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Vision Statement

Highmark Charter School’s Vision Statement:

The mission of HighMark Charter School is to equip students with the highest quality education while
fostering an entrepreneurial spirit by integrating practical business applications throughout the core
curriculum.

The philosophy of HighMark Charter School is to build a solid foundation in business education and
provide a stepping-stone to successful careers that will encourage critical thinking and reflective
approaches to learning. HMCS will give students an advantage in seeing language arts, history, and
math integrated in business examples enabling students to master a broad range of disciplines.

Business Integration

HighMark Charter School will integrate into the core curriculum business skills, ethics, and practices
by focusing on four areas of business: Sales and Marketing, Management and Leadership, Finance and
Economy, and Entrepreneurship. These four areas will give HighMark Charter School a foundation for
integration but will not limit curriculum adaptation and integration as the world of business changes in
our global economy. To make sure our students have a solid grounding in economic, personal finance,
and entrepreneurship concepts we will use a variety of activities, some of which might include,
simulations and projects in the classroom, hands on experiences outside of the classroom, and guest
speakers.

2467 E. South Weber Drive; South Weber, UT 84405
Phone (801) - e Fax (801) -
Website www.hmcharterschool.org
Email info@hmcharterschool.org

WELCOME TO HIGHMARK CHARTER SCHOOL

We would like to take this opportunity to formally welcome you to HighMark Charter School. Together, we can make this
year a rich and productive learning experience in a positive learning environment. We believe that the foundation of a
great education is for students to understand why they are learning what is being taught and then applying that knowledge
in real world situations directly or through experiences that mirror the real world as close as possible. Our vision
statement identifies practical business applications that align with the core curriculum.

Bentley Mclintire Richard Bigler Sage Ukena
Board Chair Board Vice Chair Board Secretary
Blake Petersen Denis Petersen Mary Johnston
Board Financial Coordinator Board Member HMCS Principal

Kellie Lockwood
HMCS Assistant Principal
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Academic Awards
Honors Award = 3.5 - 3.7 GPA for one or more years
Honors Hawk Award = 3.8 - 3.9 GPA for one or more years
High Honor Hawk Award = 3.8 GPA or above for one or more years
Outstanding Hawk = 4.0 GPA for one or more years

Hawk Hall of Fame = 4.0 GPA, no N’s or U’s for three years (7-9"" at HighMark). This award includes an
individual plaque and name on school plaque

Perfect Attendance Award = No absences for one year
Leader of the Month = Teacher nomination for following the 7 Habits

Department Awards = Each department will nominate an outstanding student in that content area

Hawk 3-Sport Award = Participate in THREE sports for THREE years
1. Athlete must participate in THREE sports offered at HighMark within the school year designated.
A high school sport does NOT count toward this award.

2. Athletes must be up-to-date on the athletic fees, have a good attitude toward the team and coaches,
conform to school standards, attend daily practices and compete on the team. Red shirt athletes are
NOT eligible.

3. Boys must compete in soccer, basketball, baseball, wrestling, cross country or track. Girls must
compete in softball, volleyball, basketball, track, cross country, soccer or cheerleading.

4. Coaches and administrators will have the final input as to whether an athlete qualifies for this
award.

5. Athlete must maintain 2.5 GPA each quarter.

6. Athletes who participate at this level for 3 years will receive an individual plaque as well as name
on school plaque

7. Athlete must fill out application for award (form online on website)

Nomination/Application awards:

= Board Business Hawk Award =
This award includes an application (form online on website), cumulative GPA 3.5, service project,
business plan, and teacher recommendation
Student will have name on school plaque + $100
= PTSO Citizenship Award =
This award includes an application, service projects, and letters of recommendation
Students will have name on school plaque + $50

Incentive Activity: Students who receive good grades and citizenship marks can qualify to participate in the
Incentive Activity. In order to qualify for the activity, the students must reach the following criteria:
v’ 18t term — 3.0 GPA with no "N"s or "U"s, no "F"s
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v/ 2" term — 3.3 GPA with no "N"s or "U"s or increase their GPA by .5 from the previous term, no "N"s or

IIUIIS’ no IIFIIS
v/ 3" term — 3.5 GPA with no "N"s or "U"s or increase their GPA by .5 from the previous term, no "N"s or

"U"s, no "F"s
No Tardy Party: After the grades and citizenship marks have been collected and sent out, the attendance

secretary gives the administration a list of all students who have not had a tardy for the past term. At various
times these students are called down on a random day and given a treat to enjoy for their accomplishment of

having no tardies for the entire term.
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Arrest Reporting Procedures

These procedures are established in order to comply with the Arrest Reporting Policy adopted by the School’s Board of
Directors.

Required Reports

(a) Non-USOE-licensed employees of the School, (b) volunteers, (c) Board Members, and (d) any School employees who
drive a motor vehicle as part of their employment responsibilities must report to the Principal information regarding the
following matters:

Convictions, including pleas in abeyance and diversion agreements;

Any matters involving arrests for alleged sex offenses;

Any matters involving arrests for alleged drug-related offenses;

Any matters involving arrests for alleged alcohol-related offenses; and

Any matters involving arrests for alleged offenses against the person under Title 76, Chapter 5 (i.e.,
assault, battery, etc.)

Timeline for Reports

Current employees of the School must provide the required reports to the Principal within seven (7) days of receiving
notification of this policy from the Principal. Thereafter, employees of the School must submit required reports to the
Principal within seven (7) days of the event necessitating the report. New employees of the School must report this
information prior to commencing work for the School.

Procedure for Review of Reports

The Principal will review and investigate all reports received pursuant to the policy and determine whether any
employment action is necessary to protect the safety of students.

The Principal will maintain the confidentiality of the information submitted and only share such information with
individuals who have a legitimate need to know. Information regarding the reports, the results of any investigation, the
Principal’s determination and any action taken will be maintained in a separate, confidential employment file. These
records will only be kept as long as the Principal determines it is necessary to protect the safety of students.

Required Action

Any individual who reports a matter involving alleged sex offenses or other alleged offenses which may endanger
students shall be immediately suspended from all student supervision responsibilities during the period of investigation.
Any individual who reports a matter involving alcohol or drugs shall be immediately suspended from transporting
students, operating motor vehicles on school business, or operating or maintaining school vehicles during the period of
investigation.

Training
The Principal will ensure that individuals subject to this policy receive appropriate training regarding their arrest reporting
obligations.
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Assembly Behavior

Assemblies are planned for entertainment and/or education. Assemblies are set up and run by the elected SBOs and Class
Officers. A show of respect is appropriate whenever they are introduced or when they introduce an assembly to the student
body. Assemblies may be earned by appropriate behavior and cleanliness of the building. Loss of assemblies may occur if
behavior and cleanliness is not up to Hawk’s standards. Students are expected to be orderly while entering/leaving the
gymnasium. Proper applause will let those participating know that their efforts are appreciated.

Once a student leaves the assembly, he/she will not be able to return. Students should get drinks and take bathroom breaks
before the assembly. Students asked to leave an assembly because of poor conduct will not attend the next assembly. A
second offense may result in the student being denied the privilege of attending assemblies for the remainder of the year.

Attendance
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Absences:
Report daily attendance through SIS as soon as possible.
An “excused absence” results from:
a) a personal illness;
b) a death of a family member or close friend;
c) a documented medical appointment;
d) a family emergency;
e) an approved school activity;
f) a preapproved extended absence for a family activity or travel, consistent with school policy; or
g) an absence permitted by an individualized education program or accommodation plan, developed pursuant to
relevant law.

Other absences from school are considered unexcused.

Excused Absences: Parents will use the school web site to report an excused absence. An oral or written communication
documenting a valid excuse must be received from the student's parents/guardian within one (1) business day of the
absence in order for the absence to be excused. In the event of multiple consecutive absences, written communication
must be received within one (1) business day of the student’s return to school. Send these to the office.

Preapproved Extended Absence: A parent/guardian may request up to ten (10) days per school year with prior approval
from the Principal.

Make-up Work: Make-up work is permitted for students who have excused absences. Please allow a reasonable time
frame for students to complete the work. Jr. High allows five (5) days to make up work for full credit.
Check-in/Check-out: If a child is checking out, he/she will go to the office. If a student shows up to class late without a
check-in form, send him/her to the office. A late slip will be filled out.

Tardiness: Elementary students are allowed five (5) tardies per quarter: six (6) tardies = N; eight (8) tardies = U; ten (10)
tardies = referral to administrator.

Jr High students are allowed three (3) tardies per class each quarter: four (4) tardies = N; six (6) tardies = U; seven (7)
tardies = referral to administrator.
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Background Check Policy

The purpose of this policy is to protect the safety, health and security of HighMark Charter School
students, employees, and property.

The School will comply with the provisions of Utah Code 8 53A-15-1503 and Utah Administrative
Code R277-516 regarding employee background checks. In order to protect the health and safety of
all students and protect the property of the School, the School requires (a) all Board members, (b) all
potential employees and (c) any volunteers who will be given significant unsupervised access to a
student in connection with the volunteer’s assignment to submit to a criminal background check and
ongoing monitoring as a condition for employment or appointment.

1.

As a condition for employment, each non-licensed and licensed employee, volunteer who will
be given significant unsupervised access to a student in connection with assignment,
employee of a staffing service, and Board member will submit to a background check.

Each person will sign a waiver notifying that a criminal background check will be conducted,
who will see the information as a result of the background check, and how that information will
be used.

Each person will be fingerprinted as part of the process and will pay a fee for fingerprinting.
Fingerprints will be registered with any rap back system maintained to provide ongoing status
notifications.

Each person will be given an opportunity to review and respond to any criminal history
information received.

Information received as a result of a background check will only be available to individuals at
the school involved in the hiring or background investigation process for that individual.

The school will employ reasonable privacy risk strategies to ensure that the school only
receives notifications for employees at the school.
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Board of Directors

HighMark’s Board of Directors are responsible for setting policy, selecting or removing employees, approve purchases
over a set amount, borrow money for the purpose of the school, and other duties described in the charter. These activities
must be done with a quorum. Daily operations of the school are left to school administration.
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Building Use & Rental

In accordance with state law, the School’s facilities are available for use as a “civic center” when such use does not
interfere with a School function or purpose, does not violate any applicable law or regulation, and does not otherwise
impose an unreasonable burden on the School or expose the School or participants to unreasonable risk.

Any permission to use School facilities is granted pursuant to Utah Code 53A-3-413 and -414 and is considered a permit
for governmental immunity purposes under Utah Code 63G-7-201(4)(c). The School therefore has full governmental
immunity under Utah Code 63G-7-301(5)(c) for claims arising in connection with such use of the facilities.

Use of school facilities for civic or other purposes shall not interfere with any school function or purpose.

Fees for the use of facilities shall be charged as outlined in this Policy and will be collected prior to use.

A Building Use Agreement must be signed by the user prior to the date of use.

Usage time shall initially be computed from the time of requested opening to anticipated closing of the doors.
Closing time shall be the time when all persons associated with the use have left the building, and the fee will be
adjusted for additional time used. Persons lingering in the building are the user’s responsibility.

Equipment, keys, and property shall not be loaned or removed from the building.

Facilities such as computer lab, media center, or Kitchen shall not be used unless approved by the Principal and
school personnel are present during the entire time of the function.

Buildings may not be used without adequate School supervision as determined by the Principal. The assigned
supervisor is responsible for oversight of the facilities while in use.

In addition to the building supervision provided by the School, all use groups must provide supervision to
maintain order and prevent damage to or loss of School property.

Any individual or entity using the facilities for commercial purposes must provide, before the use, a Certificate of
Insurance evidencing public liability coverage of one million dollars ($1,000,000) per occurrence and naming the
School as an additional insured.

The user must comply with any applicable standards of safety and behavior of the School and Utah law.
Violation of any of these standards is grounds for termination of the use agreement and the immediate removal of
individuals associated with the use. Violation may result in the forfeiting of all deposits, and additional charges
may be assessed.

Additional fees may be charged for use of School equipment (spot lights, DVD players and televisions,
microphones, etc.) and supplies.

The Principal may establish conditions of use intended to protect the facilities from damage or unreasonable wear
and tear.

Users shall pay for any damage to the facilities or School equipment caused by their use.

Procedures:

1. As applicable, the principal shall charge for the use of facilities as outlined in the Building Rental Fee Schedules.

2. Employees of the school may use the facilities for their own activities. Employees cannot use the facilities for
other family, friends, neighbors, or students to use. Those groups must rent the building according to our rental
fees.

3. Administrators shall complete a copy of the Building Use Agreement and obtain the signature of the lessee prior
to the date of the rental.

4. Administrators, in consultation with persons requesting the rental, will determine personnel required for each
rental. In case of a dispute, appeals may be made to the Board.

5. Collection for rental is the responsibility of the administrators and shall be made in advance.

6. All rental time shall be computed from the time of requested opening to closing of the doors. Persons lingering in

the building shall be the responsibility of the lessee, and closing time shall be the time when all persons associated

with the rental have left the building. The fee will be adjusted for additional time.
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10.

11.

12.

13.

14.

15.

16.

Equipment, keys, and property shall not be loaned or removed from the building.

Facilities such as computer lab, media center, or kitchen (unless approved by the Board and school personnel are
present during the entire time of the function) shall not be rented.

The assigned supervisor is responsible for oversight of the building and facilities during the rental period.
Buildings may not be left without such supervision while occupied.

In addition to the building supervision provided by the school, all rental groups must provide supervision to
maintain order and prevent damage or loss of school property.

Administration shall require the individual or entity renting a facility to provide a Certificate of Insurance for
liability and property damage before the event and:

= The Certificate shall be for one million dollars ($1,000,000) per occurrence, and the school shall be named as
an additional insured.

= Nonprofit entities may request an exception for the Certificate with the Director and approved by the Board.

The lessee is subject to adherence to the standards of behavior of the school and Utah State Law.

Violation of any of these standards is grounds for termination of the rental agreement and the immediate removal
of those individuals associated with the rental. Violation may result in the forfeiting of all deposits, and additional
charges may be assessed.

Administration shall establish additional charges for school equipment (spot lights, VCR/DVD and televisions,
microphones, etc.) and supplies used by the lessee.

Gymnasiums shall be rented only where adequate protection of the gym floor and participants is assured by the
lessee.

Renters shall pay for any damage caused to the building or to any school equipment.

Rental Fee Schedule:

1.
2.

The Rental Fee Schedules shall be established by the Board and are subject to periodic review.

Security Deposit: At the discretion of administration, the lessee may be charged a refundable security deposit of
up to $500. The Director or building supervisor shall determine the amount of the security deposit based on the
size of the group, the location of the activity, and the type of activity involved. Security deposits shall be paid by
the lessee in a separate check and deposited by the Director or designee.

Following the rental period, the administration shall inspect the rental facility for damage or excess mess
requiring extra cleanup time. Any such extra charges will be deducted from the security deposit and the
remaining security deposit shall be refunded to the lessee in the form of a check to the lessee. Should there be no
extra charges assessed, the full amount of the security deposit shall be refunded to the lessee in the form of a
check.

Facilities: Users will be charged according to the Rental Fee Schedules applicable to the lessee's rental status.
Personnel

The administration is responsible for determining the number and type of personnel required for a particular
activity in compliance with this policy. A lessee who does not agree with this determination may appeal to the
Board.

