior disciplinary
steps have failed
o Process: After a thorough investigation, the school moves forward with
termination proceedings.
o Outcome: The employees’ contract is terminated, and this is documented in
their personnel file.

At SouthTech Schools we are committed to maintaining a safe and respectful
environment, therefore some infractions may result in immediate suspension or
termination.
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e Transparency: The process will be clearly communicated to the employee, with
documentation at every stage.

o Fairness and Due Process: Employees should have the opportunity to appeal
disciplinary actions, and any decisions should be based on a thorough investigation.

Documentation: All steps, from verbal warnings to termination, should be documented for accountability and
reference.

Family Educational Rights and Privacy Act (FERPA) Compliance

Purpose: The purpose of this section is to ensure that all employees are aware of and comply
with the Family Educational Rights and Privacy Act (FERPA), a federal law that protects the
privacy of student education records.

1. Confidentiality of Student Records:

o All student education records, including but not limited to grades, disciplinary
records, and personal information, are confidential and must be handled with
care.

o Employees are required to protect the privacy of students and their families by
not disclosing any personally identifiable information from a student's education
records to unauthorized individuals, including other students, parents (without
proper authorization), or external parties, unless a valid exception under FERPA
applies.

2. Access to Student Records:

o Only employees with a legitimate educational interest, meaning those who need
access to perform their job responsibilities, are allowed to access student
records.

o Any employee found to be accessing or sharing student records without a
legitimate educational interest or authorization may be subject to disciplinary
action, up to and including termination.

3. Parental and Student Rights:

o Parents of students under 18 years of age and eligible students (18 years or
older) have the right to inspect and review the student's education records.

o They also have the right to request that inaccurate or misleading information in
the records be amended.

4. Directory Information:

o Certain information classified as "directory information" may be disclosed without
consent, unless the parent or eligible student has opted out of such disclosures.

o Directory information may include items such as the student's name, address,
telephone number, date and place of birth, honors and awards, and dates of
attendance.

5. Training and Compliance:

o All employees must complete FERPA training as required by the institution to
understand their responsibilities under the law.

o Employees are expected to remain current with FERPA regulations and updates.
Regular training and resources will be provided to ensure ongoing compliance.

6. Reporting Violations:

o Any employee who suspects a violation of FERPA should report it immediately to
their supervisor or the designated FERPA compliance officer.

o Retaliation against any employee who reports a suspected violation in good faith
is strictly prohibited.
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Consequences for Non-Compliance:

o Violation of FERPA can result in disciplinary action, including potential termination of
employment. Additionally, the institution may face legal consequences, including the
potential loss of federal funding.

PROFESSIONAL ETHICS

An effective educational program requires the services of personnel of integrity, high ideals, and
human understanding. All employees shall be expected to maintain and promote these
qualities. The Board shall also expect all administrative, instructional, and support staff
members to adhere to the *Code of Ethics of the Education Profession in Florida and the
Principles of Professional Conduct for the Education Profession in Florida.

It is the duty of all employees to report to the Principal or designee alleged misconduct by any
employee that affects the health, safety or welfare of a student. Failure of an employee to
report such misconduct shall result in disciplinary action.

*www.fldoe.org/core/fileparse.php/7725/urlt/0072460-ethics.pdf

POLITICAL ACTIVITIES

Employees are not allowed to conduct activities supporting or denouncing individual political
candidates or views while conducting activities for STS during working hours. The use of STS
resources for such activities is strictly prohibited. Should an employee choose to campaign for
and hold an elective public office, the Executive Director will ensure proper safeguards are put
into place to ensure that the campaign or elected duties do not interfere with the role of the
employee plays at STS.

PUBLIC INFORMATION REQUESTS
Refer all media, interviews, and requests for information to the Executive Director.

REIMBURSEMENTS
Any purchases made by an individual for school benefit may be eligible for reimbursement. Any
purchase submitted for reimbursement must be pre-approved by Administration.

REPLACEMENT OF PERSONAL OR STS PROPERTY

All employees are expected to respect the property of others, including STS property. STS
property includes office supplies and/or services, postage, tools, equipment, misuse of
communication devices, etc. Use or theft of STS property and/or services without proper
authorization will result in disciplinary action being taken, up to and including discharge.

All incidents of theft or damage involving personal or STS property should be reported to the
Principal. To prevent theft, it is very important that all employees make sure they secure all
equipment at the end of their regular day. The employee will bear the responsibility of
replacing any lost or stolen items that are under their responsibility.

STS is not responsible for lost, stolen or misplaced personal items. It is the employee’s
responsibility to provide necessary security for his or her own personal items. Any theft should
be reported to the Principal. Under no circumstances will STS make reimbursement for lost or
damaged personal items.

REPORTING CHILD ABUSE
Page
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All staff is mandated by Chapter 39 of the Florida Statutes to directly report any suspicion of
child abuse, child neglect, child sexual abuse, and/or exploitation of children, elderly or adults.
In all cases the state of Florida law on reporting child abuse and neglect should be followed by
calling the State Abuse Registry at 1-800-962-2873. The Principal and other appropriate
administrators must be notified on the same day.

All cases of child abuse suspected or confirmed must be reported to the appropriate state
agency and Administration immediately.

Any employee who is observed or alleged to engage in child abuse or neglect is reported in the
same manner as outlined above. The employee will be suspended or reassigned until an
investigation can be completed.

SAFETY & EMERGENCY PROCEDURES
Each STS employee is responsible for reading, understanding, and following all safety and
emergency plans.

When to Call Emergency and Non-Emergency Numbers

It is important to know how to identify and report crimes and suspicious activity.

The following are guidelines for deciding whether an incident is an emergency or non-
emergency, and if it should be reported to emergency (9-1-1) or non-emergency number(s).

Call emergency 9-1-1 when:

e Acrime is in progress
A situation is about to occur (endangering life or major property)

e A crime has just occurred (especially if you can describe the suspect and the direction in
which he or she fled)

Call the non-emergency number when:

e Your school was burglarized last night
e You need to add additional information to a report you made previously

SAFETY STATEMENT

At STS, we will attain and sustain safety excellence in the operation of our facilities. The
protection of each member of our team, our students, our environment, and the citizens of the
community in which we operate is our primary objective. We will not compromise accident and
injury prevention for any reason. Team members at STS are responsible to take all measures
to prevent injuries and illnesses and must recognize and accept that working safely is a
condition of employment.

SEVERE WEATHER INFORMATION

Each STS will follow the same instructions as their local district in case of severe weather
emergencies. Parents and faculty should watch the local news for information about district
school closings.

STAFF DEVELOPMENT

Page
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All STS employees will be required to participate in any school-wide professional development
opportunities as scheduled. In addition, all teachers are required to complete the required
professional development for obtaining and maintaining a professional teaching certificate.
While STS will assist teachers in knowing and completing the requirements for certification, it is
ultimately the responsibility of the teacher to assure that these requirements are met in order to
maintain required certifications.

STAFF SIGN-IN and SIGN-OUT

All employees, excluding administrative staff, will adhere to the following policies to verify
attendance and hours worked. Immediately upon arriving for duty at the school site, each staff
member MUST report to the main office and complete the daily sign-in log. Although there is
no requirement to sign-out at the end of the work day, any employee leaving campus during
their work day is required to sign-out and obtain administrative approval. If the employee is
returning during the normal assigned work day, they should sign back-in upon return.

STUDENT INFORMATION
Each STS staff member must comply with HIPPA (Health Insurance Portability and
Accountability Act) and FERPA (Family Educational Rights and Privacy Act) regulations.

Annual Notice Regarding Disclosure of Student Directory Information

Federal and State laws require that STS, with certain exceptions, obtain written consent prior to
the disclosure of personally identifiable information from a student’s education records.
However, STS may disclose appropriately designated directory information without written
consent UNLESS a parent advises STS to the contrary.

Parent(s) or former students shall have thirty (30) days for the date of notice to inform the
student’s school administrator, in writing, that any or all the directory information should not be
released without their consent. STS has designated the following information as directory
information:

A student’s name, address, and telephone number (if there is a listed number)
Image or likeness in photographs, videotape, film, or other medium

Date and place of birth

Major field of study

Current grade level

Participation in officially recognized activities and sports

Weight and height of athletic team members

Date of attendance

Degrees and awards received

Most recent previous educational agency or institution (school or center) attended by
the student

Directory information is generally not considered harmful or an invasion of privacy if released.
Directory information relating to students shall be released only to the following:

e In-school use of student directory information for official school business
e Student directory information, without address and phone numbers, for school annuals,
school newspapers, and printed materials or programs for extracurricular activities

STUDENT NON-FRATERNIZATION POLICY
Page
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STS expects all staff members, including teachers, coaches, counselors, administrators, board
members, support staff and others, to maintain the highest professional, moral and ethical
standards in their conduct with students. For the purposes of this policy, staff members also
include school volunteers.

All school staff are expected to accept responsibility for their conduct, and to understand
that their conduct may be regarded as representative of the entire STS organization, and
that even off-duty conduct may adversely affect the abilities of a staff member to
effectively perform his/her job duties. Staff is expected to abide by a professional standard
of conduct and model good citizenship for students, parents, and the community.

The interactions and relationships between staff members and students should be based upon
mutual respect and trust; an understanding of the appropriate boundaries between

adults and students in an educational setting; and consistent with the educational mission
of the schools. Even if a student participates willingly in an activity, prohibited interactions
between staff and students (regardless of the student’s age) are a violation of this policy.

Specifically, STS expects that its staff maintain appropriate professional relationships with
students in particular, and any youth in general, and be sensitive to the appearance of
impropriety in their conduct with students. Staff members are encouraged to discuss issues
with their building administrator or supervisor whenever they are unsure whether particular
conduct may constitute a violation of this policy.

Employees must understand that even an appearance of inappropriate relationships will
adversely impact their effectiveness in the school environment. Therefore, employees must
be diligent in maintaining the highest ethical standards when interacting with youth both inside
and outside the school environment and are strictly prohibited from forming such personal
relationships with students outside the classroom.

Prohibited Conduct

Staff is prohibited from engaging in any of the following types of conduct, regardless of
whether the conduct occurs on or off school property or during or outside of school hours.
The following list of prohibited conduct does not, and is not intended to, constitute the entire
list of conduct for which discipline may be imposed:

(a) Engaging in any romantic or sexual relationships with students, including dating,
flirting, sexual contact, inappropriate physical displays of affection, or sexually suggestive
comments between staff and students, regardless of whether staff or student initiates
the behavior, whether the relationship is consensual, or whether the student has parental
permission;

(b) Fostering, encouraging, or participating in inappropriate emotionally or socially intimate
relationships with students in which the relationship is outside the bounds of the
reasonable, professional staff-student relationship and in which the relationship could
reasonably cause a student to view the staff person as more than a teacher, administrator,
or advisor;

(c) Initiating or continuing communications with students for reasons unrelated to any
appropriate purpose, including oral or written communication; telephone calls;
electronic communication such as texting, instant messaging, email, chat rooms,
Facebook or other social networking sites; webcams; photographs, electronic and

Page
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online communications with students, including those through personal accounts, should
be accessible to supervisors and professional in content and tone;

(d) Socializing with students outside of class time for reasons unrelated to any appropriate
purpose;

(e) Providing alcohol (regardless of age) or drugs of any kind (except for those provided in
accordance with policy on medication administration) to students.

(f) Transporting students during or outside of class time in a personal vehicle unless it is an
approved school related function and written permission is given from parent or guardian.

Reporting Procedures

(a) Duty to Report. Any person with knowledge or suspicion of an improper relationship
between staff and a student must immediately report the conduct to school
administration. Nothing in this paragraph is intended to relieve mandated reporters of their
obligations under state and local statues.

(b) Protection from Retaliation. Staff who makes a good-faith report of a suspected
fraternization violation, or who cooperates in inquiries or investigations related to the
investigation of such a report, shall be protected from retaliation.

STS will take appropriate disciplinary action, up to and including dismissal, against any staff
found to have violated this non-fraternization policy.

TECHNOLOGY GUIDELINES:

Management’s Right to Access Information
STS’s computers, telephone, and communication hardware and software systems (“Systems”)

have been installed and are used to facilitate school communications. Although each employee
has an individual password to access these Systems, they belong to STS and the contents of
communications are accessible at all times by the administration for any business purpose.
These Systems may be subject to periodic unannounced inspections and should be treated like
other shared filing systems. All Systems messages are STS records. The contents of our
Systems may be disclosed to STS administration without your permission. Therefore, you
should not assume that messages and communications are confidential. Back-up copies of
communications may also be maintained and referenced.

Social Media

It is the company policy that no employee “friend” a student or parent on Facebook or any
other social media. If parents or students have questions regarding school activities, policies,
etc. they may email you, check the school website or contact you or your Principal.

Personal Use of STS’s Computer Systems
Because STS provides the Systems to assist you in the performance of your job, you should use

them only for official business. We reserve the right to access and disclose as necessary all
communications on our Systems without regard to content. Since your personal
communications can be accessed without prior notice, you should not use our Systems to
transmit any messages or to access any information you would not want read by any third
party. You should not use the System for gossip, including personal information about yourself
or others, for forwarding messages under circumstances likely to embarrass the sender, or for
emotional responses to business correspondence or work situations. You should also not use
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these Systems for such purposes as soliciting for commercial ventures, religious or personal
causes, outside organizations, or other similar, non-job-related solicitations. Although incidental
and occasional personal use of our Systems are permitted, these communications will be
treated the same as other communications. However, you are prohibited from accessing or
downloading information from the Internet for your personal use. Employees must not attempt
to access another employee’s files or e-mail messages without the latter’s express permission.

Forbidden Content of Communications

There is to be no display or transmission of sexually explicit images, messages, or cartoons, or
any transmission or use of e-mail communications that contain ethnic slurs, racial epithets, or
anything that may be construed as harassment to, or disparagement of, others based on their
race, national origin, sex, sexual orientation, age, disability, or religious or political beliefs.
Violation of this policy will result in appropriate disciplinary action up to and including
termination.

SOUTHTECH

SCHOOLS

Welcome to SouthTech Schools

ACKNOWLEDGEMENT OF RECEIPT of Employee Handbook

This acknowledges receipt of the SouthTech Schools, Inc. (STS) Employee Handbook. I
understand that this Handbook supersedes any previously issued Handbook or other
information, and that STS retains the right to change this Handbook as required.

I understand that nothing in this Handbook is intended to create any type of employment
agreement or guarantee of hours of work. I realize that either STS or I can terminate the
employment relationship at any time with or without cause.

I further understand that it is my responsibility to fully read and comply with all the rules and
regulations in this Handbook and with any other safety policies with which I have been
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provided. I agree to insert and replace any revised or new policies, rules or regulations as
implemented by STS, and will comply with them as they are implemented.

Team Member Signature Date

Printed Name of Team Member
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Dear Parents, Guardians, and Students,

It is my absolute pleasure to welcome everyone to another exciting year at SouthTech
Academy. Here at STA, we aim to make all Bulldogs feel like a part of the SouthTech
Family. We strive to bring out the best in our students while guiding them into becoming
career and college ready.

To prevent discipline issues and to maximize instructional time, it is imperative that both
students and parents read this handbook in its entirety. Students, take ownership of your
future and take advantage of the amazing resources SouthTech Academy has to offer you.
Families, I invite you to be active in our school as a volunteer, as a board member, or by
serving on one of our many committees that make our school great.

At SouthTech Academy, we have outstanding instructors who are committed to their craft
and students. It is through this commitment that we can set measurable goals for
improvement and growth with our students. It is our belief that all students should graduate
high school prepared for work, higher education, and productive citizenship.

The expectation is for all SouthTech students to embrace and adhere to The Bulldog Way:
Be respectful, responsible, and ready to learn---beginning with prompt arrival at school
each and every day. Above all, as you commence your learning journey, it is essential to
put forth your best efforts----working cohesively with peers, taking pride in your school,
and using technology with integrity.

SouthTech Academy is a special place filled with teachers and students who care for each
other and constantly strive to build positive relationships. It is through these positive
relationships that we support our students academically, socially, and through career-related
growth. Your child’s educational experience is our priority! I'm truly honored to serve as
Principal of SouthTech Academy. I take great pride in this opportunity and can't wait to see
what successes the future holds. Please don't hesitate to contact me at 561-369-7040 or at
joshua.wigelsworth@pbcharterschools.org.

I welcome the opportunity to collaborate with you and your families during this highly
anticipated school year and moving forward.

In Partnership,

Joshua K. Wigelsworth
Principal


mailto:joshua.wigelsworth@pbcharterschools.org

Table of Contents

Bell Schedule Page 8
Lunch Schedule Page 8
The Bulldog Way Page 8
Contact Information Page 9
Academies Page 9
Important Dates Page 10
Parent Involvement Policy Page 11
Emergency School Closing Page 11
Procedures

Equal Opportunity and Page 11
Non-Discrimination Policy

Message to Parents/Guardians and Page 11
Students

Evacuation Drills Page 11
Lost or Stolen Items Page 12
Closed Campus Policy Page 12
Financial Responsibilities Page 13
News Coverage of School Activities Page 13
Parent Conferences Page 13
Governing Board Page 14
Textbooks Page 14
Visitors and Student Pick Up Page 14
Student Services Page 14




Student Code of Conduct Page 15
PBIS Page 15
Discipline Action Plans Page 16
Discipline Matrix of the Palm Beach Page 17
County School District

Technology Acceptable Use Policy Page 18
Drug, Alcohol or Tobacco/E-Cigarette Page 18
Violation

Dress Code Page 19
False Fire Alarm Page 20
Student ID Badges Page 20
Search and Seizure Page 20
Fighting Page 20
Assault and Battery on a School Page 21
Board Employee

Sexual Harassment Policy Page 21
Bullying and Harassment Policy Page 22
Parent/Student Grievance Procedure Page 22
Transportation Page 23
Bus Rules Page 23
Parking and Driving on Campus Page 24
Attendance Page 25
Excused and Unexcused Absences Page 26
Tardies Page 27




Procedures on Leaving Campus Page 28
Wellness Promotion Policy Page 28
Student Activities Policy Page 28
Pledge of Allegiance Page 29
Posting of Advertisements, Signs or Page 29
Messages

Clinic Page 29
Medication Needs Page 29
Accidents and Injuries Page 30
Voluntary Student Accident Insurance Page 30
Mental Health & Student Safety Page 30
Evaluation

Grading Period and Report Card Page 31
Distribution

Student Information System (SIS) Page 31
General Rules for Grading Page 31
Cheating/Plagiarism Page 31
Artificial Intelligence Acceptable Use Page 31
Policy

Credits Page 32
Exemptions Page 33
Grading Scale Page 33
Student Behavior Evaluation Page 33
ESE & 504 Plans Page 33
School Counseling Page 33




Graduation Requirements Page 34
Required Subjects Page 34
Accelerated Options (Dual Enroliment, Page 35
AP Courses, CTE & Industry Certs, &

FLVS)

Diplomas Page 36
Diploma Designations Page 35
Scholarships Page 36
Class or Schedule Change Page 36
Withdrawals and Transfers Page 37
Student Records Page 37
Transcripts Page 37
Certificates Page 37
Parent/Guardian Acknowledgement Page 38




Bell Schedule
| A/BSchedule~Grades9-12 |

A/B Schedule ~ Grades 9-12

Lunch A Lunch B
Breakfast 6:00 - 6:55 Breakfast 6:30 - 6:55
1st Period 7:00 - 8:27 1st Period 7:00 - 8:27
2nd Period | 8:32-10:11 2nd Period | 8:32-10:11
A LUNCH 10:11- 10:41 3rd Period 10:16 - 11:43
3rd Period 10:46 - 12:13 B LUNCH 11:43-12:13
4th Period 12:18- 1:45 4th Period 12:18 - 1:45

Printed student schedules will designate Lunch A or Lunch B.

The Bulldog Way

Respectful
Responsible

Ready to Learn

School Colors:
Red, White & Blue




Contact Information

Main Office: (561) 369-7001

Career Academies: (561) 369-7052

Clinic: (561) 364-7919

Exceptional Student Education Office: (561) 369-7009
Food Service: (561) 369-7074

School Counseling Office: (561) 369-7025

Student Services: (561) 369-7064

Career Academies

Auto Collision & Repair
Agricultural Technology

Ed Morse Automotive Technology
Cosmetology

Culinary Arts

Business Management Academy
Commercial Arts Academy
Music and Sound Production
Information Technology

Medical Sciences

DigiFilm

Veterinary Assisting

Students are allowed to make one academy change during their academic
career at SouthTech Academy. Career Academy changes must be approved
by Administration.

Individual career academies may have specific guidelines and expectations.



Dates to Remember

Teacher Work Days
No School for Students

October 17, 2025

November 11, 2025

January 9, 2026

February 18, 2026

March 23, 2026

School Holidays

Labor Day September 1, 2025
Fall Holiday September 23, 2025
Fall Holiday October 2, 2025
Thanksgiving Week November 24-28, 2025
Winter Break December 22, 2025—January 2,
Martin Luther King Jr. Day 2026 January 19, 2026
Spring Break March 16-20, 2026
Spring Holiday April 3, 2026
Memorial Day May 25, 2026
Early Release Days
SouthTech Staff Development December 12, 2025
Final Exams—Periods 1 & 2 December 17, 2025
Final Exams—Periods 3 & 4 December 18, 2025
Final Exams - Make-up Day December 19, 2025
Midterms—Periods 1 & 2 March 11, 2026
Midterms—Periods 3 & 4 March 12, 2026
Midterms—Make-up Day March 13, 2020
Final Exams—Periods 1 & 2 May 27. 2026
Final Exams—Periods 3 & 4 May 28, 2026
Final Exams—Make-up Day May 29, 2026
Last Day of School
May 29, 2026
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Parent Involvement

Parents are strongly encouraged to play an active role in students’ education
while at SouthTech Academy. For information on parent involvement
opportunities, contact Administration at (561) 369-7935.

Emergency School Closing Procedures

The Executive Director of SouthTech Academy will close school due to dangerous
weather conditions or emergencies. In case of school closure, school will operate
under the Instructional Continuity Plan. School closings will be announced on local
news outlets and at southtechschools.org when possible and will coincide with the
Palm Beach County School District.

Equal Opportunity and Non-Discrimination Statement
SouthTech Schools, a state-approved LEA, does not discriminate on the
basis of race, color, national or ethnic origin, age, disability, religion, sex
(including pregnancy, gender identity, and sexual orientation), marital status,
health status, genetic information, or political or religious beliefs, or any other
characteristic prohibited by law in its educational programs, services or
activities, or in its hiring or employment practices. Complaints regarding
discrimination or harassment may be sent to: HR Manager, 6161 W.
Woolbright Rd., Boynton Beach, Florida 33437; (561) 369-7042.

Message to Parents/Guardians and Students

The office will deliver messages to students on an emergency basis only.
Transportation and other non-emergency situations should be handled prior to or
after school. In the event of an emergency, please call (561) 369-7001 or (561)
369-7064.

Evacuation Drills

Evacuation routes are posted inside each classroom. The signal to evacuate will
be either a horn alarm or an announcement over the P.A. system. Students are to
evacuate quickly to their designated areas, remain calm and follow directions as
they are given. Teachers will check rolls at their assigned areas. Students and
teachers are to return to their classroom after the all-clear signal is given.

11



Setting off, damaging, defacing, or in any way disturbing fire alarms or
fire-fighting equipment will result in a mandatory ten (10) day out of school
suspension and possibly legal action.

Lost or Stolen Items

The school cannot assume responsibility for lost or stolen articles. Students are
urged not to bring valuable items or large sums of money to school. Personal
items or books found will be located in the student services or main office areas.
School police or student services personnel will not disrupt classroom instruction
to search for personal or unauthorized items which include cell phones, tablets,
earbuds/headphones, or other electronic devices.

Closed Campus Policy

e Students are not permitted to leave campus without permission
from administration. Violation will result in recorded absences from
class or classes and additional disciplinary action.

e All classroom areas are off limits to students during his/her
lunch period.

e Students are not permitted in the parking lot during the school
day without administrative permission.

e If a student’s vehicle is to be utilized for demonstration or
practical application in the automotive labs, only the
owner/student driver, with a proper hall pass will be permitted to
transfer the vehicle from the student parking lot to the
automotive lab where it must remain until the end of the school
day and after the buses have departed.

e Any type of personal deliveries from off campus will not be
permitted without prior administrative approval.

e Students must have a written hall pass to be out of class for any
reason. Only one student will be released per hall pass.

e All visitors must show a valid state-issued ID, sign in, and be
cleared by the main office.
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Financial Responsibilities

Students may view their financial obligations in SIS. Students are responsible for
meeting financial obligations in a timely manner. Seniors with unpaid feels will not
be permitted to participate in activities until their financial obligations are met. The
diploma of any senior who has outstanding financial obligations at the time of
senior checkout will be withheld until the debt is satisfied. Meeting financial
obligations is a prerequisite for walking at graduation.

News Coverage of School Activities

At various times during the course of the school year, several activities require the
use of the student’s photograph, video image, art work, writing, annual yearbooks,
graduation programs, websites and approved news gatherings, etc. Please note
the language found within the annual Student Registration Form:

Parental Consent for Release of Student Photograph and
Information

| hereby give permission for the school or District to use my child’s photograph,
video image, writing, voice recording, name, grade level, school name,
participation in officially recognized activities and sport, weight and height of
members of athletic teams, dates of attendance, diplomas and awards received,
date and place of birth, and most recent previous school attended, in annual
yearbooks, graduation programs, playbills, school productions, web sites, etc.
and/or similar school or District sponsored publications or in school or District
approved news media interviews, releases, articles, and photographs. | also
provide permission for the release by the school or District to the media and
governmental entities of my child’s name, grade, school name and honors my child
has received for public announcement of recognition of my student’s
accomplishments. | understand that without checking the permission box my
child’s name and photograph cannot and will not be included in any publications or
presentation, including a school yearbook.

Parent Conferences

Parents are encouraged and invited to confer with teachers, counselors or
administration any time during the school year. It is advisable to make an
appointment to do so. This can be done by calling our School Counseling
Department at (561) 369-7025 or by calling Student Services at (561) at 369-7064.

13



Governing Board

The SouthTech Academy Governing Board establishes policies and governing
operations of SouthTech Academy. The Governing Board provides opportunities
for all involved to have input into SouthTech Academy’s success. It also promotes
and increases teamwork between school, students and parents. Please call
364-7929 for more information.

Textbooks

If your classroom teacher issues textbooks, the student is responsible for those
books until they are returned. On the outside cover of each book, there is a
barcode, which is specifically assigned to each student so that the book can be
returned in the event it is lost. Each book is given a rating according to the
condition it is in when assigned to the student. If the book is returned damaged in
any way, the student will pay a fine. At the time of issuance, please report any
existing damage to the teacher’s attention. Questions regarding textbooks should
be directed to the teacher.

Visitors and Student Pick-up

Visitors who are not parents/guardians are not allowed to visit students during
school hours unless it has been pre-approved by administration. No student will be
released to any person not on the Student Demographic Information in SIS.
Those persons authorized to pick up a student must show proper photo
identification. Parents/guardians may alter the student contact/pick-up list by
contacting the data processor at (561) 364-7941 to obtain the required
documentation to update the student contact/pickup list. There will be no early
release after 1:15pm.

Student Services

The Student Services department at SouthTech Academy will assist students and
parents/guardians in understanding the expectations and guidelines in SouthTech
Academy’s conduct and behavior policies. The Student Services department will
also implement and assign disciplinary consequences.
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Student Code of Conduct
The educational process of SouthTech Academy is to provide a safe environment
that fosters student behavior that is socially acceptable and conducive to the
learning and teaching processes. It is the intent of this policy to align SouthTech
Academy’s Universal Guidelines, consequences, and support for students
attending SouthTech Academy.

SouthTech Academy exercises these responsibilities and expectations:

e During the time a student is in route to and from school.

e During the time a student is attending school.

e During the time a student is physically on campus and the
property - which is owned or operated under the jurisdiction
of SouthTech Academy or the Palm Beach County School
District.

e During the time a student is attending any function
sponsored by SouthTech Academy or the Palm Beach
County School District.

e While a student is using any and all forms of technology.

All students at SouthTech Academy are expected to reflect its high standards by
conducting themselves in a manner that is conducive to the orderly operation of
the school. Students should be in class on time and change from class to class in
an orderly fashion. Students are expected to adhere to SouthTech Academy’s
Universal Guidelines, and refrain from any behavior that may cause a disruption.
Students are expected to show respect and consideration for their peers and all
members of the SouthTech Academy staff; including bus drivers and visitors to
campus. Both on the school campus and off the school campus, students are
expected to exhibit desirable behaviors and keep from manifesting behavior
unbecoming of a SouthTech Academy community member.

Positive Behavior Interventions & Support (PBIS)

Positive Behavior Interventions & Support is a framework for using data to
integrate strategies to support positive behaviors. The PBIS team is the group that
plans activities related to rewards and incentives. The PBIS team works to:

e Promote a Positive School Culture

Increase Academic Achievement

Maintain Excellent Student Attendance

Encourage Students to Be on Time

Nurture and Foster Desires Student Etiquette & Behaviors
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Discipline Plan

In addition to supporting student by providing related interventions, failure to
comply with the SouthTech Academy Student Code of Conduct will result in
consequences that may include a combination of the following which are not
sequential steps:

e Conference with student: Discuss behavior interventions
and/or solutions with students. This can include direct
instruction in expected or desirable behaviors.

e Parent/guardian contact: Teachers and/or administrators will
contact parents/guardians with concerns and solutions to a
student’s conduct and behavior.

e Request for parent/guardian conference:
Teachers/administration or parents/guardians may request a
conference to discuss student’s conduct and/or behavior. In
some cases, as determined by administration, a student may
not be able to return to that class until a conference has taken
place. That student will be sent to ISS (in school suspension)
until such time that a conference is held.

e Parent/guardian intervention: As a result of the severity of
an infraction, an administrative request may be made to the
parent/guardian that a student should not return to school
without the parent/guardian accompanying him/her for an
administrative conference. It is important that the
parent/guardian make the conference as soon as possible.
The days that a student is out shall not exceed ten days and
will be considered unexcused absences.

e In School Suspension (ISS): ISS is the temporary removal of
a student from regular classes for a determined number of
class period/periods or day/days in which the student will be
held in one classroom for the assigned time. In this classroom,
students will sign in and turn in their mobile electronic devices.
There will be total silence while in ISS. Students will be given
opportunities for students to complete reflection activities and
academic assignments that must be completed before the
student will be released from ISS. Failure to complete an
assignment or the disruption of ISS, will result in additional
time added to ISS or out of school suspension (OSS).
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Lunch Detention: Disciplinary consequence in which an
entire lunch period a student is assigned to the ISS room
where they will silently eat lunch. Failure to report to Lunch
detention will result in further disciplinary action.

Out of School Suspension (OSS): Extreme disciplinary
consequences may require the temporary removal of a
student from SouthTech Academy. This removal is not to
exceed ten (10) consecutive school days per incident. All out
of school suspensions will be coded appropriately in SIS. The
administrative designee shall include any analysis of
suspension in the report of school progress.

Probationary Contract: A student may be placed on a
probationary contract after repeated minor level offenses or
any major level offenses. A student will also be placed on a
probationary contract for missing 10 days of school.
Withdrawal from SouthTech Academy: Cumulative failure to
adhere to SouthTech Academy policies may result in the
student’s withdrawal.

Expulsion: As a result of an infraction that severely violates
SouthTech Academy and the Palm Beach County School
District policies, a recommendation may be made to the
SouthTech Academy Board, who then may recommend to the
Palm Beach County School Board not to allow a student to
attend any public school in Palm Beach County.

Rules and regulations will apply to all school related activities
on or off campus, including school transportation. A good faith
effort shall be made by instructors and/or administrators to
employ parental involvement whenever necessary to assist in
a student’s negative behaviors or academic performances.

Discipline Matrix of the Palm Beach County School District

According to SouthTech Academy’s Student Code of Conduct Policy, SouthTech

Academy will use and follow the codes set forth in the Palm Beach County School
District’s discipline matrix to determine reasons and consequences for discipline
infractions. In addition, SouthTech Academy subscribes to School-wide Positive
Behavior Interventions Support, and has developed a matrix for school-wide

behavior expectations.
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Acceptable Use of Technology
Students will be held financially accountable for damage to Chromebooks or any
other SouthTech Academy property.

There will be no unauthorized use of electronic devices during instructional time. If
the electronic device becomes disruptive, it will be confiscated. The school shall
not be held liable for any personal devices on campus.

Students are prohibited from accessing social media platforms, except when
expressly directed by a teacher for an educational purpose. Additionally, the use of
TikTok, and any successor platforms, is prohibited on school grounds. Any
unauthorized or inappropriate use of an electronic device will result in confiscation.

Failure to comply with the Technology Acceptable Use Policy will result in the
following action:

15t Offense — Items will be confiscated and the student may retrieve the item
at the end of the day.

2" Offense —Return of the confiscated item will require the parent/guardian
to come to the Student Services Department and pick up the item.

3" Offense - Confiscated items will not be given back to the student or
parents until the end of the semester as defined by the Palm Beach County
School District Matrix.

Refusal to turn over a device to a SouthTech Academy faculty or staff member
when requested will result in a referral for insubordination.

School technology systems will include measures to prevent hacking or
unauthorized access by students to data or information that they should not have
access to, and to prohibit other unlawful online activities by students.

Continuous Offenses: Items will be confiscated and the student will receive a
referral for insubordination. Disciplinary action will be taken as outlined in the
Palm Beach County School District discipline matrix.

Drug, Alcohol, or Tobacco/E-Cigarette Violation

1st Offense — Dependant upon individual circumstances, students will complete up to 10 days
out-of-school suspension and may be withdrawn. Prior to returning to school, students will be
placed on a probationary contract, and required to complete an online drug, alcohol and
tobacco course.
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Repeated Offenses — Students will be withdrawn from SouthTech Academy.

Dress Code
SouthTech Academy will adhere to the following dress code policies—enforcing the
following dress code policies as we prepare our students for future success.

e When on campus, students will wear the appropriate
SouthTech Academy uniform. This uniform must be properly
worn and visible at all times during the school day.

e Students are expected to wear only STA outerwear. No other
hoodies, jackets, or sweaters may be worn over uniforms. At all
times, hoods should always be worn off the head. Academy
shirts should be visible.

e Academies have veto power on outer garment attire and
accessories.

e Depending on a student's academy, students should wear their
academy scrub bottoms, jeans, cargo pants, or slacks/khakis
only.

e Students are expected to wear their pants at their natural
waistline.

e Pants should be full length.

Sweatpants, athleticwear, leisurewear, and leggings are not

permitted.

All clothing must be free of rips, holes, or unfinished edges.

Skirts must reach at least two inches above the knees.

Shirts are expected to cover midriffs.

Uniforms should be worn in their original state, and may not be

worn tied up, rolled up, or altered.

e Shorts may be worn along with approved Physical Education

Department shirts only while participating in Physical Education

classes.

Heads must be free of head coverings.

Uniform shoes must be close-toed and cover the entire heel.

No Crocs, slides or bedroom-type footwear.

With pre-approved administrative permission, students

participating in boundary school sports activities may wear a

Game Day Jersey on Game Day only.

e Students will wear their IDs. IDs must be visible for STA staff
members to see at all times.
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e Students may not walk around with or wear blankets.

e No clothing should promote activities illegal for students nor
should it display vulgar or inappropriate language or images.

e Decisions regarding adherence to the dress code policy are at
the sole discretion of Administrators and Academy instructors.

Students are expected to arrive and depart STA already dressed
for success. Failure to comply with these dress code policies will
result in one of the following consequences:
e Purchase a new uniform.
Borrow a specific loaner if available.
Wait in ISS until a uniform is provided from home.
Spend the day in ISS
Repeated violations will result in further disciplinary actions.

False Fire Alarm
Any student who pulls the fire alarm without legitimate cause will be subject to
immediate disciplinary and legal action.

Student ID Badges

Student ID badges must be visible for STA staff members to see at all times.
Failure to wear the required student ID badge will result in disciplinary action.

Search and Seizure

Any school administrator or authorized officer may conduct a search of a student
on the school premises if there is reasonable suspicion to believe that the student
possesses an item of contraband. Any school administrator or authorized
employee may conduct a search of students’ lockers and backpacks. Any
confiscated property belonging to a student will be returned to the student or
his/her parents by the end of the school year, except as required by law or by
consideration of safety for students and staff. Students/parents are to arrange for
pick-up of the items at the designated time.
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Fighting

SouthTech Academy has a zero tolerance policy for fighting. Any student that
engages in fighting or a physical altercation, will have the incident documented
and the student will be administratively withdrawn from SouthTech Academy.
SouthTech Academy promotes effective forms of communication that result in
positive outcomes.

Assault and Battery

Whenever any student, parent, or other person commits an assault or battery upon
any elected official or employee of a school district, and the elected official or
employee is on school property or is away from school property on official
business, any offense will be prosecuted to the full extent of the law.

Sexual Harassment Policy

SouthTech Academy and the School District of Palm Beach County, prohibits
sexual harassment activity by any student. This policy shall apply to all official
activities of the school and the district. It is recognized that discrimination or
harassment complaints by students may arise from actual or perceived situations
and circumstances. Students are obligated to carefully examine this policy prior to
filing a sexual harassment complaint. In determining whether alleged conduct
constitutes sexual harassment, the totality of the circumstances, the nature of the
conduct and the context in which the conduct occurred will be investigated.

For the purpose of this policy, sexual harassment shall be defined as uninvited
sexual advances and other inappropriate oral, written or physical conduct of a
sexual nature that when conducted substantially interferes with a student’s
academic performance or creates an intimidating, hostile or offensive environment.
Examples of sexual harassment may include, but are not limited to:

e Any unwanted sexually oriented physical act or advance. This includes
inappropriately grabbing or touching, bumping or rubbing against someone,
kissing, holding, fondling or any similar contact.

e Verbal harassment or abuse. This includes comments regarding one’s
gender, body or appearance, making sexual jokes, innuendoes or stories.
Unwelcome demands or requests for sexual activities.

Creating a school environment that is intimidating, hostile, abusive or
offensive because of engaging in sexually oriented nonverbal conduct. This
includes making obscene gestures, displaying sexually suggestive objects,
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posters or other material. Written sexual remarks, suggestions and drawings
are also included.

Any student who violates this policy will be disciplined according to the Palm
Beach County School District’s discipline matrix.

Bullying and Harassment Policy

It is the policy of the organization that all of its students, employees, and
volunteers learn and work in an environment that is safe, secure, and free from
harassment and bullying of any kind. The organization will not tolerate bullying and
harassment of any type. In compliance with the Jeffrey Johnston Stand Up for all
Students Acts, Section 1006.147, and Florida Statutes, conduct that constitutes
bullying and harassment, as defined herein, is prohibited.

For the purpose of this policy bullying and harassment will be defined as
intentionally and repetitively inflicting physical hurt or psychological distress on one
or more students or employees and may involve but is not limited to: Teasing,
social exclusion, threat, intimidation, stalking (including cyberstalking), physical
violence, theft, sexual, religious or racial/ethnic harassment, public humiliation, or
destruction of property. Cyberbullying means bullying through the use or
distribution of technology or any electronic communication.

In compliance with the Jeffrey Johnston Stand Up for all Students Act, SouthTech
Academy has read and reviewed anti-bullying initiatives with all staff, put posters in
appropriate areas throughout the school, established a designee to review,
maintain and monitor any bullying/harassment incident reports and the
bullying/harassment anonymous drop box.

Any student who violates this policy will be disciplined according to the Palm
Beach County School District’s discipline matrix.

Parent/Student Grievance Procedure

SouthTech Academy prides itself on the quality of the teaching and care provided
to its students. All members of the STA community should contribute to a
respectful and inclusive environment. Staff, student, or parent/guardians can raise
concerns about any issues that affect a student’s well-being and/or academic
performance and work together to resolve them. The Board advises that the
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proper channeling of complaints involving instruction, discipline, or learning
materials is as follows:

1. Teachers

2. Assistant Principal and/or Principal

3. Executive Director

4. Parent Liaison

5. Governing Board
Any complaint about school personnel will be investigated, and may require action
by the Board of Directors.
All concerns and complaints raised will be treated seriously, and confidentiality will
be established and maintained wherever possible in accordance with relevant
state and federal laws.

Transportation Policy

Riding the bus is a privilege. A student may be suspended from riding the bus if
his/her conduct presents a safety concern. SouthTech Academy may suspend any
student from riding the bus for a period not to exceed 10 (ten) days. Students and
parents/guardians will be notified of such a decision within 24 hours of said
suspension. Repeat offenders may be subject to expulsion.

BUS RULES
Occasionally, a bus is delayed in picking up students. Students should wait a
reasonable time and then contact the school or our Transportation
Coordinator to see if the bus is on route. Students are required to ride their
assigned bus. The school bus driver is in charge of the bus and the
passengers.
The driver is responsible for the safety of students and for their conduct on
the bus. Riders are subject to the authority of the bus driver and may be
suspended from riding the bus for violation of bus rules. Riding the bus is a
privilege that can be denied if a pupil’s behavior creates a problem on
the school bus or at the bus stop. Safety is the number one consideration. In
addition to the disciplinary rules stated in this handbook, the following rules
must be observed:
e Students are expected to respect their neighbors and the
property of their neighbors while waiting for the bus or while in
route to or from the bus stop. Students are expected to behave in
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a way that promotes safety and good manners. Students must
stand off the roadway while waiting for the bus.

e Students preparing to board the bus should cross the roadway
immediately in front of the bus, BUT NOT UNTIL THE BUS
DRIVER HAS GIVEN THE SIGNAL TO CROSS AND IT IS SAFE
TO DO SO.

e Students riding buses must arrive at the bus stop on time; the
bus cannot wait for those who are tardy.

e Students must remain in their seats at all times when the bus is
in motion.

e All riders must keep their arms and heads inside the bus at all
times. Nothing may be thrown from the bus.

e Riders should not engage in unnecessary conversation with the
driver because this creates a dangerous situation. Students are
to observe classroom conduct, except for ordinary conversation.

e Students must treat the bus property respectfully and carefully.
Vandalism will not be tolerated.

e Eating, drinking, smoking or vaping on the bus is absolutely
forbidden. Smoking or vaping and possession of tobacco
products/e-cigarettes and vaping products is prohibited at the
bus stop or while waiting for the bus.

e The driver has the right to assign students to certain seats if
necessary in order to promote order and safety on the bus.

e Students must get on and off the bus at their assigned school
bus stop. No one is entitled to ride any bus other than the one to
which they are assigned.

e Parents/adults other than official personnel are not to board or
approach the bus for any reason without prior approval from
administration.

If a student’s bus privileges are suspended, the student’s parents are
responsible to ensure that the student is attending school.

Parking and Driving on Campus
Parking on school property is a privilege that carries responsibilities.

e Students must produce a valid Florida’s Operators Driver’'s
License, the vehicle registration, proof of auto insurance, and
a SouthTech Academy Parking Application, signed by the
parent/guardian and student in order to apply for a parking
tag.
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e Upon approval, the parking tag will cost $30.00. If a parking tag is
lost or misplaced, the student may purchase a duplicate tag for
$5.00.

e Decals are to be suspended from the mirror and must be
displayed at all times while the vehicle is on campus.

e Decals may not be transferred from person to person or vehicle
to vehicle.

e Students must drive with care and obey all State of Florida traffic
laws.

e Any instances of reckless driving on or off campus may result in
suspension of parking privileges.

e The on-campus speed limit is 12 MPH and will be enforced.

e Students may not return to their car during school day (including
lunch).

e No loitering is allowed in the parking lot before, during
(including lunch), or after school. Students must depart the
student parking lot immediately upon arriving or departing school.

e All students are to park in their assigned parking space unless
notified by School Police or administration.

e Students that are habitually late may have their parking privileges
suspended or revoked.

e Any student taking another student off campus without proper
authorization will result in:

o 1%t Offense — Loss of parking privileges for no less than 10

days

o 2" Offense — Loss of parking privileges for no less than
30 days

o 3" Offense — Loss of parking privileges for remainder of
school year

e No Student, once on the main campus, may return to the parking
lot for ANY reason.

Attendance Policy

Pursuant to Florida statutes 1003.01 all students shall be required to attend
school. Florida Statute 1003.24 states that it is the responsibility of
parent(s)/guardians(s) to insure their children attend school on a regular basis.
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“Regular basis”, according to statute and policy means attending school every day
including every period.

SouthTech Academy operates on a 4x4 block that has 4 grading terms. Any
student missing more than 5 days per half credit course or 10 days per full credit
course, whether excused or unexcused, will put themselves in peril of not receiving
full credit and may jeopardize their continued enrollment at SouthTech Academy.

Pursuant to Florida State Statute 1003.26 the Executive Director and Board of
SouthTech Schools has the authority to take steps to bring criminal prosecution
against the parent(s)/guardians(s) of a student that has violated the State of
Florida Department of Education, Palm Beach County District School System and
SouthTech Academy attendance policies which are the same.

To implement the provisions of state laws and rules requiring School Districts to
verify the enrollment and attendance of students for the purpose of granting or
denying driving privileges, the names of students who are in violation of the
enrollment and attendance requirements for being licensed to drive in the State of
Florida will be submitted by the principal or designee to the Department of
Highway and Motor Vehicles (DHSMV) with recommendations to suspend such
student’s driving privileges.

Parents/guardians of students, who need to miss school due to religious holidays,
should notify Student Services in writing prior to the date(s) requested for
approval of the student to be excused from school on said day(s).

Students with prior approval via a (Temporary Learning Elsewhere) Field Trip
Permission Form STCAI 1571 are allowed 2-1/2 days per year in grades 11 and 12
(for a total of 5 days) to visit colleges. Local colleges (Palm Beach State College,
FAU, and Palm Beach Atlantic College) are not included. Proof of visitation must
be returned to the Student Services Department for the missed days to be
excused within 24 hours of the student’s return to school.

Excused and Unexcused Absences

The parent(s)/guardians(s) and students understand that Florida State Law
requires that all students attend school each day without exception unless there is
a documented excuse for being absent.
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After 5 days absent per semester, a warning will be issued. After 10 days
absent, excused or unexcused, a student will be placed on a probationary
contract and referred to the School Based Team.

It is the responsibility of the parent(s)/guardian(s) to justify an absence within 24
hours of the student’s return to school. The justification will be evaluated based on
the adopted School Board definition of “excused” absences which are:

Student illness

Medical appointment

Death in the family

Religious holidays or services recognized by all members of the faith
Subpoena by law enforcement agency or mandatory court appearance
Other individual student absences beyond the control of the parent or
student, as determined and approved by the Principal or Principal’s
designee.

2B e ol

It is SouthTech Academy and The Palm Beach County School District’s policy that
the school responds in a timely manner to excused or unexcused absences. To
this effect the Palm Beach County School District, through automatic dial, attempts
to contact the parent/guardian within 24 hours of a student’s absence.

Tardies

General Expectations

e Students are expected to be on time for all of their classes.

e Students are tardy if they are not in classrooms when the tardy bell rings.

e Late-arriving students will be marked tardy in the SIS.

e Students who arrive late will report to the nearest tardy station for a pass.

e The Student Services Team will conduct Tardy Sweeps every day for
each period after the final bell.

o Students found loitering in the hallways will be subject to
disciplinary consequences.

e Students who arrive later than 45 minutes will be marked as absent for

that period.

Managed by Student Services
e Students who accumulate unexcused tardies will receive administrative
consequences as follows:
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o Three (3) unexcused tardies, in one or more classes, will result in one

(1) lunch detention and parent contact.

o Six (6) unexcused tardies, in one or more classes, will result in one (1)

period of In-School Suspension (ISS) from their Academy class.

o Nine (9) unexcused tardies, in one or more classes, will result in one (1)

full day of In-School Suspension (ISS).

o Twelve (12) unexcused tardies, in one or more classes, will result in a

probationary contract and a referral to the School-Based Team for
specific, targeted interventions.

Multiple Documented Offenses
e Student Services will develop a formalized intervention plan, which includes a
probationary contract, for all students who become truant.
e Students who violate the terms of their probationary contracts jeopardize their
continued enroliment at SouthTech Academy.

Procedures for Leaving Campus

Only parents/guardians/formal designees that are listed in the SIS may
sign out and pick up a student.

Early dismissal will not be permitted between 1:15 PM and 1:45PM.
Parents/guardians/formal designees must provide some form of picture
identification i.e., driver’s license to main office personnel to sign out a
student regardless of the student’s age.

Parents/guardians/formal designees must complete the sign out log
located in the main office.

The main office will process all releases of students.

Students will only be released to authorized adults appearing in person,
with the exception of a documented medical appointment that is confirmed
by a school official with the parent or guardian.

School Personnel will verify identity and custody issues before releasing a
student to parents, guardians, or formal designees.

Wellness Promotion

SouthTech Academy follows the School District's wellness promotion policy 1.11
which is intended to fulfill the requirement under Public Law 108-265 state statute
204 (204) (42 U.S.C. statute 1751 Note) that promotes student health and
reduction of childhood obesity, as well as to promote wellness for employees.
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Student Activities — All SouthTech Policies Still Apply and DO
extend to other campuses.

SouthTech Academy does not offer any interscholastic sports activities.
SouthTech’s charter agreement with Palm Beach County School District specifies
that any SouthTech student in good standing may participate in interscholastic
sports or other FHSAA activities at their boundary school. In addition, SouthTech
Academy does offer after school intramural sports as well as various clubs and
other activities in which students may participate.

To participate in any club, athletics or school-related activity a student must:

e Have a minimum of a 2.0 GPA

e Not be on a Probationary Contract

e Seniors must have met all graduation requirements—including community
service and state assessments, along with having earned at least one
Industry Certification. Any exceptions to the Industry Certification
requirement must be approved by Administration.

Pledge of Allegiance

According to s.1003.44F.S., Patriotic Programs, upon written request by the
parent/guardian, a student may be excused from reciting the pledge, including
standing and placing the right hand over the heart. Students who have not been
excused via written request by the parent/guardian are expected to stand for the
Pledge of Allegiance.

Posting of Advertisements, Signs or Messages
Administrative approval is required prior to any advertisements, signs or messages
being posted at SouthTech Academy. To obtain administrative approval, follow
these steps:

e Email the proposed sign, poster, or photo thereof to Administration.

e Await approval from a member of the Administrative Team.

e Once approval has been secured, proceed to post signage.
In the event that any signage is posted without approval from Administration, it will
be removed.

