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Board of Trustees 
August 26, 2025 

7:00 PM 

Agenda 

1. Review of Agenda

2. Review of Minutes

• 7/15/25 Minutes (motion)

3. Public Input

4. Parent Board Member (motion)

5. CEO Office

• CEO Report

• Resolution (motion)

6. Principal Offices

• Elementary School

• Secondary School

7. Human Resources

• HR Report

• Hires/Appointments (motion)

• Resignations/Terminations (motion)

• Position Changes

o Secondary Dean of Students (motion)

o Middle School Principal (motion)

o Middle School Counselor (motion)

• Employee Handbook (motion)

• Criminal History Record Information (CHRI): Proper Access, Use and

Dissemination Policy & Procedures (first reading)

8. Business Office

• August Business Report

• June Financial Reports

• July Payment List  (motion)

• Bank Accounts  (motion)

• State Budget Impasse

9. Public Input

10. New Business

11. Adjourn (motion)



Roberto Clemente Charter School 
Board of Trustees Meeting Minutes (BoT) 

July 15, 2025 
  

Board Attendees: John Bassler, Dr. Lynn Columba, Dr. Kathy Dolgos, Agustín García, 
Raymond Lahoud, Dr. Jill Sperandio, Alex Rolón,  
 
Board Absentees: Ruth Vélez-Font 
 
RCCS Staff: Charles Boger, Joshua Burak, Arkadiusz Kadzielawski, Alyssa Mace, Michael 
Rodríguez, Cory Snyder 
 
EXECUTIVE SESSION: 
The Board entered Executive Session at 6:05 PM to discuss legal, real estate, and personnel 
matters. The Board left the Executive Session at 7:30 PM. 
 
Dr. Columba called the meeting to order at 7:39 PM. 
 
MINUTES: 
The minutes of the June 2025 BoT meeting were reviewed. A motion to approve the June 
minutes was made by Mr. García and seconded by Mr. Bassler. The motion carried unanimously. 
 
PUBLIC COMMENT I: 
No public input. 
 
CEO’s REPORT: 
Mrs. Mace presented the CEO’s Report. 
 
A motion to approve the 2024-2025 Charter School Annual Report was made by Mr. Lahoud and 
seconded by Dr. Sperandio. The motion carried unanimously. 
 
A motion to adopt the 2025-2026 Student/Parent Handbooks for the Elementary School and the 
Secondary School was made by Mr. Lahoud and seconded by Mr. García. The motion carried 
unanimously. 
 
A motion to approve the amended Bylaws was made by Dr. Sperandio and seconded by Mr. Lahoud. 
The motion carried unanimously. 
 
A motion to approve the Emergency Crisis Plan was made by Mr. Bassler and seconded by Dr. 
Sperandio. The motion carried unanimously. 
 
PRINCIPALS’ REPORTS: 
No principals’ report for the month of July was presented. 
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HUMAN RESOURCES REPORT: 
Mr. Rodríguez presented the Human Resources Report. 
 
A motion to approve the new hires as presented in the HR Report was made by Mr. Lahoud and 
seconded by Mr. Bassler. The motion carried unanimously. 
 
The Employee Handbook was presented to the Board for its first reading. Further actions will be 
taken at the August BoT meeting. 
 
BUSINESS & FINANCIAL REPORTS: 
The Business Report for the month of July, and the June Payment List were presented for 
discussion by Mr. Boger. 
  
A motion to approve the June 2025 Payment List was made by Mr. García and seconded by Mr. 
Lahoud. The motion carried unanimously. 
 
A motion to approve resetting the assigned fund balance for the Budget Shortfall Fund to 
$221,000 was made by Mr. García and seconded by Dr. Dolgos. The motion carried unanimously. 
 
A motion to assign an additional $25,000 to the Board Designated Emergency Fund was made 
by Mr. Lahoud and seconded by Dr. Sperandio. The motion carried unanimously. 
 
A motion to approve the contract with Imperial Realty Appraisal LLC for property appraisal 
services was made by Mr. Lahoud and seconded by Mr. Bassler. The motion carried 
unanimously. 
 
PUBLIC COMMENT II: 
No public input. 
 
NEW BUSINESS: 
There being no further business, Mr. Lahoud moved to adjourn the meeting, and it was seconded 
by Mr. Rolón. The motion carried unanimously.  
 
The RCCS Board meeting was adjourned at 7:58 PM. 
  
The next Board of Trustees meeting is scheduled for August 19, 2025, at 7:00 PM, in the 
RCCS Administration Building. 
 
 
 
______________________________________           __________________ 
 Dr. Lynn Columba, President                               Date 
  

________________________________________          __________________ 
Mr. Alexander Rolón, Secretary                               Date 
 



 
 
 
 

 

 
ADMINISTRATION BUILDING 

131 W HAMILTON STREET, ALLENTOWN, PA 18101 

610-439-5814       FAX: 610-351-3619 

 

 

CEO Report 
Tuesday, August 19, 2025 

Alyssa Mace, Ed.S. 

 

1. 2025-2026 School Year 

• Schoolwide Goal:  Improve student achievement 

• 1% Better Presentations 

o Elementary & High School Principals:  Friday, August 8, 2025 

o Education Committee:  Monday, August 11, 2025 

o All RCCS Staff:  Monday, August 18, 2025 

 

2. Student Enrollment 

• 625 Students 

o Fully enrolled at kindergarten 

 

3. Charter Renewal Documents 

• The following documents were forwarded to the Allentown School District on 

July 24, 2025 to satisfy conditions within the recent charter renewal: 

o Annual Drinking Water Testing Results 

o Amended Board Bylaws  

o 2024-2025 Charter School Annual Report 

o System of screenings and interventions 

o Emergency Crisis Plan 

o Student/Parent Handbooks  (elementary & secondary) 

 

4. Resolution (motion) 

• It is recommended that the Board of Trustees resolves to dismiss claim BBFM-

14-2020-20. 

 

5. Professional Development 

• Building Solutions Conference, July 30-31, 2025 

o Focus on continuous school improvement 

 

6. Federal Programs Stakeholder Meeting 

• Wednesday, August 6, 2025 
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7. RCCS Calendar 

• New Teacher & Staff Induction:  August 14-15, 2025 

• All Staff Orientation:  August 18-21, 2025 

• Kindergarten Orientation:  August 21, 2025, 8:30 a.m. 

• 6th Grade Orientation:  August 21, 2025, 10:00 a.m. 

• 9th Grade Orientation:  August 21, 2025, 1:00 p.m. 

• 12th Grade Information Session:  August 22, 2025, 1:00 p.m. 

• 1st Day of School: August 25, 2025 

• School Closed:  August 29, 2025 

• RCCS Closed:  September 1, 2025 

 

 

 



1% BETTER
2025-2026



2024 2025 % change

ELA/Literature 25.5% 15% -10%

Math/Algebra 10.4% 7% -3%

Science/Biology 28.7%

14%

(Biology

only)

+1% (Biology only)

 preliminary pssa/keystone results



2024 2025 % change

regular

attendance
84% 83% -1%

Average

attendance
93.64% 94.02% +.38%

graduation

rate
100% 97% -3%

 preliminary on-track measures



met Results

Increase the percentage of students

achieving proficient/advanced by at least

10% on the 2025 Pssa/keystone exams

no
ELA decreased by 10%

Math decreased by 3%

enhance the college and career activities

and opportunities provided to all

students

yes
non-cte credential course in 

10  grade, MS & HS CAREER FAIRS,

GUEST SPEAKERS K-12, FIELD TRIPS

th

increase the number of professional and

educational learning opportunities for

all stakeholder groups

yes
cliu networking EVENTS, ONLINE

TRAINING, CONFERENCES, updated

mentoring program 

24-25 RCCS Schoolwide goals



met Results

decrease the number of disciplinary

infractions by at least 25%
yes 65% decrease

maintain a student enrollment of at least

627 students
no

under enrollment in

kindergarten

explore grant opportunities and

additional revenue streams
yes

4 STAFF ATTENDED GRANT

WRITING CONFERECNCE

24-25 RCCS Schoolwide goals



24-25 RCCS Schoolwide goals
66% goal success rate in key areas

related to the mission & vision of

rccs:  College & Career activities,

professional learning, and student

behavior. 

however, we experienced a

concerning decrease in the essential

function of our school:  

student achievement.
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pennsylvania’s
essential
practices for
schools and
their
Communities

https://drive.google.com/file/d/1vk8XeI9jz-rbeNOd1QXFtD3OwDvOlvW8/view?usp=sharing


focus on continuous
improvement of

instruction
Effective instructional practice,

including strong standards-based
instruction, data-based planning,

differentiation, and
individualization, and evidence-

based instructional strategies are
identified and supported.

essential practices
Practice 1:  Align curriculum, assessments, and
instruction to the PA standards

Practice 2: Use systematic, collaborative planning
processes to ensure instruction is coordinated,
aligned, and evidence-based

Practice 3: Use a variety of assessments
(including diagnostic, formative, and summative)
to monitor student learning and adjust programs
and instructional practices

Practice 4: Identify and address individual
student learning needs

Practice 5:  Provide frequent, timely, and
systematic feedback and support on instructional
practices



empower leadership

School leaders establish a culture of
collective responsibility for the academic,

social, emotional, and behavioral outcomes
of all students (especially students who are

economically disadvantaged, students of
color, students with disabilities, English

learners, and other student groups who are
historically marginalized); and continuously

monitor and improve programmatic,
human, and fiscal resources to ensure

achievement of school improvement goals.

essential practices
Practice 6:  Foster a culture of high expectations
for success for all students, educators, families,
and community members

Practice 7: Collectively shape the vision for
continuous improvement of teaching and
learning

Practice 8: Build leadership capacity and
empower staff in the development and successful
implementation of initiatives that better serve
students, staff, and the school

Practice 9: Organize programmatic, human, and
fiscal capital resources aligned with the school
improvement plan and needs of the school
community

Practice 10:  Continuously monitor
implementation of the school improvement plan
and adjust as needed



provide student-
centered support

systems
The school maintains a positive

climate conducive to learning. School
communities work together to

remove barriers to learning and
enhance opportunities for academic
achievement, social and emotional

development, and health and
wellness.

essential practices
Practice 11:  Promote and sustain a positive
school environment where all members feel
welcomed, supported, and safe in school: socially,
emotionally, intellectually and physically

Practice 12: Implement an evidence-based
system of schoolwide positive behavior
interventions and supports

Practice 13: Implement a multi-tiered system of
supports for academics and behavior

Practice 14: Implement evidence-based
strategies to engage families to support learning

Practice 15:  Partner with local businesses,
community organizations, and other agencies to
meet the needs of the school



The school maintains a positive
climate conducive to learning. School
communities work together to remove

barriers to learning and enhance
opportunities for academic

achievement, social and emotional
development, and health and

wellness.

foster quality
professional learning

essential practices

Practice 16:  Identify professional learning needs
through analysis of a variety of data

Practice 17: Use multiple professional learning
designs to support the learning needs of staff

Practice 18: Monitor and evaluate the impact of
professional learning on staff practices and
student learning



Conditions & look fors



2025-2026 quarterly conditions

Focus on
Continuous
Improvement

of
Instruction

01 03 0402

empower
leadership

provide
student-
centered
support
systems

foster quality
professional

learning



BEGINNING OF each MARKING PERIOD 

ISSUE STAKEHOLDER SURVEYS BASED

ON CONDITION LOOK-FORS

quarterly
timeline

mid- marking PERIOD  

review results, determine current

level of implementation, 

prioritize practices

end OF MARKING PERIOD  

present results to education

committee, make recommendations

for next steps



ROBERTO CLEMENTE CHARTER SCHOOL
131 West Hamilton Street

Allentown, PA 18101

Resolution of the Board of Trustees

WHEREAS, the Board hereby resolves to dismiss the claim below as it has decided not 
to pursue the matter and authorizes counsel to take the necessary steps to effectuate dismissal in 
the following matter:

Allentown City School District v. Roberto Clemente Charter School
2019-2020 School Year
Docket No.: BBFM-14-2020-20

Resolved this __ day of ______________, 2025.

Roberto Clemente Charter School

By:
Board Chair

Attest:
Secretary



 
 

 

“BILINGUALISM, BILITERACY, AND BEYOND”  

850 N. 5TH STREET, ALLENTOWN PA 18102 

TELEPHONE: 610-351-4310   FAX: 610-351-4311 

 
Elementary Principal’s Report 

Tuesday, August 19, 2025 
Mr. Cory Snyder and Mrs. Brittani Ricketts  

 
 

o New Teacher & Staff Induction 
o August 14th and 15th 

o All Staff Orientation  
o August 18th-21st  

o First Day of School  
o August 25th, 2025 

 
 
Professional Development Sessions 

• School mission, vision, and culture orientation with team-building activities to establish a shared 
understanding of RCCS values and community expectations.  

• “Future Proofing Students”—Article analysis and activity exploring the skills needed to prepare students 
for a rapidly changing and ever-evolving world and workplace.  

• “Addressing the Suffering Underneath”—Article analysis and activity investigating student behaviors and 
how they are often a solution to an underlying problem rather than simply defiance. The activity looked at 
current practices and how we can shift our mindset from punitive reactions to proactive and 
compassionate responses that address the root causes of behaviors.  

• “Four C’s for Better Student Engagement”—Article and group activity exploring four strategies to 
countering declining student engagement: 

o Connection- Build positive relationships and make learning meaningful. 
o Condition- Pair high expectations with frequent feedback. 
o Challenge- Revise grading policies to promote persistence and resilience. 
o Control- Foster self-regulation and goal-setting skills. 

• Behavior Blueprint— Collaborative analysis of student behavior data and a definition process to establish 
common language and unified strategies for addressing the most disruptive infractions. 
 

Systems Training 
• Review of RCCS policies, procedures, and building-level expectations. 

o Standardized safety, emergency, and instructional protocols to maximize learning time. 
• Quick Codes-Standardized system for immediate support and safety responses 
• Student restroom protocols 
• Positive Behavioral Interventions and Supports (PBIS) framework implementation supporting student 

behavior. 
• RCCS Behavior Management Plan-tiered response system moving from reactive to proactive intervention. 
• Solutions Committees and Student Assistance Program (SAP)  

  



 
 

 

“BILINGUALISM, BILITERACY, AND BEYOND”  

850 N. 5TH STREET, ALLENTOWN PA 18102 

TELEPHONE: 610-351-4310   FAX: 610-351-4311 

 
 
Student Welcome Activities 

• Welcome Back Assemblies will be conducted administratively in individual classrooms. 
• Review core behavioral expectations for Responsible, Respectful, and Active Learners 
• Discuss building procedures (hallways, cafeteria, arrival/dismissal, uniforms, outdoor activities) 
• PBIS recognition systems:  

o Coqui coins-individual recognition 
o Green Frogs-whole class recognition 
o Green Cups-lunch behavior 

• Explain positive referral processes and monthly/quarterly PBIS challenges. 
 