At least one custodian or school employee is required to be present during any use of the building. Custodial
services required for rentals cannot require the on duty custodian to be removed from regularly assigned
responsibilities. If custodial services are required beyond those scheduled to be performed by the custodial staff at
the facility, costs must be charged to the lessee.

General supervision/security, beyond the custodian on duty, is required if the administration determines the rental
activity requires such. General supervision of the facility may be assigned to a custodian, teacher, administrator
or other qualified staff member.

At least one member of the school lunch staff is required for rental of the kitchen.

Payment of wages for personnel providing supervision or other services in support of building rental shall be paid
in compliance with the applicable negotiated agreement.
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Use of Fees Collected

Funds collected for use of the facilities will be deposited in the school’s general fund.

Commercial and Charitable and Non-Profit Building Rental Fee
The Rental Fee Schedule is established by the Board and is subject to periodic review.

COMMERCIAL AND CHARITABLE NONPROFIT
BUILDING RENTAL FEE SCHEDULE

CHARITABLE/

the Building Rental Agreement.

FACILITY COMMERCIAL NONPROEIT
Parking Lot $40/day $10/day
Field $70/3 hrs $35/3 hrs
Cafeteria $125/hr $50/hr
Multipurpose Room $125/hr $50/hr
Kitchen
(her entng el ety ismendaono | siosne | sso
which there is an additional personnel charge.)
Classroom (each) i $40/hr $20/hr
CHARITABLE/
PERSONNEL COMMERCIAL NONPROFEIT
Building Supervisor $35/hr $35/hr
Additional Staff $20/hr $20/hr
Kitchen Staff $20/hr $20/hr
CHARITABLE/
EQUIPMENT COMMERCIAL NONPROEIT
This fee is set on a case by case basis. Fees are set by
the Director or designee. Fee shall be documented in TBD TBD
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Bullying and Hazing

In order to promote a safe, civil learning environment, the School prohibits all forms of bullying and cyber-bullying of
students and school personnel

(a) on school property,

(b) at a school-related or sponsored event, or

(c) while the student or school personnel is traveling to or from school property or a school-related or sponsored event.
The school prohibits all forms of hazing of students and school personnel at any time and any location.

Students and school personnel are prohibited from retaliating against any student, school personnel or individual
investigating an allegation of bullying, hazing or retaliation.

Students and school personnel are prohibited from making false allegations of bullying, cyber-bullying, hazing and
retaliation against a student or School personnel.

Reporting and Investigation: Students who have been subjected to or witnessed hazing or bullying must promptly
report such incidents to any school personnel orally or in writing. Administratorsshall promptly make a reasonably
thorough investigation of all complaints of hazing and bullyinguding, to the extent possible, anonymous reports, and
shall administer appropriate discipline to all individuals who violate the Bullying and Hazing Policy. Such discipline may
include, but is not limited to, suspension or expulsion from the school and removal from participation in school activities.
Look to Board Notices (Bullying and Hazing) for more information and procedures.
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Bus Requests

To schedule a bus for a field trip or other activity, submit a ‘Bus Request Form’ available in the office at least two weeks
prior to your event. All students need a permission slip signed by parent to attend the field trip. These can be found on
the teacher’s portal.
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Cash Handling

To ensure that the school utilizes sound internal controls and properly handles cash received by school personnel:

e The principal will designate at least two (2) school employees who are authorized to handle cash paid to
the school, and only those employees may handle cash for the school. The principal will ensure that all
employees who are authorized to handle cash receive appropriate annual training.

e Receipts must be issued for all cash received by the school.

e All cash received must be deposited within three (3) days of receipt.

e The principal may establish additional procedures associated with the handling of cash that are not
inconsistent with this policy or applicable laws and regulations.

¢ No school employee should handle cash associated with a non-school-sponsored activity in their capacity
as a school employee. In the event such an individual does handle such cash, they must make it clear to
the organization sponsoring the activity that they are not acting as a school employee.
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Capitalization and Expense Procedure

The purpose of this policy is to allow for accounting to depreciate rather than expense qualified inventory items. Items,
including associated components necessary to use the item, which (a) have a fair market value over $1,500.00 and (b)
have a useful life of more than three (3) years shall be depreciated rather than expensed. The period of time items will be
depreciated will be based on the length of the item’s useful life.
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Cell Phones (Teachers)

Teachers may use cell phones for personal use during break times, for emergencies, or to communicate with the office
when they are not in their classroom. At all other times cell phones should be silent or turned off.
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Child Abuse and Neglect Reporting

Utah law requires that whenever any person, including any school employee, contracted or temporary employee, or
volunteer who has reason to believe that a child has been subjected to incest, molestation, sexual exploitation, sexual
abuse, physical abuse, or neglect, or observes a child being subjected to conditions or circumstances which would
reasonably result in sexual abuse, physical abuse, or neglect, he/she shall immediately notify the nearest peace officer, law
enforcement agency, or the Division of Child Family Service, and report to the principal (this can be orally or in writing,
and in person). The law provides serious penalties for failure to fulfill one’s duty to report.

1. The reporting employee must record the name of the individual and the agency contacted to make the  required
report, and must complete and provide a copy of the Child Abuse and Neglect Reporting Form to the Principal within
twenty four (24) hours. Theform is available in the office

2. Investigations by staff prior to submitting a report shall not go beyond what is minimally necessary to support a
reasonable belief that a reportable problem exists.

3. Itis not the responsibility of the principal or any other school employees to prove who the abuser is or that the child
has been abused or neglected, or to determine whether the child is in need of protection.

4. School employees shall not contact the parents, relatives, friends, neighbors, etc. for the purpose of determining the
cause of the injury and/or apparent neglect.

5. School employees shall not conduct interviews with the child or contact the suspected abuser.

6. If school officials are contacted by parents about child abuse reports, school personnel shall not confirm or deny that a
contact or investigation is taking place. A school employee should refer the caller to law enforcement or DCFS.

7. School officials shall cooperate with DCFS and law enforcement employees authorized to investigate reports of
alleged child abuse and neglect.

8. Persons making reports or participating in good faith in an investigation of alleged child abuse or neglect are
immune from any civil or criminal liability that otherwise might arise from those actions.
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Civil Rights

Policy against Discrimination, Harassment and Sexual Harassment

It is policy of HighMark Charter School (the “School”) not to discriminate on the basis of sex, race, national origin, creed,
religion, age, marital status, or disability in its educational programs, activities, or employment policies as required by
Title VI of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972, Title Il of the Americans with
Disabilities Act of 1990, and Section 504 of the Rehabilitation Act of 1973. The policy against non-discrimination
applies in all aspects of the School’s programs and activities, including but not limited to admissions and the
administration of discipline.

It shall be a violation of this policy for any student or employee of the School to harass a student or an employee through

conduct or communication in any form as defined by this policy or to retaliate against any individual for filing, receiving,
investigating, or providing information concerning any complaint alleging violation of a federal civil rights law under this

policy.

This policy will be posted on the School’s website and distributed as part of the annual online registration process.

Title V1 of the Civil Rights Act of 1964

Title VI of the Civil Rights Acts of 1964 is a federal law that prohibits discrimination on the basis of race, color, or
national origin. In compliance with Title V1, the School prohibits all discriminatory practices, including but not limited to

the following:

1. Preventing a person from enrolling in a school, class, or extracurricular school activity based on race, color, or national
origin.

2. Arbitrarily placing a student in a school or class with the intent of separating the student from the general population of
students because of the student's race, color, or national origin.

3. Setting higher standards or requirements as a prerequisite before allowing minorities to enroll in a school, class, or
activity.

4. Unequally applying disciplinary action based on a student's race, color, or national origin.

5. Failing to provide the necessary language assistance to allow limited English proficient students the same opportunity
to learn as English proficient students.

6. Administering tests or other evaluative measures, which by design or by grading do not allow minority students the
same opportunity to present a true measure of their abilities.

7. Providing advice or guidance to minority with the intent to direct minority students away from schools, classes, or
educational activities based on their race, color, or national origin.

8. Providing instructional and related services to minority students that are inferior to those provided to non-minority
students.

Title I X of the Education Amendments of 1972

Title IX of the Education Amendments of 1972 is a federal law that prohibits discrimination on the basis of sex in
providing educational programs and services.

It is policy of the School not to discriminate against any student, employee, or applicant on the basis of sex. The School
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will ensure that no student will be excluded from participating in or having access to any course offerings, student
athletics, or other school resources based on unlawful discrimination. The School will take all necessary steps to ensure
that each employee's work environment is free of unlawful discrimination based on sex. No employee of the School,
including any person representing the School, shall intimidate, threaten, harass, coerce, discriminate against, or commit or
seek reprisal against anyone who participates in any aspect of the discrimination complaint process associated with this

policy.
Title 11 of the Americans with Disabilities Act and Section 504 of the Rehabilitation Act of 1973

Title Il of the Americans with Disabilities Act and Section 504 of the Rehabilitation Act of 1973 are federal laws that
prohibit discrimination on the basis of disability. The School does not discriminate on the basis of disability in admission
or access to, or treatment or employment in, its programs and activities. Because of the affirmative obligation under
Section 504 to provide a free appropriate public education as well as to avoid harassment and discrimination based on
disability, the School principal may establish additional procedures regarding issues related to compliance with Section
504.

Complaint Procedures
Any person who believes he or she has been the victim of discrimination, harassment or sexual harassment by another
student or an employee of the School, or any third person with knowledge of conduct that may constitute discrimination,

harassment or sexual harassment should immediately report the alleged acts to the School principal.

If the complaint is against the School principal, the complaint should be submitted to the president of the School’s Board
of Directors.

The School is committed to investigating all complaints of discrimination or harassment under federal civil rights laws
and will take action to stop any harassment or discrimination that is discovered.

The Principal will establish a process for handling complaints alleging harassment or discrimination under federal civil
rights laws that complies with applicable legal requirements.

Any complaints related to the School’s lunch program will be reported to the Utah State Office of Education, Child
Nutrition Programs.

Compliance Officer
The School principal is designated the compliance officer for all federal civil rights matters under any of the foregoing

federal laws and shall coordinate the School’s efforts to comply with federal civil rights laws. Any questions concerning
this policy should be directed to the School’s principal
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Class Change Fee (7-9)

A ten dollar ($10.00) fee for grades 7™-9™ will be charged for a student initiated schedule change. No fee will be charged
for school initiated changes.
e Student initiated schedule change will require signatures of student, teachers, parent and counselors.

o All money will be collected by the office.
e Any special education student changes must follow the IEP process.
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Closed Campus

The school has a "closed campus” policy, under which students are prohibited from leaving school grounds during the
school day without authorization from the school’s office through a proper check out with parent.

Teachers need to check out if leaving campus at any time during the day and requires permission from administrators.
Checkout book is in the office to sign out during regular scheduled hours.
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Collaboration

Teachers are expected to collaborate with their grade level or subject area team (or cross team) at least one hour per week.

e The principal will meet with each team to establish a set time each week.
e Collaboration goals will be developed by each team of teachers and shared with the principal.
e The principal may help direct or develop goals.
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Computer Network Communications & Electronics Devices
Acceptable Use Policy

Definition: Computer Network Communications include, but are not limited to, the use of local area networks, wide area
networks, internet, online commercial communications, and all other computer communications provided by HighMark
Charter School.

Purpose:

The purposes of computer network communications are to:

1. Computer networks are to be used for the educational purposes.

2. Computer network use in the school is a privilege and not a right.

3. Use of computer networks to support illegal, inappropriate or obscene purposes, is expressly prohibited and is grounds
for disciplinary or legal action, account termination and monetary reimbursement for expenses incurred due to such
activities.

4. Commercial use, product advertisement or political lobbying activities on computer networks are prohibited.

5. Each individual computer network account will be issued to one designated user only. Each user is ultimately
responsible for all activity in the use of the account and will keep the password confidential.

6. Computer network users shall be committed to the efficient use of computer networks and use all practical measures to
conserve time and storage space in their use of these resources.

7. Users who connect with other computer networks may also be subject to the acceptable use policies of those networks.
It will be the responsibility of the ETS to keep school users informed of applicable operational procedures related to these
policies.

8. The Administration is the final authority on the acceptable use of the networks and accounts under its jurisdiction.

9. Copyright law is strictly adhered to within the School District. Any violation of copyright law is prohibited.

10. Resources obtained through computer network communications shall be treated as confidential and private, and
reasonable measures will be taken to protect the privacy rights of users. However, the School cautions users that no
computer network communications should ever be considered as completely private, and are subject to monitoring by
local, state, and federal agencies.

11. HighMark Charter School will take reasonable precautions to insure the security and appropriate use of the computer
networks. However it does not accept responsibility for harm caused directly or indirectly through its use. HighMark
Charter School is not liable for and disclaims any liability arising from any injury or damage caused by or stemming from
unauthorized access to the network or inappropriate use of authorized access to the network. A student and the student’s
parents or guardians, by submitting the User application and Waiver Form with their respective signatures in order to gain
access to the computer network, agree to release the District from any liability for physical or emotional harm or damage
resulting to the student that is caused by or related to the inappropriate use of the computer network.

Internet Safety

To the extent practical, technology protection measures (or “Internet filters™) shall be used to block or filter internet, or
other forms of electronic communications, access to inappropriate information, and blocking shall be applied to visual
depictions of material deemed obscene or child pornography, or to any material deemed harmful to minors. To the extent
practical, steps shall be taken to promote the safety and security of users of the school online computer network when
using electronic mail, chat rooms, instant messaging, and other forms of direct electronic communications. The wireless
internet key will not be available to students.

As required by the Children’s Internet Protection Act, prevention of inappropriate network usage includes:

(a) unauthorized access, including so-called “hacking” and other unlawful activities and

(b) unauthorized disclosure, use, and dissemination of personal identification information regarding minors.

Education, Supervision and Monitoring

It shall be the responsibility of all members of the school staff to educate, supervise and monitor appropriate usage of the
online computer network and access to the Internet in accordance with this policy, the Children’s Internet Protection Act,
the Neighborhood Children’s Internet Protection Act, and the Protecting Children in the 21 Century Act. This will
include educating students about appropriate online behavior, including interacting with other individuals on social
networking websites and in chat rooms as well as cyberbullying awareness and response.

Electronic Devices:
Electronic Devices include, but not limited to; beepers, pagers, head phone sets, cell phones with or without video or
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picture-taking capability, MP3 players, iPods, and other electronic media, transmitters, receivers or players.
Electronic devices may be possessed and used during the school day and during school-sponsored activities as follows:
= The Principal, or teacher (with permission from the principal), may give permission for a student to possess and
use an electronic device for good cause, including educational and medical reasons, if the device does not distract
from the instructional or educational process and is not otherwise used inappropriately.

Otherwise:
= All above electronic devices must remain out of sight in a bag or backpack and be turned off during the school
day.