Clinic
The clinic is located in the front office and is staffed by a trained professional.
Once a student has been referred to the clinic, the clinic will administer first aid,
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and families will be contacted as needed. Only parents/guardians/formal
designees who are pre-approved and listed in the SIS may sign out and pick-up
an ill student via the Main Office. If pre-approved designee is not reached, then the
student will remain in the clinic or return to class.

Medication Needs

A student under the care of a physician and needing to take medication must clear
its use by obtaining written permission from the parent and physician, or other
authorized person on the emergency card. Students must secure the
Authorization of Medication form from the school nurse and have it completed
by the physician and parent. Completed forms must be returned to the school
nurse. The medication itself should be presented to the nurse by the student’'s
parent or guardian in the original container issued from the pharmacy. The school
nurse or designee will monitor the administration of the medicine. Over-the-counter
(OTC) medication must be received in the original, unopened container and
labeled with the student's name and accompanied by an Authorization for
Medication Administration. OTC medications do not require the signature of a
healthcare provider. Parents must notify school administration if a student has a
special medical condition or need. If a parent requests that prescription medication
be given to their child, a doctor's written authorization and the original prescription
containers should provide dosage and storage instructions. Prescriptions will be
refilled as needed by the parent. Students may be given permission to carry the
medication with them only if a completed Authorization to Carry and Self
Administer form is submitted to the School with both the parent/guardian and
physician signature.

Accidents and Injuries

As conditions warrant, students injured on school premises will be evaluated by
the clinic staff. Depending on the severity of the injury they will be taken to the
school clinic, or if needed (unless it is an emergency), with the permission of the
parent/guardian, transported to an area hospital. In any and all cases, the
parent/guardian will be notified. The supervising teacher or staff member will
submit an accident report to the Office Manager within 24 hours.

Voluntary Student Accident Insurance
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A voluntary student accident insurance program is available. Application forms
regarding coverage and benefits can be obtained from the main office. Student
insurance coverage is strongly recommended for all students. Health Science
students must purchase specialized insurance.

Mental Health and Student Safety Evaluation
In case of emergency, SouthTech will provide onsite mental health evaluation and
release to a law enforcement officer as necessary:

e SouthTech Academy will notify a student’s parent or guardian if the
student is in need of evaluation.

e Administration may delay notification by up to 24 hours if there is
suspected abuse, abandonment or neglect and the delay has been
deemed to be in the student’s best interest.

o Delay in notification may occur only after a report of suspected
abuse, abandonment or neglect is submitted to the Department of
Children and Families’ central abuse hotline.

Guidelines and Procedures for Grading

Grading Period and Report Card Distribution
Report cards are generated every 4-1/2 weeks. The report card will reflect
the academic status and attendance for each student. A student that is
struggling academically may be referred to the School Based Team for
academic interventions. Any student in jeopardy of failing may receive daily
or weekly progress reports issued to the parents.

Student Information System

Parents will be able to view student grades through the Student Information
System (SIS). Parents receive emailed instructions on accessing SIS upon their
students' initial entry into a School District of Palm Beach County school. STA will
send instructions to newly enrolled families in August. Questions can be directed
to the main office or to the school counseling office.

General Rules for Grading

Grading shall be based on the progress and mastery of the standards. A student’s
attendance, daily preparation and promptness in completing assignments must be
consistent and congruent with the grades given. Students are required to make-up
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all work missed for all absences. A student must complete all work within one day
for each day he/she is absent from class. Students who do not complete and
submit make-up work will earn no credit for all missed work which may result in
failure of the course and no credit earned for that course.

Cheating/Plagiarism

Any work submitted by a student must represent his/her own effort. In the case of
material borrowed from another source, the work submitted must include clear and
appropriate attribution. Any student who is caught cheating or deliberately
plagiarizing will be subject to disciplinary action. Grade-related consequences will
be determined by Classroom Instructors as stated in syllabi.

Artificial Intelligence (Al) Acceptable Use Policy

e The purpose of this policy is to ensure that Al technologies are
used safely, ethically, and responsibly to support teaching,
learning, and student development.

e Al technologies may only be used for educational purposes and
activities approved by teachers or school administrators.

e Students must adhere to all school rules and guidelines while
using Al technologies, both on school premises and during
school-sponsored events or activities.

e Students are expected to use Al technologies responsibly and
respectfully, treating others with kindness and consideration at all
times.

e Students must ensure that any content created or shared using
Al technologies is appropriate for an educational setting and
complies with school policies on acceptable content. Content
must not be plagiarized and must follow copyright laws.

e Content that is offensive, inappropriate, or violates copyright laws
is strictly prohibited.

e Cyberbullying, harassment, or intimidation of others using Al
technologies is prohibited and will result in disciplinary action.

e Students should report any instances of cyberbullying or
harassment to a teacher or school administrator immediately.

e Teachers and school staff may monitor the use of Al technologies
to ensure compliance with this policy and promote a safe and
supportive learning environment.

e Violations of this Acceptable Use Policy may result in disciplinary
action, including but not limited to loss of access to Al
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technologies, parental notification, and suspension or expulsion
from school.

Credits

Florida Statutes mandate a minimum of 120 hours of attendance for one credit to
be awarded. On the block schedule utilized by SouthTech Academy, perfect
attendance provides 123.0 hours of instruction available to students. Three
absences place the student below the required hours of attendance. An
alternative to meeting hours-of-attendance requirements is to demonstrate
mastery of the course content. Mastery is defined as: (1) passing at least one of
the blocked quarters and, (2) passing the semester final examination or (3)
passing both of the blocked quarters. Students may earn one credit per semester
for each course successfully completed.

Senior Exemptions

For any non-EOC course, a graduating senior who has received A's and B’s in BQ
3& BQ 4 or BQ7 & BQ8 for that course may choose to be exempt from the final
examination for that course. If exemption is chosen, the quarter grade for the
non-EOC course will be determined by averaging the last two marking periods. If
exemption is not chosen, the quarter grade for the course will be calculated using
the normal grade calculation method for all high school credit courses. Seniors in
an EOC course may not be exempted from the EOC assessment.

Grading Scale
A = Outstanding progress (90%-100%)
B = Above average progress (80%-89%)
C = Average progress (70%-79%)
D = Lowest acceptable progress (60%-69%)
F = Failure (below 60%)
W = Withdrawn
| = Incomplete
E = Senior exempt from final exam

Student Behavior Evaluation
4 = Student’s behavior is very constructive to learning.
3 = Student’s behavior is generally supportive of learning.
2 = Student’s behavior is detrimental to his/her own learning.
1 = Student’s behavior is detrimental to his/her own learning and
to the learning of others.
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Exceptional Student Education and 504 Plans

SouthTech Academy follows Federal and State regulations and timelines regarding
students with disabilities. Contact the school's ESE Coordinator for further
information.

School Counseling

The school counseling department provides academic, personal/social, and career
focused counseling services. School counselors can also assist students and
families with community resources, including referrals for mental health
counseling.

Graduation Requirements

The typical student will successfully complete eight credits or units per year. A
minimum of twenty-four credits earned in grades 9-12 are required for graduation.
In order to graduate from SouthTech Academy with a regular diploma, the student
must meet the following requirements:

e Pass the following statewide assessments
o Grade 10 ELA or concordant scores
o Algebra 1 EOC or comparative score
o Students enrolled in Biology, US History, Algebra 1, and
Geometry must take an EOC which will count as 30% of
the final grade

e  Maintain a cumulative GPA of 2.0 on a 4.0 scale.
e Complete 20 hours of community service.

o Items excluded from community service are: donations,
service to benefit for-profit businesses, and court mandated
community service.

o A student who does not have access to community service
opportunities will be provided opportunities on campus.

Required Subjects for a Standard Diploma
e English/Language Arts — 4 credits
o Mathematics — 4 credits (Must include Algebra 1 and Geometry.
One credit from middle school may be utilized)
e  Science — 3 credits (Must include biology and physical science)
e  Social Studies — 3 credits (World History, U.S. History,
American Government and Economics with Financial Literacy)
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e Physical Education - 1 credit (must include %2 credit of personal
fithness and 7% credit of physical education activity elective.
e Fine and/or Performing Arts — 1 credit
e Electives — 8 credits (7.5 credits for students entering in
2023-2024 and thereafter)
e Beginning with students entering in 2023-2024 each student
must earn .5 credit in personal financial literacy

Refer to the Student Progression Plan for additional graduation options.

Students are expected to complete a 4-year Career Academy Program
at SouthTech Academy. If a student wishes to graduate early for any
reason, students should meet with their school counselor as early as
possible, but at the latest prior to December of their senior year.

Accelerated Options at SouthTech Academy
Dual Enroliment

Students may dual enroll at Palm Beach State College. Students must
have a 3.0 unweighted GPA and college ready test scores in order to
dual enroll. Freshmen must have a 3.5 unweighted GPA. For more
information, please contact your school counselor at 561-369-7025.

Advanced Placement

Students have the opportunity to take Advance Placement (AP)
classes in several content areas. At the end of each AP course,
students take an exam to attempt to earn college credit. All students
enrolled in AP courses must sit for the exam.

CTE & Industry Certification

Every student at SouthTech is enrolled in a career academy, through
which they will have the opportunity to take at least one industry
certification exam. In addition students will have opportunities for On
the Job Training (OJT) and soft-skills credentialing programs.

FLVS

Students who are interested in taking Florida Virtual School (FLVS) classes
should speak to their school counselor for more information.
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Diplomas
Standard Diploma
e Awarded to students who meet all criteria established by SouthTech
Academy, The Palm Beach County School District and The Florida
State Department of Education.

Certificate of Completion:

e Awarded to students who meet all credit criteria established by
SouthTech Academy, The Palm Beach County School District and The
Florida State Department of Education, but did not pass the FSA/EOC
and/or did not maintain a 2.0 cumulative grade point average.

Diploma Designations
In addition to meeting the 24-credit standard high school diploma
requirements, a student may earn:
e Scholar Designation:

o Earn 1 credit in Algebra |l

o Pass the Geometry EOC

o Earn 1 credit in statistics or an equally rigorous
mathematics course;

o Pass the Biology | EOC

o Earn 1 credit in chemistry or physics

o Earn 1 credit in a course equally rigorous to chemistry or
physics

o Pass the U.S. History EOC

o Earn 2 credits in the same world language

o Earn atleast 1 credit in AP, IB, AICE or a dual enroliment
course

e Merit Designation:

e Meet the standard high school diploma requirements

e Attain one or more industry certifications from the list
established (per section 1003.492, Florida Statutes).

Scholarships

SouthTech Academy’s School Counseling Department provides information
regarding a variety of scholarship opportunities. It is in the student’s best interest
to look at this information early in his/her high school career so that plans can be
made accordingly. To that end, a list of scholarship opportunities from local and
national organizations is located in the School Counseling Google Classroom. We
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encourage students to utilize our resources to find ways of furthering their
secondary educational pursuits, and to secure employment based on the sKills
learned at SouthTech Academy. See your School Counselor or Vocational
Instructor for more information.

Class or Schedule Change

A student wishing to withdraw from a class or have a schedule change must
request a schedule change by completing a form in the School Counseling
Google Classroom. Students must continue to attend all classes until they are
officially withdrawn or until their schedule has been officially changed. Schedule
changes MUST be justified and will be approved on a limited basis. Unless
special circumstances exist, schedule changes after the second week of a class
will not be approved.

Withdrawals and Transfers from School
The following must be completed in order for a student to withdraw or transfer
from SouthTech Academy:
e Parent/guardian must accompany the student to the School Counseling
Office and authorize the student’s withdrawal.
e Turn in all books and clear financial obligations.
Complete the required exit interview/survey.
e Complete the withdrawal Form PBSD 0756 and obtain all the required
signatures.
e Return the completed withdrawal form to the School Counseling
Department.

Student Records

Parents and/or students eighteen years of age or older shall have the right to
inspect, review and obtain copies of any and all official records, files and data
directly related to the student. These records may be obtained through the data
processor’s office. Copies of education records shall be provided upon request
according to Florida Statutes.
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Transcripts

An official compilation of credits for release to other schools or organizations
is called a transcript. Arrangements for transcripts can be made through the
schools website at https://www.southtechschools.org/transcript-request/.
Electronic transcripts are free of charge. Paper transcripts are $3.00. See
the website for more information.

Certificates

e Vocational Certificate of Completion — Awarded to students who
complete a vocational job preparatory program as outlined in the
Department of Adult, Vocational and Community Education guidelines.
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SOUTHTECH ACADEMY

PARENT/GUARDIAN/STUDENT

ACKNOWLEDGEMENT

Student’s Rules and Regulations.

Your signature means you have received this booklet and understand the rules,
protocols and expectations of SouthTech Academy Students.

Students, parents/guardians, teachers, counselors, administrators, custodians,
and office staff all have important roles to play at SouthTech Academy. With so
many people working together, problems may occur from time to time. Rules have
"been made to address these problems and rules need to be followed with fidelity.
The Student/Parent/Guardian Handbook lists the rules for students at SouthTech
Academy. The rules apply to all activities occurring on school grounds, on other
sites being used for school activities, and for any vehicle authorized for the
transporting of students. Please read them.

Since parents/guardians can be held responsible for the actions of their children, it
is important that they are aware of the rules and consequences if the rules are
broken. Parents/guardians need to become actively involved in the education of
their children and have the responsibility to provide the school with the current
emergency contact person and/or telephone numbers. They also have the
responsibility to notify the school of anything (such as medical information) that
may affect their child’s ability to learn, to attend school regularly, or to take part in
school activities. Parents/guardians should take special notice of the student
services section that includes the attendance, dress code, tardies, utilization of
cell phones and other electronic devices and gang relationship policies.
SouthTech Academy must have proof that every student and every parent/
guardian has received, read and understands the SouthTech Academy Student/
Parent/Guardian Handbook. Student’s and parents’/guardians’ signatures indicate
an understanding of an agreement to adhere to all SouthTech Academy policies
and procedures while utilizing school provided transportation, attending all school
learning activities or school sponsored extracurricular activities.

Your signature indicates that you have received this booklet and acknowledge the
rules.

PRINT NAME STUDENT SIGNATURE DATE
PRINT NAME PARENT/GUARDIAN SIGNATURE DATE
PARENT/GUARDIAN EMERGENCY NUMBER STUDENT GRADE
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SOUTHTECH PREPARATORY CHARTER ACADEMY, INC.
MISSION STATEMENT

SouthTech Preparatory Academy’s core mission is to graduate students prepared to
matriculate into a career academy program of study which will prepare them for work,
higher education, and productive citizenship.

GOVERNING SCHOOL GOVERNING
BOARD OFFICERS ADMINISTRATION BOARD
MEMBERS
Carla Lovett
Russell. Feldman South Tech Schools Roger Dunson, Sr.
Chairperson . .
Executive Director
Suzanne Nicolini Nicole L. Handy Diane Heinz
Vice Chairperson School Principal
Ayesha Edmond Pamela Galarza Dan Heller
Secretary Assistant Principal

Tony Robinson

Erika Rotbart

Equal Opportunity and Non-Discrimination Statement
SouthTech Schools, a state-approved LEA, does not discriminate on the basis of race, color,
national origin, sex or sexual orientation, marital status, age, religion, disability, genetic
information, gender identity or expression, or any other characteristic prohibited by law in its
educational programs, services or activities, or in its hiring or employment practices.
Complaints regarding discrimination or harassment may be sent to: HR Manager, 6161 W.
Woolbright Rd., Boynton Beach, Florida 33437;
(561) 369-7042
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FOWTHTECH PREEPARRITR FOUTHTECH PREPARBITRN,

SOUTHTECH PREPARATORY ACADEMY
SY25 BELL SCHEDULE

Teacher Duty Day: 8 am -4 pm

(4) DAY SCHEDULE (B) DAY SCHEDULE
BREAKFAST §:10 - 8:45 (35 minutes) BREAKFAST §:10—8:45 (35 minutes)
1S"PERIOD (SEL)  8:45—9:55 (70 minutes) 1""PERIOD (SEL)  8:45-9:55 (70 minutes)
3*°PERIOD 10:00-11:30 (90 minutes) 2nd PERIOD 10:00-11:30 (90 minutes)
5™ PERIOD 11:35 - 1:40 (125 mimates) 4™ PERIOD 11:35 - 1:40 (125 mimates)
1" 11:40-12:10 1" 11:40-12:10
Lunch Lunch
12:10-12:40 2+ 12:10-12:40
Lunch
12:40-1:10 3 12:40-1:10
Lunch
1:10-1:40 Iz 1:10-1:40
Lunch
7™ PERIOD 1:45 - 3:15 (90 minutes) 67 PERIOD 1:43 -3:13 (30 minutes)
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GENERAL INFORMATION

SOUTHTECH PREPARATORY ACADEMY GOVERNING BOARD

The SouthTech Preparatory Academy Governing Board establishes policies and governing operations of
SouthTech Preparatory Academy. The governing board provides opportunities for all involved to have input into
SouthTech Preparatory Academy’s success. It also promotes and increases teamwork between school,
students, and parents. Please call 561- 364-7929 for more information.

MESSAGE TO PARENTS/GUARDIANS AND STUDENTS

The office will deliver messages to students on an emergency basis only to avoid disruption of instruction.
Transportation and other non-emergency situations should be handled prior to or after school. In the event of
an emergency, please call (561) 318-8087.

STUDENT RESIDENCE ENROLLMENT REQUIREMENTS

e “Residence” and/or “address” shall mean the home location where the student and a parent (if applicable)
are primarily living. Residence does not refer to citizenship or proof of residence that would require a
permanent resident card (green card) or any immigration documentation. Primary residence and/or address
means the home in which the student and a parent (if applicable) lives most of the time.

e “Parent” is defined as either or both biological or adoptive parent(s) of the student, the student’s legal
guardian, a person in a parental relationship to the student, or a person exercising supervisory authority over
the student in place of the parent, pursuant to Fla. Stat. 1000.21(5).

e The school selection, enrollment and placement of students experiencing homelessness and unaccompanied
youth are governed by the McKinney-Vento Homeless Education Assistance Improvements Act of 2001 and
School Board 5.74 shall be referred to when enrolling students experiencing homelessness, unaccompanied

youth and students awaiting placement in foster care.

e Parents are required to immediately notify the school in writing of a student’s change in address and
updated emergency contact phone numbers.

ADMISSION AND ENROLLMENT
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SouthTech Prep Academy applications are found on our website at www.southtechschools.org. We offer

assistance over the phone or in-person to prospective applicants. Upon acceptance, parents and guardians will
receive the registration documents via mail, email, or in-person delivery. Please call the office at (561)
318-8087 with any questions. Please be advised that all students new to the county must present proof of a
physical exam not more than one-year-old within 30 (thirty) days of registration. The following information
needs to be submitted to SouthTech Prep Academy:

e Physical examination: Students failing to submit this document within 30 (thirty) days will not be permitted
to attend SouthTech Prep Academy. Form DH3040 must be signed by the parent on page 2 to be valid.

e Immunization: Students must produce documentation on the prescribed Florida Blue DH 680 form of
appropriate immunizations. No shots, No school, No kidding! DH681 Exemption from immunization form is

also accepted.

e Proof of Birth: Birth certificate, baptism certificate, insurance that has been in force for two years or more,
passport (shown in person), or school record.

HEALTH REQUIREMENTS FOR SCHOOL ATTENDANCE COMMUNICABLE DISEASES
IMMUNIZATIONS
(P-5.322) and (F.S. 1003.22(9)) (P-5.06) and (F.S. 1003.22(1))
Students having or suspected of having a communicable disease or infestation schedule that can be
transmitted to others may prior to be excluded from school, based on the decision of the Department of
Health, and not allowed to return unless they have been successfully treated and/or present a note from a
physician indicating that they are no longer contagious.
A Certificate of Immunization (DH 680) indicating compliance with the current required immunizations must be

presented prior to the enrollment in school absent exemption. Students who are homeless may be eligible for
a 30-day exemption.
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IMMUNIZATIONS
SCHOOL HEALTH REQUIREMENTS FOR SCHOOL YEAR 2025-2026

FLORIDA ADMINISTRATIVE CODE 64D-3.011

Prior to entry, attendance, or transfer to Florida schools (kindergarten through 12th grade), each child shall

have on file a Florida Certification of Immunization, DH 680, documenting the following:

VACCINE TYPES:

DA NEAERIEA e )

TDAP OR TD BOOSTER

POLIO SERIES

VARICELLA (2 DOSES)

VARICELLA (1 DOSE)

* PHYSICAL EXAMINATION

DH681 Exemption from immunization form is also accepted.

FLORIDA ADMINISTRATIVE CODE 64D-3.011
A physical examination is required for all students new to the District and SouthTech Prep Academy. (P-5.06A)

CLINIC

The clinic is located in office 127. A student must request permission from their teacher or administrator who
will issue them a pass to visit the clinic. Only parents/guardians/formal designees who are pre-approved and
listed on the Student Demographic Information Form may sign out and pick-up an ill student via the Main
Office. Should the student, nurse or school administration be unable to reach the parents/guardians or a
formal designee, the student must remain in the clinic or return to class.

Revised on: May 28, 2025
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MEDICATION NEEDS

A student under the care of a physician and needing to take medication must obtain written permission from
the parent and physician, or other authorized person on the emergency card. Parents or guardians must secure
the “Physician Authorization for Student Medication” form from the doctor’s office and have it completed by
the physician and parent. Completed forms must be returned to the school. The medication itself should be
presented to the office in the original container issued from the pharmacy. The school nurse or designee will
monitor the administration of the medicine.

OTC Meds: Over-the-counter (OTC) medication must be received in the original, unopened container and
labeled with the student’s name, and accompanied by an Authorization for Medication Administration. OTC
medications do not require the signature of a healthcare provider.

Carrying Meds: Students may be given permission to carry the medication with them only if a completed
Authorization to Carry and Self Administer form is submitted to the School with both the parent/guardian and
physician's signature.

ACCIDENTS AND INJURIES

As conditions warrant, students injured on school premises will be evaluated by school personnel and
depending on the severity of the injury, and with parent permission, they will be taken to the school clinic, or if
needed, with the permission of the parent/guardian, transported to an area hospital. In any and all cases, the
parent/guardian will be notified. The supervising teacher or staff member WILL submit an accident report
STCAI 0335 to Mrs. Handy, the Middle School Principal within 24 hours.

Al Acceptable Use

e The purpose of this is to ensure that Al technologies are used safely, ethically, and responsibly to support
teaching, learning, and student development.

e Al technologies may only be used for educational purposes and activities approved by teachers or school
administrators.

e Students must adhere to all school rules and guidelines while using Al technologies, both on school premises
and during school-sponsored events or activities.

e Students are expected to use Al technologies responsibly and respectfully, treating others with kindness and
consideration at all times.

e Students must ensure that any content created or shared using Al technologies is appropriate for an
educational setting and complies with school policies on acceptable content. Content must not be
plagiarized and must follow copyright laws.

Content that is offensive, inappropriate, or violates copyright laws is strictly prohibited.
Cyberbullying, harassment, or intimidation of others using Al technologies is prohibited and will result in
disciplinary action.

e Students should report any instances of cyberbullying or harassment to a teacher or school administrator
immediately.

e Teachers and school staff may monitor the use of Al technologies to ensure compliance with this and
promote a safe and supportive learning environment.

Revised on: May 28, 2025
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e Violations of this Acceptable Use may result in disciplinary action, including but not limited to loss of access
to Al technologies, parental notification, and suspension or expulsion from school.

CAMPUS ACCESS

Students are not permitted to leave campus without permission from administration. Violation will result in
recorded absences from class or classes and additional disciplinary action. Students are not permitted in the
parking lot during the school day without staff supervision. Any type of personal deliveries from off campus
WILL NOT be permitted without prior administrative approval. This includes any food items. Students must
have a hall pass and wear a visible student ID badge to be out of class for any reason. Only one student will be
released per hall pass. Violation will result in recorded absences from class or classes and additional
disciplinary action. All visitors (parents, contractors, agency personnel, etc.) must sign-in/out at the front desk
and be cleared through the main office’s background security system and issued a visitor badge to be worn at
all times while on campus. All employees must wear an ID badge in a visible location at all times while on
campus.

COVERAGE OF SCHOOL ACTIVITIES

At various times during the course of the school year, several activities require the use of the student’s photograph,
video image, art work, writing, annual yearbooks, graduation programs, web sites and approved news gatherings,
etc. Please note the language found within the annual Student Registration Form:

Parental Consent for Release of Student Photograph and Information

| hereby give permission for the School or District to use my child’s photograph, video image, writing, voice
recording, name, grade level, school name, participation in officially recognized activities and sport, weight and
height of members of athletic teams, dates of attendance, diplomas and awards received, date and place of birth,
and most recent previous school attended, in annual yearbooks, graduation programs, playbills, school productions,
web sites, etc. and/or similar School or District sponsored publications or in School or District approved news media
interviews, releases, articles, and photographs. | also provide permission for the release by the School or District to
the media and governmental entities of my child’s name, grade, school name and honors my child has received for
public

announcement of recognition of my student’s accomplishments. | understand that without checking the permission
box my child’s name and photograph cannot and will not be included in any publications or presentation, including a
school yearbook.

If you do not want your child to be included in the school photographs please contact us at 561-318-8087 or email

Mr. Argueta at andy.argueta@pbcharterschools.org

Revised on: May 28, 2025
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PARENT CONFERENCES

Parents are encouraged and invited to confer with teachers, counselors or administration any time during the
school year. It is advisable to make an appointment to do so. This can be done by calling our guidance

department at
john.meredith

(561)

IN AN EMERGENCY

318-8087 or
bcharterschools.org.

email them at

EMERGENCY CODES

atricia.colas

TAKE ACTION

bcharterschools.or

STUDENTS

Clear the hallways and remain in room or
area until the “All Clear” is announced

Do business as usual

STUDENTS
Return to inside of building
Do business as usual

STUDENTS
Mewve away from sight
Maintain silence

Do not open the door

STUDENTS

Leave stuff behind if required to
If possible, bring your phone
Fallow instructions

HOLD! In your room or area. Clear the halls.

ADULTS

Close and lock the doaor
Account for students and adults
Do business as usual

SECURE! Get inside. Lock outside doors.

ADULTS

Bring everyone indoors

Lock outside doors

Increassa situational awareness
Account for students and adults
Do business as usual

LOCKDOWN! Locks, lights, out of sight.

ADULTS

Recover students from hallway if possible
Lock the classroom door

Turn out the lights

hMowve away from sight

Maintain silence

Do not open the door

Frepare to evade or defend

EVACUATE! (A location may be specified)

ADULTS

Lead students to Evacuation location

Account for students and adults

Motify if missing, extra or injured students
or adults

8 Copeyvig 30002000, A8 Rigihts R
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STUDENTS
Use appropriate safety strategy
for the hazard

Hazard Safety Strategy
Tornadao Evacuate to shelter area

SHELTER! Hazard and safety strategy.

ADULTS

Lead safety strateqy

Account for students and adults

Motify if missing, extra or injured students
or adults

Harmat Seal the room
Earthguake Drop, cover and hold
Tsunami Get to high ground Ki2
2021
1. Thia - Lorwss Ul Gy Fousioktion, Comiler, OO The St Fes ponis Proosco @nd Loago e Traoemadss. of The 3 Live U " STANDARD

or
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EMERGENCY INFORMATION

The capability to contact parents during emergency situations is essential. Students cannot receive emergency
non-life threatening medical care without parental/guardian approval. Parents must ensure that emergency
contact information listing the address and phone numbers where they can be reached during the day are on
file and current. Please contact the office if any emergency information changes.

EMERGENCY SCHOOL CLOSING

The school principal will close school due to dangerous weather conditions or emergencies. SouthTech school
closings will coincide with the Palm Beach County School District’s closings unless the closing is due to a
problem unique only to one or more of the SouthTech schools. Closings will be announced on local radio
stations, television stations, and through automated parent calls. If District schools are announced as being
closed, SouthTech schools will be closed as well.

EMERGENCY DRILLS

Evacuation routes are posted inside each classroom. The signal to evacuate will be either an alarm or an
announcement over the P.A. system. Students are to quickly evacuate to their designated areas, remain calm
and follow directions as they are given. Teachers will check rolls at their assigned areas. Students and teachers
are to return to their classroom after an all-clear signal is given.

Setting off, damaging, defacing, or in any way disturbing fire alarms or fire-fighting equipment WILL result in
a mandatory ten (10) day out of school suspension and possibly legal action.

LOST OR STOLEN ITEMS

The school CANNOT assume responsibility for lost, broken or stolen articles. Students are urged not to bring
valuable items or large sums of money to school. Personal items or books found will be stored in the main
office — lost and found. School personnel will not disrupt classroom instruction to search for lost personal or
unauthorized items which include cell phones, I-pods, or other electronic personal items.

TEXTBOOKS

If your classroom teacher issues textbooks, the student is responsible for those books until they are returned.
On the inside cover of each book, there is a number. It is important that you write your name in the designated
area clearly in ink so that the book can be returned in the event it is lost. Each book is given a rating according
to the condition it is in when assigned to the student. If the book is returned damaged in any way, the student
will pay a fine. At the time of issuance, please bring any damage to the teacher’s attention. Any and all
questions regarding textbooks should be directed to the teacher. Classroom sets will be distributed by number
as well. Students are responsible for the condition of all assigned textbooks.
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VISITORS AND STUDENT PICKUP

Parents/Guardians are always welcomed and encouraged to visit the school. Visitors who are not
parents/guardians are not allowed to visit students during the school hours unless it has been pre approved by
administration. For the safety of your child(ren), no student will be released to any person not on the
Registration Form PBSD 0636 or an STCA/SPAI Student Demographic form. Those persons authorized to pick
up a student must show proper photo identification. There will be no exceptions. Parent/guardians may alter
the student contact/pick-up list only by completing in person/in writing, the additional student pick-up
information section of the Student Demographic Information Form. An original signature is required. No early

release after 2:45pm.

Student Services Department

The student services department at SouthTech Prep Academy will assist students and parents/guardians in
understanding the rules and regulations in SouthTech Prep Academy’s conduct and behavior policies 5.181
through 5.1891. The student services department will also implement and enforce discipline consequences.

Student Code of Conduct

The educational process of SouthTech Prep Academy is to provide a safe environment that fosters student
behavior that is socially acceptable and conducive to the learning and teaching process. It is the intent of this
to establish guidelines and consequences for the conduct and discipline of students attending SouthTech Prep
Academy in accordance with The School District of Palm Beach County’s Discipline Matrix.

SouthTech Preparatory Academy exercises these responsibilities during the times:
e astudentis in route to and from school using SouthTech Schools or The School District of Palm Beach

County (School District) provided transportation.
a student is attending school.
a student is physically on the property that is owned or operated under the jurisdiction of SouthTech
Schools or the School District.
e a student is attending any function sponsored by SouthTech Schools or the School District.

All students at SouthTech Prep Academy are expected to reflect its high standards by conducting themselves in
a manner that is conducive to the orderly operation of the school. Students should be in class, on time, and
change from class to class in an orderly fashion, avoiding any behavior that may cause disruptions. Students
must show respect and consideration for their peers and all members of the SouthTech Prep’s staff, including
bus drivers.

DISCIPLINE ACTION PLAN

Failure to comply with SouthTech Prep Academy Student Code of Conduct - will result in consequences that
may include a combination of the following, which are not sequential steps:

e CONFERENCE WITH STUDENT: Private time with student to discuss behavior interventions/solutions. This
can include direct instruction in expected or desirable behaviors.

e PARENT/GUARDIAN CONTACT: Teachers and/or administrators will contact parents/guardians with concerns
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and solutions to a student’s conduct and behavior.

e REQUEST FOR PARENT/GUARDIAN CONFERENCE: Teachers/administration or parents/guardians may request
a conference to discuss student’s conduct and/or behavior. In some cases, as determined by administration, a
student may not be able to return to that class until a conference has taken place. That student will be sent to
In-School Suspension (ISS) until such time that a conference is held.

e PARENT/GUARDIAN INTERVENTION: As a result of the severity of an infraction an administrative request
may be made to the parent/guardian that a student should not return to school without the parent/guardian
accompanying him/her for an administrative conference or to shadow the student during class. It is important
that the parent/guardian schedule the conference as soon as possible. The time that a student is out shall not
exceed ten days and will be considered unexcused absences.

e IN SCHOOL SUSPENSION (ISS): ISS is the temporary removal of a student from regular classes for a
determined class period(s) or day(s) that the student will be held in one classroom for the assigned time. There
will be total silence while in ISS. Students will be given academic assignments that must be completed before
the student will be released from ISS. Failure to complete an assignment or the disruption of ISS will result in
additional time added to ISS or an out of school suspension (OSS).

e LUNCH DETENTION: Students spend an entire lunch period assigned to the ISS room where they will silently
eat lunch and complete an assignment. Failure to report to lunch detention will result in further disciplinary
action.

e AFTER SCHOOL DETENTION: Students spend part nof the evening (3:30-5:30) assigned to the ISS room
where they will silently complete an assignment. Failure to report to after school detention will result in further
disciplinary action.

e OUT OF SCHOOL SUSPENSION (0OSS): Extreme disciplinary consequences may require the temporary removal
of a student from SouthTech Prep Academy. This removal is not to exceed ten (10) consecutive school days per
incident. P5.80 (3) (K). All suspension days are considered unexcused absences. The administrative designee
shall include any analysis of suspension in the report of school progress. D5.351 (2) (e) and FS232.26 (a) (b) (c)

(d).

e ATTENDANCE OR DISCIPLINARY CONTRACT: Missing more than five (5) days during a semester or a
continuous disregard for classroom and/or school rules and regulations will result in a student being placed on
an attendance or disciplinary contract respectively.

e WITHDRAWAL FROM SOUTHTECH PREP ACADEMY: After all interventions have been exhausted, failure to
adhere to the SouthTech Prep Academy Student Conduct and Behavior 5.18, the SouthTech Prep Academy
Student Attendance 5.092 or the SouthTech Prep Academy academic

requirements, may result in a student being withdrawn from SouthTech Prep Academy immediately or at the
end of the semester and referred back to the student’s boundary school.

e EXPULSION: As a result of an infraction that severely violates SouthTech Prep Academy and the Palm Beach
County School District policies, a recommendation may be made to the SouthTech Academy Board along with
the Palm Beach County School Board not to allow a student to attend any public school in Palm Beach County.

e Rules and regulations will also apply to school transportation (buses). A good faith effort shall be made by
instructors and/or administrators to employ parental involvement whenever necessary to assist in a
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student’s negative behaviors and/or academic performances.

DISCIPLINE MATRIX OF THE SCHOOL DISTRICT OF PALM BEACH COUNTY

According to SouthTech Prep Academy’s Student Code of Conduct 5.18, SouthTech Prep Academy will use and
follow the codes set forth in the Palm Beach County School District’s discipline matrix to determine reasons
and consequences for discipline infractions. In addition, SouthTech Prep Academy subscribes to the Positive
Behavior Interventions & Support program. SouthTech Prep Academy has developed three universal guidelines
for behavior and a matrix for school wide behavior expectations:

BE RESPECTFUL
BE RESPONSIBLE

BE READY TO LEARN

STUDENT EXPECTATIONS
DRESS CODE

e Upon entering and when on campus, students must wear the appropriate SouthTech Prep uniform. This
uniform MUST be properly worn and visible at all times during the school day.

e No unapproved outer garments are to be worn over the uniform. Students may wear the STPA cardigan or
jacket, any other brand of jacket/hoodie may not be worn. No sweaters or jackets with hoodies are allowed in
school. Uniform bottoms must be uniform styled (shorts,skirts,capris, pants). Students are not allowed to wear
leggings , sweatpants or jeans.

e Students are not permitted to wear pants that fall below the waist or droop too low (no exposed
underwear or other indecencies will be permitted). Pants that expose skin of any kind may not be worn on
campus.

e Female students may wear uniform skirts or shorts that fall no more than two inches above the knee. No
pencil skirts will be allowed. No exposed midriffs will be allowed.

e Bandanas, caps, headbands, headscarves or other headwear deemed inappropriate by administration will
not be allowed.

e Uniform shoes must have backs and be closed-toed. No Crocs or cloth or bedroom type footwear will be
permitted. No sandals or flip flops.

e Wallet chains, dog collars, stud belts/bracelets or any other types of non-jewelry chains are prohibited.

e SouthTech Preparatory reserves the right to deny any student the privilege of wearing certain colors and
clothing which may be disruptive to the educational process.

e Students can carry a small personal bag, with or without a handle or strap and no larger than the size of a
hand.

DRESS CODE VIOLATIONS
Failure to comply with these code policies will result in the following consequences:
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Violation of dress code students will result in parent contact to notify about the uniform violation and ask to
drop off proper clothing.

e Students that are not compliant with dress code will wait in the Student Services office until proper attire can
be obtained.
e Repeated violations will result in a referral for insubordination and require further disciplinary actions.

ID BADGE

Students must wear their SouthTech Prep ID badge at all times while on campus. Badges are to be worn
around the neck on a lanyard or clipped to the student’s front collar. Failure to wear your ID badge is a violation
of school . Replacement Badges are available in Student Services for 55.

Failure to comply with these code policies will result in the following consequences:

° 1st offense - A verbal warning from teacher/staff/admin.
° 2nd offense - Teacher/Staff will call the parent to notify them about the ID violation.
° 3rd offense - Lunch detention will be administered

SKATEBOARDS, ROLLER BLADES, SCOOTERS, SPORTS EQUIPMENT

Skateboards, roller blades, sports equipment and/or scooters are not permitted on school grounds without
pre-approval from administration and they must be kept in the Student Services Department during the school
day.

Extracurricular Activities
It is a privilege for students to participate in extracurricular activities, like Gradventure, 8th grade dance,
Rock-n-Roll Festival, Dress Down days, etc. However, students who do not follow the school rules and the
Bulldog Way will lose these privileges.

WELLNESS PROMOTION

SouthTech Prep Academy 5.003 follows the School District’s wellness promotion Policy 1.11 which is intended
to fulfill the requirement under Public Law 108-265 state statute 204 (204) (42 U.S.C. statute 1751 Note) that
promotes student health and reduction of childhood obesity, as well as to promote wellness for employees.

SouthTech Preparatory Academy’s Voice Levels

Revised on: May 28, 2025

18



Level 0 No Conversation (No talking, no sound)

LRl Whisper (Only the person next to you can
hear you)

Level 2 . . . .
Talking Voice — Quiet Conversation (Only the
person next to you can hear you)

Level 3 Presentation Voice (Everyone in the room
should be able to hear you)

Level 4 Outside Voice (You can be heard across the
pavilion, cheering at a pep rally, etc.)
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UNIVERSAL ATTENTION SIGNAL

The Bulldog Way

Raise your right hand in the air — with your palm facing out.

Voice Level O

Setting Signal
Classroom “Paws up”
Lab/Shop “Paws up”

Environment
Large Group Paws Up
3-2-1
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PROCEDURES FOR MISCONDUCT

ASSAULT OR BATTERY UPON DISTRICT SCHOOL BOARD EMPLOYEE

Whenever any student, parent, or other person commits an assault or battery upon any elected official or
employee of a school district, and the elected official or employee is on school property or is away from school
property on official business, the offense will be prosecuted to the full extent of the law.

CHEATING/PLAGIARISM

Students are expected to maintain values of personal integrity and honesty. Cheating is not acceptable
behavior. Any work submitted by students must represent their own effort. In the case of material borrowed
from another source, the work submitted must include clear and appropriate attribution. Any student who is
apprehended cheating or deliberately plagiarizing will be subject to disciplinary action, including, but not
limited to, failing grade for work submitted.

COLLECTING/SOLICITING MONEY

Students or staff may not solicit funds unless the principal has first given permission. Students are to refrain
from borrowing money from other students. ABSOLUTELY NOTHING IS TO BE SOLD ON CAMPUS OR ON THE
BUSES UNLESS SCHOOL SPONSORED.

DISRUPTIVE ITEMS

Iltems that are disruptive to the learning environment are prohibited. Perfumes, lotions, makeup, hairspray,
deodorants, etc. may not be applied in the classroom or hallways. Exploding or noisemaker items such as
poppers, snappers and other items are strictly prohibited. Water guns, laser guns, stink bombs, laser pens,
fidget spinners, slime and other disruptive “toys” have no place in the school environment. These types of
disruptive items will be confiscated.

DRUG/INTOXICANTS AND ALCOHOL VIOLATIONS

The possession, purchasing, consumption, use or distribution of drugs, including intoxicating beverages, is
illegal and is prohibited anywhere on school property. Any involvement in drug- related activity is prohibited.
This includes all school activities and functions on and off school grounds. Offenses could result in exclusion or
expulsion from school. Anyone deemed being under the influence of drugs/intoxicants to any degree is subject
to disciplinary action. “Under the influence” is defined as having consumed any amount of an alcoholic
beverage or having taken any amount of an illegal drug. (Sips and “one hits” counts). The possession of drug
paraphernalia is prohibited (e.g. rolling papers, bongs, commercial inhalants (Wite Out, air cans etc.).

e 15t offense — Must provide students with an opportunity to exchange 5 days of the 10 days out of school

suspension for the district approved alternative to suspension program.

e 2" offense — Requires a 10 day out of school suspension and/or recommendation for expulsion.

EATING/DRINKING IN INAPPROPRIATE AREAS
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All food and beverages must be consumed in designated areas only and all trash must be properly disposed of.
No food or beverages should be consumed in the hallways or in classrooms unless it is an approved class
activity. At no time should open cans of beverages be carried through the halls. Everyone’s cooperation is
needed to maintain a clean, trash-free campus. Food or drinks may not be consumed in the hallways. No gum
chewing in class or on campus at any time. Students cannot bring or have food delivered from fast food
restaurants. They can eat from our school cafeteria or bring their own food from home.

FALSE FIRE ALARM

Any student who pulls the fire alarm without legitimate cause will be subject to immediate disciplinary and
legal action.

FIGHTING

SouthTech Preparatory Academy has a zero tolerance for fighting. SouthTech Preparatory Academy is a
member of Peaceful Schools International and promotes effective forms of communication that result in
positive outcomes when disagreements occur. Students will learn how to engage in restorative practices such
as conflict resolution to resolve issues.

Every individual has the right to be free from fear of attack, bullying, assault or intimidation. Actions on the
part of any person which infringe this basic individual right will not be tolerated. Wherever possible, the
administration will try to determine who started the fight and whether the fight was a “fight or a scuffle.” The
person starting the fight may receive the greater punishment. All students who actively participate in a fight
regardless of who “threw the first punch” are subject to disciplinary action. Any student who has reason to
believe a fight may occur should seek immediate help from an administrator, counselor or teacher as a
preventative step. Students who promote or instigate violent activity will also be held responsible and
accountable. Everyone must learn ways other than violence to handle individual differences. This applies on
school grounds, school buses, bus stops, on the way to or from the bus or anywhere where students are
wearing South Tech Prep Academy uniform.

INSUBORDINATION

Insubordination is defined as defying the authority of a school official or acting in a manner, which connotes
such defiance. When a school official makes a reasonable request of any student, compliance is imperative.
Students are expected to identify themselves immediately upon request. Failure to do so shall constitute
insubordination.

LEAVING SCHOOL GROUNDS

Students must remain on campus unless a student is officially excused to leave school, by the
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principal/designee, and parent/guardian. There are no exceptions.

REPORTING TO ADMINISTRATOR

If students are sent for by an administrator or are sent to an administrator’s office by any staff member at any
time, they should have the appropriate hall pass and report immediately to the appropriate office. Students
should remain in the office until seen by an administrator or given permission to leave. Students should never
have “no place” to be. If in doubt, students should report to the main office.

REPORTING TO THE CLINIC/GUIDANCE OFFICE/STUDENT SERVICES

Students must have an appropriate hall pass to report to the clinic, guidance office and student services office.
Students must check in with a staff member and obtain a note for re-admittance to class when leaving.
SEARCH AND SEIZURE

Any school administrator or authorized officer may conduct a reasonable search of a student on the school
premises if there is reasonable suspicion to believe that the student possesses an illegal substance, object, or
anything that is prohibited as defined by School . Any school administrator or authorized officer may conduct a
search of every part of the physical plant of the school to include student lockers and backpacks. Any
confiscated property belonging to a student will be returned to the student or his/her parents by the end of
the school year, except as required by law or by consideration of safety for students and staff.
Student’s/parents are to arrange for pick-up of the items at the designated time.
THEFT

The taking of anything or the attempt to take anything without the owner’s consent is prohibited. Materials
improperly removed from the media center or classroom fall into this category. THREATS

No word, action, gesture or deed that threatens violence towards a student or member of the school staff
(even if “joking”) will be tolerated. Students are expected to report such threats immediately to the Dean, an
administrator, counsel, or teacher.

TOBACCO/E-CIGARETTE VIOLATIONS

The possession, purchasing, consumption, use or distribution of tobacco, including e-cigarettes, etc., is illegal
and is prohibited anywhere on school property. Any involvement in tobacco-related activity is prohibited. This
includes all school activities and functions on and off school grounds.

e 15t offense — Must provide students with an opportunity to exchange 3 days of the 5 days out of School
suspension for the district approved alternative to suspension program.

e 2"d offense — Must provide students with an opportunity to exchange 3 days of the 5 days out of school
suspension for the district approved alternative to suspension program.
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Repeated offenses — 10 days out of school suspension for each offense.

Tobacco products include but are not limited to: cigarettes, e-cigarettes, vapes, chewing tobacco, cigars, Juuls,
and snuff.

UNAUTHORIZED AREAS

Areas designated for staff (e.g. staff lounge) or other unsupervised classrooms, spaces, offices or storage areas
are “off limits” to students, unless given written permission by a staff member.

UNAUTHORIZED POSSESSION OF SCHOOL PROPERTY

Students may not be in possession of any school property (e.g. hall passes, grade books, keys) without the
permission of a staff member.

VERBAL ABUSE

Verbal abuse is defined as intimidating, insulting or in another manner abusing a member of the school
community, including, though not limited to, students and staff members.

VIOLENCE

No word, action, gesture or deed that threatens violence (even if “joking”) will be tolerated. Student are
expected to report such threats immediately to the Dean, an administrator, counselor or

teacher.

WEAPONS

Students, who bring, possess, use or are in any way responsible for the presence of a weapon or any item intended to be
used as an offensive or defensive weapon on school grounds, at school-related activities or on a school bus are subject to
strong disciplinary action.

ATTENDANCE

Pursuant to Florida statutes 1003.01 and SouthTech Prep Academy 5.092 all students shall be required to
attend school. Florida Statute 1003.24 and SouthTech Prep Academy Attendance 5.092 states that it is the
responsibility of parent(s)/guardian(s) to insure their children attend school on a regular basis. “Regular basis,”
according to statute and , means attending school every day including every period. SouthTech Prep Academy
operates on an A/B daily block that has 4 grading terms. Any student missing more than 5 days per term will
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put themselves in peril of not receiving full credit and MAY jeopardize their continued enrollment at SouthTech
Prep Academy. Pursuant to Florida State Statute 1003.26 and SouthTech Prep Academy 5.09, the Executive
Director and Board of SouthTech Prep Academy has the authority to take steps to bring criminal prosecution
against the parent(s)/guardian(s) of a student who has violated the State of Florida Department of Education,
Palm Beach County District School System and SouthTech Prep Academy attendance policies which are the
same.

EXCUSED AND UNEXCUSED ABSENCES

The parent(s)/guardian(s) and student understand that Florida State Law requires that all students attend
school each day without exception unless there is a legal excuse for being absent. After 10 days absent,
excused or unexcused, a student may be placed on an attendance contract. Pursuant to SouthTech Preparatory
Academy 5.09, it is the responsibility of the parent(s)/guardian(s) to justify an absence within 24 hours of the
student’s return to school. The justification will be evaluated based on the adopted School Board definition of
“excused” absences which are:

1. Student iliness

2. Medical appointment

3. Death in the family

4. Religious holidays or services recognized by all members of the faith

5. Subpoena by law enforcement agency or mandatory court appearance

6. Other individual student absences beyond the control of the parent or student, as determined and approved
by the Principal or Principal’s designee.

It is South Tech Prep Academy and the Palm Beach County School District’s that the school responds in a
timely manner to excused or unexcused absences. To this effect, the School District of Palm Beach County,
through automatic dial, attempts to contact the parent/guardian within 24 hours of a student’s absence.
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SOUTHTECH
PREPARATORY

ATTENDANCE PLAN

Number of Days
Absent

Notification

Parent will receive a call from the teacher indicating that
the student has missed three days of school.

Parent will receive a phone call from the school
administrator or counselor explaining that the student has
missed five days of school and reminding the parent of the
importance of regular school attendance. The parent will
be encouraged to meet with the son or daughter’s
counselor to discuss attendance issues.

A letter will be sent home from the school requiring that
the parent meet with the principal or counselor to discuss
supports that can be provided to facilitate improved
attendance.

10

Student will be placed on an attendance contract.

11+

Conditions listed on attendance contract

In addition, the school principal and counselor may
conduct a home visit to the meet with the student’s
parents, assess barriers to school attendance, and
develop a plan to improve the student’s attendance.

Policy: A student can miss no more than 5 days per half credit hour course or 10 days per full

credit hour course, excused or unexcused.

Revised on: May 28, 2025

26



Tardy

Within the first 15 minutes of class
Students are expected to be on time to all of their classes as tardiness disrupts the learning process for the
student and the teaching process for the instructor. Students are considered tardy to class if they are NOT in
their seats ready to learn. Students who arrive within the first 15 minutes of class should be marked tardy on
the teacher’s grade book/attendance record.

Later than 15 minutes of class

Students who arrive later than 15 minutes into the class period must report directly to Student Services or to
the front desk for an Admit Slip to class. Once students have received an Admit Slip they must report directly to
their class. Students with the Admit Slip must be allowed to participate in all instructional activities for the
remainder of the class period. Students will still be considered tardy on the teacher's attendance. Only
students who do not attend any portion of the class period should be marked absent. Below are the
consequences for student tardiness.

Failure to comply with tardiness will result in the following action:
1st offense - A verbal warning from teacher/staff/admin.
2nd offense - Verbal warning and teacher will contact parent/guardian to notify of 2nd offense of tardiness.

