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9345 Dunkelow Road

{262) 880-4811

Chris Litzau

N

Experience

Education

Accreditations

2000-~Present Milwaukee Community Service Corps
Executive Director
= Responsible for administration of non-profit job training agency

= Instructor for Employment Connections class, Lead-Safe Worker
certification, Hazardous Waste Operations and Emergency Response
certification, drivers education, homebuyer education and personal
finance, and OSHA forklift certification

= Integrating curriculum founded on construction, manufacturing and
building trades industry .

1998-2000 Milwaukee Community Service Corps
Bevelopment Director
= Responsibie for neighborhood revitalization and development activities

= Program oversight for J.S. EPA brownfield remediation job training
program

199519098 Milwaukee Housing Assistance Corporation
Development Director

» Expedited development and management of affordable housing and
supportive service programs

2003-Present University of Wisconsin-Milwaukee
» Baccalaureate Program, Exceptional Education

1988-89 University of Wisconsin-Madison

» Completed coursework for Master of Science in Real Estate Valuation
and Investment Analysis

1987 University of Wisconsin-Madison

= Bachelor of Business Administration, Real Estate, Finance and Urban
Land Economics .

Train-the-trainer Hazardous Waste Operations (29 CFR 1910.120),
accredited Wisconsin Department of Health & Family Services Lead-
Safe Worker frainer, certified Homebuyer Counselor.



Professional Biographical Infermation
Christopher Litzau

Christopher Litzau serves as the Executive Director for the Milwaukee Community
Service Corps (MCSC), an urban youth corps program that engages young adults aged 18
. t0 23 in community service and public infrastructure development projects. After
completing his Bachelor of Business Administration degree at the University of
Wisconsin-Madison, Mr. Litzau enrolled in the university’s graduate program in Real
Estate Development and Urban Investment Analysis. He studied under the direction of
the late Professor James Graskamp, and subsequently traveled to Minneapolis where he
assisted Project For Pride In Living with the non-profit agency’s redevelopment
initiatives. He returned to Milwaukee in 1990 to accept a project management position
with the Toldt Hennessy Group, a for-profit real estate development company that was
pioneering the use of low-income housing tax credits in Wisconsin. Five years later, Mr.
Litzau joined the Community Development Corporation of Wisconsin as the
Development Director. He assembled more than 20 real estate development projects
using all facets of creative financing, including low income housing tax credits, historic
tax credits, and federal Low Income Housing Preservation (LIHPRA) funds. Mr. Litzau
was recruited to MCSC in 1998 to serve as the Development Coordinator, and became
Executive Director in 2000.

In 1998, Mr. Litzau served as project manager for the Milwaukee Community Sérvice -
Corps” brownfield remediation job training program to train and engage minority and
under-represented young adults for careers in the environmental industry. He presented
the successes of MCSC’s EPA Brownfields Remediation Job Training Program at the
1999 national Brownfields Conference in Dallas, Texas, and then again at the
Brownfields 2000 Conference in Atlantic City he and his team presented on a concept of
sustainability for brownfields remediation job training. For the Brownfields 2002
Conierence in Charlotte, North Carolina, he presented the Milwaukee Community
Service Corps’ initiative to promote the widespread commercialization of
phytoremediation. Mr. Litzau presented at the 2003 International Economic
Development Council Brownfields Conference, and the 2003 EPA Region V “Nuts and
Bolts” seminar on brownfield redevelopment. He recently completed the publication of
BlueGreen Magazine—an effort to promote the ecological image of greater Milwaukee
for recruitment and retention of professional talent—on behalf of the Milwaukee
Community Service Corps.



Namsa Litzau,Christocher James LW - MILWAUKEE UNDERGRADUATE Requasied By WEB1 25-AUG-2007
Campus D §80-58-1727 ACADEMIC RECORDICREDIT EVALUATION Page 1
Birthdate — 08-JUL-1964 CAMPUS COPY
UW Madison Madison wi Advisorfs]  Nancy Rice
Education Non-Degree  / Post Baccalaureate Teacher Certification ! Excepliona! Educalion: Cross Categorical Special Education, Early Adolescence - Adolescence Nancy Rice
Ryan Dyrrant
—~-Academic History-—
Program Education Mon-Degras
2004.05-20 Post Baccalaureste Teacher Cerlification
Excepiional Education 6-12
2007-01.18 Post Baccalaureats Teacher Cartification
Exceptional Education: Cross Categorical
$pecial Edecalion, Early Adolescence -
Adelescence Spring 2007 UWM Credil -
EXCEDUC 587 Teaching Experience 1! 3.00 B+ 9.88
——Exiernal Degree-— Term GPA: 3,330 GPA Credit  3.00 Progress Credit: 3.00 9.89
UW Madison Cum GPA:  3.813 Cum Totals:  16.00 Cum Totals(Degree): 16.00 61,00
1887-05-17 Bachelor of Business Admin.
LW Madison 2007-05-30 Mo Action
2004-04-13  none .
Falt 2007 UWM Credil
Summer 2004 UWM Credit EXCEDUC 588 Teaching Experience Iit 3.00 P 0.00
EXCEDUC 680 Literacy | 3.00 A 12.00 Term GPA:  0.000 GPA Credit: 0.00 Progress Credit: 0.00 0.00
Term GPA:  4.000 GPA Credit: 3.00 Progress Credit: 3.00 12.00 Cum GPA:  3.813 Curmn Totals:  16.00 Cum Totals(Degrze): 16.00 61.00
Cum GFA:  4.000 Cum Totals: 3.00 Cum Totals{Degresa}. 3.00 12.00
2004-10-07 No Action
Summeary
) CUM GPA CREDITS 16.000
Fall 2004 UWid Credit CUM DEGREE CREDITS 16.000
EXCEDUC 635 Curric Accomm |; MiddlesfHigh 3.00 A 11.01 CUM GRADE POINTS 61.000
EXGEDUC 671 Bhy Suprl/intv-Mid/Hgh Disablt 3.00 A 12.00 UNDERGRAD GPA 3.813
Term GPA:  3.838 GPA Credit: 6.00 Progress Credit: .00 23.01 Effective: 05-05-2005 , :
Cum GPA;  3.890 Cum Tolals: 9.00 Cum Totals{Degree): 8.00 3501 -- DPI approval of PPST exemplion per prior pre-1987 rule,
2005-01-08 No Action —Test Restilfs--
PRAX2 20148 2005-06-11 167
Placement: Middle Schaol Satisfied Level: 20
Spring 2005 UWW Creditt
EXCEDUC 636 Curr Acc Il Adaptive-Mid/High 2.00 A 8.00
CURRING 562 Sec Schl Math Iss-Ex Ed Teachr 1.00 A 4,00 Lilzau,Christopher James .
CURRINS 500 Workshop in Curriculum & Instr 1.00 A 4.00 §345 Dunkelow Rd
Creirze Topic(s): lesu-High School Sci: Tchg/lm Frarksville Wl 55126-9105
Term GPA:  4.000 GPA Credit: 4.00 Progress Credit 4,00 156.00 262/880-4811
Cum GPA:  3.924 Cum Teals:  13.00 Cum Totals{Degras;: 13.00 51.07 CUTZAU@UWM.EDL

THIZ IS NOT AN OFFICIAL UNIVERSITY TRANSCRIPT

IF COURSES IN PROGRESS INCLUDE ANY REPEAT OF PREVIOUS COURSEWORK, STATED
CPA MAY NOT BE ACCURATE

--End Of File—
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ttached pleass find a duplicate of a document filed in
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or other section of the Wisconsin Statutes specifying the
recording of the document in your office.
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Secretary of State
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ARITTICLES OF INCORPORATION
oF

MILWAUKEE COMMUNITY 3ERVICE CORPS, INC.

The undersigned adult acting as incorporster ©f =z
corporation under the Wisconsin Nonstock Corporation Law {Chapter
181 of the Wisconsin Statutes) adopts the following Articles of
such corperation:

ARTICLE ONE
Name and Location of Principal Oifice

The name of the corporation is the MILWAUKEE COMMUNITY
SERVICE CORPS, INC. and its principal office address is c/o

o
th
Hh

ice of Youth Programs, Milwaukee City Hall, Room 801, 200 East

cl

wWe

ot

ls Street, in the City and County of Milwaukee, State of

Wisconsin, 53202.

ARTICLE TWO
burposes
This corporation is organ;zed for charitable and
educational purposes as may gualify it as exempt from Federal
Income Tax under Section 501i(c} (3) of the Internal Revenue Code
of 1954, as amended. In the fulfillment of such purposes and
except as prohibited by Article V below, the corporation may

exercise any and all powers of a corporation organized under the

—1-



Wisconsin Nonstock Corporation Law, including, without limiting

the generazlity of the foregoing, making donations foxr the public

Jet

all

t-h
[

welfare or fo

charitable or edgcational purposaes, or cotherwise
promoting such purposes either directly or by grants or other
activities in aid o©of other organlizations, enterprises or personsg.
More specifically, such purposes include, bhut are not limited to:
-- bringing Milwaukee's low-income and racially diverse vyoung
men and women to serve and reshape the community in which

they live;

—— improving the physical environmenit of the community and
better meeting its people’s needs; and

-— heiping Milwaukee's low-income and racially diverse voung
men and women achieve, through service, the

geli-coniidence and skills they need to become permanently
empioyed, fully engaged members of their community.

ARTICLE THREE
Members

The Corporation shall have no members.

ARTICLE FOUR
Board of Directors
The number and manner of election or appointment of the
members of the Board of Directors shall be set forth in ths
Bylaws provided, however that the number shall not be less than

three (3).
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ARTICLE FIVE
Tiv

Prohibited Ac ities

No part of the net sarnings of the corporation shall inure

.

to the benefif or he distributable to its members, directors,

rt

officers, or other private perscons, exXcept that the corporation
shall be authorized and enpowerad to pay reasonable compensation
for services rendered and to make pavments and digtributions in
furtherance of the purposes set forth in Article Two hereof. No

substantial part of the activities of the corporation shall be

o

t

the carrving on of propaganda, or to otherwise attempt

influence legislation, and the corporation shall not participate

o
th

in, or intervens in (including the publishing cr distributing
statements) any politica! campaign on beshalf of any candidate for
publiic office. Notwithstanding, any other provisicn of these

ivities

ct

articies, the corperation shalil not carry on any other ac

[0}

rom

-ty

not permitted to be carried on by a corporation exempt
Federal Income Tax uhder Section 501(cC) {3) of the Internal
Revenue Code of 1954, as amended, or 1ts SuwCessor provisions.
ARTICLE SIX
Nondiscrimination
Milwaukese Community Service Corps, Inc. shall not

discriminate against any emploves or applicant for employment
because of age, race, c¢reed, color, handicap, marital status,
sex, national origin, ancastry, arrest record, conviction record,

membership in the naticnal guard, state defense force or any

-3
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reserve component of the military f£orces of the United States or
this state, physical cendition, developmental disability as

defined in =5.51.0%1{(5} %Wis. Stats., cr sexual orientation as
F
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define in s.

include, but not be limited to, the following: employment,
upgrading, demction, or transfer; recruitment or recruitment
advertising; 1ayvoff or termination: rates of pay or other forms

of compensation: and selection of training, including

apprenticeship. Except with respect to sexual orientation, the

(9]

corporation shall alsc take affirmative action to ensure egual

corporation shall post in a

o
0]

employment opportunities. T
conspicuous place available for employees and applicants for
employment, notices setting forth the provisions of the
nen—-discrimination clause.
ARTICLE SEVEN
Dissolution

In the event of dissolution of this ‘corporation, all of
its assets, after payment of its debts and liabilities, shall be
distributed to one or more corporations, funds or foundations
gualified for exemption from tax as an exclusively charitable or
educational corporation, fund, or foundation under the Internal

Revenus code of 1954, as amended, or it successor provisions.,.
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ARTICLE EIGHT
Intitial Registered Agent

The name and address of the intitial registered agent

I_h

n

the corporation is David R. Webster o the City of Mi

£ Youth Programs, Milwaukee City Hall, Room BO0L, 200 mast

Wells Streest, in the City and County of Milwaukee, State of

BRTICLE NINE
Incorporator

The name and address of the incorporator is Nola J.

uitcheock Cross of 207 East Michigan Street, Suite 315, in the

City and County of Milwaukee, State of Wisconsin, 53202.

The number of directors constituting the initial Board of

Directors shall be three (3). The names and addresses of the

members of the intitial Board of Birectors are as follows:

Ms. Jeannetta Robinson

% Career Youth Development
2601 N. Dr. ML King, Jr. Drive
Milwaukee, Wisconsin 53212

My, John Parr
wpistrict Council 48, AFSCME, AFL-CIO

3427 W. S5t. Paul Avenue

Milwaukee, Wisconsin 53268

Ms. Daisy Cubias

Youth Intiatives Office - South
c/o United Community Center
1628 South %th Street
Milwaukee, Wisconsin 53204



ARTICLE ELEVEN
Amendments

These Articles may be amended in the manner authorized by

iaw at the time of the amendment.

in duplicate on May Dav, May 1, 1850.
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/Nl'/a’la J.’fi/fgfhéoctk Cross

‘Subsdribed and sworn t
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State of Wisconsin

3 STATE OF WISCONSIN
fission _yupi.. BAZES S ED
HAY 25 1995
( ; was drafted by: DOUGLAS 1A FOLLETTE
_ ol oY : ) S Vil
3 Nela J. Hitchcock Cross, of SECRETARY OF ETATE
J,s,,{‘ PODELL, UGHENT & CROSS, S.C.

- 207 B. Michigan, Suite 315
-~ Milwaukee, Wisconsin 53202
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BYLAWS
~ OF
MIELWAUKEE COMMUNITY SERVICE CORPS, INC.

A not-for-profit-corporation organized under the Wisconsin Nonstock Corporation Law,
Chapter 181, Wisconsin Statutes.

L
NAME AND' LOCATION

The:name of the corporation (the “Corporation”):shall’be MILWAUKEE COMMUNITY
SERVICE-CORPS, INC. and its principal offices shatl be located at: 3141 West Fond du Lac .
Avenue, in‘the City and County of Milwaukee, State-of Wisconsin, 53202,

II.
PURPOSES

This-Corporation is-organized for charitable and-educational purposesias may qualify it as
exempt from Federal Income Tax under Section 501 (C):(3) of the Internal Revenus Code of
1954, -as-amended. I‘the fulfillment of such;purposes and exeeptas; prohlblted by Section:TIT
below, thie Corporation may exercise any and-all powers:of a eorporation:organized under the
Wisconsin Nonstoak*Corporatlon Eaw, mcludmg, without limiting the: generality of the
foregoing, making:denations for-die public welfare or for'charitable:or educational-purposes, or
otherwise promofm such: purposes either-directly or by:granfs-or otheractivities in-aid of other
orgamzatlons_ nterprises orpersons. The Mission Statement:6f the Milwaukee Community
Service Corpsisithe following:

1gd

IT1.
PROHIBITED ACTIVITIES

No pattof themnet-earnings of the Corporation shall inure-to-the-benefit or'be-distributable
to its directors:(“Directors™), officers, or other private persons,.except that the: Corporation shall
be authorizediand empowered to-pay reasonable compensation for'services'rendered and-to-make
payments: and"dmﬁmbunons.m furtherance of the purposes set:forth in' Article Two hereof. No
substanitial part of the:activities-of the Corporation shall be'the carrying-on-of propaganda; or to
otherwise attempt to-influerice lggislation, and the: Corporation-shall: not participate in, or
intervenein: (mcludmg thepublishing or distributing of statements):any political- campaign on
behalfofany candidate for'public office. Notwithstanding: any other provision of these articles,




the Corporation:shall'not carry on any othier activities-not permitted to-be carried:on by a
‘corporation: exempf form Federal income tax under ‘Section 501 (¢):(3)of the Internal Revenue
Code of 1954, assamended(or the corresponding provision-ofany future United States: Internal
Revenue Law.

IV.
NON DISCRIMINATION

Milwaukee:Community Service Corps, Inc. shall'not:illegally-discriminate against-any
employee oi ar 'llcant for émployment because of age, race; créed. color; handicap, marital
status,/sex, national-origin, ancestry, arrest or'conviction:record, miembership:in-the national
guard, statedefense: force or any reserve component of the militar; “forces of the United States or
this state, physical- condltlon developmental disability as-define §'f51 01(5) Wis. Stats., or
sexual-orientation as:definedin §111.32(1 3m) Wis. Stats. This provision shall inelude, butnot
belimited to:the following::employment, upgrading, demotion; transfer, recruitment or
recruitment; advertlsmg, layoff or términation, rates of pay or-other-forms-of compensation, and
selection of ing, including apprenticeship. TheCorperation-shall-also take affirmative
aetion'to ensurerequal employment opportunities. The Corperation-shall post in a- consplcuous
place avallable orerployees and: applicants for employment, notices-setting forth the-provisions

of‘the non-discrimination clause.

V‘
MEMBERS

‘The €orporation shall have nomembers.

VL
BOARD-OF DIRECTORS

Section'l.  ‘General Powers. The affairs of the.Corporation shall be: managed by its
board of diré 'ors (ther “Board”), which: shall Bave-all the:powers:and:dufies enumerated in The
Wisconsin N nstock’ Corporationr Law, subject to the purposes-andprohibited activities as-set
forth inithese Bylaws‘and in‘the Articles of Incorporation.

Section2.  Number-andClagses. The number of Directors shall be not less than three
(3¥and:not more thantwenty-one (21).

Section3.  Election: and Term:of Office. The initial Directors designated in‘the
Articles:of Incorporatlon shall serveuntil'such:date as the Directors-are-elected and-qualified as
hereinafter provided. The B llrectors shall be-elected by a majority vote-of all the'Directors then

in office-at theantiual eeting of the Board. Bach Director shall be-elected for-a-term:of three
years. No:person:shall'serve as a Director for more than two terms in"succession.

Section4, Placeand Time of Annual, Regular and Special Meetings.

(@)  The annual meeting of the Board shall'be held in November of each year
at a time and'place fixed by the President of the Board.

3% ]



- {b) A minimum of three (3)regular meetings'ofithe:Board shall be-held at
regularintervals betwéen annual'meetings, at-a time and place fixed:by the President of the
Board.

(c) Special meetings of the'Board may be called by or at the request-of the
President or? Secretary, and-shall‘be called by the Secretary on:the writfen request-ofany three
Directors. The perseri(s) calling:a special meeting may fix any reasonable time-and:place for
holding the meeting and: shall be respensible for complying with'the notice requirement.

Bectiorr5.  Notice. Notice of any annual or regular meefing:of the Board shall:be
given afileast fivexdays prlor thereto, and notice of any special: mest" of the:Board shall be
giver at‘least:twe days:prior thereto, communicated-in person; by: one; telegraph, teletype,
facsimile or-ther formeof wite orwireless communication, or ‘by:miailor private carrier, to-each
Director at his/heraddress, facsitilenumber or' e-mail address, as-appropriate,.as:shown by the
records:of: the Corporation. If mailed,such notice:shall be deemedito’bé delivered when
depositedin the United States mail in-a sealed envelope so-addressed, with first class postage
thereon;prep loticg-of any special'meeting: of the Board may be waived in writing signed by
the personsor persons entitled-to:the notice-either before or-after the-time of the:meeting. The
attendance of a Director:at -ameeting, except where Director attends a:meeting for the express
purpose:of objecting to the-transaction of any business because:the:meeting is not lawfiilly-called -
orconvened. '

Section:6. BQuorum. Three of the Directors of the Board-shall constitute a quorum for
the transaetion of business-at any meeting of the Board, provided that if Tess:than a-quorum- of the
Directors-are'present af said meeting, a-majority of the Directors: preserit may- adjourn:the
meeting/te-andther time. At any-adjourned meeting at which a-quorum:is present:any business
may be transacted viliich mlght liave been transacted at the'meeting as originally called.

Section 7. Action byithe Board.

1. Moting. A.Director of the:Corporation who-is present at-a-meeting-of the
Board: or a:committee thereof.of-which-he or she:is a member; at-which action:on‘any corperate
matter is-taken;; shall be-presumed-to have assented to-the action: takenunless-his-or her:dissent is
articulafed at the:mecting. At any: meeting of the Board at ‘which-a-querumis-present, the vote of
a majority-of flie- Ditectors preseit at the time of the vote-shall be the-act.of the Directors:present
atthe-timesof’ the vote: shall'be the act of the Board. Partlclpatlon -of one-or more:Directors:by
conference tglephone:allowing all persons: participating in'the: mectmg tohear-each: other atthe
same timeshall:constifute presence-at meeting. Voting by proxyis:not permitted. Nail orfax
ballots:shall be:allowed when voting: for Directors‘and officers.and when a crucial votingissue
falls betweerni-dates ‘6f Board'meetings, and'such restrictions:shall-apply thereto as-may be set by
the' Board.

‘Any action required or permitted-to be:taken by the Board or by any committee thereof
may betaken without:a meeting if all members: of the'Board orthe:committee.consent in writing
tothe: adoption ‘aresolution authoerizing the:action. Thewresohition and: the written consent
shall befiled with'the minutes of the proceedings of the: Board or'committee.
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of suchiinterested

2. Director cenfliets-of interest. No: contract:er:other transaction:between the
Corporation:and.ene 6r'more-of the Directors or-any-other corporation, firm, :ass'oci'ation;;er
entity in-which-one:or more of the Directors-or-Corporation’s:officers-has:a‘material finaneial

nterest, shallbe: : thet veid:or vmdable because of such-relationship:or:interest or because such
Director or D1rect01s and/or officers are present at the: meeting:of the Board or-a-committee

thereof whie
their votes areé:cotnted: for such: purpose, if (i):the-fact-of such: rélationship:orinterest is disclosed

utliorizes, approves or ratifies-such contract orfransaction-or because his/ler-or

Board:or committee which-authorizes, approves or ratifies-the:contract-or

Vi voteror-consent sufficient for the: PUFPOSE: without: countlng the votes-orconsents
rectors; or (if)the fact of such-relationship-orinterest is-disclosed orknown
to'the Birectors: entitled to vote:and they authorize, approve orratifysuch-contract:or transaction
by voteorwritfen consent; or (ifi) the-contract or transactionis fairand reasonable to-the
Corporation; Common or interested directors'may be counted in: determining the:presence-ofa
quorunt-ata: meetlng ‘of the Board-or-a committee:thereof which authorlzes approves:or ratifies
such: centraét or-transaction.

orknown't
transactiomn

Section:8. ‘Compensation. Directors-shall not be-entitled'to receive: compensation for
their services. ‘ The-President of the Board may authorize the payment-of reasonable-expenses
ineurred by-a Dirgctorin-attending a‘meeting of the Board-ora meeting of a:committee of the
Board Nethin, "'hereln iconitained shall'be construed to prectude any Director from servingthe
Corporationin:any-other capacity and receiving reasonable compensation therefor.

‘Séetion 9. ‘Removal.. Any Director may be removed without cause by vote of a two-
thirds (273) vote of the Directors; excluding: the director whio is the'subject of the vote.

Section 10,  Resignation. Any Director may resign from the:Board:by-delivering a
written: remgnatlon to-the Presideént or to the Secretary of the'Corporation. Such resignation shall
take effect at the timespecified therein and acceptance-thereot shall niot be necessary to:make-it
effective,

Sectiom: I'l.  Vacancies: Any vacancy oecurring:on the Board:shall be filled by-a vote
ofa majorityof the Directors then in office. A Director elected to-fill'a vacancy shall be-elected
for the'unexpired termrof his/her:predecessor.

Bection 12. Attendance A Director may be removed: from the Board by an act-of the
Board following the Director’s third consecutive-absence from-a meéting:of the Board.

VII.
OFFICERS

Section'1.  ‘Officers. The officers-of the Corporationshall be-a President:of the
Board, oné or thore Viee Presidents, a- Secretary,-a Treasurer, ‘and:such-additional officers,
ineluding Asmstant Seeretaries and Assistant Treasurers, as the:Board may-determine. Only
Pirectors of the: Corporation:may be-elected as officers-of the:Corporation. -One:Director may
serve initwo-ormore officer positions; provided, however, the:same Director may not'serve as
the President:and'a Vice President at the same time.




Section'2.  Election'and Term of Office. Theofficers of the‘Corporationshallbe
nually By the :Board at: the annual meeting-of the: Board £:as:soon ‘rhereaﬂer as: may be

rquahﬁed OT untll hrs/her death or: unt11 he/sh, 'hall re51gn or: shall have
miannet heréinafter provided. No-officer-shall’hold‘more than-three
successive térms: pet office.

Resignation. Any officer may resign:at:any fime by giving written netice
; """gnatlon shall-take effect at the-date:ofreceiptiof such:notice or at:any

: ein, and unless-other wise specified therein, the-acceptance of'such
hall:niot ‘b necessary to make it-effective.

Bedtiord, Removal. -All efficers, -agents-and- employees -of the’ Corporation. may ‘be
removed-at any titne, ‘with-or withouf cause, by the vote-of a:majority of the:Directors then:in
office.

Segtion: 5. Macancies; Any vacancy among the-offices of the'Corporation:may be
filled for theiunexpited:portion of the‘term by the Board.

‘Bectio 6 Cempensatmn The-officers who;are Directors shall:not-be entitled to
receive:compiensation for their services-in such-capacity, Nothii g herein:contained shall'be
construed fo preclude such-officers from serving the Corporation inany other-capacity-and
receiving reasonable compensationtherefore.

_I’reﬁdent;gf the Board The Pres1dent ef the Board shall pres1de at all

rW13e d ected by such cormmttee of each andlng comrmttee 1hone-or
S5 rithat purpose, see that all netices-are:duly given‘inacdordance with the
prev1s1ons of these Bylaws or astequired by law, and be custodian:of the-corporate records.

Section ‘1-1-0":,7 'Treasurer The Treasurer shall be- the prmcrpal accountmg and ﬁnanmal
officer ¢f the orati 1
maintenane
all:funds:an i :
disbursement:thergof, and (c) perform all: the dutles 11101dent to: the ofﬁce of Treasurer and such
other duties ds fromime to-time:may be: ‘assighied te-him/her by-the Board.




~ Sectiorr 1.  Bonding. The Board shall have powertorequire-any officer-or employee
of the Corpaoration to:give atbond for the faithful-discharge of his/her-duties in-such form-and
with-suchisurety orsureties as the Board may deem advisable.

COMMITTEES

The Board:may establish:such standing and temporary committees as it may deem
necessary or:prudent from time to time.

- IX.
INDEMNIFICATION OF OFFICERS AND DIRECTORS

Section:1..  Tndemnification. The Corporation:shall:indemnify any person-whowas-or
is-a party oris: threatened to:be made a party to-any threatened, pending or completed-action, suit
or proceeding, against-whom liability-of any-character, threatened:to-be:asserted-or impesed by
reason-of tile:fact that hie or'she is-or was a Director, officer; employee-or agent of the
Corporation; toithe fullest extent:permitted, by the: Wisconsin Nonstock- Corporatien Law, as
amended from#imeto'time. The Corporation shall also-reimburse:any such:person forall
expenses, costs; and-other paymeénts-actually and reasonably incurred, or liability described
dbove to the fillestiextent permitted by the Wisconsin Nonstock Corporation Law,.as-amended
from time totime: Tndemnification hercunder-shall include; witheut limitation, indemnification
of the Directors, officers, employees or agents of the Corporation with respect to all potential
liability-arising-under the Employee Retirement Income:Security Act of 1974-and the-Internal
Revenue Codeiasamended thereby, as said Act and said Code-are from time:to time hereafter
amended.

Indemuification underithis Section shall not be deemed exclusive-of any-other right provided for
or‘availgble-to-such:personunder any agreement, vote or otherwise; ‘or under-insurance
purchased:and maintained by the'Corporation on behalf of such person-against liability- foran
extent.greater than thegpower of the Corporation:fo-indemnify such:person-under the-provisions
of the Wisconsin Nonstock Corporation Law, as'amended front timeto-time.

Section:2.  Limitations. All payments in-discharge of indemnification rights shall be
made-only at such-times:as will not Jeopardlze the solvency-of the Corporation, provided‘that
such delayed-orinstallment:payrients are not in violation of law. :

X.
CONTRACTS, CHECKS, DEPOSITS AND FUNDS

Section:1, Contracts. The Board may authorize any officer or officers, agentor
agents of the:Corporation, ifr additien-to the officers so-authoerized by these-Bylaws, to enter into
any contraet:orexecute-and deliver any-instrument in'the name:of'and on'behalf of the
Corporation;:and:such:authority thay be general or confined to:specific-instances. Tn the absence
of other:designation; all-contracts, deeds, mortgages and other instruments made by the
Corporation:shallbe executed inthe name of the Corporation by thie President-or Vice President



and the:Executive Diréctor; and when so: executed:no other party to-such instrument or-any third
party shall berequiredfo make any inquiry into‘the authority-of the signing-officer or-officers.

Section2.  Checks. Drafts, Btc. All.checks, draftsor other orders for the payment of
money, notes or-gther‘evidences of indebtedness issued in the name:of the:Corperation, shall be
ighed: by-su cerior officers, agent or agents of the‘Corporatiorrin‘such manrer as shall
from t1me tor tlme ‘e determined by the Board.

‘Section 3. Depesits. All funds of'the Corporation shall be:depesited from-time:to
time toithe credit-ofthe: Cotporation in such banks, trust companies, or other depositories as-the
Board miay select.

Section 4. ‘@ifts. The Beard may accept -on behalf of the:Corporation-any
contribution, gift; bequest-or devise for the general purpeses or'for-any special purpose of'the
‘Corporation:

BOOKS ind RECORDS
The Corporation shall keep correct-and complete books-and records: of account:and shall
also keep:niinutes of the proceedings of members-and of the Board:and-commiittees having: any
of the author

f the Board, and shall keep at the registered-or prmclpal office-arecord giving
the names:and addresses of the members. AlFbooks-and records of the: ‘Corperation may be
inspected-by-any member, or histher agent or atterney, for-any proper purpose-at-any reasonable
time.

XIL
FISCAL YEAR

The fiscal-year-of the Corporation shall be on a calendaryear basis.

X1
AMENDMENTS

These Bylaws:may be-amended at any meeting of the- Board by a vote of the majority of
the-entire Board, exceptthat-any’amendment which increased the quorum:requirement or the
proportiertof votes necessary forthe transaction-of business or of any specified item: of business
miust betavthorized By+a voté of fwo-thirds of the entire Beoard.

ADVISORY BOARD

Fhe Board:shall nominate and-approve-an advisory board-of:directors (the “Adv1sory
Boeard™): every two {2)years:to provide-advice, asneeded-and: requested tothe Board. The
» add or remove memibers of the Advisory Board:prior fo the-end of such two (2) year
term. Any suchimenibers added to'the Advisory Board shall serve the remaining portion-of the
then current two(2) year term of'the Advisory Board. The Advisory Board shall consist of no




more than fitty (50) members. The Advisery Board shall hold'no-meetings, unless-called for'by
the Board, and sliall have no powers.
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Introduction & Welcome to our Mission

Welcome to CERT, the Certification and Emergency Response Training School of
Milwaukee, established in 2008. The purpose of this Employee handbook is to provide
yvou with the relevant policies and procedures of CERT in order to assist you in the
performance of your job responsibilities and our collective mission:

CERT will leverage the Milwaukee Community Service Corps’ philosophy to develop an
ethic of social responsibility among young adults who uftimately become permanently
employed, fully contributing, educated citizens. CERT will engage young adulfs within a
cujture of social responsibility and prepare them for the future by developing the
. confidence, skills and experiences by which they can transform their lives and the lives
of others.

This employee handbook is designed to provide general information and is presented in
summary form as a matter of information for employees regarding School policies,
procedures and employee benefits. Please take the time to read the material carefully
and become familiar with its contents. We suggest you keep this information handy so
that you'll be able to use it as a quick reference if questions arise. This handbook is
neither intended to be a substitute for your good judgment and discretion, nor is it meant
to set forth restrictions in all personnel situations.

The language used in the handbook is not intended to create or be interpreted as
conditions of employment or as a contract between CERT and any one or all of its
employees.

The Milwaukee Community Service Corps

The Milwaukee Community Service Corps (MCSC), a Milwaukee-based nonprofit
organization established in 1991 under section 501(c)3 of the Internal Revenue Service
code, has served as an alternative education program for under-educated and out-of-
school youth who did not succeed in the conventional education setting. While there has
been no one solution, our subsequent success is testimony to the importance of
experiential learning and applied education at the Corps. Students’ motivation is rooted
in their ability to see how education concretely affects their lives, now and in the future.
The Corps helps students see how learning algebra is necessary to work as an
electrician, and how writing truly matters when reporting where and how hazardous
waste samples are taken when measuring levels of environmental contamination in
Milwaukee's neighborhoods. The Corps knows firsthand that real world connections
change the educational environment for underserved youth, and has been practicing a
modified version of the Big Picture Model for the past 15 years.

As a nationally recognized urban youth corps that integrates education, experiential work
projects and skill development to prepare disadvantaged young adults for family-
sustaining employment opportunities, MCSC believes in the power of creating
educational plans that work with a student's passions and needs. MCSC structures
students into crews which function as small teams that learn by completing real projects
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to impact the physical and social landscape of Milwaukee. Students connect the
classroom education to field projects. Through this process, they recognize the skills and
credentials they attain are valued by various industry sectors. MCSC's education
program accommodates myriad paths for student leaming, including partnerships with
community agencies, scholarships for post-secondary education, and advanced learning
opportunities. Corps staff members meet as an education team with each individual
student to build an individualized educational plan with concrete goals. Like the Big
Picture Model, MCSC correlates the success of the student with the role of family in the
student’s education.

In 2008, MCSC, with its proven track record, positive outcomes and nationally
recognized and award-winning programs, is expanding its educational program with the
inception of the Certification and Emergency Response Training School of Milwaukee,

The CERT Vision

Under the guidance and support of MCSC, CERT hopes to give both education and
fieldwork experiences in the science, medical, environmental and construction fields {o
students not succeeding in the typical traditional high school setting. It is CERT’s belief
that students get excited and motivated by linking abstract knowledge to learning in the
real world and that all students can learn when an environment is personalized to help
meet their needs and interests. Staff members will work to create a community-like
environment where everyone is treatéd equally and with respect. Students will work with
CERT staff, family and community member mentors to further their educations via
concrete goals in their individualized education plans. Students will leave CERT ready to
fully confribute to their communities as responsible citizens and lifelong learners who will
succeed in the skilled workforce and post-secondary educational institutions.

The Incident Command System (ICS) is the modus operandi for an emergency response
and natural disaster recovery operation. An incident commander receives vital input from
competent, trusted advisors. Decision-making authority rests with the incident
commander who bases decisions on input, and then delegates authority accordingly.
CERT will transform students with the knowledge, skills and credentials necessary--
within a context of community emergency response, recovery and rebuilding from
incidents at a local, state, national and even international level--to effectively analyze
information to make informed decisions and assume leadership roles.