Grade Level Collaboration Structure 
• School-wide academic goals and instructional materials review 
• Common planning time expectations for collaboration and data analysis 

o Professional Learning Communities (PLCs) 
▪ PLCs meet one to two times per month to address broader academic challenges.  
▪ These groups engage in data cycles to inform instruction and align expectations and 

strategies across grade levels and classrooms.  
▪ Their work focuses on addressing school-wide learning challenges and monitoring 

collective progress toward learning goals. 
o Grade Level/Subject Area Meetings 

▪ Common planning time is a weekly occurrence where teams collaborate. 
▪ These meetings go beyond logistical planning, focusing instead on high-quality 

instructional planning.  
▪ This includes aligning instruction to standards and pacing guides, developing shared 

assessments, and designing interventions and enrichments.  
▪ Teams will also review student performance data, monitor progress, and adjust their 

instruction accordingly. 
o Solutions Committees 

▪ Data-driven systems to address student learning barriers, whether they are academic, 
behavioral, social-emotional, or family-related.  

▪ This model shifts away from reactive problem-solving by creating a distributed leadership 
structure where all staff are accountable for every child's success. 

• PBIS implementation support and materials training 
 
 



 

 

Principal’s Report 
Middle High School 

August 19, 2025 
 

New Staff Induction 

• New staff started on 8/14 and were introduced to RCCS and our procedures. 
• New staff reviewed and discussed concepts from “The Beginning Teacher’s Field Guide.”  
• New staff received training on various systems in our school including SWPBIS/disciplinary procedures, 

SmartPass, Sapphire, GoGuardian, Etc.  

All Staff Orientation  

All staff will engage in professional development (PD) and classroom preparation the week of 8/18. 



 

• Staff will receive training on best practices related to collaboration and better incorporation of push-in supports 
in the “Better Together: Building Effective Collaboration – No More Islands” PD. Participants will be able to 
define and understand the various roles and responsibilities of teachers and push-in support and explore models 
of collaboration that maximize instructional support in our classrooms. 

• Staff will receive training on Artificial Intelligence (AI) and its impact on education. 
• Staff will receive training on best practices for data utilization in driving instruction and improve student 

outcomes 
• Staff will be Introduced to new principal and leadership structure. 
• Staff will engage in breakout sessions for MS and HS staff 
• Time will be allotted to set up classrooms and complete Vector SafeSchools trainings. 
• 6th orientation 8/21 starting at 10 
• 9th grade orientation 8/21 starting at 1 

First Week of School for Students 

Students start on 8/25 

• Teachers and staff will be meeting and getting to know their students. 
• Teachers and staff will teach, review, and discuss the RCCS profile of a successful learner (Respectful, 

contributors, collaborators, and scholars) and what that looks like throughout our school. 
• Teachers will Establish classroom rules, expectations, and procedures. 
• Teachers and staff will Teach/review the School Wide Positive Behavior Interventions and Support (SWPBIS) 

program at RCCS. 



• Students will participate in school-wide assemblies introducing students to administration staff, rules and 
expectations, and school wide procedures.   

 

SWPBIS/Discipline 
 
Schoolwide Goal 
 
Goal: Continue to improve our SWPBIS program with the goal of decreasing the number of disciplinary infractions by 
10% and increasing positive office referrals by 10%  
 

• Continue to build off the success of last years roll out of the SWPBIS program 
• Better differentiate student goals based on MS/HS goals 
• More active role from admin in hallways/school grounds to help manage behaviors, proper pass utilization, 

uniform procedures, and providing supports.  
• New streamlined data collection for SWPBIS team to analyze and adapt to behavior challenges 
• Quarterly SWPBIS challenges to target specific needs  

 
Goals for School Year 25-26 
 
Schoolwide Goals 
 

• Fully integrate new MS principal and provide more appropriate supports for our HS and MS students 
• Increase overall collaboration and planning among staff to ensure the educational needs of students are being 

met.  
• Increased PDs and training on data analysis and best practices for its integration in driving instruction to improve 

student outcomes.  
• Increase percentage of student growth in standardized tests by 5-10 percentile points.  

 
Other Information/Events/Updates 
 

• August 14-15: New Staff Induction 
• August 18-22: All Staff orientation  
• August 21: 6th grade orientation 10 a.m 
• August 21: 9th grade orientation 1 p.m  
• August 22: 12th grade orientation 1 p.m 
• September 8: Back to School Night 6-8 p.m 
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Human Resources Report 
August 19, 2025 

I. Personnel Updates for board approval, including addenda: 

a. Personnel Appointments and New Hires (motion) 
 

Name Location Job Title Date Status 

Joshua Burak^ MHS High School Principal 7/21/2025  Full-time 

James Devereaux ADM Facilities Manager 7/28/2025  Full-time 

Lynn Mohammed ELEM P.E. & Health Teacher 8/14/2025  Full-time 

Angela Attardo ELEM ESL Teacher 8/14/2025  Full-time 

Giselle Espinal ELEM Instructional Asst. 8/14/2025  Full-time 

Haley Fritz MS 6th grade: ELA/S.S. 8/14/2025  Full-time 

Steven Bode MS ESL Teacher 8/14/2025  Full-time 

Sherri Hines ELEM Instructional Asst.  8/14/2025  Full-time 

Madeline Rivera HS Instructional Asst. 8/14/2025  Full-time 

Brittani Ricketts^ ELEM Dean of Students 8/15/2025  Full-time 

Alena Shields^ ELEM Instructional Coach 8/15/2025  Full-time 

Doralees Ortiz-Dilan^ ELEM Special Ed. Teacher 8/15/2025  Full-time 

Tamara Himmelberger MHS Middle School Principal 8/20/2025  Full-time 

Kassidy Danley ELEM 4th grade Teacher 8/20/2025  Full-time 

Kyara Lozano MS 
Administrative 
Asst./Attendance Coor. 8/21/2025  Full-time 

Marylu Morales* MS Instructional Asst. TBD  Part-time 

Siomarilyn Galicia* HS Special Ed. Teacher TBD  Part-time 

Matthew Megraw* ELEM Music Teacher TBD  Full-time 

Daniel Alfano* ADM Asst. Facilities Manager TBD  Full-time 

Paige Flowers* ADM Cook/Site Supervisor TBD  Part-time 

^current employee *pending the receipt of required documentation 

http://www.myrccs.com/


b. Personnel Resignations and Dismissals 

 
c. Position Changes – 

• Elimination of the Secondary Dean of Student position. 

• Creation of a Middle School Principal position. 

• Creation of additional middle school counselor position until the resignation date 
of current middle school counselor.  

II. Current and Future Job Postings: 

III. HR Committee 

a. RCCS Employee Handbook Update (motion) 

b. CHRI - Proper Access, Use and Dissemination Policy (1st reading) 

• Security Awareness Training – annual requirement by Criminal Justice 
Information Services (CJIS) Security Policy Version 6.0 of Dec 2024 

 

Name Location Job Title Date Status 

Emily Johnson MS School Counselor 11/6/2025 Resignation 

Title Location Status 

Instructional Assistant (2) ELEM Part-time, recruiting 

2nd Grade Teacher ELEM Full-time, currently filled staffing agency 

Special Education Teacher  ELEM Full-time, currently filled staffing agency 

Instructional Assistant/Sub. (1) MHS Part-time, recruiting  

6th Grade Teacher: 
Math/Science 

MHS Full-time, currently filled staffing agency  

7/8 Science Teacher MHS Full-time, currently filled staffing agency 

School Counselor – Middle 
School 

MHS Full-time, recruiting 

Social Worker ADM Full-time, recruiting/interviewing 

Custodian, 2nd Shift ADM Full-time, recruiting/interviewing 

Café Aide/Driver ADM Part-time, recruiting/interviewing 
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Welcome 
 
Welcome to the ROBERTO CLEMENTE CHARTER SCHOOL (RCCS) We are delighted that you have chosen to join 
our School and hope that you will enjoy a long and successful career with us. As you become familiar with our 
culture and mission, we hope you will take advantage of opportunities to enhance your career and further RCCS’ 
goals.  
 
Founded by Ms. Lupe Pearce and the Hispanic American Organization (HAO) in the year 2000, RCCS was the first 
charter school to open in the Lehigh Valley. Rich in history and reputation, RCCS serves over 600 students in 
grades K-12 across 2 campuses in center city Allentown, Pennsylvania. At the elementary level, RCCS provides a 
dual language program promoting biliteracy and bilingualism while exposing students to early college and career 
awareness and symbolism. At the middle and high school level, students participate in a rigorous, standards-
aligned program that promotes college and career readiness and employs a holistic approach to supporting the 
whole student and their family. With your active involvement, creativity, and support, RCCS will continue to 
achieve its goals. We sincerely hope you will take pride in being an important part of RCCS's success.  
 
Please take time to review these synopses of RCCS policies and procedures contained in this handbook. To the 
extent the information provided here conflicts with the Board of Trustees’ approved policies and procedures, 
those documents will control. They can be accessed and reviewed via the Staff HR Portal at www.myrccs.com.  
 
If you have questions, feel free to ask your supervisor or to contact the Human Resources (HR) department.  
  

http://www.myrccs.com/
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What is a Charter School 

Charter schools are public schools of choice. Students and their families choose to attend a charter school 

instead of their district-assigned school. 

Pennsylvania's charter school law, enacted in 1997, allows charter schools to engage in innovative educational 

programs that meet high performance standards. Charter schools generally offer teachers and students more 

authority to make decisions than most traditional public schools. In addition to being accountable for 

compliance with regulations, charter schools are accountable for academic results and for upholding their 

charter. 

 

What Makes a Charter School Different 

Two words can help distinguish charter schools from traditional public schools: autonomy and flexibility. Charter 

schools are governed, not by a local board of education, but by an autonomous non-profit board of directors, 

and they receive flexibility from certain state and local rules and regulations in exchange for a higher level of 

accountability. Charter schools use this flexibility to implement innovative or unique programs, in order to 

provide educational options to parents and students that are not typically available in the traditional public 

schools. 

A charter school must follow the state and federal standards, but they may have more flexibility in curriculum 

and other activities. Although they are actually public schools, they are, as mentioned above, not governed by 

the local district, and communicate directly with county or state offices of education.  
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Mission & Vision 
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Board of Trustees 

The Roberto Clemente Charter School Board of Trustees (Board) is charged with the governance of the Roberto 

Clemente Charter School in curriculum, policies, finances, and legal matters. Additionally, there are 

opportunities to volunteer on various committees created by the Board such as the Education, Finance, 

Personnel, Budget, and Independent Audit Committees. 

The Board is made up of nine (9) volunteers, serving terms in four-year increments. One of the nine Trustees 

shall be a member of the RCCS parent community. Though no specific skillset is required, a priority of each 

Trustee is to ensure confidentiality in personnel and legal matters concerning the school. 

The Board holds public school board meetings at minimum bimonthly and, when necessary, additional special 

meetings to address specific matters. Please visit the website for the current meeting schedule. 
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Employment at Will 

Employment at RCCS is on an at-will basis unless otherwise stated in a written individual employment agreement 
signed by the president of the Board of Trustees (Board). 
 
This means that either the employee or the school may terminate the employment relationship at any time, for 
any reason, with or without notice. 
 
Nothing in this employee handbook creates or is intended to create an employment agreement, express or 
implied. Nothing contained in this, or any other document provided to the employee is intended to be, nor 
should it be, construed as a contract that employment or any benefit will be continued for any period of time. 
In addition, no school representative is authorized to modify this policy for any employee or to enter into any 
agreement, oral or written, that changes the at-will relationship.  
 
Any salary figures provided to an employee in annual, monthly, weekly, daily or hourly terms are stated for the 
sake of convenience or to facilitate comparisons and are not intended to and do not create an employment 
contract for any specific period of time. 
 
Nothing in this statement is intended to interfere with, restrain, or prevent concerted activity. Such activity 
includes employee communications regarding wages, hours, or other terms or conditions of employment. RCCS 
employees have the right to engage in or refrain from such activities. 
 

Equal Opportunity and Commitment to Diversity 

Equal Opportunity 

RCCS provides equal employment opportunities (EEO) to all employees and applicants for employment without 
regard to race, color, creed, ancestry, national origin, citizenship, sex or gender (including pregnancy, childbirth, 
and pregnancy-related conditions), gender identity or expression (including transgender status), sexual 
orientation, marital status, religion, age, disability,  genetic information,  service in the military, or any other 
characteristic protected by applicable federal, state, or local laws and ordinances. EEO applies to all terms and 
conditions of employment, including hiring, placement, promotion, termination, layoff, recall, transfer, leave of 
absence, compensation, and training. 
 
RCCS expressly prohibits any form of unlawful employee harassment or discrimination based on any of the 
characteristics mentioned above. Improper interference with the ability of other employees to perform their 
expected job duties is absolutely not tolerated.  
 
RCCS will endeavor to make a reasonable accommodation for an otherwise qualified applicant or employee 
related to an individual’s physical or mental disability, sincerely held religious beliefs and practices, and/or any 
other reason required by applicable law, unless doing so would impose an undue hardship upon RCCS’ 
operations. 
 
Any employees with questions or concerns about equal employment opportunities in the workplace are 
encouraged to bring these issues to the attention of HR. RCCS will not allow any form of retaliation against 
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individuals who raise issues of EEO. Employees who feel they have been subjected to any such retaliation should 
bring it to the attention of HR immediately.   
 
Retaliation means adverse conduct taken because an individual reported an actual or a perceived violation of 
this policy, opposed practices prohibited by this policy, or participated in the reporting and investigation process 
described below. “Adverse conduct” includes, but is not limited to: 
 

(1) Shunning and avoiding an individual who reports harassment, discrimination, or retaliation; or 
(2) Express or implied threats or intimidation intended to prevent an individual from reporting 
harassment, discrimination, or retaliation; or 
(3) Denying employment benefits because an applicant or employee reported harassment, 
discrimination, or retaliation or participated in the reporting and investigation process. 

 
Other examples of retaliation include firing, demotion, denial of promotion, unjustified negative evaluations, 
increased surveillance, harassment, and assault. 
Complaints of discrimination should be filed according to the procedures described in the Unlawful Harassment 
policy. 