= Students may not use or respond to electronic devices during instructional time or during other times designated
by teachers or administrators.
= Electronic devices must be either turned off or held in a secure place by the teacher, as determined by the
individual teacher, during all class quizzes, tests and standardized assessments.
= Electronic toys are not allowed in the School.
= Electronic devices may not be used to bully, threaten, embarrass, harass, or intimidate other students, teachers,
volunteers, School guests, or School employees.
= Picture taking or sound or video recording by students is prohibited in school unless authorized by a teacher or
administrator. Picture taking or sound or video recording by students is prohibited in school private areas of the
school such as locker rooms, counseling sessions, washrooms, and dressing areas.
Consequences for Violation
A student will not receive a warning prior to discipline for violating this policy unless the violation involves cheating or
constitutes a violation of the School’s Safe Schools Policy or Bullying and Hazing Policy or at the discretion of
administrators. (1) On the first violation of this policy, the electronic device will be confiscated, labeled, and turned into
the office. The principal, teachers, and other individuals designated by the principal may confiscate electronic devices
according to this policy. The device will be given to the student at the end of the day. (2) On the second offense, the
device will be taken and parents will be notified. The device can be given to student at the end of the day. (3) On the
third offense, the device will be taken, and only a parent can pick up the device from the office.
An individual other tham student that finds or confiscates an electronic device may search the device for the purpose o
determining the device’'s owner. Students may not sec:
Electronic devices that are used inappriately may be subject to search by the principal only if there is a reasonable
suspicion that the device contains obscene or pornographic material or has been used to cheat or to threaten, embarra
harass, or intimidate other students, teachers, Maers, school guests, or school employees.
e Students are responsible for their own electronic devices and may be jointly subject to discipline if their device is
misused by another.
e The school is not responsible for loss, damage or theft of any electronic devices.
e The school will make reasonable efforts to notify parents/guardians that the School has a student’s electronic
device in its possession.
o Parents/guardians who show identification may retrieve confiscated electronic devices during school hours or by
appointment. The school will retain umetrieved electronic devices until the end of the school year, at which time
all personal data will be cleared from the devices before their disposal.

e Teachers and other school employees are encouraged to use electronic devices creatively in order to effectively
communicate with students and parents/guardians and to enhance instruction.
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STUDENT USER APPLICATON AND WAIVER FORM

for Computer Network Communications
HighMark Charter School

STUDENT
Applicant Name (Print)
Grade Level
I have read the HighMark Charter School Acceptable Use Policy and agree to abide by its provisions. |
understand that violation of the acceptable use provisions stated in the policy may result in suspension or
revocation of network privileges or other appropriate disciplinary actions.

Applicant Signature Date

PARENT OR GUARDIAN

I have read the HighMark Charter School Acceptable Use Policy. | understand that | am ultimately responsible for
my child’s actions on the district’s computer networks, and release HighMark Charter School from any liability
for harm or damages incurred through inappropriate or prohibited use. | hereby give my permission to issue an
account for my child and certify that the information on this form is correct.

Parent’s Signature Date

Staff Acceptable Use of School Electronic Resources
Acknowledgement of Receipt and Understanding

I hereby certify that I have read and fully understand the contents of HighMark Charter School’s policies regarding use of
electronic resources. Furthermore, | have been given the opportunity to discuss any information contained therein or any
concerns that | may have. | understand that my employment and continued employment is based in part upon my
willingness to abide by and school’s policies, rules, regulations and procedures. | acknowledge that the school reserves
the right to modify or amend its policies at any time, without prior notice. | acknowledge that these policies do not create
any promises or contractual obligations between the school and its employees and that my employment with the school
continues to be at will. My signature below certifies my knowledge, acceptance and adherence to the school’s policies,
rules, regulations and procedures regarding the use of its electronic resources. | acknowledge that violation of any of
these policies may be grounds for discipline, up to and including termination.

Employee Signature

Employee Name

Date
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Concussion and Head Injury Procedures

These procedures are established pursuant to the Concussion and Head Injury Policy established by the School’s Board of
Directors.
A concussion is a type of traumatic brain injury that interferes with normal function of the brain. It occurs when the brain
is rocked back and forth or twisted inside the skull as a result of a blow to the head or body. What may appear to be only a
mild jolt or blow to the head or body can result in a concussion. A concussion can occur even if a player or student in an
activity is not knocked out or loses consciousness.
Before permitting a child to participate in a sporting event of the School, the School will:
(a) provide a written copy of the Concussion and Head Injury Policy and these Procedures to a parent or legal guardian of
a child; and
(b) obtain the signature of a parent or legal guardian of the child, acknowledging that the parent or legal guardian has read,
understands, and agrees to abide by, the Concussion and Head Injury Policy and these Procedures.
The following definitions apply to these Procedures:
(1) "Agent" means a coach, teacher, employee, representative, or volunteer.
(2) "Qualified health care provider" means a health care provider who:
(@) is licensed under Title 58, Occupations and Professions; and
(b) may evaluate and manage a concussion within the health care provider's scope of practice.
(3) "Sporting event" means any of the following athletic activities that is organized,
operated, managed, or sponsored by the School:
(a) agame; (b) a practice; (c) a sports camp; (d) a physical education class; (€) a competition; or (f) a tryout.
(4) "Traumatic head injury™ means an injury to the head arising from blunt trauma, an
acceleration force, or a deceleration force, with one of the following observed or self-reported conditions attributable to
the injury:
(a) transient confusion, disorientation, or impaired consciousness; (b) dysfunction of memory; (c) loss of consciousness;
or (d) signs of other neurological or neuropsychological dysfunction, including:
(i) seizures; (i) irritability; (iii) lethargy; (iv) vomiting; (v) headache; (vi) dizziness; or (vii) fatigue.
The following signs and symptoms following a witnessed or suspected blow to the head or body are indicative of probable
concussion:
Signs (observed by others):
1) Student appears dazed or stunned, 2) Confusion, 3) Forgets plays, 4) Unsure about game, score, opponent
5) Moves clumsily (altered coordination), 6) Balance problems, 7) Personality change, 8) Responds slowly to questions,
9) Forgets events prior to hit, 10) Forgets events after the hit, 11) Loss of consciousness (any duration)
Symptoms (reported by student):
Headache, Fatigue, Nausea or vomiting, Double vision, blurry vision, Sensitive to light or noise, Feels sluggish, Feels
“foggy”, Problems concentrating and/or Problems remembering
The School will (a) immediately remove a child from participating in a sporting event of the School if the child exhibits
signs, symptoms, or behaviors consistent with a concussion or is otherwise suspected of sustaining a concussion or a
traumatic head injury; and (b) prohibit the child from participating in a sporting event of the
school until the child:
(i) is evaluated by a qualified health care provider who is trained in the evaluation and management of a concussion; and
(ii) provides the school with a written statement from the qualified health care provider described in Subsection (1)(b)(i)
stating that:
(A) the qualified health care provider has, within three years before the day on which the written statement is made,
successfully completed a continuing education course in the evaluation and management of a concussion; and
(B) the child is cleared to resume participation in the sporting event of the school.
The school will follow any return-to-play guidelines established by the student’s qualified health care provider.
Emergency Procedures
The following situations constitute a medical emergency and require notification of emergency medical personnel:

(1) Any student with a witnessed loss of consciousness (LOC) of any duration should be spine boarded and

transported immediately to nearest emergency department via emergency vehicle.
(2) Any student who has symptoms of a concussion, and who is not stable (i.e., condition is worsening), should be
transported immediately to the nearest emergency department via emergency vehicle.
(3) A student who exhibits any of the following symptoms should be transported immediately to the nearest
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emergency department, via emergency vehicle:

a. Deterioration of neurological function
Decreasing level of consciousness
Decrease or irregularity in respirations
Any signs or symptoms of associated injuries, spine or skull fracture, or bleeding
Mental status changes: lethargy, difficulty maintaining arousal, confusion or agitation

f.  Seizure activity

A student who is symptomatic but stable may be transported by his or her parents. The parents should be advised to
contact the student’s primary care provider or seek care at the nearest emergency department on the day of the injury.

o0 oC

Guidelines and Procedures for Coaches and Teachers Supervising Contests and Games
Recognize concussion

1. All agents of the school should become familiar with the signs and symptoms of concussion that are described
above.
2. Agents of the school shall have appropriate training about recognizing and responding to traumatic head injuries,

consistent with the employees’ responsibilities for supervising students and athletes.

Remove from activity

Any student who exhibits signs, symptoms, or behaviors consistent with a concussion (such as loss of consciousness,
headache, dizziness, confusion, or balance problems) shall be immediately removed from the sporting event and shall not
return to play until cleared by an appropriate health care professional.

Refer the athlete/student for medical evaluation

1. The school’s agent is responsible for notifying the student’s parent(s) of the injury.
a. Contact the parent(s) to inform a parent of the injury. Depending on the injury, either an emergency
vehicle will transport or parent(s) will pick the student up at the event for transport.
b. A medical evaluation is required before returning to play.
2. In the event that a student’s parent(s) cannot be reached, and the student is able to be sent home (rather than
directly to a doctor):
a. The school’s agent should ensure that the student will be with a responsible individual who is capable of
monitoring the student and understanding the home care instructions before allowing the student to go home.
b. The school’s agent should continue efforts to reach a parent.
C. If there is any question about the status of the student, or if the student cannot be monitored appropriately,

the student should be referred to an Emergency Department for evaluation. A school’s agent should accompany
the student and remain with the student until a parent arrives.

d. The school’s agent shall provide for supervision of other students for whom he or she is responsible when
accompanying the injured student.
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Corporate Sponsorship

HighMark Charter appreciates corporate sponsorships with the community. To be fair and consistent, the following
guidelines are suggested:

Donation of $225

Hung in gym for all sports (4’x3’) OR

Displayed on fence during outdoor sports (4°x8”)

One year donation
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Credit Evaluation Process

Purpose

The purpose of this policy is to ensure equity and fairness to all students when evaluating credit earned at institutions
other than HighMark Charter School and to be in compliance with Utah State Rule R277-705-3.

Policy

1. Pursuant with Utah Code § 53A-13-108.5, the school shall accept student credit and grades at face value from
public and non-public schools accredited by AdvancEd and by regional or third party accrediting associations
recognized by AdvancEd.

2. Requests for acceptance of credit from a school that is not accredited will be referred to the Credit Evaluation
Committee for credit determination. The school’s Credit Evaluation Committee findings will be based on the
following forms of evidence:

a. Course title and description

b. List of instructional materials used

c. Student achievement using formative and summative evaluations

d. Correlation of course objectives with the Utah State Core Curriculum standards and objectives
e. Course length and student attendance

Number of days the class met

Normal class length

Number of classes attended by the student

Grading criteria used

Teacher name, qualifications, certifications, endorsements, etc.

Course requirements for credit

Copy of student records

In addition to the forms of evidence listed above, students seeking credit may be required to demonstrate

competency through end-of-level testing approved by the school in areas where competency tests are

available.

3. The school will have the final decision-making authority for the awarding of credit and grades from non-accredited
sources consistent with state law and due process.

4. Costs associated with the determination of credit, including competency level testing, will be borne by the
parent/guardian of the student requesting credit consideration.

5. Students released for home instruction do not earn school credits. If students re-enter the school, requests for
credit for home instruction studies will be evaluated under the provisions of this policy.
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Crisis Response

Crisis Response Team Members 2015-2016
Mary Johnston - Principal

Kellie Lockwood - Assistant Principal
Krystal Dahl - Head Secretary

Ashley Rigby — Counselor

Kathy Griffin — Assistant Secretary

Kellie Ann Allen -- Teacher Representative
PTSO President — Parent Liaison

Administration Responsibilities

[J Gather facts about crisis, verify with police if necessary.

Contact Academica West (801-444-9378) for legal advice.

Immediately notify faculty and staff and make necessary arrangements through a morning faculty meeting if
possible.

Contact family to offer condolences and discuss what they’d like to share with students.

Prepare a generic statement to be read by teachers to students.

Prepare a media statement.

Meet with faculty/staff after school to follow up and debrief.

Prepare a letter to go home with students if such a need is determined.

O O

I O B o R |

School Counselor Responsibilities
[ Attend briefing meetings.
[J Coordinate and direct Crisis Response Team. Work with Academica West to get support at school from
counselors in nearby Academica schools as needed.

[J Clear schedule to accommodate students. Designate locations for students and staff, when needed, to attend
groups, meet with individuals, etc..

[1 Help conduct groups, assess student needs, and meet with individuals.

[1  Keep aroll and log of students who participate in small group/individual counseling.

[ Provide facts and dispel rumors.

1 Watch for warning signs among staff/students.

1 Provide guidance to staff/teachers.

[1 Help with any other needed assignments.

Teacher/Staff Responsibilities

[ Attend faculty meetings to gain information.

[1 Read prepared statements to students or watch announcements.
[] ldentify at-risk students in your classroom/hallways.
\
\
\
\
l

Refer students as appropriate to the school counselor/crisis response team.
Provide facts and dispel rumors.

Facilitate classroom discussion if necessary.

Adjust instruction/tests if necessary.

Follow up with students who are referred to crisis counseling.

Secretary/Office Responsibilities
[1 Obtain facts/direction from the principal.
O Make any necessary calls.
[1 Collaborate with the principal to determine what information should be given out to inquirers.
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Keep a check out/telephone log.

Act compassionately toward students/parents.

Remove the students from calling lists and list serves.

Create a list of staff that may be absent.

Act as a liaison for students needing parental attention or wanting to check out of school.

Crisis Response Team Responsibilities

[

I Y

O

Gather facts regarding the crisis including who, what, when, and where; be willing to help with any
responsibilities including calling, preparing statements, class discussions, meeting with adults, parents, or
individual students.

Gather materials and follow procedures to help with small group counseling and/or classroom discussion.
Attend briefing meetings if able.

Identify responsibilities and room assignments.

Consult with and assist the school counselor to determine needs.

Gather information to provide facts and dispel rumors.

Keep aroll and log of students who participate in small group/individual counseling.

Attend the debriefing session.

If assigned to a classroom, work with the teacher to identify students that may need more support or may need to
go home.

Identify any follow-up counseling needs of faculty and students and disclose during debriefing session.
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Custodial Requests

HighMark contracts with a custodial service that provides one person during the day and an after school crew to clean the
building. Repairs and damages will be reported to the office by using the request form.
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Discipline

Effective Discipline starts with good planning and instruction. The classroom teacher or recess monitors will handle most
discipline issues in elementary.

Establish a Structured Classroom

e Start with behaviors and expectations
you desire the first day

e Review classroom rules, consequences
both positive and negative

e Respond to problems immediately

e Prepare a seating chart

Actively Engage Students in Active

Participation

e Be prepared

o Keep students on task

e Know what’s going on in your
classroom

e Provide students with hands-on
learning experiences

Be Consistent with Rules, Procedures,
Expectations and Grading

Set firm and consistent limits
Give clear directions

Use active listening skills
Have high expectations
Never leave your students
unsupervised

Be positive

Provide a safe and secure classroom
Develop open communication

Use positive reinforcement

Model correct behavior

Be cheerful and enthusiastic

Have a positive attitude

Take an interest in your students
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Donations

The school may not transfer or expend donated property in a manner contrary to donor restrictions imposed as a condition
of making the donation. The principal is also responsible for ensuring that donor restrictions of accepted donations are
complied with and that compliance can be verified. The principal will ensure that charitable donation receipts are
provided to donors as necessary.

e Administrators must approve voluntary donations from private individual or organization in excess of $1,000 and
any donation involving donor restrictions prior to accepting the donation. The Board of Directors must approve
any voluntary donations from private individual or organization in excess of $10,000. The School may not accept
donations with the condition that the donation provides direct benefit to specific school employees, students,
vendors, or name brand goods or services.

o If advertising or other services are offered to a donor in exchange for a donation or gift, the School will
objectively value the donation or gift in order to ensure the school receives at least fair value.

e Administrators must ensure that any applicable fiscal policies of the school are complied with in connection with
donations. The school will comply with other applicable laws and regulations, including but not limited to
procurement requirements, rules related to construction of improvements, IRS regulations, and Title X
requirements.
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Dress Standard for HighMark

Purpose

The purpose of the HighMark Charter School dress code policy is to help promote school spirit and unity, prevent socio-
economic discrimination, and create a learning environment free of unnecessary distractions. HMCS’s objective in
establishing a business casual dress code is to allow our students and employees to work comfortably while projecting a
professional image that will enhance the learning environment, encourage appropriate school behavior and prepare the
students for appropriate dress in the workplace.