Employment Practices

Equal Employment Opportunity

CERT does not discriminate against any employee or applicant for employment because
of race, color, religion, sex, national origin, creed, ancestry, age, disability, military
status, arrest/conviction record or on any other basis prohibited by local, state or federal
law. Employment decisions will be made on the basis of each individual’s job
qualifications, experience, and abilities.
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CERT will comply with all state and federal employment, contracting and record-keeping
laws, related to the hiring and performance of teachers. Teachers at CERT will be
required to hold certification with the Wisconsin Department of Public Instruction (DPI) or
be eligible for a one-year permit in compliance with the requirements of the DPI to
comply with ESEA. For teachers who are completing their certification or nearing
completion of credits equivalent to a major in their subject area, arrangements will be
made with universities to ensure all teachers are certified or have taken appropriate
course work to be qualified high school teachers. In accordance with §P134 of the
Wisconsin Administrative code, teachers will be expected to produce a Growth Portfolio
using the 10 teacher standards. This macrostructure will be a part of the teacher's
annual evaluation. Teachers will be expected to formally and informally share and
support other teachers with the implementation of technology throughout the curriculum.
CERT teachers will generate school-based continuous improvement plans and
documentation based on data driven decision-making for meeting the academic, social
and career exploration needs.

Anti-Harassment Policy

CERT is committed to providing a school environment free from any form of harassment.
We require the school to be free from physical, psychological, verbal and non-verbal
harassment based on any legally protected characteristic. Harassment of a colleague or
student motivated by gender, race, color, religion, national origin, creed, ancestry,
disability, sexual orientation, age, arrest/conviction record or any factor that creates an
intimidating, hostile or offensive educational or work environment is strictly prohibited.
Sexual harassment is defined as any unwelcome sexual advance, request for sexual
favors or other verbal or physical conduct of a sexual nature.

Any employee who suspects or knows that a student is being harassed by a school
“employee or by another student shall inform the Executive Director or immediate
supervisor.

Any employee or student who believes he or she has been the subject of harassment or
intimidation should report the matter to the Executive Director or the Human Resources
Department. All complaints will be investigated promptly.

Any-employee or student who is found to have violated this policy is subject to
immediate disciplinary action, up to and including possible termination, suspension or
expulsion.

Types of Employment

Employees may be hired as regular or temporary employees:
e Regular employees work full-time (40 hours per week) or part-time (less than 40
hours per week) and are eligible for benefits
e Temporary employees may work full- or pari-time for a specific length of time and
are not eligible for benefits
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Standards of Employee Conduct

All employees are expected to work together in a cooperative spirit to best serve the
interests of CERT. Employees are expected to observe the following standards:

- % Recognize the rights, privacy and property of students and coworkers and
maintain confidentiality in all matters relating to same, this includes health or
personnel information, unless otherwise required by law.

% Report to work per established work schedule.

* Notify supervisor as soon as possible when he or she will be absent or late.

¥ Kniow and comply with school procedures and policies.

. ¥ Observe all safety rules and regulations and report injuries or unsafe conditions
to a supervisor or the Executive Director immediately.

¥ Use school time, funds and property for authorized school-related activities only.

¥ Maintain the dignity of the profession, demonstrate personal integrity and
exemplify honesty.

% In accepting a position of public trust, will measure success by the progress of
each student toward their IEP and realization of his or her potential as an
effective citizen.

“ Will not knowingly engage in deceptive practices regarding official CERT policies.

Y Will not knowingly misappropriate, divert or use monies, personnel or property
committed to his or her charge for personal gain.

¥ Will not submit fraudulent requests for reimbursement, expenses or pay.

& Will not use institutional or professional privileges for personal advantage.

% Will not accept or offer gratuities, gifts or favors that impair professional judgment
or to obtain special advantage. This doesn’t include gifts offered and accepted
openly from students, parents in recognition or appreciation of service.

% Will not falsify records or direct others to do so.

% Comply with state regulations, local school board policies and other applicable
state or federal laws.

Y Will refrain from making false statements about CERT, its staff and students.

Y Adhere to local school policies, state and federal laws regarding the hiring,
evaluation and dismissal of personnel.

Y Will never interfere with a colleague’s exercise of political, professional or
citizenship rights and responsibilities.

Y Will not use coercive means or promise of special treatment in order to influence
professional decisions or colleagues.

% Will not knowingly treat a student in a manner that adversely affects his or her
learning, physical or mental health or safety.

s Will not deliberately misrepresent facts regarding a student.

¥ Will not engage in physical or psychological mistreatment of a student.

Y& Will not solicit or engage in sexual conduct with a student.

Y¢ Will not furnish to student or allow consumption of by student, alcohol or
illegal/funauthorized drugs.

¥ Will not retaliate against a student who has filed a complaint.
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Disciplinary Action

CERT reserves the right to discipline, when, where, and how it deems appropriate in any
given situation. Typically, disciplinary action will call for any of four measures depending
on the severity of the infraction and the number of times the employee has committed
the offense: verbal warning, written warning, suspension or dismissal.

The major purpose of any disciplinary action is to correct the situation and prevent
recurrence. Therefore, the method of disciplinary action chosen should be the one most
likely to accomplish the overall purpose in the particular situation.

Below are some examples of conditions that wilt warrant disciplinary action — this list is
‘meant only to provide examples and is not all inclusive:

«  Willful damage of CERT property - the unauthorized use, misuse, destruction of
or damage to any property, including vehicles.

» Excessive absenteeism or tardiness (five minutes or more late) - defined as more

than six occurrences of either in one year, except in the case of unusual

circumstances.

tnsubordination, not showing respect for authority.

Falsifying timesheet.

Failure to follow safe practices or report an accident or injury.

Disclosing of confidential information to unauthorized party.

Unsatisfactory work performance, including failure to respect direct request of a

supervisor _

Leaving early or consistently overstaying lunch or break times.

Rumor spreading.

s Threatening, intimidating, coercing or harassing employees or students at any
time, provoking or participating in fights.

¢ Knowingly discriminating against any coworker, student, visitor or potential
employee because of such individual’s age, race, color, handicap, gender, creed,
national origin, ancestry or any other legally protected characteristic.

» Excessive personal phone calls that interfere with job performance.

* & & ¢ 9

Below are some exampies of conditions that will warrant immediate termination — this list
is meant only to provide examples and is not all inclusive:

Theit of property belonging to a coworker, student or visitor

Possession of alcohol, drugs or other intoxicants on CERT premises and/or
consumption of these items during work.

Possession of a dangerous weapon on CERT premises.

Indecent or immoral conduct in or around CERT.

Falsification of employment application/resume.

Criminal conviction related to employee’s employment.

Falsifying CERT records.

Personal Appearance & Uniform

An employee’s overall physical appearance, including both dress and personal hygiene,
affects the image that CERT wants to project to the community and, even more
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importantly, our students. It is your responsibility to project a positive and professional
image at all times and essential for all staff members to be neat and clean. CERT will
provide shirts for both staff and students. This consistency in dress will support a sense
of unity and pride among staff and the student body. CERT expects that the provided
andfor recommended apparel is kept clean and worn consistently during school hours,
uniess prohibited by projects, athletics or special situations.

Some examples of unacceptable apparel for CERT staff or students are as follows, but
not limited {o: '

¢t Denim jeané {(other than for classes that merit such apparel or pre-approved
days)

¢ Clothing with holes oris fraying at the edges

t Warm-ups or sweat suits (other than for phy-ed classes)

1 Mini-dresses or skirts or excessively high slits on same

Employee identification Badges

CERT employees and students will receive an ID badge, with photograph, upon hire or
enroliment. Badges will be provided at the expense of CERT. Badges must be worn in
full view for the safety of both staff and our students. When an employee terminates
employment or when a student leaves or graduates from CERT, the ID badge must be
returned. A fee may be charged for replacement of a lost ID badge.

Vehicle Use Regulations

@ CERT vehicles may not be used for staff's personal use, unless authorized by
the Executive Director.

B Accidents, body damage and maintenance problems must be reported
immediately.

B Vehicles must be parked in assigned spaces and locked and keys returned to a
designated, locked location.

No personal items should ever be left in a school vehicle.

9 Staff who purposefully deface or damage any CERT vehicle will be held
financially responsible.

& No smoking is allowed in school vehicles.

& No staff member is allowed to use a CERT vehicle without the appropriate class
of Wisconsin driver’s license, current DMV license document and approval of
CERT insurance carrier.

B8 CERT staff must obey all state and local traffic laws and regulations. Fines or
penalties resulting from violations are the sole responsibility of the driver.

e In accordance with Wisconsin state law, all passengers, including the driver, are
required to wear safety belts. It is the responsibility of the driver to instruct all
passengers to wear safely belts whenever the vehicle is in motion.
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Performance Evaluations

The Board of Directors may evaluate the performance of the Executive Director
annually. The Executive Director or designee shall establish, maintain and direct a
system for the evaluation of the work performance of other employees.

Performance evaluations are based on an employee’s assigned job duties. Employees
will participate in the evaluation process with their assigned supervisor on an annual
basis. Written evaluations will be completed on approved forms. Employees will receive
a copy of their written evaluation, have a performance conference W|th their supervisor
and be given an opportunity to respond to the evaluation.

The performance evaluation may be considered in promotions, merit pay increases,
disciplinary matters, rehiring procedures, demotions, transfers, layoffs or for other
reasons.

An employee may request a review of his or her evaluation at any time.

Employee Grievance Policy

A grievance procedure protects all employees and affords an employee the opportunity
to express feelings toward work situations and perceived unfair treatment and a means
by which complaints can be resclved. A grievance may relate to work assignment,
performance standards, performance evaluation, disciplinary action or termination.

The CERT grievance procedure is as follows:

« Discuss situation with immediate supervisor. If this process is ineffective,
employee must document grievance in writing and present to supervisor for
written response. Please note that if grievance is against the supervisor, the
employee may go directly to the ED or human resources representative and
follow same steps to find resolution.

e [f the first step is ineffectual, the employee may go direcily to the ED or human
resources representative to arrive at a solution.

e [f these informal meetings do not resolve problem, the grievance should be made
in writing to the Executive Director. The written statement must be submitted
within ten working days after receipt of disciplinary action, termination,
performance evaluation, or the inception of the circumstance leading to the
grievance.

+ The ED will investigate the circumstances upon which the grievance is based
and has the right to delegate responsibility for investigation of the grievance to
another party. The ED will provide a response to the grievance after review

Please nofe: in grievance cases in which the employee wishes fo report harassment in the
workplace, the employee should report the incident d:rectly and lmmedraiefy to the Executive
Director or human resources representative,
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Empioyment Forms / New Employee QOrientation

Upon hire, an employee will participate in an orientation that will address job
responsibilities and benefits and will be required to complete the following forms:

19 This form is required by the Federal government and requires the
inspection of documents that establish a new employee's identity and
authorization for US employment. _ ‘

[0 w-4 This form is required for payroll and includes name, address, social
security number and number of withholding allowances an employee wants to be
used when calculating the amount of taxes taken from his or her paycheck.

[l Emplovee Information Form Employee name, address, phone
number(s), hire date, and, marital status, emergency contact information are
included on this form. This information is used to communicate with employee
and the infermation is considered confidential, to the extent practicable under
law. CERT should be notified within 30 days of any changes in this information.

[J Automobile Insurance Information  If an employee will be driving a school
vehicle, CERT requires that he or she has a signed copy of the vehicle policy on
file. In addition, he or she will be required to complete a questionnaire about
individual driving history to be submitted to the insurance company and provide a
valid state of Wisconsin driver’s license, allowing the insurance company access
to a DMV license report. When approved by insurance company, CERT will be
notified that employee is covered by CERT policy.

Conflict of Interest

No employee or member of the Board of Directors, or their designees or agents, during
their tenure, shall benefit, directly or indirectly by the selection of those businesses which
provide services or products to CERT.

Personnel Records & Wisconsin

Wisconsin's public records law provides that almost all records of state and local
government (this includes public schools) are available for inspection. Therefore, most
school records, including personnel records, are generally considered public information
and must be released upon request. An employee may elect to have the following
personal information withheld:

Address

Phone number

Social Security number

Information on whether he or she has family members

Date of birth

Marital Status

LCLLCLK <

Employee may submit a written request to CERT at any time to not ailow public access
to this information. Common law allows the denial of certain requests for access to
public records if the batance of interests favors nondisclosure. Some of the cases in
which the courts have upheld nondisclosure involve certain personnel records of public
employees; however, the Wisconsin Supreme Court has also held that personnel
records are not automatically excluded from disclosure. The CERT records custodian is
required to balance the public interest in disclosure of the record against the interesis
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that may weigh- against disclosure. If, after conducting the balancing test, CERT
determines that a requester is entitled to the release of personnel records or other
records with information compromising the privacy of reputation of a person, CERT will
notify the employee who is the subject of the records and give that employee an
opportunity to contest the release of the records in court.

Equal Educational Opportunities _

The right of the student to be admitted to school and to participate fully in curricular,
extracurricular, student services, recreational or other programs or activities shall not be
abridged or impaired because of a student’s gender, race, national origin, ancestry,
creed, pregnancy, marital or parental status, sexual orientation, disability or special
needs.

Student Records

Student records include all records relating o an individual student other than notes or
records maintained for personal use by teachers or other certified personnel who are not
available to others, and records necessary for and available to persons involved in
psychological treatment of a student. CERT maintains the following student records:

e Progress Reports records maintained by the school which include a
statement of subjects taken by the student, the student academic grades, the
student's extracurricular activities, and the student’s attendance records.

« Behavioral Records include (for example) psychological tests, personality
inventories, teacher evaluations other than grades and statements relating to
individual student behavior.

+ Directory Data student information to include name, address, telephone,
date and place of birth, major field of study (if applicable), participation in officially
recognized activities and awards received.

s [mmunization Records

e Standardized Test Scores

student records are confidential and are protected from unauthorized inspection or use.
The only people who have general access to a student’s records are the following:

« Parents of a minor or a student who is a dependent for tax purposes.

o The student (if over 18 years of age or attending an institution of postsecondary
education).
School officials with legitimate educational interests.
The judge of any court of the State of Wisconsin or the United States who shall,
upon request, be provided with a copy of all progress records of a student who is
the subject of any proceeding in such court.

The Executive Director shall have primary responsibility for maintaining the
confidentiality of all student records kept by CERT. Parents or students who want to
review student records should be directed to the Executive Director for assistance, who
will determine whether inspection is permitted.
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Parent and Student Complaints

In an effort to hear and resolve parent and student complaints in a timely manner, the
following procedures have been established:

« Contact teacher, if applicable. If there is a serious issue, you may wish to
schedule a personal meeting rather than discuss by phone. .
If no resolutian is reached, contact the Principal and then Executive Director.
If resolution is still not reached, contact the school for the names and phone
numbers of governance commitiee (MSCS BOD).

Copyrighted Materials

Employees and students of CERT must comply with the provisions of the United States
Copyright Law of 1976, as amended (Title 17, United States Code) relating to the
unauthorized use, reproduction, distribution, performance or display of copyrighied
materials (i.e. printed material, videos, computer data, computer or other programs).
Duplication of computer programs and data must be made within the prows:ons of the
purchase agreement(s).

Employees who violate this policy or who knowingly permit colleagues or students to
violate this policy are subject to disciplinary action, up to and including termination.

Computer Use and Data Management

CERT eiectronic communications systems, including its network access to the internet,
are for administrative and instructional purposes. Limited personal use of the system is
permitted if the use is as follows:

= |mposes no tangible cost to CERT;

Does not unduly burden CERT's computer or network resources; or

™ Has no adverse effect on job performance or studenf's academic performance.

Eiectronic medla cannot be used for knowingly fransmitting, retnevmg or storing any
communication such as the following:

Discriminatory or harassing;

Derogatory to any individual group;

Obscene;

Defamatory, libelous or threatening; or

Engaged for any purpose that is illegal or contrary to any of the school’s policies
or business interests.

QO

Electronic mail transmissions and other use of electronic communications systems are
not confidential and CERT reserves the right to monitor, intercept or otherwise review
any employee’s or student’s electronic communications, files and messages to the
extent necessary to ensure that electronic media and services are being used in
compliance with the law, this policy and other CERT policies. Employees and students
should not assume that electronic communications are private.
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Failure to abide by the provisions of this policy by staff or students can result in
suspension or termination of privileges and may lead to disciplinary action, up to and
including termination or expulsion.

Working with the Media

The Executive Director, or direct designee, is CERT’s sole contact for the news media
and any information requested by the news media should be directed appropriately. This
includes statements concerning current issues and requests for school information such
as enrollment reports or funding figures. Employees who would like a news item to be
given to the media must go through the ED’s office. Employees who violate this policy
are subject to discipline, up to and including termination.

Inclement Weather Closing

CERT may close the school for a full or part day because of inclement weather or
emergency conditions. When such conditions exist, the Executive Director, with input
from the CERT Principal, will make the official decision concerning the closing of CERT.
When it becomes necessary to close, open late or release students early, school will
notify television and radio stations.

Employee Benefits

Health & Dental Insurance and DiSability Coverage

Employee benefits are provided to regular, full-time employees (40 hours per weekK);
regular, part-time employees are also eligible for benefits, but benefits for such
employees, including medical or dental insurance are prorated based upon the amount
of time worked each week in comparison with a 40 hour week. Temporary employees
are not eligible for benefits other than worker’s compensation and unemployment
benefits.

Under MCSC, CERT is a member of the Wisconsin Employee Benefits Association
which provides access to group medical, dental and other insurance coverage to
nonprofit agencies and organizations. The Association offers access to various health
maintenance organizations (HMO's) as well as traditional fee-for-service plans. During
yearly enrollment periods employees can choose from the following plans:

¢ |Individual Coverage MCSC/CERT pays the monthly premium for health and
dental coverage at a 100% rate for individual coverage. For an average staif
member with no dependents, this is a cost to the organization of over $215.00
per month in addition to the employee’s salary and other fringe benefits. It
represents our commitment to provide as comprehensive a benefits package as
possible to our employees.

¢ Family Coverage If a regular employee is married or has dependents and
elects for family coverage, MCSC/CERT pays the monthly premium for the
individual and 35% of the difference resulting from full family rate minus the
individual rate.
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Family Rate (=) Individual Rate (paid by CERT) (x) .35= paid by CERT
» Short-term Disability This plan offers employees a benefit of 60% of their salary
after the eighth day of their disability, with a maximum benefit period of 12
weeks. There is no additional cost to the employee.
e Long-term Disability This plan offers employees a benefit of 60% of their salary,
starting the 91° day of their disability, with the maximum benefit period of
coverage through age 65. There is no additional cost to the employee.

It is required that employees requesting health/dental insurance will contribute their
portion via payroll deduction. Upon hire, he or she will receive insurance plan coverage
information for plan selection, to be completed within 30 days of hire date.

Coverage for qualified staff begins on the 1st of the month following the 90" day of
employment and is terminated on the 1st of the month following his or her last day of
employment, unless the employee chooses to continue coverage, as provided by law
and at the expense of the employee. '

Employees choosing not to receive coverage under MCSC/CERT plan(s) will be
required to sign a waiver releasing MCSC/CERT from coverage responsibility. Changes
to employee insurance coverage, due to change in family circumstance or other
reasons, will be governed by the insurance provider policies.

Paid Benefit Hours

Overview

Regular full- or part-time employees are eligible for Paid Benefit Hours {(PBHj), which is
available after three months of employment and thereafter is accrued on a monthly
basis. Temporary employees are not eligible to receive PBH. PBH is a benefit to be used
when time off is taken due to illness or for personal matters. Hours not utilized by an
employee in a year will not carry over to the following year. Paid Benefit Hours provide
for the following:

s Earnings for loss of work due to sickness and accidents when not provided by
short-term disability or worker's compensation programs. Sickness includes the
employee, employee’s children, spouse or parent.

« Paid time off for personal matters, such as business transactions, medical or
dental appointments.

e Paid time off for recreational purposes.

Please note, an employee absent for more than three consecutive workdays may be asked to
submit, upon return, a doctor’s statement or other acceptable proof of iliness (for self or family) as
well as a certificate of his or her fifness fo return {o work.

Accrual and Procedure
e Other than those used for illhess, PBH must be scheduled with prior approval of
the employee’s supervisor. _
» Pay is based on the straight hourly rate and does not include shift differential,
overtime or other premiums.
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» Regular full-time employees will accrue, on a monthly basis and beginning the
first pay period after three month, new hire probationary period, one day of PBH.
12 Month employee = Up to 12 days of PBH
10 Month employee = Up to 10 days of PBH
» Regular part-time employees will receive PBH on a pro-rated basis, according to
hours worked and equivalent to one day of PBH per month.
s PBH does not carry over to the following year.
» Paid holidays occurring during an employee's time off using PBH will not be
charged against PBH.
e Accrued PBH is paid upon employee resignation. If employee is terminated or
discharged, accrued PBH shall not be paid.
« If an employee who leaves voluntarily neglects to give proper notice (two weeks)
of their departure he or she will relinquish any accrued PBH.
+ Accrued Paid Benefit Hours may be verified at any time with fiscal office.

Please note that days off during Spring or Christmas break that are not considered paid holidays
(see next section) are not subject to PBH but are considered paid time off. This time off is
considered when setting hourly rates and salaries for CERT staff.

Holidays
An employee must work or be on pre-approved PBH the day before and the day after
the CERT observed holiday in order to receive holiday pay.

Whether employee departs voluntarily or involuntarily, remaining holiday hours will not
be paid at end of service.

MCSC/CERT observes the following holidays:

New Year's Day Fourth of July
Martin Luther King Jr. Day Labor day
Good Friday Thanksgiving Day & Friday following
Memorial Day Christmas Eve & Day
Military Leave

An employee who is ordered into the armed forces of the United States government will
be granted a leave of absence, without pay, for the duration of the military training
requirements.

Any employee who serves as an armed force reservist shall be granted a leave of
absence without pay for the duration of the ordered reserve duty. The employee may
elect to use accumulated PBH in lieu of leave without pay. National Guard leaves of
absence will be granted in accordance with state and federal law.

Jury Duty / Court Appearances

Any employee summoned to serve on a jury panel or lawfully subpoenaed to serve as a
witness in a legal proceeding will continue to receive a regular salary for up to a two
week period. This is a responsibility that you as a citizen should fulfill. Any jury service
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which lasts longer than two (2) weeks shall be unpaid. The empioyee must provide their
supervisor/Executive Director with a copy of the jury summons as soon as he or she
receives it. :

Employees will be granted paid leave to comply with a valid subpoena to appearin a

. civil, criminal, legisiative or administrative proceeding which relates to employee’s
employment with CERT. Other absences for court appearances related to an
employee’s personal business must be taken as PBH or leave without pay. Employees
will be required to submit documentation of their need for leave for court appearances.

Leave of Absence / Bereavement Leave

MCSC/CERT realizes that employees sometimes need time away from work for
personal reasons. An unpaid leave of absence for up to twelve (12) weeks will be
considered for the following:

Disability Leave Personal Leave
Family Reasons Other types of leave
Bereavement (funeral) Leave Medical Reasons

You will be considered for a leave of absence according to the provisions of the specific
leave policy or at the discretion of the Executive Director. Requests must be made at
least thirty calendar days prior, except in the case of Bereavement Leave and other
emergency situations, so that CERT can make arrangements for your absence.
Requests for any leave of absence must be made in writing to your supervisor. This
request must state the reason for the leave of absence as weli as the start and end
dates.

If you are on an approved leave of absence, you must contact your supervisor two
weeks in advance of the expiration date of the leave of absence. This will allow you and
CERT the time to pian your return to work. If anything should change with regard to your
leave of absence, please call your supervisor immediately. If the leave of absence is for
health reasons, a medical release from your physician is required. Failure to return to
work on the day after expiration date of your leave of absence may be grounds for
disciplinary action up to and including discharge. Request for an extension of a short- or
long-term leave of absence must be submitted to the school in writing ten (10) days prior
to the expiration date of the leave of absence.

Every effort will be made to re-employ you in your former position upon your return from
an authorized leave of absence. Except where mandated by law, we cannot guarantee
that your position will remain open in your absence. If there is no vacancy, you may be
offered another opening for which you are qualified and if available.

CERT will provide an employee with time to make necessary funerai arrangements for
and/or to attend a funeral of an immediate family member. Bereavement Leave shall not
exceed five (5) workdays per occurrence, subject to the approval of the Executive
Director. For purposes of this policy, immediate family shall include one’s parent,
spouse, sibling, child, stepchild, grandchild or grandparent. Employee’s use of funeral
leave exceeding PBH shall be considered unpaid.
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Worker’s Compensation

MCSC/CERT employees are covered by worker's compensation as required by law.
This benefit helps pay for medical treatment and make up for part of the income lost
while recovering. Exact benefits are determined by state law. All work-related accidents
or injuries should be reported immediately to the employee's immediate supervisor or
the Executive Director. '

An e'mpioyee absent from duty because of a job-related illness or injury may be eligible
for worker's compensation weekly income benefits if the absence exceeds seven
calendar days.

An employee receiving workers' compensations wage benefits for a job-related illness or
injury may choose to use PBH or other paid leave benefits. While an employee is
receiving workers’ compensation wage benefits, CERT will charge available leave
proportionately so that the employee receives an amount equal to the employee’s
regular salary.

Professional Development

Professional development opportunities are offered to assist in the development of
instructional personnel in achieving performance. Staff wishing to attend conferences
should submit a written request to the Executive Director in advance for approval. The
written request shall include the name of the conference or training, the hosting entity,
the date(s) and the total cost. The request should also include a brief explanation as to
the benefits for the staff, students and CERT.

Review information under "Tuition Reimbursement" for policy regarding employees and
higher education.

Salary and Work Scheduie Procedures

Salaries and Wages

Employees are paid in accordance with administrative guidelines and a pay scale
established for each position. All positions are classified as exempt or nonexempt
according to federal law. Exempt employees are not entitled to overtime compensation.
Employees classified as nonexempt are paid based on an hourly wage.

The Board of Directors shall review the salary of the Executive Director periodically. The
Executive Director shall review staff salaries on an annual basis and according to
budgeted amounts approved by the Board.

Employee Absences

Employees must notify their immediate supervisor of any unanticipated absence within
one hour of their starting time, if not sooner, indicating reason and when his or her return
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to work is anticipated. Employees may not change their work schedule unless they have
prior consant.

Payroll

Employees will be paid bi-weekly. Paychecks will not be released to any person other
than CERT employee named on the check without a written authorization from the
employee. During breaks, paychecks will be mailed to the employee’s current home
address (or deposited directly into employee account).

An employee’s payroll statement will contain deduction(s) details and withholding
amounts. Only deductions required by state and federal law and those that he or she
authorizes will be deducted from paycheck.

Timesheet Completion

All CERT employees are required to fill in a timesheet showing actual hours worked and
adhering fo established schedule. Timesheets are to be completed in ink and on a daily
basis; Timesheets are to be kept by employees and must be submitted to administration
no later than one day following the ending of the pay period. Any exceptions must have

approval of the Executive Director.

Workload and Schedules

The basic work week for the majority of CERT employees is 40 hours, consisting of five
8-hour days, Monday through Friday. The work week of exempt employees may vary
from the school’s normal business hours, according to the needs of specific programs
and events. The annual salary of exempt employees is remuneration for the total
responsibilities of their jobs.

Certified staff and administrative employees are exempt and are employed on a 10- or
12-month basis, according to the work schedules set by CERT. A school calendar is
adopted each year designating the work schedule for teachers and all schoo! holidays.
Notice of work schedules, including required days of service and scheduled holidays, will
be distributed at the beginning of each school year.

Classroom teachers will have planning periods for instructional preparation and
conferences. Teachers are entitled to a duty-free lunch period of at least 30 minutes.
CERT may require teachers to supervise students as needed when no other personnel
is available.

Whereabouts of staff members should be known by supervisor. Each staff member is

expected to inform his or her immediate supervisor or the office when they will be away
from their classroom or other assigned activity. Sign out is required.

Employee Resignations
Employees who are resigning are strongly encouraged to give at least two weeks notice.
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Employee Reimbursement and Expenses

A. Authorization
Prior approval by the Executive Director is required for all air, bus or train travel,
or automobile travel of more than 100 miles in any one day, or overnight trips.

B. Expense reports, receipts and other related documents must be submitted within
30 working days of completion of long distance or conference travel and five
working days after month's end for local travel.

C. Reimbursements for school-related activities, based on an expense form
submitted by employee with appropriate substantiation. Please note that fines,
insurance premiums, or damage on personal autos are not reimbursable.

Auto-mileage, at the rate designated in the budget

Parking fees, with receipt

Public transportation, with receipt

Air, bus or train travel, coach or tourist accommodation, with receipt

CERT will pay a per diem allowance for authorized out-of-town, school-

related activities or actual cost (hotel, meals, telephone, ground

transportation, parking) if the employee prefers, as long as the actual cost
is reasonable and within guidelines established by CERT.

Reimbursement of actual costs will require receipts and other necessary

substantiation.

$  Employees may be required to attend courses or training which relates to
their current duties, as deemed by CERT. In general, these trainings will
be reimbursed by CERT.

&H H PR R

Tuition Reimbursement

CERT may reimburse employees for tuition fees for educational courses which
are expected to contribute to their professional growth, and enhance the
performance of their work for CERT. To qualify, he or she must be a regular full-
time employee who has completed the 90-day probationary period at the time
reimbursement is sought and continue as a full-time employee throughout the
duration of the course(s). Courses must be taken at accredited university or
educational institution. Advance approval must be obtained from the Executive
Director who, in consultation with the employee and his or her supervisor (if other
than ED) will determine that the course will strengthen the employee’s capacity to
perform effectively and that the time devoted will not interfere with the
employee’s job responsibilities.

There will be a maximum amount, determined by management and the CERT
Board of Directors, paid by CERT annually for courses taken by an employee.
The total amount of tuition reimbursement funds available to employees is limited
to the amount designated by the Board of Directors and Executive Director. The
annual amount allotted for employee tuition reimbursement may not be sufficient
to cover all reimbursement requests in a year.
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Tuition reimbursement will be made after satisfactory completion of the approved
course, grade C or better, assuming that he or she is still employed as regular,
full-time employee.

Only tuition costs will qualify for reimbursement. Courses to be reimbursed must
be taken for credit (courses that offer continuing education units - CEU's — are
not eligible). The cost of text books, other material and fees will be assumed by
employee.

In seeking approval, the employee will submit, on a form provided by CERT,
information about the institution, the study program being pursued; fength of
course, estimated costs and the relevance of program to his or her work. In
addition to an overall study plan, the employee must re-submit an approval
request at the beginning of each semester for the specific course(s) and tuition
costs. To receive reimbursement, the employee must submit a grade report
provided by the institution and receipts for tuition amounts paid. CERT will
provide form to be used in the reimbursement process as well.

Compensation for Training Attendance — Compensable vs. Non

Attendance at lectures, meetings or training programs is nof compensable
working time if it is outside of an employee’s regular working hours, is voluntary
(versus mandatory) or it is not directly related to the employee’s job position.
For non-exempt employees, attendance at lectures, meetings or trainings is
compensable under state and federal wage and hour laws.

if attendance is “mandatory”, if an employee is given to understand that his or her
working conditions or continuation of employment will be adversely affected by
non-attendance, the time is compensable.

For training in question to be “directly related” to the employee’s job and
compensable, it must be designed to make the employee handie his or her job
more effectively, as distinguished from training him or her for another job, orto a
new or additional skill.

if an employee, on his or her own initiative (voluntarily) attends an independent
school or coliege after hours, the time is not considered compensable "hours
worked” even if the courses are related to his or her job.

Where a training course is instituted for the bona fide purpose of preparing for
advancement through upgrading the employee to a higher skill, and is not
intended to make the employee more efficient in his or her present job, the
training is not considered “directly related” to the employee’s job, even though
the course incidentally improves the employee’s skill level in doing his or her
regular work - this time is not compensable.

Travel Time Definitions — Compensable vs. Non

The principles which apply in determining whether or not time spent in travel is
considered compensable "working time” depend upon the kind of travel invoived. The
following addresses the most common situations:
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¢« Home-to-work: An employee who fravels from home to work is engaged in
ordinary travel, whether employee works at a fixed location or at different job
sites. This is notf considered compensable.

e Allin the day’s work: Time spent by an employee in travel as part of the
employee's principal activity, such as travel from job site to job site during the
workday, MUST be considered compensable *hours worked”. For example, if an
employee normally finishes his or her work on the premises at 5:00 pm and is
sent to another job which he or she finishes at 8:00 pm and is required to return
to the work premises arriving at 9:00 pm, all of the time is compensable "working
time”. However, if the employee goes home instead of returning to work
premises, the travel after 8:00 pm is no longer considered compensable "hours
worked". .

« Away from home: Travel that keeps an employee away from home overnight is
travel “away from home”. Travel away from home is clearly “work time” when it
cuts across the employee’s workday. In essence, the employee is simply
substituting travel for other duties. The travel time is not only *hours worked” on
regular working days during normal working hours, but also during the
corresponding hours on non-working days. Additionally all time spentin work-
related travel "away from home”, outside of regular working hours on any day
must be compensated. Regular meal time is not counted for purposes of
compensation. When employee arrives at destination, when travel is complete,
employee must only be compensated for required work-related activities.

« Work performed while traveling: Any work which an employee is required to
perform while traveling must be counted as compensable "hours worked”

e For non-exempt employees, travel time to lectures, meetings or trainings is
compensable under state and federal wage and hour laws.

Purchasing Policy

Purchases made by CERT staff are to be approved by his or her supervisor, if under $75
and the Executive Director, for any purchase of $75 or more.

Purchases of over $1,000 require written bids. CERT encourages the support of minbrity
and women-owned business when procuring bids and/or purchases.
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Safety
Student Safety _

The safety of our students is a matter of utmost importance to CERT at all imes. The
safety of students shall be assured through close supervision of students in the school or
on school grounds and through special attention to the foliowing:
&3 The Executive Director, or designee, will act as a safety coordinator. Ali problems
and suggestions with regard to safety shali be directed to the ED
ékd Safety experts will be calied in periodically to inspect the physical condition of the
buildings/grounds
&3 Safety education wili be offered to students relevant to particular subjects, such
as laboratory courses in science, shop courses and heaith and physical
education
&3 First aid care for students in case of accident or sudden iliness will be available

Drug, Alcohol and Tobacco Policy

CERT has a vital interest in maintaining a safe, healthy workplace and our employees
and students have a right to expect the same. Employees and students rmust report to
school free of alcohol and other drugs (other than those used by and in accordance with
a prescription). He or she will be subject to discipline, up to or inciuding referral to drug
or alcohol counseling/rehabilitation programs, termination, suspension, expulsion or
referral to law enforcement officials for prosecution, for possessing, manufacturing,
consuring, having in his or her system, distributing, dispensing, selling or purchasing of
drugs, drug paraphernaiia or alcohol while on or about school premises or time, or while
engaged in CERT-sponsored activities. This also pertains to unauthorized prescription

drugs.

Employees taking drugs prescribed by an attending physician must advise their direct
supervisors in writing the possible effects of medication if it will potentially affect their job
performance or mental/physical capabilities as well as adequately safeguard the
medication so it is not accessible to students. -

Under certain circumstances, CERT may require employees to undergo an alcohol or
drug test when the school has a reasonable suspicion that the employee is in violation of
this policy. Refusal to cooperate may result in discipline, up to and including termination.
in addition, any empioyee involved in a work-reiated accident may be subject to alcohol
or other drug testing. Such testing may aiso be required when authorized by any local,
state or federal health, safety or other law/reguiation. '

& Smoking or using tobacco products is prohibited on school property &

Searches and Alcohol and Drug Testing

Non-investigatory searches in the workpiace, inciuding but not limited to accessing an
employee’s desk, workspace or files.to obtain information needed for usual business
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purposes may occur when an employee in unavailable. Therefore, employees are
hereby notified that they have no legitimate expectation of privacy in these places.