 
Americans with Disabilities Act (ADA) and Reasonable Accommodation 

RCCS is committed to the fair and equal employment of individuals with disabilities under the ADA. It is RCCS’ 
policy to provide reasonable accommodation to qualified individuals with disabilities unless the accommodation 
imposes an undue hardship on the school. RCCS prohibits any harassment of, or discriminatory treatment of, 
employees or applicants based on a disability or because an employee has requested a reasonable 
accommodation.  
 
In accordance with the ADA, reasonable accommodations will be provided to qualified individuals with 
disabilities to enable them to perform the essential functions of their jobs or to enjoy the equal benefits and 
privileges of employment. An employee or applicant with a disability may request an accommodation from the 
HR department and should specify what accommodation is needed to perform the job and submit supporting 
documentation explaining the basis for the requested accommodation to the extent permitted and in 
accordance with applicable law. HR will review and analyze the request, including engaging in an interactive 
process with the employee or applicant, to identify if such accommodation can be arranged or if any other 
possible accommodations are appropriate. If medical documentation regarding the disability and possible 
accommodations is requested, the employee is responsible for providing such information. All information 
obtained concerning the medical condition or history of an applicant or employee will be treated as confidential 
information, maintained in separate medical files, and disclosed only as permitted by law. 
 
It is the policy of RCCS to prohibit harassment or discrimination based on disability or because an employee has 
requested a reasonable accommodation. RCCS prohibits retaliation against employees for exercising their rights 
under the ADA or other applicable civil rights laws. Employees should use the procedures described in the 
Unlawful Harassment Policy to report any harassment, discrimination, or retaliation they have experienced or 
witnessed immediately.  
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Commitment to Diversity 

RCCS is committed to creating and maintaining a workplace in which all employees have an opportunity to 
participate and contribute to the success of the school and are valued for their skills, experience, and unique 
perspectives. This commitment is embodied in school policy and is an important principle of the Board’s 
operation of RCCS. 
 

Unlawful Harassment Policy 

It is RCCS’ policy to prohibit intentional and unintentional harassment of or against job applicants, contractors, 
interns, volunteers, or employees by another employee, supervisor, student, parent, vendor or third party based 
on actual or perceived race, color, creed, religion, national origin, ancestry, citizenship status, age, sex or gender 
(including pregnancy, childbirth, and pregnancy-related conditions), gender identity or expression (including 
transgender status), sexual orientation, marital status, military service and veteran status, physical or mental 
disability, genetic information, or any other characteristic protected by applicable federal, state, or local laws. 
Such conduct will not be tolerated by RCCS.   
 
Furthermore, any retaliation against an individual who has complained about sexual or other harassment or 
retaliation against individuals for cooperating with an investigation of a harassment complaint is similarly 
unlawful and will not be tolerated. RCCS will take all reasonable steps necessary to prevent and eliminate 
unlawful harassment. 
 
Definition of “harassment.” “harassment” is conduct that has the purpose or effect of creating an intimidating, 
a hostile, or an offensive work environment; has the purpose or effect of substantially and unreasonably 
interfering with an individual’s work performance; or otherwise adversely affects an individual’s employment 
opportunities because of the individual’s membership in a protected class. 
 
Harassment includes, but is not limited to, epithets; slurs; jokes; pranks; innuendo; comments; written or 
graphic material; stereotyping; or other threatening, hostile, or intimidating acts based on race, color, ancestry, 
national origin, gender, sex, sexual orientation, marital status, religion, age, disability, veteran status, or another 
characteristic protected by state or federal law. 
 
Definition of “sexual harassment.” While ALL forms of harassment are prohibited, special attention should be 
paid to sexual harassment. “Sexual harassment” can include all of the above actions, as well as other unwelcome 
conduct, and is generally defined under both state and federal law as unwelcome sexual advances, requests for 
sexual favors, and other verbal or physical conduct of a sexual nature whereby: 
 

• Submission to or rejection of such conduct is made either explicitly or implicitly a term or condition of 
any individual’s employment or as a basis for employment decisions. 

• Such conduct has the purpose or effect of unreasonably interfering with an individual’s work 
performance or creating an intimidating, a hostile, or an offensive work environment. 

 
Other sexually oriented conduct, whether intended or not, that is unwelcome and has the effect of creating a 
work environment that is hostile, offensive, intimidating, or humiliating to workers may also constitute sexual 
harassment. 
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While it is not possible to list all those additional circumstances that may constitute sexual harassment, the 
following are some examples of conduct that, if unwelcome, may constitute sexual harassment depending on 
the totality of the circumstances, including the severity of the conduct and its pervasiveness: 
 

• Unwanted sexual advances, whether they involve physical touching or not. 

• Sexual epithets; jokes; written or oral references to sexual conduct; gossip regarding one’s sex life; 
comments about an individual’s body; and comments about an individual’s sexual activity, deficiencies, 
or prowess. 

• Displaying sexually suggestive objects, pictures, or cartoons. 

• Unwelcome leering, whistling, brushing up against the body, sexual gestures, or suggestive or insulting 
comments. 

• Inquiries into one’s sexual experiences. 

• Discussion of one’s sexual activities. 
 
All employees should take special note that, as stated above, retaliation against an individual who has 
complained about sexual or other harassment and retaliation against individuals for cooperating with an 
investigation of sexual or other harassment complaints violate RCCS’s policy. 
 
Complaint procedure. If employees believe they have been subject to or have witnessed unlawful 
discrimination, including sexual or other forms of unlawful harassment, or other inappropriate conduct, they 
are requested and encouraged to make a complaint to their immediate supervisor, department manager, or HR 
Administrator. Similarly, if employees observe acts of discrimination against or harassment of another 
employee, they are requested and encouraged to report this to one of the individuals listed above. 
 
All complaints will be investigated promptly, and confidentiality will be protected to the extent possible. A 
timely resolution of each complaint should be reached and communicated to the parties involved.   
 
If the investigation confirms conduct that violates this policy has occurred, RCCS will take immediate, 
appropriate, corrective action, including discipline, up to and including immediate termination. 
 
No reprisal, retaliation, or other adverse action will be taken against an employee for making a complaint or 
report of discrimination or harassment or for assisting in the investigation of any such complaint or report. Any 
suspected retaliation or intimidation should be reported immediately to one of the persons identified above. 
  



 

13 | P a g e  
 

Conflicts of Interest and Confidentiality 

Conflicts of Interest 

RCCS expects all employees to conduct themselves and school business in a manner that reflects the highest 
standards of ethical conduct and in accordance with all federal, state, and local laws and regulations. This 
includes avoiding real and potential conflicts of interest. 
 
Exactly what constitutes a conflict of interest, or an unethical business practice is both a moral and a legal 
question. RCCS recognizes and respects the individual employee’s right to engage in activities outside of 
employment that are private in nature and do not in any way conflict with or reflect poorly on the school.  
 
It is not possible to define all the circumstances and relationships that might create a conflict of interest. If a 
situation arises in which there is a potential conflict of interest, the employee should discuss this with 
administration for advice and guidance on how to proceed. The list below suggests some of the types of activities 
that indicate improper behavior, unacceptable personal integrity, or unacceptable ethics: 

1. Simultaneous employment by another school that is a competitor of or to RCCS. 
2. Carrying on school business with a business in which the employee, or a close relative of the 

employee, has a substantial ownership or interest. 
3. Holding a substantial interest in, or participating in the management of, a business to which the 

school seeks services or from which it makes purchases. 
4. Borrowing money from stakeholders or businesses, other than recognized loan institutions, from 

which the school buys services, materials, equipment, or supplies. 
5. Accepting substantial gifts or excessive entertainment from an outside business or agency. 
6. Speculating on or dealing in materials, equipment, supplies, services, or property purchased by the 

school. 
7. Participating in civic or professional school activities in a manner that divulges confidential school 

information. 
8. Misusing privileged information or revealing confidential information to outsiders. 
9. Using one’s position in the school or knowledge of its affairs for personal gains; and 
10. Engaging in practices or procedures that violate antitrust laws, commercial bribery laws, copyright 

laws, discrimination laws, campaign contribution laws, or other laws regulating the conduct of school 
business. 

 

Confidential Information 

The protection of confidential information is vital to the interests and success of RCCS. Confidential information 
is any and all information disclosed to or known by employees because of employment with the school that is 
not generally known to people outside the school about its business and operations. 
 
An employee who improperly uses or discloses confidential information will be subject to disciplinary action up 
to and including termination of employment and legal action, even if the employee does not actually benefit 
from the disclosed information. 
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All inquiries from the media must be referred to the Chief Executive Officer (CEO). This provision is not intended 

to, and should not be interpreted to, prohibit employees from discussing wages and other terms and conditions 

of employment if they choose.   



 

15 | P a g e  
 

Employment Relationship 

Chain of Command 

RCCS values clear and structured communication to maintain an efficient and organized workplace. Employees 
are expected to follow the established chain of command when addressing concerns, seeking guidance, or 
providing feedback. Issues should first be discussed with an immediate supervisor before escalating to higher 
levels of administration if necessary. This process ensures that concerns are addressed at the appropriate level 
while maintaining professionalism and respect for leadership roles. For matters requiring additional assistance, 
employees may consult directly with HR after following the proper procedures.  (Appendix A: Organizational 
Chart) 

Employee Privacy 

It is RCCS’s goal to respect the individual privacy of its employees and at the same time maintain a safe and 
secure workplace. When issues of safety and security arise, employees may be requested to cooperate with an 
investigation. The investigation may include the following procedures to safeguard the school and its 
employees: searches of personal belongings, searches of work areas, searches of private vehicles on school 
premises, medical examinations, and the like. Failure to cooperate with an investigation is grounds for 
termination. Providing false information during any investigation may lead to discipline, including termination. 

Employees are expected to make use of school facilities only for the business purposes of the school. 
Accordingly, materials that appear on school hardware or networks are presumed to be for business purposes, 
and all such materials are subject to review by the school’s administration at any time without notice to the 
employees. Employees do not have to have any expectation of privacy with respect to any material on school 
property. RCCS regularly monitors its communications systems and networks as allowed by law. Monitored 
activity may include voice, e-mail, and text communications, as well as Internet search and browsing history. 
Employees who make excessive use of the communications system for personal matters are subject to 
discipline. Employees are expected to keep personal communication to a minimum and to emergency situations. 

Video surveillance. As part of its security measures and to help ensure a safe school environment, RCCS has 
positioned video cameras to monitor various areas of its facilities. Video cameras will not be used in private 
areas, such as restrooms, locker/dressing rooms, etc.  

Employment Classification 

In order to determine eligibility for benefits and overtime status and to ensure compliance with federal and 
state laws and regulations, RCCS classifies its employees as shown below. RCCS may review or change employee 
classifications at any time. 

Exempt. Exempt “salaried” employees are typically paid on a salary basis and are not eligible to receive overtime 
pay. 

Nonexempt. Nonexempt “hourly” employees are paid on an hourly basis and are eligible to receive overtime 
pay for overtime hours worked. 
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Regular, full time, 12-month. Employees who are not in a temporary status and work a minimum of 35 hours 
weekly and maintain continuous employment status throughout the year. Generally, these employees are 
eligible for the full-time benefits package and are subject to the terms, conditions, and limitations of each 
benefits program.   These employees are contracted for the full calendar year. 

Regular, full time, 10-month.  Employees who are not in a temporary status and work a minimum of 35 hours 
weekly and maintain continuous employment status throughout the year. Generally, these employees are 
eligible for the full-time benefits package and are subject to the terms, conditions, and limitations of each 
benefits program.   These employees are contracted for the 10-month instructional calendar. 

Regular, part time, 12-month. Employees who are not in a temporary status and who are regularly scheduled 
to work 30 hours or less who maintain continuous employment status. Part-time employees are NOT ELIGIBLE 
for certain benefits offered by the school and are subject to the terms, conditions, and limitations of the other 
benefits programs they are eligible for.  These employees are contracted full calendar year. 

Regular, part time, 10-month. Employees who are not in a temporary status and who are regularly scheduled 
to work 30 hours or less who maintain continuous employment status. Part-time employees are NOT ELIGIBLE 
for certain benefits offered by the school and are subject to the terms, conditions, and limitations of the other 
benefits programs they are eligible for.   These employees are contracted for the 10-month instructional 
calendar. 

Temporary, full time. Employees who are hired as interim replacements to temporarily supplement the 
workforce or to assist in the completion of a specific project and who are temporarily scheduled to work the 
school’s full-time schedule for a limited duration. Employment beyond any initially stated period does not in 
any way imply a change in employment status. 

Temporary, part time. Employees who are hired as interim replacements to temporarily supplement the 
workforce or to assist in the completion of a specific project and who are temporarily scheduled to work 30 
hours or less a week for a limited duration. Employment beyond any initially stated period does not in any way 
imply a change in employment status. 

Work week and Hours of Work 

The standard workweek is from Sunday 12:00 a.m. until Saturday 11:59 p.m. and generally consists of forty (40) 
work hours. Individual work schedules may vary depending on the needs of each department. Nonexempt 
employees must not report for work more than ten (10) minutes prior to the start of their shift or leave work 
more than ten (10) minutes after the end of their shift unless pre-approved by their supervisor. Unless approved 
by supervision, reporting for work early does not offset leaving early and leaving work late does not offset 
reporting for work late. 
 

Meal and Rest Breaks 

Employees who work a minimum of six (6) hours per day are generally entitled to a 30-minute unpaid meal 
break each day. Any nonexempt employee who is required to work through a meal break will be paid for the 
30-minute period. Meal and rest breaks will be scheduled by the department supervisor. Employees are not 
required to leave the workstation to take a rest break; employees may opt to remain at the work area and divert 
their attention from work requirements either intermittently or for the rest break period. However, employees 
may not leave the organization premises during a rest break. 
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Time Records  

All nonexempt employees are required to complete accurate weekly time reports showing all time actually 
worked. These records are required by governmental regulations and are used to calculate regular and overtime 
pay. On the week that the pay period ends and by the end of their shift on their last day of work, each employee 
is responsible for reviewing their Timecard Report and certify that the time entries are accurate, that they took 
all holidays, vacation, sick leave, paid time off, etc., as indicated on the Timecard Report, took their breaks and 
daily meal period if applicable, and did not perform and was not instructed to perform work off the clock during 
the pay period. 
 

Overtime 

When required due to the needs of the school, employees may be asked to work overtime. Overtime is actual 
hours worked in excess of 40 in a single workweek. Nonexempt employees will be paid overtime compensation 
at the rate of one and one-half their regular rate of pay for all hours over 40 actually worked in a single 
workweek. Paid leave, such as holiday, paid time off (PTO), bereavement leave, and jury duty, does not apply 
toward work time. All overtime work must be approved in advance by the department supervisor. 