Policy
The dress standard at HighMark Charter School will require all students to adhere to this policy during school hours,
games and field trips. Clothing must be clean, in good condition, sized appropriately and modest at all times.

Anytime students are presenting in class or representing the school, they need to dress appropriately in business attire.
Part of the grade for presenting will be to dress in business attire.

Shirts:

e Collars

e Sheer or lace clothing need a sleeved shirt underneath

e Long enough to tuck in

o No tank tops, sleeveless, halter tops, pajamas, hoodies and midriff tops
e Modest dresses can be worn with or without a collar

e Logos cannot be larger than 2” x 2” unless HMCS’ logo

Bottoms:

¢ No frays or holes

Underclothing may not be visible

Dresses, shorts and skirts are modest length — 2 inches above knee

Shorts or leggings are recommended under skirts or dresses

Skirts need a collared shirt

No athletic shorts: basketball shorts, running shorts, bike shorts, yoga pants, etc.
No sweats, warm-ups, pajamas or leather material will be worn

Accessories:

All accessories should complement the outfit without distracting from the educational process. Scarves can be worn with a
collared shirt. No hats, hoods, bandanas, or sunglasses will be allowed. Distracting hairstyles and hair colors are not
permitted. No shoes with wheels, slippers, open-toed (elementary only), or high heels will be permitted. Body piercing is
limited to one pair of earrings only. Coats may not be worn in class. No torn or cut-off clothing is allowed. No gang related
items, colors, etc. is allowed.

Junior High Physical Education Classes:
Black athletic shorts or pants

Plain grey t-shirt with or without school logo
Tennis or athletic shoes required
Underclothing may not be visible

Casual Friday & School Spirit Days:

e Spirit Days: Home Game days will be Spirit Days or when authorized by administration. Students should wear a
HighMark t-shirt, collared shirt, or hoodie.

e Casual Fridays: Each Friday is a free dress day. All grooming, modesty and other standards will still apply. Tank
tops, sleeveless tops, halter tops, hoodies, midriff tops, sweats, warm ups, pajamas, athletic shorts, etc. are not
allowed.
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Dual Enrollment

Pursuant to Utah Code Ann. § 53A-11-102.5, students may be dually enrolled in both HighMark Charter School and in a
private school or home school under the following conditions.

1. A parent seeking to dually enroll a student must certify that the student will receive instruction (a) in the subjects
the State Board of Education requires to be taught in public schools and (b) for the same length of time as minors
are required to receive instruction in public schools, as provided by rules of the State Board of Education.

2. All students of the school must be enrolled in the school for at least ¥ (5 periods) of each school day. Therefore,
no student of the school will be allowed to dually enroll if they do not plan to attend at least % of each school day.

3. Requests for dual enrollment should be provided to the administration using the Application for Home School
Dual Enrollment.

4. Students who are dually enrolled in HighMark and in a private school or home school will only take the state
SAGE test and other assessments for the subjects for which they receive instruction at the School.
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Emergency Medical Situations

Staff members should act reasonable and prudently to do what is necessary to save a life, call parents/guardians and, if
appropriate, call for emergency services.
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Emergency Preparedness Plan

Emergency Preparedness Planning and Response

Effective planning, exercising, and response require coordination, cooperation and participation of school personnel,
students, parents/guardians, and community organizations and individuals. The delegation of responsibility to one person,
therefore, is not appropriate.

The Director shall establish an Emergency Preparedness Planning Committee, which consists of parents, teachers,
administrators, support staff, and others as needed. The Emergency Preparedness Planning Committee shall participate in
the development, review the school’s Emergency Preparedness Plan at least annually and ensure it is kept current with the
growing school population, changes in physical plans, technological advances, and changes in State educational rules and
policies. The duties and responsibilities of the Emergency Response Committee include:

ok E

Becoming acquainted with all aspects of emergency preparedness.

Reviewing, at least yearly, the emergency preparedness program and making changes when necessary.
Reviewing and updating the Emergency Response Manual yearly.

Planning, conducting, and evaluating emergency drills throughout the school year.

Inspecting and testing the emergency equipment at regular intervals.

Providing training opportunities for staff members in the proper use of fire extinguishers and other firefighting
equipment.

Assigning a chain of command which designates members of the committee with authority to act on behalf of the
administrators in the event of their absence.

The Emergency Response Plan’s primary objectives are to:
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Save lives and avoid injuries;

Safeguard school property and records;

Promote a fast, effective reaction in coping with emergencies, and;

Restore conditions back to normal with minimal confusion as promptly as possible.

Attaining these objectives requires clear activation procedures and responsibilities, identification of all tasks to be
performed and by whom, an organized yet flexible response, and the dedication and cooperation of all
stakeholders.

It is vital to the proper functioning of the school and its staff and students that all concerned parties are prepared

to respond effectively in times of emergencies.

Such preparations will also help us meet our obligations to the community.

All members of the faculty and other employees should familiarize themselves with this plan, be prepared to
activate it immediately, and perform any duties to which they are assigned to make its activation effective.
When there is a substitute, that person should be made aware of this plan and the functions he/she will be required
to perform.

Parts of the plan are to be posted in all school rooms in a prominent location. All who use the respective room
should be familiar with the applicable provision.

Members of the faculty shall teach the Emergency Response Plan to the students. The members of each
classroom shall be instructed in the evacuation plan so they can respond immediately upon receiving the
necessary warning.

During an emergency, if a class is on a field trip or out of the school for any reason, those teachers will be
contracted by phone for appropriate response.

During an emergency, students that are dual-enrolled will be contacted if not in school.
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Employment Background Checks

Purpose and Philosophy
HighMark Charter School is committed to providing a safe and secure educational and working environment for students
and employees. As part of this effort, the school requires criminal background checks of licensed and non-licensed
employees pursuant to Utah state laws, rules, and regulations, and in accordance with this policy.
Background Checks
Utah law requires background checks on all employees. Accordingly, the school requires each prospective employee to
submit to a background check prior to employment or service in the school.
The school shall consider only those convictions which are job related. The prospective employee shall have an
opportunity to respond to any information received as a result of the background check.
If a current employee is dismissed from employment because of information obtained through a Background Check, the
person shall receive written notice of the reasons for dismissal and have an opportunity to respond to the reasons for the
dismissal.
Each current employee and prospective employee must agree to have his/her fingerprints taken and sign a document of
acknowledgement and waiver permitting the school to request a Background Check of any state or federal criminal history
file that the District might deem applicable as a condition of employment or volunteering.
Licensed Employees:
The state of Utah requires Licensed Employees, in the year in which their license is to be renewed, to complete a
background check between January 1 and June 30.
Volunteers:
Volunteers who have “significant unsupervised access to a student” shall complete a background check before being
allowed to have such access in HighMark Charter School.
All volunteer coaches will be required to do background checks.
Volunteers will pay for the background check unless the school elects to make the payment for them.
Volunteers, whose duties do not require them to have background checks, will be under visual supervision of an employee
of HighMark Charter School when they have significant contact with students.
Reporting Arrests and Convictions
All employees who are arrested for any of the following alleged offenses must report the arrest within forty-eight (48)
hours or as soon as possible to the principal.
any matters involving arrests for alleged sex offenses;
any matters involving arrests for alleged drug-related offenses;
any matters involving arrests for alleged alcohol-related offenses;
any matters involving arrests for alleged offenses against the person including, but not limited to, crimes where a
person has assaulted, harassed, abused, neglected, exploited, endangered, kidnapped, murdered, trafficked, raped,
sexually assaulted, etc. another person(s); and any matters relating to arrests for violations of the vehicle code for
employees who drive motor vehicles as an employment responsibility.
e any matters involving an arrest for felony theft.
Failure to report as specified above will result in disciplinary actions up to and including termination.
¢ Anemployee shall report any convictions for any crime, including pleas in abeyance and diversion agreements,
within forty-eight (48) hours or as soon as possible upon receipt of notice of the conviction, plea in abeyance, or
diversion agreement.
¢ Anemployee will be immediately suspended from student supervision responsibilities for alleged sex offenses
and other alleged offenses which may endanger students during the period of investigation.
e Anemployee will be immediately suspended from transporting students or driving a public education vehicle for
alleged offenses involving alcohol or drugs during the period of investigation.
e The school will provide adequate due process for the accused employee.

School Responsibilities

When arrest/conviction information is received by the school regarding a Licensed Employee, the principal shall review
the information and assess the employment status consistent with Utah Code and school policy. The school will also
report the arrest to the USOE within forty-eight (48) hours.

When arrest/conviction information is received by the school regarding a Non-Licensed Employee, the principal shall
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review that information and assess the employee’s employment status.

The school shall cooperate with the USOE in investigations of Licensed Educators.
REFERENCES

Utah Code Ann., 853A-3-410
Utah Code Ann., 853A-6-401, et seq.

Utah Code Ann., Title 76, Chapter 5, Offenses Against the Person
Utah Administrative Code, R277-501
Utah Administrative Code, R277516
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Enrollment & Lottery

In regards to applications, enrollment, and lottery procedures, HighMark Charter School will follow all state and federal
laws and guidelines.

Past Disciplinary Issues for Enrollment Purposes:

Any student seeking enrollment in the school who was suspended from another school for disciplinary reasons within the
previous twelve (12) months will not be admitted to the school until a thorough review of the student’s prior conduct is
evaluated by the administration. In order to comply with Utah law and the School’s Safe Schools Policy, any student
seeking admission to the school who has been convicted of drug, alcohol, theft or other serious infraction of the law will
be subject to the School’s discipline provisions, which may include non-admission to the school. Parents of students
seeking admission to the school must disclose to the school information about past disciplinary actions and any of the
foregoing convictions. If this information is not disclosed in connection with a student’s application for enroliment in the
school and is discovered after the student is enrolled in the school, the student will be immediately suspended until the
administration investigates the matter and reaches a final disciplinary decision in accordance with school policy.
Situations involving students receiving special education and related services under the Individuals with Disabilities
Education Act (“IDEA”) will be handled in a manner consistent with applicable laws and School policy.
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Ethics

HighMark Charter School adopts this policy to ensure that individuals associated with the School, including Board
Members and employees, conduct themselves consistent with high standards of ethics and with applicable law.
Any allegation of a violation of this policy should be reported to the School’s Board of Directors in accordance with the
School’s Staff Grievance Policy or Parent Grievance Policy, as applicable. The Board will ensure that all allegations of
ethics violations are promptly investigated and that appropriate action is taken based on the results of the investigation.
o No Board Member or School employee may violate Utah Code 76-8-105, which precludes the solicitation or
receipt of a bribe.
e No Board Member or School employee may violate the Utah Public Officers” and Employees’ Ethics Act (Utah
Code 67-16-1, et seq.), which, among other requirements, precludes Board Members and School employees from:

1.

accepting employment or engaging in any business or professional activity that he/she might reasonably
expect would require or induce him/her to improperly disclose controlled information that he/she has
gained by reason of his/her official position;
disclosing or improperly using controlled, private, or protected information acquired by reason of his/her
official position or in the course of official duties in order to further substantially his/her personal
economic interest or to secure special privileges or exemptions for himself/herself or others;
using or attempting to use his/her official position to:
a. further substantially his/her personal economic interest; or
b. secure special privileges or exemptions for himself/herself or others;
accepting other employment that he/she might expect would impair his/her independence of judgment in
the performance of his/her public duties;
accepting other employment that he/she might expect would interfere with the ethical performance of
his/her public duties; or
except as otherwise allowed in the law, knowingly receiving, accepting, taking, seeking, or soliciting,
directly or indirectly for himself/herself or another a gift of substantial value or a substantial economic
benefit tantamount to a gift:
a. that would tend improperly to influence a reasonable person in the person's position to depart
from the faithful and impartial discharge of the person's public duties;
b. that he/she knows or that a reasonable person in that position should know under the
circumstances is primarily for the purpose of rewarding him/her for official action taken; or
c. if he/she recently has been, is now, or in the near future may be involved in any governmental
action directly affecting the donor or lender, unless a disclosure of the gift, compensation, or loan
and other relevant information has been made in the manner provided in Utah Code 67-16-6.

Licensed educators of the School must comply with Utah Educator Standards contained at R277-515-3 pertaining to the
ethical conduct required of all licensed educators in the state of Utah.
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Extracurricular Activities

Participation in interscholastic athletics and other extracurricular activities is not a constitutionally protected civil right.
Therefore, students who are suspended or expelled may lose the privilege of participation in the activity. All students will
pay their extracurricular fees before the start of their activity. The Board sets these fees and may adjust them yearly.
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Faculty Meetings & Professional Learning Communities

Faculty meetings will be held on a regular basis. Professional development (PLC) will be held on a regular basis on early
out Fridays. Please do not use these days for appointments. These meetings will be posted on the school calendar.
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Family Education Rights and Privacy Policy
(FERPA)

These procedures are established pursuant to the Board’s Family Educational Rights and Privacy Policy

Activities Prohibited without Prior Written Consent

Prior Written Consent Requirement

Any School employee or agent who plans to administer to a student in any grade any psychological or psychiatric
examination, test, or treatment, or any survey, analysis or evaluation that has the purpose or evident intended effect of
causing the student to reveal information, whether the information is personally identifiable or not, concerning the
student’s or any family member’s:

@ political affiliations or, except as provided under Utah Code § 53A-13-101.1 or rules of the Utah State
Board of Education, political philosophies;

(b) mental or psychological problems;

() sexual behavior, orientation, or attitudes;

(d) illegal, anti-social, self-incriminating, or demeaning behavior;

(e) critical appraisals of individuals with whom the student or family member has close family relationships;

4] religious affiliations or beliefs;

(9) legally recognized privileged and analogous relationships, such as those with lawyers, medical personnel,
or ministers; or

(h) income, except as required by law; shall obtain prior written consent from the student's parent or guardian

at least two (2) weeks before the test/treatment/survey/analysis/evaluation is administered or the

information listed above is sought, unless the employee or agent must seek this type of private

information due to an emergency, or unless a student spontaneously discloses the information.
The prohibitions also apply within the curriculum and other School activities.

Parental Notice and Consent Checklist
In order to be valid, written parental notice and consent shall include the following:

@ parent signature; and
(b) written notice that the parent may obtain written information concerning:
Q) why the test, treatment, survey, analysis, or evaluation is being administered,;

(i) when the test, treatment, survey, analysis, or evaluation will be administered (the date of
administration must be at least two (2) weeks from the date of parent notice);
(iii) where the test, treatment, survey, analysis, or evaluation will be administered;
(iv) who will administer the test, treatment, survey, analysis, or evaluation and who will have access
to the information gathered,;
(v) what information is being sought and how it will be collected (i.e., parents must be notified of
their right to examine test questions and materials, research proposals and methodologies, etc.);
(vi) address and phone number of a School employee to whom parents may direct inquiries or
concerns (principal, teacher, administrator, etc.).
A general consent used to approve admission to school or involvement in special education, remedial education, or a
school activity does not constitute written consent for these purposes.