3rd offense - Students will need to report to student services and the Student Services department will contact
parent/guardian and administer any disciplinary action.

SEXUAL HARASSMENT

SouthTech Prep Academy and the School District of Palm Beach County, prohibits sexual harassment activity by
any student. This shall apply to all official activities of the school and the district. It is recognized that
discrimination or harassment complaints by students may arise from actual or perceived situations and
circumstances. Students and parents are obligated to carefully examine this prior to filing a sexual harassment
complaint. In determining whether alleged conduct constitutes sexual harassment, the totality of the
circumstances, the nature of the conduct, and the context in which the conduct occurred will be investigated.

BULLYING AND HARASSMENT

The STPA family has joined hands in a national campaign to stop “bullying” and cyber-bullying in our schools.
The faculty and administration at SouthTech Preparatory wish to provide each and every member of our family
information to recognize and prevent all forms of bullying from occurring. It is the responsibility of all to
prevent this negative behavior and help assure a safe and sound learning environment. Bullying can take the
form of physical harm to someone’s body or property, emotional harm to someone’s self-esteem, or feeling of
safety and social harm to someone’s group acceptance. Bullying occurs when there is unwanted, aggressive
behavior among school aged children that involves a real or perceived power imbalance, and is repeated and
consecutive. No act that demeans or puts down another individual will be considered “fooling around.”
Students who are bullied are encouraged to share such experiences with a teacher, counselor, deans or
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administrator.

PARENT / STUDENT GRIEVANCE PROCEDURES
The Organization prides itself on the quality of the teaching and care provided to its students.
All members of the School community should contribute to a respectful and inclusive environment.
Staff, student, or parent/guardians can raise concerns about any issues that affect a student’s
well-being and/or academic performance and work together to resolve them. In rare cases where the issue
cannot be resolved informally, an official written complaint can be registered by a parent with the School
management.

e Although no member of the School community shall be denied the right to petition the Governing Board for
redress of a grievance, the complaints will be referred through the proper administrative channels for solution
before investigation or action by the Governing Board. Exceptions are complaints that concern Governing
Board actions or operations.

e The Board advises the School community that the proper channeling of complaints involving
instruction, discipline, or learning materials is as follows:
1. Teachers
2. Assistant Principal and/or Principal
3. Executive Director
4. Parent Liaison
5. Governing Board

Any complaint about school personnel will be investigated by the Administration before
consideration and action by the Board of Directors.

HALLWAY CONDUCT/TRANSITIONS

Students should create an orderly flow of traffic in the hallways by practicing hands down, eyes
forward, low speed, low volume, and walk on the right side of hallways following the posted flow of traffic. All
students should be able to walk the halls without having embarrassing or derogatory remarks made to or
directed at them. Students should not bump into, push, or jostle other students. There should be no running in
the halls or loitering. There is to be no eating or drinking in the halls except in designated areas. Appropriate
passes are required at all times except between classes. No public displays of affection will be tolerated.

INTERNET SAFETY

1. SouthTech Schools recognizes the value of electronic devices and the internet to improve student

learning and enhance school administration and operations. However, the internet is an unregulated vehicle for
communication, and information and interactions on the internet can pose certain risks to students and staff
members. Therefore, the Governing Board adopts this policy governing the use of school networks to comply
with Florida law and State Board of Education rules, and to provide rules for students and employees accessing
such networks.

2. General Requirements for Users. It is the policy of the School to maintain an environment that
promotes ethical and responsible conduct in all online network activities by staff and students. It
shall be a violation of this policy for any employee, student, or other individual to engage in any
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activity that does not conform to the established purpose and general rules and policies of the

network. Users on any network operated by the School shall comply with the following requirements:

a) All use of a network must be in connection with education and research, or in the case

of employees, related to the employee’s job functions.

b) Users shall not access any content that is prohibited under this policy or under the law.

c) Users are prohibited from using the School’s networks for any illegal or unethical purposes,
including infiltrating or hacking the School’s systems or any outside systems.

d) Users shall not utilize the School’s networks for personal gain or personal business.

e) Users shall not install any unauthorized software or programs on any School-owned electronic
device or network.

f) Users shall not destroy, delete, or modify any School-owned devices or software unless
authorized to do so.

g) Users shall not utilize the School’s networks to engage in harassment, discrimination,
cyberstalking, cyberbullying, or obscene behavior.

h) Users will avoid clicking unknown links or accessing web pages and other content that may
contain malware, spyware, ransomware, or other malicious software.

i) If any user accesses prohibited content or downloads potentially malicious software, the
individual must immediately report the incident to their teacher, in the case of students, or to
the Principal, in the case of staff members.

3. Requirements for Student Users. The following requirements apply to the use of the School’s
networks by students:

a) Student internet and technology sessions must always be supervised by a teacher or other staff
member.

b) Students may only use technology or access the internet when expressly instructed by a teacher
for educational purposes.

c) Staff members who supervise students, control electronic equipment, or otherwise have occasion
to observe student use of school-provided technology or internet access shall make reasonable
efforts to monitor student use to assure that it conforms to the requirements of this policy and

the law.

d) Staff must make reasonable efforts to become familiar with the internet and its use so that
effective monitoring, instruction, and assistance may be achieved.

4. Prohibited Uses. It is strictly forbidden for any users to access online content that is lewd,
pornographic, scandalous, obscene, illegal, hateful, objectionable, inappropriate, or that

otherwise does not comply with the requirements of this policy.

5. Social Media Platforms. As a general rule, the School’s networks may not be used by any person
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to access social media platforms. In limited circumstances, students may be permitted to access
social media platforms when expressly directed by a teacher to do so and solely for educational
purposes. Staff members may also access social media accounts that are maintained on behalf of the
School and related to the staff member’s job duties. Prior to requiring students to use online
content, staff must confirm that the content is not blocked by the student internet filter. Staff

may make a request to their supervisor that blocked content or social media platforms be reviewed
and temporarily unblocked for educational purposes.

Notwithstanding the foregoing, under no circumstances may any employee or student access TikTok or any
other platforms prohibited by Florida’s Department of Management Services while on school grounds or
participating in a school activity. Additionally, the use of TikTok to communicate or promote the School, a
School- sponsored club, extracurricular organization, or athletic team is prohibited.

6. Online Messaging Platforms. Students are only permitted to utilize sanctioned email, chatrooms,
and online messaging platforms while at the School or as part of School activities and only when
permitted by a staff member as part of the educational program. Students should be made aware of
the potential dangers posed by communicating with unknown individuals on the internet and such
communications are strictly prohibited.

7. School’s Responsibilities. In order to ensure network safety and enforce the provisions of this
policy, the School’s administration will implement the following measures:

a) Provide internal and external controls as appropriate and feasible that restrict access to
content, including implementing a network filtering system that is designed to block access to
prohibited or restricted content on the School’s networks and on any School- issued device. Access
to content should be limited to age-appropriate subject matter and materials. Access to websites,
web or mobile applications, or software that does not protect against the disclosure, use, or
dissemination of students’ personal information in accordance with Rule 6A-1.0955, F.A.C., will be
prevented.

b) Monitor the use of online activities and electronic devices. This may include real-time
monitoring of network activity and/or maintaining a log of internet activity for later review.

¢) Remove or revoke privileges for any user that poses a threat to the safety and security of the
network or to any person.

d) Retain the ability to remotely remove any prohibited application from any School- issued
device.

e) Restrict access to social media platforms, applications prohibited by the Department of
Management Services, and any other destination that does not adequately protect student
information.

f) Make reasonable efforts to train staff and students in acceptable use and policies

governing use of the School’s networks and devices.
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g) Contract only with service providers and operators of websites, online services, or online
applications that comply with all state and federal laws governing the disclosure of confidential
student information.

8. Violations. Use of electronic devices and networks provided by the School is a privilege. To
maintain the privilege, all users agree to learn and comply with the provisions of this policy.
Violations of this policy may result in revocation of network access rights and further

Disciplinary action. Students that violate this policy will be disciplined in accordance with the
Code of Student Conduct. Staff members that violate this policy will be subject to disciplinary
action up to and including termination. Any criminal activity will be reported to law enforcement.

TRANSPORTATION

Bus transportation for students living more than two miles from school is governed by the State and provided
by South Tech Schools. For information regarding bus pick-ups and drop-offs or any other transportation
guestions, please email Ms. Avila at sonnya.avila@pbcharterschools.org. Riding the bus is a Privilege. Students
may be suspended from riding the bus if their conduct presents a safety concern. All students riding the bus
are subject to the authority and discipline of the bus driver at all times while on the bus. School bus
misconduct or vandalism is reported to school administrators on student discipline referral form by the driver.
Any student receiving a referral form will be subject to disciplinary action according to the Palm Beach County
School District discipline matrix. SouthTech Prep Academy may suspend any student from riding the bus for a
period not to exceed ten (10) days. Repeat offenders may be expelled from bus privileges. Students and
parents/guardians will be notified of such a decision within 24 hours of said suspension. If a student is
suspended from the bus, the bus driver will not allow the student to enter the bus.

BUS RULES

Occasionally, a bus is delayed in picking up students. Students should wait a reasonable time and then contact
the school or our Transportation Coordinator to see if the bus is on route. Students are required to ride their
assigned bus. The school bus driver is in charge of the bus and the passengers. The driver is responsible for the
safety of students and for their conduct on the bus. Riders are subject to the authority of the bus driver and
may be suspended from riding the bus for violation of bus rules. Riding the bus is a privilege that can be denied
if a pupil’s behavior creates a problem on the school bus or at the bus stop. Safety is the number one
consideration. In addition to the disciplinary rules stated in this handbook, the following rules must be
observed:

e Students are expected to respect their neighbors and the property of their neighbors while waiting for the
bus or while in route to or from the bus stop. Students are expected to behave in a way that promotes
safety and good manners. Students must stand off the roadway while waiting for the bus.

e Students preparing to board the bus should cross the roadway immediately in front of the bus, BUT NOT
UNTIL THE BUS DRIVER HAS GIVEN THE SIGNAL TO CROSS AND IT IS SAFE TO DO SO.

Students riding buses must arrive at the bus stop on time; the bus cannot wait for those who are tardy.
Students must remain in their seats at all times when the bus is in motion. e All riders must keep their arms
and heads inside the bus at all times. Nothing may be thrown from the bus.
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e Riders should not engage in unnecessary conversation with the driver because this creates a dangerous
situation. Students are to observe classroom conduct, except for ordinary conversation.
Students must treat the bus property respectfully and carefully. Vandalism will not be tolerated.
Eating, drinking, smoking or vaping on the bus is absolutely forbidden. Smoking or vaping and possession
of tobacco products/e-cigarettes and vaping products is prohibited at the bus stop or while waiting for the
bus.

e The driver has the right to assign students to certain seats if necessary in order to promote order and
safety on the bus.

e Students must get on and off the bus at their assigned school bus stop. No one is entitled to ride any bus
other than the one to which they are assigned.

e Parents/adults other than official personnel are not to board or approach the bus for any reason without
prior approval from administration.

If a student’s bus privileges are suspended, the student’s parents are responsible to ensure that the student
is attending school.

SPORTS

SouthTech Prep Academy does not offer any interscholastic sports activities. SouthTech’s charter agreement
with Palm Beach County District specifies that any SouthTech student in good standing may participate in
interscholastic sports or other FHSAA activities at their boundary school. In addition, pursuant to SouthTech
Academy 2.05, SouthTech Prep Academy does offer after school intramural sports activities as well as various
clubs and other activities in which students may participate.

TECHNOLOGY ACCEPTABLE USE - DIGITAL CITIZENSHIP

Whether in or outside of the classroom, any unauthorized or inappropriate use of an electronic device will
result in confiscation; refusal to surrender the device will result in disciplinary action, after the first time. In the
case of repeat offenses, a parent or guardian will be required to retrieve the device. Unauthorized use of cell
phone or other technology includes, but is not limited to:

e Complaint of photography without consent
e Complaint of recording without consent

® Texting

® Social networking

® Listening to Music

e Cyberbullying

e Negative posting on social media

If cell phones are heard in any way (vibrating) or seen they will be confiscated. This applies to headphones
and other hearing devices.

Failure to comply with the Digital Citizenship will result in the following action:

o 1% offense - Return of the confiscated item will require the parent/guardian to come to the main office and
pick up the item. The cell phone will be held in Student Services during the school day and returned at the
end of the school day.
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o2 offense - The cell phone will be held in Student Services for one week and will be returned to the parent
or guardian after the week is over.

037 offense - Confiscated items will not be given back to the student or parents until the end of the
semester.

Refusal to turn over a device to a SouthTech Prep Academy faculty or staff member when requested will
result in a referral for insubordination.

Continuous offenses: Items will be confiscated and the student will receive a referral for insubordination.
Disciplinary action will be taken as outlined in the Palm Beach County School District discipline matrix. Items
will be confiscated and returned to students at the end of the school year.

The school will not be responsible for confiscated items lost, stolen or damaged.

OUTSIDE OF SCHOOL TECHNOLOGY VIOLATION

Any cyberbullying, or technology harassment, that takes place off campus and is reported to Student Services
or any other staff member shall be addressed by the parent/guardian. Student Services will advise the parent,
but is not responsible for taking action UNLESS the incident is disruptive to the learning environment.
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SOUTHTECH SCHOOLS

CLASSROOM RULES FOR MOBILE DEVICES

Get "Mobile Devices when the teacher instructs to do so.

Be sure to use only the 'Mobile Devices number assigned to you.

Always sit down while using the "Mobile Devices.

If you are asked to move for any reason, carry the 'Mobile Devices with two hands
and hold it by the base, not the cover.

No banging, slamming, or hitting the "Mobile Devices.

Stay focused on the lesson objectives; do not visit pages that are not directly related
to your assignment.

Do not touch someone else's "Mobile Devices.

No gum, food, or drinks allowed in CLASS or near the 1Mobile Devices.

Stop 5 minutes before the end of the period and log off the Mobile Devices before
closing the cover.

Place the 'Mobile Devices back on the cart in its proper numerical space when
instructed to do so.

Inspect your "Mobile Devices at the beginning of class and report Mobile Devices
damage immediately. (Failure to report damage or improper function to the ‘Mobile
Devices may result in student being held liable).

Disciplinary Actions

Tier One Tier Two Tier Three
Loses ability to use '"Mobile | Loses ability to use '"Mobile | Immediate suspension of
Devices for the remainder | Devices for at least one the use of '"Mobile Devices
of that class period, or for | week, and placed ona for at least one semester.
the next class period if behavioral technology If violation occurs within
violation occurs at the end | contract. This offense the last month of a
of a class period for that applies across all teachers | semester, consequence
specific teacher. and classes. applies for the remainder

of that semester and the
entirety of the following
semester. Student will only
gain back privileges by
conferencing with teacher
where that incident has
occurred, administration,
and parent/guardian.

"Mobile Devices: Laptops, Chromebooks, iPads, Tablets

SouthTech Schools prohibits discrimination against students, employees, and applicants on the basis of religion, race, ethnicity, national origin, color, sex, marital status, age,
parental status, pregnancy, or disability in all employment practices, programs, services or activities. For questions contact 561-369-7042.
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ACADEMIC PROCEDURES
CLASS OR SCHEDULE CHANGE

A student wishing to withdraw from a class or have a schedule change must request a schedule change and
complete a form which is obtained from their Guidance Counselor in order to have the request considered.
Students must continue to attend all classes until they are officially withdrawn or until their schedule has been
officially changed. Schedule changes MUST be justified and will be approved on a limited basis. Unless special

circumstances exist, schedule changes after the second week of a class will not be approved.

JupiterEd
For those parents/guardians that have access to the Internet, you may check the progress of your child at any

time by using www.jupitered.com. Guidelines on how to access this information are available on the website
(www.southtechschools.org).

GRADING PERIOD AND REPORT CARD DISTRIBUTION

Report cards are generated every 9 weeks. The report card will reflect the academic status and attendance for
each student. Progress reports will be issued to each student approximately 4-1/2 weeks into each 9 week
marking period. Any student in jeopardy of failing may receive daily or weekly progress reports issued to the
parents.

GENERAL RULES FOR GRADING

Grading shall be based on the quality of work done. A student’s attendance, daily preparation, and promptness
in completing assignments must be consistent and congruent with the grades given. All students will receive a
daily grade. Students who have not completed all assigned work will show a “missing” grade until the
assignment is graded or will get an 0 if it is not turned in. Students are required to make-up all work missed for
all absences, whether excused or unexcused. Students must complete all work within one day for each day
absent from class, not counting the day of return. Students who fail to make-up work will be assigned a zero for
all assigned work missed on a daily basis which could result in failure of the class and loss of credit. Repeated
failure or refusal to make-up work will result in disciplinary action and placement upon a student academic
contract. In order to enable parents and guardians to stay informed about their child's academic progress, we
provide mid-quarter progress reports through Jupiter Ed. It is the responsibility of parents and guardians to log in to
the system and access the report. We encourage parents and guardians to review these reports carefully and to
communicate with their child's teachers if they have any questions or concerns.

GRADING SCALE

e A = Outstanding progress (90% - 100%) e F = Failure (below 59%)
® B = Above average progress (80% - 89%) e W = Withdrawn
e C = Average progress (70% - 79%) ® | = Incomplete

e D = Lowest acceptable progress (60% - 69%)

STUDENT CONDUCT GRADING
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e 4 = Student’s behavior very constructive to learning

e 3 = Student’s behavior generally supportive of learning

e 2 = Student’s behavior detrimental to his/her own learning

o1 = Student’s behavior detrimental to his/her own learning and to the learning of others

Academic Contract Policy
Students who are not meeting academic expectations may be placed on an Academic Contract. The Academic
Contract outlines specific goals, support strategies, and timelines to help the student to return to good
academic standing.

STUDENT RECORDS

Parents and/or students eighteen years of age or older shall have the right to inspect, review and obtain copies
of any and all official records, files, and data directly related to the student. These records may be obtained
through the guidance office. Copies of education records shall be provided upon request according to Florida
Statutes D.5.05 (Public Law 93380).

WITHDRAWALS AND TRANSFERS FROM SCHOOL

The following MUST be completed in order for a student to withdraw or transfer from SouthTech Prep
Academy:

e Parents/guardians must accompany the student to the Guidance Office and authorize the withdrawal.
e Turn in all books and clear all financial obligations.

e Complete the required withdrawal form.

° Return the completed withdrawal form to the Guidance Department
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SOUTHTECH SCHOOLS
soutHTECH)  STUDENT TECHNOLOGY ACCOUNTABILITY CONTRACT

SouthTech Schools Student Contract for Mobile Devices to be used in Classrooms

| understand that my family is financially responsible for up to the full cost of the Mobile
Devices if damage occurs to the Mobile Devices due to accident, negligence, or
intentional misuse.

I will follow all guidelines for computer care to prevent any damage to the Mobile
Devices.

| understand that the school owns the computer and has the right to search the
computer at any time both directly and remotely if they believe that inappropriate use is
taking place or has taken place.

Only | am permitted to use the Mobile Devices assigned to me.

| will always carry the Mobile Devices with the lid closed using two hands.

I will always use my Mobile Devices in a safe place sitting down.

| will keep food and beverages away from my Mobile Devices to reduce the risk of
damage.

| will not disassemble any part of my Mobile Devices or attempt any repairs.

I will not bang, slam, or hit the Mobil Devices.

| will use the Mobile Devices for educational purposes that are appropriate and meet
SouthTech Schools rules and expectations.

I will not place decorations (such as stickers, markers, etc.) on the Mobile Devices.

| will practice digital responsibility on the internet.

I will not remove the Mobile Devices from the classroom.

| will report damage of the Mobile Devices to my teacher immediately or risk losing my
Mobile Devices privileges.

I will sign off the Mobile Devices before dismissal and return it to its proper place in the
cart.

| agree to the stipulations set forth in the above contract.

Student Name (please print):

Student Signature: Date:

Parent/Guardian Name: (please print):

Parent/Guardian Signature: Date:

Please fill in the best way to contact the student’s parent/guardian:

Email:

Phone number:

Mobile Devices: Laptops, Chromebooks, iPads, Tablets

Revised on: May 28, 2025

37



SOUTHTECH PREPARATORY ACADEMY STUDENT & PARENT/GUARDIAN HANDBOOK

PARENT/GUARDIAN/STUDENT ACKNOWLEDGEMENT 2025-2026

Student’s Rules and Regulation of Operations
Your signature means you have received this booklet and know what the rules are.

Students, parents/guardians, teachers, counselors, administrators, custodians, and office staff all have
important roles to play at SouthTech Preparatory Academy. With so many people working together, problems
may occur from time to time. Rules have been made to address these problems and rules need to be followed
with fidelity.

The Student/Parent/Guardian Handbook lists the rules for students at SouthTech Preparatory Academy. The
rules apply to all activities occurring on school grounds, on other sites being used for school activities, and for
any vehicle authorized for the transporting of students. Please read them.

Since parents/guardians can be held responsible for the actions of their children, it is important that they are
aware of the rules and consequences if the rules are broken. Parents/guardians need to become actively
involved in the education of their children and have the responsibility to provide the school with the current
emergency contact person and/or telephone numbers. They also have the responsibility to notify the school of
anything (such as medical information) that may affect their child’s ability to learn, to attend school regularly,
or to take part in school activities. Parents/guardians should take special notice of the student services section
that includes the attendance, dress code, tardies, utilization of cell phones and other electronic devices and
gang relationship policies.

SouthTech Preparatory Academy must have proof that every student and every parent/guardian has received,
read and understands the SouthTech Preparatory Academy Student/Parent/Guardian Handbook. Student’s and
parents’/guardians’ signatures indicate an understanding of an agreement to obey all SouthTech Preparatory
Academy policies and procedures while utilizing school provided transportation, attending all school learning
activities or school sponsored extracurricular activities. Your signature indicates that you have received this
booklet and acknowledge the rules.

PRINT NAME PARENT/GUARDIAN: SIGNATURE DATE :

PRINT NAME STUDENT: SIGNATURE DATE :

Parent emergency phone number:

Revised on: May 28, 2025

38



Appendix D:

SouthTech Academy

Student Progression Plan



SOUTHTECH SCHOOLS SYSTEM

Florida Department of Education Approved Local Educational Agency

SOUTHTECH
ACADEMY

Grades 9-12

Student Progression Plan

Entry, Promotion, Retention, and Graduation

2023-2024

Eileen Turenne, Principal
Tracey Clarck, Assistant Principal
Erin Kurtz, Assistant Principal
Joshua Wigelsworth, Director of Career Academies

TTTTTTTTTTTT demy Student Progression Plan 2023-2024 Page 1 | 56



Table of Contents

INTRODUCTION ...ccueeiennniiiiresiiscsssessssesssnsnsssnessenesssessssssssessssssssssssssssssssssssssssssssssssssssssssssssssssssssssassnnns 06
PURPOSE OF THE PLAN ...cutiiiiiieiiiiiniiiiiiieniiienieitsscisssiitssssesssstssiessssstsssessssssssssssssstessessnsssssssssnssssnssssnsssssns 06
PLAN FORIMAT ...coiiiiiiiiinicitniiiineiiensiiissiesssssiasisseniorsssessssstessessnsssssssssssssassssssssesssssssnssssnsessnsssssssssnssssnnsssnnnes 06

Mission, Goals, and System Wide MEASUIES .......cccccciieeiiiiiiieeeeesitieeeseeitirreeeeesareeeesessseeeessensseeeessenses 07
Florida’s Multi-Tiered System of SUPPOITS (IMTSS) ....uuviieeiiiiiieeeeeeiieeeeeeeeireeeeeeeiireeeeserrreeeeesareeeeeenens 07
Fi¥or: To [T 0 0 Tolle) =1 1 o F= Lo 3SR 07
Y oTeY a1 1 o 11 L =R RR 07
Students With Disabilities .......ueeii i e e e et e e e re e e e e rarreeae s 08
DISTANCE LEARNING .....ceuiiuuiiieniiinniirmessiansmmessemseisrssssrssssrssssessssssssstasssssssstsssssssssssssssrssssssssssassssssssrsnssssnes 08

ENTRY REQUIREIMENTS ....cccieiiirmiernennnennenssssesssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnanssnsssssssssssssssse 09
INITIAL ENTRY REQUIREIVIENTS ....ciiuiiitiiieniiiincieniiiniieniiinniesnesiisssessssersssessssssassssssssssssssssssssasssssnssssnssssnes 09
STUDENT RESIDENCE ENROLLMENT REQUIREIMENTS .....ccuiiituiiiimiiiniiieniiinnieieniisssiessnmssiesssssssssssssessnnens 10
MAXIMUM AGE LIMIT FOR ENROLLMENT ...c.ituiiruiimmeiiianisimesiinssinmsimssimsesissssrssssianssssssssssssssassssassssnesses 10

Students with Disabilities (SWD) PrOZIram ....ccvueieiiiirieeeeecirreee e eitreeeeeeetrreeeeeestareeeesesbsseeeesssreseeenensns 10
Students Who QUAlITY FOr ESOL .....ooiiiiiiieeeiee ettt e aee et e s e e st e e s saaeessnneeeeas 11
STUAENTS WHO ALAIN AGE 16 .oeeeiiieiiiieecietteee ettt e e e e e e e e e e e e e ettt bbreaaeeeeeeeeeeeesnsnssrasaneeaeens 11
HEALTH REQUIREMENTS .....ciiiiiiiiitiiiiniiieniiinnicieniiiineienssiissiesssssisssssasserssssssssssessssssssssssssssssssasssssnssssnssssnns 11
Physical Examination and Immunization REQUIrEMENTS .......cccevcuiiieeiiiiiiiee e eceee e e e e e 11
IMMUNIZATION REZISTIY ettt ettt et e s te st e et e e s tesas e teaaseesseetesaneesten sbessaennntenns 12
2021-2022 EXPLANATION OF PHYSICAL EXAMINATION REQUIREMENTS .........ooooiiieee et 12
Required IMmMUNIZAtioN FOMM ...ttt e e et ee e e e e et ee e e e e eate e e e e e snbaeeeeseenssreeesaennes 12

PLACEMENT OF TRANSFER STUDENTS .....cccciiiiiiiiiiiinieneneneneneensmesssessssssssssssssssssssssssssssssssssssssssssssssssssnnns 13

HIGH SCHOOL (9-12) TRANSFER STUDENTS ....ccuuuiiiiiiiiieeitunneceeeeeeeennnssssseeeeeesesnnssssssessessannnsssssssssssssnnnnnnnnns 16
Validation of Transfer Credits/Grades for High SChool (9-12) ....ccuviviiiiiiieiceeeee e 14
Validation Process for High SChool (9-12) .....coouiiviieieeiiee ettt e stree e e erre e e e esvrree e eesareaee e s eanrens 14
Alternative Validation Procedure for High SChool (9-12) .....ooviiiciiieei e 14
Transfer Students Placement for Graduation ........ccccveeiiiiiiiiii i 14

STUDENTS WITH DISABILITIES (SWD) TRANSFER STUDENTS .......ccoieertrneenennenceeereeeeennsssseseessesnnnsssssessessssnnnnns 15
Students with Disabilities (SWD) who Transfer Within FIOrida .......cccoeeeiieeeeceeeiereeceecece et 15
Students with Disabilities (SWD) who Transfer From Outside FlIorida ........c.cccvevverineeveececieeene e 15
Students who Transfer with Section 504 Accommodation Plans .........ccccceeeviieiieee e 15

ATTENDANCE AND ABSENTEEISIVI ........ccuiiiiiiiiiiiieeiieeteirecteeetenerenteectascsnscrnsssessssssasssnssssssasssnssanssnsssnns 16

ATTENDANCE POLICIES AND PROCEDURES .....ccucottutiiiueiirnesiranssiasssnnsssrmsssisnssssssssrsessrssssranssrssssssssssssssssnssssansss 16

General Attendance Policies and ProCEAUIES .......coivvuiiieiiiiiiieeesciiiee s ssirte e s srirae e e s ssbeaee e s s sareaeesssanes 16
High School Attendance Policies and ProCEAUIES ........coooceiieiieeirieeeeiee ettt e s e 16
LATE ARRIVALS/TARDINESS POLICIES AND PROCEDURES .......cceetttieieeiersrnneerereesessssnnseeeeessssssssansssseesssssssnssnnes 16
ABSENCE POLICIES AND PROCEDURES ......ccuiituiiitniiiiniieniiisiirniiianietssisissiemssstssessssssssssssnsssssssssssssssnssesnssses 17
oW 1 =Te 7Y o Y=Y o Vol LTSRS 17
UNEXCUSEA ADSENCES ....uvvveiiiiiiiieieiiitiitee e s ssiree s s ssbteeeesstbtaeeesssabaaeeeessssasaeeesssssneeessnsssseeessssssseeesssnnsseees 17
IMAKE-UP WOTK <.ttt ettt ettt e et e e s st e e s bt e e s b bee e s bt e e e sateeesanbeesastee s nneeeesnteesnnseeeans 17
Students with Section 504 Accommodation Plan Absence POliCY .....ccocuveeeeeeiiiiiiiiiiccciireeeeeee e 17
Exceptional Student Education (ESE) ADSENCE POlICY ....veivieuiieiiiiieeiiie et 17
HOSPItal/HOMEDOUND SEIVICES ...vvvieviiieteee ettt ettt ettt e et ee st eesbaeseabeeeebeeesnnnes 18

SOUTHTECH Academy Student Progression Plan 2023-2024 2 | 56



HOME EDUCATION ENROLLMENT PROCEDURES ..........cccoitiiimmmnnniiiiiiiiinmnniiiiiiiiieensassiinieeemsssssssseeesesses 18

Withdrawal for Enrollment in Home EdUcation Program ..........cccceeeiiiciiiee s et e eesvreee e e sneeeee s 18
CURRICULUM ... iiiieiceeccertirennenseesseeeennnssssssseenmsnsssssssseeennsssssssssesennsssssssesesennasssssssesennansssssseneenansnnsnnns 19
HIGH SCHOOL (9-12) CURRICULUM ......ciiiiiiiiccciccesisesesesesesesesesesssesssesesessssssssssssssssssssssnsssssssesssnsssnsssssssenes 19
CURRICULUM FOR SPECIAL PROGRAMS, SITUATIONS, AND/OR POPULATIONS .......cccovvmeeeerereccrrrrnneneenenns 19
Choice and Career and Technical Education (CTE) Programs ......ccccceeoevveeeeeieiinveeeeenenreeeeessnnneeeesssnnnens 19
English for Speakers of Other Languages (ESOL) .....cc.uueeeiiiiiieeeeccciieee e cctiee e e srtte e e s eevtae e e e e enre e e e e snnes 19
Exceptional Student EAUCATION (ESE) ....vveiiiiciieeeeeiiiiiee e e eiteeeeeeeeitre e e e eseitreeeeessaarreeeeseabaeeeesnnnsraseessnnsnens 19
SY<Tord[o] 07 Yolole] oY aaTeTe F=Yu o) o T F-1 o PSR 20
SPECIAL PROGRAMS FOR HIGH SCHOOL .....cccittuiiineniianiiineninmesisnsimssimsssimnssisssrasssrssssrrsssiassssssssssnssssnsss 21
Core Credit for Career and Technical EQUCAtion (CTE) .....cvvveeeiiiiieiee it eseireeee e eeirre e e e e 21
(07 T =TT Vo= To 1= o 113 21
Career Education Program Completer Certificate ........oouvvoeiiiiiieeiiiee e 22
ACADEMICALLY CHALLENGING CURRICULUM TO ENHANCE LEARNING (ACCEL) ....cuceeererreermrcnnereecessesseesnnsanes 22
GENERAL HIGH SCHOOL ACCEL OPTIONS ...ccuiiietiiiueicieniiiniiensiniasiesssiiissssssnersssesssssssssessnsssssssesnssssnsssssnnes 22
CREDIT ACCELERATION PROGRAIM (CAP) ..ceeeeieeiiiieeeennnceeereteeennnsssseeesseessannsssssssesessssnnsssssssessesssnnnnssnsseeses 22
WHOLE-GRADE AND MIDYEAR PROMOTION PROCEDURES .....c.ccciuciiituiiiiniieniiinicininisniescississsnsssees 23
RECOMMENDED ASSESSMENTS FOR SUBJECT ACCELERATION .......ccciiieeiiiiiiiirenieecieecenesesiescsnscennees 23
COURSES TAKEN THROUGH NON-DISTRICT EDUCATIONAL PROVIDERS .......cccivuiiiiniieniinnncieniinnsneainnennes 23
CREDIT BY EXAMINATION ....cuiiiiiiiiiiiiiiniiiieniiinieieeiiienieieseiessisssssssssssssiesssssssssessssssssssssnssssasssssssssssssssnsssss 23
ADVANCED PLACEMENT (AP) «.ceeeeeeeecieiieiieeeemnneieeeeereeemnnssseessseesansnsssseesssesesansnssssssssssssnnnnssssssssssssnnnnssnnsen 23
DUAL ENROLLMEENT PROGRAIM ....cuuiiiiiiiinniiineiiinniiieniiiesciesiiisiiesssssssiessssstsssstonsessssessssssssssssnsssssssssnsssannes 24
Enrollment in Schools without Dual Enrollment Agreements ........cccoccvieeeiicciieee e e 26
PROMOTION AND RETENTION ... cuiiiiiieiieiiieiteiieecteecteieesioscrascenssesssascssssasssesssassssssssssasssnsssssssnssasssnsssnssen 26
STUDENTS WITH INTERRUPTED EDUCATION .....cccoonuiiinniinsrensssnenesisssnsissnsisssmesssssassssssssssssssssssssssssssssssnsssssnes 26
CONSIDERATION FOR SPECIAL PROGRAM STUDENTS .....cciiinuiinnnuminsnnmsssnnmsssamsssnansssanssssnmssssnsssssssssssssssssssssssnsssssans 27
English LAangUAage LEAINEIS (ELLS) .eceveueeieieierise et ee ettt sttt ettt st eeesesaeste st e e es e st s et arssasanssbesbestenes e ssnnsnns 27
Exceptional Students EAUCATION (ESE).....ccioiiiiuiieiieiistce e ce st sttt st et essvesteste st st e bestessebaesesssrsasestestesnnannes 27
Active Section 504 AccOMMOAtioN PIANS ....cccccceeceeseesesssesseesressessssesessssssssssasssssssssssesnsanssssssssssssnnassssssssssssssnnanns 28
HIGH SCHOOL GRADE CLASSIFICATION FOR PROMOTION AND RETENTION ......cccccetivnniisnnessnnersssanssssanssssnsnnnsens 28
GRADUATION REQUIREMENTS .....cciiiiiiiiiiiiiiiiiieieieeeeeeensnsensenssesnssessssssssssssssssssssssssssssssssssssssesssnssssnssssssns 29
GRADUATION REQUIREMENTS FOR A STANDARD DIPLOMA ......cccciiituiimnniiniinniiinmsiensiisismsimssssrssnees 29
Assessments for Standard Diploma...........uuiiiieiiiieie e e e e e e e e e aaaaaeas 29
Statewide Standardized Assessment Waivers for Students with Disabilities ..........ccocceeeevcieeeeeinnnnnn. 29
DiStrict RESPONSIDIITIES ....veceeeeeeietie ettt st ettt b et e e b etestesasesaesaesbenbennsesestesaeens 30
Course Credit for Standard DIPloma ..c...eeeiceier ittt e et e s nee e e saee e e aes 31
Grade Point Average (GPA) for Standard DiplomMa........cocureeeeeiiirieeeeeiireeeeeecireeeeeeetrreeeeestraeeeeeeenrnnees 31
FOUR-YEAR, 24-CREDIT TRADITIONAL OPTION REQUIREMENTS ......cccciituiitniiiniiiensiiencnssiissssessssssssesses 31
English Requirements for Four-Year 24-Credit Option .......ccoccciieereicciiie et eevrree e 31
Mathematics Requirements for Four-Year 24-Credit OptioN.......ccceeeeiiicceiiiiiiieieieeee e 31
Algebra 1 End-of-Course (EOC) Assessment REQUIFrEMENT .......cc.eeiviiiriiiiee et 32
Geometry End-of-Course (EOC) Assessment REQUIFEMENT .....cccvvveeeriiiiieeeeeiirireeeeciree e eenirreeeeeeennees 32
Science Requirements for Four-Year 24-Credit Option........cccveriieeriiiirenieee e siee e ee e 32
Biology 1 End-of-Course (EOC) Assessment REQUIFEMENT .......coovveeeieiiirieeeeeiciireeeeeerirreeeesenirrreeeeesnnees 33

SOUTHTECH Academy Student Progression Plan 2023-2024 3 | 56



Social Studies Requirements for Four-Year 24-Credit Option .....ccccceeeeciieeee e 33

Personal Financial and Money Management for Four-Year 24- Credit Option .......cccccveeeeeeeeeiiiicecnnns 34
Social Studies End-of-Course (EOC) Assessment ReqQUIremMeNt .........cccoccieeeeeecciiieeesiicrieeeeesceeeeeee s 34
Physical Education requirements for Four-Year 24-Credit Option .......ccccceeeeeeeiiiciiiiiieiieee e 34
Fine and Performing Arts Requirements for Four-Year 24-Credit Option .....c.ccccvveveiericiiieencieee e 35
Electives Requirements for Four-Year 24-Credit Opltion ..........iiiiieiieiie et 35
LV oY (o I o ={UF-Y =L @ o] i o -SSR 35
(@] 1T o 0 TSR 36
L0 ] o1 ([0} o 1 O S TSRS SO TOPRTRROPT 36
Community Service Graduation REQUIrEMENT .......ceveiiiiiiiiii e ee e e e e e e e e e e e anes 36
For Bright Futures ReEqQUIremMents ONLY ........coioiioieeeiiee e eeiteeseiee s stee e st e e e sseaeesneeeseteessneeesnnneeennns 36
Graduation Requirements for Transfer SEUAENTS .........coveieiieieieie ettt ere e enens 37
OTHER GRADUATION OPTIONS ...cuciiuiiittiiiiniiiniiiansienieiesesssiissssssssssrssiessssssssssssssssssssessssssnsssssssssssssssnssses 37
Early Graduation for Four-Year 24- Credit Options StUAENTS .......ovcveeieiiiieeceece ettt e 37
18 — Credit ACCEL Graduation OPLiON ...ttt ste st ste et s e s st et e e s e et stestesaesasersaesansaesaenseanes 38
....Career and Technical Education Graduation Pathway Option .......ccccceceieiviccccr e 38
GRADUATION OPTIONS FOR RECENTLY ARRIVED ENGLISH LANGUAGE LEARNERS .........ccccccvvneriinerieniscnnnnas 38
Active Section 504 Accommodation Plans Course Modifications .........ccceeeerevrieirensee e s 38
HIGH SCHOOL DIPLOIMIAS ......ituiiituiiiiniiinniiiusimmesimassimssssrmessianssrsssssssssirsssssssssrsssssssssssssssasssssssssssssssassssanses 39
(] o] o] g -l D IoT F=d s F= N (o] o 3PP UPPPROt 39
CERTIFICATES OF COMPLETION ...ccuiieuiiiiniiienneieniiiesiiiseiesssisianierssssrssssssssessssssssssssssssssssssssssssssssanssssanssssnnes 41
Standard Certification of COMPIELION .....eiiiiiieeee e e e s e e e e e e 41
RECOGNITION OF VALEDICTORIAN/SALUTATORIAN ......cuuueeterereererrrsnnrereeeecessssassssesesessessssssnsassesesssssssnnnes 41
Valedictorian/Salutatorian CalCUIBTION ........oeveeeeeeeeeeeeeete et ettt e ettt e s e s e e e s s ess e areereeeseeseessnnnas 42
FLORIDA DEPARTMENT OF EDUCATION SCHOLARSHIPS .......cccicitiiiiiniiinniiienicienciensieniiissensssssssssssssssennes 42
Florida Bright Futures Scholarship Programi..........uueeeeiiciiie ettt e et e e evtree e e e eennreee s 42
REMEDIATION AND RETENTION ......cuiiiiiiiieiiieiieeieteiteecioienstessrascrassesssasssssssassssssasssnssssssssssasssnssssssssssnns 43
IDENTIFICATION OF STUDENTS IN NEED OF REMEDIATION ...ccivuiiimuiimnsirnniinmeiinnesisnsimesissismssensssnsenes 43
HIGH SCHOOL (9-12) REMEDIATION REQUIREMENTS ......ccceteiiiiiiiieiieeeieeeieessseessseseseseessssesssessessssesssessssssnes 43
High School Reading REMEIAtION ......cceeeiiiiiiiecee e e e e e e e e e e e rre e e ee e e e e e e e e eennen 44
DA F= L] o T T 2 (T 0 1= o L= o T o PSP 44
High School Complementary Options for Remedial INStruction ..........cceeeeieeeiiiiiiiiciiiieeee e, 44
PROGRESS MONITORING .........cciiiiiimmeniierrriennnnssseessreeransssssessesennssssssessesennssssssssssesnnnssssssssessenssssssessssnnns 44
GENERAL PROGRESS MONITORING PLAN (PIMP) PROCESS .......cccoeerrsrsrnsnnnsnssssssssssssssssssssssssssssssssssssssssnnns 44
ENGLISH LANGUAGE LEARNERS (ELLs) PROGRESS MONITORING ........ccccceeeeiersrrnnennnnnnssnsssssssnsssssssssssssnsannns 45
EXCEPTIONAL STUDENT EDUCATION (ESE) PROGRESS MONITORING ........ccceetreemmnnncieereereennnnseeeeseesnnnnnnes 45
PROCEDURES FOR IMPLEMENTING THE PROGRESS MONITORING PLAN (PMP) ......cceeiimeeemmnnncceeeeereennnnnnns 46
Additional PMP Requirements for Secondary School StUdents ..........c.ccevmiieiccecciie e e 46
HIGH SCHOOL (9-12) PROGRESS MONITORING ........ccceertertirtieneesneeseecneeseessessasssssssessessesssesssssesssessssssesssessssssesssssessesen 46
English, Mathematics, and Science Progress MONITOMING .....ccccceeceiecece st ettt st sre e e sr et e s e e seans 46
REPORTING STUDENT PROGRESS .......ccoiitiiimuniiiiiiiieenenisisinimeenesssisiiiessssssssssssmssssssssssssssssssssssssssssnsnsnssss 47
EXCEPTIONAL STUDENTS EDUCATION (ESE) STUDENTS ....c.uucciiiiiieeiennceeeeeereeannnssseseesesresnnnsssnsssssssesnnnssnnnes 47
PARENT WRITTEN NOTIFICATION REQUIREMENTS ....cciiitiiiiniiieniiinnicieiiiensiensiisiessiimssssssssssssssssssssassenes 47

SOUTHTECH Academy Student Progression Plan 2023-2024 4 | 56



Additional High School Requirements for Parent Notification .........ccccoeciieeeiiiciie e, 47

FREQUENCY OF GRADE REPORTS .....cituiituiirmiimmeniiansieasiiseiinnesiissssrssssmmssssssssissssssssstrsessssssssssssrsssssssssssnss 48
GENERAL GRADING RULES FOR MIDDLE AND HIGH SCHOOL STUDENTS .....ccccccttueiirnnnnrnnssinecnnescrsasiansssnes 48
EXCEPTIONAL STUDENT EDUCATION (ESE) GRADING RULES ......cccceeeeeentrneerensersessessessesasssssassnssssssssssssesessssssesenns 49
ENGLISH LANGUAGE LEARNER (ELL) GRADING RULES .......c.cocvereerrenernannseseessessessessassessessassassssssssassssssssssassssassnns 49
DESCRIPTION AND DEFINITION OF MIDDLE AND HIGH SCHOOL GRADES .......cccoottuiiimnniinnsinnsnnecnnnsnnnennes 49
REPORTING STUDENT CONDUCT .....cctuiirtiimieiiinniiimesiimnsiimmesiesssimssiirsssrssssmasssssesssssssssssssssssssssssssssssassssansss 51
REPORTING ATTENDANCE .....ccccituiimmuiirmeiirmesirsnssiensmmessirsssirssssrssssrssssrsessrassssasssssssssssssssssssssssssssssssssssasssses 51
CALCULATION OF GRADES FOR HIGH SCHOOL COURSES ......ccccteuiitmeiiimnniirnsinnssinsssirmessrssssrssssrssssrsssssassssses 51
2T L=T oL F=To I @I =To L1 @ o1 o] o NPT 51
Grading Procedures for Courses with an End-of-Course (EOC) ASSESSMENt ....ccccuvveeeeeiciieeeeiiiiieeeeeeans 52
HONOIS LEVEI POINTS oiiiueiiiiii ittt e st e e s s st e e e e s ssabba e e e e sssbtbaeesssssbeaeessensnnnneess 52
Senior Exemptions from Semester EXaminations ........cccuiiiciiiriiiiin e 53
FORGIVENESS RULE ...ccucttuuiiiuiinneiiiniiimeiirmiiieniiiensiisiisnsimssssmssstisessrmssmsssstessstmssstssssssssssssssssssssssssssasssssas 53
High School Courses Taken in Middle SChOOl ..........ouiiiiiiiiee e e e 53
High School Courses Taken in High SChOO| ...........uiiiiiiiiiiiee e e e e 53
ASSESSIMIENTS ...ouiiiiinnneiieiireennnisisiiiiessassssesssmessssssssssssnssssssssssssssssnssssssssssenssnssssssssssnssnsssssssssssnssnssssssssans 54
ELEMENTARY, MIDDLE, AND HIGH SCHOOL ASSESSMENT PROGRAM ........cccttemuieerimnncenennnccenennnscssennnnes 54
ENd-0f-Course (EOC) ASSESSIMENTES ......cceieiieiiriirieeiieeeeeeeeieeeeiierrereeeeeeeeeeeeeeeesssssssrereeeseeeeeessesessssnsreesees 55
Statewide Assessment Program SChedUle ..........oeeeeiiiiiiii e e e e 55
Assessing Comprehension & Communication in English State-to-State for English Language Learners
2.0 (ACCESS for ELLs 2.0) & Alternate ACCESS (Grades 1-12) ....ccocvveeeieiiiireeeeeeiiieeeeeerirreeeeesivneeee e 55
Postsecondary Education Readiness Test (P.E.R.T.) ciovcuiiiiiiieiiei ettt e s rne e e e e 55
National and International Education COmMPAriSONS ...........eeviieeeieeeeeiieeiicciiiieeeee e e e e e e e e e e eravreraeee s 55
ADDITIONAL 6-12 ASSESSIMIENTS ...cuuiiiuiiiiniiieniiinnieiniiionieiesieissietsseiensssssssersssssssssssssessssssssssssnsessnssssnssssnes 55
Grade 9 through Grade 12 ASSESSIMENTS ...ccuuviieicciieieeeitrire e e ercrrre e e e ecttee e e s ssbbreeeessaeteeeeesanreseeessansenes 55
STATEWIDE STANDARDIZED ASSESSIMENTS ...c.cituiiiuiiianiiimeiinmnsiimnsiansimssimmessrmsisnsmmesstsssstsssssssssssssssnes 56
2022-2023 StateWide ASSESSIMENTS ..iiiicuieiieiiiiieiee ittt e e esireeeesssttteeesesstareeesssssreeeesssssssaeesssssssneessanses 56

SOUTHTECH Academy Student Progression Plan 2023-2024 5 | 56



INTRODUCTION

PURPOSE OF THE PLAN

In accordance with Florida Statute § 1008.25(1)(2), the purpose of Student Progression Plan is that each
student’s progression from one grade to another be determined, in part, upon satisfactory performance in
English Language Arts, mathematics, science, and social studies; that STA governing board policies facilitate
student achievement; that each student and his or her parent! be informed of the student’s academic progress;
and that students have access to educational options that provide academically challenging coursework or
accelerated instruction pursuant to Florida Statute § 1002.3105.

This Student Progression Plan strives to ensure that the required program of study, placement, promotion,
reporting, retention, and special programs are equitable and comprehensive for all students. It is the
responsibility of the School Board and the SouthTech Academy School (STA)? administration to provide
students with effective instructional and remedial programs that monitor progress, promote continuous
achievement, and make provisions for individual differences.

PLAN FORMAT

When relevant, citations of Florida Statutes, State Board of Education Rules, School Board Policies, as well as
resources, are provided. Most of the citations and resources/references, such as websites and forms, are
hyperlinked to direct sites for easy access.

This Student Progression Plan

e Provides for a student’s progression from one grade to another based on the student’s mastery of the
standards in Florida Statute § 1003.41, specifically English Language Arts, mathematics, science, and
social studies standards.

e High schools shall use all available assessment results, including the results of statewide, standardized
English Language Arts assessments and end-of-course assessments for Algebra 1 and Geometry, to
advise students of any identified deficiencies and to provide appropriate postsecondary instruction
before high school graduation.

e The results of evaluations used to monitor a student’s progress must be provided to the student’s
teacher in a timely manner and as otherwise required by law. Thereafter, evaluation results must be
provided to the student’s parent in a timely manner.

e When available, instructional personnel must be provided with information on student achievement
of standards and benchmarks in order to improve instruction.

In addition, the Plan includes information about student eligibility and procedural requirements for whole-
grade promotion, midyear promotion, and subject-matter acceleration. This information includes:

e the process for parent(s) and students to request student participation in Academically Challenging
Curriculum to Enhance Learning (ACCEL) and the additional options available at the student’s
school;

e advising parent(s) and students to contact the principal regarding student eligibility and
participation requirements for these options, including virtual instruction in higher grade level
subjects;

e advising parent(s) and students of early and accelerated graduation options; and

e reference to all Dual Enrollment courses available within the Dual Enrollment Articulation
Agreement.

1Throughout the Student Progression Plan, when the word “parent(s)” is used, it also refers to “legal guardian(s)” and persons acting as a parent.
2Throughout the Student Progression Plan, “STA” will be used to refer to the SouthTech Academy.
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Mission, Goals, and System Wide Measures

The Florida Department of Education’s mission, stated in Florida Statute § 1008.31(2), is to increase the
proficiency of all students within one seamless, efficient system. This is accomplished by providing students
with the opportunity to expand their knowledge and skills through learning opportunities and research valued
by students, parents, and communities, while maintaining an accountability system that measures student
progress toward the following goals:

e highest student achievement;
e seamless articulation and maximum access;
e skilled workforce and economic development; and

e quality efficient services.