In addition, CERT reserves the right to conduct searches when there is reasonable
cause to believe a search will uncover evidence of work-related misconduct, including
the suspicion of the sale, possession, or use of controlled substances or alcohol on
school property. CERT may search the employee, the employee’s personal items, work
areas, lockers, private vehicles parked on school premises or those used in school
business.

Any controlled substance or alcohol found in an employee’s possession or workspace
will be confiscated. Suspected illegal substances will be turned over to appropriate law
enforcement authorities. An employee may be required to furnish CERT with a
physician’s name and/or prescription for confirmation of a legal substance found in the
employee’s possession.

This is a drug-free school and therefore a drug-free work zone. Failure to submit to a
search will result in termination.

If a supervisor or authorized CERT official has cause to believe or has a reasonable
suspicion that an employee is impaired or is using illegal substances or alcchol at work,
please note that these findings will be documented. After review and approval by the
Executive Director or designee, the employee will be asked top consent to a test and
sign a Chemical Screening Consent and Release Form. Employees who refuse to sign
the form or who refuse to submit to the test are subject to discipline or terminated,
depending on circumstance.

All testing is done by a lab chosen by CERT. CERT determines the controlled
substance(s) for which testing is done. If an initial drug test is positive, a confirmation
test will be performed.

All results will be kept confidential. The employee will be informed of the results by a
CERT official. Employees with negative results can return to work. A confirmed positive
test result will subject the employee to discipline, up to and including termination.

Firearms and Weapons

Staff, students and visitors are prohibited from bringing firearms or other weapons onto
school premises or any other place where school-sponsored activity takes place. To
ensure the safety of all, employees who observe or suspect a violation of this policy
should report it to their supervisor, the Executive Director or call the police at once.

To protect the property and safety of our students, staff and visitors and to prevent the
use or possession of firearms and weapons at CERT, we reserve the right to search,
when we have a reasonable belief that this policy is being violated, an employee’s or
student’s work or study area. All employees and students are subject to this policy.
When possible, before conducting search, CERT will ask the employee or staff member
about the item in question and give him or her the opportunity to produce it.
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A search is one part of an investigation. A search is not an accusation of wrongdoing.
CERT reserves the right to search any office, classroom, desk, file or locker as these are
issued to employees and students for school use and are CERT’s property. These
items/places may be searched at any time. Refusal to submit to search can lead to
disciplinary action up to termination or expulsion.

Reporting Suspected Child Abuse

All employees are required by state law to report any suspected child abuse or neglect
to the Executive Director and to Child Protective Services within 48 hours of the event
that led to suspicion. An employee may not rely on another person to make the report.
This includes students with disabilities who are no longer minors. in addition, employees
must cooperate with any individual investigating suspected child abuse or neglect.
Interfering with an investigation of this nature in any way is prohibited and is subject to
discipline, up to and including termination of employment.

Administering Medication to a Student
Only designated employees can administer medication to students. A student who must

take prescription medication during the school day must bring a written request from his
or her parent and the medication in its original and properly labeled container.

Accidents and Injuries

Employees and students who experience an injury or illness at school or at/on a school-
related activity, including athletics, should report the accident or injury to the teacher,
coach or person in charge of the activity immediately.

In case of an injury to a student, the school must call the student’s parent(s) and the
appropriate emergency personnel, if necessary.

An accident report form, available in the office, must be completed and filed with office.

Student lliness in School

Students who become ill during the school day are to report the iliness to teacher. The
student will be taken or sent to the school office. A designee of school will allow the
student to rest and will call the student’s parent(s) or guardian(s} and a determination will
be made if the student is to remain in schoo! or be picked up.

In case of an emergency, a school designee will call the student's parent(s) or
guardian(s) and appropriate emergency personnel, if necessary.

Students who come to schoo! with suspected symptoms of a communicable disease will
be sent to the office. The office will determine whether the condition is one which
requires the student to be sent home. If the student is sent home, the student may not
return without a medical excuse stating that the student is no longer contagious.
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Emergencies

All employees should be familiar with the evacuation diagrams posted in their work
areas. Fire, tornado and other emergency drills will be conducted as required by law to
familiarize employees and students with evacuation procedures. Teachers and CERT
staff are responsible for students at all times. In the event of a bomb threat, the building
will be evacuated immediately to fire drill assembly areas and the appropriate law
enforcement personnel will be notified.

Visitors fo the School

All visitors, including parents, are expected to enter school facility through the main
entrance and continue directly to the main office where they will sign in. Authorized
visitors and parents will receive directions to their destination or will be escorted to

same. Employees who observe an unauthorized individual on the premises should

immediately direct him or her to the main office or contact the Executive Director or
designee.
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Conclusion

While MCSC/CERT believes wholeheartedly in the policies, practices and procedures
described in this personnel policy handbook, they are not conditions of employment.
MSCS/CERT reserves the right to eliminate or change any of the policies, practices,
programs, rules and employee benefits, in whole or in part, at any time, without notice.
The language used in this handbook is not intended to create a contract between
MCSC/CERT and any one or all of its employees. The information contained in this
handbook is presented as a matter of information and as a guide for staff.

This handbook does not affect the basic relationship between MCSC/CERT and its
employees. Employment is on an “at-will” basis. This means that the empioyment
relationship may be ended at the choice of either party, with or without notice, and with
or without cause, at any time. No person other than the Executive Director has the
authority to make any agreement for employment for any specified period of time or to
make any agreement contrary to the foregoing. Any such agreement must be in writing
and signed by the Executive Director. Any written or oral statement to the contrary, even
if made by a supervisor, manager or officer of MCSC/CERT is invalid and should not be
relied upon by you or any appiicant or employee.
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Receipt for Employee Handbook

Patti, can we move this to the end so it will be easier for the employee to tear it off and
turn it in?

! have received and read a copy of the CERT Employee Handbook. | understand that it
is my responsibility to read the Handbook and become familiar with its policies, benefits
and employee responsibilities.

I understand that the policies and benefits described in the Handbook are subject to
change at the sole discretion of CERT at any time.

I understand that nothing contained in the Handbook will constitute any employment
contract and that neither | nor CERT has entered into a contract regarding the duration
of my employment. Nothing contained in the Handbook is intended to interfere with any
rights or benefits protected by law.

| understand that | am responsible for complying with policies, rules and procedures set
forth in the Handbook.

Employee’s Printed Name Position

Employee’s Signature Date

* Please note, this is our assurance that you have been informed of your job responsibilities, rights and the
expectations that we all need to uphold {o best serve our shared mission.
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CERT Mission and Vision

Welcome to CERT, the Certification and Emergency Response Training School of
Milwaukee, established in 2008. The purpose of this Employee handbook is to provide
you with the relevant policies and procedures of CERT in order to assist you in the
performance of your job responsibilities and our collective mission:

CERT will leverage the Milwaukee Communily Service Corps’ philosophy to develop an
ethic of social rasponsibility among young adults who ultimately become permanently
employed, fully contributing, educated citizens. CERT will engage young adults within a
culture of social responsibifity and prepare them for the future by developing the
confidence, skills and experiences by which they can transform their lives and the lives
of others.

This employee handbook is designed to provide general information and is presented in
summary form as a matter of information for employees regarding School policies,
procedures and employee benefits. Please take the time to read the material carefully
and become familiar with its contents. We suggest you keep this information handy so
that you'll be able fo use it as a quick reference if questions arise. This handbook is
neither intended to be a substitute for your good judgment and discretion, nor is it meant
fo set forth restrictions in all personnel situations.

The language used in the handbook is not intended to create or be interpreted as
conditions of employment or as a contract between CERT and any one or all of its
employees.

The Milwaukee Community Service Corps

The Milwaukee Community Service Corps (MCSC), a Milwaukee-based nonprofit
organization established in 1991 under section 501{c)3 of the Internal Revenue Service
code, has served as an alternative education program for under-educated and out-of-
school youth who did not succeed in the conventional education setting. While there has
been no one solution, our subsequent success is testimony to the importance of
experiential learning and applied education at the Corps. Students’ motivation is rooted
in their ability to see how education concretely affects their lives, now and in the future.
The Corps helps students see how learning algebra is necessary to work as an
electrician, and how writing truly matters when reporting where and how hazardous
waste samples are taken when measuring levels of environmental contamination in
Milwaukee's neighborhoods. The Corps knows firsthand that real world connections
change the educational environment for underserved youth, and has been practicing a
modified version of the Big Picture Model for the past 15 years.

As a nationally recognized urban youth corps that integrates education, experiential work
projects and skill development to prepare disadvantaged young adults for family-
sustaining employment opportunities, MCSC believes in the power of creating
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educational plans that work with a student’s passions and needs. MCSC structures
students into crews which function as small teams that learn by completing real projects
to impact the physical and social landscape of Milwaukee. Students connect the
classroom education to field projects. Through this process, they recognize the skills and
credentials they attain are valued by various industry sectors. MCSC’s education
program accommodates myriad paths for student learning, including partnerships with
community agencies, scholarships for post-secondary education, and advanced learing
opportunities. Corps staff members meet as an education team with each individual
student to build an individualized educational plan with concrete goals. Like the Big
Picture Model, MCSC correlates the success of the student with the role of family in the
student’s education.

In 2008, MCSC, with its proven track record, positive outcomes and nationally
recognized and award-winning pragrams, is expanding its educational program with the
inception of the Certification and Emergency Response Training School of Milwaukee.

The CERT Vision

Under the guidance and support of MCSC, CERT hopes to give both education and
fieldwork experiences in the science, medical, environmental and construction fields to
students not succeeding in the typical traditional high school setting. Itis CERT's belief
that students get excited and motivated by linking abstract knowledge to learning in the
real world and that all students can learn when an environment is perscnalized to help
meet their needs and interests. Staff members will work to create a community-like
environment where everyone is freated equally and with respect. Students will work with
CERT staff, family and community member mentors to further their educations via
concrete goals in their individualized education plans. Students will leave CERT ready to
fully contribute {o their communities as responsible citizens and lifelong learners who wiill
succeed in the skilled workforce and post-secondary educational institutions.

CERT will transform students with the knowledge, skills and credentials necessary--
within a context of community emergency response, recovery and rebuilding from
incidents at a local, state, national and even international level--to effectively analyze
information to make informed decisions and assume leadership roles.
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Governance Structure

Milwaukee Community Service Corps Board of Directors

The MCSC Board of Directors will have ultimate authority over the CERT charter school.
This means that they will give final budgetary approval, as well as monitor all financial
revenues and expenses accrued based on the recommendations of the CERT School
Board. The MCSC Board of Directors will appoint three members from within to sit on
the school board. These three individuals will act as a committee of the MCSC Board of
Directors and report all actions that the CERT School Board intends on making.

CERT School Board

The CERT School Board will be a policy-making entity and will be appointed or approved
by the MCSC Board of Directors. Three individuals will be appointed from within the
MCSC Board of Directors and four individuals will be recruited and approved by the
MCSC Board of Directors. Three individuals will have experience or expertise in the
following fields: special education, community involvement, and general
education/policy. The fourth individual will be a parent representative or president of the
school's Parent Teacher Association (PTA) or parent lead coordinator of volunteer
activities. The CERT School Board will be responsible for:

s Developing, setting, approving and monitoring policies for school operations.

s Giving recommendations on budgetary and school policy issues to the MCSC
Board of Directors.

¢ Approving the hiring of the CERT Principal.

» Setting up committees to support fundraising, marketing and school functions.

Milwaukee Community Service Corps Executive Director
The Executive Director will serve as the main contact between the CERT High School
Principal and the governing boards. This individual will be responsible for:

+ Promoting collaboration between MCSC, CERT and community partners.
Serving as an agent of the MCSC Board of Directors and CERT School Board by
attending all meetings.

« Suypervising and evaluating the CERT Principal.

¢«  Working with the CERT Principal to compile accurate information to the reporting
agencies.

» Acting as an educational director and looking out for the welfare of the CERT
educational system as a whole.

Finance Manager

The Finance Manager will be responsible for the daily fiscal operations of the school.
While the Finance Manager will report directly to the MCSC Executive Director, he or
she will be expected to give reports to both the CERT Principal and the CERT School
Board.
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CERT Principal

The Principal will be responsible for compliance of procedures and day to day activities
in the school environment. He or she will be responsible for interviewing possible staff
candidates and presenting candidate information and recommendations to the Executive
Director who will ihen seek approval from the governing boards. The principal will be
required to supervise and evaluate all staff members. This individual will also be
responsible for:

Helping to develop and implement the school curriculum.

Shaping and maintaining school culture.

Developing, implementing and monitoring policies regarding school behavior,

academic progress, admissions, student recruitment, budgeting and reporting.
Working with the MCSC Executive Director and Finance Manager, will submit
charter reporting materials.

Being a liaison between the parent and community engagement groups.

Learning Through Internship, Transitions and Family
Coordinator (LTIC)

The LTIC plays an integral part in the school system and will be under the direct
supervision of the CERT Principal. This individual will be called on to:

Help students find internships to participate in for 10-12 hours per week on
Tuesdays and Thursdays. This requires making and retaining contact with
possible community mentors as well as weekly check-ins with the LTI community
mentor, the student's advisor, parent(s)/guardian(s) and the student.
Meet with all parties to participate in quarterly Individualized Educational Plan,
(IEP).
Aid the student in achieving the next step after secondary education. This is one
of the most important things the LTIC will tend to. At CERT the main goal is to
enable every student to actively participate in society and be able to realize the
potential to further his or her educational opportunities.
Meet with student quarterly to help him or her determine future goals and how to
achieve them.
Assist student in understanding test scores and what it might mean for the future.
Assist with the college application process.
Conduct college visits.
Help students find full-time work upon graduation.
Organize family engagement opportunities and create bonds between the school
and the student’s family.
Accompany advisor to the student’s residence to extend an opening to a
relationship. Head Start does this and it seems to bring more parent volunieers
into the schools.
Put together communication tools for family engagement such as, but not limited
to:

» Monthly newsletters

» Monthly parent meetings (i.e. PTA)
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¥ Quarterly public exhibitions of student work
» Quarterly Individualized Education Plan {IEP) meetings
> Monthly family-community activities

Staff Educator Advisors

A Staff Educator Advisor will be the direct contact person for the advisory of students
and will serve as a mentor, teacher, friend and role model. The number of Staff Educator
Advisors will be contingent upon the number of students enrolled, noc more than a 15:1
student-Staff Educator Advisor ratio (10:1 is most preferable). A low ratio allows more
direct contact, creates frust in the learning community and is an integral part to the
success of the program. The Staff Educator Advisor will be under the supervision of the

CERT principal and will be required to:

e« (S0 on a home visit with the LTI, Transitions and Family Coordinator to better
acquaint him or her with the people who know the student the best — the family.

¢ Develop and provide mixed instruction {direct group and project based) to his or
her advisory of students with, when possible, the certification and emergency
response training focus in mind.

e Participate in the student’s Individualized Educational Plan (IEP) meetings.

« Conduct site visits to the student’s internship twice per week on Tuesday and
Thursdays.

« Continue his or her studies via professional development opportunities.

Guest Lecturers
Guest Lecturers will provide the students with accurate knowledge about the cetlification

and emergency response fields, as individuals with these foci may be hard to find with a
Department of Public [nstructor (DPI) license. Guest lecturers will be called upon to fill in
the gaps of knowledge and act as presenters under the direct supervision of the
students’ advisors.

For example, it may be will be necessary to have someone in the hazardous materials
trade give lectures on hazardous waste removal so that students can be ceriified to work
in this skill specific field.
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Organizational Chart

The full straight lines represent direct lines of authority between the position above and
the position below. The dotted lines represent relationships where positions are
expected to collaborate. For example, the CERT Finance Manager must report directly
to the MCSC Executive Director, but must work with the CERT Principal and give
reports, when required, on the fiscal matters of the school to the CERT School Board.
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Admissions

Philosophy

At fully capacity, CERT will enroll 120 students and serve students in grades nine
through twelve, ages 14-21. The Big Picture Model recommends a 1:15 (or less) ratio of
advisors to students and will require CERT, at full capacity, to maintain a minimum staff
of eight instructional advisors. The optimal size was determined by the need to create an
intimate small school atmosphere that will allow students sufficient access to advisors.

MCSC's success is founded on a belief that "the promise of every individual awaits fo be
fulfilled". CERT was founded on this belief too. The admissions process is designed to
establish a student body that is diverse and reflects Milwaukee at large. CERT does not
discriminate on the basis of gender, race, sexual orientation, socioeconomic status,
religion, pregnancy, parent status, national origin, or physical, emotional or learning
disability.

It is likely that the majority of our students will be underserved. Research shows that
underserved students who are motivated by a link to the real world are more likely to be
motivated to complete academic-based goals and graduate from high school. The Big
Picture Model promotes learning and then applying knowledge in real world situations or

culminating projects.

Application Process

Students and their parent(s) or guardian(s) must adhere to the following application
process:

« Submit proof of 8" grade graduation.

s Submit proof of City of Milwaukee residency.

e Write a one page paper/letter stating why they want to attend CERT and why
they think they will be a good match.

Complete and sign the CERT High School Admission Application.

Attend one New Student and Family Orientation.

Review and sign off saying they read/agree with the Student/Parent Handbook.
Be present at school for at least eight separate occasions, to include one
meeting per quarter regarding their student’s learning plan/progress (four) and
one public exhibition of their child’s portfolio per quarter (four). Parents will be
expected to give constructive criticism to help both their child and other children
in the educative process.

CERT believes in fairness and will be open to every student wishing to attend. However,
an assessment will be used for students to learn if the school’s focus is a good fit for
them. The following items will be discussed in the student-family assessment with staff:

¢« Student commitment to the focus of the first responder trades (medical,
construction, etc).

s Parental commitment to attending school functions, at least eight times a year (4
public exhibitions and 4 learning plan meetings).
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+ Student commitment to a mixed instruction and project-based learning
environment.
e Ability to thrive, both socially and academically.

CERT fully understands the expanse of abilities it might receive. Students will not be
turned away due to deficiencies in credits or lack of academic levels achieved. CERT will
do everything in its power to raise the reading and math levels of all students enrolled.

CERT realizes that attracting students is a difficult process and will do its best to bring
the school to capacity. However, if the school attracts too many students, CERT will
execute a process, in all fairness, to provide space (i.e. first come first served, lotiery
system).

Visitors

All visitors, including parents, are expected to enter school facility through the main
entrance and continue directly to the main office where they will sign in. Authorized
visitors and parents will receive directions to their destination or will be escorted to
same. Employees who observe an unauthorized individual on the premises shotild
immediately direct him or her to the main office or contact the Executive Director or

designee.

Absences

Excused

A student’s absence is considered “Excused” if it is due to illness or injury of the student;
death of an immediate family member; or observance of a religious occasion; and it is
verified by the parent or guardian. If a student is to be absent from school, the
parent/guardian is requested to call the school on the day of the absence. A written note,
signed by the parent/guardian, is to accompany the student on his &r her returmn and will
be collected by the student’s educational advisor. Parents/Guardians will be notified if
their student is not in school.

Unexcused

Any unverified absence or absence which does not fall into one of the above categories
is considered unexcused and may affect the student’s grade in class or promotion to
next grade level.

Tardiness

All students are expected to arrive at school in time to be in class by the designated
time. Students who are excessively tardy to school will be subject to consequences,

-10-
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which may include things like parent conferences or retribution actions. Students are
expected to be on time for every class or internship situation,

Early Dismissals

Early dismissals from school will only be granted in cases of emergency (i.e. weather,
furnace failure), as determined by the Executive Director or his or her designee. A
student may not be released unless the parent/guardian is notified.

Inclement Weather Closing

CERT may close the school for a full or part day because of inclement weather or
emergency conditions. When such conditions exist, the Executive Director, with input
from the CERT Principal, will make the official decision concerning the closing of CERT.
When it becomes necessary to close, open late or release studenis early, CERT will
notify television and radio stations.

Early Dismissals

Early dismissals from school will only be granted in cases of emergency (see above), as
determined by the Executive Director or his or her designee. A student may not be
released unless the parent/guardian is notified.

Compilaint Procedure

In an effort to hear and resolve parent and student complaints in a timely manner, the
following procedures have been established:

e Contact the educational advisor, if applicable. If there is a serious issue, you may
wish to schedule a personal meeting rather than discuss by phone.

= If no resolution is reached, contact the Principal and then Executive Director.

s [f resolution is still not reached, contact the school for the names and phone
numbers of governance committee (MSCS BOD).

-11-
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CERT Promotion/Graduation Requirements

Required Curriculum - Moving to the Next Gurricular Cycle

When students have zero high school experience they will be considered a 9" grader
and must complete (or have transferred in adequate and satisfactory correlations) before
they will be promoted to the next set of courses. Students will "hit” learning targets in
their curriculum levels and must finish all of them before moving on or being promoted to

the next curricular cycle.

CERT will run extended days, Saturdays and s

umimer sessions to advance students to

the next Curricular Gycle and be able to graduate.

~ PREPAREDNESS

9" Grade Curriculum

English 1

Math 1

Social Studies 1

Science 1

Foreign Language 1

Mental & Physical Well Being 1

Learning Through Internship 1

Nationa! incident Management System (NIMS) 1
FEMA — 21 Hour Training

Hazardous Waste Management {20CFR1910.120)
Comumunity Emergency Response Training

NOAA Call-Alert Technology

Public Health

Marketing & Graphic Design

10" Grade Curriculum ~ RESCUE

English 2

Math 2

Social Studies 2

Science 2

Foreigh Language 2

Mental & Physical Well Being 2
Learning Through Internship 2
National Incident Management System (NIMS) 2
Field Sampling & Monitoring
GIS/GPS Mapping

Field Surveying

Driver's Education

Blueprint Reading

Patient Care & Bedside Manner

11th Grade Curriculum ~ RECOVER

English 3

Math 3

Social Studies 3

Science 3

Foreign L.anguage 3

Mental & Physical Well Being 3

Learning Through Internship 3

National Incident Management System (NIMS) 3
Confined Space Training

Hazardous Materials Shipping & Handling
Small Engine Repair

Computer Aided Design

Wastewater Management

Civil Air Patrol Cadet Certification
International Travel

12TH Grade Curriculum - REBUILDING

English 4

Math 4

Social Studies 4

Science 4

Foreign Language 4

Mental & Physical Well Being 4
Leaming Through Internship 4
National Incident Management System (NIMS) 4
Powered Industrial Truck Operation
Commercial Driver's Education
Flatwork Conerete/Air Hammer Use
Lead-Safe Worker Certification
Flagger Certification

Competent Person Training
Landscaping & Pesticide Application
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Individual Education Plan (IEF)

CERT will develop an Individual Education Plan for every student, regardless of ability,
through the efforts of the school’s education leaders and student advisory committee
members—including parents, educators, professionals, and personal mentors who
provide input and feedback to help students reach their educational and personal goals.
The IEP is designed as a guide and tool to assist students through educational and
personal development throughout their high school experience. Ohjectives and
milestones for each student are student-centered and set within the general philosophy
of serving a role in a response, recovery or reconstruction phase of a community
emergency or natural disaster. The curriculum allows students to accelerate their studies
as quickly as they desire to meet foundational basics, yet leaves adequate time for
advanced and personally-directed activities. |[EP’s will focus on three interdepencent
aspects of a student’s education: CERT-based core instructional direction, individualized
internships and meeting the student’s personal goals and objectives. The objective of
this educational approach is to infuse the student’s foundational study and real world
learing with activities and experiences that develop the whole child.

Graduation Requirements
The students will be required to meet the following requirements in order to graduate:

All students will have completed the above with satisiactory evaluations of
their validations.

All students will demonstrate proficiency on required standardized tests
and assessments.

All students will demonstrate proficiency in formal and informal
assessments based on standards.

All students will demonstrate proficiency in communicating in American
Sign Language.

All students will engage internships each academic year and satisfactorily
complete their real world applications.

All students must participate in the quarterly exhibitions of the work they
completed that quarter.

All students, once an academic year, will have to present a piece of their
portfolio work a group of parents, family, community and staff members.
All students will complete a 75-100 page autobiography.

All students must take the ACT college entrance exam, visit at least two
colleges and apply to at least one educational furthering opportunity.

All students must complete their transcripts and college portfolio by the
end of their high school career.

Furthermore, CERT will require that students demonstrate proficiency in the following
skills before they graduate:

+ Communication: Communication skills encompass many fields. Skilled
communicators need to be able to not only read and write well, but also need to
speak and listen well. Students need to understand the differences in audiences
and the best way to address them in formal and informal manners. Individuals
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must also ieamn how to use technology and artistic expression to accentuate their
points. A familiarity with a second language is a necessity. CERT will require
students to learn American Sign Language (ASL) and understand how to
communicate effectively with deaf and hard of hearing individuals in both the
academic and work realms.

Empirical Reasoning: Empirical reasoning involves using evidence and logic to
make accurate decisions. In order to succeed in an empioyment or academic
opportunity students must learn how to identify research questions, collect
data/research, draw conclusions, and present findings.

Personal Qualities: Demonstrating respect, responsibility, organization, self-
management and leadership enhances a person, as well as the surrounding
school community. A culture of openness, tolerance and respect will be modeled
by CERT staff and be actively fostered by the CERT community as a whole.
Quantitative Reasoning: Students will be able to demonstrate math skills that
they can transfer into their future work or educational environment. They will be
able to understand numbers, shapes and how things change over time.

Social Reasoning: Students must be able to see other points of view/diverse
perspectives, understand social issues, to think ethically about decisions and
take historical information into account.

Technological Usage: Students must be able to communicate and conduct
research by using technology effectively.

Time Management: Students will be able to plan their time accordingly for each
project and be able to split large projects into smaller tasks. Students will learn
this very valuable skill by planning their own projects and logging their
information in their daily planner/log of activity.

Leadership and Teamwork: Students will participate in many projects,
internship opportunities and activities while at CERT. Upon compietion of their
high school careers students will be able to both lead a team effectively and work
well with others in a team.
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Student Discipline

Students are expected to follow CERT's established rules, which will be included in the
Parent/Student Handbook. The entire CERT staff is responsible for ensuring that proper
conduct and behavior is maintained by students.

A positive approach in the disciplinary measures shall be used, taking into account the
dignity of the student, the seriousness of the infraction and the need for positive
motivation of students. The ultimate goal of discipline at CERT is to develop an
understanding of self-discipline and its necessity in our society.

Teachers will file a written report to be submitted to the Principal when they have
knowledge that a student has violated the student code of conduct. The Principal will
send a copy of this report to the student’s parents within 24 hours and a record of the
disciplinary action will be placed in the student’s file.

CERT will not discriminate in standards and rules of behavior or disciplinary measures,
including suspensions or expulsions on the basis of gender, race, sexual orientation,
socioeconomic status, religion, pregnancy, parent status, natignal origin, or physical,
emotional or learning disability. '

Possession of Firearms and Weapons

Staff, sfudents and visitors are prohibited from bringing firearms or other weapons onto
school premises or any other place where school-sponsored activity takes place. To
ensure the safety of all, employees who observe or suspect a violation of this policy
should report it to their supervisor, the Executive Director or call the police at once.

To protect the property and safety of our students, staff and visitors and to prevent the
use or possession of firearms and weapons at CERT, we reserve the right to search,
when we have a reasonable belief that this policy is being violated, an employee’s or
student’s work or study area. All employees and students are subject to this policy.
When possible, before conducting search, CERT will ask the employee or staff member
about the item in question and give him or her the opportunity to produce it.

A search is one part of an investigation. A search is not an accusation of wrongdoing.
CERT reserves the right to search any office, classroom, desk, file or locker as these are
issued to employees and students for school use and are CERT’s property. These
items/places may be searched at any time. Refusal to submit to search can lead 1o
disciplinary action up to termination or expulsion.

-15-



CERT Operations Manual

Reporting Suspected Child Abuse

All employees are required by state law to report any suspected child abuse or neglect
to the Executive Director and to Child Protective Services within 48 hours of the event
that led to suspicion. An employee may not rely on another person to make the report.
This includes students with disabilities who are no longer minors. In addition, employees
must cooperate with any individual investigating suspected child abuse or neglect.
Interfering with an investigation of this nature in any way is prohibited and is subject to
discipline, up to and including termination of employment.

Drug-Free School Environment

CERT has a vital interest in maintaining a safe, healthy workplace and our employees
and students have a right to expect the same. Employees and students must report to
school free of alcohol and other drugs (other than those used by and in accordance with
a prescription). He or she will be subject to discipline, up to or including referral to drug
or alcohol counseling/rehabilitation programs, termination, suspension, expulsion or
referral to law enforcement officials for prosecution, for possessing, manufacturing,
consuming, having in his or her system, distributing, dispensing, selling or purchasing of
drugs, drug paraphernalia or alcohol while on or about school premises or time, or while
-engaged in CERT-sponsored activities. This also pertains to unauthorized prescription
drugs.

Employees taking drugs prescribed by an attending physician must advise their direct
supervisors in writing the possible effects of medication if it will potentially affect their job
performance or mental/physical capabilities as well as adequately safeguard the
medication so it is not accessible to students.

Under certain circumstances, CERT may require employees to undergo an alcohol or
drug test when the school has a reasonable suspicion that the employee is in violation of
this policy. Refusal to cooperate may result in discipline, up to and including termination.
In addition, any employee involved in a work-related accident may be subject to alcohol
or other drug testing. Such testing may also be required when authorized by any local,
state or federal health, safety or other law/regulation.

@Smoking or using tobacco products is prohibited on school property &

Searches and Alcohol and Drug Testing

Non-investigatory searches in the workplace, including but not limited to accessing an
employee’s desk, workspace or files to obtain information needed for usual business
purposes may occur when an employee in unavailable. Therefore, employees are
hereby notified that they have no legitimate expectation of privacy in these places.

In addition, CERT reserves the right to conduct searches when there is reasonable
cause to believe a search will uncover evidence of work-related misconduct, including
the suspicion of the sale, possession, or use of controlied substances or alcohol on
school property. CERT may search the employee, the employee's personal items, work
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areas, lockers, private vehicles parked on school premises or those used in school
business.

Any controlled substance or alcohol found in an employee’s possession or workspace
will be confiscated. Suspected illegal substances will be turned over to appropriate law
enforcement authorities. An employee may be required to furnish CERT with a
physician’s name and/or prescription for confirmation of a legal substance found in the
employee’s possession.

This is a drug-free school and therefore a drug-free work zone. Failure to submitto a
search will result in termination.

If a supervisor or authorized CERT official has cause to believe or has a reasonable
suspicion that an employee is impaired or is using illegal substances or alcohol at work,
please note that these findings will be documented. After review and approval by the
Executive Director or designee, the employee will be asked top consent to a test and
sign a Chemical Screening Consent and Release Form. Employees who refuse to sign
the form or who refuse to submit to the test are subject to discipline or terminated,
depending on circumstance.

All testing is done by a lab chosen by CERT. CERT determines the controlled
substance(s) for which testing is done. If an initial drug test is positive, a confirmation
test will be performed.

All results will be kept confidential. The employee will be informed of the results by a
CERT official. Employees with negative results can return to work. A confirmed positive
test result will subject the employee to discipline, up to and including termination.

Banking and Invesiments

1. The MCSC BOD shall approve the bank{s) used by the Certification and
Emergency Response Training School of Milwaukee (CERT).

2. The bank selection process takes into account the bank’s proximity to school,
community reputation, benefits to CERT, references and other factors important
to our school (i.e. CERT’s commitment to doing business with minority
businesses).

3. CERT maintains up-to-date records of those with signature authority for financial
transactions with the bank. -

4. All financial transactions (deposits, check-writing, and investments) shall be
conducted only through approved bank.

5. The Finance Manager is responsible for impiementing procedures and practices
to assure the safe keeping of cash and other negotiable financial instruments.
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6. All negotiable instruments are kept in a safe, locked place and out of sight while
in the school and are deposited into CERT accounts on a daily basis whenever
possible.

7. Temporarily idle cash may be invested in accounts with a due date not greater
than 12 months in bank certificates of deposits or demand deposits (i.e. savings
or money market accounts) of banks approved by the MCSC BOD.

Books of Original Entry

1. CERT utilizes a computerized double entry bookkeeping/accounting
system.

2. Revenue and expense accounts in the general ledger correspond to the
budget, to the extent possible.

L]

All financial transactions, including, but not limited to receipts,
disbursements, receivables, payables, payroll, and other journal entries,
are entered into system.

4. The FM is responsible for creating procedures and processes to capture
financial information and assure that all data is properly entered into
system in a timely manner.

5. The accounting system allows for segregation of revenues and
expenditures in such a manner to assure compliance with regulatory
requirements and restrictions as well as Generally Accepted Accounting
Principles (GAAP).

6. Interim financial statements are presented to the CERT Schoo! Board and
the MCSC BOD on a periodic basis, but not less than quarterly.

Financial statements are audited and fiscal policies and controls reviewed annually by
an independent auditor selected by the MCSC BOD. The Board requires that the audit
be conducted in conformance with GAAP.

Budgets

1. The Finance Manager is responsible for creating and implementing a
process, to include the majority of CERT staff, by which the annual
budget is created, and submitting it to the CERT School Board for review
and to the MCSC BOD for approval.

2. The budget includes revenue and expenditures for the specific programs
and activities of CERT.

-18-



CERT Operations Manual

3. The annual budget and any modifications to same must be approved by
the MSCS BOD.

4. The budget lists expenditures by category and revenues by funding
source (i.e. food service, private donations, public or private grants,
school fees).

5. Monthly budget status reports (actual versus budgeted revenues and
expenditures) are provided to the ED and the MCSC Board of Directors

Treasurer.

6. The ED, with approval from the MCSC BOD Treasurer, may reallocate
expenditures within the budget so long as such reallocation does not
violate the terms of a grant program or charter school regulation and is
consistent with the mission of the school.

Receipts

1.

Checks received are immediately stamped or endorsed as “For Deposit Only” for
CERT. Checks received via mail are endorsed by the individual opening the mail.

A pre-numbered cash receipt is prepared for all cash and checks received. The
cash receipt lists the date of receipt, payee, amount, purpose and account code
to which the receipt is to be recorded.

Cash receipts are deposited on a daily basis in CERT's official bank unless the
amount of receipts for the day is insignificant. Amounts not deposited are held in
a locked safe or cabinet and added to the deposit for the next day. No amount of
cash is left in the school over a weekend or during school breaks

A deposit slip listing the total amount of cash and checks is prepared in duplicate
by Finance. Documentation for ail cash and checks (i.e. check copies,
accompanying letters and a batch or transmittal report) is attached to the CERT
copy of deposit slip. A calculator tape of check amounts, including the total
number of checks, accompanies the bank deposit slip.

All cash receipts are entered into the computerized accounting system on a daily
basis using proper accounting codes.

The FM periodically, but not less than twice per year, conducts an internal audit
on deposit procedures. The audit is based on a sample of deposits, cash receipts
and proper recording of transactions in the accounting system. Variances, if any,
are reported to the ED.
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Purchasing

1.

Purchases may be made by direct purchase, credit card or purchase order as
prescribed herein. A school credit card, in the name of the ED, may be issued
with Board approval.