Acting Services 

RCCS will compensate employees who are named in an acting capacity for more than four (4) weeks due to an 

employee’s termination, leave of absence, or work on other school business. The acting pay will be initiated 

after the 30th day of the acting period and continue to the end of the acting period. Qualifying services shall be 

compensated at forty percent (40%) of the calculated per diem rate of the vacant position’s approved contract. 

Collaborative services shall be compensated by apportioning the 40% calculation proportionally among each 

employee providing service.  

Deductions from Pay/Safe Harbor Exempt Employees  

RCCS does not make improper deductions from the salaries of exempt employees and complies with the salary 
basis requirements of the Fair Labor Standards Act (FLSA). Employees classified as exempt from the overtime 
pay requirements of the FLSA will be notified of this classification at the time of hire or change in position.  

Permitted deductions. The FLSA limits the types of deductions that may be made from the pay of an exempt 
employee. Deductions that are permitted include: 

• Deductions that are required by law, e.g., income taxes. 
• Deductions for employee benefits when authorized by the employee. 
• Absence from work for 1 or more full days for personal reasons other than sickness or disability.   
• Absence from work for 1 or more full days due to sickness or disability if the deduction is made in 

accordance with a bona fide plan, policy, or practice of providing compensation for salary lost due to 
illness.  

• Offset for amounts received as witness or jury fees.   
• Unpaid disciplinary suspensions of 1 or more full days imposed in good faith for workplace conduct 

rule infractions; and 
• Any full work week in which the employee does not perform any work. 
• Any deduction authorized by the employee in writing. 
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During the week an exempt employee begins work for the school or during the last week of employment, the 
employee will only be paid for actual days worked. In addition, an exempt employee may be paid only for hours 
worked during a period when the employee is using unpaid leave under the Family and Medical Leave Act 
(FMLA).  

Improper deductions. If an employee classified as exempt believes that an improper deduction has been taken 
from the employee’s pay, the employee should immediately report the deduction to the HR department. The 
report will be promptly investigated, and if it is found that an improper deduction has been made, the school 
will reimburse the employee for the improper deduction on the following payday.  

Paychecks 

Employees will be required to sign for their paycheck. In the event an employee cannot pick up their pay, they 
must submit to the financial office a signed note giving permission to release the paycheck to a designee. The 
note must contain the date, the employee’s name, the designee’s name, and the relationship to the 
employee. An employee may not authorize another school employee to pick up their paycheck unless the 
designee is a member of school management. 
 
In the event an employee’s services are terminated with the school, the final pay will be in check form, not 
direct deposit, and will be released upon the return of all school property in the employee’s possession. 
 

Access to Personnel Files 

Employee files are maintained by the HR department and are considered confidential. Supervisors may only 
have access to personnel file information on a need-to-know basis. Employees may inspect their own personnel 
files and may NOT copy or remove documents from their file. Inspections by employees must be requested in 
writing to the HR department and will be scheduled at a mutually convenient time or as required under state 
law. Personnel files are to be reviewed in the HR department. Representatives of government or law 
enforcement agencies, in the course of their duties, may be allowed access to file information. Personnel files 
include records related to performance and training as well as other records used for hiring, promotion and 
disciplinary decisions. It will not include any reference checks, medical records, or investigation files. 
 

Employment of Relatives  

Immediate family may be hired by the school if (1) the persons concerned will not work in a direct supervisory 
relationship and (2) the employment will not pose difficulties for supervision, security, safety, or morale. For the 
purposes of this policy, “Immediate Family” is defined as spouses (including domestic partnerships), children, 
siblings, or parents. A “domestic partnership” is generally defined as a committed relationship between two 
individuals who are sharing a home or living arrangements.  

Current employees who marry each other or become involved in a domestic partnership will be permitted to 
continue employment with the school provided they don’t work in a direct supervisory relationship with each 
other or otherwise pose difficulties as mentioned above. If employees who marry or live together do work in a 
direct supervisory relationship with each other, the school will attempt to reassign one of the employees to 
another position for which the employee is qualified if such a position is available. If no such position is available, 
the employees will determine which one will resign from the school.     
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Separation from Employment 

In all cases of voluntary resignation (one initiated by the employee), employees are asked to provide a written 
notice to their supervisor at least 30 days in advance of the last day of work. Employees who provide the 
requested amount of notice will be considered to have resigned in good standing and generally will be eligible 
for rehire. Once a notice is provided, the employee will not be eligible to take any paid sick, vacation or personal 
days from the date it was provided.   

In most cases, HR will conduct an exit meeting on or before the last day of employment to collect all school 
property and to discuss final pay and benefits. If applicable, information regarding benefits continuation through 
the Consolidated Omnibus Budget Reconciliation Act (COBRA) will be sent to the employee’s last known home 
address. 
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Workplace Safety 

Drug-Free and Alcohol-Free Workplace 

RCCS has a longstanding commitment to provide a safe, quality-oriented, and productive work environment. 
Alcohol and unlawful drug misuse poses a threat to the health and safety of employees, students, stakeholders, 
and the security of RCCS’ equipment and facilities. For these reasons and in compliance with the Drug-Free 
Workplace Act of 1988, RCCS adheres to a zero-tolerance policy for any unlawful controlled substance and/or 
alcohol use in the workplace. 
 
The unlawful use, possession, purchase, sale, or distribution of or being under the influence of any illegal drug 
or controlled substance while on school premises or while performing services for the school is strictly 
prohibited. RCCS also prohibits reporting to work or performing services under the influence of alcohol or 
consuming alcohol while on duty or during work hours. In addition, RCCS prohibits off-premises abuse of alcohol 
and controlled substances, as well as the possession, use, or sale of illegal drugs, when these activities adversely 
affect job performance, job safety, or the school’s reputation in the community. 

To ensure compliance with this policy, substance abuse screening may be conducted in the following situations: 

For cause: Upon reasonable suspicion that the employee is under the influence of alcohol or drugs that 
could affect or have adversely affected the employee’s job performance.  

Post-Accident: Any employee is subject to a controlled substance and/or alcohol test when the 
employee: causes or contributes to an accident in which damage is caused to an owned vehicle (or other 
vehicle during the course of the RCCS Work Period) machinery, equipment, and/or property; and (2) 
causes or contributes to an incident that results in an injury to the employee or any other employee 
and/or student, in the event the that the injury necessitates offsite or third-party medical attention, 
including use of ambulatory services. 
 

Compliance with this policy is a condition of employment. Employees who test positive or who refuse to submit 
to substance abuse screening will be subject to termination. Notwithstanding any provision herein, this policy 
will be enforced at all times in accordance with applicable federal, state and local law.   

Any employee violating this policy is subject to discipline, up to and including termination. 

Smoke-Free Workplace 

Smoking is not allowed in school buildings, vehicles or work areas at any time. “Smoking” includes the use of 
any tobacco products (including chewing tobacco), electronic smoking devices, and e-cigarettes. This includes 
possession of tobacco and vapor products in violation of this policy by any employee and shall be subject to 
disciplinary procedures consistent with provisions of the school’s discipline policies, procedures and/or 
practices. 

Workplace Violence Prevention 

RCCS is committed to providing a safe, violence-free workplace for our employees. Due to this commitment, the 
school discourages employees from engaging in any physical confrontation with a violent or potentially violent 
individual or from behaving in a threatening or violent manner. Threats, threatening language, or any other acts 
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of aggression or violence made toward or by any employee will not be tolerated. A threat may include any verbal 
or physical harassment or abuse; attempts to intimidate others; menacing gestures; stalking; or any other 
hostile, aggressive, and/or destructive actions taken for the purposes of intimidation. This policy covers any 
violent or potentially violent behavior that occurs in the workplace or at school-sponsored functions. 

All RCCS employees bear the responsibility of keeping our work environment free from violence or potential 
violence. Any employee who witnesses or is the recipient of violent behavior should immediately inform their 
supervisor, manager, or HR department. All threats will be promptly investigated. No employee will be subject 
to retaliation, intimidation, or discipline as a result of reporting a threat in good faith under this guideline. 

Any individual engaging in violence against the school, its employees, or its property will be prosecuted to the 
full extent of the law. All acts will be investigated, and the appropriate action will be taken. Any such act or 
threatening behavior may result in disciplinary action up to and including termination.  

RCCS prohibits the possession of weapons on its property at all times, including the parking lots and school 
vehicles. Additionally, while on duty, employees may not carry a weapon of any type. Weapons include, but are 
not limited to, handguns, rifles, automatic weapons, knives that can be used as weapons (excluding 
pocketknives, utility knives, and other instruments that are used to open packages or cut string and for other 
miscellaneous tasks), martial arts paraphernalia, stun guns, and tear gas. Any employee violating this policy is 
subject to discipline up to and including dismissal.  

The school reserves the right to inspect all belongings of employees on its premises, including packages, 
briefcases, purses and handbags, gym bags, and personal vehicles on school property.  In addition, RCCS may 
inspect the contents of lockers, storage areas, file cabinets, desks, and workstations at any time and may remove 
all property and other items that are in violation of school rules and policies. Local law enforcement may be 
notified, as appropriate, when violations of federal, state and local laws and regulations are suspected. 
 

Commitment to Safety 

Protecting the safety of our employees, students, and visitors is the most important aspect of running the 
school. 

All employees have the opportunity and responsibility to contribute to a safe work environment by using 

commonsense rules and safe practices and by notifying administration when any health or safety issues are 

present. All employees are encouraged to partner with administration to ensure maximum safety for all.  

Any workplace injury, accident, or illness must be reported to the employee's supervisor as soon as possible, 
regardless of the severity of the injury or accident and forwarded to the HR department immediately.  

Hazardous Materials – Workers’ Right to Know Policy 

RCCS has the responsibility to inform and train its employees properly regarding the hazardous substances they 

work with and to design and put in place employee protection programs. Employee training programs provide 

necessary hazard information to employees so they can participate in and support measures in place at school. 

The use of potentially hazardous substances is necessary in operating and maintaining an educational 

institution. Recognizing that the use of potentially hazardous substances poses risks to people and the 

environment, RCCS is committed to responsibly purchasing, storing, using, and disposing all substances. To 
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achieve this goal, the RCCS Hazard Materials - Workers’ Right to Know provides guidance on hazardous 

substances safety which is prepared in compliance with the Pennsylvania Worker and Community Right to Know 

Act (P.L. 734, No. 159). 

All employees are required to: 

1. Complete Training: Successfully complete a Hazard Communication Training course within the first 90 

days of employment and annually thereafter, in accordance with the Pennsylvania Worker and 

Community Right to Know Act. 

2. Know Safety Resources: Familiarize themselves with the locations of Safety Data Sheet (SDS) binders in 

their designated work areas. 

3. Follow Safe Work Practices: Perform job duties in a safe and responsible manner, adhering to 

established procedures and safety information provided on container labels and SDSs. 

4. Use Protective Equipment: Wear and properly utilize all required personal protective equipment (PPE) 

to ensure personal safety. 

5. Consider Others’ Safety: Take necessary precautions to prevent exposure risks that may affect nearby 

work areas. 

6. Follow Environmental Protocols: Adhere to proper waste disposal practices to protect community 

health and the environment. 

7. Report Hazards: Notify their supervisor of any potential or apparent safety and health hazards. 

Employees must obtain prior approval before using hazardous substances on school premises. If there 

is any uncertainty regarding whether a material falls under this requirement, employees should consult 

their supervisor and the Facilities Manager. 

A hazardous chemical, as defined by the Hazard Communication Standard (HCS), is any chemical which can cause 
a physical or a health hazard. This determination is made by the chemical manufacturer, as described in 29 CFR 
1910.1200(d). 

Communicable/Infectious Disease Policy 

RCCS will ensure a clean workplace, including the regular cleaning of objects and areas that are frequently used, 

such as bathrooms, break rooms, conference rooms, door handles and railings, among others. When needed, a 

committee will be designated to monitor and coordinate events around an infectious disease outbreak, as well 

as to create work rules that could be implemented to promote safety through infection control. We ask all 

employees to cooperate in taking steps to reduce the transmission of infectious disease in the workplace. The 

best strategy remains frequent hand washing with warm, soapy water; covering your mouth whenever you 

sneeze or cough; and discarding used tissues in wastebaskets. Employees with visible signs of symptoms or who 

start experiencing symptoms, should report to our health department, and solely at the employee’s discretion 

may volunteer for additional diagnostic health screening. An employee who has a fever at or above 100.4 

degrees Fahrenheit or 38 degrees Celsius will be sent home. 
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Inclement Weather / Emergency Closings 

In the event of inclement weather, RCCS will post a generic message to local news and/or radio. Employees 
should not rely solely on the local news and/or radio alerts. The CEO or designee will then send an email with 
the general details of the closure/delay including the operating status of all three campuses. All employees who 
are unable to report to work when school/office operations continue should call their supervisor and report 
their absence two (2) hours prior to the start of their workday.  
 
On days when weather conditions worsen as the day progresses, RCCS may decide to close the schools early. 
Employees will be expected to remain at work until the appointed closing time, unless their scheduled day ends 
prior to that time, or unless they receive permission from their supervisor. 
 

Visitors 

In order to maintain security and safety for our students and employees, all visitors must check in with the 

receptionist, must wear a visitor's badge, and must be escorted by an employee at all times.  
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Workplace Guidelines 

Employee Code of Conduct 

Roberto Clemente Charter School (RCCS) expects all employees to uphold the highest standards of 

professionalism. Every staff member plays a vital role in fostering a positive school culture and atmosphere. The 

following actions, among others, may be grounds for immediate termination of employment: 

• Falsification of Documents: Providing false information on employment applications, timesheets, or any 

other school records. 

• Insubordination: Refusal to follow reasonable instructions from a supervisor or willful neglect of 

assigned duties. 

• Misuse or Theft of Property: Unauthorized possession, destruction, or theft of school-owned or leased 

equipment or any other school property. 

• Violence or Harassment: Engaging in physical violence, threats, intimidation, retaliation, or any form of 

harassment. 

• Substance Abuse: Possession, use, sale, or transfer of alcoholic beverages or illegal drugs while on school 

premises or reporting to work under the influence of such substances. 

• Confidentiality Breach: Unauthorized disclosure of confidential school or student information. 

• Possession of Weapons: Bringing firearms or dangerous weapons onto school property. 

• Job Abandonment: Absence from work for three (3) consecutive days without prior notification and 

approval from a supervisor, except in cases of extenuating circumstances. 

• Misuse of Technology and Social Media: Inappropriate use of the internet, computers, fax, or social 

media—whether during or outside of work hours—if it negatively impacts the reputation of RCCS or the 

employee’s role. 

• Criminal Convictions: Being convicted of a serious misdemeanor or felony. 