Florida’s Multi-Tiered System of Supports (MTSS)

Multi-Tiered System of Supports (MTSS) is a term used to describe an evidence-based model of schooling that
uses data-based problem solving to integrate academic, behavioral, and social emotional instruction and
intervention. The integrated instruction and intervention are delivered to students in varying intensities (tiers)
based on student needs. The goal of this “needs driven” decision making is to ensure that available resources
are allocated and matched to the appropriate students at the appropriate levels in order to accelerate the
performance of all students to achieve or exceed proficiency.

This seamless system requires a commitment from all stakeholders in the community. The most essential
components of a MTSS Framework include:

e multiple tiers of evidence-based instruction/intervention

e a problem-solving method that is designed to successfully match evidence-based interventions to
area(s) of need

e anintegrated data collection and assessment system to inform decisions at each level of support

e parental involvement and engagement in each child’s education

Supplemental (Tier 2) instruction/intervention is provided in addition to and in alignment with effective core
instruction and behavioral supports to individual students or groups of targeted students who need additional
instructional and/or behavioral support.

Intensive, Individualized Instruction/Intervention (Tier 3) support is the most intensive instruction/intervention
and is teacher directed, as well as based upon an individual student’s specific needs. Intensive support is
provided in addition to and aligned with core and supplemental academic and behavior, curriculum,
instruction, and supports.

Academic Standards

The Plan herein incorporates the B.E.S.T. Standards, State Academic Standards (SAS), and ACCEL options that
provide academically challenging coursework or accelerated instruction to students in Grades 9 through Grade
12.

Responsibilities

The STA instructional personnel are responsible for providing assistance to schools to consider the individual
student’s academic needs when placing students in subjects, grade levels, or specialty programs.

The principal is responsible for making and maintaining required records/reports and providing leadership for
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instruction that meets the needs of all students. [Florida Statutes §§ 1001.54 & 1012.28]

Teachers are responsible for providing effective instruction and remediation, as well as, documenting
instruction in all content areas and students’ mastery of the above Standards.

Students with Disabilities

Throughout the document the term students with disabilities (SWD) will be utilized. The term “student with a
disability” means a student who is documented as having an intellectual disability; a hearing impairment,
including deafness; a speech or language impairment; a visual impairment, including blindness; an emotional
or behavioral disability; an orthopedic or other health impairment; an autism spectrum disorder; a traumatic
brain injury; or a specific learning disability, including, but not limited to dyslexia, dyscalculia, or developmental
aphasia. In all cases for purpose of this document, this will refer to a student with a disability who has an IEP.
[Florida Statute 1007.02]

DISTANCE LEARNING

Distance learning may be leveraged in the rare event of an emergency school closure or if the Superintendent
or School Board determine there are national, state, or local health and safety concerns that prevent students
from physically being on campus. STA will make every effort to ensure that our students’ educational
opportunities continue while at home. The STA may leverage distance learning to foster sustained student
growth by (1) supporting continuous instruction, (2) providing access for all students, and (3) maintaining
connectedness to the community. The STA may assign students to distance learning or provide parents an
opportunity to select instruction through brick and mortar or distance learning.

Distance learning shall provide a remote learning situation that mimics, as closely as possible, the brick and
mortar experience. Students will follow the school’s regular bell schedule. Daily routines will mirror that of a
traditional in-class setting. This includes live instruction in each subject, specials such as art and music in
elementary school, intensive reading, interventions, and electives in the middle and high school settings.

Students participating in distance learning will be considered to be present if visibly seen or actively
participating in the course (including but not limited to participating in class conversations, completing
assignments during class time, writing in the chat box). Students will be encouraged to turn their camera on
when engaged in distance learning. However, no penalty may be imposed for students whose cameras are not
on.

Virtual instruction, virtual education, blended learning, online learning, and variations of these terms as
referenced in this document do not include distance learning. Students with disabilities, who have an IEP, will
be provided with a Distance Learning Plan that outlines how services delineated on the IEP will be implemented
during distance learning.

ENTRY REQUIREMENTS
INITIAL ENTRY REQUIREMENTS
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To register a student, the following four types of documents are required:

1. valid Birth Certificate or other documentation of birth as stated above?*;

2. Certification of a Physical/Health Examination®(submitted within 30 school days, if not available at the time
of registration);

3. proof of residence®; and

4. Florida Certificate of Immunization. (Refer to Immunization Requirements section).

According to Florida Statute § 1003.01(12) and State Board of Education Rule 6A-6.03411(1)(s), students who
are without a fixed, regular, and adequate nighttime residence, are considered children and youths who are
experiencing homelessness. Pursuant to the McKinney-Vento Homeless Education Assistance Improvements
Act of 2001 (Section 725) 42 U.S.C.A. § 11432(g)(3)(A)-(C), these children are to be enrolled immediately in the
school that meets the best interest of the student. Arrangements are to be made for immunizations,
transportation, and all other school services. Appropriate student, school, and grade level placement, as well
as completion of required immunizations and physical examination, shall occur within 30 school days of
enrollment. Refer to Florida Statute § 1003.21(1)(f) for procedures relating to the enrollment of these students.

When a student is not living with a biological or adoptive parent, and is registering for a school person acting
as parent must complete the Affidavit of Person Acting as Parent (PBSD 1543). See School Board Policy 5.011(8)
for guidelines regarding the use of this form.

A student who is emancipated, as described within School Board Policy 5.072, and provides sufficient
documentation to the principal is not required to live in a residence with an adult
authority as a condition of admission to school.

The STA New and Returning Student Registration Form, must be completed by the parent(s), signed, and
returned to school at the beginning of each school year or when the student enters the STA. This form is
available in English, Haitian Creole, Spanish

Additionally, schools must meet the language needs of parent(s) at all relevant stages of the registration
process in a timely manner to ensure meaningful access to their students’ educational opportunities. Sources
of language assistance include; bilingual school staff, Community Language Facilitators, District translators and
Language Line Services. Language Line can be accessed by contacting the District Translators at (561)434-8941.
Furthermore, schools with parent(s) needing additional language assistance can contact the Welcome Center
at: (561)434-8065.

4If a passport is offered for verification of birth, it may not be duplicated for placement in the cumulative folder.

5See Florida Statute § 1003.22, State Board of Education Rule 6A-6.024, and School Board Policy 5.06(A)(2), as well as the recommended: School Entry
Health Exam (DH 3040). Refer to Health Requirement section. Footnote 4 addresses temporary exemption criteria.

6 For a student assigned to a school based on the student’s residence under School Board Policy 5.01(1)(b), parent(s) must provide proof of residence to
show that the student resides within the boundary of the school to which he/she is applying by presenting documentation, as required by School Board
Policies 5.01 and 5.011(5), such as lease, mortgage, or utility bill. See acceptable documents, as well as exceptions to providing proof of residence within
School Board Polices 5.011 and 5.74. In cases where the family is unable to provide two documents verifying proof of residence, an Affidavit of Residence
(PBSD 1866) shall be completed by the parent. Additionally, schools must meet the language needs of parent(s) at all relevant stages of the registration
process in a timely manner to ensure meaningful access to their students’ educational opportunities.

STUDENT RESIDENCE ENROLLMENT REQUIREMENTS

Residence and/or address shall mean the home location where the student and a parent (if applicable) are
primarily living. Residence does not refer to citizenship or proof of residence that would require a permanent
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resident card (Green Card) or any immigration documentation. School personnel are strictly prohibited from
requesting and/or requiring documentation of the immigration status of students and families. It is the
responsibility of the parent(s) to promptly notify the school, in writing, of any change in a student’s address.

Proof of Address Requirements (School Board Policy 5.011)
Upon initial enrollment in a school, when a student’s school assignment is based on residence, a student or
parent must produce two current documents reflecting the correct residential street address, with certain
exceptions expressed in the policy. Post office boxes, private mailbox addresses, or commercial establishment
addresses are insufficient. Examples of acceptable documents reflecting residential street addresses are as
follows:
®* home telephone or cellular telephone bill;
e electric bill;
® rent receipt with the name of the tenant and landlord and contact information for all parties;
® |ease agreement with the name of the tenant and landlord and contact information for all parties (valid
only through the expiration date indicated on the agreement. Upon expiration, parents must present a
copy of the renewed or new agreement to the school office);
® mortgage;
® home purchase contract including specific closing date, with copy of the deed to be provided within 30
days of closing date;
e State of Florida driver's license;
e State of Florida identification card;

e automobile insurance policy;

e credit card statement;

e United States Postal Service confirmation of address change;

e evidence of correspondence, including a stamped, addressed, postmarked envelope delivered to the
home address; or

e Declaration of Domicile form from the County Records Department.

MAXIMUM AGE LIMIT FOR ENROLLMENT

A person who is involved in a continuous program of study may be enrolled in a regular high school program
through the end of the semester in which he/she reaches 21 years of age. A person is deemed in a continuous
program of study even though such program was interrupted by military service, illness, or other extenuating
circumstances as deemed by the principal or designee.

A person who has not been enrolled in a continuous program of study and who has attained the age of 20 years
of age on or before the opening of the school year shall not be enrolled in any regular high school program. A
19-year-old person who has had a break in enrollment (see exception above), who will reach 20 years of age
during the school year, may enroll in a regular high school program and remain enrolled until the end of that
school year.

Students with Disabilities (SWD) Program

Students with a disability who began 9th grade in the 2013-2014 school year or prior shall be considered to be
“in a continuous study program” when that student’s Individualized Education Program (IEP) requires
continued services by the School District. Special Diploma and Special Certificate of Completion will not be a
valid diploma type after the 2022-2023 school year. An ESE-eligible student has the option to continue to
receive a Free Appropriate Public Education (FAPE) through the school year of the student's 22nd birthday, or
until he/she earns a Standard Diploma, whichever comes first. Graduation with a Standard Diploma, regardless
of age, constitutes cessation of FAPE and a change in placement, requiring written prior notice.

Students with disabilities continue to be eligible for FAPE through the end of the school year in which the
student turns age 22 if they have not earned a Standard Diploma, even if they have earned a General Education
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Diploma (GED) credential. A student with a disability, who has met requirements for a standard diploma and
whose IEP requires special education, transition planning, transition services or related services through the
age of 21 may defer receipt of their standard diploma. Beginning not later than the first IEP to be in effect when
the student enters high school or attains the age of 14, whichever comes first, the process of deferment must
be discussed. For the IEP in effect at the school year the student is expected to graduate, the parent, or student
who has reached the age of majority and rights have transferred to the student, must sign he or she
understands the process for deferment and identify if the student will defer receipt of his or her standard high
school diploma. The parent and the student must be informed the year in which the student is expected to
meet graduation requirements, that failure to defer receipt of a standard high school diploma after all
requirements are met releases the school district from the obligation to provide a free appropriate public
education (FAPE). This communication must state that the deadline for acceptance or deferral of the diploma
is May 15 of the year in which the student is expected to meet graduation requirements, and that failure to
attend a graduation ceremony does not constitute a deferral. In addition, once a student defers, he/she must
be enrolled in accelerated college credit instruction, industry certification courses that lead to college credit,
an early college program, courses necessary to satisfy the Scholar Diploma Designation requirements or a
structured work-study, internship or pre-apprenticeship program in order to continue to receive FAPE (State
Board of Education Rule 6A- 1.09963(6),F.A.C. and Florida Statute § 1003.4282(11)(c)) [Title 34, Code of Federal
Regulations (CFR) Section, 300.102(a)(3) and State Board of Education Rule 6A-6.03028]

Students who Qualify for ESOL

Students who qualify for ESOL services may be enrolled in a regular high school program through the end of
the semester in which he/she reaches 21 years of age, regardless of previously interrupted schooling. ELL
students may not be withdrawn solely due to lack of credits.

Students who Attain Age 16

Students who attain age 16 during the school year are not subject to compulsory school attendance beyond
the date that they attain 16 years of age if the student files a formal declaration of intent. Refer to. Student
Exit Interview Form 1055. At the bottom of the form, “Intent to Terminate” must be checked and the form
must be signed by the student in order to terminate school enrollment STA must notify the student’s parent(s)
of receipt of the student’s intent to terminate school enrollment. The student’s school counselor or other
school personnel must conduct an exit interview with the student to determine the reasons for the student’s
decision to terminate school enrollment and the actions that could be taken to keep the student in school. The
student must be informed of opportunities to continue his/her education in a different environment, including
but not limited to, Adult Education and high school equivalency examination preparation. As specified S. 6A-
6.0201 school districts shall have an underage waiver policy and procedures for individuals aged 16 and 17
years of age.

HEALTH REQUIREMENTS
Physical Examination and Immunization Requirements

All new students seeking entrance into a STA must meet the requirements of Florida Statute § 1003.22 and
present, at the time of entry, a valid Florida Certificate of Immunization Form (DH 680) and a valid health
examination preferably documented on State of Florida School Entry Health Exam Form (DH 3040) performed
within one year prior to enrollment. A student who does not have a completed School Entry Health Exam may
have thirty days from the date of enrollment to obtain the Health Entry Exam. [F.S. § 1003.22]

In accordance with State Board of Education Rule 6A-1.0985 and Fla. Admin. Code 64D-3.046, students will not
be admitted into class without proof of immunization with the physician’s signature and office stamp, absent
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a lawful exception. For students who transfer into a new county, an authorized school official may issue a
temporary exemption for a period not to exceed 30 days for the following situations:

a.

Students who are new to the District, transferring from another School District within the State of
Florida. b. Students who are experiencing homelessness as defined by School Board Policy 5.74 and
Florida Statute §1003.01(12).

Children who are known to the Department of Children and Family Services as defined in Florida
Statute §39.0016.

Students entering a juvenile justice program.

Students of military families as defined under Florida Statute §1000.36.

Immunization Registry

a. Each child who is entitled to admittance to Grades preschool through 12, shall have a certificate of
immunization on file with the FDOH State Immunization Registry (Florida Shots).

b. Any child shall be exempt from the requirements of registration with the state immunization registry
if the parent or guardian of such child objects to having their child in the FDOH State Immunization
Registry (Florida Shots).

i Registry Exemption. The parent or guardian of the child must present or have on file with the
school a certificate of immunization prior to admittance or attendance in a Florida Public or
private school.

ii.  The parent or guardian shall sign an opt-out form (DH 1478) obtained from the FDOH, from a
healthcare practitioner or entity that provides their child’s immunization which indicates that
the parent or guardian does not wish to have the child included in the immunization registry.

2021-2022 EXPLANATION OF PHYSICAL EXAMINATION REQUIREMENTS
STUDENTS PHYSICAL EXAMINATION
All SDPBC students School Health Entry Exam preferably on Form DH 3040* required for Pre-K,

Kindergarten, and Grade 7

All transfer students within the SDPBCand | Review of School Health Entry Exam preferably on Form DH 3040* (original
other counties within the State of Florida | or copy) for at least Kindergarten and/or Grade 7 documentation
(including private schools)

All transfer students from another state or | School Health Entry Exam Form preferably on DH 3040* (original or copy)
country

required for all grades. Physicals presented on forms from another state are
acceptable, if they include all components covered on Form DH 3040* and
have the physician’s signature and office stamp. Physicals must have been
performed within one year of enrollment unless exemption is based on a
written request for religious reasons.

*Form DH 3040 -State of Florida School Entry Health Exam Form

Required Immunization Form

The Florida Certification of Immunization Form (DH 680) is available from either private physicians or the Florida

Department of Health. The form includes sections for temporary and permanent medical exemptions based on
medical reasons. For example, all medical exemptions must be signed by a physician (M.D. or D.O.), Temporary
Medical Exemptions must have an expiration date, and Permanent Medical Exemptions must specify which
vaccine the student is exempt from and the valid clinical reason for exemption.

The following DOH form must be completed, as applicable: Immunization Form DH 680 or Florida SHOTS printed
DH 680

The Certificate of Religious Exemption (DH 681) is available only through the Florida Department of Health

Palm Beach County. Only an original DH 681, generated by The Florida SHOTS Program for the Health
Department, will be accepted at school sites.
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NOTE: As noted in the Physical Examination and Immunization Requirements section above, students experiencing

homelessness, students in shelter placement, students in foster care, students of military families, and students entering a
juvenile justice program without immunization and physical exam documentation must be enrolled and receive a 30 school-day
exemption. Follow-up with these students on temporary exemptions is required prior to the expiration of the exemption.

According to the Florida Department of Health Immunization Program and Department of Health Rule 64D-
3.046, the required immunizations and dosages for elementary, middle, and high school students are as
follows:

High School/Grades 9-12 Immunization Requirements

Source: http://www.floridahealth.gov/healthy-people-and-families/childrens-health/school-health/enroliment.html

Immunization Grade 9 Grade 10 Grade 11 Grade 12
DTaP/DT Series X X X X
Tdap Booster X X X X
Polio Series X X X X
MMR (2 doses) X X X X
Hepatitis B Series X X X X
Varicella (2 doses) X X X X

PLACEMENT OF TRANSFER STUDENTS

The following section addresses procedures relating to the acceptance of transfer work and credit for students,
as specified in Florida Statute § 1003.25.

Enrollment and placement of children of active duty military families is under the guidelines of the Interstate
Compact on Educational Opportunity for Military Children.

HIGH SCHOOL (9-12) TRANSFER STUDENTS

A student who transfers STA from a private school must submit an official transcript (including from out of
state or out country). Students who have earned a standard diploma or its equivalent may not enroll, unless
they are a student with a disability who has deferred their standard diploma. Grades earned and offered for
acceptance shall be accepted at face value subject to validation by Cognia or another recognized agency. (More
information on validation, including Cognia™ Accredited Agencies, is located at https://www.cognia.org/.)

In accordance with State Board of Education Rule 6A-1.09941, the student does not possess an official
transcript or is a Home Education student, successful completion of courses shall be validated through
performance during the first grading period the student is enrolled.

In accordance with Florida Statute § 1003.4282(7), transfer students must pass the Algebra 1 EOC as a
graduation requirement, unless the student earns a comparative score as established in State Board of
Education Rule 6A-1.09422 or submits proof of an approved Algebra 1 EOC passing score or approved statewide
mathematics assessment from another state. If a transfer student’s transcript shows a final course grade and
course credit in Algebra |, Geometry, Biology |, or United States History, the transferring course final grade and
credit shall be honored without the student taking the requisite statewide, standardized EOC assessment and
without the assessment results constituting 30 percent of the student’s final course grade.

Validation of Transfer Credits/Grades for High School (9-12)

The principal shall validate transfer credit(s) or grades, which shall be based on performance
during the first grading period the student is enrolled if:
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¢ validation of the official transcript is deemed necessary under the Cognia™ policy;

e the student does not possess an official transcript; and/or

¢ the student is a Home Education student without an official transcript from an educational
institution or program.

Validation Process for High School (9-12)

As stated in State Board of Education Rule 6A-1.09941, validation of credits shall be based on performance in
courses at the receiving school. A student transferring into a school shall be placed in the appropriate
sequential course(s) and must have a minimum Grade Point Average (GPA) of 2.0 being validated at the end of
the first grading period the student is enrolled. Students who do not meet this requirement shall have credits
validated using the Alternative Validation Procedure, as outlined in the next subsection of this Plan.

The grade of “P” (Pass) is used when validating/granting transfer credits for coursework when an official
transcript or grades that equate to those used in STA cannot be obtained. It is also used when “P” is specified
on an official transcript. A grade of “P” is a transcript grade only, not a report card grade. It gives credit for
coursework, but does not affect the GPA.

Alternative Validation Procedure for High School (9-12)

As stated in State Board of Education Rule 6A-1.09941, if validation based on performance as described above
is not satisfactory, or when it is not applicable because there is no sequential course, then any one of the
following alternatives shall be used for validation purposes as determined by the teacher, principal, and
parent(s):

1. portfolio evaluation by the Superintendent/designee;

2. written recommendation by a Florida certified teacher selected by the parent(s) and approved by the
principal;

3. satisfactory performance in courses taken through Dual Enrollment or at other public or private accredited
schools;

4. satisfactory proficiencies on nationally-normed standardized subject area assessments;

5. satisfactory proficiencies on a statewide, standardized assessment; or

6. written review of the criteria utilized for a given subject provided by the former school.

Students should be provided at least 90 calendar days from date of transfer to prepare for nationally-normed
standardized subject area assessments, statewide standardized, or EOC Assessment outlined above, if

required.

The student’s custodial parent(s) may appeal the placement decision to the School District
Superintendent/designee within 14 calendar days of the principal’s decision.

Transfer Students Placement for Graduation

Students transferring in from outside of the STA will be placed on a schedule to graduate with their cohort,
based on the number of credits needed to graduate with a standard 24-credit diploma.

STUDENTS WITH DISABILITIES (SWD) TRANSFER STUDENTS

The State Board of Education Rules 6A-6.0331, 6A-6.0361, and the STA's Exceptional Student Education Policies
and Procedures (SP&P), address the requirements for Individual Educational Plans (IEPs) or Educational Plans
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(EPs), as well as the requirements for students who transfer to the STA within Florida and students who transfer
from outside of Florida.

Students with Disabilities who Transfer Within Florida

If a SWD, who had an IEP in effect in a previous Florida school district, transfers to the STA and enrolls in school,
the STA, in consultation with the parent(s), will provide a Free Appropriate Public Education (FAPE) to the
student, which includes services comparable to those described in the child’s IEP from the previous Florida
school district, until the STA does either of the following:

* adopts the child’s IEP/EP from the previous school district; or

¢ develops, adopts, and implements a new IEP that meets the applicable requirements of State Board of
Education Rule 6A-6.03028 or 6A-6.03019(1).

Students with Disabilities (SWD) who Transfer from Outside Florida

If a SWD, who had an IEP in effect in a previous school district in another state, transfers and enrolls in a STA
school within the same school year, the STA, in consultation with the parent(s), will provide a FAPE to the
student, which includes services comparable to those described in the child’s IEP from the previous District,
until the STA does both of the following:

e conducts an initial evaluation in accordance with State Board of Education Rule 6A-6.0331 (if
determined to be necessary by the SDPBC); and

e develops, adopts, and implements a new I|EP/EP, if appropriate, that meets the applicable
requirements of State Board of Education Rules 6A-6.03011 through 6A-6.0361

Students who Transfer with Section 504 Accommodation Plans

A transferring student with an active Section 504 Accommodation Plan is a student who was previously
enrolled in any other school or agency with an active Section 504 Accommodation Plan, and who is
enrolling in a Florida school district. Upon notification that a transferring student has an active Section 504
Accommodation Plan, the receiving school must review and revise, as necessary, the existing active Plan
and supporting documentation. Until that review is complete, the receiving school must implement the
student’s current Section 504 Accommodation Plan to the maximum extent reasonable in the current
placement. If, following the receiving school’s review, it is determined that the Section 504
Accommodation Plan is not appropriate; the school must evaluate the student consistently with Section
504 procedures, and develop and implement an appropriate Section 504 Accommodation Plan.

7 State Board of Education Rules are located at: https://www.flrules.org/default.asp.
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ATTENDANCE AND ABSENTEEISM

In accordance with Florida Statute § 1003.24 , school attendance is the direct responsibility of the parent(s)
and child(ren). Each parent of a child within the compulsory attendance age is responsible for the child’s school
attendance as required by law/ Except as provided in Florida Statute § 1003.24 and State Board of Education
Rule 6A-1.09513, all students are expected to attend school regularly, to be on time for classes in order to
benefit from the instructional program, and to develop habits of punctuality, self-discipline, and responsibility.
For detailed information regarding attendance requirements refer to Florida Statute § 1003.21 .

ATTENDANCE POLICIES AND PROCEDURES
General Attendance Policies and Procedures

The STA Student and Family Handbook outlines the attendance procedures. All school procedures conform to
the following procedures.

e Parents are responsible for notifying the school when a child will be absent and for informing the school of
the reason for the absence.

e Parents are expected to notify the school when their child is absent and inform the school of the reason
for the absence within 24 hours by a written note. A verbal communication from the parent for the reason
of the absence would also be acceptable.

e School officials may require medical verification of absences. It is the responsibility of the student to make-
up work missed because of absences.

High School Attendance Policies and Procedures

Students who are absent from a class more than 10 percent of a semester must pass at least one four and a
half-week marking period and the Quarter exam in order to demonstrate their knowledge of the subject and
to receive credit.

If a student is absent more than 10 percent of the entire semester in an EOC Assessment course, the student
must earn a passing grade in the last four and a half-weeks or earn a Level 3, 4, or 5 on the corresponding EOC,
in order to pass the course.

NOTE: Parent(s) are to be notified by telephone or by mail when lack of attendance endangers the
student’s grades.

LATE ARRIVALS/TARDINESS POLICIES AND PROCEDURES

Students reporting late to school/class when the day/class period begins are considered tardy. Excessive
tardiness shall be addressed on a case-by-case basis to determine if there is a pattern of non-attendance.
Unless excused under the provisions of this policy, accumulated tardiness will be recorded as unexcused
absences consistent with Florida Statute § 1003.02(1)(b) .

When a secondary student misses 50 percent or more of the identified instructional class period due to late
arrival, tardiness, or early dismissal, the student shall be considered absent.

Absence means not being actually present when attendance is checked, unless the student arrives within time
to be marked “tardy” instead of absent. Students may not be counted in attendance while away from the
school on a school day unless they are engaged in an educational activity, which constitutes part of the school-
approved instructional program.
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ABSENCE POLICIES AND PROCEDURES

Excused Absences
The following situations/reasons qualify as excused absences:
e studentillness (if a student is continually sick and repeatedly absent from school, he/she must be under
the supervision of a physician in order to receive an excuse from attendance);
medical appointment;
death in the family;
observance of a religious holiday or service (that is recognized as such by all members of the faith);
subpoena by a law enforcement agency or mandatory court appearance;
suspension® (in-school and out-of-school);
field trips which are authorized by the principal; and/or
other individual student absences beyond the control of the parent or student (as determined and
approved by the principal/designee).

Unexcused Absences
An unexcused absence is any absence that does not fall into one of the above excused absence categories.
Make-Up Work

In accordance with, for excused and unexcused absences, including suspensions, the student will be afforded
the opportunity to make-up work without academic penalty. For In-School Suspensions (ISS), students will
receive assignments daily. For Out-of-School Suspensions (0SS), students will receive assignments in a timely
manner.

® For excused or unexcused absences, the number of days allowed to make-up work shall be the same
as the number of days the student was absent. It is the student’s responsibility to contact his or her
teacher(s) about the make-up assignments and to complete all make-up work in a timely manner.

e ForlSSand 0SS, all work/assignments are due on the day of return from the suspension. Students must
be provided the work/assignments in a timely manner.

Students with Section 504 Accommodation Plan Absence Policy

When a student with an active 504 Accommodation Plan has excessive absences, the student must
demonstrate mastery. In each case, the Multi-Disciplinary Team must meet to determine if the absences are
caused by the disability of record. If the Multi-Disciplinary Team determines that the absences are caused by
the student’s disability, the student’s placement must be reevaluated for appropriateness. [Section 504 of the
Rehabilitation Act of 1973, 34 C.F.R. Part 104]

The Section 504 Accommodation Plan must address any additional accommodations, strategies, and/or
interventions needed to ensure that the student has an equal opportunity to demonstrate course mastery.

Exceptional Student Education (ESE) Absence Policy

In the case of an ESE-eligible student with excessive absences, an IEP Team meeting must be conducted to
determine whether or not the absences are related to the student’s disability. Attendance data shall be
reviewed and used as one indicator of a student’s access to instruction/ Refer to State Board of Education Rule
6A-6.0331(1)(c), School Board Policy 5.725, and its referenced Exceptional Student Education Policies and
Procedures (SP&P).

8 Suspension, in-school and out-of-school, is the temporary removal of the student from his or her regular school program or all classes of instruction on public school grounds
and all other school-sponsored activities, except as authorized by the Principal or designee, as defined by Florida Statute § 1003.01(5)(a)&(b), and provided for in the Student
Code of Conduct, School Board Policy 5.1812, or School Board Policy 5.1813.

If the IEP Team determines that the excessive absences are related to the student’s disability, the IEP Team
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must take appropriate action, which may include waiver of the attendance guidelines in determining grades,
as well as a change of placement. To the maximum extent possible, the student will be educated in the least
restrictive environment.

If the IEP Team determines that the student’s excessive absences are not related to the student’s disability, the
student is treated the same as a General Education student.

Pursuant to State Board of Education Rule 6A-1.09515, students may be released during the school day to
participate in therapy services or scheduled appointments for the treatment of autism spectrum disorder.
Parents wishing to excuse their child for this purpose shall notify the school prior to the absence. For purposes
of this rule, documentation of the excused absence may be provided from a duly licensed certified behavior
analyst, speech-language pathologist, occupational therapist, psychologist, clinical social worker, or health care
provider.

Hospital/Homebound Services

If a student is confined to home or a hospital, but is able to participate in and benefit from an instructional
program, the student may be eligible for a Hospital/Homebound Program. Complete information regarding the
criteria for a Hospital/Homebound Program can be found in State Board of Education Rule 6A-6.03020 and is
available in School Board Policy 5.725; Exceptional Student Education Policies and Procedures (SP&P); and State
Board of Education Rule 6A-6.03411. Additional information is provided by the Department of Exceptional
Student Education at: https://www.palmbeachschools.org/ese/hh/.

NOTE: In accordance with Florida Statute § 1003.33(2), a student’s attendance record may not be used in whole or in
part to provide an exemption from any academic performance requirements.

HOME EDUCATION ENROLLMENT PROCEDURES
Withdrawal for Enroliment in Home Education Program

To withdraw a student for enrollment in a Home Education Program, the parent(s) must initiate the
withdrawal process at the school and notify the STA Superintendent/designee in writing, of the intent to
establish a Home Education Program for the student. The parent shall submit the Notice of Intent to the
Home Education Office within 30 days of the establishment of the Home Education Program. Refer to the
School District’s Home Education Website to complete this form. Parent(s) can also obtain assistance by
emailing homeed@palmbeachschools.org or phone (561) 434-8052. [Florida Statute § 1002.41 & School
Board Policy 8.14(3)(4)(5)]

Home Education correspondence can be emailed, faxed, or mailed to:

School District of Palm Beach County
Home Education Office
3308 Forest Hill Boulevard, Suite C-124 West Palm
Beach, FL 33406-5813
homeed@palmbeachschools.org
Fax: (561) 434-8447
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CURRICULUM

STA Curriculum Guidelines incorporate the performance standards as defined by the Florida Department of
Education (FLDOE) Florida Benchmarks for Excellent Student Thinking (B.E.S.T.) (for English Language Arts and
Mathematics), State Academic Standards (SAS), or Academically Challenging Curriculum to Enhance Learning
(ACCEL) options, as applicable. FLDOE course descriptions can be accessed through CPALMS at:
http://www.cpalms.org/Public/. [State Board of Education Rule 6A-1.09401]

HIGH SCHOOL (9-12) CURRICULUM

The curriculum includes standards for the following content areas:
¢ Arts Education

¢ Career and Technical Education (CTE)

¢ English Language Arts

¢ Mathematics

¢ Physical Education

e Science

e Social Studies

¢ World Languages

In addition, course descriptions or frameworks are provided for each high school course. These course
descriptions meet the requirements of State Board of Education Rules 6A-1.09412.

High school credit is not awarded for any course not supported by a curriculum description/framework
provided by the School District/FLDOE.

CURRICULUM FOR SPECIAL PROGRAMS, SITUATIONS, AND/OR POPULATIONS
Choice and Career and Technical Education (CTE) Programs

CTE programs are 9-12 theme-based programs offering students innovative approaches to learning and
specialized curriculum enhancements that engage students and provide rigorous academic instruction by
specially trained teachers. Students are provided opportunities for in depth experiences and study in specific
areas of interest.

English for Speakers of Other Languages (ESOL)

In accordance with State Board of Education Rules 6A-6.0902, 6A-6.0903, 6A-6.0904; 6A6.0908, students who
are identified as English Language Learners (ELLs) must be given equal access to the general curriculum. The
General Education standards and benchmarks should be the basis of their curriculum. ELLs are placed in courses
based on need and eligibility, regardless of their English language proficiency. The student’s English Language
Learner (ELL) Student Plan documents the instructional strategies required, ensuring the student an equal
opportunity to master the General Education curriculum.

Refer to State Board of Education Rule 6A-6.09022 for more information on the extension of services for ELLs,
State Board of Education Rule 6A-6.0903(2) for the requirements for exiting ELLs from ESOL Programs, and
State Board of Education Rule 6A-6.09031 for post reclassification of ELLs.

Exceptional Student Education (ESE)

To ensure quality planning for a successful transition of a student with a disability to postsecondary education
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and career opportunities, an IEP Team shall begin the process of, and develop an IEP for, identifying the need
for transition services during the seventh grade year or when the student attains the age of 12, whichever
comes first, in order for the postsecondary goals and career goals to be identified and in place when the student
enters high school or attains the age of 14 years, whichever comes first. In accordance with Florida Statute §
1003.5716 this process must include, but is not limited to: consideration of the student’s need for instruction
in the area of self-determination and self-advocacy to assist the student’s active and effective participation in
an IEP meeting and preparation for the student to graduate from high school with a Standard High School
Diploma pursuant to Florida State Statute § 1003.4282. SWD are eligible to pursue a Scholar Designation and/or
Industry Scholar Designation for their Standard High School Diploma.

Public school students with disabilities must be provided the opportunity to meet the graduation requirements
for a Standard High School Diploma as set forth in Florida Statute § 1003.4282 in accordance with the provisions
of Florida Statutes §§ 1003.57 and 1008.22.

Section 504 Accommodation Plans

A student is eligible for accommodations, under Section 504 of the Rehabilitation Act of 1973, if the student is
determined to have a physical or mental impairment that substantially limits one or more major life activity of
such student. In addition, a student with either a record of impairment, or who is regarded as having
impairment, is protected from discrimination under both Section 504 and the Americans with Disabilities Act
(ADA), as amended by the ADA Amendments Act of 2008, effective January 1, 2009.

A student meets the requirement of being regarded as having impairment by establishing that the student has
been subjected to a prohibited act because of an actual or perceived physical or mental impairment, whether
or not the impairment limits or is perceived to limit a major life activity/ This provision shall not apply to a
student’s impairments that are transitory and minor. A transitory impairment has an actual or expected
duration of six months or less.

A Multi-Disciplinary Team must meet as necessary to determine if an otherwise qualified student’s mental
and/or physical impairment substantially limits one or more of the student’s major life activities.

Major life activities include, but are not limited to, caring for oneself, performing manual tasks, seeing, hearing,
eating, sleeping, walking, standing, lifting, bending, speaking, breathing, learning, reading, concentrating,
thinking, communicating, and working. Major life activities also include the operation of a major bodily
function, including but not limited to, functions of the immune system, normal cell growth, digestive, bowel,
bladder, neurological, brain, respiratory, circulatory, endocrine, and reproductive functions.

An episodic or in remission impairment is a disability if it would substantially limit a major life activity when
active. Impairment that substantially limits one major life activity need not limit other major life activities in
order to be considered a disability.

The determination of whether the impairment substantially limits a major life activity shall be made without
regard to the ameliorative effects of mitigating measures such as:

e medication, medical supplies, equipment or appliances, low-vision devices (which do not include ordinary
eyeglasses or contact lenses), prosthetics including limbs and devices, hearing aids and cochlear implants
or other implantable hearing devices, mobility devices, or oxygen therapy equipment and supplies;

e use of assistive technology;

® reasonable accommodations or auxiliary aids or services; or

e |earned behavioral or adaptive neurological modifications.
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However, the ameliorative effects of the mitigating measures of ordinary eyeglasses or contact lenses shall be
considered in determining whether the impairment substantially limits a major life activity.

To ensure compliance for all school decisions made under Section 504 and ADA, two components are
necessary. First, the parent(s) must always be notified of any meeting scheduled to determine eligibility or
subsequent meetings to make changes to the Section 504 Accommodation Plan. Secondly, the student’s Multi-
Disciplinary Team must make service, accommodation, and placement decisions. A Section 504
Accommodation Plan cannot be changed without proper parental notice and a Multi-Disciplinary Team
Meeting. The individual student's Section 504 Accommodation Plan documents the accommodations and/or
modifications that are required to ensure that the student has an equal opportunity to access the General
Education curriculum. [Section 504 of the Rehabilitation Act of 1973, 34 C. F. R. Part 104]

SPECIAL PROGRAMS FOR HIGH SCHOOL

Core Credit for Career and Technical Education (CTE)

A student who earns an industry certification that articulates to college credit may substitute the certification
for up to two mathematics credits, except for Algebra 1 and Geometry. To substitute the two mathematics
credits, the student would need to earn two industry certifications. An identified rigorous Computer Science
course with a related industry certification substitutes for up to one mathematics credit (except for Algebra 1
or higher-level mathematics).

A student who earns an industry certification that articulates to college credit may substitute the certification
for one science credit, except for Biology 1. An identified rigorous Computer Science course with a related
industry certification substitutes for up to one science credit (except for Biology 1 or higher-level science).

To substitute the two mathematics credits and a science credit, the student would need to earn three industry
certifications.

Course code waiver numbers have been added to the Course Code Directory (CCD) for student transcript
purposes:

¢ Industry Certification Mathematics Waiver numbers are 1200998 and 1200999; and

¢ Industry Certification Science Waiver number is 2000999. (Refer to Section 5 of the CCD).

For a listing of applicable industry certifications, please refer to the Statewide Articulation Agreements-Industry

Certification.

NOTE: Students interested in an applicable mathematics and/or science substitution through an Industry Certification or eligible Computer Science
course, which leads to college credit, should consult with a school counselor regarding college admissions criteria utilizing course substitutions.
Course substitutions may not count towards State University System admissions requirements.

Career Academies

Students completing CTE programs or academies may receive a Standard High School Diploma, contingent on
all other graduation requirements being met. In addition, students have the opportunity to earn one or more
of the following:

e Scholar Diploma Designation
e Merit Diploma Designation

e Career Education Program Completion Certificate;
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Articulated credits through Career Pathways (local and statewide);
Dual Enrollment credits;
State Licensure, if applicable; and

Florida Bright Futures Vocational Gold Seal Scholarship.

Career Education Program Completer Certificate

A Career Education Program Completer Certificate is awarded to students who successfully complete all
courses in a CTE Program or Academy, as set forth by the Florida Department of Education (FLDOE) curriculum
framework.

Scholarships are available to eligible students who successfully complete a CTE Program of Study through the
Florida Bright Futures Scholarship Program

GENERAL HIGH SCHOOL ACCEL OPTIONS

According to Florida Statute § 1002.3105, ACCEL options include, but are not limited to, the following:

Credit Acceleration Program (CAP);
Advanced Placement (AP) Program;
Dual Enrollment;

Career Academy Courses

Virtual Courses

CREDIT ACCELERATION PROGRAM (CAP)

The CAP Program allows a student to earn high school credit in courses required for high school graduation
through passage of an End-of-Course assessment administered under s. 1008.22 (Algebra 1, Geometry,
United States History, and Biology 1), an Advanced Placement Examination, International Baccalaureate
(IB), or Advanced International Certificate of Education (AICE), or a College Level Examination Program
(CLEP).

The Grade of T is used when a student earns course credit through the Credit Acceleration Program.
According to 5.1003.4295, notwithstanding s. 1003.436, course credit shall be awarded to a student who
is not enrolled in the course, or who has not completed the course, if the student attains a passing score
on the corresponding End-of-Course assessment, Advanced Placement Examination, or CLEP.

Students are responsible for all fees associated with CLEP exams. Students who take an Advanced
Placement or an Advanced International Certificate of Education exam without being enrolled in the
corresponding course are responsible for all fees.
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WHOLE-GRADE AND MIDYEAR PROMOTION PROCEDURES
High School Requirements
Whole-year and midyear promotion will be determined by the number of credits needed for the grade level.

PROCEDURES FOR REQUESTING ACCELERATION

High School (9-12) Procedures for Requesting Acceleration To explore acceleration options, the student and
parent(s) should contact the school to initiate the process of determining the student’s eligibility for each
option and develop a plan for acceleration, as appropriate. Upon notification of student and parent(s) request
for acceleration, the school will:

1. review student achievement and academic performance data to establish eligibility for one or more

ACCEL options;

2. notify student of eligibility and program requirements;
assist the student in meeting timeline and ACCEL option requirements; and
4. develop a schedule to meet student’s needs and chosen program.

w

COURSES TAKEN THROUGH NON-DISTRICT EDUCATIONAL PROVIDERS

Students who participate in enrichment programs will not receive school credit. Courses taken through other
educational providers may be awarded credit, so long as the provider is accredited by Cognia™. The District
and/or school designee will evaluate the course to determine if and which course credit and weighting will be
awarded. Prior approval is recommended using the Non-District Educational Provider Course Approval (PBSD
2601) to determine course equivalency and weighting. Credit may be denied if preapproval is not obtained.
Students attempting credit for an EOC course must take the corresponding EOC, which will be counted as 30
percent of the final course grade. Students taking AP and/or AICE courses will be awarded the first semester
credit with 1.50 grade weighting. The second semester will be awarded with honors-level (1.125) weighting
and will be changed to 1.50 weighting after the student sits for the required assessment. Weighting of 1.125
shall apply to SDPBC Student Progression Plan 2022-2023 Page 68 both semesters if the student does not sit
for the required assessment. For rules pertaining to transfer students, refer to State Board of Education Rule
6A-109941.

CREDIT BY EXAMINATION

Credit by examination shall be the program through which postsecondary credit is earned by secondary
students based on the receipt of a specified minimum score on nationally standardized general or subject area
examinations. [Florida Statute §1007.27(6)]

ADVANCED PLACEMENT (AP)

Eligible secondary students may enroll in courses offered by the Advanced Placement Program administered
by the College Board. Postsecondary credit may be awarded to students who score a minimum of three on a
five-point scale on the corresponding AP Exam. Students shall be exempt from any fees for administration of
the examination, regardless of whether or not the student achieves a passing score on the examination.
[Florida Statute §1007.27(5)]
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DUAL ENROLLMENT PROGRAM

The Dual Enroliment Program is the enrollment of an eligible secondary student or Home Education student in
a postsecondary course creditable toward high school completion and a career and technical certificate or an
Associate or Baccalaureate Degree. [Florida Statute §1007.271]

In accordance with Florida Statute § 1007.23(5), a Dual Enrollment Articulation Committee made up of the
SDPBC and, Palm Beach State College, as applicable, establishes rules, regulations, and policies of Dual
Enrollment.

The Dual Enrollment Program provides an opportunity for students to simultaneously earn high school and
college credit. Course credit earned in college-level courses shall be counted as college-level credit and may
also be used to meet high school academic unit credit. It is not recommended that students duplicate potential
college credit through dual enrollment, AP, AICE, or IB. This may have negative financial and degree completion
implications at the postsecondary level. Dual Enrollment credit can be earned at Palm Beach State College.
Course credit earned in these courses with a grade of “C” or better, shall transfer as college-level credit to a
state college/university in Florida. College credit is transferable to other colleges according to the individual
college guidelines and requirements. Where sufficient numbers of qualified students have been identified, a
college course may be offered at the local high school.

Some college courses equate to a 0.5 high school credit, while others equal one credit. All Dual Enroliment
grades shall be weighted 1.50 times the standard scale.

The Dual Enrollment Articulation Agreement lists Dual Enrollment courses and credits meeting specific subject
area credit toward graduation. Certain Dual Enrollment courses may be used to satisfy specific required courses
for graduation. (See the Florida Department of Education’s Dual Enrollment Equivalency List at:
http://www.fldoe.org/schools/higher-ed/fl-collegesystem/academic-student-affairs/dual-enrollment.stml.

Students must meet the following requirements and conditions, as stated in the Dual Enroliment Articulation
Agreements, in order to be eligible for participation in the Dual Enrollment Program:

1. Students must be enrolled in Grades 6-12. Students in Grades 6-9 must have earned four (4) high school
credits with at least a 3.50 GPA, two of which must be an English Language Arts course and a mathematics
course. Grade 10 includes the summer upon completion of Grade 9.

2. Students must have a minimum 3.0 GPA for all courses except career/technical courses, for which a
minimum 2.0 GPA is required. [Florida Statute § 1007.271(3)]

3. Students must earn college ready scores on either the SAT, ACT, Postsecondary Education Readiness Test
(P.E.R.T.) PSAT, or ACCUPLACER as specified in the Dual Enrollment Articulation Agreement. Students must
earn college ready scores on all sections of the above-named tests, as specified in the Dual Enrollment
Articulation Agreement, to enroll in any course except career/technical courses at Palm Beach State
College.

4. Students enrolling in a career/technical course must earn passing scores on the Test of Adult Basic
Education (TABE) required by the individual vocational program.

5. Students must limit enrollment to no more than eight total college credit hours per semester, regardless
of the number of institutions they attend (per Dual Enrollment Articulation Agreement).

6. Students are limited to enrolling in courses that are a minimum of three (3) credit hours. One (1) credit
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hour lab courses must accompany a co-requisite three (3) credit hour course.

7. Students are limited to earning a maximum of sixty (60) credit hours through dual enrollment. Early
admission students may continue their enrollment beyond sixty (60) credit hours provided they have not
already earned 60 credit hours prior to the semester in which early admission begins.

8. Students are only eligible for undergraduate courses.
9. Students must receive approval of the school principal/designee.

10. Students must adhere to the Dual Enrollment Agreement Guidelines set up by the school. Participation in
Dual Enrollment is subject to the school’s schedule.

11. Students must satisfy any course prerequisites.
12. The college/university must have space available in the requested course.

13. Students must maintain a minimum 3.0 cumulative GPA [Florida Statute § 1007.271(3)] per semester and
earn a grade of “C” or better in any college-level course, in order to continue in the Dual Enrollment
Program. A student will no longer be eligible for the Dual Enrollment Program if he/she earns a grade of
“D”, “F” or “W” These grades will be reflected on the high school and college transcripts.

14. Seniors are eligible for dual enrollment courses through the spring semester of their senior year and may
NOT take summer dual enrollment courses regardless of their graduation date.

Students may not enroll in vocational-preparatory instruction, college-preparatory instruction, and other forms
of precollegiate instruction, or physical education courses that focus on the physical execution of a skill, rather
than the intellectual attributes of the activity. [Florida Statute §1007.271(7)]

Career and Technical Dual Enroliment courses shall be available for students seeking a degree or certificate
from a complete job preparatory program, but shall not sustain student enrollment in isolated career and
technical courses. [Florida Statute §1007.271(4)]

Career Dual Enroliment shall be provided as a curricular option for secondary students to pursue in order to
earn a series of elective credits toward the high school diploma. It is the intent of the legislature that Career
Dual Enrollment provides a comprehensive academic and Career Dual Enrollment Program within the career
center or community college. [Florida Statute §1007.271(4)( 21)]

Per Florida Statute § 1007.271(2)(10)(11)(16), there are no tuition, registration, laboratory fees, or textbook
cost to students participating in the Dual Enrollment Program. Students are responsible for textbooks that must
be returned to the vendor. Fees will be charged to students who lose or damage textbooks. Students will be
responsible for parking permits, identification card fees, late fees, library fees, special course fees, etc. or other
course-related materials.

A student may attempt a single course, a maximum of three times, during their college career in a Florida
postsecondary educational facility. These three attempts include withdrawals.
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Enroliment in Schools without Dual Enroliment Agreements

With principal’s permission, students may dual enroll in colleges or universities other than

those that have Dual Enrollment Agreements with the STA. Students must adhere to the Dual Enrollment
Agreement Guidelines set up by the school. Participation in Dual Enrollment is subject to the school’s schedule/
Students must meet the Dual Enrollment eligibility criteria set forth by the District.

The parent(s) and/or student will be responsible for payment of fees and instructional materials. Excluding the
required fees, all other rights and privileges will be afforded these students as those under Dual Enrollment
Agreements (Dual Enrollment Articulation Agreement between the School District, Palm Beach State College).
All courses that are not on the Dual Enroliment Course Equivalency List will be awarded a 0.5 elective credit.
(Refer to Dual Enrollment Equivalency List at: http://www.fldoe.org/schools/higher-ed/fl-
collegesystem/academic-student-affairs/dual-enrollment.stml)

PROMOTION AND RETENTION

No student may be assigned to a grade level based solely on age or other factors that constitute social
promotion or administrative placement, as referenced in Florida Statute § 1008.25(6)(a). No student may be
retained solely on the basis of standardized assessments.

Schools will make efforts to promote successful transition for students from each grade level to the next,
particularly as student’s transition from elementary to middle school and from middle to high school. School
planned activities or programs that promote successful transition may include, but are not limited to:

e Course selection and articulation meetings with students

e School visits and orientation programs

e Summer student orientation programs

STUDENTS WITH INTERRUPTED EDUCATION

Grade Placement: Students must be enrolled immediately upon registration and referred to School Based
Team for development of education support plan progress monitoring. However, the grade placement of
students registering in SDPBC from within the state, other states, nonpublic schools, home education
programs, other countries, or with interrupted education, will be made upon review of the students’ records
by the principal of the receiving school and in collaboration with school counseling team (F.5.§1008.25). Credits
should be interpreted so that the requirements for promotion and graduation are not retroactive, provided
the student has met all requirements for the grade placement in the school or home education program from
which the student is transferring.

Age Discrepancy: In the absence of educational records or if a student’s records reflect an age discrepancy of
two years or more, placement will be according to chronological age as indicated in the following chart:

Student Chronological Age Assighment

Age in Years Grade Level Assignment

5-10 Elementary School

11 Elementary School or Middle School depending on the grade configuration of the school.
12-132 Middle School

14 Middle School or High School depending on the grade configuration of the school

15 or older High School
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CONSIDERATIONS FOR SPECIAL PROGRAM STUDENTS

The following sections address the considerations for Students with Disabilities (SWD), students with a Section
504 Accommodation Plan, and English Language Learner (ELL) students that do not meet the mandatory
retention criteria.

English Language Learners (ELLs)

In accordance with State Board of Education Rules 6A-6.0902, 6A-6.0903, 6A-6.0904, and A1.09432(6) a
student identified as an ELL must meet the District levels of performance, as indicated on the Student
Progression charts. The District ELL Plan which outlines services to English Language Learners (ELLs) is located
at: ESOL and Title Ill Program Information

Promotion for an ELL shall be based on the student’s academic performance, regardless of the level of English
Language proficiency. ELLs must demonstrate literacy skills on grade level in either English or their native
language. ELLs may not be retained if they are substantially below grade level in reading in English, but can
demonstrate grade level literacy skills in their native language. Retention of an ELL requires the review and
recommendation of the ELL Committee and may not be based on lack of English proficiency, demonstration of
grade level content knowledge in English, or on a score on any single assessment instrument. An ELL Committee
must meet to determine whether an ELL should be retained with documentation on an English Language
Learner (ELL) committee meeting in Elevation.