Duration of Parental Authorization

Unless otherwise agreed to by a student’s parent or guardian and the person requesting written consent, the authorization
is valid only for the activity for which it was granted; or until the parent withdraws consent, during the course of the
activity, by submitting a written withdrawal of authorization to the school principal.
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Waiver of Parental Notice Period
A parent may waive the 2-week notice period by signing and returning a written waiver to the School.

Well-Being of a Student

If a School employee or agent believes that a situation exists that presents a serious threat to the well-being of a student,
that employee or agent shall notify the student’s parent or guardian without delay. If, however, the matter has been
reported to the Division of Child and Family Services (DCFY), it is the responsibility of DCFS to notify the student’s
parent or guardian.

Risk of Suicide

If a school employee or agent believes a student is at risk of attempting suicide, physical self-harm, or harming others, the
school employee or agent may intervene and ask a student questions regarding the student's suicidal thoughts, physically
self-harming behavior, or thoughts of harming others for the purposes of: (i) referring the student to appropriate
prevention services; and (ii) informing the student's parent or legal guardian.

Page 51 of 110



Student Education Records Management

Parents/guardians have the right to inspect and review all of their student’s education records maintained by the School.
If the education records of a student contain information on more than one student, the parent/guardian may inspect and
review or be informed of only the specific information about their student.

The School will grant a request by a parent/guardian for access to the education records of their child within a
reasonable period of time, but in no case more than forty-five (45) days after the request has been made.

Parents/guardians may challenge and request the School to amend any portion of their student’s education record that is
inaccurate, misleading or in violation of the privacy rights of the student.

The School shall consider the request and decide whether to amend the records within a reasonable amount of
time. If the Principal decides not to amend the record as requested, the Principal shall inform the parent/guardian
of the decision and of their right to a hearing.

Upon request of a parent or guardian, the School shall provide an opportunity for a hearing to challenge the
content of the student’s education records on the grounds that the information contained in the education records
is inaccurate, misleading, or in violation of the privacy rights of the student.

Such hearing shall be informal and shall be conducted by an individual who does not have a direct interest in the
outcome of the hearing.

If, as result of the hearing, the School decides that the challenged information is inaccurate or misleading, the
record should be amended accordingly and the parent/guardian informed in writing.

If, as result of the hearing, the School decides that the challenged information is not inaccurate or misleading, it
shall inform the parent/guardian of their right to place a statement in the record, commenting on the challenged
information in the record, or stating why they disagree with the decision. Any such document must remain with
the contested part of the record for as long as the record is maintained, and shall be disclosed whenever the
portion of the record to which the statement relates is disclosed.

The School may not disclose information related to education records without prior parental consent, except as provided
by law. Such exceptions include, but are not limited to disclosures:

To school officials who have a legitimate educational interest;

To a person or company with whom the School has contracted to perform a special task;

To other schools that have requested the records and in which the student seeks or intends to enroll, or where the
student is already enrolled, so long as the disclosure is for purposes related to the student’s enrollment or transfer;
To individuals who have obtained court orders or subpoenas;

To individuals who need to know in cases of health and safety emergencies;

To officials in the juvenile justice system;

In connection with audit and evaluation of federally or state supported education programs;

To the Immigration and Naturalization Service (INS) for foreign students attending school under a visa; or

To the Attorney General of the United States in response to an ex parte order in connection with the investigation
or prosecution of terrorism crimes.

The School may disclose directory information for appropriate reasons if it has given parents annual notice of their right
to request that their student’s directory information not be released by the School.

The following information relating to students may be declared directory information from time to time:
@ name, address, e-mail address, and telephone number;
(b) date and place of birth;
(©) major field of study;
(d) participation in officially recognized activities and sports;
(e) weight and height of members of athletic teams;
4] dates of attendance;
(0) degrees and awards received;
(h) most recent previous education agency or institution attended; and
M photograph
The School shall not release directory information to any individual or organization for commercial use.
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The School shall give full rights to student education records to either parent (or guardian), unless the School has been
provided with evidence that there is a

court order or other legally binding instrument relating to matters such as divorce, separation, or custody that specifically
revokes these rights.

Confidentiality of Student Information

The School and all employees, volunteers, third party contractors, or other agents of the School shall protect the privacy
of the student and the student’s family through compliance with the protections established under state and federal law.
The School will provide appropriate training to employees regarding the confidentiality of student performance data and
personally identifiable student information.

Data Collection and Storage Procedures

The School will ensure that school enrollment verification data, student performance data, and personally identifiable
student information are collected, maintained and transmitted in a secure manner and consistent with sound data collection
and storage procedures.

Access to Information

Access to confidential student information will be limited to individuals with a legitimate educational interest in the data.
The Principal/Director will determine which individuals have a legitimate educational interest in having access to
particular data. In general, this will include the Principal/Director, other administrative personnel such as an assistant
administrator or counselor, members of the School’s front office staff, members of the School’s special education staff (in
accordance with special education regulations regarding school records), teachers (for students in their classes), and third
parties with which the School has contracted to perform special tasks for the School. The School will ensure that all
individuals who have access to student information will understand how, where and when they can access this data and
will commit to fulfill their obligations to protect the confidentiality of the information.

Physical Protection

Any physical documents containing confidential student information will be stored in a secured, locked location. Access
to the storage location will be determined by the Principal/Director.

Technological Protection

The School will ensure that appropriate technological protections are in place, as described below, whenever the School
gathers, transmits, or stores confidential information electronically.

The School currently uses Aspire as its Student Information System. This is the primary location in which the School will
store electronic data. This program provides a secure location for the maintenance and transmission of confidential
student information. In the event the School decides to use a Student Information System other than Aspire, the School
will ensure that the system is approved by USOE and is adequately secure.

The School uses an online registration system for the registration and enrollment of all new students entering the school
and for the declaration of current students for re-enrollment. This system is used to run lotteries when applications to the
School exceed available openings. The School uses the system to gather student information to enter into the School’s
Student Information System. This system has been designed with security features that satisfy industry standards. The
School will ensure that the system is updated over time to maintain adequate security.

All confidential student information that is stored electronically will be in a location that is password protected. Such data
will not be stored on local device drives or on removable data storage media.

The School will ensure that its network, including servers and wireless access components, employs industry standard
security measures.

School personnel will not share log in information for any system in which confidential student information is stored
unless authorized by the Principal/Director.

Confidential student information will only be transmitted through secure means such as Movelt and will not be
transmitted via e-mail in an unencrypted format.

Personnel Responsibilities

School personnel are responsible for entering student data into the School’s Student Information System. This includes
information obtained through the School’s online registration system and other data gathered throughout the course of the
school year. School personnel also manage the maintenance and reporting of records and data required by governmental
entities.

The Principal/Director will ensure that School personnel will periodically obtain professional training to ensure that they
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perform their responsibilities properly and that they comply with all requirements associated with protecting and
maintaining the confidentiality of student records and data. This training may include topics such as appropriate and
inappropriate access and use of data; who may access data and for what purposes; asking questions when access decisions
need to be made; handling problems when misunderstandings arise; data collection procedures and expectations;
protecting data during collection, use and storage; key aspects of data security.

Third Party Access to Confidential Information

The School’s Educational Services Provider, Academica West, will have access to the personally identifiable student data
and school enrollment verification data collected and maintained by the School in connection with legitimate educational
purposes of the School.

Data Breach

The School will notify the parent or guardian of a student if there is a release of the student’s personally identifiable
student data due to a security breach.
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504

(Section 504 of the Rehabilitation Act and Americans with Disabilities Act)

Notice of Non-discrimination

Applicants for admission and employment, students, parents, persons with disabilities, and employees are hereby notified
that this school does not discriminate on the basis of race, sex, color, national origin, age, or disability in admission or
access to, or treatment or employment in, its programs and activities.

Any person having inquiries concerning the school’s compliance with the regulations implementing Title VI, Title IX,
The Americans with Disabilities Act (ADA) or Section 504 is directed to contact the following individual who has been
designated by the school to coordinate efforts to comply with the regulations regarding nondiscrimination:

Name: Mary Johnston
Title:  Principal
Phone: 801-476-4627

Notice of School’s Responsibilities

Programs for Students with Disabilities under Section 504 of the Rehabilitation Act of 1973 and the Americans with
Disabilities Act of 1990
Section 504 of the Rehabilitation Act of 1973 and the Americans with Disabilities Act prohibit discrimination against
persons with a disability in any program receiving federal financial assistance. Section 504 defines a person with a
disability as anyone who
Has a mental or physical impairment which substantially limits one or more major life activities such as caring for
one's self, performing manual tasks, walking, seeing, hearing, speaking, breathing, learning, working, sleeping,
standing, lifting, reading, concentrating, thinking, communicating, helping, eating, bending, or operation of a
bodily function.
The school has the responsibility to provide accommodations and services to eligible individuals with disabilities. The
school acknowledges its responsibility under Section 504 to avoid discrimination in policies and practices regarding its
personnel and students. No discrimination against any person with a disability shall knowingly be permitted in any
program or practice in the school.

Notice of Procedural Safeguards

The following is a description of some student and parent rights under Section 504 and other federal laws. The intent of
the law is to keep you fully informed concerning decisions about your child and to inform you of your rights if you
disagree with any of these decisions.

o Have your child take part in and receive benefits from public education programs without discrimination based on
a disability.

e Receive notice with respect to identification, evaluation, program, or placement of your child.

o Have your child receive a free appropriate public education. This includes the right to be educated with other
students to the maximum extent appropriate. It also includes the right to have the school make reasonable
accommodations to allow your child an equal opportunity to participate in school and school-related activities.

o Have your child educated in facilities and receive services comparable to those provided for students without
disabilities.

o Have evaluation, educational, and placement decisions made based upon a variety of information sources and by
individuals who know the student, disability, evaluation data, and placement options.

e Give your child an equal opportunity to participate in nonacademic and extracurricular activities offered by the
school.

e Examine all relevant records relating to decisions regarding your child’s identification, evaluation, educational
program, and placement.

o File a local grievance with your school if you feel your child is being discriminated against because of their
disability.

e Request a due process hearing to help resolve issues with the school.
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o File a formal complaint with the regional Office for Civil Rights. The office is part of the U.S. Department of
Education. The regional office is located at 400 Maryland Avenue, SW, Washington, D.C. 20202-1100
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Fees & Fee Waiver Procedure

Fees will be approved each year by the Board and parents will be notified of the fee schedule and of the fee waiver
procedure.
Elementary:
1. Students in grades kindergarten through six are to be provided, free of charge, and without deposits and rental
fees, all educational supplies used in the instruction process.
2. Astudent may, however, be required to replace supplies provided by the school which are lost, wasted, or
damaged by the student through careless or irresponsible behavior.
Jr High:
3. Students will furnish their own gym clothing with no specificity other than color or type.
4. Fees will be charged as outlined in the fee schedule on our website. Most fees can be fee waived upon proper
qualification. This includes textbook rentals, student activity fees, class fees, participation fees, etc.
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Fire/Evacuation Drills

Drills will be conducted at random times each month. Please make sure students understand the need to evacuate safely,

and orderly, in the event of an emergency.

1. Teachers should take the emergency kit with them, turn off the lights and shut the doors (may be assigned to students).
2. Take your class to your assigned area, take attendance and report any missing students to administration.

3. If students are in the lunchroom or common area, they are to become quiet and listen for instructions from an adult.

4. Return to class in an orderly fashion when an ‘All Clear’ signal has been given.
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Fundraisers

Fundraising is defined as an organized effort to solicit individuals, businesses or foundations for money or in-kind gifts to

be given directly to the School.

For the purposes of this policy, “school sponsored” means activities that are expressly authorized by the school’s

administrators or Board of Directors that support the school or authorized curricular clubs, activities, sports, classes, or

programs that are themselves school sponsored. School-sponsored activities must be managed or supervised by school
employees. Activities sponsored by the school’s parent organization are not school-sponsored activities, but the parent
organization may be involved in and provided assistance in connection with school-sponsored activities.

The following guidelines must be followed in connection with school fundraising:

1. The fundraising activity must be undertaken with the intent of obtaining a benefit consistent with the school’s
mission.

The fundraising activity must not violate the school’s charter, Board policies, or applicable law.

Proposals for fundraising activities must be submitted to the school’s administrators for approval.

Administrators may restrict the time, place, and manner of any approved fundraising activity.

Fundraising activities should be planned and scheduled in a manner that does not create conflict, confusion, or

excessive fundraising pressures on students, families or potential donors.

Fundraising activities that may expose the school to risk of financial loss or liability if the activity is not

successful should not be approved.

7. The participation of school employees, students and parents in any fundraising activity must be voluntary.
However, school employees may be assigned to supervise students in connection with school-sponsored
fundraising activities in connection with their employment. Such employees may be compensated for such
work as appropriate as determined by the principal.

8. Students may not be required to participate in a fundraising activity as a condition for belonging to a team,
club or group, and a student’s fundraising efforts may not affect his or her participation time or standing in
any team, club or group.

arwn

o

9. Competitive enticements for student participation in fundraising efforts are generally discouraged, and any
such rewards or prizes must be approved by the administration.
10. The Director will ensure that the School’s Fee Waiver Policy is complied with in connection with all school-

sponsored fundraising activities that involve fees. Any fee waivers must be granted in accordance with the
Fee Waiver Policy.

11. All funds raised through school-sponsored fundraising activities are considered public funds and will be
handled accordingly. Administrators will ensure that all other applicable fiscal policies are complied with in
connection with fundraising activities.

12. Any fundraising activities that are related to the school but not school sponsored, such as fundraising
activities of the parent organization, should clearly inform school patrons that the activity is not school
sponsored. School employees may participate in such activities as volunteers but must not represent that they
are acting as employees or representatives of the school.
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Gifts

It is the policy of HighMark Charter School to comply with the gift rules outlined in the FCC’s 6" Report and Order,

specifically, as an E-Rate applicant,
The school and its employees and agents will not solicit or accept any gift or other thing of value from a service provider

participating in or seeking to participate in the E-Rate program. This policy is applicable at all times regardless of
whether a competitive bidding process is taking place. Notwithstanding the foregoing, this policy is not intended to

discourage charitable giving.
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Grade Change

Teachers will use the “grade change form” to change grades or citizenship after the grades has been locked for the quarter.
This form will be handed into registrar, and she will make the correction in the computer. It can be seen in SIS under the
correct term and “unofficial report card.”
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Grading and Parent Notification

The Board supports the concept that grades reflect academic performance and are based upon a fair and equitable
measurement of achievement.

At the beginning of each course of study, the teacher should notify the students of current grading practices. It is the
responsibility of each individual teacher to notify the student and the parent or guardian of any impending failure or credit
loss in sufficient time for corrective action to take place (approximately two weeks).
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Health and Safety

It is the policy of HighMark Charter School to develop and maintain up-to-date procedures to ensure the health and safety
of students and staff of the school. Accordingly, the school’s principal will ensure that the school adopts and keeps
updated procedures that provide adequate protection for the health and safety of students and staff members.

Page 63 of 110



Homework

Homework is an integral part of the teaching learning process when used to meet the needs, interests, and abilities of
students. It is a useful and meaningful extension of the classroom and provides unlimited opportunities to enhance the
students’ interest and academic growth.