Requests for purchases are made in writing using a Purchase Requisition form.
The person preparing the form shall indicate special handling, such as the need
for a check to accompany the purchase order, if there is a special funding source
for the expenditure and the account code to be charged.

Purchases must receive the appro'priate prior approval (under $75,
Administrative Assistant and over $75, ED).

Capital items costing greater than $1,000 and not included in the annual budget
require bids and approval by the MCSC BOD.

Prior to approving a purchase of over $75, the ED:

a. Determines that the item being requested is necessary for the program
and there is not a suitable substitute item already available.

b. Determines if funds are available in the budget.

c. Determines if the expenditure is permitted in accordance with the source
of revenues that will be used to pay for purchase.

d. Assures the proper account code is affixed to the documentation.

e. Determines if bids or quotes should be requested.

Bids or quotes are required for any purchase of a single item that costs greater
than $1,000, any purchase of bulk items when the total cost is greater than $250,
or any capital item. Bids or quotes are encouraged for all purchases.

All packing slips, receipts or other paperwork related to a purchase are signed,
dated and forwarded to the ED by the individual accepting delivery of goods.
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Disbursements

1. Allinvoices received by incoming mail are stamped with the date received,
logged and available to the FM for review.

2. Invoices are forwarded to the ED for approval. The ED shall assure the invoice is
for an approved purchase and attaches documentation such as a copy of the
purchase requisition or delivery/packing slips. Differences in prices or quantities
are investigated prior to approvai.

3. The ED forwards approved invoices, with documentation, to the FM for payment.

4. Payment are made by check/credit card only, unless peity cash.

5. The FM is responsible for blank checks and will assure they are kept in a locked,
secure place.

6. All checks are pre-numbered and used in sequence.

7. Upon payment, invoices are stamped "Paid” and include date of payment.

8. Checks are only made payable to a specific vendor/payee and not to “Cash” or
"Bearer”.

9. Two signatures, as specified by the MCSC BOD, are required on checks over a
predetermined amount. Signatures are never to be applied to blank checks.

10. A duplicate copy of checks, attached to original documentation, are filed
alphabetically by vendor name.

11. The FM records all checks in the computer system.

12. Voided checks are marked "VOID”, recorded in the computer system and filed.

13. In no event are checks:

a. Prepared unless these procedures are followed
b. Prepared without back-up documentation
c. Signed blank
d. Made out to *Cash” or “Bearer”
e. Prepared on oral authorization
15. The FM periodically, but not less than three times per year, conducts an internal

audit on check writing procedures. The audit is based on a sample of checks
written, including examination of source documents and proper recording of
transactions in the computer system. Variances, if any, are reported to the ED.
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roll

Payroll is bi-weekly on Friday, for a total of 26 per year. Generally employees
receive pay on the first payroll following the completion of a full pay period. (i.e.
payment for the pay period that ends on the 2™ Friday of the year is made on the
pay period that ends on the 4" Friday, or, a two week delay)

Upon receiving his or her check, employee will be required to sign the payroll log
as proof of receipt.

Every employee, upon hire, is given a contract or letter of employment specifying
their wages and benefit eligibility, signed by the ED. Every employee who
terminates employment for whatever reason is requested to submit a letter of
resignation or retirement. If the employee does not or cannot submit the
resignation or retirement letter, the ED shall send the employee a letter
acknowledging the end of the employment relationship. The original of the
contract or letter of employment and a copy of the letter of resignation or
retirement will be maintained in the employee’s personnel file with a copy sent to
the FM.

Any change in pay rate, hours or benefit eligibility shall be effective only if
approved in writing by the ED and sent to the FM.

The FM assures that any position for which someone is hired is included in the
budget approved by the MCSC BOD.

The FM assures that wages, hours and conditions of employment are consistent
with approved Employee Handbook provisions.

The FM is responsible for assuring that each new employee completes Forms W-
4 and -9 and appropriate benefit enrollment forms. The FM is responsibie for
assuring that these forms are filed in the employee's personnel file along with
copies of required substantiating documentation (i.e. copy of Social Security card
or Wisconsin drivers license)

The FM creates a payroll record of new hires and terminates (retire in the
computer system) employees who resign. Contracted employees are set up to
receive their pay in accordance with their contract terms. Hourly employees are
set up to be paid when hours are posted.

Employees are responsible for completing a bi-weekly time record showing hours
worked and or hours/days of absence. The employee signs and dates the
timesheet, attesting that the information is true and correct, and submits to their
supervisor,

An employee’s supervisor reviews each record and, if accurate, signs, dates and
submits to Finance.
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( Payroll continued

11. The FM gathers payroll information and assures proper signatures and
approvals.

12. Hourly information is entered in the computer system.

13. The FM runs a "trial payroll” and verifies that all contracted and hourly payments
are accurate.

14. When the “trial payroll” is complete and accurate the FM prepares a final report
to be reviewed and approved by the ED.

15. There are no payroll advances.

16. Payroll direct deposits are not prepared unless appropriate procedures are
followed and back-up documents are in place, nor are they to be prepared on
oral authorization.

17. Claims for unemployment are processed by the FM after review and approval by
the ED.

18. The FM is responsible for timely and accurate submittal of payroll taxes and
( payments for employee benefits.

19. The FM assures personally identifiable information is kept in a secure and locked
place and that only individuals with a legitimate need to have access to such
information are permitted access.

20. The FM periodically, but not less than monthly, reconciles payroll records with
the general ledger and assures that payroll tax withholdings have been properly
transmitted. The reconciliation is based on contracts/letters of employment,
letters of termination and other approved payroll documents. Variances are
reported to the ED.
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Travel and Expense Reimbursement

1.

All travel and other reimbursable expenses incurred by employees must be
approved in advance by ED.

Reimbursement for travel and expenses is based on a properly prepared
expense claim form signed by the employee and approved by the ED. The
maximum reimbursement is limited to the original amount approved.

The cost of meals is reimbursed only when an emplovee is on travel status. Meal
expenses are reimbursed, unless approved in advance at a higher rate, at the
following rate:

o Breakfast $7

© Lunch $10

o Dinner $15

Reimbursement for auio mileage is made at the rate established by the {RS and
stated within the approved budget.

Reimbursement for lodging or travel by common carrier is based on receipts
submitted and attached to the expense claim form and is subject to the maximum
amount approved in advance.

Reimbursements are made by separate check prepared in accordance with
Disbursements section or may be added to the employee’s payroll direct deposit
at the discretion of CERT.

Requests for travel/expense advances must be submitted in writing and
approved by the ED or MCSC BOD Treasurer.

< If a travel advance is approved, a check is prepared in accordance with
the Disbursements section and drawn against the “Travel Advance”
account in the general ledger.

< Receipts for actual expense must be turned in by employee at end of
travel.

=% Advances will be reconciled within seven business days of end of travel.

= If the amount of the travel advance is greater than actual cost, the
employee must repay the school the excess amount prior to the end of
the month. Failure to pay will result in a deduction from employee’s
paycheck.

% The FM will prepare the necessary journal entry to reclassify an approved
travel advance to the appropriate expenditure account(s).
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Petty Cash

1.

CERT may, upon approval of the FM, establish a petty cash fund, including a
change box, in an amount not greater than an amount estaktlished by the MCSC

BOD.

2. If established, the petty cash fund shall be maintained by the FM, or designee.

3. Any payment from petty cash shall be evidenced by a written receipt signed by
the recipient of the payment and the FM or designee. The written receipt shall
include the date, reason, amount and account code to be charged and, when
possible, accompanied by the purchase receipt.

4. The petty cash fund may be replenished any time that the total cash available is
less than 50% of the total amount approved. The petty cash fund is closed at the
end of the school year and may, with approval of the ED, be reopened the
following year.

Consultants

1. Written contracts clearly defining work to be performed will be maintained by the
ED, or designee, for all consultation or contracted services.

2. Approval by the MCSC BOD is required for all consultants

3. Consultant services will be paid for as work performed and only upon receipt of

an invoice.

Bank Reconciliation

1.

Bank statements are received directly by the FM who prepares a timely
reconciliation of the bank balance to the balance shown on CERT's books.

Paid checks are examined for signs of fraud or misappropriation

An itemized list of all reconciling items is retained and made available to the
MCSC BOD Treasurer upon request.

The FM will follow up regarding any check outstanding greater than 60 days (30
days for payroll). He or she will contact payee for explanation or checks.

Outstanding checks greater than six months may be removed from the records
upon approval of the MCSC BOD.

Variances found during reconciliation process are reported to ED.
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Property
1. The FM, with assistance from other staff, prepares and maintains an inventory of

property (real estate, furniture, fixtures and equipment) with an acquisition cost of
$100 or higher and an estimated useful life of one year or greater.

2. The FM assures the purchase of a capital item is recorded on the inventory when
received and reports inventory changes to the insurance carrier as required.

3. A physical inventory is made at the beginning of each school year on forms
prescribed by the FM.

4. The FM will immediately advise the ED of any loss, theft, misuse, damage or
destruction of property and file claims with the insurance carrier as appropriate.

5. The property inventory is maintained in a safe place and serves as evidence in
thie event of loss of property for insurance claims.

6. The property inventory is provided to the school’s casualty insurer for purposes
of established proper insurance coverage, as required.

7. An adequate inventory of supplies, as determined by the ED and FM, is
maintained and monitored by the FM. Replenishment of supplies is done in
accordance with the Purchasing section.

leases
1. Legal counsel will review lease agreements prior to submission to the MCSC
BOD for approvai.

2. Lease agreements are executed and administered by the ED following MCSC
BOD approval.

3. Leases for equipment and facilities correspond to school year when possible.

4. Copies of lease agreements are kept on file by FM.

5., Lease agreements shall include a non-appropriation clause, such as "All
obligations of CERT under this lease shall terminate upon termination of funding

to CERT from funding source used under this lease agreement” whenever
possible.
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Risk Management and Insurance

1.

Casualty insurance coverage at limits approved by the MCSC BOD are
maintained for the following:

Worker's compensation

Property insurance on facilities and equipment

Auto for CERT and non-CERT vehicles, including under and uninsured
coverage

Boiler and machinery for owned buildings, if applicable

General liability

Educator's legal liability

Employee benefits liability

Other as required by lease agreements, if applicable

Other as required by the charter school contract with the City of
Milwaukee, if any

oo

—T@~oa

Insurance policies are maintained by the FM.

Insurance policies are reviewed by the FM, ED and a member of the MCSC BOD
with knowledge of insurance, prior to renewal.

Periodic risk assessment will be conducted by the school and plans to reduce
exposure to loss will be implemented as approved by the MCSC BOD.

Grants and Contracts

1.

Requests to solicit grants or enter into contracts through local, state, federal or
independent agencies are to be approved in advance by the ED.

The FM and ED shall consider requirements for local matching funds and
sustainability of objectives of a grant in the decision to approve the request. The
ED may consuit with the FM on fiscal matters related to the grant application.

Final grants and contracts shall be approved by the MCSC BOD.
The ED, working with the FM, will do the following:
a. Assure documentation necessary to support budgets and financial
transactions related to same are maintained and properly filed.
b. Assure grant and contract revenues are used only as permitted under the

terms and conditions of the approval.
c. Supervise preparation of claims for reimbursement.
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ations, Gifts and Fundraising

Acceptance of gifts, with related restrictions or requirements, is approved by the
ED when such restrictions or requirements are consistent with the mission of the
school and does not conflict with regulations or requirements of other funding
sources or agencies.

A record is kept of donations, including but not limited to the donor name(s),
amount, date, and restrictions.

Donations of at least $250 or more are acknowledged to donor pursuant to IRS
regulations.

Donations are accounted for in conformance with established procedures and as
required by Generally Accepted Accounting Principles.

The ED, working with the FM, will establish procedures to assure donation and
gifts are used as intended by the donor.

Fundraising of any kind must be approved by the FM and ED and only when the
activity is consistent with the mission of the school and does not conflict with
regulations or requirements of other funding sources or agencies.

orting

The FM prepares or supervises the preparation of fiscal claims in a timely
manner. The food service vendor has primary responsibility for preparation of
claims for food service reimbursements and provides to FM. All reports are in
compliance with regulations of the Child Nutrition Program.

The ED reviews all claims and reports prior to signing and submitting.

The FM prepares or supervises the preparation of monthly budget reports, grant
reports (when necessary), interim financial reports and year-end financial
statements.

The auditor prepares the annual tax report, Form 990, Return of Organization
Exempt from Income Tax, all of which shall be reviewed by the FM & ED and
signed by the ED.

The FM will advise the school of pending changes in reporting requirements and
the fiscal and operational implications of such changes, if any.
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Student Information

Accurate counting and reporting of students in conformance with Department of Public
Instruction (DPI) regulations is necessary to receive and retain state and federal aid to
which the school is entitled. These procedures help to guarantee that students are
counted and reported accurately.

1.

Students are required to provide evidence of residency in the City of Milwaukee.
For minors, this will be evidence of the address of their parent or guardian.
Acceptable forms of evidence include but are not limited to a utility bill, driver’s
license, or rent receipt.

CERT secures evidence of age of enrolled students (i.e. birth certificate).

The FM maintains a roster of students, such roster to capture all data necessary
to meet reporting and audit requirements of DPI. The following student data is
maintained:

Name and address
Parent / Guardian name(s)
Date of birth

Grade in which enrolled
Date of enrollment
Attendance data

e eqCe

The FM, with assistance from other staff, captures student aitendance data as
necessary to prove enrollment for purposes of counting students for state and
federal aid. '

The FM prepares and files student count reports showing enrollment on the 3¢
Friday in September and the 2™ Friday in January. If the school is not in session
on either of these dates, the FM will file a request for an alternate count date with
the State Superintendent of Public Instruction.

The FM prepares reports of students with disabilities enrolled in the school as of
December 1 of each year.

The FM assures that the food service vendor creates and maintains appropriate
procedures to protect the identity of students eligible for free and reduced
lunches.

The FM assists CERT in developing procedures to safeguard protected student
information. :
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Methods to Insure Parental Involvement

Parent Involvement Overview

Parental involvement is one of the most important things that a school can develop.
Parents and families know their children the best—know what they thrive at doing and
know what they need help with. Creating an environment where parents feel welcomed
and often attend events is one of CERT’s highest goals. Parents foster the learning
environment in the home and are links to valuable community resources.

Parents of CERT students will be engaged from the beginning. In order for the student to
enroll a parent or legal guardian must:
+ Sign the CERT High School Admission Application
s Attend one New Student and Family Orientation
» Review and sign off saying they read/agree with the Student/Parent Handbook
» Be present at school for at least eight separate locations that are to include one
meeting per quarter about their student’s learning plan/progress {four) and one
public exhibition of their child’s portfolic per quarter {four). Parents will be
expected to give constructive criticism to help both their child and other children
in the educative process.

To keep parents apprised of upcoming important dates that may require their presence
CERT will send out a monthly newsletter. To keep parents apprised of their child’s
grades CERT will send out a quarterly progress report that must be signed and returned.
Parents are welcomed in the school at all times and will be able to join parent, support
and school volunteer groups.

As CERT is dedicated to parents, guardians and families staff will do their best to keep
everyone connected. This will begin by fostering open communication during New
Student and Family Orientation. In August, just before school starts, the Learning
Through Internships (LTI), Transitions and Parent Coordinator along with the child’'s
advisor will set up a meeting with the parent{s) or guardian to discuss the student that
will be attending CERT. This meeting will preferably take place at the
parent/guardian/student’s residence and be thought of as a further opening for
communication. CERT wants parents to feel as if they can contact their child’s advisor at
any time and ask about progress. This meeting will also allow the advisor to get an idea
of what the student is interested in and how they leam best. This meeting will give the
LTI, Transitions and Parent Coordinator an idea of what internships might be interesting
to the student and have the opportunity to promote the monthly family activities to build
the school community.
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Family Activities
Possible examples of family activities are as follows, but not limited to:

Month Family Activity Brief Description
August Weicome Breakfast The whole family is welcomed to the facility for breakfast and a tour.
September Open House (weekt) ‘l:z;?(mes can visit the school to get a glimpse of their students first pieces of
Mom can drop student off, eat 2 muffin and join their child for the Pick Me
Up.
Muffins for Mom (week 2) *The Pick Me Up is first thing every morning and revolves around
announcements and community-building exercises.
Doughnuts for Dad {week 3) B;xd can drop the student off, gat a muffin and join their child for the Pick Me
Held on a weeknight right after school in a local park-staff, students and
Grandparents BBQ (week 4) grandparents will BBQ/share experiences.
Families, students and staff will gather to discuss drugs and the paths it can
October Drug Awareness Pancake Breakfast lead you down.
. Each student will be assigned to make an "exhibit" of a culture they are
November Cultures Museum Night unfamiliar with and display it for visitors.
Families, students and staff will gather to celebrate the holiday. *
December Holiday Secret Santa Party *If they choose to do so, participants can bring a gift from the doHar store
wrapped and join the raffle.
. Families, students and staff will gather to celebrate the students’
January Spaghetti Supper achievements thus far.
. . Students will watch a movie with their parents thaf they read together during
February Books and Movies Night the Literacy Circle.
. Students can bring their parents to school. Parents will be expected to
March Parents in Sneakers compiete assighments as their child does.
April Art and Poetry Slam Students will share their talents in the art and literature fields.
May Friday Night Auction Students will make items and put them up for auction.
June Real Life Fair Students will research jobs they would like to have and make an exhibit for

it. Also, parents will volunteer to come in and speak about their careers.
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9345 Dunkelow Road

(262) 8804811

Chris Litzau

Experience

Education

Accreditations

2000—Present Milwaukee Community Service Corps
Executive Director

» Responsible for administration of non-profit job training agency

» Instructor for Employment Connections class, Lead-Safe Worker
certification, Hazardous Waste Operations and Emergency Response
certification, drivers education, homebuyer education and personal
finance, and OSHA forklift certification

* Integrating curriculum founded on construction, manufactuting and
building trades industry '

1988-2000 Milwaukee Community Service Corps
Development Director '
« Responsible for neighborhood revitalization and development activities

» Program oversight for U.S. EPA brownfield remediation job training
program

19951908 Milwaukee Housing Assistance Corporation
Development Director

« Expedited development and management of affordable housing and
supportive service programs

2003-Present University of Wisconsin-Milwaukee
= Baccalaureate Program, Exceptional Education

1988-89 University of Wisconsin-Madison

» Completed coursework for Master of Science in Real Estate Valuation
and Investment Analysis

1987 University of Wisconsin-Madison

= Bachelor of Business Administration, Real Estate, Finance and Urban
Land Economics

Train-the-trainer Hazardous Waste Operations (29 CFR 1910.120),
accredited Wisconsin Department of Health & Family Services Lead-
Safe Worker trainer, certified Homebuyer Counselor.



Professional Biographical Information
Christopher Litzau

Christopher Litzau serves as the Executive Director for the Milwaukee Community
Service Corps (MCSC), an urban youth corps program that engages young adults aged 18
to 23 in community service and public infrastructure development projects. After
completing his Bachelor of Business Administration degree at the University of
Wisconsin-Madison, Mr. Litzau enrolled in the university’s graduate program in Real
Estate Development and Urban Investment Analysis. He studied under the direction of
the late Professor James Graskamp, and subsequently traveled to Minneapolis where he
assisted Project For Pride In Living with the non-profit agency’s redevelopment
initiatives. He returned to Milwaukee in 1990 to accept a project management position
with the Toldt Hennessy Group, a for-profit real estate development company that was
pioneering the use of low-income housing tax credits in Wisconsin. Five years later, Mr.
Litzau joined the Community Development Corporation of Wisconsin as the
Development Director. He assembled more than 20 real estate development projects
using all facets of creative financing, including low income housing tax credits, historic
tax credits, and federal Low Income Housing Preservation (LIHPRA) funds. Mr. Litzau
was recruited to MCSC in 1998 to serve as the Development Coordinator, and became
Executive Director in 2000.

In 1998, Mr. Litzau served as project manager for the Milwaukee Community Service
Corps’ brownfield remediation job training program to train and engage minority and
under-represented young adults for careers in the environmental industry. He presented
the successes of MCSC’s EPA Brownfields Remediation Job Training Program at the
1999 national Brownfieclds Conference in Dallas, Texas, and then again at the
Brownfields 2000 Conference in Atlantic City he and his team presented on a concept of
sustainability for brownfields remediation job training. For the Brownfields 2002
Conference in Charlotte, North Carolina, he presented the Milwaukee Community
Service Corps’ initiative to promote the widespread commercialization of
phytoremediation. Mr. Litzau presented at the 2003 International Economic
Development Council Brownfields Conference, and the 2003 EPA Region V “Nuts and
Bolts” seminar on brownfield redevelopment. He recently completed the publication of
BlueGreen Magazine—an effort to promote the ecological image of greater Milwaukee
for recruitment and retention of professional talent-—on behalf of the Milwaukee
Community Service Corps.
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Name Litzau,Chrisiopher James Uw - MILWAUKEE UNDERGRADUATE Requested By WEB1 29-ALG-2007
Campus 1D 990-59-1727 ACADEMIC RECORD/CREDIT EVALUATION Page 1
Birthdate 06-JUL-1964 CAMPUS COPY
LW Madison Madison Wi Advisor(s)  Nancy Rice
Education Non-Degree ! Post Baccalaureale Teacher Certification ! Exceptional Education: Cross Categorical Special Education, Early Adolescence - Adolescence Nancy Rice
Ryan Durrant
«—Academic History---
Program Education Non-Degree
2004-05-20 Post Baccalaureate Teacher Certification
Exceptional Education 6-12
2007-01-18 Post Baccalaureate Teacher Cerificalion
Exceptional Education: Cross Categorical
Special Education, Early Adolescence -
Adolescance Spring 2007 UwWM Credit -
EXCEDUC 587 Teaching Experiance I} 3.00 B+ 49.99
--—~External Degreg— Term GPA:  3.330 GPA Credit: 3.00 Progress Credit: 3.00 9.99
UW Madison Cum GPA: 3813 Cum Tolals: 16,00 Cum Totals{Degree): 16.00 61.00
1987-05-17  Bachelor of Business Admin. )
UW Madison® 2007-05-30 No Aclion
2004-04-13  none
' Fall 2007 WM Credil
Summer 2004 UWM Credit EXCEDUC &88 Teaching Experience I 3.00 P 0.00
EXCEDUC 680 Literacy | 3.00 A 12.00 Term GPA:  0.000 GPA Credit: 0.00 Progress Credit: 0.00 0.00
Term GPA:  4.000 GPA Credit: 3.00 Progress Credit: 3.00 12.00 Cum GPA: 3813 Cum Totals: 16,00 Cum Totals{Degree): 16.00 £1.00
Cum GPA:  4.000 Cum Totals: 3.00 Cum Tolals(Degree): 3.00 12.00
2004-10-07 Mo Action
Summary
CUM GPA CREDITS 16.000
Fall 2004 LW Credit CUM DEGREE CREDITS 16.000
EXCEDUC B35 Curric Accomm |: Middle/High 3.00 A- 11.01 CUM GRADE POINTS 61.000
EXCEDUC 671 Bhyv Suprtfintv-Mid/Hgh Disablt 3.00 A 12.00 UNDERGRAD GPA 3.813
Term GPA:  3.835 GPA Credit: 6.00 Progress Credit: 5.00 23.01 Effective: 05-09-2005 ’
Cum GPA:  3.890 Cum Totals: 9.00 Cum Totals{Degree): 9.00 35.01 =+ DP} approval of PPST exemption per prior pre~1987 rule.
2005-01-08 No Aclion ---Test Results-—
PRAXZ 20146 2005-06-11 167
Placement:  Middle School Satisfied Level: 20
Spring 2005 UWM Credit
EXCEDUC 838 Curr Acc |I: Adaptive-Mid/High 2.00 A 8.00
CURRINS 552 Sec Schl Math Iss-Ex Ed Teachr 1.00 A 4,00 Litzau,Christopher James
CURRINS 8§00 Waorkshop in Curriculum & Instr 1.00 A 4,00 9345 Dunkelow Rd
Course Tapic{s): Issu-High School Sci: Tehg/Lim Franksville Wl 531259105
Term GPA:  4.000 GPA Credit: 4.00 Progress Credit: 4.00 16.00 262/B80-4811
Cum GPA:  3.924 Cum Totals:  13.00 Cum Totals{Degree): 13.00 51.01 CLITZAU@UWI.EDU

THIS IS NOT AN OFFICIAL UNWVERSITY TRANSCRIPT

IF COURSES IN PROGRESS INCLUDE ANY REPEAT OF PREVIOUS COURSEWORK, STATED
GPA MAY NOT BE ACCURATE

-=End Of Filg--
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08129107
Accrual Basis

(

Milw. Comm Svs Corps, Inc.

Balance Sheet
As of December 31, 2006

Dec 31, 06
ASSETS
Current Assets
Checking/Savings
1002 - US Bank Checking 3475 766.64
1020 - Bank One Operating Acct 8162 3,416.18
1022 - Bank One YD 9731 38,613.01
1024 - Bank One MM 9723 7,387.189
1026 - Guarantee Bank (Perez) 50.75
1051 - Petty Cash 200.00
Total Checking/Savings 50,433.75
Accounts Receivable
1205 - Grants Receivable 14,244 .98
1309 - Accts Receivable & Allowance
1310 - Accounts Receivable 26,746.18
1311 - Allowance Doubtful Accts -746.09
Total 1309 - Accts Receivable & Allowance 26,000.09
1416 - Other Receivables 8,465.00
Total Accounts Receivable 48,710.07
Other Current Assets
1115 - Prepaid Assets
1120~ Auto & Vehicle Ins 3,614.01
1135 - Gen Liability & Umbrella 488117
1170 - Workers Compensation -1,293.40
1190 - Other 1,608.00
Total 1115 - Prepaid Assets 8,809.78
1250 - Pledges Receivable 12,000.00
Total Other Current Assets 20,809.78
Total Current Assets 119,953.60
Fixed Assets
1603 - Property,Plant & Equipment 350,950.80
1604 - Acc Depr-PPE -347.886.04
Tota! Fixed Assets 3,064.76
Other Assets
1440 - Loan Rec Corpshouse LP 248,848.76
1441 - Loan Rec¢ Corphouse Il 10,632.51
1446 - Loan-Historic Kilbourn Bldg LLC 400,000.00
1503 - Investment Corpshouse LP 1.00
1505 - Developer Promisory/NR Corpshse 24.807.00
1508 - 27th St Bldg 197,287.96
1509 - 22nd St Bldg 187,260.72
1510 - 25th St Bldg 32,251.21
1511 - 2745-47 N Buffum Street 479.30
Total Other Assets 1,101,568.46
TOTAL ASSETS 1,224,5686.82
LIABILITIES & EQUITY
Liabilities
Current Liabilities
Accounts Payable
2310 - Accounts Payable 65,775.52
Total Accounts Payable 65,775.52
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2:10 PM Milw. Comm Svs Corps, Inc.

08/29/07 Balance Sheet
Accrual Basis As of December 31, 2006

Other Current Liabilities
2205 - Unexp/Def Revenue
2205-03 - CDBG
2205-94 - LISC.
2205-99 - General

Total 2205 - Unexp/Def Revenue

2250 - Accrued Expenses

‘2405 - FICA/Medicare Payable
2406 - Fed Tax Payable

2407 - State Tax Payable

2408 - Ul Tax Payable

2410 - Child Support Withholdings

2502 - Constr Loan 1330 S 22nd St.

2550 - Construction Loan--27th St
Total Other Current Liabilities

Total Current Liabilities

Total Liabilities

Equity
3000 - Fund Balance
3900 - Retained Earnings
Net Income

Total Equity

TOTAL LIABILITIES & EQUITY

Dec 31, 06

5,371.99
12,832.00
17,500.00

35,703.99

16,104.65
2,479.32

1,328.33

762.00
540.90
- 69.46
128,685.00

58,463.19

244.136.84

309,912.36

300,912.36

§574,5658.40
262,607.53
77,508.53

914,674.46

1,224,586.82
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© 2:07PM Milw. Comm Svs Corps, Inc.

5304A - Acct, Audit & Payroll Procesing

08/29/07 : ' Profit & Loss
Accrual Basis January through December 2006
Jan - Dec 06
Ordinary Income/Expense
Income
4000 - Grant Revenue 324,210.76
4005 : Fee For Service 356,679.35
4010 - Contributions Income 242,826.82
4015 - Interest Income £80.10
4020 - Miscellanecus Income 459.02
4030 - In Kind Revenues 1,656.25
4050 - Sale of Properties 124.82
Total Income 926,547.12
Expense
5099 - Corpsmember Expenses .
5100 - CM Wages 137,163.91
5101 - CM FICA/Medicare 10,493.25
5102 - CM Workers Comp 1,517.89
5111 - CM Health Screening/Test 730.39
5121 - CM Incentives 81.49
5122 : CM Misc Exp 2,035.30
5126 - CM Safety 1,313.44
5135 : CM Training/Tuition 180.00
5145 - CM Uniforms 1,484.34
Total 5029 - Corpsmember Expenses 155,000.01
5199 - Staff Expenses
5200 - Staff Salaries & Wages
5200A - Admin 58,390.06
5200E - Education 128,855.31
. 5200W - Work Project 192,338.76
( Total 5200 + Staff Salaries & Wages 379,584.13
5201 - Staff FICAfMedicare
5201A - Admin 4,628.64
5201E - Education 9,685.51
5201W - Work 14,711.27
Total 5201 - Staff FICA/Medicare 29,035.42
5202 - Staff Workers Comp
5202A - Adm 747.29
5202E - Ed 1,565.74
5202W - Work 2,250.95
Total 5202 - Staff Workers Comp 4.563.98
5203 - Ul Expense |
5203A - Adm 1,598.96
5203E - Ed 4,919.09
5203W - Work 6,469.59
Total 5203 - Ul Expense 12,687.64
5210 - Staff Health & Dental
5210A - Adm 14,917.51
5210E - Ed 30,169.42
5210W - Work 14,997.24
5212 - HSA Expense
« 5212A - HSA Expense Adm 3,750.00
5212E - HSA Expense Ed 3,625.00
5212W --HSA Expense Work 5,250.00
Total 5212 - HSA Expense 12,625.00
" Total 5210 - Staff Health & Dental 72,709.17
Total 5199 - Staff Expenses 498 880.34
- 5300 - Other Operating Expense
12,5653.45



2:07 PM

08/29/07
Accrual Basis

-

Milw. Comm Svs Corps, Inc.

Profit & Loss
January through December 2006

5313 - Advertising & Marketing

B8313A - Advertising & Marketing Adm
5313E - Advertising & Marketing Ed

Total 5313 - Advertising & Marketing

5329A - Bank Charges Adm

5330A - Business Meeting Exp Adm
5331 - Communication Exp :

5331A : Communications Exp-Adm
5331W - Communication Exp Work Projects

Total 5331 - Communication Exp

5332A - Computer Upgrades & Repairs Adm

5333A - Conferences Adm

5337 - Contracted Services
5337A - Contracted Services Adm
5337E - Contracted Services ED

Total 5337 - Contracted Services

5339W - Crew Equipment-Work
6340A - Direct Depreciation Adm
5341A - Alloc Depr Exp Adm
5342E - Education Tools-ED
5344W - Equipment Rental-Work

5347A - Insurance Title/Owners Adm

5349A - Insurance D & O Adm
5354A - Insurance Fidelity Adm
5356 - Builders’ Risk Insurance
§357A - Insurance Gen Liability Adm
B8359E - Instructional Material ED
5360A - Interest Exp Adm
B5365A - Legal Fees Adm
5366 - License Fees
6366A - License Fees Adm
5366E - License Fees Ed
5366W - License Fees Work

Total 5366 - License Fees
8370 * Maitenance & Repairs

5370A - Maintenance & Repairs Adm
§370W - Maintenance & Repairs Work

Total 5370 - Maitenance & Repairs

5375A - Membership Fees Adm
5385A - Misc Expense Adm
5§390A - Office Supplies Adm
5395A - Postage Adm
5400A - Printing Adm
5405A - RE Taxes Adm
5410A  Rent Adm
5411A - Security Exp Adm
5415 - Staff Training
5415A - Staff Training Adm
5415E - Staff Training ED

Total 5415 - Staff Training

'5420W - Subcontract Expense Work

5425A - Telephone Adm

5430 - Travel Local
5430A - Travel Local Admin
5430E - Travel Local Ed
5430W - Travel Local Work

Total 5430 - Travel Local

Jan - Dec 06

9,962.66
10,251.48

20,204.14
1,710.04
241.13

183.56
4,600.47

4,784.03
9,278.44
2,795.53

6,668.20
69,431.37

76,099.57

1,003.73
3,331.39
809.17
647.73
898.19
876.00
2,015.00
788.00
843.00
29,133.42
656.92
13,1792.13
429.25

121.00
225.00
870.20

1,216.20

1,063.18
4,796.96

5,860.14
2,680.00

3,536.57

2,785.12
1,388.54

386.86
2,98613
6,396.00
1,384.10

2,000.00
50.00

2,050.00

56,282.24
5,691.84

1,823.13
989.60
323.07

3,235.80
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Accrual Basis

- 2:07 PM

08/29/07

.

Milw. Comm Svs Corps, Inc.