An ELL is required to meet student performance standards for the appropriate grade level. However, ELLs who
have been in an approved English for Speakers of Other Languages (ESOL) Program for less than two complete
school years should not be accountable to demonstrate the standards in English. The Consent Decree and Title
Ill requirement is to measure the student’s ability toward attainment of the standards, regardless of whether
that ability is demonstrated in English or the student’s home language.

Exceptional Student Education (ESE)

The Individuals with Disabilities Education Improvement Act of 2004 (IDEA) requires that the IEP for each child
with a disability include a statement of measurable annual goals, including academic and functional goals. The
IEP must meet the student’s needs that result from the disability to enable the child to be involved in and make
progress in the General Education curriculum. Refer to School Board Policy 5.725 and Exceptional Student
Education Policies and Procedures (SP&P).

When a student with a disability is determined to be performing below grade level in reading, writing,
mathematics, and/or science, the IEP Team shall be convened to review the IEP. The student’s IEP must address
all of the student’s educational needs, including the student's below grade level performance. The IEP Team
may recommend a Progress Monitoring Plan (PMP) to address the student’s educational need in reading,
writing, mathematics, and/or science.

In accordance with Florida Statute § 1008.25(1), it is the responsibility of the School Board and School District
administration to provide all students with effective instructional and remedial programs that monitor
progress, promote continuous achievement, and make provisions for individual differences. With respect to
Students with Disabilities, the School Board and School District administration have additional responsibilities,
as set forth below.

The IDEA requires the School District to provide a Free Appropriate Public Education (FAPE) to any individual
child with a disability who needs special education and related services, even though the child has not failed
or been retained in a course or grade, and is advancing from grade to grade [34 C.F.R. § 300.101(c)(1)].
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State law requires that Students with Disabilities, who are included in the General Education curriculum must
meet School District and/or State levels of performance for student progression; unless the student’s IEP Team
determined that the student should follow the Florida Standards Access Points modified curriculum aligned
with ESE course requirements and benchmarks.

State law prohibits social promotion for any public-school student, including Students with Disabilities. Social
promotion occurs when a student is promoted based on factors other than the student achieving School District
and State levels of performance for student progression. In accordance with Florida Statute § 1008.25(6)(a),
no student may be assigned to a grade level based solely on age or other factors that constitute social
promotion.

Active Section 504 Accommodation Plans

As outlined in Section 504 of the Rehabilitation Act of 1973, 34 C. F. R. Part 104, a student’s Section 504
Accommodation Plan documents each of the accommodations required to ensure the student receives a Free
Appropriate Public Education (FAPE) and has an equal opportunity to access the General Education curriculum
in the least restrictive environment. If a Section 504 Team decides to make any alteration to the delivery of
instruction or student assignments for a student with an active Section 504 Accommodation Plan, such
alteration must be documented in the student’s Section 504 Accommaodation Plan. A parent of a student with
an active Section 504 Accommodation Plan must be notified of any proposed changes to the Plan. In addition,
a parent must be given the opportunity to provide input on decisions made by the 504 Team.

A student with an active Section 504 Accommodation Plan must meet the School District’s levels of
performance. Parent(s) must be notified if a student with a 504 Plan is being considered for retention. The
Team must determine if the reason(s) for retention is/are caused by the disability of record on the active
Section 504 Accommodation Plan. If the Team determines that the below grade level performance is caused
by the disability, the student’s placement must be re-evaluated.

The re-evaluation must include a review of the student’s records, the student’s intellectual and academic
abilities, and other pertinent information provided by the student’s teachers. Comprehensive documentation
regarding student placement must be provided each time reevaluation occurs.

If the Team determines that the below grade level performance is not caused by the disability, the student is
treated in the same manner as any General Education student.

HIGH SCHOOL GRADE CLASSIFICATION FOR PROMOTION AND RETENTION

The following requirements are used to determine grade classification to the next grade level. At the end of
the school year, students will be promoted as follows:

e 9% grade students will be promoted to 10* grade;

e 10* grade students will be promoted to 11* grade;

e 11%grade students will be promoted to 12*" grade; and

e 12%grade students who do not meet graduation requirements will be retained in 12" grade.

Students opting to earn an 18-credit ACCEL Diploma will be promoted to 12th grade in the beginning of the
semester they intend to graduate.

GRADUATION REQUIREMENTS
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Students are required to satisfy the graduation requirements in effect at the time the student first enters Grade
9, regardless of the date the student graduates, unless the requirements change for the entire class, or unless
requirements are changed for all students by Florida Statute.

GRADUATION REQUIREMENTS FOR A STANDARD DIPLOMA
Assessments for Standard Diploma

In order to receive a Standard Diploma, students must meet satisfactory performance or earn a Level 3 or
higher on the required statewide assessments or meet the concordant or comparative subject area test score
on a State Board of Education approved alternate assessment. They must also satisfy student performance
standards for each course in Grades 9-12 for which credit toward graduation is awarded. As for students with
a disability, see below as to the criteria for waivers from this graduation requirement. [Florida Statutes §§
1008.22(3),, State Board of Education Rules 6A-1.0995, & 6A-1.09961]

Students must meet satisfactory performance or earn a Level 3 or higher on the Grade 10F.A.S.T. Assessment.
A student may satisfy the Grade 10 FSA ELA requirement by achieving a concordant/comparative score as
described in: http://www.fldoe.org/core/fileparse.php/7764/urlt/GradRequireFSA.pdf.

Students must meet satisfactory performance or earn a Level 3 or higher on the Algebra 1 End of-Course (EOC)
Assessment or meet the concordant/comparative scores as described in:
http://www.fldoe.org/core/fileparse.php/7764/urlt/GradRequireFSA.pdf.

Students who have met all of the requirements for the Standard High School Diploma, except for meeting
satisfactory performance or earning a Level 3 or higher on the FSA ELA, Algebra 1 EOC Assessment, or an
alternate assessment by the end of 12th grade, must be given the opportunity to participate in an accelerated
High School Equivalency Diploma Preparation Program. This should include FSA ELA and/or Algebra 1 EOC
Assessment remediation and High School Equivalency Examination preparation. Students may return to school
for a 13th year to remediate Grade 10 FSA ELA and/or Algebra 1 EOC Assessment, credit deficiencies, and/or
GPA. Students must also be allowed to take a college placement test and be admitted to remedial or credit
courses at a state community college or participate in an adult general education program. [Florida Statute §

1003.433(2)

Statewide Standardized Assessment Waivers for Students with Disabilities

Section 1008.22(3)(c)2., F.S., states that students with disabilities can be eligible for a waiver of statewide,
standardized assessment results for the purpose of receiving a course grade or a standard diploma. This
includes the Florida Standards Assessment, all end-of-course assessments and the Florida Standards Alternate
Assessment.

In order for the general assessment graduation requirement to be waived, the IEP Team must meet to
determine whether or not the state standardized assessment can accurately measure the student’s abilities,
taking into consideration allowable accommodations.

Statewide Standardized Assessment Waiver Eligibility Criteria for Students with Disabilities

Assessment results may be waived under special circumstances for students with disabilities for the purpose
of receiving a course grade or a standard high school diploma. Specific requirements regarding the waiver
process are found in s. 1008.22(3)(c)2., F.S. To be considered for a statewide, standardized assessment results
waiver, the following criteria must be met:

1. The student must be identified as a student with a disability, as defined in s. 1007.02, F.S.: The term
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“student with a disability” means a student who is documented as having an intellectual disability; a
hearing impairment, including deafness; a speech or language impairment; a visual impairment,
including blindness; an emotional or behavioral disability; an orthopedic or other health impairment;
an autism spectrum disorder; a traumatic brain injury; or a specific learning disability, including, but
not limited to, dyslexia, dyscalculia, or developmental aphasia.

2. The student must have an individual educational plan (IEP).

3. The student must have taken the statewide, standardized assessment with appropriate allowable
accommodations at least once.

4. In accordance with s. 1008.22(3)(c)2., F.S., the IEP team must make a determination of whether a
statewide standardized assessment accurately measures the student’s abilities, taking into
consideration all allowable accommodations for students with disabilities.

The IEP team may meet at any time to:
e Verify that the criteria have been met
¢ Document the team’s determination and information analyzed in making the decision

District Responsibilities:
The IEP Team will convene to make a determination whether the Statewide Standardized Assessment
accurately measures the student's abilities, taking into consideration all allowable accommodations. The team
may review evidence that includes, but is not limited to:
e Classroom work samples
e Course grades
e Teacher observations
e Relevant classroom data derived from formative assessments
¢ Intensive remediation activities on the required course standards
e Higher-level, related coursework (honors, advanced placement, etc.)
¢ Related postsecondary coursework through dual enrollment
¢ Other standardized academic assessments
e Portfolio
o The development of a graduation portfolio of quantifiable evidence of achievement is required
for students who are assessed on the Florida Alternate Assessment (FSAA or Access EOCs)
[State Board of Education Rule 6A1.09963(3)(d), Florida Administrative Code, (F.A.C.)].

The IEP team must convene to analyze the information needed to consider whether a student is eligible for a
waiver of statewide, standardized assessment results for the purpose of receiving a course grade or a standard
diploma. A decision may be made at an IEP team meeting any time after a student takes a statewide,
standardized assessment needed to earn a course grade or a standard high school diploma in accordance with
5.1008.22 (a)(b), F.S. Documentation of the decision to grant or deny should be completed at that time.

A student who transfers from another state must pass the Grade 10 general assessment or an alternate
assessment that is concordant with the general assessment; earn a 2.0 GPA; and meet all requirements of the
school, district, or state from which he/she is transferring or meet Florida's course requirements to earn a
Standard Diploma. A transfer student may be considered for the assessment waiver. [Florida Statute §
1003.433(1)]

Any waiver of the statewide, standardized assessment requirements by the individual education plan team,
pursuant to s. 1008.22(3)(c), must be approved by the parent and is subject to verification for appropriateness
by an independent reviewer selected by the parent as provided for in Florida Statute § 1003.572.

Course Credit for Standard Diploma
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In accordance with Florida Statute § 1003.436(2), credits are awarded in 0.5 credit increments per semester
upon successful completion of course requirements, with the exception of courses with EOC Assessments that
award one credit.

Grade Point Average (GPA) for Standard Diploma

In middle and high school, GPA is defined as the numerical average represented by the point value of the letter
grades earned, divided by the number of semester grades. The point value is based on a standard scale of 4.0
with no weighing factor for different levels of difficulty. The scale is based on 4.0 (A), 3.0 (B), 2.0 (C), 1.0 (D)
and 0 for any other grade. [Florida Statute § 1003.437]

Students must earn a minimum GPA of 2.0 on a 4.0 scale for all credits attempted, except for those replaced
according to the Forgiveness Rule. [Florida Statute § 1003.437]

FOUR-YEAR, 24-CREDIT TRADITIONAL OPTION REQUIREMENTS

The 24 credits may be earned through applied, integrated, and combined courses approved by the Department
of Education.

English Requirements for Four-Year 24-Credit Option
e Students must earn four English credits (English I, I, 1ll, and IV or the AP/AICE/ IB/ Dual Enrollment
course equivalents).

Mathematics Requirements for Four-Year 24-Credit Option

1. Students must earn four high school mathematics credits, which must include Algebra 1 and Geometry.
[Florida Statute § 1003.4282(3)(b)]

2. Three of the four required mathematics credits must be earned in Grades 9-12. However, students who
score a minimum of 550 on the mathematics portion of the Old SAT (prior to March 2016), or a 570 on the
mathematics portion of the New SAT (March 2016 and thereafter), or a minimum score of 24 on the
mathematics portion of the ACT, may be exempt from the requirement that the three credits be earned in
Grades 9-12 and may use all high school mathematics credits earned in middle school toward the four-
credit graduation requirement. (Students should be reminded that meeting only the minimum
mathematics credit requirement might adversely impact college admission.)

3. The grades earned in high school courses, taken in middle school, will be included on the high school
transcript.

4. Students enrolled in Algebra 1:

a. must take the Algebra 1 EOC Assessment and pass the course. Student performance on the Algebra
1 EOC Assessment constitutes 30 percent of the student’s final course grade. Students who do not
take the Algebra 1 EOC Assessment will receive an “1” in the course. After the student makes up
the EOC, the final grade will be recalculated. [Florida Statute § 1008.22(3)(b)1]

b. must meet satisfactory performance or earn a Level 3 or higher on the Algebra 1 End-of-Course
(EOC) Assessment or meet the concordant/comparative scores as described in:
http://www.fldoe.org/core/fileparse.php/7764/urlt/GradRequireFSA.pdf

5. Students enrolled in Geometry:

a. must take the Geometry EOC Assessment and pass the course. Student performance on the
Geometry EOC Assessment constitutes 30 percent of the student’s final course grade. Students
who do not take the Geometry EOC Assessment will receive an “I” in the course. After the student
makes up the EOC, the final grade will be recalculated. [Florida Statute § 1008.22(3)(b)1]

b. must meet satisfactory performance or earn a Level 3 or higher on the Geometry EOC Assessment
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to earn a Standard High School Diploma Scholar Designation.

6. Industry certification courses that lead to college credit may substitute for up to two mathematics credits,
not including Algebra 1 or Geometry.

7. A student who earns a computer science credit may substitute the credit for up to one credit of the
mathematics requirement, with the exception of Algebra 1 or Geometry, if identified by FLDOE as being
equivalent in rigor to the mathematics credit. An identified computer science credit may not be used to
substitute for both a mathematics and a science credit.

8. A student who earns an industry certification in 3D rapid prototype printing may satisfy up to two credits
of the mathematics requirement with the exception of Algebra 1, if identified by FLDOE as being equivalent
in rigor to the mathematics credit.

Algebra 1 End-of-Course (EOC) Assessment Requirement

All students enrolled in and completing any of the following courses must take the Algebra 1 EOC Assessment:

Course Course Code
Algebra 1 1200310
Algebra 1 Honors 1200320
Algebra 1-B 1200380
Access Algebra 1 *or 7912075
Access Algebra 1B* 7912090
Pre-AICE Mathematics 1* 1209810
IB MYP Algebra 1 Honors* 1200390

*Not offered at STA
Geometry End-of-Course (EOC) Assessment Requirement

All students enrolled in and completing any of the following courses must take the Geometry EOC Assessment:

Course Course Code
Geometry 1206310
Geometry Honors 1206320
Access Geometry* 7912065
Pre-AICE Mathematics 2* 1209820
IB MYP Geometry* 1206810

*Not offered at STA
Science Requirements for Four-Year 24-Credit Option

1. Three science credits must be earned during high school:
e 1.0 credit Biology 1 (Hands-Only CPR Training will be included in the PBSD Biology 1
curriculum);
e 1.0 credit in a physical science (must be an equally rigorous course: Earth/Space, Chemistry,
Physics, Astronomy, or Physical Science); and
e 1.0 credit in science (must be an equally rigorous course?).

2. |If a student earned a Biology 1 and/or physical science credit in middle school, that course will meet
the subject area requirement. However, an additional three science credits must be earned in grades
9-12.

3. Two courses must include a laboratory component. [Florida Statute § 1003.4282 (3)(c)]
4. Students enrolled in Biology 1:
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a) must take the Biology 1 EOC Assessment and pass the course. Student performance on the
Biology 1 EOC Assessment constitutes 30 percent of the final course grade. Students who
do not take the EOC Assessment will receive an “I” in the course. After the student makes-
up the EQC, the final grade will be recalculated. [Florida Statute §§ 1003.4282 (3)(c) and
1008.22(3)(b)2]

b) must meet satisfactory performance or earn a Level 3 or higher on the Biology 1 EOC
Assessment to earn a Standard High School Diploma Scholar Designation. [Florida Statute
§ 1003.4285(1)(a)]

5. Anindustry certification for which there is a statewide college credit articulation agreement approved
by the State Board of Education or an identified computer science course with a related industry
certification may substitute for up to one science credit, not including Biology 1. [Florida Statute
§1003.4282(3)(c)]

6. A student who earns a computer science credit may substitute the credit for up to one credit of the
science requirement, with the exception of Biology 1, if identified by FLDOE as being equivalent in rigor
to the science credit. An identified computer science credit may not be used to substitute for both a
mathematics and a science credit.

Biology 1 End-of-Course (EOC) Assessment Requirement

All students enrolled in and completing any of the following courses must take the Biology 1 EOC Assessment:

Course Course Code
Biology 1 2000310
Biology 1 Honors 2000320
Access Biology* 7920015
Pre-AICE Biology* 2000322
FL Pre IB Biology 1* 2000800
IB MYP Biology Honors* 2000850
Biology Technology* 2000430
Integrated Science 3* 2002440
Integrated Science 3 Honors* 2002450

*Not offered in the STA schools.
Social Studies Requirements for Four-Year 24-Credit Option

e Students must earn three social studies course credits for graduation [Florida Statutes § 1003.4282(3)(d)],
as follows:
e Grade 10 World History — 1.0 credit
e Grade 11 United States (U.S.) History — 1.0 credit
o U.S. History students must take the U.S. History EOC Assessment and pass the course.
o Student performance on the U.S. History EOC Assessment constitutes 30 percent of
the student’s final course grade.
o Students who do not take the U.S. History EOC Assessment will receive an “I” in the
course. After the student makes-up the EOC, the final grade will be recalculated.
o A student must meet satisfactory performance or earn a Level 3 or higher on the U.S.
History EOC Assessment to earn a Standard High School Diploma Scholar Designation.
e Grade 12 U.S. Government -0.5 credit
¢ Grade 12 Economics with Financial Literacy — 0.5 credit
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Personal Financial and Money Management for Four-Year 24-Credit Option
Beginning with students entering grade 9 in the 2023-2024 school year, students must earn one-half credit in
personal financial literacy. [Florida Statute § 1003.4282(3)(h)]

Social Studies End-of-Course (EOC) Assessment Requirement
All students enrolled in and completing the following courses must take the U.S. History EOC Assessment:

Course Course Code
United States History 2100310
United States History Honors 2100320
Access United States History* 7921025

*Not offered in the STA schools.

Physical Education requirements for Four-Year 24-Credit Option

® In accordance with Florida Statute § 1003.4282(3)(f), the school may not require that the one credit
physical education requirement be taken during the 9™ grade year.

e This requirement may be met by completing one of three options:

Credit Description Course Number(s)
Awarded
1.0 Earn 1.0 credit in Health Opportunities through Physical | 1506320 or 3026010
Education (HOPE)
0.5 Earn 0.5 credit in Personal Fitness AND 1501300
0.5 Earn 0.5 credit in a PE elective Various
0.5 Earn 0.5 credit in Personal Fitness AND 1501300
0.0 Successfully complete a marching band course 1500440
0.5 Earn 0.5 credit in Personal Fitness AND 1501300
0.0 Successfully complete a dance course 1500445
0.0 Successfully complete 2 full years of JROTC 1500450
1500460
1500470
1500480
0.0 Successfully complete 2 full seasons of a Junior Varsity or | 1500410
Varsity Sport 1500420
(complete PBSD 1954)
0.0 Choose the 18-Credit ACCEL Graduation Option (WXL) N/A
e If a Marching Band, Dance, JROTC or JV/Varsity Sport waiver is used, the elective requirements needed by the
student is increased by the amount of credits that are waived. For example — If a student completes 2 years of
a JV Sport, 1.0 credit is waived. This means the elective requirements has increased by 1.0 credit from 8 to 9.
e There is no PE or Online course requirement with the use of the WXL Graduation code. Three electives are
needed instead of eight. This option can only be used if the student has met all graduation assessment
requirements.

Fine and Performing Arts Requirements for Four-Year 24-Credit Option

Students must earn one credit in fine or performing arts, speech and debate, or career and technical education.
A practical arts course that incorporates artistic content and techniques of creativity, interpretation, and
imagination satisfies the one credit requirement in fine or performing arts, speech and debate, or career and
technical education. [Florida Statute §1003.4282(3)(e)]

Eligible practical arts courses shall be identified through the Florida Department of Education Course Code

SOUTHTECH Academy Student Progression Plan 2023-2024 34 | 56


http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=1003.4282&URL=1000-1099/1003/Sections/1003.4282.html
https://www.fldoe.org/policy/articulation/ccd/2023-2024-course-directory.stml

Directory. [Florida Statute § 1003.4282(3)(e)]

The Fine and Performing Arts requirement may also be fulfilled by completing the following:

¢ two years of JROTC, a significant portion of which is drills; and

¢ 1.0 credit of JROTC satisfies the performing arts requirement and 1.0 credit of ROTC satisfies the HOPE
requirement. [Florida Statute §1003.4282(3)(f)]

Electives Requirements for Four-Year 24-Credit Option

1. Elective courses are selected by the student in order to pursue a complete education program and to meet
eligibility requirements for scholarships and college admission.

2. Elective credit may be earned for nonpaid voluntary community or school service (not including court
ordered service). Voluntary Public Service and Voluntary School/Community Service each provide 0.5 credit
for a minimum of 75 hours of service.

3. Elective credit may not be granted toward high school graduation for the following:

e more than a total of nine elective credits in remedial/compensatory programs;

e more than one credit in exploratory vocational courses;

e more than three credits in practical arts, family, and consumer science (home economics) courses;
and/or

e any Levell course unless the student's assessment indicates that a more rigorous course of study would
be inappropriate, in which case a written assessment of the need must be included in the student's
Individual Education Plan (IEP) or Progress

¢ Monitoring Plan (PMP), signed by the principal, the school counselor, and the parent(s) of the student,
if the student is not 18 years or older, or by the student, if the student is 18 years of age or older.

World Language Options

The successful completion of two sequential World Language courses is not a graduation requirement.
However, a student must demonstrate World Language proficiency at a level equal to two years of high school
World Language coursework (in the same language) or two years of high school American Sign Language
coursework as a requirement for entry into the State University System (SUS), for a Florida College System
Associate in Arts degree, and the Florida Bright Futures Scholarship Program. Students not completing this
requirement while in high school must make up the credits at a postsecondary institution prior to graduation
from a university.

This requirement can be met in one of the following ways:

1. Successfully completing two years of sequential world language (such as Spanish 1 and Spanish 2) or
American Sign Language in High School;

2. Successfully completing dual enrollment at postsecondary institution in a sequential world language
or American Sign Language through the Elementary level;

3. passing an AP, AICE (AS or A Level), or IB (Diploma Program Standard Level or Higher Level) World
Language course (with the exception of Bright Futures);

4. qualify for either the Silver or Gold Seal of Biliteracy by passing one of the nationally recognized exams
(with the exception of Bright Futures).
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There are two possible ways in which students can obtain a World Language Waiver.

Option 1:
To qualify for a World Language Waiver, a student must earn, at the minimum, the scores indicated in the
chart below on a CLEP, AP, SAT-II, or a Departmental Test.

Test Minimum Score Required for Proficiency

CLEP* For students entering college 2008-09 and later: French 59; German 60; and Spanish 63
AP* 3

IB* 4

AICE* A,B,CD,orE

Defense Language
Proficiency Test | 3

(DLPT)*
Departmental If a college awards credit based on their own World Languages Departmental Test, documentation of the
Test credits awarded must be given to the high school counselor.

*Scores approved by State Board of Education and posted in the Articulation Coordinating Committee’s
Credit-by-Exam Equivalencies document.
Option 2:
If a student’s proficiency is in a language for which there is no test available to determine proficiency, a
transcript documenting formal education equal to two years of high school coursework in that language, or in
English in a non-English-speaking country, may be used. For current World Language policies, refer to the
Florida Counseling for Future Education Handbook

Refer to the Bright Futures Student Handbook for current policies related to meeting the World Language
requirement at: http://www.floridastudentfinancialaid.org/SSFAD/PDF/BFHandbookChapterl.pdf.

NOTE: Students must confirm that the World Language Waiver will be recognized by the college or university to which they are
applying. Refer to http://www.fldoe.org/core/fileparse.php/5421/urlt/0078391-acc-cbe.pdf. If it is determined that a World
Language Waiver is appropriate, the counselor will add the World Language waiver (Course Code 0791920) to the student’s
academic history, including FL as the subject area/ Documentation indicating how the proficiency was met must be kept in the
student’s cumulative folder. The World Language Waiver options do not award students high school credit.

Community Service Graduation Requirement

Students of the School District of Palm Beach County are required to obtain a minimum of 20 community
service hours to graduate from high school. Community service is also a requirement for many scholarships
(i.e., Bright Futures) and college entrance programs. The purpose of community service is for students to
engage in activities that help them develop an appreciation for the concept of service to the school or
community.

For Bright Futures Requirements ONLY

e Students must earn either the required volunteer service (using the criteria described above, paid work
hours, or a combination of both.

e Reflection: The student must, through papers or other presentations, evaluate and reflect upon their
volunteer service or paid work experience.

¢ The agencies where the volunteer service hours or paid work hours were earned must provide on
agency letterhead documentation of the number of hours and dates of service or paid work completed.
Where a letter cannot be obtained, students may submit a copy of their pay stub.

¢ Volunteer service hours and paid work hours may not be hours that benefitted the student financially
or materially while in the service of family members defined as: parents, grandparents, siblings, aunts,
uncles, cousins, nieces, nephews, and spouses, including aforementioned step relations.

e Students may begin accumulating paid work hours as early as June 27, 2022.
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¢ Paid work may include, but is not limited to, a business or governmental internship, work for a
nonprofit community service organization, or activities on behalf of a candidate for public office.

e Paid work must be documented in writing, either on a common paid work log (generated by the School)
or on letterhead from the organization.

¢ Volunteer service or paid work must be approved by School Principal or Principal Designee, or the
Department of Education for Home Education students.

The document must be signed by the student, the student’s parent or guardian, and a representative of the
organization for which the student performed the paid work. 2023-2024 Requirements.

Award Level Number of Volunteer Number of Paid work hours
service hours only or combination of both

FAS 100 100

FMS 75 100

GSV 30 100

GSC 30 100

Graduation Requirements for Transfer Students

Per Florida Statute § 1003.433, students who enter a Florida public school in the 11th or 12th grade from out-
of-state or from a foreign country shall not be required to spend additional time in a Florida public school in
order to meet the high school course requirements, if the student has met all requirements of the school
district, state, or country from which he/she is transferring. However, to receive a Standard High School
Diploma, a transfer student must earn a 2.0 GPA and meet satisfactory performance or earn a Level 3 or higher
on all required graduation assessments according to Florida Statute § 1008.22(3) or an alternate assessment
as described in Florida Statute § 1008.22(3).

1. A student entering high school from another district, state, or country is required to satisfy the graduation
requirements of his/her enrolled cohort.

2. The student must take a full schedule of courses to comply as closely as possible with the graduation
requirements of the cohort, but shall not be required to spend additional time in school in order to meet these
requirements. Unless prescribed by his/her Progress Monitoring Plan (PMP), no junior or senior will be required
to take two required courses in the same discipline concurrently.

3. A Graduation Credit Waiver Request (PBSD 2461) must be completed to waive this requirement.

4. A transfer student may not waive credits required for graduation if he/she will receive a Certificate of
Completion.

OTHER GRADUATION OPTIONS
Early Graduation for Four-Year 24-Credit Option Students

Per Florida Statute § 1003.4281, a high school student may be provided the option of early graduation.
Students who complete the requirements for graduation before their cohort class may elect to:

1. graduate at the time that all requirements have been completed; or

2. continue enrollment as a full-time student at STA until the end of the regular school year in which their
cohort class graduates. All grades earned by the student will become a part of the student’s permanent
record and calculated in the student’s GPA/HPA.

3. Itis the expectations that STA students complete their 4 year academy program.
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Students who graduate early may participate in the end-of-year graduation ceremonies, but may not be eligible
for other senior activities. Students will be promoted to 12th grade at the beginning of the semester they
intend to graduate.

18-Credit ACCEL Graduation Option

Per Florida Statute § 1002.3105(5), the 18-Credit ACCEL graduation option is now available for students. All
graduation requirements for a Standard Diploma must be met, per Florida Statute § 1003.4282(3) (a-e), except
for the following credits:

¢ Physical Education credit
¢ Five elective credits

Students opting to earn an 18-credit ACCEL Diploma will be promoted to 12th grade in the beginning of the
semester they intend to graduate. These students shall be permitted to participate in all senior activities prior
to being promoted to 12th grade as long as they are on track to graduate.

Career and Technical Education Graduation Pathway Option

Beginning with the 2019-2020 school year, students are eligible to complete an alternative pathway to earning
a standard high school diploma through the Career and Technical Education (CTE) pathway option. The
following requirements must be met.

Minimum 18 credits in the following:

e 4 English Language Arts

e 4 mathematics (must include Algebra 1 and Geometry)

e 3 science (must include Biology 1 and a physical science)

e 3 social studies (World History, U.S. History, % Economics, % U.S. Government)
e 2 CTE (must result in a program completion and an industry certification)

e 1.5 work-based learning programs

Additional Requirements:

e Minimum cumulative GPA of 2.0

e 20 hours volunteer community service

e Assessment requirements for standard diploma must be met as described in the Assessments for
Standard Diploma section

GRADUATION OPTIONS FOR RECENTLY ARRIVED ENGLISH LANGUAGE LEARNERS
Active Section 504 Accommodation Plans Course Modifications

A student is eligible for accommodations under Section 504 of the Rehabilitation Act of 1973 if the student is
determined to have a physical or mental impairment that substantially limits one or more major life activities
of such student. [Section 504 of the Rehabilitation Act of 1973, 34 C. F. R. Part 104]

In addition, a student with either a record of impairment, or who is regarded as having impairment, is protected
from discrimination under both Section 504 and the Americans with Disabilities Act (ADA), as amended by the
ADA Amendments Act of 2008 (effective January 1, 2009). Congress declared that its purpose in amending the
ADA was to reinstate a broad scope of protection, to carry out its objectives of providing "a clear and
comprehensive national mandate for the elimination of discrimination," and set forth "clear, strong, consistent,
enforceable standards addressing discrimination.”

A student meets the requirement of being regarded as having an impairment by establishing that the student
has been subjected to a prohibited act because of an actual or perceived physical or mental impairment,
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whether or not the impairment limits or is perceived to limit a major life activity. This provision shall not apply
to a student’s impairments that are transitory and minor. A transitory impairment has an actual or expected
duration of six months or less. A Multi-Disciplinary 504 Team must meet as necessary to determine if an
otherwise qualified student’s mental and/or physical impairment substantially limits one or more of the
student’s major life activities.

Major life activities include, but are not limited to, caring for oneself, performing manual tasks, seeing, hearing,
eating, sleeping, walking, standing, lifting, bending, speaking, breathing, learning, reading, concentrating,
thinking, communicating, and working. Major life activities also include the operation of a major bodily
function, including but not limited to, functions of the immune system, normal cell growth, digestive, bowel,
bladder, neurological, brain, respiratory, circulatory, endocrine, and reproductive functions.

In deciding eligibility, the Multi-Disciplinary 504 Team will consider information from a variety of sources,
including medical documentation, behavioral observations, checklists, classroom tests, teacher
recommendations and/or reports, current grades and trends, academic history, standardized test reports, and
other relevant information.

The Multi-Disciplinary 504 Team determines accommodations to be included on the Section 504
Accommodation Plan to ensure an equal opportunity to master the General Education content requirements.

Students with Disabilities Entering Grade 9 During the 2014-2015 School Year

All students with disabilities should be supported through the provision of allowable accommodations and
specially designed instruction to work toward a Standard Diploma, as defined in section Florida Statute §
1003.4285. In accordance with Florida Statute § 1003.4282(11), beginning in the 2014-2015 school year,
students with disabilities entering 9 ™" Grade may also earn a Standard High School Diploma through alternative
pathways of study. Nothing contained in this rule shall be construed to limit or restrict the right of a student
with a disability solely to the options described in this rule. A certificate of completion will be awarded to
students who receive credit for all of the courses listed, but who do not achieve the required GPA or who do
not achieve satisfactory performance on required assessments for which they have not been granted a waiver.

HIGH SCHOOL DIPLOMAS

A diploma is considered a ceremonial certificate. A transcript is the official documentation of high school
graduation.

Diploma Designations

Students may earn one or more designations on their Standard Diploma. Students are not required to obtain a
designation and there is no deadline for choosing a designation. The three designations are:

1. Scholar Designation - In addition to meeting the Standard Diploma requirements, the following criteria
must be met.
e Students must earn:
o 1.0 credit in Algebra 2 (or an equally rigorous mathematics course);
o 1.0 credit in statistics (or an equally rigorous mathematics course);
o 1.0 credit in Chemistry or Physics;
o 1.0credit in a course equally rigorous to chemistry or physics; and
o 2.0 credits in the same world language.
e Students must meet satisfactory performance or earn a Level 3 or higher on the Geometry, Biology 1,
and U.S. History EOC Assessments.
e Students must earn at least one credit in AP, IB, AICE, or a Dual Enrollment course
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2. Merit Designation -- In addition to meeting the Standard Diploma requirements, students must attain one
or more industry certifications from the list established, per Florida Statute § 1003.492.

3. Seal of Biliteracy -The Seal of Biliteracy is an award in recognition of high school graduating students who
have attained a high level of competency in listening, speaking, reading and writing in one or more
languages in addition to English, which is signified on a high school graduate’s diploma and transcript as
either a Gold Seal of Biliteracy or a Silver Seal of Biliteracy. The purpose of the Seal of Biliteracy is to
encourage students to study languages, certify attainment of biliteracy skills, provide employers with a
method of identifying an individual who has language and biliteracy skills, provide a postsecondary
institution with a method of recognizing an applicant with biliteracy skills who is seeking admission to the
postsecondary institution, recognize and promote World Language instruction in public schools,
strengthen intergroup relationships, affirm the value of diversity, and honor the multiple cultures and
languages of a community. [Florida Statute § 1003.432]

In addition to standard diploma requirements, the Seal of Biliteracy requirements are outlined below:

Silver Seal of Biliteracy:

1. Earnfour (4) world language course credits in the same world language with a cumulative 3.0 grade
point average or higher on a 4.0 scale in those world language courses; or
2. Earn ascore or performance level on any of the examinations found on the chart shown below:

Examination Score or Performance Level

International Baccalaureate (I1B) Language Exam 4 or higher

Advanced Placement (AP) Language Exam 3 3 or higher

Advanced International Certificate of Education (AICE) Subject Test A B,C,D,orE

College Level Examination Program (CLEP) Level Language Exam Spanish 50-62 French 50-58 German 50-59
American Sign Language Proficiency Interview (ASLPI) 3 or higher

American Council on the Teaching of Foreign Languages Assessment of

Performance Toward Proficiency in Language (AAPPL) Intermediate mid or higher

Oral Proficiency Interview (ACTFL/OPI) Intermediate mid or higher
Standards-based Measurement of Proficiency (STAMP4S) Intermediate or higher
Latin Interpretive Reading Assessment (ACTFL/ALIRA) 1-2 or higher

Gold Seal of Biliteracy:

1. Earnfour(4) world language course credits in the same world language with a cumulative 3.0 grade
point average or higher on a 4.0 scale in those world language courses; AND Level 4 or higher on
the Grade 10 English Language Arts (ELA) Florida Standards Assessment (FSA); OR

2. Earnascore or performance level on any of the examinations found in the chart below:

Examination Score or Performance Level

International Baccalaureate (I1B) Language Exam 5 or higher

Advanced Placement (AP) Language Exam 4 or higher

Advanced International Certificate of Education (AICE) A B,C,DorE

Subject Test

College Level Examination Program (CLEP) Level 2 | Spanish 63 or higher French 59 or higher German 60 or
Language Exam higher
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Or, for languages which are not tested on the nationally recognized examinations list, demonstrated language
proficiency through maintenance of a portfolio of language performance at the intermediate Mid-level or
higher for the Silver Seal of Biliteracy or Advanced Low level or higher for the Gold Seal of Biliteracy, based on
the ACTFL Proficiency Guidelines 2012 in the modes of communication appropriate for the language.

A high school student who did not enroll in, or complete, world language courses, shall be awarded four (4)
world language high school course credits, upon attaining at least the minimum score or performance level for
the corresponding level (Silver or Gold). No more than four (4) world language course credits in total should be
awarded to a student who qualifies per this option, regardless of any other earning of world language credits
or awarding of world language credits.

CERTIFICATES OF COMPLETION

In accordance with State Board of Education Rule 6A-1.0995(4), a Certificate of Completion shall be awarded
in a form prescribed by the State Board of Education.

Standard Certification of Completion

Standard Certification of Completion is awarded to students who meet all criteria established by the School
Board and State law, except for meeting satisfactory performance or earning a Level 3 or higher on the required
state assessments and/or the required minimum 2.0 cumulative GPA. [Florida Statute § 1003.4282(7)(c)]

Any student who is otherwise entitled to a Certificate of Completion may elect to remain in the high school
either as a full-time student or a part-time student for up to one additional year and receive special instruction
designed to remedy his/her identified deficiencies, in accordance with Florida Statute § 1003.4282(7)(c).

A student who has received a Certificate of Completion who subsequently meets the requirements for a
Standard High School Diploma shall be awarded a Standard High School Diploma dated the school year in which
the requirements are completed.

Students who receive a Standard Certificate of Completion will have the following options:
1. take the Grade 10 FSA ELA/End-of-Course (EOC) Assessments;

2. meet the concordant/comparative scores as described in:
http://www.fldoe.org/core/fileparse.php/7764/urlt/GradRequireFSA.pdf;
return to school for a 13" year to remediate the Grade 10 FSA ELA/EOC Assessment and/or GPA;

stay in school and enroll in a Performance-Based Exit Option Model;

enroll in an Adult GED Program or credit program; or

o v W

take the Postsecondary Education Readiness Test (P.E.R.T.) and attend Palm Beach State College while
continuing to take the Grade 10 FSA ELA and/or Algebra 1 EOC Assessment if the only graduation
deficiency is Grade 10 FSA ELA and/or Algebra 1 EOC Assessments.

RECOGNITION OF VALEDICTORIAN/SALUTATORIAN

To be eligible for valedictorian or salutatorian recognition, a student must have attended STA Academy for
three complete years, two of which must be the junior and senior years, two of which must be the junior and
senior years. A student who is required to change schools due to a District initiated boundary change will be
eligible to share the recognition as valedictorian or salutatorian with a fully
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eligible student, without meeting the three-year attendance requirement in the same school. For example, if
a student does not meet the three-year attendance requirement in the school due to a boundary change and
is ranked number one, that student will share the recognition of valedictorian with the student with the next
highest rank who meets the three-year attendance requirement. Furthermore, if a student does not meet the
three-year attendance requirement in the school due to a boundary change and is ranked number two, that
student will share the recognition of salutatorian with the student with the next highest rank who meets the
three-year attendance requirement.

Students selecting an 18-Credit ACCEL Graduation Option or electing to complete the 24-Credit Option in three
years will not be eligible for valedictorian/salutatorian. An early admission student enrolled full-time in a
college or university during any portion of his/her senior year will not be eligible for valedictorian/salutatorian.

Valedictorian/Salutatorian Calculation

1. Thevaledictorian/salutatorian award will be based on grades earned after entry into 9th grade through
the first semester of 12th grade

2. The valedictorian will be the student with the highest HPA, carried to the ten-thousandth place.
3. The salutatorian will be the student with the second highest HPA, carried to the ten-thousandth place.

4. Inthe case of a tie for the highest HPA, co-valedictorians will be named, and the student with the third
highest HPA will be designated as salutatorian. In the case of a tie for the second highest HPA, co-
salutatorians will be named.

FLORIDA DEPARTMENT OF EDUCATION SCHOLARSHIPS Florida
Bright Futures Scholarship Program

Per Florida Statute § 1009.53, the Florida Bright Futures Scholarship Program is created to establish a lottery-
funded scholarship program to reward any Florida high school graduate who merits recognition of high
academic achievement, and who enrolls in a degree program, certificate program, or applied technology
program at an eligible Florida public or private postsecondary education institution within three years of
graduation from high school. For information regarding Bright Futures Scholarship recipients attending
nonpublic institutions, refer to Florida Statute §1009.538.

Additional information can also be obtained from the Florida Bright Futures Scholarship Program website
located at: http://www.floridabrightfutures.gov.

The Florida Bright Scholarship Program consists of three awards:

Florida Academic Scholars Award;

Florida Medallion Scholars Award;

Florida Gold Seal Vocational Scholars Award; and
Florida Gold Seal CAPE Scholars Award.

Each award has its own academic eligibility requirements, award amounts, and funding length. A student may
receive funding for only one of the above awards. The highest award earned by the student will be selected.
The eligibility requirements are subject to change with each legislative session.

Home Education students may apply for the Bright Futures Scholarship Program if registered with the School
District’s Home Education Office during the current and prior academic year with qualifying SAT or ACT scores.
The Home Education Office verifies registration and community service hours in accordance with the Florida
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Department of Education (FLDOE) guidelines and applicable statutes. [Florida Statute § 1002.41]

REMEDIATION AND RETENTION

IDENTIFICATION OF STUDENTS IN NEED OF REMEDIATION

The following sections identify performance levels as they relate to the Florida’s Assessment of Student
Thinking (F.A.S.T.), statewide, standardized ELA assessment, End-of-Course (EOC) Assessments, and additional
optional assessments. This permits decision-makers to identify the overall achievement of each child through
District and statewide assessments and allows for a narrower focus on student achievement for the purposes
of remediation decisions. Teachers and administrators may examine the student's reading, writing,
mathematics, science, and/or social studies performance to determine whether a student is in need of
remediation in one or more of these areas.

HIGH SCHOOL (9-12) REMEDIATION REQUIREMENTS

In accordance with Florida Statute § 1008.25(3), remedial and supplemental instruction resources must be
allocated first to students who fail to meet achievement performance levels required for promotion. The STA
provides remedial instruction for those students with substantial reading, writing, science, and/or mathematics
deficiencies as identified by State testing.

In accordance with Florida Statute § 1008.25(2)(a), high schools shall use all available assessment results to
advise high school students of any identified deficiencies and to provide appropriate postsecondary
preparatory instruction before high school graduation.

In accordance with Florida Statute § 1008.25(4)(b)3, remedial instruction shall be provided through
implementation of a Progress Monitoring Plan (PMP), a Student Plan for Services for English Language Learners
(ELLs), an Individual Educational Plan (IEP), or a student’s 504 Accommodation Plan, developed in consultation
with a parent. If a student does not meet the minimum performance expectations, remedial instruction will be
provided until expectations are met, the student graduates from high school, or the student is not subject to
compulsory attendance.

Credits earned in remedial instruction courses must be in addition to, not in lieu of, English and mathematics
credits required for graduation. These courses will be considered elective credits. [Florida Statute §

1003.4282(5)]

Students who do not meet satisfactory performance or earn a Level 3 or higher on the required statewide
assessments are provided remedial instruction, which may be incorporated into the student’s content course.
Seniors who have not met satisfactory performance or earned a Level 3 or higher on the required statewide
assessments, or who do not have the required minimum 2.0 Grade Point Average (GPA), may elect to attend
school for an additional year.

Students who are deficient in credits or in need of grade forgiveness may enroll in the following:

e Summer School (if offered);

e Adult Co-Enrolled Program;

e AEC Adult High School Credit Program and/or AEC Florida Comprehensive Assessment Test (FCAT) 2.0
remediation courses;

e Palm Beach Virtual Franchise; and
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e Florida Virtual School
Other credit programs may be developed by the School District to assist students.

High School Reading Remediation

The goal of reading remediation is to provide students with the skills and strategies necessary to assist them in
reading text that is on grade level. In compliance with state guidelines (Fla. Stat. 1008.25), the STA follows the
outlined criteria to determine the level of reading support provided for students.

All students in grades 9-10 scoring a level 1 or 2 on the previous year’s FSA ELA assessment must receive reading
support. Students in Grades 11 and 12 who did not meet satisfactory performance on the previous year’s FSA
ELA must also receive intensive reading support.

1. For students with an English Language Learner Plan, the ELL Committee may recommend appropriate
remediation on the student’s individual ELL Plan.

Algebra 1 Remediation

Scoring at or above achievement Level 3 on the Algebra 1 End-of-Course (EOC) Assessment (or Access Algebra
1 End-of-Course Assessment) indicates satisfactory performance and awards the student credit in Algebra 1
(Access Algebra 1).

If a student does not meet the minimum score of Achievement Level 3 or above, the student may move on to
the next mathematics course but must retake the Algebra 1 EOC Assessment or meet the
concordant/comparative scores as described in:
http://www.fldoe.org/core/fileparse.php/7764/urlt/GradRequireFSA.pdf

In accordance with Florida Statute § 1003.4282(5)(b) and general requirements for high school graduation,
students scoring a Level 1 or Level 2 on the Algebra 1 EOC Assessment, who need to retake the assessment,
must enroll in and complete an intensive remedial course the following year or be placed in a content area
course that includes remediation of skills not acquired by the student.

High School Complementary Options for Remedial Instruction
Content Area Course

Before or After School Tutorial

Contracted Academic Services

Suspension of Other Curriculum

Online Coursework

Other Strategies

PROGRESS MONITORING
GENERAL PROGRESS MONITORING PLAN (PMP) PROCESS

A PMP is intended to provide the STA flexibility in meeting the academic needs of the student. A student who
is not meeting the State’s requirements for satisfactory performance in reading, writing, mathematics, and/or
science must have one of the following plans to target instruction and identify ways to improve his/her
academic achievement:
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e afederally-required student plan addressing specific need, such as an Individual Education Plan (IEP);
e aschool-wide system of progress monitoring for all students; or
e anindividualized PMP.

In accordance with Florida Statute § 1008.25(4)(b), all PMPs are to be developed through the collaboration of
the receiving teacher(s) and the parent(s) and approved by the principal. In the case of students receiving
continued remediation, recommendations of the sending teacher(s) are to be reviewed as a part of the PMP
process.

It is the responsibility of the teacher and the principal to ensure that the PMP is substantive and that the
outlined instructional and support services are provided. The PMP will assist schools and teachers in the
implementation of research-based strategies.

The PMP should clearly identify the following:

e the specific diagnosed academic needs to be remedied,;

e the evidences-based intervention strategies to be used;

e how, when, how often, by whom, and how long intensive remedial instruction is to be provided; and
e the monitoring and reevaluation activities to be employed.

The selection of a PMP is a school-based decision. A school-wide plan can be developed that indicates the
diagnostic tools, strategies and interventions to be used across the school and at all grade levels. If a school-
wide plan is used, schools must:

e complete the school-wide plan;

e provide copies of the completed form to all staff members;

e ensure teachers of eligible students are aware of their students who are included within this plan
and verify that what they plan to do to remediate and progress monitor these students is listed on
the school-wide form;

e teachers should make every effort to make parent contact;

¢ document attempts to inform parents;

e periodically, after assessments are completed, teachers should review the plan and document
changes being made to ensure that every effort is employed to remediate the student;

e at the end of the year, the teacher should review the plan and each student’s progress to
determine if a PMP is necessary for the following school year.

ENGLISH LANGUAGE LEARNERS (ELLs) PROGRESS MONITORING

If a student has an ELL Plan, this Plan may include strategies and the student may not need a PMP. However, if
the ELL Plan does not include the required strategies to remediate the student’s deficiency, a PMP can be
written. An ELL Plan can be amended to include the strategies so that a PMP would not be necessary.

EXCEPTIONAL STUDENT EDUCATION (ESE) PROGRESS MONITORING

When a student with a disability is determined to be performing below grade level in reading, writing,
mathematics, and/or science, the IEP Team shall convene to review the IEP. The student's IEP must address all
of the student's educational needs including the student’s below grade level performance. The IEP Team may
consider PMP to address the student’s educational need in reading, writing, mathematics, and/or science.
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PROCEDURES FOR IMPLEMENTING THE PROGRESS MONITORING PLAN (PMP)

Each Plan must outline an intensive remedial program in the area(s) of weakness designed to assist the student
in meeting State and/or District expectations for satisfactory performance. Each student who does not meet
the levels of performance for each grade level as determined by the District/State in reading, writing,
mathematics, and science or who scores below Level 3 on the ELA or state standardized assessment must be
provided with additional diagnostic assessments to determine the nature of the student's difficulty, areas of
academic need, and strategies for appropriate intervention. [Florida Statute § 1008.25(4)(a)]

If the student has been identified as having a deficiency in reading, refer to the K-12 Comprehensive Evidence-
Based Reading Plan, which includes instructional and support services to meet the desired levels of
performance.

e Data from the additional assessments are to be used to formulate the student's PMP.

e Diagnosis and remediation will occur as soon as possible, after a student has been identified as deficient in
reading, writing, mathematics, and/or science or as needing mandatory remediation. Diagnostic
assessments may include:

o a portfolio of student work;

o teacher assessment;

o tests/placement tests; and/or
o diagnostic software results.

Additional PMP Requirements for Secondary School Students

If the student identification occurs during the fourth marking period, the diagnosis will be made at the
beginning of the following school year with remediation immediately following.

For each year in which a student scores at Level 1 or Level 2 on the FSA ELA, the student must, the following
year, be enrolled in and complete, at a minimum, an intensive reading course or a content area course in which
reading strategies are delivered. Placement of Level 1 and Level 2 readers in reading intervention shall be
determined by diagnosis of reading needs.

Guidance will be provided regarding appropriate strategies for diagnosing and meeting the varying
instructional needs of students reading below grade level. Reading courses shall be designed and offered
pursuant to the K-12 Comprehensive Reading Plan. [Florida Statute §1003.4156(2)]

For each year in which a high school student scores at Level 1 or Level 2 on the mathematics and/or science
statewide assessments, the student may have an individual or school wide PMP and must receive remediation,
which may be incorporated into the student’s content course. [Florida Statute § 1008.25(4)(a)(b)]

HIGH SCHOOL (9-12) PROGRESS MONITORING

English, Mathematics, and Science Progress Monitoring
High school students are expected to receive passing grades in the required English, mathematics, and science
courses. Those students, who fail to receive passing grades, will be provided interventions and strategies.