Homework should be a natural outcome of a child’s experiences which aid in developing independent study

habits.

Homework should be designed to help a child gain a mastery of the concepts and skills being taught. It should be
used for practice and to reinforce lessons, not as punishment.

Homework assignments should consider the individual differences of students, such as health, ability, condition at
home and education resources at home.

Homework should be planned help the student.

1.

a.

D Q0 T

Learn to work independently and become self-reliant.
Think, plan, organize and apply.

Develop effective habits and skills.

Increase knowledge and its use.

Develop insights and stimulate creativity.

When homework is assigned, teachers should use the suggested NEA approximate time guide for out-of-class
study. This guide refers to a total amount of time required of all the students’ classes.

Grade Study Time

K none
1-2 0-20 minutes
3-4 20-40 minutes
5-6 30-50 minutes
7-8 50-80 minutes
9 1% -2 hours
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Human Sexuality Instruction

The purpose of this policy is to ensure that the Human Sexuality Curriculum taught at HighMark Charter School is
compliant with state law. The school will comply with applicable state law regarding the presentation of Human
Sexuality instruction or instructional programs.

"Human sexuality instruction or instructional programs™ means any course, unit, class, activity or presentation that
provides instruction or information to students about sexual abstinence, human reproduction, reproductive anatomy,
physiology, pregnancy, marriage, childbirth, parenthood, contraception, or HIV/AIDS and other sexually transmitted
diseases. While these topics are most likely discussed in courses such as health education, health occupations, human
biology, physiology, parenting, adult roles, psychology, sociology, child development, and biology, this policy applies to
any course or class in which these topics are the focus of discussion.
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Lesson Plans

Weekly lesson plans should be developed and available for inspection by the principal. The principal may randomly ask
teachers to submit their plans. Plans may be digital or written.

Emergency lesson plans shall be available for a substitute. These plans should be in a place that a sub can get them with
little effort.  These plans should contain the basic schedule for your day/week with a description that a substitute could
follow to make it through the day. This may include asking students about the previous day’s assignment, asking another
teacher who could help them with the daily schedule, etc.
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Lockers

Students in grades 6-9 will be assigned a locker for the school year and will be responsible to keep it in good condition.
Any damages caused to the locker will be the responsibility of the student. If a locker search is warranted and deemed
necessary for the safety of the students, contact the principal. In Jr High, advisory period teacher will be responsible for
those classes’ lockers, fines, etc.
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Lost and Found

All “lost and found” articles such as clothing, lunch boxes, backpacks, glasses, etc. are to be brought to the front office.
These items will be available for students/parents to find in the bins by the gym. These items will be donated at the end of
each quarter.
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Media Inquiries

All media inquires will be directed to the principal of the school. No staff member should talk with the media regarding
the school unless first getting approval from the school’s administration. The school’s Governing Board typically
addresses school media inquiries.
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Medication Policy

All arrangements are to be made only with the school administration.

A signed authorization form (provided upon request) is required from the parent or guardian requesting that
school personnel administer the medication.

The authorization form must be filled out and signed by the student’s doctor including the time, date, dosage,
name of medication, method of administration and a statement of necessity.

Prescribed Medicines: A parent or guardian (NOT A STUDENT) must bring the medication to school in a
container properly labeled by the pharmacist. The label must include name of student, doctor, date, dosage, name
of medication and method of administration.

Over-the-counter Medicines: The medicine must be in the original container and follow the same protocol as
prescribed medicines.

Students in kindergarten through grade 6 may not self-administer medications except for asthma inhalers, insulin,
or epinephrine auto-injectors (epi-pens). These medications can be carried on the person. Parents will need to
sign for a student to use these medications.

Students in grade 7 through 9 may carry one day’s dosage of their medication on their person. Inhalers,
epinephrine auto-injectors, and insulin may be carried and self-administered by the student if the parents and
medical provider sign and return the form to self-administer these medications. Students are not to share their
medications with other students.

Student in violation of the Medication Policy may be subject to disciplinary action under the Safe School
Policy
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Movies

A. Elementary Schools may only show “G” rated videos.
B. Junior High Schools
(1) may show “G” rated videos.
(2) may show “PG” rated videos with approval of the building administrator and the parents (written).
(3) may not show videos with more restrictive ratings (e.g. PG-13, R, NC-17, X).
Movies require a complete lesson plan with a clear educational purpose and prior approval must be obtained from the
principal. Teachers should show clips of movies, rather than full movies to correlate and enhance the objectives.
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Offensive Language

Offensive language has no place and should not be tolerated or encouraged in any business environment. It is therefore
the School’s policy that no student, teacher, or staff member use offensive language in the school or on its grounds,
including but not limited to, obscenities and profanity.

To that extent, practical steps shall be taken by the principal, students and staff to promote an environment on school
property and at school-sponsored activities where offensive language is not used and not condoned.

It shall be the responsibility of all members of the school staff to educate, supervise and monitor appropriate use of
language.
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Junior High Parent Compact

Parent and Guardian Responsibilities:
I want my child to achieve; therefore, I will:
0 Make certain my child attends school regularly and on time.
See that my child is well rested and has breakfast each day.
Set aside a specific time and place for homework, assisting as necessary.
Attend two of the three parent-teacher conferences and communicate regularly with my child’s teacher to
ensure his/her academic success.
Support the school and staff in maintaining proper discipline.
Encourage positive attitudes toward school.
Fulfill requested twenty (20) hours of volunteer time.

Subscribe to school and classroom blogs and respond as necessary.

Drive safely and courteously during car pool, and follow established procedures.
Ensure that my child abides by the dress code.

STUDENT RESPONSIBILITIES

It is important that | learn; therefore, 1 will:

Attend school regularly and on time.

Complete assignments and homework.

Be prepared for class, bringing homework and supplies to school each day.
Work to the best of my ability.

Work cooperatively with classmates, teachers and staff.

Respect other people, my school, and myself.

Follow all school rules.

Accept responsibility for my own actions.
Help support school spirit and unity and create a learning environment free of distractions.
0 Abide by the dress code.
TEACHER RESPONSIBILITIES
It is important that my students achieve; therefore, I will:
o0 Hold high expectations for all students, believing all students can learn.
Provide high-quality instruction in a supportive and non-threatening environment.
Provide meaningful homework.
Communicate regularly with my students and their families through conferences, email, blog, online
gradebook, notes, phone calls, etc.
0 Provide opportunities for parents to assist in the classroom in meaningful ways.
0 Promote and model ‘Respect’.
PRINCIPAL RESPONSIBILITIES
I support this compact; therefore, | will:
0 Provide a positive and equitable learning environment for all children.
0 Provide parents and staff with the information about the total school program.
o0 Encourage our staff to provide avenues for positive and meaningful parent involvement.

(el elNe)

O O0OO0OO0OO0OO0OO0OO0OO0 O O0OO0Oo0OO0O0

[elNeoNe]

Date:

Parent/Guardian Signature:

Student Signature:

Teacher Signatures:
1%t Period:

2" Period:
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3" Period:
4™ Period:
5™ Period:
6" Period:

71 Period:

Principal:
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Elementary Parent Compact

Parent/Guardian Responsibilities:

I want my child to achieve; therefore, I will:
0 Make certain my child attends school regularly and on time.

See that my child is well rested and has breakfast each day.

Set aside a specific time and place for homework, assisting as necessary.

Attend two of the three parent-teacher conferences and communicate regularly with my child’s teacher to

ensure his/her academic success.

Support the school and staff in maintaining proper discipline.

Read with my child and let him/her see me read regularly.

Encourage positive attitudes toward school.

Fulfill requested twenty (20) hours of volunteer time.

Subscribe to school and classroom blogs and respond as necessary.

Drive safely and courteously during car pool, and follow established procedures.
o0 Ensure that my child abides by the dress code.

Student Responsibilities:

It is important that | learn; therefore, | will:

Attend school regularly and on time.

Complete assignments and homework.

Be prepared for class, bringing homework and supplies to school each day.

Work to the best of my ability.

Work cooperatively with classmates, teachers and staff.

Respect other people, my school, and myself.

Follow all school rules.

Accept responsibility for my own actions.
Help support school spirit and unity and create a learning environment free of distractions.
0 Abide by the dress code.
Teacher Responsibilities:
It is important that my students achieve; therefore, | will:
o0 Hold high expectations for all students, believing all students can learn.
Provide high-quality instruction in a supportive and non-threatening environment.
Provide meaningful homework.
Communicate regularly with my students and their families through conferences, email, blog, notes, phone
calls, etc.
0 Provide opportunities for parents to assist in the classroom in meaningful ways.
0 Promote and model ‘Respect’.
Principal Responsibilities:
I support this compact; therefore, 1 will:
0 Provide a positive and equitable learning environment for all children.
0 Provide parents and staff with the information about the total school program.
o Encourage our staff to provide avenues for positive and meaningful parent involvement.
Date:

(el elNe)

O O0OO0OO0OO0OO0O0OO0OO0 O O0OO0OO0OO0O0

O oo

Parent/Guardian Signature:

Student Signature:

Teacher Signature:

Principal Signature:
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Parent Involvement

No Child Left Behind Act of 2001

Title I School Plan Section 1118

LEA Parental Involvement Policy

A. Local Educational Agency Policy

HighMark Charter School (hereafter HMCS) regards parental involvement as vital to the success of students at the school.

As a Title | school we are committed to close the achievement gap for all students with particular attention paid to

economically disadvantaged, disabled, limited English proficiency, limited literacy, or any racial or ethnic minority

background. The policy describes both parent involvement expectations and HMCS’s role in involving parents, providing

support for parents, coordinating parent involvement.

B. School Parental Involvement Policy

HMCS will jointly develop with parents of participating children a written parental involvement policy describing the

means for carrying out the requirements outlined in Section 1118, subsections (c) through (f) of the “No Child Left

Behind Act of 2001”. The purpose of an effective parental involvement policy is to improve all students’ academic

achievement.

OQur school’'s policy includes the following:

0 Ways parents will be kept informed and assisted in understanding expected academic standards at the state, district,
and school levels.

0 Ways parents will be provided materials and training to help them work with their children to improve achievement,
such as literacy, numeracy and technology training.

0 Ways educators and parents will work together, reach out, and communicate with each other in order to realize more
fully the value and contributions that parental involvement adds to the success of the school.

0 Ways in which appropriate coordination of parent involvement activities will take the place with pre-school and after
school activities or any programs in which the school may participate or assist.

o Ways in which ongoing parent input for other activities, requests, suggestions, ideas or concerns might be received.

C. Policy Involvement

At the beginning of the school year, our school will distribute an updated parent involvement policy to patrons. The policy

will be written in understandable language and, to the extent practicable, provided in language the parents can understand.

Parent meetings could be held throughout the school year to provide parents with ongoing information, training, and

materials to help them work with their children in the areas of literacy, numeracy, and technology.

HMCS will hold Student Education Plan (SEP) conferences periodically. A description and explanation of the curriculum

in use at the school, the forms of academic assessment used to measure student progress, and expected student proficiency

levels will be shared with parents. Student progress will be addressed and goals will be set to further student academic

achievement.

D. Building Capacity for Involvement

o Consistent correspondence will be available with ideas for parents to help their students academically.

0 SEP conferences will be designed to disseminate information about the prior year’s academic state core testing as well
as progress throughout the current school year.

0 Progress reports will be used to communicate academic performance throughout the school year.

0 The school website/blog will provide parents with information concerning their student’s education.

0 The HMCS Website/Blog, email and phone will allow for communication between the community members and
school personnel.

o HMCS will coordinate information gathered from needs assessments to drive parent programs and instruction.

o HMCS will provide important educational documents written in understandable language and, to the extent
practicable, provide in a language the parents can understand.

0 The LEA will coordinate available funding to provide necessary literacy training.

o During parent participation in school-related meetings and trainings, activities for children will be provided.

o All efforts will be made to schedule school meetings, and SEPs in order to maximize parental involvement and
participation.

o Annual input from parents will be gathered through the use of a needs assessment Oand evaluation as well as other
feedback from the community.
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E.
1

Shared Responsibility for High Academic Achievement — School Parent Compact

. School Responsibilities:

HMCS will provide quality curriculum/instruction through the use of highly qualified staff as well as research-based
materials. Ongoing professional development will take place to improve the quality of teaching.

HMCS will provide opportunities for parent involvement/volunteering.

HMCS will hold SEP conferences at least twice each year. Student progress will be addressed and goals will be set to
further student academic achievement.

HMCS will provide parents with progress reports through SIS and teacher generated reports as needed.

0
2. Parent Responsibilities:

F.
Spe
o}

o}

o]
G.

Parents will participate in their student’s education by monitoring student attendance, communicating through teacher
blog sites, email or phone, and participating in SEP conferences.

Parents will monitor homework completion through a daily check of the student planner, or teacher blog site, and
progress reports.

Parents will read with students, encourage students to read independently, and promote educational opportunities
through school-sponsored reading programs.

Parents will be encouraged to provide positive learning experiences for their children during extra curricular and out-
of-school time.

» Parents will be encouraged to volunteer in classrooms.

Accessibility

cific attention will be given to service provided for:

Limited English proficient parentsO
Parents with disabilitiesO

Parents of migratory children O
Review

An annual evaluation of parental policies and practices will take place to determine the effectiveness of the parental
involvement policy in improving the academic quality of the schools involved. Results will be used to design strategies
for more effective parental involvement. O

Page 77 of 110



Parent Teacher Student Organization (PTSO)

The Parent Teacher Student Organization (PTSO) is meant to enhance the educational experience of HighMark students
through uniting the efforts between educators, parents, students and the school community. PTSP strives to provide
activities that promote and are in alignment with the school's mission and vision. They also support an atmosphere of
goodwill, consideration and cooperation between parents, students and faculty.
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Parental Rights Notification

Utah law grants parents certain rights related to the education of their children. Schools in Utah are required to annually
notify parents/guardians of their rights. These rights can be found at Utah Code 53A-15-1501 (link to statute).
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Parties and Dances

Elementary:

In the elementary schools, class or room parties are permissible during the last hour of the school day on occasions
approved by the principal in advance.

Secondary:

School parties at the secondary school level are to be after school hours. Dances and parties shall be held only at such
times and places wherein there is no conflict with regular curricular programs or other previously scheduled
extracurricular activities.

Dances sponsored by school organizations shall be under the direction of the advisors of the organization at all times. The
advisors and administration shall be responsible for adequate chaperonage. Dances and parties must be scheduled with
and approved by the administration. Provisions must be made as to responsibility for preparations, operation and cleanup
details.
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Physical Restraint

A School employee may, when acting within the scope of employment, use and apply physical restraint or force as may
be reasonable and necessary under the following circumstances:

1. To protect any person from physical injury;

2. To take possession of a weapon, other dangerous objects or controlled substances in the possession of a student;

3. To restrain or remove a student from a situation when that student is violent or disruptive, or is a danger to him/herself
or others, or

4. To protect property from serious damage.

When an employee exercises physical restraint on a student, the employee shall write a report outlining the incident and
the reasons for the use of physical restraint within three (3) days following the incident. This report shall be filed with the
principal, who then is responsible for sending a copy of the report to the Board. The original of the report shall be kept in
the employee's file.

There are courses offered in the proper uses of physical restraint. Be very careful if you have to restrain someone. It is
best to try to guide them away from the situation with a light touch and calm demeanor.