Profit & Loss
January through December 2006

Jan - Dec 06
54454 - Utilities Adm 1,372.43
5451W - Vehicle Insurance Work 13,977.92
5452W - Vehicle Fuel Work 12,657.74
5453W - Vehicle Repair & Maintenance Wo 10,389.83
5458W - Work Permits 31.38
5460W - Work Project Supplies 74,274.75
Total 5300 - Other Operating Expense 390,699.85
6999 - Uncategorized Expenses 0.00
Total Expense 1,044,580.20
Net Ordinary Income -118,033.08
Other Income/Expense
Other Income
6100 - Capitalized Bldg Pd by Grant 135,879.20
6150 - Cap Bldg Exp Unpaid by Grant 131,061.67
Total Other Income 267,040.87
Other Expense .
6000 - Loss (Gain) on Equip/Other Tran 71,499.26
Total Other Expense 71,499.26
. Net Other Inceme 195,541.61
Net Income 77,508.63
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Certification Emergency Response Training Five-Year Operaing Budget

Enrollment Assumptions Students a0 40 60 . 100 120 120
Facility Area Required {square feet) |. Year 1-A 3,000 Year 1-B 3,000 Year 2 6,000 Year 3 10,000 Year 4 10,000 Year 5 10,000
Revenue Assumpticns '08-'09 Per Student Per Studenl Per Student Por Student Pel Student Per Studeot
DP] Per Pupil Revenue $ 7606935 230070 |8 7,669 [ & - 306,760 | | $ 7,669 | % 460,140 | | § 7,660 |$ 766,000 | (& 7,669 [$ 920,280 | | & 7,669 | § 920,280
SPED Revenue E3 837 (& 25,100 & 628 (& 25,100 4 837 |8 50,200 4 1,004 |$ 100,400 & 837 |$ 100,400 k] 837 |$ 100,400
TALC Imiplementation Grant ] - & 100000 |8 - $ 100,000 [3 - 8 - (3 - S - 8 - $ - 8 - E3 -
Cther Grants 5 - 8 - s - 3 - 5 - $ - 5 - E - 8 - 5 - $ - & -
Food Service 3 L3778 11,310 | 1 & 377 | 8 15,080 | | 8 377 (8 22620 | [$ 377 | & 37,700 | [ 8 377 | & 45,240 | 1 $ 377 | % 45,240
Interest Income E - |8 - $ - 3 - 3 - & - 3 - $ - 8 - 8 . 5 Rk -
Total Revenue 3 12,216 |8 366480 | | $ 11,173 |8 446,940 | | & 13,324 | $ 532,960 | [ 5,050 [$ 905000( |8 8,883 [ & 1,065920 ¢ |$ 8,883 | § 1,065,920
Expense Assumptlons
Administrative Expenses
Salaries [sce supporting schedule) $ 1870 | & 56,087 | | $ 140218 56,087 | [ % 1,028 | & 61,666 | |8 728 | 8 72,799 | 1 & 746 [ & 89,511 [§ T46 | S 89,511
Fringe Benefits [see supporting schedule) ] 573 | & 17,190 | | & 430 1§ 17,190 | [ § 327 | $ 19,594 | | & 2494 | § 24390 | | $ 263 | & 31,590 ) [ & 263 | 8 31,590
Facilities Rent 3 600 | 3 18,000 $ 450 | $ 18,000 E 600 | 36,000 3 600 | & 60,000 $ 500 | & 60,000 3 500 |8 60,000
Utilities ] 200 | $ 6,000 | | & 150 | $ 6,000 | |$ 200 | & 12,000 | | $ 200 | $ 20,000 | | & 167 | & 20,000 | | $ 167 |8 20,000
Facility Maintenance/Repairs & 100 | $ 3,000 $ 75 % 3,000 ) 100 | & 6,000 $ 100 (S 10,000 ] 83 |8 10,000 & 83 |5 10,000
Accounting/Auditing/Payroll Expense & 200 | & 6,000 | | & 150 | 3 6,000 | | & 100 | $ 6,000 | | 8 7518 7,500 | | & 63|58 7,500 | |8 63 1% 7,500
Board Expenses 3 33 |3 1,000 | | & 25 | $ Looo | [ & 17 | % 1,000 | & 10]8 1,000 | § 88 1,000 | |8 8|8 1,000
Chartering Fees/Evaluation $ 833 | & 25,000 | | $ 663 | $ 26,500 | | & 153 | & 0203 | |8 153 | & 15338 | | 8 153 | 8 18,406 | | 8 15318 18,406
Depreciation Expense 3 00| 8 3,000 | |3 75 |8 3,000 | % 50 | & 3,000 (|3 7518 7,500 | | & 63 |3 T.500 | | & 63 |8 7,500
Furniture $ 167 | & 5000 | | 175 | $ 7,000 | | & 80 | § 4,800 | | $ 150 % 15000 | $ 83| & 10,000 | | & a3 |s 10,000
Insurance (Gen Liability, Fidelity, Vehicle) & 167 | & 5,000 | |3 125 | $ 5,000 | & 133 | 8,000 | |8 100} % 10,000 | | $ 83 |8 10,000 | | 8 83 (s 10,000
Legal Fees 3 67 | & 5000 | |$ 125 | 8 5,000/ | & 42 | & 2,500 | | 8 50| 8% 5000 | & 42 | 8 5000 | |8 42 | § 5,000
Marketing Expense [ 500 | 15,000 | | 3 375 |8 15,000 | | $ 42 | & 2,500 | | & 25| % 2,500 | | 21 |& 2,500 | |8 218 2,500
Postage ] 338 1,000 | [$ 25 [ $ 1,000 | [ & 338 2,000 |8 20| $ 2,000 | | $ 17 [ % 2,000 | |8 17 [ § 2,000
Printing 3 50 | § 1,500 | | 8 38 |8 500 | | & 50 | & 3,000 |8 30| 8% 3,000 | | $ 25| 8 3,000 | |8 25| 8 3,000
Short-Term Intercst . 3 46 | § 1,370 | | & 34| % 1,370 | | $ 30§ 1,808 | |8 22§ 2,192 | | $ 8% 2,192 | |8 18 |8 2,192
Telephone (Include DSL Line/2 Way Radio-Phone) ] 167 | & 5,000 | | § 125 | § 5000 18 83 | § 5,000 | | & 100 | $ 10,000 | | § 83| % 10,000 | | § 83 |8 10,000
Travel-Local [Mileage Reimbursement} B 50 % 1500 | | & 38 |5 1,500} | $ 33 |8 2,000 | 1§ 25| % 2,500 | | 2114 2,500 (8 218 2,500
Total Administrative Expenses $ 58558 175647 (S 4,479 | § 179,147 | | & 3,101 | § 186,071 | | % 2,707 [$ 270,719 | | & 2,439 |§ 202,608 | [ & 2,439 [§ 292,698
Ipstrmetional & Support Expenses
Salaries {see supperting scheduls) s L7718 53,125 | |8 2,328 | $ 93,125 | | § 2,885 |$ 173,125( | & 2,531 |$ 253,125 | | $ 3,100 | $ 373,125| (8 3,109 | & 373,125
Fringe Benefits (see supporting schedule) ] 451 [ 8 13,530 | | & 503 | 8 23,730 | | % 7361 8 44,130 | | % 645 | $ 64,530 | | § 793 | % 95,130 | [ 793 [ % 95,130
Special Education Salaries (see schedule) S 667 | & 20,000 | | § 500 & 20,000 | | $ 667 | § 40,000 | 1 $ 800 | & 80,000 || $ 667 | $ 80,000 | |5 867 | & 80,000
Special Education Fringe Benefits (see schedule] 3 170 | & 5,100 5 128 | & 5,100 $ 170 | & 10,200 3$ 204 | $ 20,400 $ 170 | $ 20,400 3 170 |8 20,400
Food Service $ 37718 11,310 | |$ 377 | § 15,080 | | $ 377 | 8 22,620 | | & 377 | 8 37,700 | | & R E] 45240 | | $ 377 | % 45,240
Licensing Fees ) 835 2,500 | | & 63 | § 2,500 | | $ 42 [ § 2,500 | | $ 25| $ 2,500 | | $ 21 [ $ 2,500 | |8 21 | $ 2,500
Professional Development Expense 3 332 |8 10,000 8 250 | § 10,000 E3 42 | & 2,500 $ w008 10,000 3 100 | & 12,000 $ 100 | & 12,000
Student Transportation 8 160 | $ 4,800 | | $ 160 | § 6,400 | | § 80 | & 4,800 | |8 128 | 8 12,800 | | % 125 | $ 15000 | | & 125 | $ 15,000
Subscriptions & Memberships ) 167 | $ 5,000 |5 125 | 8 5,000 | | $ 25 | & 1,500 | |$ 25| % 2,500 | $ 21| 8 2,500 | |8 21 |8 2,500
Technology S 83318 25,000 | |$ 625 | & 25000 | | $ 83 | § s000( 13 400 | & 40,0001 | $ 83 (3 10000 | 33 % 14,000
Textbooks/Curriculum 3 600 | & 18,000 | | & 600 | & 24,000 | | $ 83 | % s5000( |8 150 | & 15000 | | $ 83 3 10,000 { | & 83 | & 10,000
Total Instruetional & Support Expenses $ 561218 168364 |8 5748 |$ 220,934 | 14 5,190 | 311,375 | |8 5386 | § 538555 | 5540 |$ 665895 |$ 5549 |$ 665,895
Total Admnistration, Instructional & Support $ 11,467 |$ 344,011 | [$ . 10,227 |§ 409,081 |§ 8,291 |§ 497,446 | | 8 8,008 | § 809,274 | | $ 7988 |[§ 958,593 [ [§ 7,988 |$ 058,503
Contingency $ 229 | § 6,880 | | § 205 | § 8,182 | | $ 166 | $ 9,940 [ | § S00 | 50,000 | | & 417 | $ 50,000 | [ 417 | & 50,00¢
Total Expenses $ 11,696 % 3504891 (% 10432 [ & 417,263 | 1% 8457 |$ 507,394 |8 8,503 |$ 859,274 | |8 8405 |3 1,008,593} | & 8,405 | $ 1,008,593
Revenue overf(under] Expenses E] 520 | 15,589 3 742 | 8 29,677 $ 426 | § 25,566 $ 457 | 8 45,726 $ 478 | 8 57,327 $ 478 | $ 57,327




Certification Emergency Response Training Staffing Budget--Year 1A-1B

30 Students  Year 1 Heallh/
. 7.65% 1.936% 7.60% Dental
Base # pp Salary for FICA wC Ul Fringe Ben
Position Sal AmtPP  |to YE PercentFT  |% Incr Yr 2008 for Year for Year for Year for Year
Adm |Fiscal Manager 1,691.06 6,50 25% 0.00% 10,992 841 213 835 4,650
Adm |Office Manager 880.00 6.50 25% 0.00% 5,720 438 111 435 2,550
Adm |Principal 2,019.23 19.50 5% 0.00% 39,375 3,012 762 2,992 9,990
Ed.  |Principal 2,019.23 6.50 25% 0.00% 13,125 1,004 254 997 3,330
Ed |Teacher . 1,538.50 26.00 100% 0.00% 40,000 3,060 T4 3,040 10,200
Ed |8P Ed Teacher 1,538.50 13.00 50% 0.00% 20,000 1,530 387 1,520 5,100
AVE >>
TOTAL 9,686.52 129,211 9,885 2,502 9,820 35,820
% FTEs 3.00 300% 4] 0
) Total FB >> 58,026 300.0%
Summary Salaries F.B.
Adm 56,087 17,190
ED 53,125 13,530
Spec Ed 20,000 5,100
Total 129,211 35,820
40 Students Year 1 Health/
7.65% 1.936% 7.60% Dental
Base #pp Salary for FICA WC Ul Fringe Ben
Position Sal Amt'PP  |lo YE Percent FT % Incr Yr 2008 for Year for Year for Year for Year
Adm |Fiscal Manager 1,691.06 6.50 25% 0.00% 10,992 841 213 835 4,650
Adm |Office Manager 880,00 6.50 25% 0.00% 5,720 438 111 435 2,550
Adm  |Principal 2,019.23 19.50 75% 0.00% 39,375 3,012 762 2,992 9,990
Ed |Principal 2,019.23 6.50 25% 0.00% 13,125 1,004 254 997 3,330
Ed |Teacher 1,538.50 26.00 100% 0.00% 40,000 3,060 774 3,040 10,200
Ed |Teacher 1,538.50 26.00 100% 0.00% 40,000 3,060 774 3,040 10,200
SPED |SP Ed Teacher 1,538.50 13.00 50% 0.00% 20,000 1,530 387 1,520 5,100
AVE >>
TOTAL 11,225.02 169,211 12,945 3,276 12,860 46,020
% FTEs 4.00 400% 0 I
Total FB >> 75,101 400.0%
Summary Salaries F.B.
Adm 56,087 17,190
ED 93,125 23,730
“nec Ed 20,000 5,100
C ol 169,211 46,020 \_/




Certification muu.smumobn% Response Training Staffing Budget--Year 2-3

60 Students  Year 2 Health/
7.65% 1,936% 7.60% Dental
Base #pp Salary for FICA WwC Ul Fringe Ben
Sal Amt/PP  |to YE Percent FT  |% Incr Yr 2009 for Year for Year for Year ‘|for Year
Adm  {Fiscal Manager 1,691.06 8.67 33% 0.00%]| . 14,661 1,122 1,114 6,202
Adm |Office Manager 880.00 8.67 33% 0.00% 7,630 584 580 3,401
Adm |Principal 2,019.23 19:50 T5% 0.00% 39375 3,012 2,992 ©,990
Ed {Principal 2,019.23 6.50 ) 25% 0.00% 13,125 1,004 254 997 . 3,330
Ed  |Teacher 1,538.50 26.00 100% 0.00%% 40,000 3,060 774 3,040 10,200
Ed  |Teacher 1,538.50 26.00 100% 0.00% 40,000 3,060 714 3,040 10,200
Ed  |Teacher . 1,538.50- 26.00 100% D.DQK. 40,000 3,060 74 3,040 10,200
Ed |Teacher 1,538.50 26.00 100% 0.00% 40,000 3,060 714 3,040 10,200
SPED |SP Ed Teacher 1,538.50 26,00 100% 0.00% 40,000 3,060 714 3,040 10,200
AVE »>
[ TOTAL 14,302.02 274,791 21,022 5,320 20,884 73,924
% FT1Es . 6.67 667% 0 0
Total FB >> 121,149 666.7%
Summary Salaries E.B.
Adm ) 61,666 19,594
ED - 173,125 44,130
Spec Ed 40,000 30,200
Total 274,791 73,924
100 Students Year 3 Health/
7.65% 1.936% 7.60% Dental
Base # pp Salary for FICA WC Ul Fringe Ben
Position Sal AmtPP  {to YE Percent FT  |% Incr Yr 2009 for Year for Year for Year for Year
Adm  [Fiscal Manager 1,691.06 13.00 50% 0.00% 21,984 1,682 426 1,671 9,300
Adm |Office Manager §80.00 13.00 50% 0.00% -11,440 875 221 869 5,100
Adm  |Principal 2,018.23 15.50 5% 0.00% 39,375 3,012 762 2,992 9,990
Ed  |Principal 2,018.23 6.50 25% 0.00% 13,125 1,004 254 997 2,330
Ed |Teacher 1,538,350 26,00 100% 0.00% 40,000 3,060 774 3,040 10,200
Ed |Teacher 1,538.50 26:00 100% 0.00%| - 40,000 3,060 T4 3,040 10,200
Ed Hmmnrm_.. 1,538.50 26.00 100% 0.00% 40,000 3,060 774 u..OAc 10,200
Ed [Teacher 1,538.50 26.00 100% 0.00% 40,000 3,060 T4 3,040 10,200
Ed  |Teacher 1,538.50 26.00 100% 0.00% 48,000 3,060 T4 3,040 10,200
Ed |Teacher 1,538.50 26.00 100% 0.00% 40,000 3,060 774 3,040 10,200
SPED |5P Ed Teacher 1,538.50 26.00 100% 0.00% 40,000 3,060 774 3,040 10,200
SPED |SP Ed Tcacher 1,538.50 26.00 100% 0.00% 40,000 3,060 T4 3,040 10,200
AVE »>
TOTAL 18,917.52 405,924 31,053 7859 30,850 109,320
% FTEs 10.00 1000% 0 0
Total FB >> 179,082 1005.0%
Summary Salaries F.B.
Adm 72,799 24,390
ED 253,125 64,530
Ed 30,000 20,400
N 405,924 109,320 A




Certification Emergency Response Training Staffing Budget--Year 4-5

120 Students Year 4 ' Health/
7.84% 1.936% 7.60% Dental
Base  |fpp Salary for __|FICA- [we T Fringe B
Position " |Sal Ant PP |10 YE Percent FT % Iner Yr 2009 for Ycar for Year - ifor Year for Year
Adm  |Fiscal Manager 1,691.66 19.50 73% 0.00% 32,976 2,523 638 2,506 13,950
Adm  [Office Manager §80.00 19.50 0.00% 17,160 1,313 3R 1,304 7,650
Adm  |Principal 2,019.23 19.50 0.00%| 39,375 3,012 762 2,99 9,950
Ed  |Principal 2,019.23 6,50 0,00% 13,125 1,004 254 997 3,330
Ed |Teacher 1,538.50 26.00 0.00% 40,600 3,060 774 3,040 10,260
Ed |Teacher 1,538.50 2600 100%; 0.90%, 40,000 3,060 774 3,040 10,200
Ed |Teacher 1,538.50 26,00 100% 0.00%, 40,000 . 3,060 77 3,040 10,200
Ed |Teacher 1,538.50 26.00 100% 0.00%0 40,600 3,060 71 3,040 10,200
Ed  |Teacher 1,538.50 26.00 100% 0.00% 40,000 3,060 774 3,040 10,200
Ed  |Teacher 1,538.50 26.60 100% 0,00% 40,000 3,060 774 3,040 10,200
£d  |Teacher 1,538.30 26,60 100% 0.00% 40,000 3,060 774 3,040 10,200 .
Ed  |Teacher | 1,538.50 26.00 100% 0.00% 40,000 3,060 774 3,040 10,200
Ed  |Teacher 1,538.50 26.60 100% 0.00% 40,000 3,060 7 3,040 10,200
SPED |SP Ed Teacher 1,538.50 2660 100% 0.00% 40,000 3,060 174 3,040 10,200
SPED |SP Ed Teachar 1,538.50 26.00 100% 0.00% 40,000 3,060 774 3,040 10,200
AVE >>
TOTAL 23,533.02 542,636 41,512 10,505 41,240 147,120
% FTEs 13.50 1350% 0 0
‘Total FB »> 240,377 1350.0%
Summary Salarics F.B..
Adm 89,511 31,590
ED 373,125 95,130
Spec Ed 80,000 20,400
Total 542,636 147,120
120 Students Yeaxr S ’ Health/
7.65% 1.936% 7.60% Dental
ﬂ Base: #pp Salary for FICA WC Ul Fringe Ben
Position Sal AmMtPP  |to YE Percent FT  |% Iner Yr 2009 for Year forYzar for Year for Y car
Adm  [Fiseal Manager 1,691.06 19.50 5% 0.00% 32,976 638 2,506 13,950
Adm  |Officc Manager - §30.00 19.30 75% 17,1608 1,313 332 1,304 7.630
Adm  |Pringipal 2,019.23 19.50 75%)| . 0.00% 39.375 3,012 762 2,992 9,990
Ed |Prmcipal 2,019.23 6.50 . 25%| - 0.00% 13,125 1,004 254 997 3,330
Ed  [Teacher 1,538,50 26,00 100% 0.00% 40,000 3,060 774 3,040 10,200
Ed |Teacher 1,538.50 26.00 100% 0.00% ' 40,000 3,060 774 3,040 10,200
Ed  |Veacher 1,538.50 26.00 160% 0.00% 40,000 3,060 77 3,040 10,200
Ed  |Teacher 1,538.50 26.00 100% 0.00% 40,000 3,060 774 3,040 10,200
Ed  |Teacher 1,d38.50 26.00 100% 0.00% 40,000 3,060 pik) 3,040 10,200
Ed  {Teacher 1,538.50 26.00 100% 0.00% 40,000 3,060 774 3,040 10,200
Ed |Teacher 1,538.50 |. 26.00 100% 0.00% 40,000 3,060 774 3,040 10,200
Ed  [Teacher 1,538.50 26.00 100% 0.00% 40,000 3,060 774 3,040 10,200
Ed [Teacher 1,538.50 26.00 100% 0.00% 40,000 3,060 71 3,040 10,200
SPED |SP Ed Teacher 1,538.50 26,00 100% 0.00% 40,000 3,060 774 3,040 10,200
SPED |SP Ed Teacher 1,538 50 26.00 100% 0.00% 40,600 3,060 714 3,040 10,200
AVE >>
TOTAL 23,533.02 542,636 41,512 10,505 41,240 147,120
% FTEs 13.50 1350%)| - 0 Q0
Total FB »> 240,377 1350.0%
Summary Salaries F.B.
Adm 39,511 . 31,590
ED 373,125 95,130
d £0,000 20,400
S 2,636 147,120 : N




INTRODUCTION

The 5 Year Budget for Certification Emergency Response Training
demonstrates a positive budget balance in each year. The budget plan
supports the mission of C.E.R.T. and reflects a financial strategy that will
permit C.E.R.T. to execute and sustain its educational programs. .

Revenues and expenditures are calculated on a conservative basis. No
increases in per pupil revenue were considered. Non-recurring revenue of
$100,000 is considered in the initial year only. Contingency amounts
equal to 2% of budgeted expenditures were included for Year 1 and all
subsequent years. '

Revenues are forecasted to exceed expenditures in each year of the
budget. The greatest surplus is estimated in years 4 and 5. C.E.R.T. will
employ the excess revenues to fortify its future financial position thus
providing for lean years. C.E.R.T. will conduct a fund raising campaign
for a school building at a future date and would seed this fund with some
of the earned surplus.

The budget is based on an initial enrollment of 30 students increasing to
60 students in Year 2, 100 students in Year 3 and peaking in Years 4 &
5 at an enrollment of 120 students. An alternate budget of 40 students is
presented for the initial year.

BUDGET DISCUSSION

The budget consists of an overview for the first five years, supporting
staffing schedules and explanation of revenues and expenditures. In the
initial year a nonrecurring implementation grant from the Technical
Assistance and Learning Center (TALC) will provide revenues to pay for
eligible nonrecurring expenditures.

REVENUES

Revenues include the State per pupil charter school payments, SPED
and Food Service reimbursements and in the initial year, the
implementation grant. The budget reflects a conservative estimate of
revenues. Surplus revenue will help support C.E.R.T. in the event of
lean years or unanticipated circumstances.



EXPENDITURES

Staff wages and benefits are the greatest expenditure in the budget.
Wages and Dbenefits are allocated between Administrative and
Instructional staff as indicated the supporting staffing budget. In Year 1-
A, staffing for 30 students consists of 3.0 FTE (Full Time Equivalents),
consisting of a Principle who will teach a quarter-time and administrate
three-quarter-time, a full-time Teacher, half-time Special Ed Teacher, a
quarter-time Fiscal Manager and a quarter-time Office Manager. Fringe
Benefits are indicated on the supporting staffing budget. In Year 1-B,
alternative first year for 40 students includes a second full-time teacher
totaling 4.0 FTE. In subsequent years, FTE increases proportionate to
the number of students as indicated in the supporting staffing budget.

Facility costs include rent, utilities and maintenance and repair costs.

"Rent is calculated at $9.00 per square foot and increases per year
proportionate to facility area required. Utilities and maintenance and
repairs increase accordingly.

Accounting Auditing & Payroll costs include annual audit costs,
outsourced payroll services and other contracted accounting services as
needed. ‘

Chartering Fees/Evaluation include $20,000 TALC evaluation fee and a -
charter fee calculated at 2% of the per pupil revenue.

Depreciation—assets with a unit cost of $1,000 or greater will be
capitalized and depreciated using straight-line half-year convention over
the useful life of the asset.

Furniture costs in the initial year will be covered under the TALC
Implementation Grant. As enrollment increases in future years the need
* to purchase additional furniture is accounted for and reflected each year.

Insurance costs include General Liability, Umbrella, Fidelity, Auto
Liability and Errors and Omissions/School Leaders coverage. As the
student population and square footage grows, the costs increase
accordingly. Workers Compensation and Unemployment Insurance are
considered fringe benefits and their costs are reflected in that line item.

Legal Fees are budgeted to assist with various matters (i.e., employee
and student handbooks, affirmative action etc.).



Marketing costs in the initial year are covered by the TALC
Implementation Grant and are increased as C.E.R.T. continues to grow
in the five-year period.

Postage & Printing costs are conservatively estimated.

Telephone costs include the main school telephone, Principal’s cell
“phone and 2 way radio/phone assigned to teachers and office manager.

- Travel-Local includes mileage reimbursement for staff to attend C.E.R.T.
related business or training based on the latest IRS reimbursement rate.

Food Service costs reimbursable through the free lunch program for
low-income student population. C.E.R.T. is budgeting $377 per student
per school year.

Licensing Fees & Professional Development costs range between $750
and $1,500 for licensing renewal fees (i.e., OSHA license renewal) and
necessary emergency response training.

Student Transportation costs are for bus tickets for students. The cost
is calculated based on student population that require transportation
needs. An attendance and absenteeism rate factors into the costs.

Subscriptions & Memberships in the initial year will be reimbursable
through the TALC Implementation Grant. In future years the costs will
-increase according to projected expansion.

Technology costs include the purchase of computers & peripherals,
copier and other instructional equipment. During the initial year these
costs will be reimbursable through the TALC Implementation Grant. In
future vyears the need to replace, repair or purchase additional
technology equipment is indicated in the budget.

Textbooks/Curriculum costs are also reimbursable through the TALC
Implementation Grant. Textbooks are planned to be recycled from
student to student. Initially a cost of $600 per pup1l is needed. In the
future years the cost per pupil W111 decrease '



ATTACHMENT I

C MONTHLY CASH FLOW PROJECTION
FOR YEAR 1



GC.E.R.T. (Charter School) 2008-2009 Cash Flow 1-A

Enrellment Assumptions
Fecillty Area Required (square feot)

Revenno Assumptions '08-'09 July Angust  Septsmber Octobar November December January Fsbruary Murch April May Jnne
DF1 Per Pupil Revonuo 5 &7.518 . $ 67518 S 57,518 $ 57,518
SPED Revsnue ) $ 12,550 . s 12,550
TALC Implementation Grant $ 50000 § 25000 § 25000

Other Grants :
Food Service H 1,131 § 1131 § 1131 & 1131 & 1,131 § 1131 & 1131 % 1,131 § 1131 § 1131
Interest Incomo :

. ‘Total Revenuo 3 50000 § 25000 $ B3649 & 1,131 $ 1,131 $ 71,199 $ 1,131 $ 58,640 § 1,131 § 1,131 § 1,131 § 71,197

Expsnse Assumptions
Administrative Expenses i
4,674

Seleries (ace supporting schedule) $ 4874 § 4874 & 4874 & 4874 & 4874 $ 4874 S 4674 & 4874 § 4674 § 4874 § 4674 3

Fringe Benefits (see supporting schedule) H 1433 §$ 1433 § 1,433 % 1433 % 1433 § 1433 § 1,433 § 1433 § 1,433 § 1433 § 1433 § 1,433 §
Faciliies Rent s 1,500 §% 1500 & 1500 % 1,500 3% 1,500 § 1500 § 1500 $ 1500 § 1,500 $ 1500 § 1500 § 1,500
UtiliHes H 500 % 500 % 500 % 500 % 500 % 500 $ 500§ 500 § 500 % 500§ 500 § 500 §
Facility Maintenance/Repairs s 250 % 250 % 250 $ 250 % 250 % 250 § 250 & 250 % 250 % 250 S 250 % 250
Accounting/Auditing/Payroll Expense 3 150 % 150 $ 150 $ 1680 % 150 & 150 § 150 $ 150 % 150 § 150 3§ 150 & 4,250
Board Expenscs H 83 % 82 5 83 83 3% a $ 83 & 83 35 a3 3 83 § - -] a3 § a3
Chartering Feez/Evaluation 3 - ) - ) 1280 % - $ - $ 1,250 § - 5 1,250 § - S - $ - § 21,250
Deprediation Expense H 250 8 250 8 250 § 250 % 250 250 & 250 & 250 ¢ 260 3 250 % 250 % 260
Furniture 3 5,000 $ - $ - $ - $ - $ - s - H - 5 - $ - $ -
Insurance (Gen LinbIity, Fidelity, Vehicle) H 1,250 % M S 341 % M3 1 341 s 31 s 1§ M1 08 341 % 1 8§ 40
Legal Feea § 0 250 3 - & 2500 3 - & - $ - L - L - $ - $ - L -
Merketing Expense $ 2500 % - s 1250 % 1250 % 1250 % 1250 § 1,250 § 1250 § 1250 § 1250 % 1250 % 1,250
Poatege 3 82 % o8 s a3 5 83 3 8 s a3 3% 4 3 a3 3 83 % 83 % a3 B3
Printing L 125 & 126 & 125 & 125 % 128 % 126§ 125 § 126§ 125 § 125 % 125 § 125
Short-Term Intereat $ - s 456 $ 453 § 458
Telephene (Include DSL Line/2 Way Radic-Phone} $ 17 s 417§ 417 & 417 % 417 % 417§ 417§ 417§ 417§ 417 3 417 3 417
Travel-Local (Mileage Reimbursement) H 126 % 126 & 125 & 125 % 126 $ 125 5 125 % 125 § 125 % 125 % 125 % 125
Total Administrative Bxpenses $§ 20840 S 10387 S 12431 & 13881 5 11,181 % 12431 $ 11,181 $ 12431 § 11,181 $ 11,161 & 11837 § 37,088
Instruetional & Bupport Exponses .

Salariea (sec supporting =chedule) § 4427 5 4427 § 4427 & 4427 § 4427 8 4427 § 4427 8 4427 8 4427 5§ 4427 % 4427 3 4,427
Fringo Benefits (see supporting schedule) H 1128 § 1128 § 1128 8 1128 § 1,128 § 1,128 & 1128 3 1128 § 1128 % 1,128 1,128 § 1,128
Spocial Education Salaries (zee achedule) H 1,687 § 1,687 § 1887 § 1667 $ 1,687 % 1887 § 1867 3§ 1887 § 1687 § 1667 § 1,867 § 1,867
Special Education Fringe Benefita (see scheduls) $ 425 & 425 % 26 & 425 % 426 % 428 § 425 & 425 § 425 8 425 $ 425 % 425
Food Service L - 13 - s 1,131 ¢ 1131 % 1,131 § 1131 8 1131 § 1,131 § 1131 § 1,131 % 1,131 % 1,131
Licensing Fees s 208 % 208 8 208 & 208 3 08 § 08 s 208 §$ 08 8 208 % 208 $ 208 s 208
Professional Development Expense 3 832 § 833 S B33 8 833 § 833 % 832 s 633 % 83 s 833 8 533§ 813 § 833
Student Trunsportation L - $ - $ 480§ 480 § 480 § 480 S 430 § 480 § 480 ' § 480 § 480 § 480
Subziptions & Membershipa 5 417 5 417 & a7 % 417 % 417 3§ 417 417 35 417 3 417 % 517§ M7 35 417 §
Technalogy $ 20000 % - 3 500 § 500 $ 800 & 500§ 600 % 500 % 500 § 500 § 500§ 500
Textbooks/ Curriculum $ 18,000 $ - $ . H - $ - H - s - $ - $ - $ -
Total Instructional & Sapport Expenses $ 47,105 $ 8105 § 11218 $ 11218 $ 11218 § 11,218 $ 11218 § 11,218 & 11216 & 11,216 & 11218 § 11,216

-
Lo

Total Adminictrmtion, Instructions! & Support
Contingency

67,944 3 19491 3 23,646 3 24696 F 22,396 23,646 § 22,396

' 6,880

23,646 $ 22,396 § 22,396 $ 22,852

o
F ]
o

Totwl Expenses 8 67944 3 19491 $ 23646 $. 24,896 § 22,396 $ 30,526 $ 22,396 § 23,616 § 22396 § 22,396 § 22,852 § 48,303

Revenuc over/{under( Expenses § (17,944 & 5509 $ 60,003 $ (23,765 § (21,265 $ 40,673 $ (21,265 § 35003 $ (21,265 $ (21,265) $ (21,721) $ 22,694
Provious Menth Cesh Balance 3 - % 0 % 0 % 47567 $ 23,802 $ 2,537 % &u,.uum $ 21,944 3 56947 8 35681 $ 14416 3 (6,536)
Reoeipts over/(under) Dishursements % (17,944) £ 5509 & 60,003 £ (23,765 £ [21,265) $ 40,673 & (21,265 $ 35003 % (21,265 § (21,265 $ [21,721) 5 22,694
Lino of Credit Activity = 3 17,944 & (5509( & (12,435 & - $ - 3 ) - -] B - ] - 3 769 § 769)
Menth Ending Cash Baluaes % o) (O % 47,567 % 23802 & 2,537 % 43,209 § 21944 3 56947 % 35681 3 14416 3 (6536 $ 15589

\ ! ) |



C.E.R.T. (Charter School) 2008-2009 Cash Fiow 1-B

Enrollment Axsumptions .
Facility Area Required (square feet)  Your 1-B

Revenus Aszsumptions '08-09 Per Btudent July August September Oe.ﬁowo... Movember Decotnher  Januwry Fobruary March Aptil May Juno
DFI Per Pupil Revenue 4 7,669 £ 76,690 3 76,690 5 76,690 3 76,690
SPED Revenue 4 628 3 12,550 $ 12,550
TALC Implementation Grant % - % 50,000 $ 25000 F 25000

Cther Granta ] -

Food Service 3 an * 1,508 3 1,508 % 1,508 $ 1,508 8 1,508 8 1,508 % ’ 1,508 & 1,508 8 1,508 8 1,608
Interest Income s - . .