Teachers and administrators may examine the student's reading, writing, mathematics, and/or science
performance to determine whether a student is in need of remediation in one or more of these areas.
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REPORTING STUDENT PROGRESS

Florida Statute § 1003.33 requires that report cards clearly depict and report the following:

e the student's academic performance in each class or course (based upon examinations, as well as written
papers and other academic performance criteria), and must include the student’s performance or
nonperformance at his/her grade level;

e the student’s conduct and behavior; and
e the student’s attendance, including absences and tardiness.

The student's final report card for a school year shall contain a statement indicating end-of the-year status
regarding performance or nonperformance at grade level, acceptable or unacceptable behavior and
attendance, and promotion or non-promotion. [Florida Statute § 1003.33(2)]

EXCEPTIONAL STUDENTS EDUCATION (ESE) STUDENTS

Parent(s) of students with disabilities enrolled in Exceptional Student Education (ESE) must also be informed
of their child's progress toward his/her annual Individual Education Plan (IEP) goals at least as often as their
non-disabled peers receive progress reports during each marking period. A statement specifying the method
and frequency of the progress of a student with a disability is reported and included in the student's IEP.

PARENT WRITTEN NOTIFICATION REQUIREMENTS

As outlined in Florida Statute § 1008.25(8)(a), an annual written report must be provided to the parent of each
student on the student’s progress toward meeting satisfactory performance. All communication (written and
verbal) with parents must be in a language they understand unless clearly not feasible.

1. Parent(s) must be notified in writing of promotion requirements. Parent(s) of English Language
Learners (ELLs) must be notified using the appropriate translated version of the promotion
requirements.

2. All notifications to parent(s) who are not proficient in the English Language shall be in the language or
other mode of communication commonly used by the parent(s) unless such communication is clearly
not feasible.

3. School personnel will notify parent(s) in writing of student progression and/or promotion/graduation
requirements within the first two months of school. The requirements may be included in the
parent/student handbook or sent home in some other written form. [Florida Statute § 1008.25]

4. For students identified as substantially deficient in reading, writing, mathematics, and/or science,
remediation instruction will be provided through the implementation of a student's IEP (e.g., PMP, IEP,
ELL Plan, and Section 504 Accommodation Plan) developed in consultation with the parent(s). The
student's IEP, with the signature of the parent(s), will serve as written notification as required by
Florida Statute & 1008.25.

Additional High School Requirements for Parent Notification

1. Parent(s) of a student who is in danger of failing a course or not meeting promotion requirements must
be notified in writing at mid-term or at any time thereafter when a student is in danger of not meeting
the course/promotion/graduation requirements.

2. At the end of each semester, parent(s) of students who do not meet promotion/graduation
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requirements will be notified in writing of the requirements for remediation and/or credit accrual
programs.

A report card is issued to each student at the end of each four and a half week marking period and
serves as a written notification of the student's progress. The report card issued at the end of each
quarter indicates if the student will receive credit for each course and reflects the student's attendance
as required by Florida Statutes §§ 1002.20(14), 1003.02(1), and 1003.33/ The student’s final report
card for the school year will indicate end-of-the year status regarding performance or non-
performance at grade level, acceptable or unacceptable behavior, and attendance and promotion.
[Florida Statute & 1003.33(2)]

At the end of each semester, notification must be made to the parent(s) of each student who has a
cumulative GPA of less than 0.5 above the cumulative GPA required for graduation. This notification
shall include an explanation of the policies the STA has put in place to assist the student in meeting the
GPA (e.g., homework hot-line, forgiveness rule, summer session, counseling, tutoring, DOP programs,
and study skills courses).

FREQUENCY OF GRADE REPORTS

STA Academy reports grades to parents on a four-and-a-half-week schedule.

GENERAL GRADING RULES FOR MIDDLE AND HIGH SCHOOL STUDENTS

1.

Grades are based on the quality of student performance relative to expected levels of achievement of the
State academic standards, Florida’s B.E.S.T. Standards (FS), as applicable, and/or the course frameworks
approved by the principal/designee, if necessary.

Grades will be determined by multiple measures including, but not limited to, the following:

classroom assignments: work completed during the scheduled class;

homework: requires time and effort outside of the scheduled class time

examinations, tests, and/or quizzes; and/or

alternative methods (based on a predetermined set of criteria). [Florida Statute § 1003.33(1)(a)]

A minimum of two grades per week will be recorded to justify the marking-period grade. A marking-period
grade is not based solely on a single project.

A recorded grade may not be changed after report cards are finalized, except for one of the following
situations:

The change is initiated by the teacher of record and approved by the principal. Signatures of both the
teacher of record and the principal are required; or

The change is initiated by the principal and approved by the Regional/Instructional Superintendent.
The teacher will be consulted prior to the initiation of grade change by the principal if the teacher is on
duty. If the grade change is initiated when the teacher is not on duty, the teacher will be notified in
writing upon his/her return. Only in justified cases may a principal change a marking code without
teacher consent.

For all cases, any grade change requires two signatures, either through the Student Information System grade
change process or by using the Grade/Course Change Documentation (PBSD 0797) indicating the change and
the reason for the change.

5. Students may not be exempt from academic performance requirements based on practices or policies
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designed to encourage student attendance. A student’s attendance record may not be used in whole or in
part to provide an exemption from any academic performance requirements. [Florida Statute § 1003.33(2)]

6. School districts must keep a record of courses taken and a record of achievement, such as grades. Student
records cannot be altered at any time unless it has been determined that the information is inaccurate,
misleading, or in violation of the privacy or other rights of the student. All courses and grades must be
included on the student’s transcript. [State Board of Education Rule 6A-1.0955(3), and Title 34, Code of
Federal Regulations (CFR) Section, 99.21]

EXCEPTIONAL STUDENT EDUCATION (ESE) GRADING RULES

Students enrolled in ESE program(s) must have the opportunity to earn grades that are equivalent to the grades
earned by General Education students. No student may be denied the opportunity to earn above-average
grades because of placement in an ESE program or due to the accommodations that are to have been deemed
appropriate for use with his/her instructional setting(s). Students with disabilities must be graded on the basis
of their performance.

Alternate assessments, including performance assessments, may be used to document progress for the student
with a disability who is working on the B.E.S.T. Access Points. Criteria and evaluation procedures will be
identified and discussed with the student and the parent(s) upon entry to the program and/or at the beginning
of each grading period.

ENGLISH LANGUAGE LEARNER (ELL) GRADING RULES

English Language Learner (ELLs) may not be denied the opportunity to earn above average grades due to
placement in the English for Speakers of Other Languages (ESOL) Program, the allowable accommodations as
prescribed in the student’s ELL Plan or the lack of English language proficiency

DESCRIPTION AND DEFINITION OF MIDDLE AND HIGH SCHOOL GRADES

The grading system and interpretation of letter grades for all middle and high schools must comply with the
grade scale identified in Florida Statute § 1003.437. These grades are used to measure student success in
courses Grades 6-12.

A (90-100) Outstanding Progress Indicates thorough mastery of the subject

B (80-89) Above Average Progress Indicates above average mastery of the subject

C (70-79) Average Progress Indicates average mastery of the subject

D (60-69) Lowest Acceptable Progress Indicates below average mastery of the subject

F (Below 60) Failure Indicates lack of mastery of the subject

| Incomplete Indicates a problem that causes the student’s work to

be incomplete. For example:

e Student has not been enrolled in a class long enough to
determine a grade.

¢ Transfer student’s grades from previous school have

not been received.

e Student’s Dual Enrollment grade is delayed.

e Student has not received an EOC grade for a required

EOC course.

All effort should be made to allow a student ample
opportunity to make up work and/or exams in order to change
the grade of “I”.

Grade averages are calculated to two decimal places (with no rounding). When assigning letter grades, an
average with 0.50 or higher must be rounded up (i.e., 79.50 is a “B”, and 79.49 is a “C").

NOTE: The letter grades (“N”, “M”, “W”, and “E”) are used for report card purposes only. Unless changed, a grade
of “N “or “I” will cause the semester average to be computed as an “F” on the student transcript.
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Grade of E: Examination Exemption (High School Only)
Indicates the student is exempt from the semester examination. This grade can only be used during second
semester of the student’s senior year.

Grade of I: Incomplete
An | (Incomplete) in any marking period or exam grade, unless changed, remains on the report card and
the final course grade will be reported as an | on the student’s transcript and computed as an F in the grade
point average. All effort should be made to allow the student to complete assighments in order to earn a
grade for each course in which he/she is enrolled.

Grade of M: Valid Missing Work High School:

Grades are not required for a student who enters a class within the last three weeks of the second or fourth
marking period, but enrollment during this time should not preclude a student from earning semester
grades if appropriate. With the principal’s permission, a grade of M may be recorded on the report card
for a student who has not been enrolled a sufficient number of days to be evaluated. All effort should be
made to allow the student to complete a sufficient number of assignments in order to earn a grade for
each course in which he/she is enrolled. Prior enrollment in school should be taken into consideration
when recording a grade of M for the semester. The principal/designee can make an exception and award
grades of M for a student who enrolls prior to the last 3 weeks of the semester. The M is for report card
purposes only and does not appear on the final student transcripts. M does not compute as a grade and
does not provide credit.

Grade of NG: No Grade
A grade of NG_should be recorded as a previous quarter grade for students who transfer in without
grades. All effort should be made to obtain the grades from the previous school. A grade of NG will
remove that marking period from the calculation of the final course grade.

Grade of P: Pass

e The grade of P (Pass) is used when validating/granting transfer credit for coursework when an official
transcript or grades that equate to those used in Palm Beach County cannot be obtained. It is also used
when P is specified on an official transcript. It results in credit for coursework but does not affect the GPA.

e A grade of P is also awarded for middle school courses to show course recovery status was awarded by
passing the corresponding statewide standardized assessment.

e Students with disabilities who have either completed a Special Diploma or deferred receipt of their
standard diploma and are enrolled in ESE transition or other elective courses should be graded using a
Pass/Fail grade.

e Students opting to earn their credit using the blended credit option will be awarded a grade of P for the
semester in which the F was earned. The original course and semester grade of F will remain on the
student’s transcript. For these purposes, a grade of P is a transcripts grade only, not a report card grade.

Grade of T: Passed Exam
The Grade of T is used when a student earns course credit through the Credit Acceleration Program. This
grade is used exclusively for AP, EOC, and CLEP. A grade of T is a transcript grade only, not a report card
grade. It results in credit, but does not affect the GPA.

Grade of “W”: Withdrawn
Indicates withdrawal from a Dual Enrollment course. A Dual Enrollment course that results in a grade of

W will be entered on the student’s high school transcript, as required by State Board of Education Rule
6A-1.09941.
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REPORTING STUDENT CONDUCT

At the secondary level, teachers record their best judgment of how each student's behavior affects learning in
the classroom. The following are the general descriptions used in secondary schools:

4 Student's behavior very constructive to learning

3 Student's behavior generally supportive of learning

2 Student's behavior detrimental to own learning

1 Student's behavior detrimental to own learning and/or the learning of others

Student conduct indicators are separate from the academic grade earned for the grading period. These conduct
indicators reflect the student’s overall conduct in all class activities and cannot be cause for lowering an
academic grade.

REPORTING ATTENDANCE

Attendance and academic performance shall be reported separately on student report cards. Students cannot
be exempted from academic performance requirements based on policies or practices designed to encourage
student attendance. [Florida Statute § 1003.33]

CALCULATION OF GRADES FOR HIGH SCHOOL COURSES

The semester grade is calculated on a 4.0 system and converted to a letter grade. The following grade point
minimum values are used to calculate letter grades:

3.5 —AbOVE ...otreieeeeee e A
2.5-3.49 e B
1.5-2.49 oo C
0.5-2.49 ... D
Below 0.5 ....eeiiiiiieiieeceeeee e, F

High school course grades are reported on student transcripts as semester grades with the exception of courses
with EOC Assessments. Each marking period grade counts 40 percent of the semester grade. Quarter
examinations at the high school level count 20 percent of the finals Quarter grade. High school students are
required to take a Quarter examination for each course excluding the exemptions noted below. Quarter grades
for each course are calculated electronically.

In the event of a state, local, or national emergency, the Principal may waive Semester 1 and/or Semester 2
exams.

To receive a passing grade for the Quarter, the student must earn passing grades in two of the three grades
used to calculate the Quarter average.

Blended Credit Option

Per Florida Statute §1003.436(2), a student enrolled in a full-year course shall receive a full credit if the student
successfully completes either the first half or the second half of a full-year course but fails to successfully
complete the other half of the course and the averaging of the grades obtained in each half would result in a
passing grade, provided that the following criteria are met:

® One of the semester grades earned must be a C or higher;
® Inthe semester with the F, the semester exam grade must be a C or higher; and
e Student cannot be absent more than 5% of the semester in which the F was earned
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Students opting to earn their credit using this blended credit option will be awarded a grade of P for the
semester in which the F was earned. The original course and semester grade of F will remain on the student’s
transcript.

Prior to choosing this option, the school counselor should advise students and parents regarding possible
implications of a grade of P on a transcript.

Grading Procedures for Courses with an End-of-Course (EOC) Assessment

A student’s performance on the statewide EOC Assessment constitutes 30 percent of the student’s final course
grade. All high school courses with statewide EOC Assessments will be recorded as yearlong courses. The final
grade calculation for an EOC course shall be calculated as follows:

BQ1/5 BQ2/6 Q1/3 Exam BQ 3/7 BQ 4/8 EOC Grade gpaa;e Course
15.4% 15.4% 8.4% 15.4% 15.4% 30% 100%

The EOC grading scale is: Level 5 = A, Level 4 = A, Level 3 =B, Level 2 =C, Level 1 =D.

e If a student earns an “F” in all four quarters, he/she will receive an “F” in the course, unless a
satisfactory score or higher (Level 3-5) is earned on the EOC.

e Students who do not take the required EOC will receive an “I”
up the EOC, the final grade will be recalculated.

e Ifastudentis absent more than 10 percent of the entire school year in an EOC Assessment course, the
student must demonstrate mastery. Mastery is defined as earning a passing grade in the fourth-nine
weeks or earning a Level 3, 4, or 5 on the corresponding EOC.

o Students who do not earn a D or higher will receive a Grade of N for the fourth nine-weeks,
which will result in a final course grade of F.

o Students who earn a Grade of N for the fourth nine-weeks and earn a Level 3, 4, or 5 on the
corresponding EOC, will have their final course grade calculated using an F as the fourth-nine
weeks grade.

e Earning course credit for an EOC course through the Credit Acceleration Program can be found in the
Academically Challenging Curriculum to Enhance Learning section.

in the course. After the student makes-

Honors Level Points

1. The STA uses a weighted system to calculate the student's Honor Point Average (HPA). The standard scale
is based on 4.0 “A”, 3.0 “C”, 2.0 “D”, 1.0 “D” and O for any other grade. The grade received in a course is
weighted and awarded according to the Florida Course Code Directory

2. Regular-level courses use the standard scale.
3. Honors-level and gifted-level courses are weighted at 1.125 times the standard scale.

4. Advanced Placement (AP) courses, International Baccalaureate (IB) courses, and Advanced International
Certification of Education (AICE) courses are weighted at 1.50 times the standard scale. In order to obtain
the 1.50 weighting, a student must take the standardized AP, IB, or AICE examination; including students
taking AP courses through Florida Virtual. Students who do not take the AP, IB, or AICE examination will
not receive AP/AICE weighting for the course(s). The course code will remain the same; however, the
weighting will be changed to honors level 1.125.

5. Students taking AP and/or AICE courses through a non-District educational provider will be awarded the
first semester credit with 1.50 grade weighting. The second semester will be awarded with honors-level
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(1.125) credit and will be changed to 1.50 weighting after the student sits for the required assessment.

All Dual Enrollment classes must be weighted the same as Advanced Placement (AP), International
Baccalaureate (IB), and Advanced International Certification of Education (AICE) courses (1.50 times the
standard scale). [Florida Statute § 1007.271(16)]

Senior Exemptions from Semester Examinations

For any non-EOC course, a graduating senior who has received A’s and B’s in BQ 3& BQ 4 or BQ7 & BQ8 for that
course may choose to be exempt from the final examination for that course. If exemption is chosen, the quarter
grade for the non-EOC course will be determined by averaging last two marking periods. If exemption is not
chosen, the quarter grade for the course will be calculated using the normal grade calculation method for all
high school credit courses. Seniors in an EOC course may not be exempted from the EOC assessment.

Students may not be exempt from academic performance requirements based on practices or policies designed
to encourage student attendance. A student’s attendance record may not be used in whole or in part to
provide an exemption from any academic performance requirement. [Florida Statute § 1003.33(2)]

FORGIVENESS RULE

Only courses designated as multiple-credit courses in the Florida Department of Education Course Code
Directory may be repeated unless it is eligible for grade forgiveness as defined below.

High School Courses Taken in Middle School

In accordance with Florida Statute § 1003.4282(6), the Forgiveness Rule applies to a middle school student who
has earned either a grade of “C”, “D”, or “F” in a high school credit course taken during middle school. The
initial “C”, “D”, or “F” grade(s) will remain as part of the academic history. Students should be advised that
many universities calculate GPAs based on all courses attempted.

All other high school grade forgiveness rules in the subsequent section apply

High School Courses Taken in High School
1. In accordance with Florida Statute § 1003.4282(5), the following section addresses when courses can
be forgiven: Students may repeat a course taken in Grades 9-12 for forgiveness if a grade of “F” or “D”
(“D” on a space-available basis) is earned in a course.

2. A course may be forgiven only if a student receives a grade of “C” or higher on a subsequent attempt.
However, a subsequent transfer grade of “P” (passing) may be used to forgive a “D” or “F” earned
previously in the same course. Grade forgiveness cannot be done for a “T” earned through the credit
Acceleration Program (CAP).

3. Arequired course may be forgiven by the same or a comparable course taken subsequently. A regular
level course may be used to forgive the same course at the honors, AP/IB/AICE, or dual enrollment
level. A lower level of the same course is considered comparable because the benchmarks and/or
course objectives are similar.

4. A required course may be forgiven by a Dual Enrollment course of the same subject area and topic.
This is considered a comparable course.

5. A non-specific course requirement may be forgiven by another course within the same subject area.
For example, Physics may be forgiven by Ecology.

6. An elective course may be forgiven by another course taken subsequently. Any course that is not being
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used to fulfill a subject area requirement is considered an elective for forgiveness purposes. When

using a different course to forgive an elective, that course does not have to be taken during the same

semester. Examples:

e A second semester “F” in World Languages may be forgiven by a subsequent first semester “C” in
Art.

® An“F”inlaw studies (semester long course) taken first semester may be forgiven by a “C” in weight
training (semester long course) taken second semester.

® An “F” second semester in intensive reading (a yearlong course) may be forgiven by a “C” in law
studies (a semester course) taken either semester.

7. Students earning a grade of “D” on the repeat effort earn credit for that course-however, the initial
failing grade is not forgiven. Students may again choose to repeat the same course, and upon earning
a grade of “C” or higher, all earlier grades will be forgiven.

8. In all cases of grade forgiveness, only the new grade, of “D” or higher, shall be used in the calculation
of the student's grade point average. Any course grade not replaced, according to a district school
board forgiveness policy, shall be included in the calculation of the cumulative Grade Point Average
(GPA) required for graduation.

9. In all cases where courses are forgiven under the provisions above, the initial “F” or “D” grade(s) will
remain as part of the academic history. Students should be advised that many universities calculate
GPAs based on all courses attempted.

If the student’s final average, with the EOC Assessment as 30 percent, results in a course grade of “D” or
“F”, the options for the student include one of the following:

e taking a credit recovery version of the course (CR)

e retaking the course through a virtual program

If taking a credit recovery version of the course or retaking the entire course through a virtual program,
results in a final course average of “C” or above, then this grade will replace the “D” or “F”. If it does not
result in a “C” or above, then the original course average stands and is not replaced. Only one credit is
allowed per course, so only one grade per course should be included as part of the student’s GPA. Any
course not replaced according to a school district board forgiveness policy shall be included in the
calculation of the cumulative GPA required for graduation.” [Florida State Statute § 1003.4282(6)]

ASSESSMENTS

ELEMENTARY, MIDDLE, AND HIGH SCHOOL ASSESSMENT PROGRAM

Each student’s progression from one grade to another is determined, in part, upon proficiency in English
Language Arts (ELA), mathematics, social studies and/or science. Information in the Student Progression Plan
facilitates recognizing such proficiency. In accordance with Florida Statute § 1008.25(1), each student and
his/her parent will be informed of the student’s progress.

Florida Assessment for Student Thinking (F.A.S.T.)/ Statewide Academic Standards In accordance with Florida
Statute § 1008.22(3) & (6) and State Board of Education Rule 6A1.09422, all eligible students in Grade 3 and
above must participate in all regular statewide assessments for accountability purposes, except as prescribed
by the Commissioner of Education. The Florida Assessment for Student Thinking (F.A.S.T.) is the current
statewide assessment designed to measure student achievement of the Florida B.E.S.T. Standards in ELA
(Grades 3-10), Writing (Grades 4-10), and Mathematics (Grades 3-8).
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End-of-Course (EOC) Assessments

The Statewide Academic Standards EOC Assessments and the B.E.S.T. Standards (FS) EOC Assessments are
designed to measure student achievement of the Statewide Academic Standards and the FS for specific courses
that include Algebra 1, Geometry, Biology 1, Civics, and U.S. History, as outlined in the course descriptions. Any
students enrolled in any of the courses that require an EOC Assessment shall participate in the EOC Assessment
administration that is specific to that course. Students who do not take the required EOC Assessment will
receive an “I” in the course. After the student makes-up the EOC, the final grade will be recalculated.

Statewide Assessment Program Schedule

For more information on statewide assessments refer to the Florida Statewide Assessment Program Schedule
located at: http://www.fldoe.org/asp/schedule.asp.

Assessing Comprehension & Communication in English State-to-State for English Language Learners Paper
(ACCESS for ELLs Paper) Alternate ACCESS for ELLs (Grades 1-12), & Kindergarten ACCESS for ELLs

Florida uses the ACCESS for ELLs Paper & Alternate ACCESS for ELLs and Kindergarten ACCESS for ELLs
Assessments as a tool to measure the progress of English Language Learners (ELLs) proficiency in English; thus,
ensuring the skills needed in school to achieve at high levels, academically.

Postsecondary Education Readiness Test (PERT)

P.E.R.T. is Florida's customized common placement test. The purpose of the P.E.R.T. is to determine accurate
course placement based on the student's skills and abilities. The P.E.R.T. is aligned with the Postsecondary
Readiness Competencies identified by Florida faculty as necessary for success in entry-level college credit
coursework. The P.E.R.T. assessment system includes placement and diagnostic tests in mathematics, reading
and writing. In addition, the P.E.R.T. may be used to meet the Algebra 1 EOC graduation requirement for
students entering Grade 9 in FY19 or earlier. PERT may not be used to meet the Algebra EOC graduation
Requirement by students who entered Grade 9 in FY20 or later.

National and International Education Comparisons

Pursuant to Florida Statute § 1008.22 (2), Florida school districts shall participate in the administration of the
National Assessment of Educational Progress, or similar national or international assessments, both for the
national sample and for any state-by-state comparison programs that may be initiated, as directed by the
Commissioner. The administration of such assessments shall be in addition to, and separate from, the
administration of the statewide, assessments.

ADDITIONAL 9-12 ASSESSMENTS

Grade 9 through Grade 12 Assessments

e State Progress Monitoring Assessments in 6-10 Reading (3 times per year)

e Preliminary SAT/National Merit Scholarship Qualifying Test (PSAT/NMSQT)
e School Day SAT

e Advanced Placement (AP) Exams

® Industry Certification Exams
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e School adopted/developed mathematics, science, social studies, and language arts (reading, writing,
language, speaking and listening) program assessments.

Grades Assessed
Assessment

Florida’s Assessment of Student Thinking
(F.A.S.T.) in ELA Reading Component

Florida Standards Alternate Assessment in
ELA

Florida’s Assessment of Student Thinking
(F.A.S.T.) in ELA Writing Component
Florida’s Assessment of Student Thinking
(F.A.S.T.) in Mathematics Florida Standards | X | X | X [ X | X | X X | X X
Alternate Assessment in Mathematics
Florida Standards Alternate Assessment in
Science

Algebra 1 FSA/FSAA EOC Assessment
Geometry FSA/FSAA EOC Assessment
Biology 1 NGSSS EOC Assessment/Access
Biology 1 EOC

U.S. History NGSSS EOC

Assessment/Access U.S. History EOC

Civics NGSSS EOC Assessment/Access

Civics EOC

United States Government — Florida Civic
Literacy Exam (FCLE)

Grades 4-10

Administered to students who complete specific course work

STATEWIDE STANDARDIZED ASSESSMENTS

Pursuant to Florida Statute § 1008.22(3) and State Board of Education Rule 6A-1.09422(2)&(3), all eligible
students in Grades K and above must participate in all State and District assessments for accountability
purposes, except as prescribed by the Commissioner of Education or waived for medical reasons. The table
above provides an overview of the Florida’s Assessment of Student Thinking (F.A.S.T.), Statewide Science
Assessment, and the End-of-Course (EOC) Assessments and the grade levels in which they are administered.

2022-2023 Statewide Assessments
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SOUTHTECH SCHOOLS
Fiscal Policies & Procedures

Section 1: Introduction

A. Overview

This manual documents the fiscal policies and procedures to be upheld by SouthTech Schools. The fiscal
policies and procedures ensure sound internal controls, fiscal responsibility, and accountability in
accordance with Generally Accepted Accounting Principles (GAAP), and adherence to standards set by the
Financial Accounting Standards Board (FASB). As a 501(c)(3) tax exempt nonprofit organization, SouthTech
Schools is entrusted with funds granted by foundations and individual contributors and must adhere to the
highest standards of accounting.

As a school in the State of Florida, SouthTech Schools is additionally required to operate by the standards
set in The State of Florida Red Book (Financial and Program Cost Accounting and Reporting for Florida
Schools, published by the FLDOE, Bureau of School Business Services and Office of Funding and Financial
Reporting.) Additional references are - Project Application & Amendment Procedures for Federal and State
Programs (Green Book) and the Uniform Grant Guidance.

Fiscal policies and procedures comprise SouthTech Schools’ internal control structure. The control
structure’s main objective is limiting any potential unwarranted use of assets or misstatement of account
balances. Several basic components of the internal control structure include:

1. The control environment
2. The accounting system
3. The control procedures
4. The accounting cycle

Most sections of this manual explicate internal control procedures and roles and responsibilities designed to
mitigate specific SouthTech Schools’ risks. In general, this manual documents how duties are segregated
such that no one person can authorize, execute and monitor any financial transaction.

B. Internal Control Structure

1. The Control Environment

The control environment reflects the importance SouthTech Schools places on internal controls as part of its
day-to-day activities. Factors that influence the control environment can include the “tone at the top” set by
management and the Board of Directors, organizational structure, ways of assigning authority and
responsibility, methods of management and control, personnel policies and practices, protection of
informants of improper activities, and external influences such as significant funder expectations.

2. The Accounting System
The accounting system encompasses the methods, accounting software, and records used to identify,
assemble, classify, record, and report accounting transactions. The accounting system should:

« lIdentify and record all of SouthTech Schools’ transactions.

« Provide detailed descriptions of transactions allowing for classification in financial reporting.

« Highlight the time period when transactions occurred to ensure they are recorded in the correct
accounting period.

Section 1: Introduction 3
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3. Control Procedures

Control procedures are the procedures set up to strengthen SouthTech Schools’ internal control structure
and thus safeguard the agency assets. They are divided into the following:

o Segregation of Duties: Allocation of tasks is heeded so that one individual does not have the
ability to both make an accounting error (either intentionally or unintentionally) and also cover it
up.

o Restricted Access: Physical access to valuable and movable assets is restricted to authorized
personnel. Systems access to make changes in accounting records is restricted to authorized
personnel.

« Document Control: To ensure that documents are captured by the accounting system,
documents are numbered and the sequence for documents accounted for. To ensure
compliance with the Sarbanes-Oxley Act’s provision to prevent destruction of litigation-related
documents, SouthTech Schools has adopted policies and procedures for document retention.

« Processing Controls: Designed to catch errors before they are posted to the general ledger.
Common processing controls include: source document matching, clerical accuracy of
documents, and verification of general ledger account codes.

« Reconciliation Controls: Designed to catch errors after transactions have been posted to the
general ledger.

4. The Accounting Cycle

The overall purpose of the accounting system is to accurately process, record, summarize, and report on
SouthTech Schools’ transactions. The component accounting cycles fall into one of four primary functions:

i Revenue, accounts receivable, and cash receipts

Key steps in this area are:

o Processing cash receipts

o Making deposits

« Recording cash receipts in the general ledger

o Performing month-end reconciliation procedures

ii. Purchases, accounts payable, and cash disbursements

Key steps in this area are:

« Authorizing the procurement of goods and/or services
o Processing purchase transactions

o Processing invoices

o Issuing checks/electronic payments

o Recording disbursements

« Performing month-end reconciliation procedures

o Completing year-end reporting for 1099 tax forms

iii. Payroll

The payroll process consists of processing payroll and remitting amounts due to employees, the
government, and other agencies such as health insurers, retirement plan trustees, etc.

Key steps in this area are:

« Obtaining and gathering information for processing
« Preparing payroll checks and depositing payroll taxes
o Performing month-end reconciliation procedures

Section 1: Introduction 4
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o Preparing quarterly payroll tax returns
o Preparing W-2s, the W-3, and other annual payroll tax returns

iv. General Ledger and Financial Statements

The general ledger process consists of posting the period’s transactions to the general ledger and
preparing the financial statements.

Key steps in this area are:

o Preparing monthly journal entries

« Reconciling bank accounts and other general ledger accounts; reviewing outstanding checks
« Monitoring and reconciling prepaid, accrued, deferred, and fixed asset accounts

« Reviewing general ledger activity and posting adjusting journal entries

« Producing monthly financial statements

C. Key Details

1. Fiscal Year

SouthTech Schools’ fiscal year is July 1 to June 30.

2. Accrual Accounting

SouthTech Schools is on the accrual basis of accounting and uses this system when preparing the
organization’s financial statements. Unlike cash accounting, which records revenue and expenses when they
enter or leave cash accounts, accrual accounting utilizes the concept of matching revenues and expenses to
the time period in which they were earned or utilized.

3. Approvals

As an internal control, approval may be required for many of the processes and transactions outlined in this
manual. In general, approval will be obtained from a Supervisor, the Principal and/or the Executive Director.
For processes and transactions that exceed the Executive Director approval limit, approval will be obtained
from the Board of Directors.

4. Board Involvement

The day-to-day fiscal responsibilities of SouthTech Schools are assigned to its management and fiscal staff,
also called the Business Department. However, ultimate responsibility for the overall fiduciary oversight of
the SouthTech Schools rests with the Board.

5. Software and Applications

SouthTech Schools uses the following to process and track financial information:

« Accounting Software: QuickBooks hosted on a remote server with Building Hope Services, LLC.
« Payroll processing vendor: Paymaster
o Credit card processing Company: Integrated Merchants Solutions

6. Maintenance of this Manual and Exceptions

In order to ensure this manual accurately reflects the financial policies and procedures followed by
SouthTech Schools, a periodic review of the manual is undertaken. Changes and updates to SouthTech
Schools’ fiscal policies must be approved by the Board. In certain cases, exceptions may be made to
policies and procedures contained in this manual. All exceptions must be approved by the Financial Officer.

Section 1: Introduction 5
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Section 2: Revenue - Cash Receipts, Accounts Receivable, and In-Kind Donations

A. Overview

Revenue is received, processed, deposited, and recorded in a timely and appropriate manner. An
appropriate segregation of duties, as included in the procedures below, must be in place in order to ensure a
checks and balances system for the revenue process.

B. Policies & Controls

1. Cash receipts are received and recorded on a timely basis.
Revenue is recorded in accordance with governmental account allocations.
Cash receipts are stored in a secure, locked location prior to deposit.

All receipts due to the organization are monitored for likelihood of collection and adequate reserves
for uncollectible amounts are created.

Cash and checks are deposited within one week of receipt.
Client/donor credit card information is securely guarded.
Donations are recorded in accordance with donor stipulations and receipt is acknowledged.

Proposed donations of goods and services are analyzed for usability prior to acceptance. If the goods
or services cannot be effectively utilized by organization, they are rejected.

9. Activities are periodically reviewed for applicability to the IRS Unrelated Business Income Tax (UBIT)
definition.

Hwd

O N o O

C. Process Overview

Revenue Categories

Type Definition Example
» Cash * Electronic
Cash * Revenue received as a donation or as a payment for » Credit cards
. - . Transfers
Receipts services SouthTech Schools provides * Checks Monev orders
* Online Payment y
In-Kind » Donations of goods or services to be used for . guggges * Professional
Donations operations and/or programs P Services
* Autos
. . Pledges
Accounts * Revenue pledged or earned but not yet received in : * Accounts
. receivable .
Receivable cash receivable

¢ Grants receivable

Revenue Classifications

Type Definition

Unrestricted » Contributions for which purpose or timing of use has not been restricted by donors
Revenue » Earned revenue and interest income

Temporarily » Contributions received with donor stipulations limiting use of the contribution by time or
Restricted Revenue purpose

Permanently » Contributions where donor prohibits use of principal

— Interest earned on an endowment may be purpose restricted by the donor(s), but

Restricted Revenue is often unrestricted

Pledges, also called promises to give, are written commitments to contribute cash or other assets to
SouthTech Schools.

Section 2: Revenue — Cash Receipts, Accounts Receivable, and In-Kind Donations 6
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Understanding Pledges
Type Definition
- » Agreement to contribute does not depend on

Unconditional o

the occurrence of a specified future and
Pledge .

uncertain event.

s » Agreement to contribute dependent on the

Conditional .

occurrence of a specified, future, and
Pledge

Donor-imposed
Restriction

Donor-imposed
Condition

uncertain event.

» Limits the use of the contributed assetto a
specific purpose.

» Specifies a future and uncertain event that
must take place. If this event does not occur,
the donor is released from the obligation to
contribute assets.

The documentation for pledges must include:

The name of the donor

The amount of the pledge

When the payment of the pledge is expected
Any restrictions on the use of the donation

Treatment

Recorded as income at the time the pledge
is made. Create an Allowance for Doubtful
Accounts (5-10% of pledged revenue
recommended).

Not recognized as income. Once the
condition has been met, the pledge
becomes unconditional and is then
recognized as income.

All pledges and promises to give, along with supporting documentation, are communicated to the Business
Department. The Financial Officer determines if the pledge can be recognhized as revenue based on GAAP

guidelines.

D. Procedures

Executive Financial Accounting Club

Director

2.1 Checks, Teller checks and Cash

Front
Office

Clerk Manager
Secy.

1. Receive cash and checks for school-based
activities.

2. Payments received in the following departments
-Cosmetology (work orders), Culinary (cash
register), Automotive (hnumbered service orders)
and DECA (school store - finance system
registers).

3. Record all payments on Monies Collected
Report(s). Deposit payments with all supporting
documents in envelope with total amount
enclosed on cover sheet and drop deposit into
safe.

4. Donations received.

Section 2: Revenue — Cash Receipts, Accounts Receivable, and In-Kind Donations 7
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Front
Office
Secy.

Executive Financial Accounting Club

Director Officer Clerk Manager

5. Copies checks and supporting documentation
(Monies Collected Form, receipts, service X X
orders) and returns a copy of the cover form to
the club manager.

6. Prepare and make bank deposit (at least

weekly):
a. Prepare deposit slip
b. Deposit at bank in correct sub-account X X
c. Review receipt to verify amount and
account
d. Attach bank receipt to cash receipts
backup
7. Reconcile internal account reports for different X X X

departments - at least every quarter.

8. Enter receipts into accounting software,
classifying revenue in accordance with donor X X
stipulations and satisfying grants or accounts provides | enterin
receivable as applicable. info QBO

9. File deposit slips, check copies, and other X
supporting documentation (Monies Collected X
Form, receipts, service orders).

10.Reconcile cash received in the bank with
checks/cash received (monthly).

11.Monthly reports, as requested X X
2.2 Credit Cards (payments)

1. For credit card payments received by mail,
process the payment and redact the credit card X X
information after credit cards clear.

2. For the manual credit card machines, process
all recorded transactions and print a report at X X X
least weekly.

3. Prepare a report that includes -
o Alltransaction receipts signed by payee

o Record the course or other reason for

payment X X X
o Any other receipt or registration form as

appropriate

4. Enter credit card transactions in accounting
software.

5. File all documents in the Finance files

6. Record the Merchant Fees when charged by the
vendor at the end of month

X | X | X]| X

7. Reconcile entries in the accounting software X
and vendor statement (monthly).

Section 2: Revenue — Cash Receipts, Accounts Receivable, and In-Kind Donations
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Front
Office
Secy.

Executive Financial Accounting Club

Director Officer Clerk Manager

2.3 Wire Transfers & Online Payments

1. Receive notification for wires and online X
payments.
2. Record payments in accounting software. X X

2.4 In-Kind Donations

1. Determine whether to accept in-kind donation X
(cars, boats, motorcycles, salmon, hairdryers)

2. Donations consist of motor vehicles (used for
instructional purposes and then hauled out or
disposed to junk with title, values less than
$5,000 always), food products (culinary dept.),
cosmetology items, or cadavers for the medical
dept. - Donation Intake Form completed.

3. Approval of donation by SouthTech Schools X
teacher and Principal

4. Prepare the STA donation letter Signed

5. Prepare the 1096 form for the IRS and the FL )
State. Signed

6. File copies of the tax forms, donation letters and
title of motor vehicles

X| X | X |X

7. Monthly report of all donations given to Board.

8. Reported to auditors at EQY. X

9. Assess value of in-kind donation (quarterly) -
Low value items do not have to be reported on X
Form 990.

10. Enter donation in accounting system X X

2.5 All donations

1. Print acknowledgment letters, obtain Signed
appropriate signature, and mail to the donor.

Section 2: Revenue — Cash Receipts, Accounts Receivable, and In-Kind Donations
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Section 3: Purchasing

A. Overview

Purchases are made in order to support SouthTech Schools’ day-to-day activities and services provided. An
appropriate segregation of duties is in place, as included in the procedures, in order to ensure check and
balances in the purchasing process. The following applies to all purchases, including both goods and
services.

B._Policies & Controls

1. All potential conflicts of interest are reported and reviewed.

2. Goods and services are purchased using the best combination of quality, service, availability, and
price.

3. Only authorized purchase commitments are made and received.

4. Proper documentation is obtained and submitted for all purchases.

5. Only authorized personnel are issued credit cards and must agree to the credit card policies.
6

An agreement must authenticate every consulting engagement and appropriate documentation of
services received prior to payment.

7. Each consulting arrangement is reviewed and documented to ensure that the consultant qualifies for
consultant status and not for classification as an employee.

8. All agreements are reviewed on a yearly basis to make sure they remain current. The ledger is also
periodically reviewed and checked against a list of agreements to make sure there are appropriate
agreements for all consulting engagements.

9. A petty cash fund set at a reasonable amount is maintained and replenished on an imprest basis.

C. Process Description

Annual

Conflict of Interest

Staff with purchasing responsibilities, management, and members of the Board of Directors may not
participate in self-interested or related party transactions. Each such individual authorized to obligate funds
must sign a Conflict of Interest Statement on an annual basis which confirms adherence to the policy and
discloses any actual or potential self-interested or related party transactions in writing.

Pre-Purchase

Competitive Bidding

For purchases/contracts using operating funds and costing more than $20,000, three prices must be
obtained prior to purchase commitment. For purchases/contracts using federal or state grant funds and
costing more than $10,000, three prices must be obtained prior to purchase commitment. Bids, which may
include online or print advertisements, must detail the vendor, date, cost, and goods/services to be
received. Extensions of existing contracts shall be allowed without bidding under extenuating circumstances.
For vendors already approved by the FLDOE and SDPBC, the competitive bidding process is not carried out.

Sole Sourced Vendors

When only one vendor is available for a product or service, the vendor is considered a sole sourced vendor.
Competitive bidding is not required for sole sourced vendors, although a periodic check for new and
emerging vendors should be performed. Any sole sourced vendor purchase should be noted.

Section 3: Purchasing 10
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Approval

Prior to purchase commitment, a Purchase Order must be completed for all purchases according to the
approval authorization levels in the chart below. Exceptions can be made on a case by case basis.

Section 3: Purchasing
Last updated: 2025-11

. ) . . ST Prep
Executive Financial Accounting .
Director Officer Clerk FICHELTeS
Secretary
3.1 Purchase Order Process
1. Review purchase order requests. X X X
2. Approved vendor list and rates from the District are used.
Negotiation for good rates is conducted with new vendors.
Check against budget for that category
4. Send to Executive Director and School Principal for Approve + X X
approval. Sign
Issue a Purchase Order Number and place the order
6. Receive and check deliveries, send items to specific
departments after reviewing inventory items with IT
11
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Consultant Services

Before beginning a consulting arrangement, SouthTech Schools evaluates criteria established by the IRS to
confirm if the consultant performing the services qualifies for independent contractor status. In essence, in
order to be categorized as a consultant, the party in question should be:

e Largely autonomous in their work
o Not subject to overt direction and control by the person(s) for whom the service is performed

Specific guidance and examples from the IRS may be found in the Employer's Supplemental Tax Guide,
Publication 15-A, found on the internet at www.irs.gov.

A contractor agreement must be completed and approved prior to commencement of work.

_. Purchasing Requirements

Documentation Approval Authorization

Amount

Executive School .
Purchase Order Form  Contractor Agreement e Director Principal Supervisor

I
X X X X

<=$10,000
>$10,000 - $20,000

> =$20,000 ** X X X X X
| fsewiees
<=$10,000 X X X X X
> $10,000 - $20,000 X X X X X

> =$20,000 ** X X X X X X

** Board approval is not needed for goods or services purchased with federal or state grant funds. See Section 11.

Purchase

Method of Payment
Purchases may be made using one of three methods of payment, listed in order of preference:

1. The vendor is requested to invoice SouthTech Schools for the good or service;

2. The purchase is made using SouthTech Schools-issued credit card; or

3. The employee pays for expenses using her or his personal funds (i.e. “out-of-pocket”) and is
reimbursed by SouthTech Schools.

Vendor Invoices

Payments are processed without the vendor invoice only on an exception basis. Invoices are selected based
on due dates, discounts available, and availability of cash. Payments are not processed for goods not yet
received, unless a deposit or prepayment is required by the vendor. Vendor invoices must include the
following for recording in the accounting system:

e General ledger account(s)
o C(Class codes
e Allocation % and/or dollar amount to each account and class

Section 3: Purchasing 12
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Petty Cash

Petty cash funds are to be used only for small, unexpected transactions. Petty Cash funds are maintained in
an amount not to exceed $500 per accounts. Examples:

Operating
Culinary
DECA
Cosmetology

The Club Manager or Front Office Secretary serve as the petty cash custodians. Petty cash funds are held in
a locked location and access is restricted to petty cash custodians. To replenish the fund, receipts are
submitted to the Accounting Clerk. After reconciling, the Accounting Clerk submits a payment requisition for
petty cash reimbursement. Checks are made payable to the petty cash custodians and are not made
payable to “cash” or bearer.

Credit Card Purchases

Individuals may be issued SouthTech Schools designated credit cards to be used for authorized expenses.
Cards are issued only with approval of the Executive Director. Corporate credit cards are never to be used for
personal expenses and cash advances on credit cards are prohibited. Cardholders who use SouthTech
Schools designated credit cards improperly will be held liable for any and all unapproved purchases and will
reimburse SouthTech Schools for unapproved purchases within 30 days of the purchase.

Merchant issued credit cards or store cards are used on a limited basis by the designee on previously
approved purchases.

Out-of-Pocket

Individuals may be reimbursed for purchases using personal “out-of-pocket funds.” Out-of-pocket funds may
be reimbursed through the Accounts Payable process. Requests for reimbursement must be submitted
within 30 days of the expense being incurred.

Sales Tax Exemption

SouthTech Schools has been granted exempt status by the State of Florida Department of Revenue and is
exempt from sales taxes on goods and services purchased for activities related to its exempt purpose. A
SouthTech Schools Exemption Certificate, Form DR-14 is presented to the seller at the time of purchase.
Taxes for out-of-state hotel accommodations, airfare, communications, and motor fuel are not covered by
this exemption.

Section 3: Purchasing 13
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D. References

Business Partnership Agreement

Payment Requisition & Approval
Form

Conflict of Interest Statement

Credit Card Authorization Form

Expense Reimbursement Form

Purchase Order Form

From W-9

All consultant engagements must be documented in a formal
agreement. In the case the consultant does not provide an
agreement, a School template may be used.

Used for all payment requests involving payment to a vendor and
petty cash disbursement/replenishment.

This statement must be reviewed and signed by each new
employee or Board member with purchasing authority or influence
over purchasing.

Each staff member who is issued a SouthTech Schools credit card
must review and sign this form prior to receipt of the card.

This form must be completed for an employee to request
reimbursement for out-of-pocket expenses.

Must be completed by the requestor for purchases. This form must
be reviewed and signed prior to purchase commitment by the
authorized approver.

Should be completed in order to add a vendor to the Vendor
Master File.

*Purchase approval via email is acceptable for purchases of goods less than or equal to $20,000.

Section 3: Purchasing
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E. Procedures

3.1 Purchasing

Goods

Executive

Director

Financial
Officer

Accounting

Clerk

School

Principals /

Supervisor

1. Approved vendor list and rates from the

District are used if applicable. Negotiation for
good rates is conducted with new vendors.

Review purchase order requests

X

Ensure purchase is within the approved
budget.

Approve +
Sign

. For operating fund purchases of $20,000 or
more and federal or state grant fund
purchases of $10,000 or more 3
comparative bids must be submitted.

X

Send to Executive Director and School
Principal for approval.

Approve
+ Sign

Approve +
Sign

If petty cash is being used, fill out Petty Cash
Voucher and obtain petty cash from
custodian.

X

Issue a Purchase Order number and place
order. Request that the vendor invoice
SouthTech Schools for the purchase. Present
Form DR-14 to the vendor at the time of
purchase to ensure sales tax is not charged.

Receive goods (if applicable), check order for
accuracy and forward to IT for inventory
management or purchase requestor
depending on type of goods received.

For purchases made via vendor invoice, or
out-of-pocket funds submit the following to
Business Department:

a. Purchase Order Form

b. Signed Check Requisition Form

c. Invoice or signed expense

reimbursement form (if applicable)
d. Packing Slip (if applicable)

For purchases made with a SouthTech Schools

credit card, submit the following to Business
Department:

a. Purchase Order Form

b. Receipt(s)
For purchases made with petty cash, submit
the following to the Petty Cash Custodian:

a. Receipt
b. Anyunspent cash

Receive,
Review, &
Reconcile
Forms to

Invoices

Section 3: Purchasing
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Club
el Executive  Financial | Accounting Mngr./ .SChOOI
. ) Front Principals /
Director Officer Clerk ) .
Office Supervisor
Secy.
3.1 Purchasing
10. Record purchase in PO Spreadsheet. X
Services
1. Ensure purchase is within the approved Approve
budget and obtain pre-approval for purchase Contract | Approve X X X
according to the purchasing thresholds. >
$20,000
2. Obtain a signed contract & Form W-9 from the Review & X
contractor. Sign
3. Determine if individual qualifies as an
independent contractor.
4. Scan contract and set up vendor in accounting X
software.
** Board approval is not needed for goods or services purchased with federal or state grant funds. See Section 11.
Section 3: Purchasing 16
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Section 4: Travel and Business Expenses

A. Overview

This section contains policies and procedures related to authorized expenses as incurred while traveling or
conducting business on behalf of and for the benefit of SouthTech Schools.

B. Policies & Controls

1. Out-of-town travel and overnight travel are pre-approved and are kept to a reasonable level.
2. An effort is made to find a cost-effective mode of transportation.

3. Travel Reimbursement Claim to be completed and submitted supported with appropriate receipts
and must be submitted within 2 weeks for proper processing.

C. Process Description

Overview

The primary purpose for SouthTech Schools’ employees' travel should be for purposes of professional
development conferences and workshops, pursuing fundraising opportunities and for strategic opportunities
to increase the visibility, profile, and reputation of SouthTech Schools in accordance with its strategic goals
and objectives. When possible, travel arrangements should be made at least 30 days in advance to
maximize opportunity for lower fares.

Travel Reimbursements

Staff traveling on business related to SouthTech Schools are entitled to transportation, hotel
accommodations and meals, which meet reasonable standards for convenience, safety, and comfort. Staff
should present an estimate for the trip in advance and have it approved by the Principal and Executive
Director at least 20 business days in advance of anticipated travel using the Travel Reimbursement Form.
During travel, Staff are expected to use discretion and good judgment regarding expenses charged to
SouthTech Schools. Regular commuting costs will not be reimbursed. Funds will be issued according to the
following guidelines. Please note that no advance cash is issued.

Within 2 weeks of incurring expenses, a copy of the approved Travel Reimbursement Form and receipts
documenting purchases must be submitted to the Business Department to get reimbursed.

Event (conference, training s AL

etc.) registration Su.pe.rvisor and School Prepaid by School
Principal
Tourist, coach or economy
class ticket; Business or First-Class
Airfare / Rail Baggage fees for up to Ticket._ The c_ost of Prep_aid by Sc_hool or as per
one (1) bag per traveler changing a ticket for non- receipt submitted
will be reimbursed each work related reasons
way

Meals are reimbursed at
the following rates: $10

Business-related meals or for breakfast, $20 for . .
Paid by per diem rate as per

meals while traveling on lunch, $34 for dinner.
. . - . number of travel days, no
business if not supplied at Total per diem . .
: : receipts are required
the event reimbursement, if

applicable according to
time schedule is $64.

Section 4: Travel and Business Expenses 17
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Taxi fare plus up to 20%
Ground transportation gratuity and/or public
transportation

Reimbursement as per
receipt submitted

Extra days at the hotel for
Hotel Reasonable room charges  business not related to Prepaid by School
SouthTech Schools

Current standard mileage
rate set by the IRS, tolls
and parking; Driving

. directions between Reimbursement as per
Personal automobile . . -
locations serve as receipt submitted
appropriate

documentation for
mileage reimbursement

Rental vehicle expenses
Rental car, gas, tolls, and when other modes of Prepaid by School or as per
parking transit are available, receipt submitted

practical and affordable

Rental vehicles

Credit Card Purchases and Out-of-Pocket Reimbursements

Prior to processing credit card payments or employee reimbursements, the documents below are required.
Any discrepancies are resolved prior to payment:

1. Signed Travel Reimbursement Form approved by principal.
2. Receipt(s) attached

Expenses:

e Reported on Travel Reimbursement Form on a daily basis;
e Submitted within 2 weeks of the traveler’s return;
Documentation

All expenses need to be supported with appropriate original receipts. Please number the receipts and
reference on the Travel Reimbursement Form.