• Failure to Report Non-Compliance: Neglecting to report suspected violations of school policies or 

regulations. 

All employees are expected to adhere to these standards at all times. Violations may result in disciplinary action, 

up to and including termination of employment. 

Attendance 

All employees are expected to arrive on time, ready to work, every day they are scheduled to work.  

If unable to arrive at work on time, the employee should notify their supervisor as soon as possible. If an 
employee will be absent for an entire day, the employee must contact their supervisor two (2) hours prior to 
the start of their workday or as soon as practicable. Excessive absenteeism or tardiness will result in discipline 
up to and including termination. Failure to show up or call in for a scheduled shift without prior approval may 
result in discipline up to and including termination.  
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Job Performance 

Communication between employees and supervisors is very important. Discussions regarding job performance 
are ongoing and often informal. Employees should initiate conversations with their supervisors if they feel 
additional ongoing feedback is needed. 

Generally, formal performance reviews are conducted annually but are not limited to such. These reviews 
include a written performance appraisal and discussion between the employee and the supervisor about job 
performance and expectations for the coming year.  

Probationary Period 

New hires or job reclassified staff are subject to a 90-day probationary period. It is intended for employees to 
ensure they are still interested in and suited for the position they have accepted with the charter school, and 
for the charter school to determine whether or not the employee should be retained. The supervisor will meet 
with the employee to review a probationary evaluation within ninety (90) days from their hire/reclassification 
date. This evaluation will give the employee an idea of how well they are doing and may identify problems and 
areas where additional attention, support or training may be needed.  

Conflict of Interest  

The Board of Trustees, officers, and employees of RCCS have a duty of loyalty to the Charter School and to the 

public whose interest they are sworn to serve. The purpose of the school’s Conflict of Interest Policy, which 

provides guidance and a general standard of conduct with respect to actual or apparent conflicts, keeps with 

the Pennsylvania Public Official and Employee Ethics Act (65 Pa.C.S. §1101, et seq.) and the State Legislature's 

declaration that the people have the right to be assured that the financial interests of public officials and 

employees conflict with the public trust, and the principle which prohibits public officials and employees from 

entering into situations where private interests may conflict with official duties.  

Dress and Grooming 

RCCS provides a business casual yet professional work environment for its employees. Even though the dress 
code is business casual, it is important to project a professional image to our students, visitors, and coworkers. 
All employees are expected to dress in a manner consistent with good hygiene, safety, and good taste. Please 
use common sense.  
 
Certain employees may be required to meet special dress and grooming, such as wearing uniforms or safety 
equipment/clothing, depending on the nature of their job. Any questions or complaints regarding the 
appropriateness of attire should be directed to the supervisor.  
 

Cellphone Use 

While at work, employees are expected to exercise discretion in using personal cell phones. Excessive cell phone 
use during the workday can interfere with employee productivity and be distracting to others. Employees are 
expected to make any personal calls during non-work time, with the exception of emergency situations, and to 
ensure that friends and family members are aware of RCCS’ expectations. 
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Cellphones should be turned off or set to silent or vibrate mode during instruction, meetings, conferences, and 
in any circumstance where incoming calls may be disruptive. Should an emergency situation arise, please make 
the necessary arrangements to attend to the matter ensuring proper student supervision at all times.  
 
Staff are expected to adhere to the Non-Fraternization Policy regarding cell phone communication with 
students.  Additionally, staff must adhere to building level procedures for communication within the school 
building.  
 
RCCS will not be liable for the loss, damage or theft of personal cell phones brought into the workplace. 
 

Safe Driving 

Safe driving is the first priority when operating a vehicle on behalf of RCCS or on RCCS property. The employee’s 
first responsibility is to pay attention to their driving. They should never allow a cellphone or another mobile 
device to distract them from concentrating on driving. 
 
Under no circumstances should employees feel that they need to place themselves or others at risk while driving 
to fulfill business needs. Employees should follow these procedures to avoid distracted driving:  
 

• Follow all applicable state and local laws that address the use of cellphones and other mobile devices 
while driving. 

• Avoid using cellphones while driving and avoid using them as a hand-held device. Find a safe place to 
pull over to make or receive phone calls, send or receive text messages, or manipulate navigation apps. 

• Program their destination into navigation apps or GPS devices before they start driving. 

• Do not read or respond to text messages or e-mail or browse social media or the Internet while driving.  

• Be aware of distractions from in-car “infotainment” systems. Just because they are built into the vehicle 
does not mean they do not create a hazardous distraction.  

 
Employees who fail to follow safe driving guidelines are subject to discipline. 
 

Social Media Acceptable Use 

Social media provides inexpensive, informal, and timely ways to participate in an exchange of ideas and 
information. However, information posted on a website is available to the public, and therefore, the school has 
established the following guidelines for employee participation in social media. 
 
Note: As used in this policy, “social media” refers to blogs, forums, and social networking sites. 

Off-duty use of social media. Employees may maintain personal websites or weblogs on their own time using 
their own facilities. Employees must ensure that social media activity does not interfere with their work. In 
general, the school considers social media activities to be personal endeavors, and employees may use them to 
express their thoughts or promote their ideas. In addition, employees may not post on a personal blog or 
webpage or participate on a social networking platform for personal purposes during work time or at any time 
with RCCS equipment or property. 
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On-duty use of social media. Employees may engage in social media activity during work time provided it is 
directly related to their work and approved by their supervisor and does not identify or reference school 
students, parents, visitors or vendors without express permission. The school monitors employee use of school 
computers and the Internet, including employee blogging and social networking activity. 

Respect. Employees are expected to demonstrate respect for the dignity of the school, its students, its parents, 
its employees, its vendors, and all stakeholders. A social media site is a public place, and employees should avoid 
inappropriate comments. For example, employees may not divulge RCCS confidential information such as 
information restricted from disclosure by law on social media sites.  Similarly, employees should not engage in 
harassing or discriminatory behavior that targets other employees or individuals because of their protected class 
status or make defamatory comments or engage in other behavior that violates the school’s policies.   
 
Post disclaimers. Employees who identify themselves as school employees or discuss matters related to the 
school on a social media site must include a disclaimer on the front page stating that it does not express the 
views of the school and that the employee is expressing only personal views—for example, “The views expressed 
on this website/blog are mine alone and do not necessarily reflect the views of my employer.” This disclaimer 
should be placed in a prominent position and repeat it for each posting expressing an opinion related to the 
school or the school’s business. Employees must keep in mind that if they post information on a social media 
site that is in violation of school policy and/or federal, state, or local law, the disclaimer will not shield them 
from disciplinary action.  

Confidentiality. Employees should not identify or reference school students, parents, employees, visitors, or 
vendors without express permission. Employees may write about their jobs in general but may not disclose any 
confidential or proprietary information. For examples of confidential information, employees should refer to 
the confidentiality policy. When in doubt, ask before publishing. 

Trademarks and copyrights. Employees should not use the school’s or others’ trademarks on a social media site 
or reproduce the school’s or others’ material without first obtaining permission. 

Legal. Employees are expected to comply with all applicable laws, including, but not limited to, Federal Trade 
Commission (FTC) guidelines and copyright, trademark, and harassment laws. 

Discipline. Violations of this policy may result in discipline up to and including immediate termination of 
employment. 

Nothing in this policy is meant to, nor should it be interpreted to, in any way limit employees’ rights under any 
applicable federal, state, or local laws, including rights under the Public Employee Relations Act (PERA) to engage 
in protected concerted activities with other employees to improve or discuss terms and conditions of 
employment, such as wages, working conditions, and benefits. Employees have the right to engage in or refrain 
from such activities. 
 

Bulletin Boards 

All required governmental postings are posted on the boards located in break rooms and/or common areas. 
These boards may also contain general announcements. The school reserves the right to refuse permission to 
post or to take down any announcement.   

Nothing in this policy is meant to, nor should it be interpreted to, in any way limit your rights under any 
applicable federal, state, or local laws, including your rights under the PERA to engage in protected concerted 
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activities with other employees to improve or discuss terms and conditions of employment, such as wages, 
working conditions, and benefits. Employees have the right to engage in or refrain from such activities. 
 

Solicitation 

Employees should be able to work in an environment that is free from unnecessary annoyances and interference 
with their work. In order to protect our employees and visitors, solicitation by employees is strictly prohibited 
while either the employee being solicited or the employee doing the soliciting is on “working time.” “Working 
time” is defined as time during which an employee is not at a meal, on break, or on the premises immediately 
before or after a shift.  

Employees are also prohibited from distributing written materials, handbills, or any other type of literature on 
working time and, at all times, in “working areas,” which include all office areas, school vehicles, and any 
premises used by the school to conduct its business. “Working areas” do not include break rooms, parking lots, 
or common areas shared by employees during nonworking time.  

Nonemployees may not trespass or solicit or distribute materials anywhere on school property at any time 
without prior written approval from the CEO or designee. 

Nothing in this policy is meant to, nor should it be interpreted to, in any way limit employees’ rights under any 
applicable federal, state, or local laws, including rights under the PERA to engage in protected concerted 
activities with other employees to improve or discuss terms and conditions of employment, such as wages, 
working conditions, and benefits. Employees have the right to engage in or refrain from such activities. 

Computers, Internet, E-Mail, and Other Resources 

RCCS provides a wide variety of communication tools and resources to employees for use in running day-to-day 
school activities. Whether it is the telephone, voicemail, radio, Internet, intranet, e-mail, text messaging, 
portable electronic devices, or any other school-provided technology, use should be reserved for school-related 
matters during working hours. All communication using these tools should be handled in a professional and 
respectful manner.  

Employees should not have any expectation of privacy in their use of school computers, phones, portable 
electronic devices, or other communication tools. All communications made using school-provided equipment 
or services, including e-mail and Internet activity, are subject to inspection by the school adminstration. 
Employees should keep in mind that even if they delete an e-mail, a voicemail, or another communication, a 
copy may be archived on the school’s systems. 

Employee use of school-provided communication systems, including personal e-mail and Internet use, which is 
not job-related has the potential to drain, rather than enhance, productivity and system performance. The 
employee should also be aware that information transmitted through e-mail and the Internet is not completely 
secure or may contain viruses or malware, and information you transmit and receive could damage the school’s 
systems, as well as the reputation and/or competitiveness of the school. To protect against possible problems, 
delete any e-mail messages before opening that are received from unknown senders and advertisers. It also is 
against school policy to turn off antivirus protection software or make unauthorized changes to system 
configurations installed on school computers. Violations of this policy may result in termination for a first 
offense. 
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The school encourages employees to use e-mail only to communicate with fellow employees, students, parents, 
vendors, or other stakeholders regarding school business. Internal and external e-mails are considered business 
records and may be subject to federal and state recordkeeping requirements, as well as to discovery in the event 
of litigation. Be aware of this possibility when sending e-mails within and outside the school.  

All use of school-provided communications systems, including e-mail and Internet use, should conform to the 

school guidelines/policies, including, but not limited to, Equal Opportunity, Harassment, Confidential 

Information, and Conflicts of Interest. For example, employees should not engage in harassing or discriminatory 

behavior that targets other employees or individuals because of their protected class status or make defamatory 

comments.  

Because e-mail, telephone and voicemail, and Internet communication equipment is provided for school 
business purposes and is critical to the school’s success, your communications may be accessed without further 
notice by IT department administrators and school administration to ensure compliance with this guideline.  

The electronic communication systems are not secure and may allow inadvertent disclosure, accidental 
transmission to third parties, etc. Sensitive information should not be sent via unsecured electronic means.   

Employees should pay particular attention to the use and security of portable electronic devices when used for 

business-related purposes, such as laptops, tablets, smartphones, and other data storage media, whether 

provided by the employer or the employee. Lost or stolen portable electronic devices containing school 

information may cause breaches of security that result in the loss of school confidential data, the loss of vital 

research data, the unauthorized disclosure of sensitive employee data, lawsuits against the individual, and 

lawsuits against the school. Employees should use appropriate password protections for such devices and 

physically secure them as recommended by IT department administrators. 

Office telephones are for business purposes. While the school recognizes that some personal calls are necessary, 
these should be kept as brief as possible and to a minimum. Personal use of the school’s cellphones, long-
distance account, or toll-free numbers is strictly prohibited. Abuse of these privileges is subject to corrective 
action up to and including termination. 

Nothing in this policy is meant to, nor should it be interpreted to, in any way limit employees’ rights under any 

applicable federal, state, or local laws, including rights under the PERA to engage in protected concerted 

activities with other employees to improve or discuss terms and conditions of employment, such as wages, 

working conditions, and benefits. Employees have the right to engage in or refrain from such activities. 

Lactation Accommodations 

The Providing Urgent Maternal Protections for Nursing Mothers Act (PUMP Act) which expands federal 

protections for nursing workers and amends the Fair Labor Standards Act (FLSA) requires that employers provide 

a reasonable break time for an employee to express breast milk each time the employee has a need to express 

the milk for one year after the child's birth. Employers must provide a place, other than a bathroom, which is 

shielded from view and free from intrusion in which the employee can express breast milk. 
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Disciplinary Procedures 

RCCS expects employees to comply with the school’s policies and procedures to correct any noncompliance with 
these standards. 
 
Under normal circumstances, RCCS endorses a policy of progressive discipline in which it attempts to provide 
employees with notice of deficiencies and an opportunity to improve. It does, however, retain the right to 
administer discipline in any manner it sees fit. This policy does not modify the status of employees as employees 
at will or in any way restrict the school’s right to bypass the disciplinary procedures suggested.   
 

Conflict Resolution 

At RCCS, we are committed to fostering a positive and respectful work environment. Employees are encouraged 

to first address workplace concerns or complaints with their direct supervisor.   

Employment Protection – Whistleblower Act 

Under the Whistleblower Act, employees are protected from retaliation for reporting concerns related to 

unlawful activities, policies, or practices.  

Identification Badge and Keys 

As a vital part of the school’s security system, an RCCS ID with the employee’s name, and photo will be issued 

to the employee during their first week of employment. The employee will also be issued keys and an electronic 

keycard in accordance with their position. The ID, keys, and keycard are for the employee’s use, and their use 

only, in performance of assigned RCCS duties or in a manner authorized by their supervisor. Allowing the use of, 

or lending, these items is prohibited and will be subject to disciplinary action.  

Non-Fraternization  

All employees are expected to accept responsibility for their conduct, and to understand that their conduct may 

be regarded as representative of the Charter School, and even off-duty conduct may adversely affect the abilities 

of staff to effectively perform job duties. Staff is expected to abide by a professional standard of conduct and 

model good citizenship for students, parents, and the community. 