Corporal Punishment is not allowed.
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Political Signs on School Property Policy

In accordance with Utah Code 20A-17-103, the School will not allow the posting of any political signs on School
property.
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Procurement

HighMark Charter School will follow applicable state and federal laws in connection with the procurement of services,
supplies and equipment, including but not limited to the provisions of the Utah Procurement Code at Utah Code 63G-6a-
101, et seq.

Procurement Process

No procurement process is required for purchases up to $1,000. The school may make such purchases from any
vendor without obtaining competitive bids.

For small purchase as defined in Utah Administrative Code R33-3-3, which will typically include purchases over
$1,000 up to $50,000 of items other than professional services, the school will follow the procedures set forth in
the rule and will typically obtain at least two competitive quotes and purchase from the responsible vendor
offering the lowest quote meeting the specifications.

Unless an exception applies, for purchases of items other than professional services over $50,000, the school will
conduct an appropriate procurement process, such as a Request for Bids or a Request for Proposals.

The school will not artificially divide purchases or otherwise take steps in order to avoid the requirement to obtain
competitive quotes or conduct a procurement process.

School personnel will comply with the provisions of the Procurement Code prohibiting the acceptance of
gratuities or kickbacks from vendors during the procurement process.

The school will comply with the requirements of the Procurement Code in connection with any contract with a
term that is longer than five (5) years, including any automatic renewals or extensions.

The school will comply with the requirements of the Procurement Code in connection with any construction or
real property improvements undertaken by the school.

Any alleged violations of this policy or applicable law shall be reported in writing to the school’s Director and
Board of Directors.
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Programs during School Time

No programs or activities shall be allowed in the school during regular school hours when admission is charged and only
those who pay are dismissed from class. In cases of outside activities of community-wide interest, permission for
dismissal of students with tickets must be approved by the Board.
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Recess Supervision

When on recess duty be proactive and practice preventive discipline. Walk around and observe students. If you see a

group hanging around not playing, go talk to them and see if you can get them to play a game. Don’t be predictable by
always being in the same location.

When you are on duty have your class go outside and return indoors in an orderly way. Do not use this time to collaborate
(or socialize) with other adults on duty.
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Record Retention

It is the policy of HighMark Charter School to retain all e-Rate records for a period of five (5) years after the last date of
service in accordance with FCC Fifth Report and Order (Para. 47, FCC 04-190, Adopted August 4, 2004).
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Reimbursements

Reimbursements must be approved (by the principal) prior to purchase. After approval, turn in your receipts and the
proper reimbursement paper work located in the office. Legislative funds do not require prior administrative approval.
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Religion and Education Policy

The School’s Board of Directors expects School personnel to foster mutual understanding and respect for all individuals
and beliefs. Study about religion is an important part of a complete education and is necessary to achieving an
understanding of history, societies, and cultures throughout the world. School curricula — including activities, discussions,
assignments, displays, and performances — may refer to religious thought and expression, provided such references are
designed to achieve specific educational objectives.

School personnel should neither promote nor disparage any religious, agnostic or atheistic belief or religion in general.
Teaching about religion should be objective, thus avoiding any implication that religious doctrines have the endorsement
of school authority. School personnel should recognize that religious holidays are observed in various ways, or not
observed at all, based upon the influence of ethnic tradition, family style, or religious conviction.

Secondary students may request to be excused or refrain from participating, in activities, discussions, and assignments that
they feel would violate their rights of conscience or religious freedom. Such requests must be made in a timely manner to
the appropriate authorities. The parent(s) or legal guardian(s) of a minor student may also make a request for excusal on
that student’s behalf. If focused on a specific activity, discussion, or assignment, and in accordance with Utah Code, State
Board of Education Rules, and School Procedures, such requests will be granted routinely and without penalty.
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Room Keys and Security

Room keys and entrance cards are assigned to teachers at the beginning of the year and can be returned at the end of the
year. Please lock your room when you are gone and keep your keys in a safe place. The school does not provide
insurance for loss or theft of personal belongings or the iPads and laptop computers.
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Safe School

It is the School’s policy to promote a safe and orderly school environment for all students and employees. Accordingly,
the School holds all students, employees, and other adults to the highest standards of behavior on School grounds and
during School-sponsored activities. Disruptive students who interfere with the educational process, or do not comply with
rules/expectations are subject to disciplinary action.
The classroom teacher, classroom aid, recess aid or other school adult will investigate most behavior problems and discuss
the problem and possible consequences with the student.
When students are involved in conflicts with other students, they will:
= Work together to resolve the conflict
= Work to repair the relationship and build trust
= Be subject to additional consequences if they exhibit unsafe behaviors during the conflict
When students are involved in a conflict with, or feel a member of the staff or a volunteer has treated them
unfairly, they will:
= Report their feelings to their parent or to the administrator or counselor, who will work together to set up a conference
with the student, the parent, an administrator or counselor, and the adult involved in order to resolve the conflict and
mend the relationship.
When behavior escalates to an unsafe, willful or persistent problem school administration will conduct an investigation.
The student will be given a change to explain their version of the incident, and witnesses may be asked to give their
version of the incident. The administration will also notify the student’s custodial parent or guardian of the incident.
If the incident is severe enough for suspension or expulsion, the administration shall inform the parent of the grounds for
the suspension/ expulsion, the length of time for which the student is suspended, and the time and place for the parent or
guardian to meet with the Principal to review the incident.
In severe cases a student will be suspended or expelled for a range of behaviors such as
A student may be suspended from School for a number of reasons. This is a partial list:
o Willful disobedience, disruptive behavior, substantial disruption of a class, activity, or other function of the
School.
o  Willful destruction or defacing of School property.
o Possession/use of tobacco, drugs, alcohol, pretend weapons, fireworks etc.
e Bullying, hazing or gang activity
A student may be expelled from School for any violation listed above if the violation is serious or persistent.
A student shall be suspended or expelled from School for any serious violation affecting another student or a staff member
on school property or, or in conjunction with any School-sponsored activity. A partial list includes:
o the possession or threatened use of a real weapon, explosive, or noxious or flammable material.

o the sale, control, or distribution of a drug or controlled substance.

Where the student is receiving special education services or accommodations on the basis of disability under IDEA, 504
or ADA, procedures outlined in the Utah State Board of Education Special Education Rules shall be followed, including
prior written notice to parents or guardians regarding their procedural due process rights, before any long-term
disciplinary action or change of placement takes place.

Searches of Person or Property

School officials have the authority to conduct reasonable searches of students and student property (including student
lockers) by following procedures outlined in the Safe Schools Policy. Contact the principal if you think a search is
justified.

* A school official of the same sex will conduct any search, with an objective party of the same sex in a private area of
the building.

* A school official may not touch the student or ask them to remove clothing.

* |f a search is conducted, document the reasonable suspicion, date-time and location of the search, the parties present,
and a summary of anything found or not found.
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Searches of Person or Property

School officials have the authority to conduct reasonable searches of students and student property (including student
lockers) by following procedures outlined in the Safe Schools Policy. Contact administration if you think a search is
justified.
1. A school official of the same sex will conduct any search, with an objective party of the same sex in a private
area of the building.
2. A school official may not touch the student or ask them to remove clothing.
3. If a search is conducted, document the reasonable suspicion, date-time and location of the search, the parties
present, and a summary of anything found or not found.
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SEP’s/SEOP’s

Teachers will write and conduct Student Education Plans (SEP). Teachers will meet three times a year with parents and
students to review report cards and student progress, celebrate accomplishments and plan for the next term. Besides
academic reporting, conference discussions should include the social and emotional growth of the student. Yearly goals
should be set in the fall conference and reviewed in the spring.

This is a great time to let students discuss their accomplishments and their goals with you and their parent. Maintain a
balance between student input, parent input and teacher input. Monitor the time you spend with parents. If you find the
conference is going past time, suggest that you meet with the parent at another time as there are other parents and students
waiting.
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Sexual Abuse and Molestation Prevention Policy

HighMark Charter School takes seriously the responsibility of its personnel to protect the physical and
psychological well-being of its students. We believe that the School’s personnel have an important
role to play in the elimination of child abuse because they are in a unique position to observe children
over extended periods of time on a daily basis.

Sexual abuse takes the form of inappropriate sexual contact or interaction for the gratification of the
actor who is in a position of responsibility with respect to the student. Sexual abuse includes sexual
assault, exploitation, molestation or injury.

Reporting by School Personnel

Utah law requires that whenever any person, including any school employee, contracted or temporary
employee, or volunteer who has reason to believe that a child has been subjected to incest,
molestation, sexual exploitation, sexual abuse, physical abuse, or neglect, or observes a child being
subjected to conditions or circumstances which would reasonably result in sexual abuse, physical
abuse, or neglect, he/she shall immediately notify the nearest peace officer, law enforcement agency,
or the Division of Child Family Service. The law provides serious penalties for failure to fulfill one’s
duty to report. School personnel and volunteers must comply with these provisions of Utah law and
the School’s Child Abuse and Neglect Reporting Policy.

Reporting by Students and Parents

Reports of sexual abuse should typically be made to the Principal/Director, who is the designated
individual to receive and investigate complaints of these matters. However, students and parents
may make reports to any School employee, and that employee is responsible for conveying the report
the Administration or, if the report involves the Administration, to the Board of Directors. Reports may
be made verbally, but all reports will be documented in writing.

Investigation & Follow Up

The School takes allegations of sexual abuse involving School personnel seriously. Once an
allegation is reported, the School will promptly, thoroughly, and impartially begin an investigation to
determine whether there is a reasonable basis to believe that sexual abuse has been committed.
When it is appropriate considering the nature of the allegations, an internal team may conduct the
investigation. However, when the report involves potentially criminal conduct, the School will refer the
reports to law enforcement and cooperate fully with any investigation conducted by law enforcement
or regulatory agencies.

The School reserves the right to place the subject of the investigation on an involuntary leave of
absence, reassign that person to responsibilities that do not involve personal contact with individuals
or students, or terminate employment.

To the fullest extent possible, but consistent with the legal obligation to report suspected abuse to
appropriate authorities, the School will endeavor to keep the identities of the alleged victims and
investigation subject confidential.

If the investigation substantiates the allegation, appropriate disciplinary actions will be taken,
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including but not limited to the termination of the actor’s relationship with the School
Signs of Abuse

There are a number of red flags that suggest someone is being sexually abused. They take the form
of physical or behavioral evidence.

Physical evidence of sexual abuse includes, but is not limited to:
Sexually transmitted diseases;

Difficulty walking or moving normally;

Stained, bloody or torn undergarments;

Genital pain or itching; and

Physical injuries involving the external genitalia.

Behavioral signals suggestive of sexual abuse include, but are not limited to:
Fear or reluctance about being left in the care of a particular person;
Recoiling from being touched;

Bundling oneself in excessive clothing, especially night clothes;

Discomfort or apprehension when sex is referred to or discussed; and
Nightmares or fear of night and/or darkness.

Additionally, adult perpetrators of abuse often display warning signs, including:
e Overly affectionate behavior such as prolonged hugging and touching;
¢ Engaging in nonprofessional behavior such as telling sexual jokes and sexual teasing;
e Seeking to extend their contact with certain students beyond the day.

Retaliation Prohibited

We prohibit any retaliation against anyone, including an employee, volunteer, board member, student
or individual, who in good faith reports sexual abuse, alleges that it is being committed or participates
in the investigation. Intentionally false or malicious accusations of sexual abuse are prohibited.

Screening Prospective Employees

The School’s administration must take reasonable effort when screening prospective School
employees. In addition to conductive required criminal background checks, each applicant and
former employer(s) of applicants should be asked, before an offer of employment is extended,
whether the applicant has ever been investigated or accused of sexual misconduct.

Training
Administration should ensure that School personnel receive periodic training in the recognition of and
proper response to child sexual abuse. Administration will communicate this policy to personnel,

volunteers, and students annually. Documentation of the communication of this policy will be
maintained.
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Sign Ordinance

As an entrepreneurial centered school, our hallways and commons need to look professional. One way we can achieve this
is by making sure our advertising and announcements on our walls have the HighMark quality assurance.
Regulations for hanging a sign:

1. Focused purpose for hanging posters, i.e. advertising, announcements, products, etc.

No tape can be visible (painters tape ONLY)

Signs cannot be placed on walls, ONLY on the wooden boarder or brick

No signs placed on the east wall in commons (wall with HighMark banner)

Only 2 signs per product, per hallway

Placement must be straight unless it’s used for artistic affect

All signs must be approved by teacher or advisor and have the HighMark teacher stamp on the back in the bottom
right hand corner

8. No ruled paper, only card stock

9. Content and design of sign must be neat and professional

10. If butcher paper is used for banners it must be neatly trimmed and be no larger than 90” x 36”
11. Poster and flyer sizes

e Smallest-8%”x 117

e Largest-24”x 36”

e Anything in between is acceptable

No ook~ wd
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Staff Grievance Policy

A staff member who has a complaint regarding another staff member must first address the issue with the other employee
involved and work reasonably and in good faith to resolve the concern.

A staff member that is not able to resolve the dispute himself or herself may then raise the issue with the School’s
Director.

If a staff member’s complaint involves the Director, the staff member must first address the issue with the Director and
work reasonably and in good faith to resolve the problem.

A staff member should not direct complaints to the Board unless and until he or she has worked in good faith to resolve
the issues with the other individual and with the School’s Director.

In the event the staff member and the Director are unable to resolve a complaint and the staff member wishes to bring the
issue to the Board’s attention, the complaint may be directed to the Board in writing. Complaints shall specify the
individual(s) involved, details of the incident(s) giving rise to the complaint, including dates and approximate times,
details of attempts to resolve the problem, and the requested solution. The Board will then consider the complaint and
take whatever action it deems appropriate.

This policy does not confer upon any employee of the School any additional rights. Accordingly, the existence of this
policy does not preclude the School from terminating any employee for any lawful reason even if the employee is
pursuing the resolution of a grievance.

Additionally, this policy is not intended to discourage an employee from reporting to the appropriate individual(s) a legal
violation committed by another employee and does not limit a School employee’s right to appropriately report a legal
violation committed by another employee.
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Student Awards

Below is a list of student awards our Jr. High students can apply for. Please visit our website for more information and
applications for these awards.

Academic Awards:

[1 Hawk Honors Award = 3.5 - 3.7 GPA for one year

"I Hawk High Honors Award = 3.8 - 3.9 GPA for one year

v' 4.0 Hawk Award = 4.0 for one year

I Hawk Hall of Fame = 4.0 GPA for three years (7""-9"); name on PLAQUE

v Perfect Attendance Award = No absents for one year

v" Hawk Three year 3-Sport Award = Participate in THREE sports for three years within the school.
1. Athlete must participate in THREE sports offered at HighMark within the school year designated. A high
school sport does NOT count toward this award.
2. Athletes must be up-to-date on the athletic fees, attend daily practices and compete on the team. Red shirt
athletes are NOT eligible.
3. Boys must compete in soccer, basketball, baseball, wrestling, cross country or track. Girls must compete
in softball, volleyball, basketball, track, cross country, soccer or cheerleading.
4. Coaches and administrators will have the final input as to whether an athlete qualifies for this award.
5. Athlete must maintain 3.0 each quarter.
6. Athletes who participate at this level for 3 years will receive an individual plague as well as name of
school PLAQUE.

v Nomination/Application awards:
' Board Business Hawk Award $100 (CPA 3.5, Service project, Business Plan, Teacher recommendation)
School and personal PLAQUE

Incentive Activity: Students who receive good grades and citizenship marks can qualify to participate in the Incentive
Activity. In order to qualify for the activity, the students must reach the following criteria:

No Tardy Party: After the grades and citizenship marks have been collected and sent out, the attendance secretary gives
the administration a list of all students who have not had a tardy for the past term. At various times these students are
called down on a random day and given a treat to enjoy for their accomplishment of having no tardies for the entire term.
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Student Pick-Up & Drop Off Duty

Before and after school student pick up duty will be required from most staff members. Staff members will be assigned a
station with specific responsibilities. As you perform you duties, please do so in a firm but considerate manner. If there
are drivers who are not cooperative, you may ask them to follow the procedures, but please do not argue with them. If
there is a problem that can’t be resolved, please inform the principal who will then investigate and talk with the driver if
necessary.