Missing Receipts

Staff should make every effort to obtain receipts for credit card and out-of-pocket business expenses. In
case where no receipt is available like highway tolls, payments up to $25 will be made. In case a receipt has
been lost, the expense will not be reimbursed to the employee.

D. References

Used to gain approval for scheduled travel (at least 20 business

Travel Reimbursement Form days prior to trip when possible).

Section 4: Travel and Business Expenses 18
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E. Procedures

Principal / Employee
Employ_ee S Officer Clerk Incurring
Supervisor Expense

Financial Accounting

4.1 Travel & Business Expense

1. Request Travel Clearance, at least 20 business days Approve, if Approve, if X
prior to travel, using the Travel Reimbursement Form. applicable applicable

2. Incur business or travel expenses, ensuring all Aoprove. if
purchases meet the reimbursement guidelines and a bprove, | X

S . applicable

receipt is obtained for each purchase.

3. Submit receipts with a completed Travel Aprove X
Reimbursement Form. PP

4. Process employee reimbursements according to Abprove X
guidelines in Accounts Payable. PP

Section 4: Travel and Business Expenses 19
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Section 5: Accounts Payable & Cash Disbursements Process

A. Overview

This section refers to the payment of all purchases in which a vendor invoices for goods or services. Some
portions of this section also apply to the reimbursement of expenses to SouthTech Schools’ employees and
the payment of SouthTech Schools-issued credit card statements. An appropriate segregation of duties, as
included in the procedures, is in place in order to ensure checks and balances in the accounts payable
process.

B. Policies & Controls

1. Only authorized and accurate disbursements are made and recorded.

2. All major expenditures are reviewed and approved by individuals with fiscal oversight and fiduciary
responsibility to the SouthTech Schools.

C. Process Overview

Vendor Invoices

Payments are not processed without a vendor invoice or some documentation of expenses. Invoices are
selected based on due dates, discounts available, and availability of cash. Payments are not processed for
goods not yet received, unless a deposit or prepayment is required by the vendor. A Payment Requisition
Form must be attached to each vendor invoice and must include the following for recording in the
accounting system:

General ledger account number(s)
Class or activity number if applicable
Vendor name

Invoice date & number

Invoice amount

Check Processing

Blank check stock is kept in a secure, locked location with access limited to the Financial Officer and
Accounting Clerk. When appropriate, payments are made electronically rather than by check. Signatures on
checks and authorizations for electronic transfers are obtained in accordance with the approval
authorization guidelines below. Checks are normally cut weekly.

Approval Authorization Guidelines

Method of Payment Threshold Signatories/Approvers

+ Lessthan $5,000: two signatures
Checks » Two of the approved signatories
+ $5,000 or more: two signatures

Intra-account Transfers » Initiation and release (any amount) » Two of the approved signatories
+ Release: less than $5,000 » Two of the approved signatories
Third Party Electronic
Transfers (Wires/ACH) ) .
+ Release: $5,000 or more » Two of the approved signatories
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HERSES

Type Description

Intra-account Transfers Money transferred internally from one SouthTech Schools bank account to another
Third Party Electronic Money transferred externally from SouthTech Schools bank account to a third party’'s
Transfers bank account or payment portal

D. References

Payment Requisition Form Used for all payment requests involving payment to a vendor.

E. Procedures

Executive lae Accounting

Officer

Director Clerk Purchaser

5.1 Accounts Payable & Cash Disbursements

1. Complete Payment Requisition Form for invoices, X X X
reimbursements, etc.

2. Reconcile payment documents and resolve any

discrepancies before entry in accounting system. X X
Refer to Purchasing procedure 3.1 for required Appggve &
1gNn

documents.

3. Enter payment information into the accounting
software, recording each expense to the X
appropriate account.

>

4. Select invoices to pay and approve check run.

>

Retrieve blank check stock and cut checks.

6. Approve payments on Payment Requisition X
Summary or Payment Requisition Form Approve

7. Route checks/electronic payments with supporting
documentation for signatures. The signers for these X X X
payments are the Board Chair, Vice Board Chair, any 2 signers
Executive Director, Director of Compliance &
Expansion and Principals.

Review Checks for 2 signatures and Mail checks.

If payment is being made electronically, initiate X
transfer via online banking or vendor portal.

10. File all documentation. X
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Section 6: Payroll Process

A. Overview

This section applies to the tracking of time worked and the processing and disbursement of salaries to
employees. An appropriate segregation of duties, as included in the procedures, is in place in order to
ensure checks and balances in the payroll process.

B. Policies & Controls

1. Payroll is processed for work performed.

2. Payroll amounts and deductions are properly calculated, processed, and recorded in the accounting
system.

3. Payroll is verified for accuracy by an individual independent of payroll processing responsibilities.
Employee leave is properly approved, tracked, and communicated.

5. Status changes are made in a timely matter to prevent unauthorized or erroneous payroll
disbursements.

6. Payroll files are maintained and stored securely to limit inappropriate access to confidential
information.

H

C. Process Description

Gross pay of salaried employees is calculated by dividing the annual salary by the number of pay periods
during the year. Hourly employees are paid based on the number hours worked, as documented on an
approved timesheet, using the most recently approved hourly pay rate for that employee.

All State and Federal laws and regulations are followed when calculating pay for overtime worked by
employees.

Payroll is processed on a semi-monthly basis via an outsourced payroll processing company. The payroll
processing company provides the following services:

e Calculation and electronic deposit of all federal and state taxes

e Preparation of all quarterly payroll tax returns

e Preparation of the annual W-2 statements

e Preparation of the 1095 Form for health insurance verification

Changes to net pay include changes to insurance and other deductions. A Personnel Transaction & Payroll
Deduction Form is used for all actions that create a change in net pay.

In accordance with the Fair Labor Standards Act, the date, amount, and description of deductions from
wages must be shown on payroll records. The employee’s personnel file should contain the original
documents supporting the authorization of each deduction.

Human Resource Manager accumulates confidential payroll information, including timesheets and payroll
registers, and maintains them in the payroll files. Payroll files are kept locked and confidential.
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D. References

Used to communicate new hires, salary changes, and terminations
of both hourly and salaried employees. This portal is also used to
communicate changes to benefits deductions including health
insurance, dental, salary garnishments, and other tax-preferred
plans.

Personnel Transaction & Payroll
Deduction Portal

Employee Part-time Authorization This form is used to submit any part-time hours for an employee.
Form

This form is used to request a Leave of Absence for any reason or

Leave / TDE Application information regarding a Temporary Duty Elsewhere.
Substitute or Temporary Time This form is used by a substitute or temporary employee to submit
Report hours for compensation.

E. Procedures

Executive
Director or Financial HR All
Board Officer Manager Employees

Chairman

6.1 Payroll Process - ]

1. Determine allocation of salaries between
programs/function as well as grants if X
applicable. Maintain allocations on a
spreadsheet and updates as needed.
2. Communicate the following to HR Manager: Recei(;/es
e Changes to payroll deductions ma?nntains X
e Address or personal information changes HR records
3. Communicate the following to HR Manager: Receives '
e Salary adjustments X X and S:Op;e(;}/;:;){s
e Employee status changes maintains reports
e Benefits changes HR records
4. Keep records of the following information:
e New hire information
e Salary adjustments
e Employee status changes X
e Benefits changes
e Changes to payroll deductions
e Address or personal information changes
5. Complete timesheets. Er:gg;ges
6. Collect timesheets from hourly employees and X
obtain approval from Supervisors.
Add new hires to the payroll system. X
8. Request vacation time and obtain supervisor e
approval. Report other PTO. Notified X
Section 6: Payroll Process 23

Last updated: 2025-11



SOUTHTECH SCHOOLS
Fiscal Policies & Procedures

Executive

Director or Financial HR All
Board Officer Manager Employees

Chairman

6.1 Payroll Process

9. Prepare a report in Excel with all salaries,
allocations and coding. Submit payroll to X
online payroll processing company.

10. Approval of Payroll Report from the Payroll X
Company + salary of HR Manager.

11. Enter payroll into accounting system X

12. Ensure that terminated employees are
removed after their final paycheck has been X
processed.

13. Review payroll report to ensure all changes are X
accurate and appropriate before distribution.

14. Perform payroll reconciliations:
a. Prior period to current period payroll
register (semi-monthly)
b. Payroll register to GL (monthly) X
c. Employee deductions to payments made
to insurers and other benefits providers
(quarterly)

15. Maintain payroll files. X

Financial
Officer HR Manager

Executive
Director

6.2 Manual Check Process*

1. Approve the issuance of a manual payroll check. X X X
2. Input manual payroll check into the accounting software and cut check X
according to standard Accounts Payable process (see Section 5).
3. Submit the manual payroll check information to the outsourced payroll Approve & X
processor on the next payroll submission. Sign
*Manual payroll checks will be processed on an exception basis only.
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Section 7: Fixed Assets & Inventory Policy

A. Overview

This section applies to the acquisition, tracking and disposal of fixed assets. An appropriate method of
tracking must be in place to ensure the ability to value capital assets.

B. Policies & Controls

1. Written requests for the purchase of capital assets are supported by sufficient operational and
financial justification; and are appropriately approved.

2. All capital assets are properly identified, tagged, and inventoried when received. All fixed asset are
inventoried, tracked, and reconciled annually.

3. Only leasehold improvements and purchases that materially add to the value of the property and
prolong the useful life are deemed to be capital assets.

4. Depreciable and non-depreciable fixed assets are appropriately recorded.
5. Disposals of capital assets are properly authorized and recorded.

C. Description

SouthTech Schools considers fixed assets costing $1,000 or more, with a useful life of more than one year,
to be capital assets. Note that an exception to this rule may be batch orders of goods with identical useful
life that are valued at more than $1,000 in aggregate and are on the same invoice. This should be reviewed
on a case-by-case basis. Depreciation of property and equipment is calculated by the straight-line method of
the estimated useful lives of the assets. See definitions below for more information.

Understanding Fixed Assets

Capital Asset  Fixed assets costing $1,000 or greater with a useful life of more than one year
» Special identification number that is numerically sequenced and visibly attached to the
Asset Tag
asset
Depreciation ¢ (Calculation used to decrease the value of assets equally over the estimated useful life
Estimated Useful Life  + The length of time that a depreciable asset is expected to be useable

Fixed Asset » Tangible property not expected to be consumed or converted to cash in the short-term

Description of Assets

Asset Category Asset Examples Estimated Useful Life
Furniture & Equipment « Desks, chairs, copiers, telephones 510 15 years
Computer Equipment * Desktop computers, laptop computers, printers 3to 5 years
Appliances * Refrigerators, stoves, washing machines 3 to 10 years
Leasehold Improvements * Replacing floors, tiles, roofing Term of Lease

Capitalization of Expenditures

Expenditures that increase the value of property, extend its life, or alter it to a new or different use are
considered capital expenditures. Significant improvements to property leased by SouthTech Schools,
including improvements that add value to the leasehold, are also capitalized.
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Basis for Cost

The accounting records show the depreciable assets at the acquisition cost. Acquisition costs include the
invoice price plus all expenses incurred to prepare the asset for operation, including such costs as
preliminary engineering studies and surveys, legal fees to establish title, installation costs, freight, and labor
and material used in construction or installation.

Non-depreciable capital assets (e.g., land) are carried in the records at the original net cost.

Determination of Useful Life

When an asset is acquired, useful life is estimated. Terms of time, units of production, or hours of service
can all be used to reveal the useful life. The cost of an asset is determined over its useful life via
depreciation or depletion. When an asset has an indeterminable useful life, such as that for land,
depreciation is not taken.

In the event there is a significant change in the estimate of the remaining useful life after the asset has been
placed into use, the remaining cost to be depreciated is distributed over the revised remaining life.

Fully Depreciated Assets

Fully depreciated assets remain in the fixed asset ledger with the related accumulated depreciation as long
as the property is still in use to ensure accurate tracking and safeguarding of assets.

D. References

Used to track and obtain approval for the disposal of capital

Asset Disposal Form (PD-9) assets
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E. Procedures

Employee
IT Dept. Responsible
for Asset

Executive Director Financial
or Principal Officer

7.1 Asset Acquisition Process

1. Obtain capital asset according to the purchasing X
guidelines in Section 3.

2. Upon receipt of capital asset, label item with SouthTech X
Schools name and identifying number.

3. Assign the asset an estimated useful life. X

4. Enter asset information into the Fixed Asset Ledger. The
fixed asset ledger should contain the following
information:

a. Name and description of asset

b. Estimated useful life X

c. Tag number, Serial number, model, or other
identification

d. Acquisition date, and cost

e. Location and condition of asset

f. Disposition data, including date of disposition

5. Track depreciation of assets and adjust amounts in X
accounting system on an annual basis.

6. Complete physical inventory of capital assets and X X
reconcile to fixed asset ledger (annually). Reconcile Physical

Inventory

7.2 Asset Disposal Process

1. Prepare and submit Asset Disposal Form, including:

a. Description of asset Review & approve X_ X
b. Reason for disposal i Receive
c. Method of disposal Form
2. Dispose of the asset through retirement or sale. X
3. Remove asset from fixed asset ledger and make
appropriate adjustments to asset accounts in the X
accounting system.
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Inventory Policy

SouthTech Schools maintains inventory records of equipment owned by South Tech Charter Academy and South Tech
Preparatory Academy. Equipment purchases of $100 or more follow the inventory policy procedures.

Equipment is received, logged and barcoded if it has a cost of $100 or more. The equipment is checked in by the
inventory property custodian who barcodes the item and records the capital asset or TPP (tangible personal property)
item in the inventory management system. The property custodian records the following information:

- Specific Property Description that includes brand, size, color, model number and serial number, if applicable
- Acquisition month and year

- Total purchase cost

- Tag# (barcode number)

- Date inventory was performed

- Funding source (public or private)

- Specific Funding Used (FEFP, grant, capital outlay, etc.)

- Location of Asset or TPP item

- Condition of Item

Once barcoded and recorded in the inventory management system, the custodian or the custodian’s delegate sends
the item to its assigned location.

A physical inventory of property is completed at least once each fiscal year by the property custodian and/or the
property custodian’s delegate. The results are reconciled by the accounting department on an annual basis to verify
the capital assets tie to the financial statements. The Charter School Capital Asset and TPP Inventory Form is
completed and updated annually by accounting personnel. This form is also submitted annually to the School District of
Palm Beach County.

Disposal/Disposition of Equipment.

When original or replacement equipment acquired under a federal award is no longer needed for the original project or
program or for other activities supported by the awarding agency, the school must request disposition instructions from
the federal awarding agency if required by the terms and conditions of the federal award. Disposition of the equipment
will be made as follows, in accordance with federal awarding agency disposition instructions:

(1) Items of equipment with a current per unit fair market value of $5,000 or less may be retained, sold or
otherwise disposed of with no further responsibility to the Federal awarding agency.

(2) If the federal awarding agency fails to provide requested disposition instructions within 120 days, items of
equipment with a current per-unit fair market value in excess of $5,000 may be retained by the school or sold.

3) The school may transfer title to the property to the Federal Government or to an eligible third party provided
that, in such cases, the school is entitled to compensation for its attributable percentage of the current fair
market value of the property.
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Section 8: Accounting Period Close

A. Overview

This section applies to the closing processes that occur at month and year-end. The close process results in
financial statements that provide critical information as to the financial performance and condition of
SouthTech Schools. The primary purpose of closing procedures is to bring control, reliability and audit-ability
to the accounting process. The close process is completed by the Business Department.

B. Policies & Controls

1. Staff provides information critical to the close process to the Business Department in a timely
manner.

2. A monthly and annual closing process of the accounting records is performed in a timely manner.

C. Procedures

. . Target Executive Financial Accounting HR

Current Assets

Cash Activities

Pr|nlt cash.recelpts summary reports after final Month 5 X
day's receipts are recorded

Review cash receipts and post to GL Month 5 Review X
Cash Accounts

Complete bank reconciliations for all bank and Month 7 X X
trust accounts Review

Analyze aging of un-cleared checks and clear
stale checks as appropriate. Follow up on Month 10 X
significant outstanding amounts.

Revenue Recognition Activities
Accounts Receivable

Generate and analyze Accounts Receivable
aging report. Follow up on significant Month 5 X
outstanding amounts.

Post interest and dividends income to GL Month 10 X

Post grants and pledges receivable to GL as per

executed award letters/contracts and pledge Month 10 X
forms.
Reconcile revenue reports and make any Quart 10 X
necessary updates to the GL er
Reconcile investment income Month 10 X
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Target Executlve F|nanC|aI Accounting
Other Current Assets
Prepaid Expenses

Adjust pre-paid expenses (e.g., insurance, real X
estate taxes, interest expense, etc.) to recognize =~ Month 10 ) X
expense in proper month Review

Asset Analysis
Fixed Assets

Review depreciation amounts for capital assets Anrllua 30 X
Review fixed asset purchases made in the
previous quarter to verify they have been
recorded properly.

Quart

or 10 X
Review disposals of fixed assets and adjust the Annua 30 X
fixed asset ledger. I

Reconcile fixed asset ledger to year-end fixed Annua X X

A | 30
asset inventory Review

Net Assets

Review classifications of net asset accounts to

ensure net assets are appropriately classified as =~ Annua
unrestricted, temporarily restricted, or I
permanently restricted

30 Review

Accounts Payable

Accounts Payable

Review credit card statement and match to
supporting documentation for approved Month 8 X X
expenses

Review expense reports and match supporting
documentation for approved travel and business = Month 8 X X
expenses and verify coding

Follow up with staff on missing documentation

as needed Month 8 X X
Review A/P and other payables for possible
accruals, and post to GL Month 10 X X
Payroll Activities
Enter payroll to GL Month 20 X
Perform payroll reconciliations Month 25 X
Track employee vacation and other PTO and Quart Record X
record accrued leave balances in accounting er/An 20
software nual Track
Perform reconciliation of gross salaries (W-2 Annua
25 X
Forms) I
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. . Target Executive Financial Accounting HR

Notes Payable

If applicable, analyze notes payable accounts
(e.g., notes payable for mortgages or lines of

credit) and post any unrecorded interest and Month 10 Review X
principal amounts

Financial Reporting and Forecasting Activities

Cash flow when applicable Month 12 Review X
Run preliminary budget-to-actual expense Month 16 X
reports

Run preliminary balance sheet, including detail

on AR and AP Month | 16 X
Perform necessary review and analysis of Month 16 X

month-end financial data

Review budget-to-actual reports, balance sheet,
and AR and AP aging prior to preparation of full Month 20 X
financial report package

>

Draft management narrative to accompany

financial report package Month 26 X

Generate full final financial package and
complete financial statements for management Month 25 X
team and Board of Directors

Distribute reports to management Month 25 X
Distribute reports to Board of Directors Month 30 X
Meet with Administration to discuss variances Month 26 X X
As
Generate financial grant reports for funders. Neede N/A X X
d
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Section 9: Financial Planning & Oversight

A. Overview

This section applies to the budgeting, cash management, internal and external financial reporting, and audit
processes. The annual operating budget is a managerial tool used for planning and facilitating decisions
regarding the allocation of resources. Financial reports are managerial tools used for reporting the financial
activities of the SouthTech Schools to managers, the Board, and outside SouthTech Schools.

B. Policies

1. A comprehensive chart of accounts is maintained and reviewed annually (including Cost Centers).
Any inactive accounts/cost centers are marked as such. New accounts are added only when
necessary.

2. Abudget is produced on an annual basis and approved by the Board.

3. Cash balances are monitored on a regular basis and appropriate steps are taken to ensure sufficient
liquid reserves are available to meet ongoing obligations.

4. Relationships with banking institutions are entered into with appropriate authorization.
Bank accounts are reconciled in a timely manner by someone who is not an authorized check signer.

6. Monthly financial reports are produced for management and the Board on a timely basis to ensure
proper controls of the accounting process, and to facilitate effective monitoring and oversight.

o1

C. Process Overview

Chart of Accounts and Cost Centers

The chart of accounts is a listing of all the accounts that make up SouthTech Schools’ accounting system,
providing the framework for defining every accounting transaction. Additional segmentation in the
accounting system is used in conjunction with the chart of accounts to capture all relevant information for
each revenue and expense transaction. SouthTech Schools annually reviews and updates its chart of
accounts and system for coding revenues and expenses with the goal of increasing accuracy, efficiency and
effectiveness.

Accounting Segments

Segment Definition Examples
o Assets e Revenue

e Alisting of all the natural accounts that make

Chart of Accounts Ub the accounting svstem e Liabilities o Expenses
P g Sy o Net Assets
: : e Operatin
o Segmentation by type of funding, and e g
el availability of funds for use iG]
y : e Special Revenue (grants)
e Segmentation to capture relevant information e General & Administration
Cost Center 1 for each revenue and expense transaction by e Program
functional area e Fundraising
e Segmentation to capture relevant information e Programs
Cost Center 2 for each revenue and expense transaction by e Clubs
project/activity e Activities
. . . o Title I, I, Il & IV
e Segmentation to capture relevant information e IDEA
Cost Center 3 for each revenue and expense transaction by .
e Miscellaneous grants
revenue source or grant :
e Private grants
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Budget Development

The annual operating budget is a managerial tool used for planning and facilitating decisions regarding the
allocation of resources. The budget expresses in financial terms the mission and goals of the SouthTech
Schools. It is also a means of monitoring results to ensure that financial activity conforms to the plan. The
budget development process begins no less than 3 months prior to the end of the fiscal year. The final
budget is approved by the Board prior to the start of the fiscal year.

Financial Reporting (Internal)

Financial reports are managerial tools used for reporting the financial activities of the SouthTech Schools to
management and the Board. Careful analysis of financial reports allows measurement of past performance
and helps predict future performance. Results of this analysis assist in making decisions that affect the
resource allocation.

Internal Reports

Report Name Definition/Purpose Distribution
Department Heads

Budget vs. Actual e  Provides comparison of SouthTech Schools’ budget * P .
Statement of Revenue, e School Principals
Expenditures & Changes in to actual revenues and expenses e Board of Directors
Fund Balance e Also referred to as the Profit & Loss Statement e School District
Statement of Financial e Provides a snapshot of SouthTech Schools’ assets, e School Principals
Position liabilities, and net assets e Board of Directors

e Also referred to as the Balance Sheet e School District
AR and AP Aging Reports Lists of receivables and payables showing length of e Business Dept

time outstanding

Financial Reporting (External)

SouthTech Schools is audited annually by an independent external auditor. The audited financial statements
are the auditor’s attestation that the financial records of the SouthTech Schools are complete

and accurate for the fiscal year audited. These statements are distributed to Board members, senior
management, and funders. The annual audit includes the reports in the following chart.

External Reports
Report Name Definition/Purpose

e Provides a snapshot of SouthTech Schools’ assets, liabilities, and net assets at a fixed

Statement of Financial SR
point in time

Position
e Also referred to as the Balance Sheet
T Y eI Detall§ income recognized less expense incurred over the course of the fiscal year,
resulting in the total change to the net asset balance
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Reporting and Audit Requirements

The Board reviews and approves the contract with the external auditor. In keeping with best practices for
nonprofit voluntary compliance with the provisions of Sarbanes-Oxley anti-fraud legislation, SouthTech
Schools verifies its lead auditor is rotated a minimum of once every five years. In addition, SouthTech
Schools also issues a formal RFP and conducts a competitive bidding process for external auditors as
circumstances warrant.

State and Federal Reporting Requirements

Type of Report Definition/Purpose

e Annual report to IRS

e Public document showing financial position (hard copies must be available to public upon
request)

e Prepared in conjunction with annual financial audit

IRS Form 990

Annual Report ° Ann.ual filing with the School District and the Auditor General’s Office for the the State of
Florida.

e Annual review of financial records

e Performed by independent, external auditor

e Ensures financial records are accurate representation of financial position

e According to best practice, should be completed within 6 months after fiscal year close

Annual Audit

e Applicable only if SouthTech Schools expends $750,000 or more a year in federal awards
Single Audit e Covers the entire operation of the SouthTech Schools, or at a minimum, the departments
and/or units that receive and expend federal awards

D. References

Detailed list of general ledger accounts and segments for tracking

Chart of Accounts and Cost Centers additional information related to revenue and expenses
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E.

Procedures

9.1 Budget Development Process

Executive

Director

Financial

Officer

School
Principals

1. Establish goals for the upcoming fiscal year, both X Provide Provide Provide X
programmatic and financial in nature. input input input
2. Designate budget development team. X X X
3. Communicate goals, timeline, and templates in a
budget development “kickoff meeting.” Attend X Attend Attend
4. Distribute historical data and template for revenue and X Receive Receive
expense budgets by program/function.
5. Cregte _work team and department expense Receive X X
projections.
6. Create contributed revenue projections. X
7. Create management & general expense projections X
and earned revenue projections.
8. Assemble individual budgets into one master budget X
9. Revise budgets, as necessary, to meet revenue and Provide X Provide Provide
expense targets. input input input
10. Incorporate adjustments into full budget, as Review & X
necessary. Approve
11. Present draft budget to the Board. X X Receive &
review
12. Approve budget, following the incorporation of any X
requested changes.
9.2 Financial Monitoring Process
. Receive & Receive & Receive &
1. Produce budget-to-actual reports by program/function. Review X Review Review
2. Draft full financial report package and distribute to the Receive & X Review &
Board. review Approve
3. Hold variance analysis meetings. X X
4. Reforecast the budget at midyear, as necessary, to Receive & X Review &
reflect significant changes Review Approve
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9.3 Annual Audit Process

1.

Identify and engage lead external auditor.

Executive Director

Financial

Officer

External
Auditor

2.

Draft audit engagement letter identifying services, terms,
and delegations of roles of responsibilities of SouthTech
Schools and the auditor.

Receive

Receive

Receive

. Define audit timeline and deliverables with external

auditor.

. Hold pre-audit kickoff meeting to communicate timeline

and responsibilities.

Attend

. Coordinate audit preparation.

. Draft necessary audit schedules.

XX >x | X

. Conduct audit.

0| N OO

. Provide auditors with necessary documentation for

testing purposes.

. Receive audited financial statements and management

letter.

10. Present results of the audit to the Board of Directors in

an executive session.

Attend

Attend

Attend
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Section 10: Grants Management Process

A. Overview

This section applies to the grants management process, from identifying new funding opportunities to
reporting on grants received. All grants must be maintained and monitored in accordance to funder
guidelines. Specifically, please refer to the requirements in the “Project Application and Amendment
Procedures for Federal and State Programs”, published by the State of Florida DOE (also referred to as the
Green Book) and the “Uniform Grant Guidance Manual”.

B. Policies & Controls

1. Grants are managed to minimize agency risk and maintain fiscal integrity.
2. Funding is appropriately identified, secured, and managed.
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C. Procedures

1.

10.1 Grants and Contracts Management Process

Identify all funding opportunities.
Consortium etc.

Executive

Director

X

Financial
Officer

Grant Admin.

School
Principals

X

Ext.
Grant-
writer

Receive and review RFPs. - the
group evaluates whether it's
feasible.

Provide Input

Provide Input

Develop and maintain income
projections and funding plan. At this
time, private grants are not
budgeted for and they are often
project-driven.

Review

Develop and maintain funding map,
tracking expenditures by restricted
grant, program/work team, and
project.

Review

Provide
input

Prepare proposals (narrative) for
new or renewed grants.

Provide Input

Provide Input

X

Provide Input

Provide input

X

Prepare budgets for new or
renewed grants and projects, as
needed.

X

Provide Input

X

Provide Input

Provide input

Provide
Input &
Review

Coordinate submission of grant
proposals.

Review &
Sign

Provide Input

X

X

Receive notification of funding
award.

X

X

X

Conduct a kickoff meeting to
discuss details of funding award,
including timeframe, restrictions,
and reporting requirements.

Participate

Participate

10.

As funds are spent, track against
grant allocation.

X

11.

Monitor programmatic and fiscal
compliance and ensure funds are
spent according to budget.

Participate

Participate

Participate

Participate

Participate

12.

Monitor receipt of funder payments
and track grants receivable.

X

13.

Prepare non-financial reports to
funder.

Review &
approve

Provide input

X

Provide input

14.

Prepare financial reports to funder.

Review &
approve

X

Review

Review

15.

Create and maintain grant and
funder files.

X

X

16.

Make amendments when
necessary

Review &
Sign

Provide Input

X

Review
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Section 11: Fiscal Oversight Responsibilities of the Board

A. Overview

The Board provides effective financial oversight, which includes making financial decisions that further
SouthTech Schools’ mission, program(s) and goals.

B. Description of Responsibilities

1. Board Fiscal Oversight Responsibilities

e The Board approves SouthTech Schools’ fiscal policies. Policies are adopted by the Board
and updated as necessary.

e The Board is aware and knowledgeable of its fiscal responsibilities.

o The Board reviews and approves SouthTech Schools’ annual budget. The Board reviews and
approves operating and capital revenue budgets for SouthTech Schools annually.

e The Board has access to monthly financial reports in order to monitor key variances between
budget and actual financial results.

e Contractual agreements for goods or services in excess of $20, 000 must be approved or
ratified by the Board if operating funds are being used. Board approval is not needed for
purchasing goods or services if such goods or services will be funded from an approved
federal or state grant.

e Board Chair or designee, will communicate with the Financial Officer to discuss the
monthly financial reports on an as needed basis.

e As needed, the Board may establish a finance committee on an ad-hoc basis for reviewing
and recommending accounting and financial controls, practices, and procedures for
SouthTech Schools.

2. Financial & Audit Responsibilities

Budget: Ensure development of the annual budget, review the proposed budget with
management, and recommend final operating budget to the full Board for approval. Perform
ongoing monitoring of the budget, including budget modifications as necessary. Ensure
management has mechanisms in place to monitor the budget on a monthly basis. Ensure the
budget allows management to make spending decisions within pre-authorized guidelines.

Assets: Oversee the management of SouthTech Schools-wide financial assets.

Bank accounts: Approves the opening and closing of all SouthTech Schools’ bank accounts.
Meet guidelines and requirements set by The State of Florida and funders.

Avoid and resolve conflicts of interest at staff or Board level.

Approve executive compensation level.

Appoint the independent auditors to be engaged by SouthTech Schools and approve the audit
fees. Review and evaluate the performance of the independent auditors.

Review all material written communications between the independent auditors and
management, such as the management letter.

Review legal and regulatory matters that may have a material impact on the financial
statements.

Conduct executive sessions with the outside auditors, outside counsel, and anyone else as
desired by the committee.
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¢ Inquire about significant risks or exposures facing SouthTech Schools, assess the steps
management has taken or proposes to take to minimize such risks, and periodically review
compliance with such steps.

e Review the adequacy of SouthTech Schools’ internal controls including computerized information
system controls and security.

e Review procedures for receipt, retention, and treatment of complaints regarding accounting,
internal controls, or auditing matters by any party internal or external to SouthTech Schools
(Whistleblower Policy).
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Section 12: Record Retention

A. Overview

This section applies to the retention, maintenance and destruction of SouthTech Schools’ records and
documents. In accordance with the Sarbanes-Oxley Act, which makes it a crime to alter, cover up, falsify, or
destroy any document with the intent of impeding or obstructing any official proceeding, this policy provides
for the systematic review, retention, and destruction of documents received or created by SouthTech
Schools in connection with the transaction of SouthTech Schools business.

B. Policies

1. Records will be maintained as required by government regulations, grant requirements, audit

requirements, and other legal needs as may be determined. When in question about State rules around

retention of records, refer: “Records Retention Schedule”, Information Technology/ Records

Management, March 2016, published by the School District of Palm Beach County and the “State of

Florida Red Book” (also referred to as the “Financial and Program Cost Accounting and Reporting for

Florida Schools”, published by the State of Florida DOE, Bureau of School Business Services and Office

of Funding and Financial Reporting,.)

Any exceptions to the record retention requirements must be approved by the Board of Directors.

3. Data and information is protected from unauthorized access, use, modification, disclosure, and
destruction.

N

C. Process Description

User Access

Authorization and privilege controls are fully implemented for the network operating system and
applications, as well as specific applications and information.

Maintenance of Accounting Records

The design and implementation of a file structure is critical to having a fully documented, completely
traceable and fully usable accounting system. The types of accounting records maintained by the SouthTech
Schools include all original documentation submitted to substantiate transactions recorded on the general
ledger and the financial reports issued to management, the Board of Directors, and the public.

Accounting File

Electronic and hard copy files, which contain the accounting files listed above, are maintained. All current
hard copies of accounting documents, contracts, and funder agreements are maintained at the SouthTech
Schools’ main office and access is limited to authorized users only.

Permanent File

A permanent file including audits, incorporation papers, personnel policies, corporate-by-laws, board reports
and other documents that span calendar and fiscal periods is maintained in the main office and access is
limited to authorized users only. Electronic back-up copies are maintained off-site.
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Electronic Financial Records

Access to electronic financial records is available to authorized users on a shared and limited basis.
SouthTech Schools incorporates the internal control concept of separation of duties in assigning access to
its electronic financial records. Electronic records are backed-up daily and stored on a virtual server.

D. Procedures

Document Retention Guidelines

Type of Document

Accounting

Annual reports

Audits:

Audited financial statements

Internal audit reports

Bank:

Bank deposit records

Bank statements and reconciliations

Budget:

Approved annual budget, Record copy
Supporting Documents

Canceled checks or Disbursement records:
Ordinary

Summary records

Taxes, property and important payments
Grant files (recipient):

Unrestricted

Temporarily restricted and perm. restricted/endowment
State grants and contracts

Expense analyses / distribution schedules
Fixed asset records, appraisals, depreciation schedules
General ledger and subsidiary ledgers
Physical inventory records

Purchasing:

Purchase orders and requisitions

Shipping and receiving reports

Taxes:

Tax returns and worksheets

Withholding tax statements

Vouchers for payment to vendors, employees and others
Donor and Grant Records

Donor records and acknowledgement letters
Grant applications and contracts

SouthTech Schools Records

Annual Reports to Attorney General

Articles of Incorporation

Board policy resolutions

Section 12: Record Retention
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How Long to Retain

Indefinitely

Indefinitely
5 years

5 years
10 years

Indefinitely
3 years

5 years
10 years
Indefinitely

7 years
Indefinitely
5 years (after completion)

7 years
Indefinitely
7 years
3 years

Retain until obsolete, supersedes
or administrative value is lost

Indefinitely
4 years

7 years

Indefinitely
5 years (after completion)

Indefinitely

Indefinitely
Indefinitely
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Document Retention Guidelines

Type of Document

Charters, constitutions, bylaws
Construction documents

Contracts, mortgages, notes and leases (expired)
Contracts still in effect

Deeds, mortgages, bills of sale

Labor contracts

Fixed asset records

IRS Application for Tax-Exempt Status
IRS Determination Letter

State Sales Tax Exemption Letter

Loan documents, notes

Licenses

Minutes from board and committee meetings
Personnel

Accident reports and workers compensation records
Employment applications (not hired)
Employment and termination agreement
Garnishments

I-9 Forms

Payroll records and summaries
Personnel files

Retirement and pension records
Timesheets

Insurance

Accident reports and claims

Fire inspection reports

Group disability reports

Insurance records (expired contracts)
Correspondence

General

Legal and important matters

Electronic Documents

Email
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How Long to Retain
Indefinitely
Indefinitely
7 years
Indefinitely
Indefinitely
Indefinitely
Indefinitely
Indefinitely
Indefinitely
Indefinitely
Indefinitely
Indefinitely
Indefinitely

5 years (after termination)
3 years

Indefinitely

5 years

3 years (after termination)
5 years

5 years (after termination)
Indefinitely

5 years (after termination)

Indefinitely

4 years

7 years

5 years after expiration

3 years
Indefinitely

No single retention period;
depends on content of email;
check with retention schedule.
Transitory emails - 30 days
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Section 13: Whistleblower

A. Overview

This section outlines clear procedures for handling “whistleblower” complaints. The Sarbanes-Oxley Act of
2002, Section 1107, Retaliation Against Informants states that it is illegal to retaliate against a
whistleblower. Proper handling of complaints will help protect SouthTech Schools from being accused of
retaliation against whistleblowers. To be effective, this policy must be circulated to all employees and board
members.

This policy establishes procedures for the receipt and treatment of employee complaints regarding wrongful
conduct relating to SouthTech Schools. The policy has been adopted to:

(i) Provide employees with a confidential mechanism to alert management of alleged “Wrongful
Conduct” (as defined below);

(ii) Ensure that all information regarding such conduct is handled in a professional and thorough
manner; and

(iii) Protect employees from retaliation for bringing such concerns to the attention of management.

Standards Definition

SouthTech Schools requires employees to observe the highest standards of business

Standards for and personal ethics in the conduct of their duties and responsibilities. Employees must
Employee i . L - S e .
practice honesty and integrity in fulfilling their job responsibilities and must comply with
Conduct ; :
all applicable laws, government regulations and agency rules and procedures.
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Definitions of Wrongful Conduct

Conduct Definition
Baseless . . . . . .
Allegations e Claims or accusations made with reckless disregard for their truth or falsity.

o Adeliberate act or failure to act with the intention of obtaining an unauthorized benefit.
Examples:

Forgery or alteration of documents

o Unauthorized alteration or manipulation of computer files

o Fraudulent financial reporting

o Pursuit of a benefit or advantage in violation of the Institute’s conflict of interest

(@)

Fraudulent or

Dishonest :
Conduct ooy
o Misappropriation, misuse or theft of Institute resources, such as funds, supplies or
other assets
o Authorizing or receiving compensation for goods not received or services not
performed
o Authorizing or receiving compensation for hours not worked
e Examples of other wrongful conduct include:
Other Wrongful o  Criminal behavior
Conduct o Inappropriate behavior towards a coworker
o Other violations of agency policies or applicable laws
B. Policy

1. Reporting Responsibility

Each employee is responsible for complying with the above Standards, and for reporting wrongful conduct or
suspected wrongful conduct by other employees. “Wrongful Conduct” includes, but is not limited to, fraud,
theft, embezzlement, mishandling of funds, criminal behavior, questionable accounting or auditing practices,
inappropriate behavior towards a client or other violations of agency policies or applicable laws.

2. Non-Retaliation
No employee shall suffer harassment, retaliation or any other adverse employment consequence as a result
of:

(i) Reporting suspected Wrongful Conduct in accordance with the procedures of this policy;

(if) Providing information, causing information to be provided or otherwise assisting in any
investigation, including investigations by local, state or federal governmental bodies, regarding
any Wrongful Conduct; or

(iii) Filing, causing to be filed, testifying, or otherwise assisting in a criminal, civil or regulatory
investigation or proceeding relating to SouthTech Schools.

Employees seeking retaliation against someone who accounts for a violation in good faith shall be subject to
discipline including potential termination. By encouraging and enabling employees and others to raise
serious concerns within SouthTech Schools, the Whistleblower Policy hopes to initially address the situation
internally.

3. Reporting Violations
This Whistleblower Policy encourages employees to share their questions, concerns, suggestions or
complaints about other employees’ conduct with someone who can address them properly. In most cases,
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an employee’s primary supervisor is in the best position to address an area of concern. However, an
employee who is not comfortable speaking with his/her supervisor or is not satisfied with the supervisor’s
response is encouraged to speak with his/her Department Head. Senior managers are required to report
suspected violations to SouthTech Schools’ Executive Director, who has specific and exclusive responsibility
to investigate all reported violations. An employee who is not satisfied or is uncomfortable with speaking to
staff members in his/her department should contact SouthTech Schools’ Board Chairperson directly. The
Board Chair is responsible for investigating and resolving all reported complaints and allegations concerning
violations and, at his or her discretion, shall advise SouthTech Schools’ Executive Director or the Board of
Directors in the event that the complaint concerns an alleged violation by the SouthTech Schools’ Executive
Director. The Board Chair has direct access to the Board of Directors and shall report to the Board of
Directors at least annually on whistleblower activity.

4. Accounting and Auditing Matters

The Executive Director shall immediately notify the Chair of the Board of Directors and the Treasurer of the
Board of any reported concerns or complaints regarding SouthTech Schools’ finances, including accounting
practices, internal controls, alleged malfeasance or illegal conduct, or auditing issues. After immediately
notifying the Board of Directors of any such grievance, the Compliance Officer and the Executive Director
(unless one or the other is the subject of a complaint) is expected to work with the Board of Directors until
the situation is settled.

5. Acting in Good Faith

Anyone filing a complaint concerning a violation or suspected violation must be acting in good faith by having
reasonable grounds for believing that the activity occurred and have reasonable grounds for believing the
information disclosed indicates a violation of the Standards set forth above. Any allegations that prove to be
unsubstantiated and which prove to have been made maliciously or with knowledge of their falsehood will be
treated as a serious disciplinary offense subject to potential termination.

6. Confidentiality
The complainant may submit violations or suspected violations on a confidential basis. Anonymous

submissions are acceptable as well. Aligning with the need to execute a thorough investigation, reports of
violations or suspected violations will be kept confidential to the extent possible.

7. Handling of Reported Violations

The Executive Director or the Board Chairperson will notify the complainant and acknowledge receipt of the
reported violation or suspected violation within five business days. All reports will be timely researched and,
if stipulated by the investigation, necessary corrective measures will be pursued. They will update the
complainant of the status of the reported violation or suspected violation within 30 business days of the
acknowledgement of receipt and will notify the complainant of the investigation into the complaint.
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Bylaws
SOUTH TECH CHARTER ACADEMY, INC.

Latest Revision Dated November 9, 2023

ARTICLE ONE

General Provisions

1.1 Charter These Bylaws are hereby adopted for and on behalf of SouthTech
Charter Academy, Inc., a Florida not-for-profit corporation (hereafter called “School”).
The name and purpose of the School shall be as set forth in its Articles of Incorporation
and the conversion school Charter, (to be issued by the State of Florida), as amended
from time to time. Said organization is organized exclusively for educational purposes,
the making of distributions to organizations that qualify as exempt organizations
described under Section 501(c)(3) of the Internal Revenue Code, or corresponding
section of any future federal tax code.

1.2 Location  The principal office of the School shall be located at 6161 West
Woolbright Road, Boynton Beach, Florida 33437. The Directors may change the
location of the principal office within the State of Florida. The Directors may establish
other offices and places of business in Florida or elsewhere as permitted by the School
District and by law.

1.3 Fiscal Year Except as from time to time otherwise determined by the Directors of
the School, the fiscal year of the School shall be the fiscal year of the Palm Beach
County School District.

ARTICLE TWO
Board of Directors

2.1 Powers The Board of Directors, who are hereinafter referred to as Directors,
shall exercise all corporate powers with respect to the School, as set forth in these
Bylaws.

2.2 Duties of Board The Board of Directors shall transact all business of the
corporation, determine the policies of the corporation and in general assume
responsibility for the guidance and the affairs of the corporation. The duties of the
Board of Directors include, but are not limited to setting policy, establishing procedures,
approving budgets, approving selection of the Executive Director and overseeing and
managing the financial and administrative management of the School. The Board of
Directors shall be responsible for making or executing the School's performance
standards, supervising ongoing accounts, overseeing financial reporting and meeting
state and district requirements and providing annual programs and accountability
reports. A Director shall perform his/her duties in said capacity, including his/her duties
as a member of any committee of the Board of Directors upon which he/she may serve,
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in good faith, in a manner he/she reasonable believes to be in the best interests of the
corporation and with such care as an ordinarily prudent person in a like position would
use under similar circumstances.

2.3 Number The Directors shall determine the number of directors, which shall be no
less than 5 and no more than 9 and shall elect the number of Directors so determined.
The Board of Directors should consist of at least one member from each of the following
groups: (i) parents or guardians of school students; and (ii) members of the community
including those with business, legal and financial skills if available. The Directors may,
at any special or regular meeting by an affirmative vote of a majority of Directors then in
office, increase the number of Directors and elect new Directors to complete the number
so fixed, or they may, by a similar vote, decrease the number of Directors, but only to
eliminate vacancies existing by reason of death, resignation, removal or disqualification
of one or more Directors. The Directors may by an affirmative vote of a majority of
Directors then in office fill any vacancy or vacancies on the Board and may exercise all
their powers notwithstanding any vacancy or vacancies in their number. All Directors
shall hold staggered terms of office with elections three years from the time of their
election and thereafter until their respective successors are chosen and qualified;
provided however that one third of the initial Members be elected initially for a one year
term; one-third of the Members be elected initially for a two year term, and; one-third of
the Members be elected initially for a for a full three year term. The Director shall hold
such office until said Director shall retire, resign, or be removed as a Director by the
Board of Directors, as herein provided.

2.4 Resignation and Removal Any Director may resign by delivering a written letter of
resignation to the Board Chairperson or to the School at its principal office. Such
resignation shall be effective upon receipt unless it is specified to be effective at some
time later. Any Director may be removed from office with or without cause by an
affirmative vote of at least two-thirds of the Directors then in office. A Director may be
removed for cause only after reasonable notice and an opportunity to be heard by the
Board of Directors. Reasonable notice shall be in writing at least 14 days prior to the
next Board meeting.

ARTICLE THREE
Meetings

3.1 Reqgular Meetings All meetings of the Board of Directors shall be open to the public.
Pursuant to Florida Statute 1002.33(9)(p)(3), the Board of Directors must hold at least
two public meetings per school year in Palm Beach County. The meetings must be
noticed, open, and accessible to the public, and attendees must be provided an
opportunity to receive information and provide input regarding the charter school’s
operations. Members of the governing Board or any member of a committee formed or
designated by the governing board may attend in person or by means of
communications media technology used in accordance with rules adopted by the
Administration Commission under s. 120.54(5).




3.2 Special Meetings Special Meetings of the Board of Directors shall be held at such
times and places in Palm Beach County as shall be designated by the Chair or upon the
written request of any member of the Board of Directors. At Special Meetings, business
shall be conducted in such order as from time to time the Board of Directors may
determine.

3.3 Annual Meeting The Board of Directors shall meet annually at the principal office of
the School, or at such place within Palm Beach County and at such time as the Board of
Directors shall determine, except that such date shall not be a legal holiday. If the
annual meeting is not held on the specific day, the Directors may hold a special meeting
in place thereof, and any business transacted or elections held at such meeting shall
have the same force and effect as if transacted or held at the annual meeting.

3.4 Notice of Meetings Notice of any meeting of the Board of Directors shall be given as
herein provided at least 5 days prior to such meeting unless due to an emergency
situation a reasonable shorter notice period is appropriate under the circumstances.
Public notice, if any, of such meetings shall be given as required by Florida law. Notice
of the date, time, and place of all meetings of the Directors should be given to each
Director by the Secretary or designee or by the Director calling a Special meeting. Such
notice shall be given to each Director by mail, delivery service, or electronic mail sent to
such Director’s usual or last known business or home address. Except as required by
law, notice of any meeting of Directors need not be given, (i) to any Director who, either
before or after the meeting, delivers a written waiver of notice, executed by the Director
(or the Director’s attorney thereunto authorized, which is filed with the records of the
meeting; or (ii) to any Director who attends the meeting and who, either prior to the
meeting or at its commencement, fails to protest the lack of such notice. Except as
otherwise required by law, the Charter or these Bylaws, a notice or waiver of notice
need not specify the purpose of any regular or special meeting unless such purpose is,
(i) the amendment or repeal of any provision of the Charter or these Bylaws, or (ii) the
removal of a Director or an Officer.

3.5 Quorum A maijority of the Directors then in office shall constitute a quorum, but a
lesser number may, without further notice, adjourn the meeting to any other time. At any
meeting of Directors at which a quorum is present, the vote of a majority of those
Directors present shall decide any matter unless the Charter or these Bylaws, or any
applicable law requires a different vote.

3.6 Electronic Attendance Board members may attend Board meetings, workshops and
retreats; participate at such Board meetings, workshops and retreats through the use of
communications media technology. Pursuant to Florida Statute 1002.33(9)(p)(3),
‘members of the governing board or any member of a committee formed or designated
by the governing board may attend in person or by means of communications media
technology used in accordance with rules adopted by the Administration Commission
under s. 120.54(5)".

3.7 Discussion  All members are invited to engage in full discussion on all matters
coming before the Board of Directors during duly called meetings. Matters which are
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deemed to be too detailed or require extended analysis and review may be assigned by
the Chair to an appropriate Committee as further provided in Section 3.8 below, task
force or work group to work through the details and report their deliberations to the
Board of Directors at the next Board of Directors meeting, or a Special Meeting may be
scheduled, or the Chair may elect to limit or bring discussion to closure within a
designated time as prescribed in Roberts Rules of Order. Any member of the public who
is not a member of the Board of Directors may address the Board of Directors on any
agenda matter at the public comment section of the meeting prior to any items being
voted on. Each non member speaker is limited to no more than three (3) minutes unless
otherwise granted by the Chair or Vice Chair.

3.8 Order of Business to be Considered Any business requiring exceptional

scrutiny and analysis coming before the Board of Directors for formal action may be
referred to the appropriate Committee for discussion and analysis unless such business
is deemed by the Chair to be of such urgency that delay would be harmful to the Board
of Directors or the School. Upon completion of Committee deliberations, the Committee
Chair or designee will report, as appropriate, its findings to the full Board of Directors. At
the discretion of the Chair, any new business may be considered at a duly constituted
and noticed Regular Meeting or Special Meeting. The Chair may designate a time
certain to accommodate reasonable discussion of new business, or, may assign such
business to the appropriate Committee for deliberation. For the purpose of meeting
deadlines due to time and/or resource constraint(s), the Board authorizes the
Superintendent/Executive Director, or designee, and the Board Chair, or designee, to
officially sign, execute, and submit time-sensitive documents such as, but not limited to:
grants, reports, contracts, agreements, or other business-related documents for which
the due date falls between prior and pending Board Meetings, but for which
circumstances prevented the item of business being acted upon at the prior Board
meeting. A notification will be sent to Board members upon submission of the subject
document, and, in the case of grants and other revenue, a request for a vote of
acceptance upon the award of said resource(s) to the SouthTech Schools System, in
whole or in part. Reports, contracts, agreements, and other business-related
documents would be brought before the Board for a ratification vote at the next pending
Board Meeting. The sole purpose of this operational action is to better the School and
directly benefit students or staff in situations where time or resources would otherwise
negate a timely resolution.