The interactions and relationships between staff and students should be based upon mutual respect and trust; 

an understanding of the appropriate boundaries between adults and students in an educational setting; and be 

consistent with the educational mission of the school. Even if a student participates willingly in an activity, 

prohibited interactions between staff and students (regardless of the student’s age) are a violation of the policy. 

Mandatory Reporting of Child Abuse 

All school employees in Pennsylvania are designated as Mandatory Reporters under the Child Protective 

Services Law (CPSL). This means that any employee who has reasonable cause to suspect that a child is a victim 

of abuse or neglect must make an immediate report. Reports must be made directly to ChildLine (Pennsylvania’s 

child abuse reporting system) either online at www.compass.state.pa.us/cwis or by calling 1-800-932-0313. 
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Following this, the employee must also notify the designated school administrator in accordance with school 

policy. Failure to report suspected abuse can result in legal penalties, including criminal charges. All employees 

are required to complete a minimum of three (3) hours of state-mandated training every five (5) years on 

recognizing and reporting child abuse to ensure compliance with the law and the protection of students. 

Paid Time Off and Leaves of Absence 

Holidays 

RCCS has defined the following dates as paid holidays for full-time employees. During these days all school and 
administrative operations are closed: 

• New Year’s Day 

• Martin Luther King Day 

• Presidents’ Day 

• Friday of Spring Break 

• Memorial Day 

• Independence Day^ 

• Labor Day 

• Thanksgiving Day 

• Friday after Thanksgiving Day 

• Christmas Day  

Should a holiday fall on a Saturday, the holiday will be observed on the preceding Friday. If the holiday falls on 

a Sunday, the following Monday will be observed as the holiday.  

Holiday pay will not be considered as time worked for the purpose of overtime calculations. Holiday pay is 
computed at the employee’s current base rate of pay. Holidays will not be paid to employees on any type of 
unpaid leave. Holidays falling within an approved scheduled paid vacation will be recorded as holiday pay and 
will not deplete the employees’ vacation accruals. 

Religious observances. Time off without pay may be granted to employees who desire to observe a religious 
holiday that is not recognized by RCCS, provided there is no undue hardship to the school and all available 
vacation and personal time off has been depleted.  The school will seek to reasonably accommodate individuals’ 
religious observances. 

^ only for 12-month contract employees 

Vacation 

RCCS recognizes the importance of taking time off from work to relax, spend time with family, and enjoy leisure 
activities. The school provides paid vacation time to regular, full-time 12-month contracted employees for this 
purpose, and these employees are encouraged to take vacation during the year when it is less disruptive to 
school operations. Regular, full-time 12-month employees will be awarded paid time off for vacation according 
to the following: 
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Salaried Employees: 12-month, full-time 

Amount Earned (fiscal year July to June) Roll-Over (fiscal year July to June) 

20 days vacation; new hires after 3 months of 
service. 

NONE – Must be used by June 30th 

Hourly Employee: 12-month, full-time 

Amount Earned (fiscal year July to June) Roll-Over (fiscal year July to June) 

10 days vacation; new hires after 3 months of 
service 

NONE – Must be used by June 30th 

 

New employees are awarded paid vacation at the start of employment but may not take any vacation until they 
have completed at least 3 months of employment. 

Generally, employees should submit vacation plans to their supervisor at least two (2) weeks in advance of the 
requested vacation date. Vacation may be scheduled in increments of fifteen (15) minutes up to a maximum of 
two (2) weeks in a row.  Conflicts in paid time off scheduling will be resolved by management giving priority 
based on seniority, work performance and no pending disciplinary actions. Administration reserves the right to 
schedule paid time off during a facility shutdown or holiday period. 

Vacation should be used in the year it is earned. Employees may request a special extension from the CEO for 
days of vacation to the following fiscal year, but the request must be submitted prior to May 1st and must be 
based on work-related reasons preventing the use of paid time off time. Unused vacation will be forfeited. 

Employees will not be eligible to take any vacation days after a resignation notice has been given and they will 
be forfeited when an employee’s employment ends for any reason. 

 

Sick Leave 

RCCS provides regular, full-time, and part-time employees with paid sick days. Employees become eligible for 
sick days as described below:  

Salaried Employees: 12-month, full-time 

Amount Earned (fiscal year July to June) Roll-Over (fiscal year July to June) 

10 days sick; new hires after 3 months of 
service. 

Accumulated time may not exceed 30 days 

 

Salaried Employees: 10-month, full-time 

Amount Earned (academic year) Roll-Over (academic year) 

10 days sick; new hires after 2 months of 
service. 

Accumulated time may not exceed 30 days 
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Hourly Employee: 12-month, full-time 

Amount Earned (fiscal year July to June) Roll-Over (fiscal year July to June) 

10 days sick; new hires after 3 months of 
service 

Accumulated time may not exceed 30 days 

 

Hourly Employee: 10-month, full-time 

Amount Earned (academic year) Roll-Over (academic year) 

4 days sick; new hires after 2 months of 
service 

Accumulated time may not exceed 30 days 

 

Hourly Employee: 12-month, part-time (>30 hrs./wk.) 

Amount Earned (semiannually on July 1 and 
January 1) 

Roll-Over (fiscal year July to June) 

3 days* sick; new hires after 3 months of 
service 

NONE – Must be used by June 30th  

 

Hourly Employee: 10-month, part-time (>30 hrs./wk.) 

Amount Earned (semiannually at the 
beginning of the Academic Semesters) 

Roll-Over (academic year) 

3 days sick; new hires after 2 months of 
service 

NONE – Must be used by the last day of school  

 

Sick days are not intended to be used as a substitute for vacation or personal days, but sick days may be used if 
an employee needs to provide care for an immediate family member who is ill. Sick days may also be used if an 
employee needs time off for scheduled medical procedures. An employee who has used all available paid sick 
leave and takes time off for sick leave purposes must use any vacation/personal days in accordance with 
applicable law before they take any unpaid time off. 

If the need for sick leave is foreseeable, employees are required to give at least ten (10) school days’ advance 
notice (e.g., a planned medical treatment) whenever possible. If the need for sick leave is not foreseeable, 
employees are asked to notify their supervisor two (2) hours before the start of their shift or as soon as is 
practical.   

If an employee misses three (3) or more consecutive days because of illness, RCCS will require satisfactory 
evidence that the inability to report to work during the entire absence was due to a qualifying medical reason.  

Employees will not be eligible to take any paid sick leave after a resignation notice has been given and they will 
be forfeited when an employee’s employment ends for any reason. 
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Personal time 

RCCS provides regular, full-time employees with paid personal days. Employees become eligible as described 

below: 

Salaried Employees: 12-month, full-time 

Amount Earned (fiscal year July to June) Roll-Over (fiscal year July to June) 

2 days personal; new hires after 3 months of 
service. 

NONE – Must be used by June 30th 

 

Salaried Employees: 10-month, full-time 

Amount Earned (academic year) Roll-Over (academic year) 

2 days personal; new hires after 2 months of 
service. 

NONE – Must be used by the last day of school 

 

Hourly Employee: 12-month, full-time 

Amount Earned (fiscal year July to June) Roll-Over (fiscal year July to June) 

2 days personal; new hires after 3 months of 
service. 

NONE – Must be used by June 30th 

 

Hourly Employee: 10-month, full-time 

Amount Earned (academic year) Roll-Over (academic year) 

8 days personal; new hires after 2 months of 
service 

NONE – Must be used by the last day of school 

 

Employees will not be eligible to take any paid personal days after a resignation notice has been given and they 

will be forfeited when an employee’s employment ends for any reason. 

 

Additional Guidance for Paid Time Off. Paid time off may not be requested during required induction and 
orientation activities. Instructional Employees may not request paid time off during the first ten (10) 
instructional days of the school year or the last ten (10) instructional days of the school year. 

Exempt employees requesting time off after paid time off is depleted, will be required to take a full day of unpaid 
leave. Nonexempt employees will take the amount of time absent unpaid. 

Family and Medical Leave 

RCCS complies with the federal FMLA, which requires employers to grant unpaid leaves of absence to qualified 
workers for certain medical and family-related reasons. The school also abides by any state and local laws. The 
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more generous of the laws will apply to the employee if the employee is eligible under both federal and state 
laws.  

Employees should note there are many requirements, qualifications, and exceptions under these laws, and each 
employee’s situation is different. Employees should contact the HR department to discuss options for leave.  

The FMLA requires private employers with 50 or more employees and all public agencies, including state, local, 

and federal employers, and local education agencies (schools) to provide eligible employees up to 12 weeks of 

unpaid, job-protected leave in any 12-month period for certain family and medical reasons. The 12-month 

period is a rolling period measured backward from the date an employee uses any FMLA leave, except for leaves 

to care for a covered servicemember with a serious illness or injury. For those leaves, the leave entitlement is 

26 weeks in a single 12-month period measured forward from the date an employee first takes that type of 

leave. 

Military Leave 

RCCS supports the military obligations of all employees and grants leaves for uniformed service in accordance 
with applicable federal and state laws. Any employee who needs time off for uniformed service should 
immediately notify the HR department and the employee’s supervisor, who will provide details regarding the 
leave. If an employee is unable to provide notice before leaving for uniformed service, a family member should 
notify the supervisor as soon as possible.  

Upon return from military leave, employees will retain certain rights with respect to reinstatement, seniority, 
layoffs, compensation, length of service promotions, and length of service pay increases, as required by 
applicable federal or state law. Failure to report for work within the prescribed time after completion of military 
service will be considered a voluntary termination.  

All employees who enter military service may accumulate a total absence of 5 years and still retain employment 
rights in accordance with federal regulations as described in the Uniformed Services Employment Rights Act of 
1994 (USERA). 

Bereavement Leave 

Employees are eligible for bereavement leave at any time after their first day of employment and may take up 
to 3 days of paid bereavement leave upon the death of a member of their immediate family. “Immediate family 
members” are defined as an employee’s spouse, domestic partner, parents, stepparents, siblings, children, 
stepchildren, grandparent, parent-in-law, son-in-law, daughter-in-law, grandchild, or an adult who stood in loco 
parentis to the employee during childhood.  

Employees are allowed to take up to 2 days paid bereavement leave in the event of death of the employee’s 
brother-in-law, sister-in-law, aunt, uncle or spouse’s grandparent. 

In addition to bereavement leave, an employee may, with supervisor’s approval, use any available personal days 
or vacation time for additional approved time off as necessary. Employees are required to provide 
documentation with regard to their bereavement leave.  

Payment for bereavement leave is computed at the regular hourly rate. Time off granted in accordance with 
this policy shall not be credited as time worked for the purpose of computing overtime.  
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Jury Duty/Court Appearance 

RCCS supports employees in their civic duty to serve on a jury. Employees must present any summons to jury 
duty to their supervisor and HR as soon as possible after receiving the notice to allow advance planning for an 
employee’s absence. 

The school will provide the difference between pay received by a court for jury duty and an employee's regular 

day's pay, if the employee was scheduled to work that day. The employee must submit a copy of their pay record 

from the courts to the Finance office for payment of time lost due to jury duty. This will be paid on the next 

scheduled pay date. 

If the jury is not in session for a day or more, the employee shall return to work. 

Time for appearance in court for personal business will be the individual employee’s responsibility. Normally, 
personal days or vacation days will be used for this purpose as long as no moral turpitude or any breach of the 
criminal code on the part of the employee.  

Unpaid Leave of Absence 

The Board recognizes that in certain instances, an employee may request extended leave for personal reasons 

and the Charter School would benefit from the return to service of the employee. Requests for such leave shall 

be made in writing and submitted to the CEO who will make a recommendation to the Board of Trustees for 

approval or disapproval. The Board of Trustees shall make the final decision in each case. 

 

Employee Benefits 

RCCS recognizes the value of benefits to employees and their families. The school supports employees by 
offering a comprehensive and competitive benefits program. For more information regarding benefit programs, 
please refer to the school Summary Plan Descriptions (SPDs), which are found on the school intranet, or contact 
the HR department. To the extent the information provided here conflicts with the SPDs or full plan document, 
the full plan document will control. 
 

Medical, Dental, and Vision Insurance 

All active, full-time employees who are scheduled to work a minimum of 30 hours per week are eligible to enroll. 
Coverage for new employees begins on the first day of the month following the date of hire. 

 
Group Life Insurance 

RCCS provides basic life and accidental death & dismemberment insurance for full-time employees who work a 
minimum of 35 hours per week. New employees are eligible for this benefit on the first of the month following 
the date of hire. The life benefit is equal to an employee’s annualized base salary with a $50,000 minimum 
benefit. The cost of this coverage is paid for in full by the school. Employees have the option to purchase 
additional coverage at the employees’ expense for themselves, spouse and/or dependent children. 
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Short-Term Disability  

Short-term disability (STD) is offered to full-time employees working a minimum of 35 hours per week. 
Employees are eligible for this benefit on the first of the month following the date of hire. Short-term disability 
is meant to bridge the 90-day period until long-term disability can cover an employee. This is a school provided 
benefit, at no cost to you. If an employee becomes disabled and cannot work for a short period of time, this 
coverage pays 60 percent of the employee’s weekly salary up to the policy limits. In addition, employees will 
not be paid vacation, personal or sick leave for approved absences covered by STD, except to supplement 
required elimination periods as determined by policy. 
 
Short-term disability benefits may run concurrently with FMLA leave. 
 

Long-Term Disability  

Long-term disability (LTD) benefits are offered to full-time employees working a minimum of 35 hours per week. 
If an employee becomes totally disabled and cannot work for an extended period of time after STD, this 
coverage pays 60 percent of the employee’s monthly salary up to the policy limits. In addition, employees will 
not be paid vacation, personal or sick leave for approved absences covered by LTD. This is a school provided 
benefit, at no cost to you. 

 
Retirement 

RCCS recognizes the importance of saving for retirement and offers eligible employees a 403(b) plan with a 
mandatory minimum 5% employee contribution and 5% employer contribution match OR the Pennsylvania 
School Employees Retirement System (PSERS) which is only available to current active members with at least 1 
year of service credit in the system. 
 
Eligibility, vesting, and all other matters relating to these plans are explained in the SPD that can be obtained 
from HR. 

 
Workers’ Compensation 

Workers’ compensation is a “no-fault” system that provides compensation for medical expenses and wage 
losses to employees who are injured or who become ill because of employment.  
 
RCCS pays the entire cost of workers’ compensation insurance. The insurance provides coverage for related 
medical and rehabilitation expenses and a portion of lost wages to employees who sustain an injury on the job. 
 