Total Revenue % 11,173 # 50,000 $ 25000 $ 103,198 $ 1,508 5 1,508 3 90,748 $ 1,508 5 78,198 $ 1,508 § 1,508 5 1,508 3 90,748

Exrpense Assumptions
Adminlstrative Exponses
Salarics [ses supporting scheduls) 5 1,402 $ 4674 5 4674 § 4674 3 4674 5 4674 $ 4674 % 4671 F 4674 § 4674 § 4674 F 4674 3 4674
Fringe Deneflta (ses supperting schedule) 3 430 £ 1433 & 1433 § 1433 3 1,433 3 1433 § 1433 § 1,433 $ 1,433 § 1433 § 1,433 °F 1,433 % 1433
Focilltles Rent s 450 $ 1500 % 1500 $ 1500 $ 1,500 3 1500 $ 1500 $ 1,500 $ 1,300 § L1500 $ 1,500 § 1,500 $ 1,500
Utllities 3 ‘150 -] 500 $ 500 % 500 % 500 3 500 % 500 & 500 % 500 3 500 & 500 § 500 % 500
Facility Madntsnance/Repaira s 75 ] 250 § 250 % 250 § 50 3 250 § 250 3 250 % 250 5 250 $ 250 % 250 $ 150
Accounting/ Auditing/ Payroll Expense ES 150 3 i50 % i50 % 150 % 150 § 150 % 150 % 150 % i50 8 150 $ 150 & 150 § 4,350
Board Expenses E 25 3 83 & 83 § 83 % 83 % 83 % 83 % B3 % 83 8§ B3 8 83 § 83 % B3
Chartering Feen/Evaluation 5 663 5 -8 - % 1625 $ - % - % 1,625 3 - % 1625 8 -8 -8 - % 21,625
Depreciation Expenss E 75 $ 250 & 250 § 250 9 250 % 250 % 250 % 50 % 250 5 250 8 250 % 250 % 250
Fumpiture 3 175 £ 7,000 s - & - % - & - & - & - & - 8 - & - & -
Insirance ((Gen Liability, Fidelity, Yehicle] E 25 % 1250 & Ml % 341 8 41 3 34l 8 a4l 3 341 3 341 5 34l 3 Ml o3 LA 340
ILegnl Fees ] 125 3 2,500 $ - 3 2500 $ -3 -8 -8 - 85 - 08 -8 -8 -
Marketing Expense E 375 $ 2500 § - % 1,250 % 1,250 3 1250 $ 1250 $ 1,250 $ 1,250 § L1250 & L2350 § 1,250 $ 1,250
Postage E 25 : % 83 & 83 % 83 % B3 3 83 § 83 % 83 § 83 & 83 3 83 & 83 % 83
Printing E] 3s $ 125 8 i25 .8 125 & 125 3 125 & 125 $ 125 § 125 & 125 % 125 § 125 & 125
Shart-Term Interest E] 34 s - 3 600 3 250 % 520
Telephane (Include DSL Line /2 Way Reudio-Phene) E 25 1] 417§ 417 8 417 8 417 8 417§ 417 $ 417 % 417 5 417 & 417 % 417 & 417
Travel-Local (Mileags Relmburssment) 5 a8 % i25 % 1325 & 125 % 125 % 125 % 125 $ 125 $ i25 8§ 125 3 125 $ 125 % 125
Total Administrative Expanses 5 4,479 % 22,840 $ 10,531 & 12,806 % 13,681 § 11,181 & 12806 § 11,181 $ 12,806 5 11,181 $ 11,181 & 11,431 % 37,525
Lostractional & Support Expanses
Salaries [ses qupporting schedule) $ 2,328 $ T750 $ 1760 $ 7760 % 7,760 $ 7,760 $ 7760 $ 7,760 $ 7,760 & TG0 $ 7,960 % 7,760 & 7460
Fringe Benefits [z supporting achedule] 3 593 $ 1,978 § 1,978 $ 1,978 5 1,978 $ 1,978 $ 1,578 $ 1978 $ 1,078 $ 1978 3 1,978 $ 1978 § 1978
Special Educatien Salaries [see schedule) 5 500 $ 1667 § 1667 $ 1,667 3 1,667 § 1667 % 1667 $ 1667 $ 1667 & 1667 § 1,667 $ 1667 3 1567
Special Educatien Fringe Benefits {see schedule] 5 i28 5 425 8 425 & 425 & 425 % 425 % 425 4 425 % 425 5 425 § 425 § 425 3 425
Food Service 3 art $ - 8 - % 1,508 & 1,508 & 1,508 $ 1,508 % 1,508 $§ 1508 % 1508 & 1,508 5 1,508 3 1,508
Licensing Feea k3 53 3 208 & 208 % 208 & 208 3 208 % 208 & 208 3 208 % 208 & w08 3 208 $ 208
Profesalonal Development Expenss % 250 $ B3z % 833 3 833 8 833 8 833 & 833 % 833 3 833 & 833 9§ 8131 8 833 % 833
Student Transportatian s 160 $ - & - % 610 & 640 3 640 & 640 & 640 % 640 % 640§ 640 3 640 3 - &40
Suhscriptions & Membershipx 3 125 3 417 % 417 & 417 & 417 3 417 % 417 % 417 % 417 % 417 % 417 8 417 § 417
Technolegy $ 625 % 20,000 % - - 500 & 500 3 500 % s00 % 500 $ 500 % 500 $ 500 % 500 § 500
Textbooks/ Cucriculum ] 600 $ 24000 & - 3 -8 - 0% - 8 -8 - % - - - 3 -8 -
Total Instrustional & Support Expenses 5 5,748 $ 57,288 & 137288 $ 15936 $ 15936 8 15936 $ 15936 3 15936 $ 15936 $ 15936 $ 15936 8 15936 5 15936
Total Admintrtration, Instructional & Enpport % 10,227 $ 80,128 £ 23819 $ 28,742 § 29,617 $ 27,117 3 28,742 § 27,117 % 28,742 § 27,117 $ 27,117 $ 27,367 5 53,461
Contingency ] 205 $ 8,182
Total Exponsos % 1,432 $ 80,128 $ 23819 $ 28,742 § 20617 $ 27,117 $ 36924 & 27,117 & 28,742 $ 27,117 § 27,117 $ 27,367 5 53,451
Revenue ovor/{under) Expenses 3 742 3 [(30,128) 8 1,181 % 74,456 $ ([28,109) 5 (25609 § 53,824 & [25609) & 49,456 $ [25609) £ (25609) $ (25859 § 37,287
3 - % - % - % 45510 & 17,402 § (8,207) & 45617 % 20,009 $ 69465 § 43856 5§ 18248 § 0
$ 30,128 § 1,181 % 74,456 $ ([28,109) 5 (25609) $§ 53,824 % (25609 $ 49456 § [25609) $ (25609) B (25859 $ 37,287
3 30,128 % (1,181) $ (28,946) $ -8 - % -8 -3 - % -8 - 8 7611 8 (7611
3 - 0% - % 45510 $ 17,402 8 (B207) $ 45617 3 20,009 F 69465 § 43856 § 18,248 3 o 5 29677
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FIRST YEAR CASH FLOW

A monthly cash flow projection for the first year of operation is presented
in Attachment I. The budget is estimated on an enrollment of 30
students. An alternative budget and cash flow projection has been
created in the event enrollment reaches 40 students. Timing of projected
cash inflows and outflows are forecasted by month. Initially large
outflows of cash for purchases of technology equipment and furniture
will take place in the first two months. These costs are reimbursable
through the TALC Implementation Grant. In the event of cash shortage a
Line of Credit will be established to conquer any cash deficiency. The
cash flow stabilizes during August 2008 to April 2009. In May a small
shortage and need . to secure cash from the Line of Credit become
necessary. By the end of the first year, June 2009, C.E.R.T. will generate
a positive cash flow of $15,589.
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ATTACHMENT J

ACCOUNTING POLICIES AND
PROCEDURES
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CERT Accounting Policies & Procedures
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Overview

Duties related to handling of eash or other negotiable instruments (a transferable, signed
document that promises to pay the bearer a sum of money at a fulure date or on
demand, such as a check or promissory note} is segregated between two or more
people whenever possible. For instance, incoming mail (potentially containing cash
receipts) is opened by someone other than the Finance Manager and immediately
endorsed for deposit only. When duties cannot be segregated due to limited staff,
appropriate procedures have been established to assure independent reconcilialion of
account balances, with particular emphasis on cash, investments, receivables and

payables.

Books are maintained on a modified accrual basis (the basis of accounting under witich
expenditures are recorded at the time fliabilities are incurred and revenues are recorded
when received in cash.) Receivables are recognized and an invoice issued when an
amount is earned and payment is expected within the fiscal year or, in the case of a
pledged or promised donation, pledge reminders are generaled based upon a pre-
agreed upon payment schedule. Accounts payable are recognized at the time an
obligation is incurred, regardless of the date due.

Financial reports are prepared on the modified accrual basis of accounting on &
schedule established by the MCSC Board of Directors (BOD), but not less than
quarterly. An annual financial report is prepared in conformance with Generally Accepled
Accouniing Principles (GAAP) and by an independent auditor,

The Finance Manager (FM) executes CERT's business and financial management and
reports directly to the MCSC Executive Director (ED). Day to day financial aclivifies,
described herein, are performed by the Finance Manager or his or her designee.

The foliowing procedures require various approvals by the Finance Manger or the ED. in
the event that the FM or ED is subject of a payment approval, the MCSC BOD will

autharize.

Financial records and substantiating documents are relained for seven years, unless the
internal Revenue Service, Department of Pubiic Instruction or the City of Milwaukee,

specifically require otherwise.
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Bankmg & Investmenis
. The MCSC BOD shail approve the bank(s) used by the Cerlification and
Emergency Response Training School of Milwaukee (CERT).

2. The bank seleclion process takes into account the bank’s proximily to school,
community reputation, benefits to CERT, references and other faclors imporiant
to our school {i.e. CERT's commitment to doing business with minority
businesses).

3. CERT maintains up-to-date records of those with signature authority for financial
fransactions with the barik.

4. All financial transactions (deposits, check-wriling, and invesiments) shall be
conducted only through approved bank.

5. The Finance Manager is responsible for implementing procedures and practices
to assure the safe keeping of cash and other negotiable financial insiruments.

6. All negotiable instruments are kept in 2 safe, locked place and out of sight while
in the school and are deposited into CERT accounts on a daily basis whenever

possible.

7. Temporarily idle cash may be investad in accounts with a due dale not greater
than 12 months in bank certificates of deposits or demand deposils (i.e. savings
or money market accounts) of banks approved by the MCSC BOD.
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Books of Original Entry

1.

2.

CERT utilizes a computerized double entry bookkeeping/accounting system.

Revenue and expense accounts in the general ledger correspond 1o the budget,
te the extent possible.

All financial transactions, including, but not limited to receipts, disbursements,
receivables, payables, payroll, and other journal enliies, are entered into systam.

The FM is respansible for creating procedures and processes 1o capture financial
information and assure that all data is praperly entered inlo system in a timely
manner.

The accounting system allows for segregation of revenues and expenditures in
such a manner to assure compliance with regulatory requirements and
restrictions as well as Generally Accepted Accounting Principles (GAAP).

Interim financial statements are presenied to the CERT School Board and the
MCSC BOD on a periodic basis, but not less than quarterly.

Financial statements are audited and fiscal policies and conirols reviewed
annually by an independent auditor selected by the MCSC BOD. The Board
requires that the audit be conducted in conformance with GAAP.

Budgets

1.

The Finance Manager is responsible for creating and implementing a process, fo
include the majority of CERT staff, by which the annual budget is created, and
submitting it to the CERT Schiool Board for review and to the MGSC BOD for

approval.

The budget includes revenus and expenditures for the specific programs and
activities of CERT.

The annual budget and any modifications o same must be approved by the MSCS
BOD.

The budget lists expenditures by category and revenues by funding source (i.e.
food service, private donations, public or private grants, school fees).

Monthly budget status reports (actual versus budgeted revenues and expenditures)
are provided to the ED and the MCSC Board of Directors Treasurer.

The ED, with approval from the MCSC BOD Treasurer, may reallocate
expenditures within the budget so long as such reallocation does not violate the
terms of a grant program or charter schaol regulation and is consisteni with the
mission of the school.
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Receipts

1.

Checks received are immediately stamped or endorsed as “For Deposit Only” for
CERT. Checks received via mail are endorsed by the individual opening the mail.

A pre-numbered cash receipt is prepared for all cash and checks received. The
cash receipt lists the date of receipt, payee, amount, purpose and account code
to which the receipt is to be recordad.

" Cash receipts are deposited on a daily basis in CERT's official banl unless the

amount of receipts for the day is insignificant. Amounts nct deposited are held in
a locked safe or cabinet and added to the depaosit {or the next day. No amount of
cash is left in the school over a weekend or during school breaks

A deposit slip listing the total amount of cash and checks is prepared in duplicate
by Finance. Documentation for all cash and checks (i.e. check copies,
accompanying letters and a batch or transmittal report} is attached to the CERT
copy of deposit slip. A calculator tape of check amounts, including the total
number of checks, accompanies the bank deposit slip.

All cash receipts are entered into the computerized accounting system on a daily
basis using proper accounting codes.

The FM periodically, but not less than twice per year, conducts an internal audit
an deposit procedures. The audit is based on a sample of deposits, cash receipls
and proper recording of transactions in the accounting system. Variances, if any,
are reported fo the ED.
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Purchasing

1
.

(%3]

Purchases may be made by direct purchase, credit card or purchase order as
prescribed herein. A school credit card, in the name of the ED, may be issued °
with Board approval.

Requests for purchases are made in writing using a Purchase Requisilion form.
The person preparing the form shall indicate special handling, such as the need
for a check to accompany the purchase order, if there is a special funding source
for the expenditure and the account code io be charged. -

Purchases must receive the appropriate prior approval {under $75,
Administrative Assistant and over $75, ED).

Capital items costing greater than $1,000 and not included in the annual budget
require hids and approval by the MCSC BOD.

Prior to approving a purchase of over $75, the ED:

a. Determines that the item being requested is necessary for the program
and there is not a suitable substitute item already available.

h. Determines if funds are available in the budgel.

c. Determines if the expenditure is permilted in accordance with the source
of revenues that will be used to pay for purchase.

d. Assures the proper account code is affixed to the documentation.

e. Determines if bids or quotes shoutd be requested.

Bids or quotes are required for any purchase of a single item that cosls greater
than $1,000, any purchase of bullk items when the total cost is greater than $250,
or any capital item. Bids or quotes are encouraged for all purchiases.

All packing slips, receipts or other paperwork related to a purchase are signed,
dated and forwarded to the ED by the individual accepting delivery of goods.
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Dishbursemenis

1.

16.

11.

2.

13,

15.

All invoices received by incoming mail are stamped with the date received,
logged and available to the FM for review.

Invoices are forwarded to the ED for appioval. The ED shail assure the invoice is
for an approved purchase and attaches documentation such as a copy of the
purchase requisition or delivery/packing slips. Differences in prices or quantities
are investigated prior to approval.

The ED forwards approved invoices, with documentation, to the FM for payment.
Payment are made by check/credit card only, unless petty cash.

The FM is responsible for blank checks and will assure they are kepl in a locked,
secure place.

All checks are pre-numbered and used in sequence.
Upon payment, invoices are stamped "Paid” and include date of payment.

Checks are only made payable fo a specific vendor/payee and not to "Cash” or
“Bearer”.

Two signaiures, as specified by the MCSC BOD, are reguired on checks over a
predetermined amount. Signatures are never to be applied to blank checks.

A duplicate copy of checks, attached to original documentation, are filed
alphabetically by vendor name.

The FM records all checks in the computer system.

Voided checks are marked “VOID", recorded in the computer systern and filed.

in no event are checks:

Prepared unless these procedures are followed
Prepared without back-up documentation
Signed blank

Made out to “Cash” or “Bearer”

Prapared on oral authorizaiion

coo o

The FM periodically, but not less than three times per year, ronducts an inlernal
audit on check writing procedures. The audit is based on a sample of checks
written, including examination of source documents and proper recording of
transactions in the computer system. Variances, if any, are reported fo the ED.




FPay
1.

[

10.

CERT Accounting Folicies & Procedures Manual

roll

Payroll is bi-weekly on Friday, for a total of 26 per year. Generally employees
receive pay on the first payroll following the completion of a full pay period. {i.e.
payment for the pay period that ends on the 2" Friday of the year is made on the
pay period thal ends on the 4" Friday, or, a two week delay)

Upon receiving his or her check, employee will be required 1o sign the payroll log
as proof of receipt.

Every employee, upon hire, is given a contract or letter of employment specifying
their wages and benefit eligibility, signed by the ED. Every employee who
terminates employment for whatever reason is requested to submit & letter of
resignation or retirement. If the employee does nol or cannot submit the
resignation or retirement letter, the ED shall send the employee a letter
acknowledging the end of the employment relationship. The original of the
contracl or letter of employment and a.copy of the letter of resignation or
retirement will be maintained in the employee’s perscnnel file with a copy sent o

the FM.

Any change in pay rate, hours or benefit eligibiiity shall be effective only if
approved in writing by the ED and sent fo the FM.

The FM assures that any position for which someone is hired is included in the
budget approved by the MCSC BOD.

The FM assures thal wages, hours and conditions of employnient are consistent
with approved Employee Handbook provisions.

The EM is responsible for assuring that each new employee compleles Forms W-
4 and 1-9 and appropriate benefit enroliment forms. The FM is responsible for
assuring that these forms are filed in the employee’s personnel file along with
copies of required substantiating documentalion (i.e. copy of Social Security card
or Wisconsin drivers license)

The FM creates a payroll record of new hires and terminates (retire in the
computer system) employees who resign. Contracied employees are set up fo
receive their pay in accordance with their contract terms. Hourly employees are
set up to be paid when hours are posted.

Employees are responsibie for completing a bi-weekly time record showing hours
worked and or hours/days of absence. The employee signs and dates the
timesheet, attesting that the information is true and correct, and submits to their

supervisor,

An employee’s supervisor reviews each record and, if accurate, signs, dates and
submits to Finance.
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Payrofl continued

i1,

12.

13.

14.

i5.

16.

17.

18.

19.

20.

The FM gathers payroil information and assures proper signatures and
approvals.

Hourly information is entered in the computer systern. '

The FM runs a “trial payroli” and verifies that all contracted and hourly payments
are accuraie.

When the “trial payroll” is complete and accurate the FM prepares a final repoit
to be reviewed and approved by the ED.

There are no payroll advances.

Payroll direct deposits are not prepared uniess appropriate procedures are
followed and back-up documents are in place, nor are they lo be prepared on

oral authorization.

Claims for unemployment are processed by the FM after review and approval by
the ED.

The FM is responsible for timely and accurate submitial of payroll taxes and
payments for employee benefits.

The FM assures personally identifiable infermation is kept in a secure and locked
place and that only individuals with a legitimate need to have access to such

information are permitted access.

The FM periodically, but not less than monthly, reconciles payroll records with
the general ledger and assures that payroll tax withholdings have been properly
transmitted. The reconciliation is based on contracts/letters of employment,
letters of termination and other approved payroll documents. Variances are
reported to the ED.
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Travel and Expense Reimbursement

1.

All travel and cther reimbursable expernises incurred by employees must be
approved in advance by ED.

2eimbursement for travel and expenses is based on a properly prepared
expense claim form signed by the employee and approved by the =03 The
maximum reimbursement is limited to the original amount approved.

The cost of meals is reimbursed only when an employee is on travel siatus. Meal
expenses are reimbursed, unless appioved in advance at a higher rate, at the

following rate:

o Breakfasti $7
o Lunch $10
¢ Dinner $15

Reimbursement for auto mileage is made at the rate established by the IRS and
stated within the approved budget.

Reimbursement for lodging or travel by commen carrier is based on receipts
submitted and attached to the expense claim form and is subject to the maximum
amouni approved in advance.

Reimbursements are made by separate check prepared in accordance with
Disbursements section or may be added to the employee’s payroll direct deposit
at the discretion of CERT.

Requests for travel/expense advances must be submitted in writing and
approved by the ED or MCSC BOD Treasurer.

< If & travel advance is approved, a check is prepared in accordance with
the Disbursemenis section and drawn against the “Travel Advance”
account in the general ledger.

#4 Receipts for actual expense must be turned in by employee at end of
travel.

- Advances will be reconciled within seven business days of end of travel.

< If the amount of the travel advance is greater than actual cosi, the
employee must repay the school Lhe excess arnount prior to the end of
the month. Failure to pay will result in a deduction from employee’s
paycheck.

<. The FM will prepare the necessary journal entry to reclassify an approved
travel advance to the appropriate expenditure accouni(s).

T -
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Pelty Cash

1.

CERT may, upon approval of the FM, establish a petty cash fund, including a
change box, in an amount not greater than an amount established by the MCSC
BOD.

If established, the petty cash fund shall be maintained by the Fiv, or designee.

Any payment from petty cash shall be evidenced by a written receipt signed by
the recipient of the payment and the FM or designee. The writlen receipt shali
include the date, reason, amount and account code to be charged and, when
possible, accompanied by the purchase receipt.

The petty cash fund may be replenished any time that the total cash available is
less than 50% of the total amount approved. The petty cash fund is closed at the
end of the school year and may, with approval of the ED, be reopened the

following year.

Consuitanis

1.

Written conlracts clearly defining work o be performed will be maintained by the
ED, or designee, for all consultation or contracted services.

Approval by the MCSC BOD is required for all consultants

Consultant services will be paid for as work performed and only upen receipt of
an invoice.

Bank Reconciliation

1.

Bank statements are received directly by the FiM who prepares a timely
reconciliation of the bank balance {o the balance shown on CERT’s boois.

Paid checks are examined for signs of fraud or misappropriation

An itemized list of all reconciling items is retained and made available to the
MCSC BOD Treasurer upon request.

The EM will follow up regarding any check outstanding greater than 60 days (30
days for payroll). He or she will contact payee for explanation or checks.

Outstanding checks greater than six months may be removed from the records
upon approval of the MCSC BOD,

Variances found during reconciliation process are reported to ED.

11
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Property

1. The FM, with assistance from other staff, prepares and maintains an inventory of
property (real estate, furniture, fixtures and equipment) with an acquisition cost of
$100 or higher and an estimated useiul life of cne year or grealer.

2. The FM assures the purchase of a capital item is recorded on the inventory when
received and reports inventory changes to the insurance carier as required.

3. A physical inventory is made at the beginning of each school vear on forms
prescribed by the Fi.

4. The FM will immediately advise the ED of any loss, theft, misuse, damage or
destruction of property and file claims with the insurance carrier as appropriate.

5. The property inventory is maintained in a safe place and serves as evidence in
the event of loss of property for insurance claims.

6. The property inventory is provided to the school’s casuaity insurer for purposes
of established proper insurance coverage, as required.

7. An adequate inventory of supplies, as determined by the ED and FM, is
maintained and monitored by the FM. Replenishment of supplies is done in
accordance with the Purchasing section.

Leases

4. Legal counsel will review lease agreements prior to submission 1o the MCSC
BOD for approval.

2. Lease agreements are executed and administered by the ED following MCSC
BOD approval.

3. Leases for equipment and facilities correspond to schiool year when possible.

4. Copies of lease agreements are kept on file by Fi.

5. Lease agreements shall include a non-appropriation clause, such as "All

obligations of CERT under this lease shall terminate upon termination of funding
to CERT from funding source used under this lease agreement” whenever

possible.

-42-
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Risk Management and insurance

1. Casualty insurance coverage at limits approved by the MCSC BOU are
maintained for the foliowing:

Worker’s compensation

Property insurance on facilities and equipment

Auto for CERT and non-CERT vehicles, including under and uninsured
coverage

Boiler and machinery for owned buildings, if applicable

General liability

EFducator’s legal liability

Employee benefits liability

Other as required by lease agreements, if applicable

Other as required by the charter school contract with the City of
Milwaukee, if any

oo

mmaemo o

2. Insurance policies are maintained by the FM.

3. Insurance policies are reviewed by the FM, ED and a member of the MCSC BOD
‘ with knowledge of insurance, prior to renewal.

4. Periodic risk assessment will be conducted by the school and plans {o reduce
exposure to loss will be implemented as approved by the MCSC BQD.

Grants and Contracis

1. Requests to solicit grants or enter into contracts through local, stale, federal or
independent agencies are to be approved in advance by the EL.

2. The FM and ED shall consider requirements for local matching funds and
sustainability of objectives of a grant in the decision to approve the request. The
ED may consuli with the FM on fiscal matlers related to the grant application.

3. Final grants and contracts shall be approved by the MCSC BOD.
4. The ED, working with the FM, will do the following:
a. Assure documentation necessary to support budgets and financial
transactions related fo same are maintained and properly filed.
b. Assure grant and contract revenues are used only as permitted under the

terms and conditions of the approval.
¢. Supervise preparation of claims for reimburseiment.

13-
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Donations, Gifts and Fundraising

1.

&

Rep
1.

Acceptance of gifts, with relaled restrictions or requirements, is approved by the
ED when such restrictions or requirements are consistent with the mission of the
school and does not conflict with reguiations or requirements of ofher funding
sources or agencles.

A record is kept of donations, including but not limited to the donor name(s),
amount, date, and restrictions.

Donations of at least $250 or more are acknowledged to donor pursuant to IRS
regulaiions.

Donations are accounted for in conformance with established procedures and as
required by Generaily Accepted Accounting Frinciples.

The ED, working wilh the FM, wili estabiish procedures tu assure donation and
gifts are used as intended by the donor.

Fundraising of any kind must be approved by the FM and ED and only when the
activity is consistent with the mission of the school and does not confiict with
regulations or requirements of other funding sources or agencies.

orting

The FM prepares or supervises the preparation of fiscal claims in & timely
manner. The food service vendor has primary responsibility for preparation of
claims for foed service reimbursements and provides to FM. All reports are in
compliance with reguiations of the Child Nutrition Program.

The ED reviews all claims and reports prior to signing and submitling.

The FM prepares or supervises the preparation of monthly budget reporls, grant
reports (when necessary), interim financiai reports and year-end financial

statemenis.

The auditor prepares the annual tax report, Form 090, Retum of Organization
Exempt from Income Tax, ali of which shail be reviewed by the FM & ED and

signed by the ED.

The FM will advise the school of pending changes in reporting requirements and
the fiscal and operational implications of such changes, if any.

- 14 -
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Student Information

Accurate counting and reporting of students in conformance with Department of Public
Instruction (DP1) regulations is necessary to receive and refain state and federal aid to
which the school is entitled. These procedures help to guaraniee that students are
counied and reported accurately.

1.

Students are required to provide evidence of residency in the City of Milwaukee.
For minors, this will be evidence of the address of their parent or guardian.
Acceptable forms of evidence include but are not fimited to a utility bill, driver’s
license, or rent receipt.

CERT secures evidence of age of enrolled students (i.e. birth certificale).

The FM maintains a roster of students, such roster to capture all data necessary
to meet reporting and audit requirements of DP1. The following student data is

maintained:

Name and address
Parent / Guardian name(s}
Date of birth

Grade in which enrolled
Date of enrollment
Aftendance data

49 E %4

The FM, with assistance from other staff, captures student atlendance data as
necessary to prove enroliment for purposes of counting students for state and
federal aid.

The FM prepares and files student count reports showing enrcliment on the 34
Friday in September and the.2" Friday in January. If the school is nol in session
on either of these dates, the FIM will file a request for an alternate count date with
the State Superintendent of Public Instruction.

The FM prepares reports of studenis with disabilities enrolled in the school as of
December 1 of each year.

The FM assures that the food service vendor creates and maintains appropriate
procedures to protect the identity of students eligible for free and reduced

lunches,

The FM assists CERT in developing procedures to safeguard protecled student
information.

-15-
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Food Service Program

1.

PR

The FM, ED and MCSC BOD select the food service vendor.

The FM conducts periodic audits, as required by the DFI, of food service policies
and procedures to assure compliance with state and federal regulations.

The fold service vendor collects the money for food service sales, maintains
hooks of account, establishes procedures for the safeguarding of assels, and
assures compliance with food service regulations.

The food service vendor prepares and files required reports. A copy of the
reports is provided to the FM.

-15-
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PROOF OF BUILDING OWNERSHIP OR
TENANT STATUS

(not applicable)



ATTACHMENT L

OCCUPANCY PERMIT OR
APPLICATION

(not applicable)



ATTACHMENT M
LETTER FROM BUILDING INSPECTION
DEPARTMENT REGARDING CODE
COMPLIANCE

(not applicable)
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C INSURANCE CERTIFICATES AND
COVERAGES



o,

Schueller =% Harrington
&Assocuates

|Louis 8. Schueller, CPCU Independent Insurance Specialists

Thomas G. Harrington, CPCU For Over 30 Years
Thomas M. Delahunt, CPCU :
Jill Kleinschmidt, CPCU

August 17, 2007

Mr. Chris Litzau

Milwaukee Community Service Corporatlon
1441 N 7" Street

Milwaukee, WI 53205

RE: Insurance Coverage
Dear Mr. Litzau,

I have reviewed all of the information provided and have completed the preliminary
underwriting for Milwaukee Community Service Corps.

QOur review has resulted in one or more of our insurance carriers providing the required
insurance coverage as outlined by the City of Milwaukee School Review Committee.

All carriers that would provide coverage are currently rated A X or better by A.M. Best
Company. .

Should you require any additional information, please feel free to contact me at 414-765-
2300.

incerely,

(g

Mary Bieniek
Commercia rance Manager

735 North Water Street  Milwaukee, W1 53202  Phone (414) 765-2300 Fax (414) 765-9911



DATE (MMBDNYYY)

) =Y o . OPID ME
Acgoep, CERTIFICATE OF LIABILITY INSURANCE par b0 1 08/17/07
PRODLUCER THIS CERTII‘“‘”""‘ e e e R R FOREATION
ONLY AND ¢ 5 i T ITIFICATE
Schueller-Owen & Assoc., Inc. HOLDER. Tt | ! EXTEND OR
77 W. Water St., Suite K510 | ALTERTHE. 3¢ CIES BELOW.
M. aukese WI 53202
Phone: 414-765-2300 Pax:414-765-5911 INSURERS AF% MAIC #
INSURED INSURER A <
INSURER B: 1
Milwaukee Community Sexvice C INSURER C:
1441 W 7th Street INSURER D:
Milwaukes WI 5320%
INSURER E:
COVERAGES

THE POLICIES OF INSURANCE LISTED BELOW HAVE BEEN (SSUED TG THE INSURED NAMED‘ABOVE FOR THE POLICY PERIOD INDHCATED, MOTWITHSTANDING
ANY REQUIREMENT, TERM OR:CONDITION OF ANY CONTRACT OR OTHER DOCUMENT WITH RESPECT TO WHICH THIS CERTIFICATE MAY BE ISSUED OR
MAY PERTAIN, THE NSURANCEAFFORDED 8Y THE POLIGIES DESCRIBED HEREIN 15 SUBJECT TO ALL THE TERMS, EXCLUSIONS AND CONDITIONS OF SUCH

POLICIES. AGGREGATE LIMITS'SHOWN-MAY HAVE 8EEN REDUCED 8Y PAID CLAIMS.

E‘?g' N%_% TYPE-OFNSURANEE POLICY NUMBER %%EY#K&T&S‘&%E ng!rca‘([rs.nﬁ%ﬁﬁq%c)m LTS
GEHERAL LIABILITY, ‘ EACH.OCCURRENCE $1,000,000
B | X | commERCIALGENERAL LABILITY | 3CHE590 03/01/07 03/01/08 | PREVISES (Eaaccuronce) | $ 100 ,000
I CLAIMS MADE | X | GCCUR MED EXP (Any ona person) $5,000
PERSONAL 8 ADVINJURY 151,000,000
: GENERAL AGGREGATE $ 2,000,000
GEN'L AGGREGATE LIMIT APPLIES PER: PRODUGTS -COMPIOP AGG | $ 2,000,000
j] POLICY r—-} ﬁERgf m LoC
AUTOMOBILE LIABILITY COMBINED SINGLE LIMIT
a |3t ] anv auto CBA0419972 03/01/07 | 03/01/08 | (o accident *500.000
ALL OWHED AUTOS BODILY INJURY
|| ScHEDULED AUTOS {Par parson) ’
| | MIRED ALTOS BODILY INJURY s
NON-OWNED AUTOS {Per accident)
( FOERSE s
0 GARAGE LIABIITY AUTO ONLY - EA ACGIDENT | §
:- ANY AUTO GTHER THAN EAACC | 8
AUTO ONLY: AGG | %
EXCESSILMERELLA LIABILITY EACH OCCURRENGE $1,000,000
D a OCCUR E CLAMS MADE | COTT0419872 03/01/07 03/0L/08 | AGGREGATE $
_ ' $
:’ DEDUCTIBLE $
RETENTION & $
WORKERS CONPENSATION AND pis |TORY um% s
¢ i_nrjs;?i\;i?:;?::;gmEa;ExEcun\:E WP383075 03/01/07 03/01/08 |ev FACIACCIDENT ¢ 100,000
FOFFICERM CLUDEDY- E.L. DISEASE- EA EMPLOYEE|'S 100,000
E.L. DISEASE - POLIGY LIMIT | 8 500, 000
& | Employee Dishonest 104492562 03/01/07 03/01/08 Theft 5400,000
E | Directors & Office 81825797 01/01/07 01/01/08 D & O 51,000,000

\ESGRIPTION OF OPERATIONS: LOCATIONS / VEHICLES £ EXCLUSIONS ADDED BY ENDORSEMEMT / SPECIAL PROVISIONS

he City of Milwaukee ig additiomal insured

ERTIFICATE HOLDER

CANCELLATI

ON

CITYMKE

City of Milwaukee

Chazrter School Review Committe
200 East Wells Street
Milwaukee WI 53202

¢

SHOULD ANY OF THE ABOVE DESCRIBED FOLICIES‘EE CAMNCELLED BEFORE THE EXPIRATION
DATE THEREOF, THE ISSUMNG INSURER WiLL ERSEXGEEma 30
NOTICE TO THE CERTIFICATE HOLDER NAMED TO THE LEFT, &

DAYS WRITTEN

T ]
AUTHORIZED REFRESENTATIV}@? 7 7

THOMAS DELAHUNT

CORD 25 (2001/08)

. @ ACORD CO R ORAT[ON 1888



AFFIDAVTY

STATE OF WISCONSIN}
8S

Milwaukee County }

Thomas Delahunt , being first duly swoxn, on oath
{Bgent)

deposes and says that he/she is the agent of the

Essex Insurance Company
{Company name)

insurex, on the attached

¥

certificate issued to Milwaukee Community Service Corp
(Legal entity of Insured)

Affiant further deposes and says that no offlcer official
or employee of the City of Milwaukee hag any interest,
directly or indirectly, or is receiving any premium,
commission, fee or any other thing of value on account

of the sale of furnishing of gsald insurance certificate

:sgubs_q;_:ibed and sworn to WEFhre me
N —_ 07
+ 20

OLELY f
My ',G_ommis?iogﬁjxgires 08/01/2010
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Andrea & Orendorff

Certified Public Accountants

Kathryn A. Andrea, CPA
Thomas N. Orendafl, CPA

Barna W, Bencs, CPA
Mork R, Felsing, CPA
Bradly £. Potter, CPA, CFP®
_ Teri A. Schmid:, CPA
August 20, 2007 Kenneth A. Smith, 8¢ CBA

Mr. Christopher Litzau

Milwaukee Community Service Corps
1441 North 7™ Street

Milwaukee, WI 53202

Dear Mr. Litzau:

We appreciate the opportunity to submit this proposal for auditing services our firm "would
provide for the proposed High School for Milwaukee Community Service Corps (The Corps) will

be located in Milwaukee, Wisconsin

We will audit the statement of financial position of The Corps as of December 31, 2008, and the
related statements of activities, functional expenses, expendilures of state and federal awards,

and cash flow for the year then ended.

Audit Objectives

The objective of our audit is the expression of an opinion about whether your financial
statements are fairly presented, in all material respects, in conformity with U.S. generally
accepied accounting principles. The objective also includes reporting on:

» Internal control related to financial statements and compliance with laws,
regulations, and the provisions of contracts or grant agreements, noncecmpliance
with which could have a material effect on the financial statements in accordance
with Government Auditing Standards. '

¢ Internal control related to major programs and an opinion (or disclaimer of
opinion) on compliance with laws, regulations, and the provisions of contracts or
grant agreements that could have a direct and material effect on each major
program in accordance with the Single Audit Act Amendments of 1996 and OMB
Circular - A-132, Audits of States, Local Governments, and Non-Profit
Organizations.

1
6300 76th Sreet Suite 200 Kencsha Wl 33142 Phore 202.657.77t6  Fax 202 657.6191  Emoll olfice3uocpa.net



August 20, 2007

Mr. Christopher Litzau
Milwaukee Community Service Corps

The reports on internal control and compliance wilt each include a statement that the report is
intended for the information and use of the audit committee, management, specific legislative or
regulatory bodies, federal awarding agencies {Charter School Selection Committee of the City
of Milwaukee) and, if applicable, pass-through entities and is not intended to be and should not
be used by anyone other than these specified parties.

Our audit will be conducted in accordance with U.S, generally accepted auditing standards; the
standards for financial audits contained in Government Auditing Standards, issued by the
Comptroller General of the United States; the Single audit Act Amendments of 1996; and the
provisions of OMB Circular A-133, and will include tests of accounling records, a determination
of major programs in accordance with OMB Circular A-133, and other procedures we consider
necessary (o enable us to express such an opinion and ta render the required reports, If our
opinion on the financial statements of the Single audit compliance opinion is other than
unqualified, we will discuss the reasons with management in advance. If, for any reason, we
are unable to complete the audit or are unable to form or have not formed an opinion, we may
decline to express an opinion or to issue a repoit as a result of this engagement.

Audit Procedures - General

An audit includes examining, on a test basis, evidence supporting the amounts and disclosures
in the financial statements; therefore, our audit will involve judgment ahbout the number of
transactions to be examined and the areas to be tested. We will plan and perform the audit to
obtain reasonable assurance about whether the financial siatements are free of material
misstatement, whether from errors, fraudulent financiat reporting, misappropriation of assets, or
violations of laws or governmental regulations that are attributable to the Organization or to acts
by management or employees acting on behalf of the Organization. Because the determination
of abuse is subjective, Government Auditing Standards do not expect auditors to provide
reasonable assurance of detecting abuse. As required by the Single Audit Act Amendments of
1996 and OMB Circular A-133, our audit will include tests of transactions related to major state
and federal award programs for compliance with applicable faws and regulations and the
provisions of contracts and agreements. Because an audit is designed to provide reasonable,
but not absolute, assurance and because we will not perform a detailed examination of all
transactions, there is a risk thal material misstaternents or noncompliance may exist and not be
detected by us. In addition, an audit is not designed to detect immaterial misstatements or
violatlons of laws or governmental regulations that do not have a direct and material effect on



August 20, 2007

Mr. Christopher Litzau
Milwaukee Community Service Corps

the financial statements or to major programs. However, we will inform you of any material
errors and any fraudulent financial reporting or misappropriation of assets that come to our

attention. We will also inform you of any violations of laws or governmental regulations that
come to our attention. unless clearly inconsequential. We will include such matters in the
reports required for a Single Audit. Our responsibility as auditors is limited to the period covered
by our audit and does not extend to any fater periods for which we are not engaged as auditors.