3.9 Minutes The Executive Director or their designee shall prepare minutes of each
Regular, Special and Annual meeting stating action taken at such meeting, and shall
submit them to members as expeditiously as possible for their review. Any member may
propose a correction at the meeting at which the minutes are subject to approval. The
minutes together with such proposed corrections shall then be submitted for approval by
the Directors during such meeting.

3.10 Maintenance of Records All regular meetings of the Board of Directors may be
recorded at the discretion of the Board. Written minutes of the action items at each
meeting shall be kept and maintained as public documents. The records of all meetings
of the Board of Directors, the names and addresses of the Directors and Officers of the
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School, and the originals or attested copies of the Charter and By laws of the School
shall be kept at the Superintendent/Executive Director or Management Company
Representative’s office of the School. Files containing Board of Directors minutes,
correspondence, tapes, if any, and records shall be maintained at such office. Copies of
documents shall be supplied in accordance with the Florida Public Records Law.

ARTICLE FOUR

Committees

4.1 Committees The Directors may elect or appoint such committees (which may
include individuals who are not Directors) as they may from time to time determine
necessary or advisable, may delegate to the extent permitted by law, the Charter, or
these Bylaws, such power and duties thereto as they may deem advisable; provided,
however, that any committee to which the powers of the Directors are delegated shall
consist solely of Directors and provided, however, that all committees shall be chaired
by a Director. At any meeting of a committee, a quorum for the transaction of all
business properly before the meeting shall consist of a majority of the members of such
committee. A quorum, however, is NOT required for deliberations to continue, since any
insufficiency will be rectified by reporting the committee’s recommendation to the Board
at which a quorum DOES need to be present for any approval or implementation of
action. Any committee may, subject to the approval of the Board of Directors, make
further rules for the conduct of its business. However, unless otherwise provided by vote
of the Board of Directors, or by rules established by the Board of Directors, the business
of any committee shall be conducted as nearly as may be in the same manner as is
provided by these Bylaws for the Board of Directors. The members of any committee
shall serve on such committee at the pleasure of the Directors.

ARTICLE FIVE

Officers

5.1 Chairperson and Vice-Chairperson of the Board The Directors shall elect at the
annual meeting a Chairperson and Vice-Chairperson of the Board of Directors. The
office of Chairperson and Vice-Chairperson shall be for a term of one year. Except as
otherwise provided by law, the Chairperson and Vice-Chairperson shall hold office until
the next annual meeting of the Directors or the special meeting held in lieu thereof, and
thereafter until their respective successors are chosen and qualified, unless a shorter
term is specified in electing or appointing them. The Chairperson and Vice-Chairperson
may serve in such capacity for as many terms as the majority of members continue to
elect them through the specified electoral process. The fact that an individual is
currently serving as Chairperson and Vice-Chairperson shall not create any
presumption that such individual shall be nominated for either such position in any
subsequent year.

Duties: The Chairperson shall establish the agenda for all meetings of the Board of
Directors in consultation with the Superintendent/Executive Director and as appropriate
in the discretion of the Chairperson, with other members of the Board of Directors. The
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Chairperson shall preside over all meetings of the Board of Directors and shall have
other powers, as the Board of Directors shall determine. The Chairperson shall serve
as one of the signatories on financial accounts and official school business. Acting as
spokesperson for the Governing Board also falls under the Chairperson’s duties of
office. In the absence of the Chairperson at any meeting of the Board, the Vice-
Chairperson shall exercise the rights and perform the functions of the Chairperson. In
the absence of the Chairperson and the Vice Chairperson, the Secretary shall exercise
the rights and perform the functions of the Chairperson.

5.2 Vice Chair: In the absence of the Chairperson, or in the event of his/her inability or
refusal to act, the Vice Chairperson shall perform the duties of the Chair and when so
acting shall have all the powers of and be subject to all restrictions upon the Chair. Any
action taken by the Vice Chairperson in the performance of the duties of the
Chairperson shall be conclusive evidence of the absence or inability to act by the
Chairperson at the time such action was taken. The Vice Chairperson shall perform
such other duties as, from time to time, may be assigned to him/her by the Chairperson
or by the Board of Directors.

5.3 Treasurer  The Treasurer shall chair a finance committee composed of Board
members appointed by the Board Chair, and appropriate School staff and consultants
and serve as a signatory on financial accounts. The committee shall meet as needed to
review and assess the financial condition of the School. The Treasurer or designee shall
present a report on the financial condition and affairs of the School, along with any
recommendations for Board action at each meeting of the Board of Directors. The
Treasurer shall review all financial filings required by the School District of Palm Beach
County, State of Florida, the Internal Revenue Service and any other government
agency. The Treasurer shall have such other powers and duties as are usually incident
to that office and may be vested in that office by these Bylaws or by the Directors.

5.4 Secretary The Secretary or designee shall maintain records of all action items at all
meetings of the Directors in a book or series of books kept for that purpose. The
Secretary, or designee, shall give such notices of meetings of Directors as are required
by the Charter, these Bylaws, or state law. Before any meeting of the Board of
Directors, the Secretary, or designee, shall distribute to the members of the Board of
Directors copies of any minutes of the prior meetings of the Board of Directors that have
not been approved by the Board of Directors. The Secretary shall have such other
powers and duties as are usually incident to that office and as may be vested in that
office by these Bylaws or by the Directors. In the absence of the Secretary from any
meeting of Directors, a temporary Secretary designated by the person presiding at the
meeting shall perform the duties of the Secretary at such meeting. The Secretary shall
oversee the person designated by the Board to record the minutes of all action items
taken by the Board at any meeting. In the absence of the Chairperson and the Vice
Chairperson, the Secretary shall exercise the rights and perform the functions of the
Chairperson.

Any of the above duties may be delegated to the Executive Director or their designee,
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as allowed by the Board of Directors.

5.6 Other Officers Other officers shall have such duties and powers as may be
designated from time to time by the Directors.

5.7 Resignation and Removal Any officer may resign by delivering a written resignation
to the Chairperson or Secretary and shall be effective upon receipt, unless it is specified
to be effective at some time later. The Directors may remove any officer, with or without
cause, by a vote of two thirds of the Directors then in office. An officer may be removed
for cause only after reasonable notice and an opportunity to be heard by the Board of
Directors. Reasonable notice shall be in writing at least 14 days prior to the next Board
meeting.

5.8 Superintendent/Executive Director The Superintendent/Executive Director shall be
the chief executive officer of the School and, subject to the direction and control of the
Board of Directors, shall have general charge of the affairs of the School. The
Superintendent/Executive Director shall have such other powers and duties as are
usually incident to the office and as may be vested in that office by Bylaws or by policy
and procedures established by the Directors.

ARTICLE SIX

Compensation and Personal Liability

6.1 Compensation No Director shall receive any compensation for services rendered as
a Director. Notwithstanding the foregoing, any Director may, be reimbursed for
necessary out-of-pocket expenses, including travel expenses and expenses reasonably
incurred by the Director in the performance of duties as a Director.

6.2 Personal Liability, Indemnification and Insurance Subject to the restrictions set forth
in Florida Statutes Section 768.1355 and Section 617.0834 and other rules and
regulations, the Directors and Officers of the School shall not be personally liable for
any debt, liability or obligation of the School. All persons, corporations or other entities
extending credit to, contracting with, or having any claims against the School, may look
only to the funds and property of the School for payment of any such contract or claim,
or for payment of any debt, damages, judgment or decree, or of any money that may
otherwise become due or payable to them from the School. The Board of Directors shall
require that the School carry adequate Director and Officer Liability insurance in
connection with the performance of their duties pursuant to the Bylaws, the Charter or
applicable law.

The Corporation shall indemnify to the fullest extent permitted by law each of its officers,
Directors, whether or not then in office (and his executor, administrator and/or heirs) or
any person who may have served at its request as a director or officer, against all
reasonable expenses (including attorneys’ fees), judgments, fines and amounts paid in
settlement actually and necessarily incurred by him or her in connection with any
threatened, pending or completed action, suit, proceeding or arbitration, whether civil or
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criminal, administrative or investigative (including any appeal thereof), to which he or
she is or is threatened to be made a party because he or she is or was a Director,
officer, employee or agent of this Corporation. He or she shall have no right to
reimbursement, however, in relation to matters as to which he or she has been
adjudged liable to the Corporation for gross negligence or willful misconduct in the
performance of his or her duties to the Corporation. The foregoing right of
indemnification shall be in addition to and not exclusive of all other rights to which such
Director, officer, employee or agent may be entitled.

ARTICLE SEVEN

Conflict of Interest, Grievance

7.1 Transactions with Interested Persons The School shall not enter into any contract
or transact any business in which any part of the assets or net earnings, if any, of the
School shall inure to the benefit of, or be distributable to, any Director or Officer of the
School, except that the School may pay reasonable compensation for services rendered
or goods provided, and may make payments and distributions in furtherance of its
purpose as set forth in the Charter.

7.2 Conflict of Interest The Board of Directors shall follow all applicable laws pertaining
to conflicts of interest. The Chair of the Board of Directors may appoint a Committee to
review and establish a separate conflict of interest policy, which will manage matters of
conflict of interest coming before the Board of Directors.

7.3 Grievances The Chair of the Board of Directors may appoint a Committee to review
and establish a grievance procedure policy and conflict resolution, which shall manage
matters concerning disputes and grievances coming before the Board of Directors.

ARTICLE EIGHT

Miscellaneous Provisions

8.1 Execution of Instruments All contracts, deeds, leases, bonds, notes, authorized to
be executed by an officer of the School on its behalf shall be signed by the
Superintendent/Executive  Director or designee, and the Board Chair or
designee. Checks, drafts and other instruments authorized to be executed by an officer
of the School on the Boards’ behalf shall be signed by the Superintendent/Executive
Director, or designee and one other Board-approved bank account signatory, except as
the Directors may generally or in particular cases otherwise determine.

8.2 Governing Procedures The meetings of the Board of Directors shall be conducted
in accordance with Roberts Rules of Order, except to the extent the provisions hereof
conflict with Florida law or these Bylaws in which event, these Bylaws shall prevail.

8.3 Gifts The Chair may, upon approval of the Board of Directors, accept on behalf of
the Board of Directors any contribution, gift, bequest, or device for the general
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purposes, or for any special purpose of the Board of Directors which is for the benefit of
the School. The Superintendent/Executive Director may receive such gifts subject to
subsequent approval of the Board of Directors.

ARTICLE NINE

Additional Provisions

9.1 Amendment These Bylaws may be altered, amended or repealed, or new bylaws
may be adopted, by an affirmative vote of a majority of Directors then in office, at an
annual meeting of the Directors or special meeting of the Directors; provided, however,
that notice shall be given in the notice of the meeting that an alteration, amendment or
repeal of the Bylaws, or that new bylaws may be adopted, is subject to a vote by the
Board.

9.2 Invalidity of Provisions In the event any provision, clause, sentence, paragraph,
sub- section, section or article hereof conflicts with, or is declared to be invalid or
unlawful by a court of competent jurisdiction, such judgment or decree shall not affect,
impair, invalidate or nullify the remainder of these Bylaws and shall be deemed stricken
here from but the effect of such judgment or decree shall be confined to the clause,
sentence, paragraph, subsection, section or article, and the remainder of these Bylaws
shall be in full force and effect without regard to such invalid provision.

9.3 Effective Date These Bylaws shall become effective immediately upon approval of
the Board of Directors.

9.4 Governing Entity It is intended that upon issuance of such Charter for the School,
the subject nonprofit corporation, SouthTech Charter Academy, Inc., shall be the
governing entity for the School and shall have all such powers as provided in its Articles
of Incorporation, these Bylaws, the Charter and the laws of the State of Florida including
those applicable to conversion charter schools.

9.5 Internal Revenue Code Notwithstanding anything herein to the contrary, no part of
the net earnings, if any, of the subject corporation shall inure to the benefit of or be
distributed to its Directors, Officers or any other person, except that this corporation
shall be authorized to pay reasonable compensation for services and materials
rendered. Upon dissolution of this corporation, all its assets remaining after payment of
all costs and expenses of such dissolution shall be distributed for one or more exempt
purposes within the meaning of Section 501(c)(3) of the Internal Revenue Code, or
corresponding section of any future federal tax code, or shall be distributed to the
federal government, or to a state or local government, for a public purpose. Any such
assets not disposed of shall be disposed of by a court of competent jurisdiction in the
county in which the principal office of the organization is then located, exclusively for
such purposes or to such organization or organizations, as said Court shall determine,
which are organized and operated exclusively for such purposes, or to organizations
which have qualified for exemption under section 501 (c) (3) of the Internal Revenue
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Code, as amended, or to the Federal Government or to a State or local government, for
charitable purposes, and none of the assets will be distributed to any member, Officer or
Director of this corporation.

ARTICLE TEN
Adoption

10.1 Adoption: The By-laws as herein above stated are adopted for and on behalf of
SouthTech Schools (comprised of SouthTech Charter Academy, Inc. and SouthTech
Preparatory Academy, Inc.), a Florida not-for-profit corporation, at a duly called meeting
of its Board of Directors on August 14, 2003,

10.2 History: These By-Laws were further revised at the following duly called meetings
of the Board of Directors: February 17, 2005, July 7, 2005, September 22, 2005,
November 2, 2006, September 20, 2007, September 25, 2008, November 6, 2008, June
4, 2009, September 23, 2010, September 22, 2011, October 13, 2011, December 13,
2012, August 10, 2017, June 20, 2018, August 9, 2018, and November 9, 2023.

THE UNDERSIGNED HEREBY adopts and approves the foregoing Amended
and Restated Bylaws of SOUTH TECH CHARTER ACADEMY, INC.

Adopted:

SOUTH TECH CHARTER ACADEMY, INC.

(CORPORATE SEAL)

10



Bylaws
SOUTHTECH PREPARATORY ACADEMY, INC.

Latest Revision Dated November 9, 2023

ARTICLE ONE

General Provisions

1.1 Charter These Bylaws are hereby adopted for and on behalf of SouthTech
Preparatory Academy, Inc., a Florida not-for-profit corporation (hereafter called
“School”). The name and purpose of the School shall be as set forth in its Articles of
Incorporation and the conversion school Charter, (to be issued by the State of Florida),
as amended from time to time. Said organization is organized exclusively for
educational purposes, the making of distributions to organizations that qualify as
exempt organizations described under Section 501(c)(3) of the Internal Revenue Code,
or corresponding section of any future federal tax code.

1.2 Location  The principal office of the School shall be located at 6161 West
Woolbright Road, Boynton Beach, Florida 33437. The Directors may change the
location of the principal office within the State of Florida. The Directors may establish
other offices and places of business in Florida or elsewhere as permitted by the School
District and by law.

1.3 Fiscal Year Except as from time to time otherwise determined by the Directors of
the School, the fiscal year of the School shall be the fiscal year of the Palm Beach
County School District.

ARTICLE TWO
Board of Directors

2.1 Powers The Board of Directors, who are hereinafter referred to as Directors,
shall exercise all corporate powers with respect to the School, as set forth in these
Bylaws.

2.2 Duties of Board The Board of Directors shall transact all business of the
corporation, determine the policies of the corporation and in general assume
responsibility for the guidance and the affairs of the corporation. The duties of the
Board of Directors include, but are not limited to setting policy, establishing procedures,
approving budgets, approving selection of the Executive Director and overseeing and
managing the financial and administrative management of the School. The Board of
Directors shall be responsible for making or executing the School's performance
standards, supervising ongoing accounts, overseeing financial reporting and meeting
state and district requirements and providing annual programs and accountability
reports. A Director shall perform his/her duties in said capacity, including his/her duties
as a member of any committee of the Board of Directors upon which he/she may serve,
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in good faith, in a manner he/she reasonable believes to be in the best interests of the
corporation and with such care as an ordinarily prudent person in a like position would
use under similar circumstances.

2.3 Number The Directors shall determine the number of directors, which shall be no
less than 5 and no more than 9 and shall elect the number of Directors so determined.
The Board of Directors should consist of at least one member from each of the following
groups: (i) parents or guardians of school students; and (ii) members of the community
including those with business, legal and financial skills if available. The Directors may,
at any special or regular meeting by an affirmative vote of a majority of Directors then in
office, increase the number of Directors and elect new Directors to complete the number
so fixed, or they may, by a similar vote, decrease the number of Directors, but only to
eliminate vacancies existing by reason of death, resignation, removal or disqualification
of one or more Directors. The Directors may by an affirmative vote of a majority of
Directors then in office fill any vacancy or vacancies on the Board and may exercise all
their powers notwithstanding any vacancy or vacancies in their number. All Directors
shall hold staggered terms of office with elections three years from the time of their
election and thereafter until their respective successors are chosen and qualified;
provided however that one third of the initial Members be elected initially for a one year
term; one-third of the Members be elected initially for a two year term, and; one-third of
the Members be elected initially for a for a full three year term. The Director shall hold
such office until said Director shall retire, resign, or be removed as a Director by the
Board of Directors, as herein provided.

2.4 Resignation and Removal Any Director may resign by delivering a written letter of
resignation to the Board Chairperson or to the School at its principal office. Such
resignation shall be effective upon receipt unless it is specified to be effective at some
time later. Any Director may be removed from office with or without cause by an
affirmative vote of at least two-thirds of the Directors then in office. A Director may be
removed for cause only after reasonable notice and an opportunity to be heard by the
Board of Directors. Reasonable notice shall be in writing at least 14 days prior to the
next Board meeting.

ARTICLE THREE
Meetings

3.1 Reqgular Meetings All meetings of the Board of Directors shall be open to the public.
Pursuant to Florida Statute 1002.33(9)(p)(3), the Board of Directors must hold at least
two public meetings per school year in Palm Beach County. The meetings must be
noticed, open, and accessible to the public, and attendees must be provided an
opportunity to receive information and provide input regarding the charter school’s
operations. Members of the governing Board or any member of a committee formed or
designated by the governing board may attend in person or by means of
communications media technology used in accordance with rules adopted by the
Administration Commission under s. 120.54(5).




3.2 Special Meetings Special Meetings of the Board of Directors shall be held at such
times and places in Palm Beach County as shall be designated by the Chair or upon the
written request of any member of the Board of Directors. At Special Meetings, business
shall be conducted in such order as from time to time the Board of Directors may
determine.

3.3 Annual Meeting The Board of Directors shall meet annually at the principal office of
the School, or at such place within Palm Beach County, and at such time as the Board
of Directors shall determine, except that such date shall not be a legal holiday. If the
annual meeting is not held on the specific day, the Directors may hold a special meeting
in place thereof, and any business transacted or elections held at such meeting shall
have the same force and effect as if transacted or held at the annual meeting.

3.4 Notice of Meetings Notice of any meeting of the Board of Directors shall be given as
herein provided at least 5 days prior to such meeting unless due to an emergency
situation a reasonable shorter notice period is appropriate under the circumstances.
Public notice, if any, of such meetings shall be given as required by Florida law. Notice
of the date, time, and place of all meetings of the Directors should be given to each
Director by the Secretary or designee or by the Director calling a Special meeting. Such
notice shall be given to each Director by mail, delivery service, or electronic mail sent to
such Director’s usual or last known business or home address. Except as required by
law, notice of any meeting of Directors need not be given, (i) to any Director who, either
before or after the meeting, delivers a written waiver of notice, executed by the Director
(or the Director’s attorney thereunto authorized, which is filed with the records of the
meeting; or (ii) to any Director who attends the meeting and who, either prior to the
meeting or at its commencement, fails to protest the lack of such notice. Except as
otherwise required by law, the Charter or these Bylaws, a notice or waiver of notice
need not specify the purpose of any regular or special meeting unless such purpose is,
(i) the amendment or repeal of any provision of the Charter or these Bylaws, or (ii) the
removal of a Director or an Officer.

3.5 Quorum A maijority of the Directors then in office shall constitute a quorum, but a
lesser number may, without further notice, adjourn the meeting to any other time. At any
meeting of Directors at which a quorum is present, the vote of a majority of those
Directors present shall decide any matter unless the Charter or these Bylaws, or any
applicable law requires a different vote.

3.6 Electronic Attendance Board members may attend Board meetings, workshops and
retreats; participate at such Board meetings, workshops and retreats through the use of
communications media technology. Pursuant to Florida Statute 1002.33(9)(p)(3),
‘members of the governing board or any member of a committee formed or designated
by the governing board may attend in person or by means of communications media
technology used in accordance with rules adopted by the Administration Commission
under s. 120.54(5)".

3.7 Discussion  All members are invited to engage in full discussion on all matters
coming before the Board of Directors during duly called meetings. Matters which are
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deemed to be too detailed or require extended analysis and review may be assigned by
the Chair to an appropriate Committee as further provided in Section 3.8 below, task
force or work group to work through the details and report their deliberations to the
Board of Directors at the next Board of Directors meeting, or a Special Meeting may be
scheduled, or the Chair may elect to limit or bring discussion to closure within a
designated time as prescribed in Roberts Rules of Order. Any member of the public who
is not a member of the Board of Directors may address the Board of Directors on any
agenda matter at the public comment section of the meeting prior to any items being
voted on. Each non member speaker is limited to no more than three (3) minutes unless
otherwise granted by the Chair or Vice Chair.

3.8 Order of Business to be Considered Any business requiring exceptional

scrutiny and analysis coming before the Board of Directors for formal action may be
referred to the appropriate Committee for discussion and analysis unless such business
is deemed by the Chair to be of such urgency that delay would be harmful to the Board
of Directors or the School. Upon completion of Committee deliberations, the Committee
Chair or designee will report, as appropriate, its findings to the full Board of Directors. At
the discretion of the Chair, any new business may be considered at a duly constituted
and noticed Regular Meeting or Special Meeting. The Chair may designate a time
certain to accommodate reasonable discussion of new business, or, may assign such
business to the appropriate Committee for deliberation. For the purpose of meeting
deadlines due to time and/or resource constraint(s), the Board authorizes the
Superintendent/Executive Director, or designee, and the Board Chair, or designee, to
officially sign, execute, and submit time-sensitive documents such as, but not limited to:
grants, reports, contracts, agreements, or other business-related documents for which
the due date falls between prior and pending Board Meetings, but for which
circumstances prevented the item of business being acted upon at the prior Board
meeting. A notification will be sent to Board members upon submission of the subject
document, and, in the case of grants and other revenue, a request for a vote of
acceptance upon the award of said resource(s) to the SouthTech Schools System, in
whole or in part. Reports, contracts, agreements, and other business-related
documents would be brought before the Board for a ratification vote at the next pending
Board Meeting. The sole purpose of this operational action is to better the School and
directly benefit students or staff in situations where time or resources would otherwise
negate a timely resolution.

3.9 Minutes The Executive Director or their designee shall prepare minutes of each
Regular, Special and Annual meeting stating action taken at such meeting, and shall
submit them to members as expeditiously as possible for their review. Any member may
propose a correction at the meeting at which the minutes are subject to approval. The
minutes together with such proposed corrections shall then be submitted for approval by
the Directors during such meeting.

3.10 Maintenance of Records All regular meetings of the Board of Directors may be
recorded at the discretion of the Board. Written minutes of the action items at each
meeting shall be kept and maintained as public documents. The records of all meetings
of the Board of Directors, the names and addresses of the Directors and Officers of the
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School, and the originals or attested copies of the Charter and By laws of the School
shall be kept at the Superintendent/Executive Director or Management Company
Representative’s office of the School. Files containing Board of Directors minutes,
correspondence, tapes, if any, and records shall be maintained at such office. Copies of
documents shall be supplied in accordance with the Florida Public Records Law.

ARTICLE FOUR

Committees

4.1 Committees The Directors may elect or appoint such committees (which may
include individuals who are not Directors) as they may from time to time determine
necessary or advisable, may delegate to the extent permitted by law, the Charter, or
these Bylaws, such power and duties thereto as they may deem advisable; provided,
however, that any committee to which the powers of the Directors are delegated shall
consist solely of Directors and provided, however, that all committees shall be chaired
by a Director. At any meeting of a committee, a quorum for the transaction of all
business properly before the meeting shall consist of a majority of the members of such
committee. A quorum, however, is NOT required for deliberations to continue, since any
insufficiency will be rectified by reporting the committee’s recommendation to the Board
at which a quorum DOES need to be present for any approval or implementation of
action. Any committee may, subject to the approval of the Board of Directors, make
further rules for the conduct of its business. However, unless otherwise provided by vote
of the Board of Directors, or by rules established by the Board of Directors, the business
of any committee shall be conducted as nearly as may be in the same manner as is
provided by these Bylaws for the Board of Directors. The members of any committee
shall serve on such committee at the pleasure of the Directors.

ARTICLE FIVE

Officers

5.1 Chairperson and Vice-Chairperson of the Board The Directors shall elect at the
annual meeting a Chairperson and Vice-Chairperson of the Board of Directors. The
office of Chairperson and Vice-Chairperson shall be for a term of one year. Except as
otherwise provided by law, the Chairperson and Vice-Chairperson shall hold office until
the next annual meeting of the Directors or the special meeting held in lieu thereof, and
thereafter until their respective successors are chosen and qualified, unless a shorter
term is specified in electing or appointing them. The Chairperson and Vice-Chairperson
may serve in such capacity for as many terms as the majority of members continue to
elect them through the specified electoral process. The fact that an individual is
currently serving as Chairperson and Vice-Chairperson shall not create any
presumption that such individual shall be nominated for either such position in any
subsequent year.

Duties: The Chairperson shall establish the agenda for all meetings of the Board of
Directors in consultation with the Superintendent/Executive Director and as appropriate
in the discretion of the Chairperson, with other members of the Board of Directors. The
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Chairperson shall preside over all meetings of the Board of Directors and shall have
other powers, as the Board of Directors shall determine. The Chairperson shall serve
as one of the signatories on financial accounts and official school business. Acting as
spokesperson for the Governing Board also falls under the Chairperson’s duties of
office. In the absence of the Chairperson at any meeting of the Board, the Vice-
Chairperson shall exercise the rights and perform the functions of the Chairperson. In
the absence of the Chairperson and the Vice Chairperson, the Secretary shall exercise
the rights and perform the functions of the Chairperson.

5.2 Vice Chair: In the absence of the Chairperson, or in the event of his/her inability or
refusal to act, the Vice Chairperson shall perform the duties of the Chair and when so
acting shall have all the powers of and be subject to all restrictions upon the Chair. Any
action taken by the Vice Chairperson in the performance of the duties of the
Chairperson shall be conclusive evidence of the absence or inability to act by the
Chairperson at the time such action was taken. The Vice Chairperson shall perform
such other duties as, from time to time, may be assigned to him/her by the Chairperson
or by the Board of Directors.

5.3 Treasurer  The Treasurer shall chair a finance committee composed of Board
members appointed by the Board Chair, and appropriate School staff and consultants
and serve as a signatory on financial accounts. The committee shall meet as needed to
review and assess the financial condition of the School. The Treasurer or designee shall
present a report on the financial condition and affairs of the School, along with any
recommendations for Board action at each meeting of the Board of Directors. The
Treasurer shall review all financial filings required by the School District of Palm Beach
County, State of Florida, the Internal Revenue Service and any other government
agency. The Treasurer shall have such other powers and duties as are usually incident
to that office and may be vested in that office by these Bylaws or by the Directors.

5.4 Secretary The Secretary or designee shall maintain records of all action items at all
meetings of the Directors in a book or series of books kept for that purpose. The
Secretary, or designee, shall give such notices of meetings of Directors as are required
by the Charter, these Bylaws, or state law. Before any meeting of the Board of
Directors, the Secretary, or designee, shall distribute to the members of the Board of
Directors copies of any minutes of the prior meetings of the Board of Directors that have
not been approved by the Board of Directors. The Secretary shall have such other
powers and duties as are usually incident to that office and as may be vested in that
office by these Bylaws or by the Directors. In the absence of the Secretary from any
meeting of Directors, a temporary Secretary designated by the person presiding at the
meeting shall perform the duties of the Secretary at such meeting. The Secretary shall
oversee the person designated by the Board to record the minutes of all action items
taken by the Board at any meeting. In the absence of the Chairperson and the Vice
Chairperson, the Secretary shall exercise the rights and perform the functions of the
Chairperson.

Any of the above duties may be delegated to the Executive Director or their designee,
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as allowed by the Board of Directors.

5.6 Other Officers Other officers shall have such duties and powers as may be
designated from time to time by the Directors.

5.7 Resignation and Removal Any officer may resign by delivering a written resignation
to the Chairperson or Secretary and shall be effective upon receipt, unless it is specified
to be effective at some time later. The Directors may remove any officer, with or without
cause, by a vote of two thirds of the Directors then in office. An officer may be removed
for cause only after reasonable notice and an opportunity to be heard by the Board of
Directors. Reasonable notice shall be in writing at least 14 days prior to the next Board
meeting.

5.8 Superintendent/Executive Director The Superintendent/Executive Director shall be
the chief executive officer of the School and, subject to the direction and control of the
Board of Directors, shall have general charge of the affairs of the School. The
Superintendent/Executive Director shall have such other powers and duties as are
usually incident to the office and as may be vested in that office by Bylaws or by policy
and procedures established by the Directors.

ARTICLE SIX

Compensation and Personal Liability

6.1 Compensation No Director shall receive any compensation for services rendered as
a Director. Notwithstanding the foregoing, any Director may, be reimbursed for
necessary out-of-pocket expenses, including travel expenses and expenses reasonably
incurred by the Director in the performance of duties as a Director.

6.2 Personal Liability, Indemnification and Insurance Subject to the restrictions set forth
in Florida Statutes Section 768.1355 and Section 617.0834 and other rules and
regulations, the Directors and Officers of the School shall not be personally liable for
any debt, liability or obligation of the School. All persons, corporations or other entities
extending credit to, contracting with, or having any claims against the School, may look
only to the funds and property of the School for payment of any such contract or claim,
or for payment of any debt, damages, judgment or decree, or of any money that may
otherwise become due or payable to them from the School. The Board of Directors shall
require that the School carry adequate Director and Officer Liability insurance in
connection with the performance of their duties pursuant to the Bylaws, the Charter or
applicable law.

The Corporation shall indemnify to the fullest extent permitted by law each of its officers,
Directors, whether or not then in office (and his executor, administrator and/or heirs) or
any person who may have served at its request as a director or officer, against all
reasonable expenses (including attorneys’ fees), judgments, fines and amounts paid in
settlement actually and necessarily incurred by him or her in connection with any
threatened, pending or completed action, suit, proceeding or arbitration, whether civil or
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criminal, administrative or investigative (including any appeal thereof), to which he or
she is or is threatened to be made a party because he or she is or was a Director,
officer, employee or agent of this Corporation. He or she shall have no right to
reimbursement, however, in relation to matters as to which he or she has been
adjudged liable to the Corporation for gross negligence or willful misconduct in the
performance of his or her duties to the Corporation. The foregoing right of
indemnification shall be in addition to and not exclusive of all other rights to which such
Director, officer, employee or agent may be entitled.

ARTICLE SEVEN

Conflict of Interest, Grievance

7.1 Transactions with Interested Persons The School shall not enter into any contract
or transact any business in which any part of the assets or net earnings, if any, of the
School shall inure to the benefit of, or be distributable to, any Director or Officer of the
School, except that the School may pay reasonable compensation for services rendered
or goods provided, and may make payments and distributions in furtherance of its
purpose as set forth in the Charter.

7.2 Conflict of Interest The Board of Directors shall follow all applicable laws pertaining
to conflicts of interest. The Chair of the Board of Directors may appoint a Committee to
review and establish a separate conflict of interest policy, which will manage matters of
conflict of interest coming before the Board of Directors.

7.3 Grievances The Chair of the Board of Directors may appoint a Committee to review
and establish a grievance procedure policy and conflict resolution, which shall manage
matters concerning disputes and grievances coming before the Board of Directors.

ARTICLE EIGHT

Miscellaneous Provisions

8.1 Execution of Instruments All contracts, deeds, leases, bonds, notes, authorized to
be executed by an officer of the School on its behalf shall be signed by the
Superintendent/Executive  Director or designee, and the Board Chair or
designee. Checks, drafts and other instruments authorized to be executed by an officer
of the School on the Boards’ behalf shall be signed by the Superintendent/Executive
Director, or designee and one other Board-approved bank account signatory, except as
the Directors may generally or in particular cases otherwise determine.

8.2 Governing Procedures The meetings of the Board of Directors shall be conducted
in accordance with Roberts Rules of Order, except to the extent the provisions hereof
conflict with Florida law or these Bylaws in which event, these Bylaws shall prevail.

8.3 Gifts The Chair may, upon approval of the Board of Directors, accept on behalf of
the Board of Directors any contribution, gift, bequest, or device for the general

8



purposes, or for any special purpose of the Board of Directors which is for the benefit of
the School. The Superintendent/Executive Director may receive such gifts subject to
subsequent approval of the Board of Directors.

ARTICLE NINE

Additional Provisions

9.1 Amendment These Bylaws may be altered, amended or repealed, or new bylaws
may be adopted, by an affirmative vote of a majority of Directors then in office, at an
annual meeting of the Directors or special meeting of the Directors; provided, however,
that notice shall be given in the notice of the meeting that an alteration, amendment or
repeal of the Bylaws, or that new bylaws may be adopted, is subject to a vote by the
Board.

9.2 Invalidity of Provisions In the event any provision, clause, sentence, paragraph,
sub- section, section or article hereof conflicts with, or is declared to be invalid or
unlawful by a court of competent jurisdiction, such judgment or decree shall not affect,
impair, invalidate or nullify the remainder of these Bylaws and shall be deemed stricken
here from but the effect of such judgment or decree shall be confined to the clause,
sentence, paragraph, subsection, section or article, and the remainder of these Bylaws
shall be in full force and effect without regard to such invalid provision.

9.3 Effective Date These Bylaws shall become effective immediately upon approval of
the Board of Directors.

9.4 Governing Entity It is intended that upon issuance of such Charter for the School,
the subject nonprofit corporation, SouthTech Preparatory Academy, Inc., shall be the
governing entity for the School and shall have all such powers as provided in its Articles
of Incorporation, these Bylaws, the Charter and the laws of the State of Florida including
those applicable to conversion charter schools.

9.5 Internal Revenue Code Notwithstanding anything herein to the contrary, no part of
the net earnings, if any, of the subject corporation shall inure to the benefit of or be
distributed to its Directors, Officers or any other person, except that this corporation
shall be authorized to pay reasonable compensation for services and materials
rendered. Upon dissolution of this corporation, all its assets remaining after payment of
all costs and expenses of such dissolution shall be distributed for one or more exempt
purposes within the meaning of Section 501(c)(3) of the Internal Revenue Code, or
corresponding section of any future federal tax code, or shall be distributed to the
federal government, or to a state or local government, for a public purpose. Any such
assets not disposed of shall be disposed of by a court of competent jurisdiction in the
county in which the principal office of the organization is then located, exclusively for
such purposes or to such organization or organizations, as said Court shall determine,
which are organized and operated exclusively for such purposes, or to organizations
which have qualified for exemption under section 501 (c) (3) of the Internal Revenue
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Code, as amended, or to the Federal Government or to a State or local government, for
charitable purposes, and none of the assets will be distributed to any member, Officer or
Director of this corporation.

ARTICLE TEN
Adoption

10.1 Adoption: The By-laws as herein above stated are adopted for and on behalf of
SouthTech Schools (comprised of SouthTech Charter Academy, Inc. and SouthTech
Preparatory Academy, Inc.), a Florida not-for-profit corporation, at a duly called meeting
of its Board of Directors on August 14, 2003,

10.2 History: These By-Laws were further revised at the following duly called meetings
of the Board of Directors: February 17, 2005, July 7, 2005, September 22, 2005,
November 2, 2006, September 20, 2007, September 25, 2008, November 6, 2008, June
4, 2009, September 23, 2010, September 22, 2011, October 13, 2011, December 13,
2012, August 10, 2017, June 20, 2018, August 9, 2018, and November 9, 2023.

THE UNDERSIGNED HEREBY adopts and approves the foregoing Amended
and Restated Bylaws of SOUTH TECH PREPARATORY ACADEMY, INC.

Adopted:

SOUTH TECH PREPARATORY ACADEMY,
INC.

(CORPORATE SEAL)
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ARTICLES OF INCORPORATION

OF
B
SOUTH TECH CHARTER ACADEMY, INC. 23

-
A FLORIDA NOT FOR PROFIT CORPORATION -

£z:l W 1-9N¥ed

Following are the Articles of Incorporation for the South Tech Charter Academy, inc.
{*Corporation™} in compliance with Chapter 817, F.S., {not for profit):

. ARTICLE }
The name of the Corporation shaill be:

South Tech Charter Academy, Inc.
The principal place of business of this Corporation shall be:

1300 SW 30™ Ave.
Boynton Beach, Florida 33426

ARTICLE }f

The period of the duration of this Corporation is perpetuat uniess dissolved according
to law.

ARTICLE

The purposes for which the Corporation is organized are exciusively charitable,
scientific, literary and educational within the meaning of section 501 {c}(3) of the

internal Revenue Code of 1986 or the corresponding provision of any future United
States internal Revenue law.

Notwithstanding any other provisions of these Articles, this organization shall not
carry on any activities not permitied to be carried on by an organization exempt from

1
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Federal income tax under section 501(c)(3) of the Internal Revenue Code of 1986 or
the corresponding provision of any future United States internal Revenue law.

ARTICLE IV

The qualifications for members and directors and the manner of their appointment are:

An interest and participating involvement in the
affairs of the Corporation with admission
approved by the Board of Direclors and as
otherwise regulated by the By-Laws.

ARTICLEV

The number constituting the initial Board of Directors of the Corporation is 12, and
their names and addresses are;

NAME
Norman A. Bleshman
Daniel F. Martell
James R. Kidd
Donna Marie Goray
Leslie Goldstein
Peggy Johnson
Zsa Zsa Graham-Miller
Catherine A. Lewis
Antonio Vasquez
Richard Norman
Robert Howell

Clarence Vaughn

ADDRESS
9954 Harbor Lake Circle  Boynton Beach, FL. 33437
6288 Ethan Dr. Lake Worth, FL. 33467

1300 S.W. 30" Ave. Boynton Beach, FL. 33426

130 isfand Dr . Ocean Ridge, FL. 33435
8775 D Boca Gardens Cir.N. Boca Raton, FL.. 33496

108 Half Moon CRE ~ 3 Hypoluxo, FL. 33462

351 Ross Dr. Delray Beach, FL. 33445
4000 Majestic PalimWay  Delray Beach, FL. 33448
15015 Michaelangelo Bivd. Delray Beach, FL. 33446
12688 Headwater Circ. Wellington, FL. 33414
899 SW 18" Streeet Boca Raton, FL, 33488
17650 Woodview Termr. Boca Ralon, FL. 33487
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ARTICLE VI %ﬁ, Z L

This Corporation is organized under a non-stock basis. %ﬁ - rf—r"l
m 24

g = O
ARTICLE Vii o
L

=
In the event of dissolution, the residual assets of the organization wil{ be t;;med over
to one or more organizations which themselves are exempt as organizations
described in Section 501 {(¢) (3} and 170(c) (2) of the Internal Revenue Code of 1986

or corresponding sections of any prior or future law, or to the Federal, State, or Locat
Government of exclusive public purpose.

ARTICLE Vil

The name and address of the initial registered agent and the incorporator are:

Normman A. Bleshiman
8954 Harbor Lake Circle
Boynton Beach, FL 33437

in withess whereof, the undersigned Incorporator has executed these Articles of
incorporation.

W‘“‘"‘"‘ ﬁw—\ - ' 7/3‘1/03’
Norman A. Bleshman, Date
incorporator

REGISTERED AGENT CERTIFICATE

Having been named as registered agent to accept service of process for the above
stated Corpaoration at the place designated in this certificate, 1| am famitiar with and
accept the appointment as Registered Agent and agree to act in this capacity.

e 8L

o 7/ 2 /0'5’
Norman A. Bleshman, Date
Registered Agent

8854 Harbor Lake Circle

Boynton Beach, FL 33437
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- BREenne

School Accounting Services Inc.

<9

L J

On behalf of Client; Phone: Fax:

South Tech Charter Academy, Inc. 561-369-7011 561-369-7024
1300 SW 30th Avenue
Boynton Beach, FL 33426

FL Division of Corporations,

Attached please find the articles of incorporation of a new middle school opening in Boynton
Beach, FL. The high school corporation has been operating since 8.1.2003 document #
N03000006586. The same registered agent and members of the board will operate the new
entity. Enclosed please find documentation and payment for registering the new school
corporation, “South Tech Preparatory Academy, Inc.” The EIN has been applied for.

If you have any questions please feel free to contact the registered agent “Jim” James R Kidd at
561-369-7011.

Thank you for your prompt attention to this matter. ~
. |
Smcerely, & =
%/ g l"'
i
Zz T
Cyndee J Zeck, CEO w0
SASINC 3
SASINC a division of Zeck Corp. Phone: 954-465-4787
1920 NE 17 Way Fax: 954-630-3660

Fort Lauderdale, FI. 33305 Emuil: Zeck @SASINC.biz



.~2012-NOT-FOR-PROFIT CORPORATION ANNUAL REPORT FILED

Jan 09, 2012
DOCUMENT# N03000006586 Secretary of State

Entity Name: SOUTH TECH CHARTER ACADEMY, INC.’

Current Principal Place of Business: New Principal Place of Business:
1300 SW 30TH AVE.

BOYNTON BEACH, FL 33426

Current Mailing Address: New Mailing Address:

1300 SW 30TH AVE.

BOYNTON BEACH, FL 33426

FEl Numnber: 32-0089102 FElI Numbaer Applied For { ) FEI Number Not Applicable { ) Certificate of Status Desired (X)

Name and Address of Current Registered Agent: Name and Address of New Registered Agent:
KIDD, JAMES R

1300 SW 30TH AVE
BOYNTCON BEACH, FL 33426 US

The above named entity submits this statement for the purpose of changing its registered office or registered agent, or both,
in the State of Florida.

SIGNATURE:

Electronic Signature of Registered Agent Date
OFFICERS AND DIRECTORS:

Title: COB

Name: KESTEN, ROBERT M
Address: 7284 BRUNSWICK CIRCLE
City-St-Zip:  BOYNTON BEACH, FL 33472

Title: s

Name: BAIZE, DONNA

Address: 886 GARNETT STREET
City-St-Zip.  LANTANA, FL 33462

Title: M

Name: BURDSALL, JEANNE
Address: 3219 VINCENT ROAD
City-5t-Zip:  WEST PALM BEACH, FL 33405
Titla: Ve

Name: LEWIS, CATHERINE
Address: 7329 SERRANOC TERRACE
City-S5t-Zip:  DELRAY BEACH, FL 33448
Title: M

Name: DAVIS, STEVEN

Address; 233 10WA AVENUE
City-St-Zip:  FT LAUDERDALE, FL 33312
Title: T

Name: JARRETT, PETER A
Address: 1820 NEW PALM WAY, #304

City-St-Zip:  BOYNTON BEACH, FI. 33435

| hereby certify that the information indicated on this report or supplemental report is true and accurate and that my electronic
signature shall have the same legal effect as if made under oath; that { am an officer or difector of the corporation or the receiver
or trustee empowered to execute this report as required by Chapter 617, Fiorida Statutes; and that my name appears above, or
on an attachment with all other like empowered.

SIGNATURE; JAMES R KIDD P 01/09/2012
Electronic Signature of Signing Officer or Director Date




COVER LETTER

Department of State
Division of Corporations

P. O. Box 6327

Tallahassee, FL 32314

susect: South Tech Preparatory Academy Inc

(PROPOSED CORPORATE NAME - MUST INCLUDE SUFFIX)

Enclosed is an original and one (1) copy of the Articles of Incorporation and a check for :

$70.00 $78.75 $78.75 $87.50
Filing Fee Filing Fee & Filing Fee Filing Fee,

Certificate of & Certified Copy Certified Copy

Status & Certificate
ADDITIONAL COPY REQUIRED
rrom: James R. Kidd ey
Name (Printed or typed) ':Z’ LE
1300 SW 30th Avenue i
Address o “:-—i
| ro
X
Boynton Beach, FL 33426 =k

City, State & Zip

561-369-7011

Daytime Telephone number

Zeck@sasinc.biz

E-mail address: (to be used for future annual report notification)

NOTE: Please provide the original and one copy of the articles.
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ARTICLES OF INCORPORATION
OF
SOUTH TECH PREPARATORY ACADEMY, INC.

- Following are the Articles of Incorporation for the South Tech Preparatory

Academy, Inc. (“Corporation”) in compliance with Chapter 617, F.S. {not for
profit):

ARTICLE | 2 B
The name of the Corporation shall be: Ef:? s
South Tech Preparatory Academy, Inc. ;: = I';
The principal place of business of this Corporation shall be: é: i <
1300 SW 30™ Avenue =T g

Boynton Beach, Florida 33426

ARTICLE Il

The period of the duration of this Corporation is perpetual uniess dissolved
according to law.

ARTICLE Il

The period for which the Corporation is organized are exclusively charitable,
scientific, literary and educational within the meaning the meaning of section

501(c)(3) of the Internal Revenua Code of 1886 or the corresponding provision of
any future United States Internal Revenue law.

Notwithstanding any other provisions of these Articles, this organization shall not
carry on any activities not permittad to be carried on by an organization exempt
from Federal income tax under section 501(c)(3) of the Internal Revenue Code of
1986 or the corresponding provision of any future United States Internal Revenue
law.,

ARTICLE IV

The qualifications for membars and directors and the manner of their
appointment are:



An interest and participating involvement in the

affairs of the Corporation with admission = 2
approved by the Board of Directors and as LN v
otherwise regulated by the By-Laws. e 2 m
T om U
ARTICLE V n @

S 2
> ©

The number constituting the initial Board of Directors of the Corporation is 13,

and their names and addresses are:

NAME ADDRESS

Robert M. Kesten 7284 Brunswick Circle Boynton Beach, FL 33472

Donna L. Baize 886 Gamett Street Lantana, FL 33462

Aram C. Bloom 775 Jeffrey St. #301 Boca Raton, FL 33487

George Bosselman 1220 NW 8" Street Boynton Beach, FL 33426

Roger Dunson, Sr. 4766 Poseidon Place Lake Worth, FL 33463

Nancy Ernst 2106 SW 22 Street  Boynton Beach, FL 33426

Russell Feldman 8429 Myakka Court Lake Worth, FL 33487

Nicole L. Handy 10396 Peachtree Circle Palm Beach Gardens, FL 33418

Dan Heller 147 Orange Drive Boynton Beach, FL 33436

Peter A. Jarrett 1820 New Palm Way Boynton Beach, FL 33435

Seacrest Villas Unit 304
Carl McKoy _ 69 Citrus Park Lane Boynton Beach, FL 33436
James F. Notter 303 North Riverside Dr. Pompano Beach, FL 33082
: #906
John Sluth 1320 W. Jennings Street Lantana, FL 33462
ARTICLE VI

This corporation is organized under a non-atock basis.



ARTICLE VIl

In the event of dissolution, the residual assets of the organization will be turned
over to one or more organization which themselves are exempt as organizations
described in Section 501(c)(3) and 170(c)(2) of the Internal Revenue Code of 1986
or corresponding sections of any prior or future law, or to the Federal, State, or

Local Government of exclusive public purpose.

ARTICLE Vil
The name and address of the initial registered agent and the incorporator are:

James R. Kidd
1300 SW 30" Avenue
Boynton Beach, FL 33426

In withess whereof, the undersigned Incorporator has executed these Articles of

Incorporation.

5 BB |
Date

hn Sluth
Incorporator
1320 W. Jennings Street '
Lantana, FL 33462 REGISTERED AGENT CERTIFICATE
Having been named as registered agent to accept service of process for the
above-stated Corporation at the place designated in this certificate, | am familiar
with and accept the appointment as Registered Agent and agree to act in this

Jryd-/2

capacity.

o A

7 James R. Kidd
Registered Agent

1300 SW 30" Avenue e =
Boynton Beach, FL 33426 = ™
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SouthTech Schools Holdings, LLC

Articles of Incorporation



Electronic Articles of Organization 60000142805
N X 1| A June 08, 2020
Florida Limited Liability Company Sec. Of State

wlawrence
Article I
The name of the Limited Liability Company 1s:

SOUTH TECH SCHOOLS HOLDINGS, LLC

Article I1
The street address of the principal office of the Limited Liability Company 1s:

1300 SW 30TH AVENUE
BOYNTON BEACH, FL. US 33426

The mailing address of the Limited Liability Company is:

1300 SW 30TH AVENUE
BOYNTON BEACH, FL. US 33426

Article ITI
Other provisions, if any:
ANY LAWFUL BUSINESS
Article IV

The name and Florida street address of the registered agent is:

ROBERT M. KESTEN, PA

2300 NW CORPORATE BOULEVARD
SUITE 213

BOCA RATON, FL. 33431

Having been named as registered agent and to accept service of process for the above stated limited
liability company at the place designated in this certificate, I hereby accept the appointment as registered
agent and agree to act in this capacity. [ further agree to comply with the provisions of all statutes
relating to tﬁe proper and complete performance of my duties, and I am familiar with and accept the
obligations of my position as registered agent.

Registered Agent Signature: ROBERT M. KESTEN



Article V

The name and address of person(s) authorized to manage LLC:

Title: AMBR

SOUTH TECH SCHOOLS

1300 SW 30TH AVENUE
BOYNTON BEACH, FI.. 33426 US

Article VI
The effective date for this Limited Liability Company shall be:

06/08/2020

Signature of member or an authorized representative
Electronic Signature: ROBERT M. KESTEN, ESQ.

L20000149803
FILED 8:00 AM
June 08, 2020
Sec. Of State

wlawrence

I am the member or authorized representative submitting these Articles of Organization and affirm that the
facts stated herein are true. I am aware that false information submitted in a document to the Department
of State constitutes a third degree felony as provided for in s.817.155, F.S. T understand the requirement to
file an annual report between January 1st and May 1st in the calendar year following formation of the LL.C

and cvery year thereafter to maintain "active" status.
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