The school abides by all applicable state workers’ compensation laws and regulations.  
If an employee sustains a job-related injury or illness, it is important to notify the supervisor and HR immediately. 
The supervisor will complete an injury report with input from the employee and return the form to the HR 
department. HR will file the claim with the insurance company. In cases of true medical emergencies, report to 
the nearest emergency room. 
 



 

38 | P a g e  
 

Workers’ compensation benefits will run concurrently with FMLA leave, if applicable. In addition, employees 
will not be paid vacation, personal or sick leave for approved absences covered by the school’s workers’ 
compensation program, except to supplement required elimination periods as determined by workers’ 
compensation insurance. 

 
Employee Assistance Program 

The employee assistance program (EAP) is a resource designed to provide highly confidential and experienced 
help for employees in dealing with issues that affect their lives and the quality of their job performance. RCCS 
wants employees to be able to maintain a healthy balance of work and family that allows them to enjoy life. The 
EAP is a confidential counseling and referral service that can help employees successfully deal with life’s 
challenges.  
 
This free, comprehensive counseling service offers employees 5 in-person guidance visits per person, per issue, 
per year and a 24/7 hotline answered by professional, degreed counselors.  
Our EAP provides you and your family members with confidential, personal and web-based support on a wide 
variety of important topics like stress management, addiction, parenting, emotional, grief, legal and relationship 
concerns. 
 
The school encourages employees to use this valuable service whenever they have such a need. Employees who 
choose to use these counseling services are assured the information disclosed in their sessions is confidential 
and not available to the school, and the school is not given any information on who chooses to use the services. 
For questions or additional information about this program, employees may contact the HR department. 
 

Tuition Reimbursement 

A regular, full-time employee who has served a minimum of one (1) year with RCCS from the date of hire, is 
eligible to apply for tuition reimbursement. In order to qualify for reimbursement, the course must meet the 
requirements stipulated in the school’s Tuition Reimbursement Policy. A course is eligible for tuition 
reimbursement if: 

1. the course is directly job-related to the employee’s present position and/or school-related profession 
and, 

2. the course begins after the employee’s one-year anniversary date with the Charter School and, 
3. upon completion, a “B” grade or better has been achieved for the course. 

 
An employee who does not complete one (1) full school year at the Charter School subsequent to the course’s 
completion is required to return the tuition reimbursement to the school for the respective course. 
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EMPLOYEE HANDBOOK ACKNOWLEDGMENT AND RECEIPT 

I hereby acknowledge receipt of the employee handbook of Roberto Clemente Charter School. I understand 
and agree that it is my responsibility to read and comply with the policies in the handbook. 

I understand that the handbook and all other written and oral materials provided to me are intended for 
informational purposes only. The handbook, school practices, and other communications do not create an 
employment contract or term. I understand that the policies and benefits, both in the handbook and those 
communicated to me in any other fashion, are subject to interpretation, review, removal, and change by 
management at any time without notice. 

I further understand that I am an at-will employee and that neither this document nor any other communication 
shall bind the school to employ me now or hereafter and that my employment may be terminated by me or the 
school without reason at any time. I understand that no representative of the school has any authority to enter 
into any agreement for employment for any specified period of time or to assure any other personnel action or 
to assure any benefits or terms or conditions of employment or make any agreement contrary to the foregoing. 

I also understand and agree that this agreement may not be modified orally and that only the Board of Trustees 
may make a commitment for employment. I also understand that if such an agreement is made, it must be in 
writing and signed by the president of the Board of Trustees. 

 

_____________________________________ 
Employee’s Name in Print 
 

_____________________________________ 
Signature of Employee 
 

______________________________________ 
Date Signed by Employee 
 

TO BE PLACED IN THE EMPLOYEE’S PERSONNEL FILE 

 

 

 

 

 

 

 

 



 

40 | P a g e  
 

EMPLOYEE ACKNOWLEDGMENT AND RECEIPT OF UNLAWFUL 

HARASSMENT POLICY 

I have read and understand the school’s Unlawful Harassment Policy. My signature below confirms my 
knowledge, acceptance, and agreement to comply with the policy. 
 
 
_____________________________________ 
Employee’s Name in Print 
 

_____________________________________ 
Signature of Employee 
 

______________________________________ 
Date Signed by Employee 
 

TO BE PLACED IN THE EMPLOYEE’S PERSONNEL FILE 
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Criminal History Record Information (CHRI) 

Proper Access, Use and Dissemination Policy & Procedures 
 

Policy Name Criminal History Record Information (CHRI) 
Proper Access, Use and Dissemination Policy 

Policy Number  

Effective Date 07.23.2019 

Purpose: 
The intent of this document is to ensure the protection of the Criminal Justice 
Information (CJI) and its subset of Criminal History Record Information (CHRI) until 
such time as the information is purged or destroyed in accordance with applicable 
record retention rules. The following information was developed using the FBI’s 
Criminal Justice Information Services (CJIS) Security Policy. Roberto Clemente 
Charter School (RCCS, also described here as, agency) may complement this 
information with a local policy; however, the CJIS Security Policy shall always be the 
minimum standard. These procedures may augment, or increase the standards, but 
shall not detract from the CJIS Security Policy standards. 

Applicable to This policy applies to any electronic or physical media 
containing FBI CJI while being stored, accessed or 
physically moved from a secure location from RCCS. 
In addition, this policy applies to any authorized 
person who accesses, stores, and/or transports 
electronic or physical media. 

Internal Forms Criminal History Record Information Dissemination 
Log 

Criminal Justice Information (CJI) and Criminal History Record Information 
(CHRI) 
CJI is the term used to refer to all of the FBI CJIS provided data necessary for law 
enforcement and civil agencies to perform their missions including, but not limited to 
biometric, identity history, biographic, property, and case/incident history data. 

 
CHRI, is a subset of CJI and for the purposes of this document is considered 
interchangeable. Due to its comparatively sensitive nature, additional controls are 
required for the access, use and dissemination of CHRI. In addition to the 
dissemination restrictions outlined below, Title 28, Part 20, Code of Federal 
Regulations (CFR), defines CHRI and provides the regulatory guidance for 
dissemination of CHRI. 

Proper Access, Use and Dissemination of CHRI: 
RCCS will return original CHRI documents to the individual of record. RCCS will not 
disseminate of CHRI to any other agency. However, a Dissemination Log will be 
completed for all requests other than originals being returned to employees. 

Personnel Security Screening 
Access to CJI and/or CHRI is restricted to authorized personnel. Authorized personnel 
is defined as an individual, or group of individuals, who have been appropriately vetted 
and have been granted access to CJI data. Agencies located within states having 
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passed legislation authorizing or requiring civil fingerprint-based background checks 
for personnel with access to CHRI for the purposes of licensing or employment shall 
submit fingerprint-based record check within 30 days of employment or assignment on 
all personnel with who have direct access to CJI, those who have direct responsibility 
to configure and maintain computer systems and networks with direct access to CJI, 
and any persons with access to physically secure locations or controlled areas 
containing CJI. Agencies located within states without this authorization or requirement 
are exempted from the fingerprint-based background check requirement 
until such time as appropriate legislation has been written into law. 
RCCS will maintain a list of authorized users. 
Security Awareness Training 
Basic security awareness training shall be required within six months of initial 
assignment, and biennially annually thereafter, for all personnel who have access to 
CJI. Proof of training shall be kept on record. 

Physical Security 
A physically secure location is a facility or an area, a room, or a group of rooms within 
a facility with both the physical and personnel security controls sufficient to protect the 
FBI CJI and associated information systems. The perimeter of the physically secure 
location shall be prominently posted and separated from non-secure locations by 
physical controls. Only authorized personnel will have access to physically secure non- 
public locations. RCCS will maintain and keep current a list of authorized personnel. All 
physical access points into the agency’s secure areas will be authorized before 
granting access. The agency will implement access controls and monitoring of 
physically secure areas for protecting all transmission and display mediums of CJI. 
Authorized personnel will take necessary steps to prevent and protect the agency 
from physical, logical and electronic breaches. 
Media Protection 
Controls shall be in place to protect electronic and physical media containing CJI while 
at rest, stored, or actively being accessed. “Electronic media” includes memory 
devices in laptops and computers (hard drives) and any removable, transportable 
digital memory media, such as magnetic tape or disk, backup medium, optical disk, 
flash drives, external hard drives, or digital memory card. “Physical media” includes 
printed documents and imagery that contain CJI. The agency shall securely store 
electronic and physical media within physically secure locations or controlled areas. 
The agency shall restrict access to electronic and physical media to authorized 
individuals. If physical and personnel restrictions are not feasible then the data shall be 
encrypted per Section 5.10.1.2. 

Media Transport 
Controls shall be in place to protect electronic and physical media containing CJI while 
in transport (physically moved from one location to another) to prevent inadvertent or 
inappropriate disclosure and use. The agency shall protect and control electronic and 
physical media during transport outside of controlled areas and restrict the activities 
associated with transport of such media to authorized personnel. 

mrodriguez
Highlight
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Media Sanitization and Disposal 
When no longer usable, hard drives, diskettes, tape cartridges, CDs, ribbons, hard 
copies, print-outs, and other similar items used to process, store and/or transmit FBI 
CJI shall be properly disposed of in accordance with measures established by CJIS. 

 
Physical media (print-outs and other physical media) shall be disposed of by one of the 
following methods: 

1) shredding using RCCS issued shredders. Shredding must be completed by 
authorized personnel. 
2) placed in locked shredding bins for a private contractor to come on-site and 
shred, witnessed by authorized personnel throughout the entire process. 

 

Electronic media (hard-drives, tape cartridge, CDs, printer ribbons, flash drives, printer 
and copier Hard-drives, etc.) shall be disposed of by one of the following methods: 

1) Overwriting (at least 3 times) -an effective method of clearing data from 
magnetic media. As the name implies, overwriting uses a program to write 
(1s, 0s, or a combination of both) onto the location of the media where the 
file to be sanitized is located. 

2) Degaussing -a method to magnetically erase data from magnetic media. 
Two types of degaussing exist: strong magnets and electric degausses. 
Note that common magnets (e.g. those used to hang a picture on a wall) are 
fairly weak and cannot effectively degauss magnetic media. 

3) Destruction – a method of destroying magnetic media. As the name 
implies, destruction of magnetic media is to physically dismantle by methods 
of crushing, disassembling, etc., ensuring that the platters have been 
physically destroyed so that no data can be pulled. IT systems that have 
been used to process, store, or transmit FBI CJI and/or sensitive and 
classified information shall not be released from RCCS control until the 
equipment has been sanitized and all stored information has been cleared 
using one of the above methods. 

Account Management 
The agency shall manage information system accounts, including establishing, 
activating, modifying, reviewing, disabling, and removing accounts. The agency shall 
validate information system accounts at least annually and shall document the 
validation process. All accounts shall be reviewed at least annually by the designated 
CJIS point of contact (POC) or his/her designee to ensure that access and account 
privileges commensurate with job functions, need-to-know, and employment status on 
systems that contain Criminal Justice Information. The POC may also conduct 
periodic reviews. 

Remote Access 
RCCS shall authorize, monitor, and control all methods of remote access to the 
information systems that can access, process, transmit, and/or store FBI CJI. Remote 
access is any temporary access to an agency’s information system by a user (or an 
information system) communicating temporarily through an external, non-agency 
controlled network (e.g., the Internet). RCCS may permit remote access for privileged 
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functions only for compelling operational needs but shall document the rationale for 
such access in the security plan for the information system. 
Utilizing publicly accessible computers to access, process, store or transmit CJI is 
prohibited. Publicly accessible computers include but are not limited to: hotel business 
center computers, convention center computers, public library computers, public kiosk 
computers, etc. 

Personally Owned Information Systems 
A personally owned information system shall not be authorized to access, process, 
store or transmit CJI unless the agency has established and documented the specific 
terms and conditions for personally owned information system usage. A personal 
device includes any portable technology like camera, USB flash drives, USB thumb 
drives, DVDs, CDs, air cards and mobile wireless devices such as Androids, 
Blackberry OS, Apple iOS, Windows Mobile, Symbian, tablets, laptops or any personal 
desktop computer. When bring your own devices (BYOD) are authorized, they shall be 
controlled using the requirements in Section 5.13 of the CJIS Security Policy. 

Reporting Information Security Events 
The agency shall promptly report incident information to appropriate authorities to 
include the state CSA or SIB’s Information Security Officer (ISO). Information security 
events and weaknesses associated with information systems shall be communicated 
in a manner allowing timely corrective action to be taken. Formal event reporting and 
escalation procedures shall be in place. Wherever feasible, the agency shall employ 
automated mechanisms to assist in the reporting of security incidents. All employees, 
contractors and third-party users shall be made aware of the procedures for reporting 
the different types of event and weakness that might have an impact on the security of 
agency assets and are required to report any information security events and 
weaknesses as quickly as possible to the designated point of contact. 

Policy Violation/Misuse Notification 
Violation of any of the requirements contained in the CJIS Security Policy or Title 28, 
Part 20, CFR, by any authorized personnel will result in suitable disciplinary action, up 
to and including loss of access privileges, civil and criminal prosecution and/or 
termination. Likewise, violation of any of the requirements contained in the CJIS 
Security Policy or Title 28, Part 20, CFR, by any visitor can result in similar disciplinary 
action against the sponsoring employee, and can also result in termination of services 
with any associated consulting organization or prosecution in the case of criminal 
activity. 

Board Approval Date 07.23.2019 

Approval Signatures on file  

TO THE EXTENT THAT ANYTHING IN THIS POLICY COULD BE CONSTRUED TO 
CONFLICT WITH THE SCHOOL’S CHARTER OR APPLICABLE STATE AND/OR 
FEDERAL LAWS, THE CHARTER AND/OR APPLICABLE STATE AND/OR FEDERAL 
LAWS CONTROL. 
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Employee Acknowledgement 

BY MY SIGNATURE BELOW, I CERTIFY THAT I HAVE BEEN GIVEN A COPY OF 
THE Criminal History Record Information (CHRI) Proper Access, Use and 
Dissemination Policy & Procedures AND HAVE BEEN GIVEN THE 
OPPORTUNITY TO DISCUSS AND ASK QUESTIONS ON THE ABOVE TOPICS. 

Employee Printed Name:  

Employee Signature:  

Employee Title:  

Date:  
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Financial Activity (7/1-7/31/25) 

• Finance Committee meeting (Aug-15). 
• July and August education funding on hold due to PA’s budget impasse. 
• $748,776 Total monthly disbursements. 

o 2025/26 Annual licenses, subscriptions, insurance premium downpayments 
 

Financial Activity (6/1-6/30/25) 
• Fiscal Year Ending 2024/25. 
• 2024/25 IDEA funding fully expended- $67,302 
• 614 Students: Non-Special Ed (543), Special Ed (71) 

   Allentown SD (592), Bethlehem Area SD (6), Catasauqua Area SD (4), East Penn SD (3), 
   Northampton Area SD (1), Parkland SD (2), Salisbury Township SD (1), Saucon Valley SD (1), 

Whitehall/Coplay SD (4) 
• Safe Schools grants (PCCD) expended: 

o 2023/24 School Mental Health- $64,507 of $70,000. 
o 2024/25 School Safety & Mental Health- $13,029 of $70,000. 