Our procedures will include tests of documentary evidence supporting the transactions recorded
in the accounts, tests of the physical existence of inventories, and direct confirmation of
receivables and certain other assets and liabilities by correspondence with selected funding
sources, creditors, and financial institutions. We will also request written representations from
the Organization's attorneys as part of the engagement, and they may bill the Organization for
responding teo this inguiry. At the conclusion of our audit, we will require certain written
representations from management about the financial staterments and related matters.

Audit Procedures — Internal Control

In planning and performing our audit, we will consider the internal control sufficient to plan the
audit in order lo determine the nature, timing, and extent of our auditing procedures for the
purpose of expressing our opinions on The Corps’ financial statements and on its compliance
with requirements applicable to major programs,

We will obtain an understanding of the design of the relevant controls and whether they have
been placed in operation, and we will assess control risk. Tests of controls may be performed
to test the eifectiveness of certain controls that we consider relevant to preventing and detecting -
errors and fraud that are material to the financial. statements and to preventing and detecting
misstatemeants resulting from illegal acts and other noncompliance matters that have a direct
and rnaterial effect on the financial statemenis. Tests of controls relative to the financial
statements are required only if control risk is assessed bellowed the maximum. level. Our tests,
if performed, will be less in scope than would be necessary to render an opinion on internal
control and, accordingly, no opinion will be expressed in our report on iniernal control issued
pursuant o Government Auditing Standards.

As required by OMB Circular A-133, we will perform tests of controls to evaluate the
effectiveness. of the design and operation of controls that we consider relevant to preventing or
detecting material noncompliance with requirements applicable to each major state and federal
award program. However, our tests will be less in scope than would be necessary to render zan
opinion on those controls and, accordingly, no opinion will be expressed-in our report on internal
control issued pursuant to OMB Circular A-133.
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Mr. Christopher Litzau
Milwaukee Community Service Corps

An audit is not designed to provide assurance on internal control or to identify reportable
conditions. However, we will inform the governing body or audit committee of any matters
involving internal control and its operation that we consider to be reportable conditions under
standards established by the American Institute of Certifled Public Accounts. Reportable
conditions involve matters coming to cur attention relating to significant deficiencies in design or
operation of the internal control that, in our judgment, could adversely affect the entity’s ability to
record, process, summarize, and report financial data consistent with the assertions of
management in the financial statements. We will also inform management of any nonreportable
conditions or other matters involving internal control, if any, as required by Govemment Auditing
Standards and OMB Circular A-133.

We expect to begin our audit in February of 2009 of the designated contract year, and to
complete your information returns and issue our reports no later than March 15, 2008 or
alternative dates as required.

Qur fees for these services will be based on the actual time spent at our standard hourly rates,
plus travel and other out-of-pocket costs such as report production, typing, postage, etc. The
fee is based on anticipated cooperation from you personne!l and the assumption that
unexpected circumstances will not be encountered during audit. If significani additional time is
necessary, we will discuss it with you and arrive at a new fee estimate. If significant additional
time is necessary, we will discuss it with you and arrive at a new fee estimate. We estimate the
cost of the audit to be $10,000. We will bill only for actual fees incurred and will not bill above
the quoted amount unless we encounter unexpected problems requiring a change in the scope
of our work.

You may request that we perform additional services not addressed in this proposal. If this
occurs, we will communicate with you the scope of the additional services and the estimated
fees. We will also be available to provide ongoing accounting assistance and consulting
services on an as-needed basis. This work would be billed at individuals performing the

services and approximate the following:

Partner $169
CPA Level 3141
Accounting/tax staff 3 86
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Mr. Christopher Litzau
Milwaukee Community Service Corps

Gavernment Auditing Standards requires that we provide you with a copy of our most recent
external peer review report and any letter of comment, and any subsequent peer review reports
and letters of comment received during the period of the contract. Our 2006 peer review report

accompanies this letter.

Parental Private School Choice Program

The quote of $10,000 as identified in the section titles *audit administration, fees, and other”
does not include fees to audit The Corps Parental Choice Program Financial [nformation Report
("FIR") to the Wisconsin Department of Public Instruction as required by Wisconsin
Administrative Code Chapter P! 35 ("P! 35"). If your charter school does qualify under this
program, we would be required to amend this proposal, as an audit of the FIR would be
separate in procedures and objectives from a single audit of a non-profit organization’s financial
statements. The objective of our report to the Wisconsin Department of Instruction on the
school's compliance or non-compliance with sound fiscal practices required by Pl 35 is {o
determine and report on the extent to which the school does or does not comply with such
practices. The objective of out audit of the financial statements is the expression of an opinion
whether your financial statements are fairly presented, in all material respects, in conformity with

1U.S. generally accepted accounting principles.

If you have any questions regarding the proposal or need further clarification, please contact me
at (262) 657.7716. We want to thank you for allowing us the opportunity to submit this proposal.

Very truly yours,

Andrea & Grendorff LLC

A A,

Kathryn A. Andrea, Partner



Lewis, Kisch & Associates, Lid.
CERTIFIED PLIBLIC ACCOUNTANTS
1303 South Fronlhge Road
Hastings, Minnesota 35033

James V. Lewsis, C.PA. Augusl 9, 2006 Telephone: {651) 437-3356
joln T. Klslch, C.PA. FAX: (651} 437-3508
Cavol ]. Sailer, C.I"A. email: levwiskisch@aol.com

To The Shareholders
Hoppe & Orendorff, 8.C.

We have reviewed the syslem of quality conldrol for the accounting anl auditing practice of
Hoppe & Orendorff, $.C_ (the firm) in effect for the year ended March 31, 2006. A system of quality
control encompasses the firm's organizalional structure, the policies adaopied and procedures esiablished
to provide il with reasonable assurance of conforming will professional standards. The elements of
quality control are described in the Stalements on Quality Control Standards issued by the American
Instilute of CPAs {AICPA). The firm Is responsible for designing a system of quality control and complying
witly it to provide [he firm reasonable assurance of conforming wilh professional standards in all material
respects. Our responsibility is to exprass an opinion on the design of the system of quality conlrol, and the
firm's compliance with ils system of quality conirol hased on our review.

Our review was conducted in accordance with standards eslablished by the Peer Review Board of
ihe AICPA. During our review, we read required representalions from the firm, interviewed firm personnel
and obtained an understanding of the nalure of lhe firm’s accounting and. auditing praclice, and the design
of the firm’s system of quality control sufficient to assess lhe risks implicit it ils practice. Based on our
assessments, we selecled engagemenls and administrative files to lest for conformily with professionai
standards and compliance with the firnVs system of quality control. The engagements selected
represented a reasonable cross-seclion of the firm's accounting and auditing practice wilth emphasis on
higher-risk engagements. The engagements selected included among others, an audit of an Employse
Benefil Plan and engagements performed under Government Audfting Standards. Prior to concluding 1he
review, we reassessed the adequacy of the scope of Ihe peer review procedures and met willi firm
management to discuss the results of our review. We believe that the procedures we performed plowc!e &

reasonable basis for our opinion.

In performing our review, we obtained an understanding of the system of quality controf for the
firm's accounting and audiling practice. In addition, we lesled compliance with the firm's guality control
policies and procedures to the sxtent we considered appropriate. These lesls covered fhe application of
the firm’s policies and procedures on selecled engagements. Cur review was based on selected tesls
therefore it would nol necessarily detect att weaknessaes in the system of quality control or all inslances of
noncompliance with il, There are inherent limitations in the effecliveness of any systemn of quality control
and therefore noncompliance with the system of quality conirol may occur anct not be detecled. Projeclion
of any evaluation of a system of quality contrel to fulure penods is subject to the risk lhal the system of
quality control may hecome inadequate because of changes in condilions, or because the degree of

corpliance with the policies or procedures may deleriorate.

In our opinion, the system of qualily control for the accounting and auditing practice of
Hoppe & Orendorff, S.C. in effec! for the year ended March 31, 2006, has been designed lo meet the
requirements of lhe qualily control standards for an accounting and auditing practice established by lhe
AICPA and was complied with during the year then ended to provide the finm wilh reasonable assurance
of conforming wilh professional slandards.

As is customary in a syslem review, we have issued a lelter under this dale that sels forlh
comments that were nol considered to be of sufficient significance lo affect the opinion expressed In this

report.
Respecifully submitied,
Lo, ik o arnsllog .
v hlemnbers
C P /A\ Mirnresola Soclety of Cerlified Public Accounlants
Amarican Institule of Corlified Public Aecavnlants

Minesola Association of Public Accounianis
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( SECTION III: CERTIFICATION

¢

Charter schools must abide by the following provisions of state law and the policy of the City of Milwaukee
(open records for contractors with city, background checks). Please read the following list carefully. Initial
cach section of the list to certify that you understand these requirements and that the school will honor them.
Please sign and date the certification in the space provided and return this section with your application.
(Attachment R)

O

o

 ceriify that the school named in this application will not charge tuition to charter students. (Schools
may charge tuition for students not eligible for charter status. Charter schools may accept students
under other programs such as the Milwaukee Parental Choice Program. However, schools may not
receive tuition payments for the same students from more than one program. Schools may also
charge reasonable fees for such items as field trips or extracurricular activities.)

I certify that the school named in this application will abide by statutory eligibility requirements in
determining who is a charter student. State statutes provide that students must meet the following
tests: the student is a city resident and, in the previous year, the student either 1) enrolled in the
Milwaukee Public Schools; 2) attended a private school under section 119.23, the Milwaukee
Parental Choice Program; 3) enrolled in four-year-old kindergarten to grade three in a private school
not participating in the choice program; 4) not enrolled in school; or 5) enrolled in & charter school.
(Please note that a student who attended pre-school at a level lower than four-year-old kindergarien
qualifies as a student who was not enrolled in school.)

(%\ ~ I certify that the school named in this application will administer required state examinations. (State

law requires charter schools to administer the state’s examinations for fourth, eighth and tenth
graders.)

! i I certify that the school named in this application is or will be nonsectarian.

I certify that the school named in this application will not discriminate in its admission policies or

deny participation in any program or activity on the basis of a person’s sex, race, religion, national
origin, ancestry, pregnancy, marital or parental status, sexual orientation, or physical, mental,
emotional or learning disability.

&I certify that the school named in this application serves at-risk students or, if it does not now serve

at-risk students, will serve at-risk students who apply and meet other admission requirements, (State
statutes define at-risk students to include students in grades 5 - 12 who are one or more years behind
their age group in the number of high school credits attained, or two or more years behind their age
group in basic skills levels, and who are also one or more of the following: dropouts, habitual truants,
parents or adjudicated delinquents.)



C/j I certify that the school named in this application will abide by health and safety codes that apply to
public schools, including immunization requirements.

( ,2 I certify that the school named in this application is located in the City of Milwaukee.
C/z I certify that the applicant is not a for-profit entity.

Of’ I certify that the school named in this application will abide by city requirements for access to records
of a contractor with the city.

Cﬁ/ I certify that the school named in this application has conducted criminal background checks on
current employees and volunteers and will conduct criminal background checks on all new
employees, and that the school will assign only those employees and volunteers who, in the judgment
of the school have nothing in their background, including but not limited to pending charges or
convictions of criminal offenses, which would render them unfit to work or otherwise have contact
with the school’s students and employees.

% I certify that the school named in this application will submit the annual report required by contract,
including an annual financial audit, to the sponsor by-the date established in the contract.

. @j’ 1 certify that I understand that the award of a charter school contract is contingent upon receipt of an
occupancy certificate for school use from the City of Milwaukee Department of Building Inspection.

O/AI certify that the school named in this application will comply with federal regulations that apply to
charter schools authorized by the City of Milwaukee, including, but not limited to, the provisions in
the No Child Lefi Behind Act that apply to schools in need of improvement (The 2001 passage of the
Elementary and Secondary Education Act, also known as No Child Left Behind, contains significant
sanctions for schools that do not meet it requirements; charter schools are required to comply with its
provisions. For guidance from the US Department of Education, please see Charter School Policy
Guidance for NCLB.) ‘

Qé  certify that the school named in this application will comply with the requirements of the CSRC
regarding tasks required by the academic monitoring and operations monitoring consultants and any
additional monitoring requirements that the CSRC develops as needed during the lifetime of the
school’s contract with the City of Milwaukee.

I hereby certify that I agree to abide by the requirements above and understand that failure to do so may result

in revocation of the charter.
@W\, L %’/”‘

Applicant Si gnatire

$/30/07
7

Date

27



C

ATTACHMENT S

STUDENT PARENT HANDBOOK



Certification and Emergency Response Training
(CERT)
High School

Student/Parent Handbook
2008-2009

Street Address
Milwaukee, W1
(414) #HH#H-HHH#



Table of Contents

Welcome from the Principal and CERT Staff...........cooiiiiiii e 4
CERT MiSSION ©1uveteintitiee ettt et ete e e e et e e vanaaens et 5
L0 A 2 Y 13 T + P 5
Educational Philosophy ....cooeuini 5
Admission Process and POliCIES. ... ...o.vuirieir it et 6-7
Enrollment ProcedUres. ... ...vouiiiiiiint e ettt 6
Nondiscrimination POHCY ........ooviiiiiiii e e 7
Equal Educational Opportunities ........coiiiiiiiiiiii i e 7
REAAIMIISSION L.ttt ie it et et et et e et et et et et e et e e re e anan 7
Transter Students ... v 7
Attendance Policies and ProCedures ... ...ooovi it e 8-9
PhIlOSOPIY e e 8
B 0 T D PR 2
X CUSEA A DS EIICES vttt e e, 8
College VISIES touuiieieinii i 8
UneXCUSEd A SIS oottt vttt ittt e e 8
01y O P 8
UnIformm Code ... et 9
Curriculum and Instruction Practices .......ooiiiiiiiii i i, 10-12
Tl 1T T0) B 3 Yo ) - S OO 10
Methods Of INStICHION ...ooviiir i e e e e 11
Special Needs Students ..........ooiiiiiiiiiii 12
P NSEonto) 9 T 1 LA s Lo LT 13-15
4 e ¢ QAN Ly Lo < U 13
Student Project Protocol ... SO 13
Grading SYSIEIM .. iveuiniiiii e 13
Promotion ReqUIrEmEnts ... ...t e eeeeaea 14
Graduation ReqUireIments .. ... .ooeiiiie i e e 15
PPz VT b o R It - 15
|3 001110 o < 15
Disciplinary Procedures ... ... ..o 16-19
Expectations .. .ooeiiiii e 16
Codes O EXCEIIEICE ... onreti ittt e et et e e e anneaaana 16
Consequences and PrOCESS .......c.oieiuiiiiiii et 17
Technology USage ... .oueieiiiiii e e e 18



Table of Contents continued...

Parental Involvement, Rights and Responsibilities ..........oeveiviiiiiiieine e, 20-21
Quarterly Individualized Education Plan Meetings .............cooooviiiiiiiiiiiinennn. .. 20
Quarterly Public Exhibitions of Work ..., 20
Monthly Group ACHVItES ........ovuvieiiiiiiiir e 20
Volunteer OpPOTtUNILIBS .....o.oueee ittt ee e e 21
Parent Teacher ASSOCIAtION .......coouiiiiiiii it 21
Confidentialify ... ... 21
Parent Rights to Student Records .........oovviriiiii e, 21
Parent Complaint Procedure ... i 21

Emergency and Out of the Ordinary Procedures .........co.vviiniiiiiieiiiiieceice e, 22-23
Emergency Procedures ... ..o e 22
Medical COnSENE .....uiniii e e 22
Medication POHCY ... e 22
SCHOOL ClOSINE ... e e 23
4T3 - P TURTT 23

General School Information .............covoeiniiiiii Ll e araeeaee e 24-25
School Daily Structure ..ot e 24
School Yearly Calendar .....oooiriiiiiieiie e e e 25
School Staff ... 25

FOTTIIS .. e 26-29
Parent Acknowledgement Sign-off Sheet ..., 26
Student Acknowledgement Sign-off Sheet ... 27

Emergency Contact Formi ...............ooiviiiivnn.... e 28
Technology Usage FOIM ..ot e e, 29



WELCOME
Students, Parents and Guardians:
Welcome to the Certification and Emergency Response Training (CERT) High School!
This handbook includes important information, as well as policies and procedures for our school.
You may recall much of this information from our prior orientation sessions, but please read
through it thoroughly. Do your best to familiarize yourself with it and don’t be afraid to ask any
questions if you have them.
After reading through the handbook both students and parents are to sign the acknowledgement
sheets in the back of this handbook. Please return these forms, along with the rest, with the
application form. By signing these forms, both parent/guardian and student, is agreeing to abide

by the policies and procedures within the student parent handbook.

The staff here at CERT is looking forward to spending a wonderful and exciting year with you!
Thank you for your tume.

Sincerely,

CERT Staff



CERT MISSION
CERT will leverage the Milwaukee Community Service Corps’ philosophy to develop an ethic
of social responsibility among young adults who ultimately become permanently employed, fully
contributing, educated critical thinking citizens that are able to pursue further educational
opportunities. CERT will engage young adults within a culture of social responsibility and
prepare them for the future by developing the confidence, skills, and experiences by which they
can transform their lives and the lives of others.

CERT VISION
The Incident Command System (ICS) is the modus operandi for an emergency response and
natural disaster recovery operation. An incident comunander receives vital input from competent,
trusted advisors. Decision-making authority rests with the incident commander who bases
decisions on input, and then delegates authority accordingly. CERT will transform students with
the knowledge, skills and credentials necessary--within a context of community emergency
response, recovery and rebuilding from incidents at a local, state, national and even international
level--to effectively analyze information to make informed decisions and assume leadership

roles.

CERT EDUCATIONAL PHILOSOPHY
Since 1991, the Milwaukee Community Service Corps (MCSC) has served as an alternative
education program for under-educated and out-of-school youth who did not succeed in the
conventional education setting. While there has been no one solution, their subsequent success is
testimony to the importance of experiential learning and applied education at the Corps.
Students’ motivation is rooted in their ability to see how education concretely affects their lives,
now and in the future. The Corps helps students see how learning algebra is necessary to work as
an electrician, and how writing truly matters when reporting where and how hazardous waste
samples are taken to measure levels of environmental contamination in Milwaukee’s
neighborhoods. The Corps knows firsthand that real world connections change the educational
environment for underserved youth, and has been practicing a modified version of the Big
Picture Model for the past 15 years. MCSC’s proposed charter high school will replicate the Big
Picture Model.

As a nationally recognized urban youth corps that integrates education, experiential work
projects and skill development to prepare disadvantaged young adults for family-sustaining
employment opportunities, MCSC believes in the power of creating educational plans that work
with a student’s passions and needs. MCSC structures students into crews which function as
small teams that learn by completing real projects to impact the physical and social landscape of
Milwaukee. Students connect the classroom education to field projects. Through this process,
they recognize the skills and credentials they attain are valued by various industry sectors,
MCSC’s education program accommodates myriad paths for student learning, including
partnerships with other community agencies, scholarships for post-secondary education, and
advanced learning opportunities. Corps staff members meet as an education team with each
individual student to build an individualized educational plan with concrete goals. Like the Big
Picture Model, MCSC correlates the success of the student with the role of family in the
student’s education.
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ADMISSON PROCESS AND POLICIES

Enroliment Procedures

CERT High school is open to any City of Milwaukee youth between the ages of 14 and 21
regardless of gender, race, religion, national origin, national ancestry, pregnancy, parents status,
sexual orientation or physical, emotional or learning disability. All children deserve the right to
an education.

Before being accepted for school enrollment CERT High School prospective students must:
e submit proof of 8" grade graduation

submit proof of City of Milwaukee residency (birth certificate, parent utility bill, etc)

submit the application forms

attend one new student orientation meeting

write a one page paper or letter stating why they want to attend CERT and why they think

it is a good fit for them '

e with their families attend a meeting with a CERT staff member to assess the fit of the
student and school. :

e rcad the parent/student handbook with their parents and both sign the
completion/commitment form at the end of the packet.

o read and sign the emergency contact and technology usage form.

CERT believes in faimess and will be open to every student wishing to attend. However, an
assessment will be used for students to learn if the school’s focus is a good fit for them. The
following items will be discussed in the student-family assessment with staff:

¢ Student commitment to the focus of the first responder trades (medical, construction, etc).

» Parental commitment to attending school functions, at least eight times a year (4 public

exhibitions and 4 learning plan meetings).
» Student commitment to a mixed instruction and project-based learning enviromment.
o Ability to thrive, both socially and academically.

In order to be considered for enrollment in CERT, the application materials and student-family
assessment must be completed in full during the open enrollment periods.

Admissions for new students to CERT will be processed on an open enrollment basis. There will
be at least one and up to three open enrollment periods for each school year, each lasting
approximately eight weeks, with the first one opening up in mid-October. Open enrollment
announcements will indicate which grades have openings. If the number if applications received
exceeds enrollment capacity after returning students are registered, a number will be randomly
assigned to each applicant within each grade level. Soon after the end of the open enrollment
period, at a time and place announced at the beginning of the open enrollment period, a drawing
will be held at a public meeting. Names will be drawn randomly, and all applications submitted
during open enroliment period shall have an equal chance of being drawn, except that
employee’s children and continuing pupils at CERT and their siblings will be given first
preference. If a name is drawn for an applicant who has sibling(s) in a higher grade and has
completed application on file, the older sibling (s) will immediately be placed in his/her



respective grade(s) if there is room available. The random drawing will continue until all seats
are filled and a waiting list order is determined in the event a previously filled spot opens up.

Those students drawn from the lottery will be contacted in writing as soon as possible. Letters
will be mailed to applicants informing them of their acceptance or their number on the waiting
list, on the date following the drawing. Applicants who are accepted will have ten calendar days
to confirm their enrollment by returning the required letter of confirmation. Applicants on the
waiting list are not carried over to the next year and must submit a new application. Priority will
be given to siblings of current students in the event that a waiting list is generated.

Non-discrimination Policy

CERT does not discriminate in any manner contrary to law or justice on the basis of race, color,
sex, age, religion, sexual orientation, disability, veteran’s status, or.national origin iu its
educational programs or activities, including employment and admissions.

Equal Educational Opportunities
CERT believes that any child can learn and is committed to providing education to every student

no matter their race, color, sex, age, religion, sexual orientation, disability, veteran’s status, or
national origin or any other factor that is protected by state or federal law.

Students with disabilities will be provided with appropriate educational services or programs,
regardless of the nature or severity of the disability.

Readmission
Students that leave CERT for another school or educational opportunity and want to return must
satisfy the following readmission requirements:

s Produce transcripts from the school(s) you attended prior to CERT.

e Create a one page paper or letter that tells CERT staff why you left CERT iu the first
place, why you left your prior school(s) and why you think that CERT will work for you
now.

e Attend a meeting with CERT staff assessing the student’s past behavior at CERT, the
parent/guardian’s prior and future commitment to CERT and general past compliance
with the Parent/Student handbook.

Transfer Students
Students will be allowed to transfer into CERT given the following:
e Produce transcripts from their prior school(s).
s Follow all enrollment policies and guidelines for new students.

Transfer students will be given credit for classes already taken and will be expected to complete
all CERT promotion and graduation requirements.

If a student wishes to transfer out of CERT, staff will forward school records as soon as
notification from the student’s new school is received.



ATTENDANCE POLICIES AND PROCEDURES
Philosophy
Learning can only truly take place when students attend school regularly. Ail students are
expected to attend school every day, be on time and take part in for the full period of time: daily
pick me ups, group instruction, literacy, individualized projects, documentation of time and
student-advisor meetings.

Tardiness
Students are expected to be on time to all school components and will be held accountable for

doing so.

Excused Absences
CERT recognizes that there are times when a student is unable to attend school. The following
are some examples of absences that are excusable:
e Illness or injury
Death of an immediate family member
Religious observance
Medical/Dental appointments
Driver’s exams

To have the absence be deemed as excused, the parent/guardian must call the school before the
school opens for the day. Upon return, the student must give their advisor a note written that is
signed by their parent/guardian indicating and detailing reason for missing school. Students will
be able to make up assignments.

College Visits and Informational Interviewing

CERT understands the importance of visiting colleges, learning about potential jobs and
practicing interviewing skills. Therefore, they are counted as excused absences. Students should
plan ahead for these trips and submit a Planned Absence form at least two weeks prior to their
advisor.

Unexcused Absences

When a student’s parent/guardian does not call the school prior to the school day in which the
student will be missing or the student does not return to school with a note indicating reason of
absence with parent/guardian signature the absence will be deemed unexcused. Unexcused
absences will have an effect on the student’s grade in class, grade promotion and could result in
redeemable actions. Students will not be able to make up assignments.

Truancy
Students with multiple absences or is absent from school without a valid excuse is considered

truant. Initially, school staff and officials will conduct parent conferences, but if the absences
continue will be forced into pursuing court proceedings, notification to other state agencies and
withdrawal of the student from school.



Uniform Code

Students must attend school and school events in uniform. Uniforms link you to a place and help
form a collective identity. Students will be required to wear a t-shirt provided by CERT, clean
jeans and a belt. CERT dress shirts will be provided, if and when necessary if an event or
intemship requires it.

Students may not wear oversized clothing, head gear (includes hats, caps and bandanas), chains
hooked to wallets, outer jackets while in class or jewelry that is unsafe for school/work
conditions.

Students will also be required to wear identification badges while on school property or attending
school-related events.



CURRICULUM AND INSTRUCTIONAL PRACTICES

School Focus

CERT will develop students within a context of emergency response and natural disaster
recovery. Americans revere first responders. They trust their lives with emergency personnel.
Fire fighters, EMTs and contractors involved in the rescue and recovery of September 11% are
considered heroes. Emergency responders and disaster recovery personnel have ethical
responsibilities to the public. Many swear an oath to serve. They have a duty to uphold.
Statistics reveal an average of one first responder for every three hundred neighborhood
residents. CERT will create a culture in which all students recognize that each of them is being
prepared to serve a role in an emergency response or natural disaster. Within that context, each
student would assume a role of responsibility, care, respect and sensitivity as the individual who
would be called to respond to crises that affect the larger community.

The CERT curriculum will progressively scaffold students for emergency preparedness, rescue,
recovery and rebuilding. CERT will leverage myriad independent strands of curriculum,
equipment and resources MCSC has woven together over the past 16 years.to form the
foundation of its community emergency response training program, e.g. certification in lead and
asbestos removal, wastewater treatment and storm water management, hazard identification and
communication, medica)l surveillance and CPR/First Aid, pesticide application and hazardous
waste operations, confined space entry, competent person duties and trenching-excavation, site
work and construction basics, heavy operating equipment and Class D and Commercial Drivers
License preparation.. The vocation-specific content provides the core knowledge and credentials
required for community emergency preparedness, response, recovery and rebuilding from
incidents at a local, state, national and even international level, and is sufficiently extensive and
varied to permit students to ultimately focus on one or more paths that reflect their real-life
experiences and personal beliefs. The CERT curriculum will combine classroom education with
field-based experiential learning where students master the knowledge and skills at real projects.

An individual who responds to an emergency or natural disaster must possess specific credentials
and proficiencies. Each strand of the CERT curriculum will require the student to demonstrate
mastery of the content area. The mastery will capitulate in an annual full-scale terrorism
response training exercise with area agencies and first responders. The level of mastery for
several content-area strands is objectively set by a third party that awards the certification,
license or other credential. The State of Wisconsin establishes the minimum requirements for
the student to attain a driving license, commercial driving license, lead abatement certificate,
asbestos abatement certificate, etc. Similarly, the Occupational Safety and Health
Administration sets the standards for certification in Hazardous Waste Operations and
Emergency Response (29 CFR 1910.120). Typically, the local, state or federal agency
responsible for administration of the credentials requires students to demonstrate field-based
competency as well as completion of a final exam with a set passing score. CERT will integrate
the content and ficld-based competency into its core curriculum to provide a seamless
transformation of students who acquire the respective credentials necessary to participate in
emergency response or natural disaster recovery.
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The environment for homeland security is constantly changing. First responders and disaster
recovery personnel use state-of-the-art technology to sample, monitor, analyze and predict.
CERT will utilize MCSC’s technology resources to provide students with training opportunities
specific to vocational credentials, e.g. monitors for medical surveillance, air respirators for entry
into hazardous environments, etc. CERT students will also be able to access several agencies
and companies with whom MCSC partners for supplemental technology resources and field
equipment. For example, the Metropolitan Milwaukee Sewerage District facilitates training and
calibration with 5-gas combustible gas indicators; Sigma Envirommental Services hosts training
exercises for students to use groundwater sampling equipment. The City of Milwaukee Health
Department facilitates access to X-Ray Fluorescent guns to identify lead-based paint hazards.
MCSC offers CERT students use of its handheld GPS unit to map environmental hazards in the
community.

The 9® grade foundation skills will center on emergency preparedness; the 1o grade core
content will focus on emergency rescue; 1 1™ grade content will thematically address emergency
recovery; and 12" grade content will prepare students for rebuilding communities affected by
emergencies or natural disasters. Thematic and third-party curriculum content will be integrated
into the subject courses of English, Math, Science and Social Studies, Foreign Language, and
Mental and Physical Wellbeing to ensure compliance with the MPS learning targets and DPI
State Standards. Content and lesson plans will satisfy the requirements to attain MPS learning
targets and DPI State Standards.

All students will participate in a cohesive advisory lecture and then do individualized projects
aimed at hitting the MPS learning targets and DPI State Standards.

When students have zero high school experience they will be considered a 9" grader and must
complete (or have transferred in adequate and satisfactory correlations) before they will be
promoted to the next set of courses. Students will “hit” learning targets in their curriculum levels
and must finish all of them before moving on to the next curricular cycle.

Methods of Instruction

CERT will incorporate a mixed instructional method because we believe that it is truly beneficial
to learn core ideas and receive background foundation knowledge as a group and then be able to
break apart to do their individual assignments on the subjects at hand.

In the morning students will take part in the community Pick Me Up (staff

announcements/presentations and teambuilding activities) and then proceed with their small
group advisory (less than 15 students) to discuss content related to the core subjects. In the
afternoon students will use what they have learned previously to complete individualized
projects aimed at hitting learning targets.

CERT understands that learning does not take place in the classroom alone. Instead, on Tuesdays
and Thursdays students will take what they learned in the classroom and from doing projects and
apply it to a real world internship.
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Special Needs Students
At CERT, students with disabilities will receive special education and related services to address

needs based on their IEPs, respectively. CERT is committed to giving students with special
needs the opportunity to achieve to the best of their ability by providing supports, instructional
strategies and assistive technologies that will foster learning by a variety of learners.

Individually each student has to be looked at holistically. Every student’s work will be
documented and reviewed quarterly when updating their Individualized Education Plan (IEP)
with their IEP team. IEP teams include the student themselves, parents/guardians, the internship

mentor and advisor.
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ASSESSMENT PRACTICES

Forms of Assessment

CERT students will be assessed in three major ways:
e Through their work done in class
e Through their work done on their individual projects
e Through their work done while on their internships

Students will be graded authentically on work done in class, individual or group projects,
presentations, and their internships in the following ways:
e Educational Advisor Observations and Assessments
Internship Mentor Observations and Assessments
Peer Assessments
Self Assessments
Individualized Education Plan (IEP) Learning Team Assessments

¢ 9 & @

Student Project Protocol
Students will work individually and in small groups depending on the given project. To work on
an individualized or group project outside of class a student must:
e Submit a proposal outlining the project and how that correlates with their academic
objectives.
e Complete measurable work towards the project and maintain a timeline of completion.
» Present the project’s findings to the school community, their advisory or during a public
exhibition.

Grading System

Educational Advisors and Internship Mentors will use a combination of assessments, rubric, and
proficiency evaluations to determine the level of student understanding. Students work will be
characterized as being one of the three:

s Proficient: Student exceeds expectations

s Competent: Student meets expectations

¢ Insufficient: Student needs work to meet expectations

Every week Educational Advisors will assess the students in their advisory, taking into account:
Work completed in class
Progress and advancement of individualized projects
Behavior
Completion of their daily log of activity and future planning tasks

e Internship performance (after consulting with the Internship Mentor)
For each of these categories a rubric of 1-10 will be assigned with a total of 50 points each (10
points per category). Students receiving a 75% or less will trigger an official educational advisor
inquiry that could possibly lead to a parental conference.
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Promotion Requirements

Students will not be promoted to the next class in the series if they do not pass its prerequisite.
Students will not enter the next grade unless they have truly earned it by proving to their
educational advisor that they know and fully understand the material. Students must pass the

following classes at CERT:

9" Grade: PREPAREDNESS

English 1

Math 1

Social Studies 1

Science 1

Foreign Language 1

Mental and Physical Well Being 1

Learning Through Internship 1

National Incident Management System (NIMS) 1
FEMA 21-Hour Training

Hazardous Waste Management (29CFR1910.120)
Community Emergency Response Training
NOAA Call-Alert Technology

Public Health

Marketing and Graphic Design

11™ Grade: RECOVERY

English 3

Math 3

Social Studies 3

Science 3

Foreign Language 3

Mental and Physical Well Being 3
Learning Through Internship 3

National Incident Management System (NIMS}) 111
Confined Space Training

Hazardous Materials Shipping & Handling
Small Engine Repair

Computer Aided Design

Wastewater Management

Civil Air Patrol Cadet Certification
International Travel
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10" Grade: RESCUE

English 2

Math 2

Social Studies 2

Science 2

Foreign Language 2

Mental and Physical Well Being 2
Learning Through Internship 2
NIMS I1

Field Sampling and Monitoring
GIS/GPS Mapping

Field Surveying

Driver’s Education

Blueprint Reading

Patient Care and Bedside Manner

12" Grade: REBUILDING

English 4

Math 4

Social Studies 4

Science 4

Foreign Language 4

Mental and Physical Well Being 4
Learning Thirough Internship 4
NIMS IV

Powered Industrial Truck Operation
Commercial Driver’s Education
Flatwork Concrete/Air Hammer Use
Lead-Safe Worker Certification
Flagger Certification

Competent Person Training
Landscaping & Pesticide Application




Graduation Requirements

In addition to completing the curriculum seen above, students are required to satisfy the
following additional requirements for graduation:

All students will have completed the above curriculum with a “competent” level.
All students will demonstrate proficiency in formal and informal assessments based on
standards.

o All students will participate in four years of internship opportunities.

e All students will participate in one yearly community service project.

¢ All students will create a community service project.

e All students will present their work at the quarterly public exhibitions.

o All students will complete an autobiography that will be 75-100 pages in length.

e All students will update their transcript narratives for their portfolio quarterly.

e All students, by the end of the 12™ grade, will have a complete portfolio showcasing their
work, classes they took and things they accomplished to use in further educational or
employment opportunities.

e All students will have completed a combination of four college visits and informational
interviews.