DROP-OFF AND PICK-UP PROCEDURES:

The safety of our children is one of our top priorities. The driving lanes are ONE-WAY only.

1.
2.

2 o

o

Cars will enter the cue lanes from South Weber Drive on the east side of the school and follow adult directions.

For morning drop off Groups of cars will file into curb where students will be dropped off. Once one group is
finished another group will be directed to move into the drop off lanes. Students will exit the cars on the right side
only.

For afternoon pick-up Cars will fill the cue lines. An adult will direct cars to an empty spot in the pickup lane (at
the curb). Cars will stay in that spot unless directed by an adult to move on. Students will enter their cars from the
curb side only. The next lane is for cars to exit once they have picked up their children.

Pick-Up and Drop-Off from right curb lane in front of the school only.

No parking, loading, or unloading permitted in the cue lanes, or the exit lane next to the pick-up lane.

Have parents remain with their vehicle at all times. Absolutely no parking or leaving vehicle unattended allowed in
the drop-off/pick-up curbside lane.

If a car has been in the curbside pickup lane for more than a few minutes (3-5 min. depending on the cue lanes
numbers), you should ask the driver to cycle through the cue lanes again in order to keep pick up moving smoothly.
Encourage drivers to be patient and attentive while waiting their turn.

Adults should wear a reflective vest
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Student Records

The office keeps a cumulative record folder for each student. They are not to leave the office area. Ask the registrar to
help you obtain a record that you need.
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Teacher Leave and Illness

Teacher Leave Requests:
Use the ‘Request for Leave’ form available in the office or website. If needed, check with secretary over substitutes to

verify the availability of substitutes (this may dictate if approval is granted or not). The principal must sign it before leave
can be taken. Forms should be turned in ten (10) days before leave.

Same Day Staff IlIness:

Call or text substitute secretary as soon as you know you will be not be able to work (no later than 7:00 AM.). Let her
know who your sub is or if you need help in getting a sub and where your lessons are. You must have substitute plans in
place and ready for your sub. The office cannot make copies or organize your lessons that morning.

Bereavement Leave:
Under the discretion of the principal and if all PTO days have been used, a teacher may be granted bereavement leave for
immediate family (spouse or children), parents, sibling, or grandparent funeral. This leave shall be used within a one
week window from the time of death and must be consecutive days.
Bereavement leave is intended to be used for such activities as:

1. Making arrangements for and attending a funeral and

2. Emergency-type business transactions related to the death.
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Teacher/Staff Dress Code

In addition to a student dress code, staff and volunteers are encouraged to dress appropriately. Business casual or higher is
required for teachers, administration, and staff, except on specified “spirit” days. Jeans can be worn on Casual Fridays
with business casual shirt (no writing). Staff and volunteers are encouraged to dress conservatively and modestly,
including: no low-cut or sleeveless tops (unless under a jacket or sweater), skirts and shorts should be no higher than knee
length, no fray or torn pants, and underclothing should not be visible. Clothing should be clean, in good condition, and
sized appropriately. Staff whose job description requires different dress is appropriate (P.E., maintenance, kitchen,

janitorial).
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Test Administration

HighMark Charter School places a high value on ethics and integrity and expects students and staff to demonstrate these
characteristics. Accordingly, the school recognizes the importance of fair and ethical test administration. The
administration will therefore implement all required procedures in order to ensure that all state-mandated tests are

administered in an ethical manner.
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Test Ethics for Educators

Educators are accountable to their administration and the Utah State Board of Education for ethical practices.
Administrators are required to make sure all school testing includes ethical testing practices in educator evaluations.
Under Utah state law, 53A-1-608, the State Board of Education may revoke the certification of an individual who violates
this section.

Testing Practices

Educators must ensure:

e An appropriate environment is set for testing to limit distractions.

e All students who are eligible for testing are tested.

e Active test proctoring occurs, which includes walking around the room to make sure that each student is logged
into the correct test and is at the correct workstation.

o No person is left alone in a computer lab with student tests that are open.

¢ Educators may not enter a student’s computer-based test or change answers on either the computer or a paper
answer document for any reason.

e The importance of the test, test participation, and the good faith efforts of all student is not undermined.

e Personnel who administer tests are trained and are accountable for ethically administering tests.

¢ Accommodations are provided for eligible students, as identified by an ELL, IEP, or 504 team. These
accommodations should be in line with and not beyond those provided throughout the instructional year.

o Test materials are secure before, during, and after testing. When not in use, all materials must be locked where
students, parents or the public cannot gain access. Electronic security of tests and student information should not
be compromised.

After Testing is Finished
¢ Follow on-screen instructions for closing out the testing session.

e Arrange make-up and test completion sessions for students who miss all or part of the test.
e Actively proctor make-up and test completion sessions.
o Organize and return all test materials to the office.

Educators may not change student answers in any way, for any reason!
Use of Test Data

Educators may use the results from SAGE in considering a student’s course grade. However, teachers need to understand
what the results mean and what information they provide. It is recommended that educators work in groups to decide how
test data will be used. The process of using data from SAGE in considering a student’s grade should be transparent and
equitable.
Unethical Practices
e Providing students with questions from the test to review before taking the test.
e Viewing a test, then changing instruction or reviewing specific concepts because those concepts appear on the
test.
e Rewording or clarifying questions, or using inflection or gestures to help students answer.
¢ Allowing students to use unauthorized resources to find answers, including having materials on walls that provide
answers to specific test questions.
o Reclassifying students to alter subgroup reports.
o Allowing parent volunteers to assist with the proctoring of a test their child is taking or using students to supervise
other students taking a test.
e Reviewing a student’s answers and instructing the student to, or suggesting that the student should, rethink his/her
answers.
e Copying, in whole or in part, specific items appearing on a test.
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Tobacco, Alcohol & Drug Usage

Tobacco, drug and alcohol products and paraphernalia will be confiscated. A police citation may be written if a student
buys, attempts to buy, or is in possession of tobacco, drugs or alcohol on school property.
1. Teachers and other school personnel shall report their good faith suspicion to the administrator. The reporting

educator is immune from any liability, civil or criminal (Utah Code 53-A-11-404) and their names must be kept
confidential.

2. Parents/guardians will be notified and will sign a “Parental Notification of suspected Substance Abuse” form if
deemed necessary.

3. Students may be suspended or expelled.
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Travel Guidelines

PURPOSE

The purpose of this policy is to establish procedures for authorization of travel by employees or agents of HighMark
Charter School (the “School”) who may be required to travel to fulfill their official duties or to attend seminars,
conferences or other professional or educational activities benefiting the School.

POLICY
1. This policy applies to all employees, officials, or agents travel to conventions and/or travel undertaken for execution
of School business. This includes but is not limited to:
a. Travel requiring an overnight stay; and
b. Conventions and conferences when no overnight stay is required.
2. This policy does not apply to field trips.
All travel must be approved in advance by the Principal, or the Board if the Principal is the traveler. All requests for

travel approval will be requested at least three (3) weeks prior to departure date and prior to making any
arrangements. Travel requests shall explain the purpose of the travel and, where applicable, include the conference
registration materials, proposed hotel accommodations, and approximate airfare. Flight reservations may be made by
the School’s Management Company.

3. Reimbursement for actual expenses documented with a receipt will be paid for all approved travel events that are
more than 100 miles from the School campus as follows: $30 for dinner, $15 for lunch, and $10 for breakfast.

4. Reasonable and necessary ground transfer and mileage rate expenses will be reimbursed based on receipts submitted
for such expenses. The traveler is responsible for collecting receipts in order to present them for reimbursement.
Mileage will be reimbursed at the standard IRS mileage reimbursement rates in effect at the time.

5. Hotel accommodations are approved for the number of days a conference is in session, less one. One additional night
of hotel accommodations is approved when an additional travel day is required prior to a conference. A second
additional night of hotel accommodations is approved when an additional travel day is required after the conference
concludes. Other additional days of hotel accommodations will be allowed only when approved in advance of the
conference start by the Principal or the Chair of the Board of Directors.
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Tuition Reimbursement Policy

PURPOSE

HighMark Charter School (the “School”) believes that the School and its students benefit when
employees develop and improve their knowledge and skills. Obtaining additional education can
increase teaching abilities and professional competence. The School therefore desires to identify the
conditions upon which the School is willing to reimburse School employees for tuition paid in order to
obtain education that will improve their ability to serve the School and its students.

POLICY
The School may reimburse tuition for School employees if the following conditions are satisfied:
(1) The employee has been employed by the School for at least one (1) year.

(2) The tuition is for courses that are either (a) job related, meaning the course will result in
increased knowledge and skill, is aimed primarily at improving the employee’s performance in his/her
present job or will enable the employee to remain current with changes or developments in their field
or (b) an elective that is part of a degree program that is job related.

(3) The courses are taken at (a) fully-accredited Utah colleges or universities; (b) a school
providing training or instruction that is approved by the State Board of Education.

(4) Courses may be for credit or not.

(5) Exceptin unusual circumstances and as approved by the Principal, courses must be taken
outside of regularly scheduled work hours.

(6) Reimbursement will only be provided when the employee obtains approval from the Board
of Directors and enters into a written agreement in the form approved by the Board of Directors prior
to enrolling in the course. Additionally, the Principal must give prior approval for each course for
which reimbursement will be sought.

(7) The employee must agree to work at the School for a minimum of three (3) years following
reimbursement of tuition. In the event the employee’s employment with the School is terminated,
voluntarily or involuntarily, for any reason, before the completion of three (3) years, the prorated
portion of the reimbursed tuition must be repaid to the School based on the number of years worked
for the School since the most recent reimbursement.

(8) Reimbursement is limited to a maximum of nine (9) credit hours per year, up to a total of
thirty-six (36) credit hours, at a rate not to exceed $150 per credit hour.

(9) Reimbursement will be paid when the employee:

(a) Provides evidence of completion of the course with a passing mark of B or better.
(b) Provides an itemized receipt of the payment of tuition.
(c) Passes any applicable Praxis exam.
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Student Travel

Travel Requests Come From Three Sources:
1. State competitions that are outgrowths of curriculum programs (science fair, DECA, etc.)

2. Special curriculum related travel (Space groups, Close Up, 9" Grade Business Trip, etc.)
3. Extracurricular invitational and festivals (music, cheer, etc.)

Travel Limitation:
1. Travel within 350 mile limit (some exceptions might apply)

2. No out of state or foreign travel

Travel Costs:
1. Travel costs vary according to specific programs. Administrators will scrutinize costs carefully to insure minimal

financial impact on families.

Procedures for Requests:
1. Present requests to principal.

2. Parent authorization forms must be signed.
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Weapons on School Property

Purpose of Policy

The purpose of this policy is to address the possession of dangerous weapons and firearms on school premises and
other school buildings or property by any individual, including but not limited to, employees, students,
parents/guardians, volunteers, and visitors.

Policy

For the purpose of this policy, “School Property” is defined as all property including buildings, portable buildings,
parking lots, fields, parks and other land under the possession of HighMark Charter School, whether leased or
owned, where business of HighMark Charter School takes place.

Utah Code 8§ 76-10-505.5(2) provides that “[a] person may not possess any dangerous weapon, firearm, or sawed-off
shotgun, as those terms are defined in Section 76-10-501, at a place that the person knows, or has reasonable cause
to believe, is on or about school premises as defined in this section.”

A dangerous weapon is defined as “(i) a firearm; or (ii) an object that in the manner of its use or intended use is
capable of causing death or serious bodily injury.” UCA § 76-10-501(6)(a).

A firearm is defined as “a pistol, revolver, shotgun, short barreled shotgun, rifle or short barreled rifle, or a device
that could be used as a dangerous weapon from which is expelled a projectile by action of an explosive.” UCA § 76-
10-501(10)(a).

The law further provides that a qualified person may receive a permit “to carry a concealed firearm for lawful self-
defense.” UCA § 53-5-704(1).

A concealed firearm means “a firearm that is (i) covered, hidden or secreted in a manner that the public would not be
aware of its presence; and (ii) readily accessible for immediate use.” UCA § 76-10-501(3)(a).

Possession or use of a dangerous weapon by anyone on School Property, or in conjunction with any school activity,
unless specifically authorized by law, is in violation of the law and HighMark Charter School Policy. Employees in
violation of this policy will be subject to disciplinary actions, which may include termination.

However, this policy does not apply if the possession is approved by the responsible school administrator or the item
is present or to be used in connection with a lawful, approved activity and is in the possession or under the control of
the person responsible for its possession or use. UCA § 76-10-505.5(4)(b), (c).

In accordance with the school’s Safe Schools Policy and state law, students are prohibited at all times from
possession or use of a weapon in or on School Property or in conjunction with any school activity.

Concealed Firearm Permit Exceptions and Clarification

Utah State law allows any holder of a valid concealed firearm permit to carry a concealed firearm on School
Property. Because a concealed firearm must be readily accessible for immediate use, any person who carries a
concealed firearm on School Property, must keep it on their person at all times, and it must be fully concealed.
School employees are prohibited from keeping a concealed firearm in or on any property, fixture or furniture owned
by the school. This includes but is not limited to desks, closets, cabinets, or any other property owned by and located
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on School Property. If a person carries a concealed firearm in any personal container, bag, briefcase, purse,
backpack, etc., that item must be on the person at all times while on School Property.

School employees who obtain a concealed firearm permit do so at their own volition. Any employee’s decision to
carry or use a dangerous weapon will be the sole responsibility of that person as an individual, and no such action,
including any lawful action, is taken as an employee by or on behalf of the school or is otherwise authorized or
sanctioned by the school. Employees who have concealed carry permits are obligated to have knowledge of and
adhere to state and local weapons laws.
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Wellness Policy

All students in the School shall possess the knowledge and skills necessary to make nutritious food choices and enjoyable
physical activity choices through their lifetime. All staff in the School are encouraged to model healthful eating and
physical activity as a valuable part of daily life.
Nutrition Education:
The School will promote nutrition education for students to help them learn skills needed to practice lifelong healthy
eating.
Physical Activity:
The School will promote physical activity as follows:
o Ensure that every student from kindergarten through ninth grade receives regular, age-appropriate, quality
physical education.
e Provide within the school environment safe, enjoyable activities for all students, including those who are not
athletically gifted.
e Provide, through physical education, safe and satisfying physical activity for all students, including those with
special needs.
e Provide for fitness education and assessment to help students understand and improve or maintain their physical
well-being.
e Promote the benefits of doing regular amounts of physical activity now and throughout life.
e Ensure that physical activity facilities on school grounds are kept safe and well-maintained.
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