Standardized Testing

e In the ninth grade students will take the Terra Nova Reading and Math, as well as the
EXPLORE test that is the first of two tests mandated by the City of Milwaukee to
identify students not ready for the ACT.

¢ In the tenth grade students will take the WKCE, as well as the PLAN test that is the
second of two tests mandated by the City of Milwaukee to identify students not ready for
the ACT.

e In the eleventh grade students will take the TerraNova Reading and Math, as well as take
their first attempt at the ACT.

o In the twelfth grade students will take the TerraNova Reading and Math and if necessary,
take their second attempt at the ACT

Homework

Students will receive homework and are expected to complete all assignments. Students are
encouraged fo seek assistance on assignments from teachers during class, after school, during
advising periods or during other free periods. All students will have an opportunity to participate
in an after school program where they maybe do their homework and, if a student 1s having
difficulty in any subject, they can see help from a subject area teacher or tutor.
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DISCIPLINARY PROCEDURES

Expectations
The students of CERT High School are expected to conduct themselves in a manner that is

becoming of an adult. To be a truly cohesive comniunity that sends successful young men and
women into the world everyone——staff and students—imust work to promote a holistically
healthy school culture. For students this means supporting one another, rather than tearing each
other apart and working to create a positive environment. For staff this means modeling good
behavior and enforcing the CERT High School Codes of Excellence.

Codes of Excellence ,
The CERT Codes of Excellence are split into three categories (Academic, Respect and Behavior)
and are as follows:

The Code of Academics

e Students must use their own work and not plagiarize the work of others. This means
copying things directly from other students, writers, websites, etc.

s Students will participate and contribute in group lectures and to class discussions.

e Students, during individual work time, must complete their work without disrupting the
work of others in their area.

e Students will limit distractions during group and individual lessons. This includes no
food or drink during group or individual instruction.

e Students must keep a daily log of their activities, assignments and tasks that need to be
completed.

The Code of Respect :
e Students will have respect for each other and for staff members. This means:
o No fighting
No stealing
No physical or verbal abuse
No threatening behavior
No harassment of any kind
No vulgar language or language that could be deemed damaging towards another
individual

cC O C OO

e Students will have respect for the school and other students” personal property. This
means:
o No vandalism to any school property. This includes walls, bathrooms, textbooks,
desks, computers, etc.
o No vandalism to other student’s personal items.

I

The Code of Behavior
While on school property, attending school events or representing CERT to the community

CERT students will not:
e Possess illegal drugs or alcoholic beverages
e Carry weapons of any kind
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= Wear gang-related items or clothing

Gamble
Bring cell phones, beepers, or electronic devices unless prior arrangements have been

made with an advisor.
o A good reason must be present and the student must have permission in writing

from his/her advisor.

Consequences gnd Process
CERT understands that high school students make mistakes and therefore will give them the

chance to make amends with the school community when they do wrong whenever possible.
Every student must be treating the same...

Step 1: Discussions and Counseling to Improve Behavior

a. Verbal warning with consequences that will be attached if action contlnues

b. Written warning detailing consequences deemed appropriate for retribution of action
*Can be given by Principal, Advisors, LTI Coordinator or LTI Mentor
*Must be documented and placed in file
*Student must return a copy of written warning/consequences with
parent/guardian signature and complete retribution items before deadline or face
further consequences.

¢. Meeting with Advisor to discuss actions and lack of completion

d. Principal Intervention Meeting

e. Parental Intervention Meeting
*Will include parent/guardian, student, principal, advisor, and if applicable
special education instructor

f. Actions completed or possible suspension

Step 2: Suspension
a. Can only be assigned by the principal or principal designee

b. Will be 1-3 days based on the severity of the action
" ¢. Student will meet with the Principal or principal designee to:
1. Discuss allegations
2. The role the student played
3. His or her defense

4. Principal or principle designee’s decision
*if suspended the Principal or principal designee must create a document

that the student will take home and be sent to the parent/guardian. The
Principal will also call the parent/guardian to make sure they received the
document and understand the part they play in the student returning to
school. This document will also become part of the student’s school
records.

d. Students can appeal the suspension with the Disciplinary Committee
*The disciplinary committee will made up of twe CERT advisors, two

CERT parents and a community member. If the student is under the
direction of the Special Education teacher, this individual will be asked to
advise the committee and sit ex-officio.
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*The committee’s ultimate goal is to keep the welfare of the child and
school in mind. They are to come to decisions by consensus whenever
possible, but in times of disconnect will refrain to the democratic voting
decision making process.

Step 3: Expulsion
a. Can only be called for by the principal or principal designee
b, Only reserved for criminal acts or setious breach of school rules
¢. Students will be assigned a 15 day suspension while parents/guardians are contacted and
a hearing set (in correlation with state statutes 119.25 and 120.136).
d. Pre-expulsion hearing conducted by the Disciplinary Committee

1. The Principal must present documentation of student actions leading up to the call
for expulsion.

2. Student must present his or her side and give reasons for why the actions took
place. The student, if desired, is altowed legal counsel.

3. Disciplinary Committee will meet to discuss whether or not an expulsion is
warranted. Again, if the student in question is under the direction of the Special
Education Teacher, this individual will sit ex-officio and provide advice on the
matter to the committee. The committee’s ultimate goal is to keep the welfare of
the child and school in mind. They are to come to decisions by consensus
whenever possible, but in times of disconnect will refrain to the democratic voting
decision making process.

4. If the committee finds that an expulsion is not warranted they must also release
actions for student improvement and re-entry into the school.

5. If the committee finds that an expulsion is warranted they will refer their
recommendation to the school board for final approval.

6. The CERT school board will meet and vote on expulsion. They will then decide
on the length of the expulsion.

CERT will give students as many chances as possible to rectify their wrongs without
endangering the school community and culture. However, there are some infractions that have
grounds punishable by expulsion. They are as follows:

Threat, or actual injury, to another individual (both staff and students)
Harassment of another individual

Possession of a weapon

Possession of alcohol or any controlled substance

Thett or destruction of property

Continual obscene, offensive or lewd acts and willful defiance
Studeni/parent handbook violation

Technology Usage

I understand CERT High School’s Technology Usage policy including computer use and access
to the Internet. The rules include, but are not limited to:

Do not use websites with profanity, obscene comments, sexually explicit material,
expressions of bigotry, racism, or hate,
Do not use instant messaging systems
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s Do not send any messages that contain any personal information (name, address, phone
numbers, charge card numbers, social security numbers, etc)

Do not use the computer to harm others or their work

Do not damage the computer or CERT’s network

Do not install software, shareware or freeware

Do not share your password with anyone

Do not waste disk or drive space

Do not waste toner/printer paper or use them for personal use

Do not save non-related school material to your hard drive or network drive.

Always let your Educational Advisor know if you, by accident, encounter inappropriate
materials.

e Always log off your computer when you are not using it

® ®» ¢ o 5 o ¢

Violation of these policies may result in the following disciplinary actions:
» Suspension from school computers
e Suspension from the Internet
e Suspension from school
e Expulsion from school

CERT High School’s Technology Usage policy including tools of the curriculum focus
(example: air quality monitor). This means:

s Students will take activities with technological tools seriously

¢ Students will not vandalize or on purpose break any technological tools

Parents, remember that you are legally responsible for your student’s actions. Please stress to
your child the importance of following the technology usage policies.

The use of technology is not private and that CERT can monitor use by accessing logs and prior

history. In order to use technology students must consent to the interception of or access to all
communications that are sent, received, or stored while using CERT technology.
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PARENTAL INVOLVEMENT, RIGHTS AND RESPONSIBILITIES

Quarterly Individualized Education Plan Meetings

A person of interest in the student’s life (parent/guardian/immediate family member)—
preferably the same person each time-——is required to join their student, his/her educational
advisor, internship mentor and Learning Through Internship (L. TT) Coordinator in a quarterly
learning team meeting to review the student’s progress and record future Individualized
Education Plan (IEP) benchmarks. CERT understands the various work schedules people have
and will work to accommodate them.

Quarterly Public Exhibitions of Work

Parents are required to attend the quarterly public exhibitions where their student will give
presentations on the projects they had worked on that semester. All family members are
encouraged to attend and help provide constructive feedback to students based on their
presentations.

Monthly Group Activities
Tn order to create a true community, students and families must see the school as more than just

purely academic. CERT will be a safe place where respect and trust are both given and received.
While CERT will promote various events throughout the year that reach out into the community,
they will also provide monthly options for getting to know the rest of the members of the CERT

community.
Month Family Activity Brief Description
August Welcome Breakfast The whole family is welcomed to the facility for breakfast and a tour.
Se'pten;nber Open House (week1} Families can visit the school to get a glimpse of their students first pieces of work.
Muffins for Mom (week 2) Mom can drop student off, eat a muffin and join their child for the Pick Me Up.
*The Pick Me Up is first thing every morning and revolves around announcements
and community-building exercises.
Doughnuts for Dad (week 3) Dad can drop the student off, eat a muffin and join their ¢hild for the Pick Me Up.
Grandparents BBQ (week 4} Held on a weeknight right after school in a local parle-staff, students and
grandparents will BBQ/share experiences.
October Drug Awareness Pancake Breakfast | Families, students and staff will gather to discuss drugs and the paths it can lead
you down.
November | Cultures Museum Night Each student will be assigned to make an "exhhibit" of a culture they are unfamiliar
with and display it for visitors. '
December | Holiday Secret Santa Party Families, students and staff will gather to celebrate the holiday,
) *If they choose to do s0, participants can bring a gift from the dollar store wrapped
and join the raffle.
January Spaghetti Supper Families, students and staff will gather to celebrate the students’ achievements thus far.
February Books and Movies Night Students will watch a movie with their parents that they read together dwing the
Literacy Circle.
March Parents in Sneakers Students can bring their parents to school. Parents will be expected to complete
assignments as their child does. ‘
April Art and Poetry Slam Students will share their talents in the art and literature fields.
May Choices for Change Families will choose a volunteer activity to participate in to aid the community.
June Real Life Fair Students will research jobs they would like to have and make an exhibit for it. Also,
parents will volunteer to come in and speak about their careers.
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Volunteer Opportunities

Parents and guardians are welcomed in the school at any time to observe or share their strengths
with CERT students. This includes, but is not limited to: joining the disciplinary committee,
event planning, joining the Parent Teacher Organization, being an internship mentor, conducting
facility maintenance, delivering adult education, coaching athletics, commwnity organizing,
tutoring or chaperoning an outing.

Parent Teacher Association

Parents and guardians will be encouraged to join the CERT Parent Teacher Association which
will consist of CERT parents and staff. This association will act as a bridge between parents and
staff where they will get to know one another and share information to build a better school.

- Confidentiality

Student records are confidential and will only be disclosed as needed and allowed under 118.125
(a), Wisconsin State Statutes. Therefore, parents may only access records about their own child
and in the case where more than one child is involved in a record, the record must be separated
out.

Parent Rights to Student Records
Parents and guardians have the right to:
e cxamine and receive copies of all official school records pertaining to their
children
e receive regular reports of their child’s absence, academic progress, and social
progress
« request and be granted conferences with CERT staff to receive explanations of
curriculum, evaluation, testing, homework, discipline or student progress

Parent Complaint Procedure
CERT is committed to working closely with parents and guardians to resolve issues and concerns

in a way that is mutually agreeable. If at any time a parent or guardian feels their concerns about
their child’s achievement or a school policy are not being addressed, they should use the
following steps to resolve the concern, question, or problem that needs attention.

STEP 1: Contact the educational advisor or staff person by phone or in writing. If there is
a serious issue, parents/guardians may wish to schedule a meeting.

STEP 2: If afier discussion no resolution has been reached, or it further discussion is
desired, then the CERT Principal should be contacted.

STEP 3: If resolution of the issue is till not reached, contact the school for the name and
phone number of the Chair of the Board of Directors.
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EMERGENCY AND OQUT OF THE ORDINARY PROCEDURES
Emergency Procedures
CERT staff will be trained in appropriate emergency procedures in, but not limited to: fire,
tornado, student violence and natural disaster.

In the event of an emergency all staff, students, and visitors are required to complete an orderly
and sage evacuation of the classrooms and building. Staff and students will practice the safety
plan and will beet in the pre-assigned areas and will remain there until all students are accounted
for and instructed to move to another location.

Medical Consent
The permission form, found at the end of this manual, grants CERT permission to care for your
child in the case of an emergency.

Medication Policy
A parent or guardian will advise the school administrative office when the parent wishes

medication to be administered to a student while at school.,

A student who has a parent’s written authorization may bring medication to school and take it
during school hours. The student should not possess more than one day’s supply of medication.
Students who suffer from asthma or other respiratory illnesses that require the medicinal use of
inhalers may catry and use inhalers for self administration during the school day.

A short-term prescription (not to exceed 10 days) shall be in the original labeled container with
the student’s name, doctor’s name, name of medication, amount and frequency of dosage, date of
filing, and prescription number. A parent shall submit a written request to the school office that
school personnel administer the medication.

For long-term medication needs, written statements addressed to the CERT Principal shall be
requested of® '
e the family physician who shall state the necessity of said medication and how it will be
given during school hours
s the parent/guardian of the student who shall request school personnel to administer
medication as prescribed by the physician.

The parent shall request the physician to prescribe a duplicate container of the medication for the
school. The pharmacy shall label the container to include the student’s name, doctor’s name,
name of the medication, amount and frequency of dosage, date of filling, prescription number,
and telephone number of pharmacy.

A daily log for each medication administered by school personnel shall be kept including the
date, name of the student, name of medication, dosage, and name of the person who administered

the medication.

A thirty day supply medication is the maximum amount to be stored at school. All long-term
medication authorization shall expire at the end of the school year. The physician and a
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parent/guardian shall notify the school when there is to be any change in the administration of
the medication.

CERT shall maintain a master list of students who are to take medication at school, including the
student’s name, name of medication, and amount and frequency of dosage. The list shall be kept
current and reviewed periodically.

School personnel may administer non-prescriptive medication with the written authorization of a
student’s parent or guardian. Parents/guardians shall inform school personnel of the name of the
medication, dosage, time to be administered, and the reason for the administration. The quantity
of non-prescriptive medication stored at school shall not exceed ten days.

All parental and physician requests shall be kept as part of the student file for one year after
graduation. All medication must be kept in a locked area.

School Closing

CERT may close schools for a full or part of a day because of inclement weather or emergency
conditions. When such conditions exist, the principal will make the official decision concerning
the closing of CERT facilities. When it becomes necessary to open late or release students early,
school officials will notify local television and radio stations as soon as a decision has been
made. '

Visitors

Parents/guardians are always welcomme to visit the school. In order for visits to be productive,
parents are urged to make an appointment with the staff member whom they wish to see.
Otherwise, visitors will be limited to persons on official business. Relatives and friends of
students may not attend school with them. All visitors are to obtain visitors” passes by checking
in at the main office. |
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GENERAL SCHOOL INFORMATION

School Daily Structure

7:30-8:30

8:30

8:30-9:00

9:00-12:00

12: 00-12:30

12:30-1:00

1:00-3:00

3:00-3:15

3:15

MONDAY/WEDNESDAY/FRIDAY

Staff Arrival and Daily Preparation
s Extra time with students by appointment/documented in IEP

Student Arrival

Pick Me Up—everyone in school gathers to hear and give
announcements. Group/team/community building activities and both
student/staff presentations can also take place at this time.

Group Instruction—at this time advisors will gather their students (no
more than 15) and give lectures on main points of each of the core
subjects Math, English, Science and Social Studies as well as foreign
language, health/physical education, and electives. The core courses will
have a first responder-focused spin whenever possible. Advisors will also
use the time to help the students to develop ideas for their correlated
individualized projects.

Lunch

Literacy (M/F Literacy Circle, W Silent Reading)—at the beginning of
each quarter an advisor will choose a book to read with some students.
Students will then have the opportunity to choose the group they want to
be in. On Wednesdays students will read a book of their choice.

Individualized Projects—-at this time students will have the opportunity
to work on their individualized projects to meet MPS/DPI leaming targets.
Students will be asked to meet with their advisor daily at this time to talk
about what they’re doing and how they’re progressing.

Documentation of Time—Students must reflect in a journal what they
learned that day as well as how they used their individual project time
effectively. They will also plan activities for the next day’s individual time
that will help them achieve their final completion goals.

Reminders and Dismissal--Meeting, for even a brief moment, allows the
students to both start and end as one cohesive unit which is important for
group dynamic and school culture,

**Staff would be on the clock until 4 and will attend meetings aimed at professional and school
development. Good teachers use time effectively. Therefore when meetings are not scheduled
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during the after school block of time they will be expected to work on and creatively edit their
lesson plans, as well as help students, by appointment and in correlation with their IEP,

TUESDAY/THURSDAY
Students will participate in their internship all day. Advisors typically visit the sites and see them

in action. It is still a good idea to have everyone meet (Pick Me Up) and end for the day
(documentation of time, reminders) to create consistency in the school culture.

School Yearly Calendar

The school calendar has not been set yet. However, the following dates will be observed:
Tuesday September 2, 2008 School Begins

Thursday November 27, 2008 No School—Thanksgiving

Friday November 28, 2008 No School—Thanksgiving

Wednesday December 24, 2008 No School-—Christmas Break

Monday January 5, 2008 School Resumes

Monday January 19, 2007 No School—Martin Luther King Jr. Day

Orientations, conferences and meetings will be placed into this matrix before completion.

School Staff
CERT School Staff has not yet been hired, but names and basic information will be added here.
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PARENT/GUARDIAN ACKNOWLEDGEMENT SIGN-OFF SHEET FORM
Please fill out this form and hand it in along with your student’s application materials.

Name of Student:

Name of Parent (s) or Guardian (s):

CERT High School expects parents and guardians to commit to attending four (one per quarter)
individualized education plan meetings aimed at discussing your student’s progress and
strengths, as well four (one per quarter) public exhibitions showing your student’s work. CERT
understands parents are busy, but also recommends attending the monthly family activities.

I, , as a parent/guardian who is committed to the educational
(Parent/Guardian)

development of , will take part in my student’s education by
(student name)

attending their four yearly (once per quarter) education plan meetings, as well as their four (once
per quarter) public exhibitions of their work. I acknowledge that I have read, understand and

will/help my student abide by this handbook’s policies and procedures.

(Parent/Guardian Signature)

(Date)

Listed below are ways in which you could offer your abilities, interest and time to CERT and its
students. Check any that apply.

___Member of the Disciplinary Committee __Facility Maintenance _
___Event Planner ___Conduct adult education (job skills, etc)
___Parent Teacher Organization __ Coach an athletic team

__Internship Mentor __ Community Organizer

__ Tutor __ Other:

__ Outing/Event Chaperone
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STUDENT ACKNOWLEDGEMENT SIGN-OFF FORM
Please fill out this form and turn it in along with your application materials.

Student Name (Please Print):

] have submitted proof of my 8" grade graduation,
I have submitted proof of my City of Milwaukee residency.
I have attended at least one new student orientation meeting.

1 have written a one page paper or letter stating why I want to attend CERT and why I think it is
a good fit for me.

I have attended or set up a meeting with a CERT Educational Advisor to assess my fit within the
school.

1 agree to follow all of the guidelines, rules, policies, and procedures of CERT.

I have read the entire Parent/Student Handbook and understand it. If, I had any questions I have
asked an Educational Advisor for clarification.

I have signed the technology usage form.

I am clear of what is expected of me while I am on school property, attending school events, at
my internship or while representing CERT to the community.

(Stadent Signature)

(Date)
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EMERGENCY CONTACT FORM

Student Name

(Last) {First) . (MID)

Address

(Street) {City) (State) (Zip)

Emergency Contact Name

(Last) {First)

Relationship to Student

Work Phone: ( ) Home Phone: (_ )

Emergency Contact Name (2™)

(Last) (First)

Relationship to Student

Work Phone: { __ ) Home Phone: ( )

Preferred I.ocal Hospital

Insurance Company

Insurance Policy Information

Comments (Please include any medical or personal information that an emergency care
provider would need to know. You may also list further contact information.)
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TECHNOLOGY USAGE FORM

I understand CERT High School’s Technology Usage policy including computer use and access
to the Internet. The rules include, but are not limited to:
+ Do not use websites with profanity, obscene comments, sexually explicit material,
expressions of bigotry, racism, or hate.
Do not use instant messaging systems
Do not send any messages that contain any personal information (name, address, phone
numbers, charge card numbers, social security numbers, etc)
Do not use the computer to harm others or their work
Do not damage the computer or CERT’s network
Do not install software, shareware or freeware
Do not share your password with anyone
Do not waste disk or drive space
Do not waste toner/printer paper or use them for personal use
Do not save non-related school material to your hard drive or network drive.
Always let your Educational Advisor know if you, by accident, encounter inappropriate
materials.
* Always log off your computer when you are not using it

I understand that that violation of these policies may result in disciplinary action taken against
me, including but not limited to:

s Suspension from school computers and the Internet

e Suspension or expulsion from schoeol

I understand CERT High School’s Technology Usage policy including tools of the curriculum
focus (example; air quality monitor). This means:

» I will take activities with technological tools seriously

e I will not vandalize or on purpose break any technological tools

Parents/Guardians, remember that you are legally responsible for your student’s actions. Please
stress to your child the importance of following the technology usage policies.

I understand that the use of technology is not private and that CERT can monitor my use by
accessing logs and my prior history. I consent to the interception of or access to all
communications I send, receive, or store while using CERT technology. As a user of technology
resources I understand the policy listed above and in the student handbook. I realize that failure
to follow this policy can result in consequences.’

Date Student Last Name (print) First Name Mi
I agree to let my child use the technology resources: YES ~_NO
Parent/Guardian Signature Student Signature Educational Advisor Signature
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BACKGROUND
CERT is committed to serving students in the City of Milwaukee, including those with
disabilities. CERT is required as a public school to comply with federal and state (Wisconsin
Act 28) special education laws and regulations.

For charter schools, the federal laws and regulations that have most relevance for implementing
special education are the Individuals with Disabilities Education Act (IDEA), the Elementary
and Secondary Education Act (ESEA) re-authorized as the No Child Left Behind Act (NCLB),
Section 504 of the Rehabilitation Act of 1973 (504), the Americans with Disabilities Act (ADA),
and the Family Education Right and Privacy Act (FERPA).

Section 54 specifically prohibits discrimination solely on the basis of disability to public and
private programs and activities that receive federal financial assistance. These civil rights laws
apply to youth who attend charter schools as well as conventional public schools. The 2004
amendments to, and reauthorization of, IDEA continued to affirm that students who attend
charter schools are covered under the law. The law makes specific references to charter
school—children with disabilities who attend public charter schools and their parents retain all
rights under IDEA. Charter schools are included in the definition of an LEA when they are
established as LEAs by state law. A charter school that is its own LEA is responsible for
ensuring that the requirements of IDEA are met unless state law assigns that responsibility to
some other entity. Charter schools that are LEAs cannot be required to join with other LEAs to
establish joint eligibility for funds. Charter schools that are their own LEAs are specifically
included in eligibility to access the resources of an LEA risk pool for high need children with
disabilities. To this end, CERT has initiated discussions with the Milwaukee-area collaborative
of charter schools to become a participant and to access collective resources to effectively serve
students with special needs.

The Milwaukee Community Service Corps (MCSC) has a history serving the needs of students
with physical, emotional and cognitive disabilities. MCSC’s all-deaf crew is an example. CERT
recognizes the individuality of each student and will develop a personal education plan to help
students achieve their academic, creative and vocational goals.



LEGAL IDENTITY
The exact nature of a charter school’s identity relative to.special education is critical because the
Local Educational Agency (LEA) has many more programmatic and financial responsibilities.
The State of Wisconsin entrusts LEAs to educate its children, i.e. states typically assign the
responsibility to LEAs to provide a free and appropriate public education. LEA status also
determines how funds or special education will flow to the charter school.

The LEA status of a charter school determines its relative position within the public education
system. The state charter school law or other state policy that is legally binding assigns the LEA
status. An LEA is typically defined as an entity that has responsibility for the education ofall
children who reside within a designated geographical area of the state. Charter schools do not
completely fulfill the definition because they are schools of choice and have responsibility only
for students who are enrolled in the school. However, IDEA specifically includes charter
schools in the definition of a LEA. As a LEA, CERT has full responsibility for providing special
education services.

FUNDING AND REPORTING REQUIREMENTS
Special education services will be funded from the per-student dollar allocation, categorical
reimbursement and IDEA flow-through funds. Charter schools that operate as a LEA are
specifically included in the eligibility to access the resources of a LEA risk pool for high need
children with disabilities.

CERT will be responsible for reporting Local Performance Indicators as required by the
Wisconsin Department of Public Instruction, and for completing a budget application to secure
IDEA funding resources. CERT will focus particularly on the Indicators that apply to high
school students with disabilities.

SPACE AND FACILITIES
CERT’s facility will comply with the Americans with Disabilities Act (ADA) and will be
characterized by modifications that reflect universal design principles to allow full access and
visitability for all people. Based on student enrollment levels, CERT intends to construct a new
facility that is fully ADA-~compliant. In the event enrollment levels are lower than anticipated,
CERT will implement building improvements over a 3-5 year period as necessary to ensure the
facility is visitable and accessible to individuals with a disability.




HUMAN RESOURCES
At CERT, students with disabilities will receive special education and related services to address
needs based on their IEPs, respectively. CERT is committed to giving students with special
needs the opportunity to achieve to the best of their ability by providing supports, instructional
strategies and assistive technologies that will foster learning by a variety of learners. The CERT
general education teaching staff will be joined by a licensed special education teacher (0.5 FTE)
to collaboratively deliver special education services. A Special Education Service Coordinator
(0.1 FTE) will also be available on staff to collaborate with the school administrator and teaching
staff to support all students with disabilities. CESA I will provide services required by students
as noted in their IEPs, ¢.g. occupational and physical therapy, school nursing or health services,
consulting services, etc. CERT will contract with a licensed school psychologist and a licensed
diagnostic special education support teacher who will design a process for the referral and
identification of students with disabilities. The school psychologist and diagnostic teacher will
also perform necessary diagnostic services for initial and recurrent student evaluations, CERT
intends o contract with this team two days every month. During those days, the team will be
located on site. In addition to caseload services, the team will provide professional development
on IDEA, consultation to staff on special education service delivery, and address special
education an Section 504 issues related to CERT students.

IDENTIFYING STUDENTS WITH SPECIAL NEEDS
Prior to student enroltment, CERT staff will contact school counselors, special education
teachers and student services faculty to identify at-risk students and students with special
education necds who may be interested in attending CERT. When a student is enrolled in CERT
and a disability is suspected by a parent or guardian, teacher, administrator or other school staff
member, the following steps will be taken:

1. Parent, teacher, or administrator will notify special education teacher and/or special
education coordinator of student and suspected disability;

2. Special education coordinator, in consultation with the school psychologist and
diagnostic teacher, will initiate diagnostic testing (parent/guardian must approve testing);

3. Initial IEP mecting is beld;

4. IEP team discusses testing results and determines if student qualifies for a disability
designation; .

5. If student qualifies for a disability designation, the IEP team will determine appropriate
services and write the initial IEP.

When a student does not qualify for IEP status, as deemed by a disability, but continues t have
special needs, structures will be implemented to provide appropriate support. Each student will
have an individualized education plan that addresses student academic strengths and challenges,
individual student goals and benchmarks, and instructional strategies and techniques that are
evaluated to be most helpful relative to the student learning style. CERT special education staff
will collaborate with classroom teachers for implementation of respective instructional
techniques, modifications and accommodations to differentiate instruction.



A variety of assistive technologies will also be available for all students to access the curriculum.
Electronic and web-based reading programs, dictation programs, books on tape, outline programs
and graphic organizers, and a variety of portable reading devices will be available for student
use. These technologies allow all students to access grade-level curriculum in a way that best
serves respective learning needs.



STRUCTURES AND STRATEGIES TO SERVE STUDENTS WITH SPECIAL NEEDS
Since inception, the Milwaukee Community Service Corps has been serving young adults with
special needs. Nearly 80% of MCSC’s students have a disability. MCSC differentiates its
curriculum, modifies its instruction and uses alternative assessment approaches to accommodate
the learning goals of its students in a fully inclusive environment. Alternative assessments
include mastery-level/competency-based grading and project evaluation, e.g. students
demonstrate set-up and take-down procedures to satisfy the Lead-Safe Worker Certification;
students don and doff Level A and Level B chemical protective clothing to demonstrate
proficiency under 29 CFR 1910.120. Instructional strategies incorporate best teaching practices,
e.g. previewing units, graphic organizers, self-questioning, partner reading, reciprocal reading,
visual imagexy, connections to student contexts, etc. Curriculum content and lesson plans are
designed to respond to multiple intelligences through the use of concrete materials and
manipulatives, picture communication cards, songs/music, games and sponge activities, and
story webs. Examples of accommodations include reading assessments orally to students,
adapted formats of assessments, and reduced numbers of items on assessments.

The Big Picture model also allows for better opportunities for students with special needs. It
allows the advisor to work with the student on a consistent basis and to formulate projects around
the knowledge and learing objectives that will successfully transition the student to post-
secondary employment or education. The student is assessed authentically with portfolios,
exhibitions and oral presentations. MCSC espouses the philosophy that every student has the
ability to learn and serve a vital role in the community.

For students with disabilities, CERT will be an excellent school for students to develop while
receiving the support and mandated services they require. The IEP team determines the
appropriate services with the goal of placement in the least restrictive environment possible. The
amount of time each student participates within the general curriculum and away from the
general curriculum is determined by the IEP team based on each student’s individual needs.
Appropriate services for students with disabilities must be based on student-specific service
needs in areas that include academics, emotional/behavioral and communication. To meet
adequately serve the student-specific needs, CERT will provide a variety of models for students
to access services. Students with special needs are provided with specialized instruction in the
areas of need indicated by the IEP team. Students will access services on a continuuin from
small group instruction, to inclusion with resource support, to full inclusion with teacher
consultation. During content area classes, students will be able to receive instruction within the
general classroom setting or in a separate resource setting based on the student’s individual
needs. When determined necessary by the IEP team, students with greater instructional needs
can also access additional academic and strategy instruction services during labs, independent
study time, or after school. While CERT seeks to include students in the general curriculum to
the greatest extent possible, specific placement within the continuum of service delivery will be
determined by each student’s individual needs and IEP.

Additionally, a variety of assistive technologies will be available to facilitate inclusiveness for
students with disabilities within the general curriculum setting. Students will have access to
computers books on tape, computerized reading programs, and dictation programs to assist
students to reach their highest potential.



1IEP COMPLIANCE FOR STUDENTS WITH SPECIAL NEEDS
Every student’s IEP will be updated anrually, and more frequently if a member of the IEP team
requests a review or revision of the existing IEP benchmarks and milestones. Members of the
IEP team include the student, parent or guardian, special education teacher, general education
teacher, LEA, related service providers, and any other individuals invited by the parent/guardian
or the school, e.g. advocates. The IEP team determines the type and amount of services needed
for the student, and students are given a service level designation based on the number of hours
of service necessary per week. Additionally, every three years the IEP team is required by law to
conduct a re-evaluation of the student’s qualification for a specific disability designation.

If a student with a disability is challenged by behavioral issues, the special education teacher will
initiate a Functional Behavioral Analysis (FBA) that will provide the IEP team with insight into
the causes and triggers for the behavioral issues manifesting within the student. The IEP team
will meet and discuss strategies and structures that may be implemented to support positive
replacement behaviors. The information is compiled into a Behavioral Intervention Plau (BIP)
that articulates the instructional strategies and individuals responsible for implementing the
strategies to attain replacement behaviors. The BIP also indicates a plan of action in the event of
a crisis for the student. The FBA and BIP are means for staff to support the student to be able to
participate to the greatest extent possible within the inclusive, general education environment.

The special education teacher will be responsible for conducting the annual [EP meeting for each
student, ensuring participation by all IEP team members, and ensuring the IEP goals are being
implement so the student receives the level of services specified in the IEP. The special
education coordinator is responsible to ensure the IEP is compliant with legal requirements, and
to ensure the special education teacher is providing appropriate services and supports for each
student.

CURRICULUM AND ASSESSMENT
A student with disabilities who attends CERT will be provided with instructional strategies,
modifications and accommodations that permit the student to progress appropriately in the
standards-based general education curriculum alongside non-disabled peers, and to progress at a
rate sufficient to achieve IEP benchmarks and milestones. Charter schools are subject to the
same Title I accountability requirements as other public schools and are required to participate in
the Wisconsin Department of Public Instruction’s assessment system for public schools. The
participation of students with disabilities in these assessments is enforced through IDEA, and
requires the following:

1. Students with disabilities must be included in state and district-wide assessment
programs with appropriate accommodations if necessary,
ii. Alternate assessments must be provided for those students who cannot participate

in state and district-wide assessment programs, even with acconumodations;
1ii. The IEP for each student with a disability will specify how the student will
participate in state assessments. '



NON-ACADEMIC ACCOMMODATIONS FOR STUDENTS WITH SPECIAYL, NEEDS
CERT is establishing a “community contract” where students and staff agree to relate to each
other, the school, and the greater community with respect, trust, honesty, fairness and kindness.
A community contract committee, consisting of five students and five staff members will
conduct a hearing when a major violation of the community contract occurs. This procedure of
peer-mediation and diplomacy will follow the nationally recognized Youthbuild model, and
provide each committee member with the opportunity to provide input into the discipline
process. It will also serve as a venue for the student offender to discuss the incident in a juried
environment.

In the wake of the Milwaukee Community Service Corps’ policies and procedures for
inclusiveness and respect, CERT will establish an inclusive culture that allows for differences in
learning styles, academic ability levels, and individual behavioral needs. MCSC and CERT
espouse the philosophy to support each student based on individual student needs. To support
students with special needs, each teacher will be cognizant of respective student learning styles,
and needs for support. Staff will be informed and aware of the respective behavioral strategies
and accommodations required to support students and minimize specific behavioral disruptons.
Additionally, each student will participate in an advisory group and spend individualized time
with a designated advisor. The relationships will provide students with the supports and
structure to feel safe and included in the school community.

SERVICE PROVISION
CERT will designate a LEA representative who will review the service provisions in each
respective IEP of all incoming students identified with a disability under IDEA. The LEA
representative will attend all IEP meetings to ensure the recommended services for students with
disabilities can be delivered at CERT.

CERT teaching staff, in conjunction with the special education teacher, will deliver special
education services. CESA I will provide related services that are required by the IEP, including
occupational and physical therapy, school nursing and health services, consulting services and
other related services required by the respective student’s IEP.

PROFESSIONAL DEVELOPMENT
The designated LEA will attend monthly meetings of the Regional Service Network (RSN}, a
CESA I network of local directors of special education. The RSN disseminates information
about special education best practices, legal requirements, and professional development
opportunities. Participation by the CERT LEA representative will ensure the representative has
access to current information. The CERT special education teacher will attend CEA 1
professional development training and other classes, conferences and forums considered
necessary to ensure the CERT staff are adequately meeting the needs of students with
disabilities. CERT will seek input from its consultants on additional professional development
activities related to IDEA, consultation on the delivery of special education services, and other
information related to the implementation, compliance and oversight of special education and
Section 504 service provision.




ENGLISH LANGUAGE LEARNERS
A plan has been developed and will be perfected to assist students whose primary language is not
English. '