• 2024/25 Ready To Learn grant fully expended- $28,546 
• $3,140 Final payment on HVAC unit replacement.   (Secondary School) 
• $500,000 Transferred to the money market account. 
• $12,044 Double charge on health insurance claims. 
• $90,000 Accrued lease reimbursements. 
• Reclassified $72,949 stop loss insurance reimbursements. 
• $4,800 Assigned funds released: 

o Technology Replacement Fund- $4,300 (teacher laptops) 
o Scholarships & Awards Fund- $500 (year-end student award) 

• $1,000,000 Un-Assigned funds assigned: 
o Operating Reserves- $500,000 
o Capital Expenses & Projects- $500,000 

• Assigned Fund Balances reset: 
o Technology Replacement Fund- $40,000 
o Scholarships & Awards- $2,000 

• Un-Assigned General Fund balance $1,316,058 / 12.0% of the operating budget. 
• 24/25 Depreciation, amortization, GASB 68/75/87/96 entries not posted yet. 
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Grants, Donations, & Reports  

• Submitted (Jul-14) 2024/25 Ready To Learn grant Final Expenditure Report. 
• Filed (Jul-28) 2025 IRS Form 720 Federal Excise Tax Return/PCORI fee.  
• Submitted (Jul-29) 2025/26 Title I grant sub-application. 

 
Technology Update  

• Department management meeting (6/18). 
• 63 Service tickets received between 6/10-8/10. 
• OneRoster upgrade installed. Deployment is ongoing. 
• Reconfiguring the automated caller attendant system. 
• Rewired the Elementary School modular’s door access control reader. 
• Replaced access points in the Elementary School. 
• Installed Wi-Fi security updates. 
• Maintenance and repairs conducted on STEM program equipment. 
• Prepared Food Service Dept systems and devices for the 25/26 school year. 
• Ongoing repairs to the Elementary School outdoor digital sign. 
• Planning battery backup upgrades to the security DVRs. 
• Developing a holistic inventory system for hardware and technology tracking. 
• To address Chromebook application compatibility limitations, the department is developing an 

enabling system for Chromebooks to remotely access a Windows-based computer fleet. 
• Summer maintenance and refurbishment projects concluding. 

 
Facilities Update 

• Department management meeting (6/18). 
• Lead testing conducted on water sources in all three school buildings. 
• Asbestos inspections ongoing. Sample collections concluded in the Administration Building and 

Elementary School. Collections in the Secondary School concluding the week of Aug 18.  
• 1 HVAC unit replaced at the Secondary School. 
• Drain line was replaced in the Secondary School kitchen. 
• Summer maintenance and projects concluding. 

 
Food Service Update 

• Department management meeting (6/11). 
• 25/26 NSLP application submitted. 
• Filed “Buy American” form. 
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Food Service Update (continued) 

• Vending machines removed from Secondary School cafeteria. 
• New food warmer received. 
• ServSafe credentials issued. 
• Preparing for staff orientation week. 

 
Other Updates 

• 8/5 Right-To-Know Request satisfied (Aug-8). 
 



Roberto Clemente Charter School
Financial Report for the Month Ending 

June 30, 2025
Current
Month

2024-2025
Y-T-D

Budget
Y-T-D Variance

2024-2025
Budget

Revenue-General Fund
6000/9000 Local Sources & Other Sources
6500  Interest 3,930.22$                      41,590.34$                    15,000.00$                    26,590.34$                    15,000.00$                    
6700  School Activities 930.00 4,429.88 6,000.00 (1,570.12) 6,000.00
6830  PassThru Federal Funds (IU) 3,709.62 67,302.93 53,948.00 13,354.93 53,948.00
6920  Grants & Contributions-Private Sources 0.00 1,855.00 1,505.00 350.00 1,505.00
6944  Regular Education Funding 642,370.33 7,535,586.88 6,714,460.00 821,126.88 6,714,460.00
6944  Special Education Funding 198,028.25 2,229,395.81 1,977,118.00 252,277.81 1,977,118.00
6990  Refunds & Miscellaneous 612.45 6,587.75 2,000.00 4,587.75 2,000.00
9000  Other Sources 0.00 0.00 0.00 0.00 0.00

Total Local Sources 849,580.87 9,886,748.59 8,770,031.00 1,116,717.59 8,770,031.00

7000 State Sources
7200  Specific Educational Programs 0.00 200.00 0.00 200.00 0.00
7320  Lease Reimbursement 89,999.99 89,999.99 96,000.00 (6,000.01) 96,000.00
7330  Health Services 11,185.17 12,232.97 11,000.00 1,232.97 11,000.00
7360  Safe Schools 5,784.55 80,442.56 69,182.00 11,260.56 69,182.00
7530  Ready To Learn Grant 13,077.74 28,546.00 28,546.00 0.00 28,546.00

Total State Sources 120,047.45 211,421.52 204,728.00 6,693.52 204,728.00

8000 Federal Sources
8514  Title I 27,358.89 503,884.36 523,914.00 (20,029.64) 523,914.00
8515  Title II 0.00 34,579.67 37,088.00 (2,508.33) 37,088.00
8516  Title III 2,196.01 31,817.00 32,870.00 (1,053.00) 32,870.00
8517  Title IV 5,891.79 36,552.26 38,560.00 (2,007.74) 38,560.00
8700  ESSER 0.00 428,344.98 447,068.00 (18,723.02) 447,068.00

Total Federal Sources 35,446.69 1,035,178.27 1,079,500.00 (44,321.73) 1,079,500.00

Food Service
6620  Sales (Non-Reimbursable Programs) 1,396.80 23,314.40 11,700.00 11,614.40 11,700.00
6920  Grants & Contributions-Private Sources 0.00 0.00 0.00 0.00 0.00
6990  Refunds & Miscellaneous 0.00 104.83 0.00 104.83 0.00
7600  State Sources 749.20 15,047.58 21,000.00 (5,952.42) 21,000.00
8530  Federal Sources 24,173.78 522,969.94 601,000.00 (78,030.06) 601,000.00

Total Food Service 26,319.78 561,436.75 633,700.00 (72,263.25) 633,700.00

Total Revenue 1,031,394.79 11,694,785.13 10,687,959.00 1,006,826.13 10,687,959.00
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Roberto Clemente Charter School
Financial Report for the Month Ending 

June 30, 2025
Current
Month

2024-2025
Y-T-D

Budget
Y-T-D Variance

2024-2025
Budget

Expenses-General Fund
Instructional Services
1100-Regular Programs
100  Salaries 131,134.35$                 2,577,500.33$              2,787,937.00$              210,436.67)($               2,787,937.00$              
200  Benefits 96,094.95 1,223,456.68 1,301,281.00 (77,824.32) 1,301,281.00
300  Contracted Professional & Technical Services 16,947.14 148,267.00 0.00 148,267.00 0.00
400  Property Services-Maintenance/Repairs/Rentals 1,516.25 3,874.33 8,000.00 (4,125.67) 8,000.00
500  Other Services 28.16 11,037.32 9,495.00 1,542.32 9,495.00
600  Supplies 17,784.70 136,151.23 167,791.00 (31,639.77) 167,791.00
730  Capitalized Right To Use 1,925.06 23,100.72 23,352.00 (251.28) 23,352.00
800  Fees/Miscellaneous 0.00 3,566.44 6,500.00 (2,933.56) 6,500.00

Total Regular Programs 265,430.61 4,126,954.05 4,304,356.00 (177,401.95) 4,304,356.00

1200-Special Programs
100  Salaries 9,050.15 245,538.97 348,325.00 (102,786.03) 348,325.00
200  Benefits 5,836.25 75,471.17 139,252.00 (63,780.83) 139,252.00
300  Contracted Professional & Technical Services 7,069.40 56,114.50 10,000.00 46,114.50 10,000.00
336  Contracted Support Services 5,409.00 262,347.10 196,000.00 66,347.10 196,000.00
500  Other Services 0.00 0.00 500.00 (500.00) 500.00
600  Supplies 129.01 5,567.29 7,600.00 (2,032.71) 7,600.00

Total Special Programs 27,493.81 645,039.03 701,677.00 (56,637.97) 701,677.00

1400/1691/1700-Other Programs & Adult Education
100  Salaries 0.00 44,936.25 81,900.00 (36,963.75) 81,900.00
200  Benefits 0.00 9,499.87 23,083.00 (13,583.13) 23,083.00
300  Contracted Professional & Technical Services 0.00 2,530.00 0.00 2,530.00 1,500.00
500  Other Services 0.00 400.00 0.00 400.00 0.00
566  Tuition/Higher Education 0.00 16,790.00 14,000.00 2,790.00 14,000.00
600  Supplies 509.88 1,184.56 6,000.00 (4,815.44) 6,000.00

Total Other Programs & Adult Education 509.88 75,340.68 124,983.00 (49,642.32) 126,483.00
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Roberto Clemente Charter School
Financial Report for the Month Ending 

June 30, 2025
Current
Month

2024-2025
Y-T-D

Budget
Y-T-D Variance

2024-2025
Budget

Support Services
2100-Student Support (Guidance/Therapy/Counseling/Social Service/Child Accounting)
100  Salaries 15,360.56$                    253,177.80$                 253,178.00$                 0.20)($                           253,178.00$                 
200  Benefits 8,192.08 120,623.47 94,676.00 25,947.47 94,676.00
300  Contracted Professional & Technical Services 2,888.75 49,633.18 49,000.00 633.18 49,000.00
500  Other Services 0.00 123.49 3,400.00 (3,276.51) 3,400.00
600  Supplies 301.26 6,447.70 17,350.00 (10,902.30) 17,350.00

Total Student Support 26,742.65 430,005.64 417,604.00 12,401.64 417,604.00

2200-Instructional Staff Support (Technology)
100  Salaries 19,858.17 269,727.44 268,881.00 846.44 268,881.00
200  Benefits 16,706.03 159,193.21 154,817.00 4,376.21 154,817.00
300  Contracted Professional & Technical Services 0.00 0.00 0.00 0.00 0.00
400  Property Services-Maintenance/Repairs/Rentals 0.00 0.00 2,000.00 (2,000.00) 2,000.00
500  Other Services 0.00 0.00 1,000.00 (1,000.00) 1,000.00
600  Supplies 450.77 4,705.85 14,800.00 (10,094.15) 14,800.00
730  Capitalized Right To Use 0.00 0.00 0.00 0.00 0.00
800  Fees/Miscellaneous 0.00 0.00 500.00 (500.00) 500.00

Total Staff Support (Technology) 37,014.97 433,626.50 441,998.00 (8,371.50) 441,998.00

2200-Instructional Staff Support (Library/Curriculum & Staff Development)
100  Salaries 4,700.00 8,110.00 16,520.00 (8,410.00) 16,520.00
200  Benefits 1,237.39 2,680.32 4,309.00 (1,628.68) 4,309.00
240  Tuition Reimbursement 395.00 14,070.00 24,000.00 (9,930.00) 24,000.00
300  Contracted Professional & Technical Services 0.00 0.00 0.00 0.00 0.00
360  Contracted Staff Development 4,700.00 33,827.00 35,250.00 (1,423.00) 35,250.00
400  Property Services-Maintenance/Repairs/Rentals 0.00 0.00 0.00 0.00 0.00
500  Other Services 0.00 1,089.19 2,900.00 (1,810.81) 2,900.00
600  Library Supplies & Subscriptions 0.00 1,282.36 7,350.00 (6,067.64) 7,350.00
600  Curriculum Development Supplies & Subscriptions 483.25 2,416.25 0.00 2,416.25 0.00
600  Staff Development Supplies & Subscriptions 578.24 9,681.64 13,300.00 (3,618.36) 13,300.00
800  Fees/Miscellaneous 0.00 0.00 0.00 0.00 0.00

Total Staff Support (Library/Curriculum & Staff Dvlp) 12,093.88 73,156.76 103,629.00 (30,472.24) 103,629.00
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Roberto Clemente Charter School
Financial Report for the Month Ending 

June 30, 2025
Current
Month

2024-2025
Y-T-D

Budget
Y-T-D Variance

2024-2025
Budget

2310/2360-Administration (Board/CEO's Office/Legal & Accounting)
100  Salaries 10,308.16$                    128,116.00$                 128,116.00$                 0.00$                              128,116.00$                 
200  Benefits 6,021.56 86,962.00 83,258.00 3,704.00 83,258.00
300  School Board Professional Development Services 0.00 0.00 2,000.00 (2,000.00) 2,000.00
330  Legal & Accounting Services 7,709.08 69,850.65 67,000.00 2,850.65 67,000.00
400  Property Services-Maintenance/Repairs/Rentals 0.00 0.00 0.00 0.00 0.00
500  Other Services 288.46 316.02 1,800.00 (1,483.98) 1,800.00
600  Supplies 161.62 1,961.24 4,980.00 (3,018.76) 4,980.00
800  Fees/Miscellaneous 319.45 3,639.37 4,500.00 (860.63) 4,500.00

Total Board/CEO's Office/Legal & Accounting 24,808.33 290,845.28 291,654.00 (808.72) 291,654.00

2380-Administration (Principal's Office)
100  Salaries 36,650.25 475,125.89 495,521.00 (20,395.11) 495,521.00
200  Benefits 22,335.58 232,704.23 200,452.00 32,252.23 200,452.00
400  Property Services-Maintenance/Repairs/Rentals 0.00 6,661.35 6,850.00 (188.65) 6,850.00
500  Other Services 0.00 2,278.75 4,500.00 (2,221.25) 4,500.00
600  Supplies 2,929.93 9,051.01 14,075.00 (5,023.99) 14,075.00
730  Capitalized Right To Use 1,140.00 13,680.00 13,692.00 (12.00) 13,692.00
800  Fees/Miscellaneous 240.68 5,060.85 3,000.00 2,060.85 3,000.00

Total Principal's Office 63,296.44 744,562.08 738,090.00 6,472.08 738,090.00
2400-Pupil Health
100  Salaries 7,565.00 155,910.25 153,312.00 2,598.25 153,312.00
200  Benefits 7,331.94 86,415.76 99,175.00 (12,759.24) 99,175.00
300  Contracted Professional & Technical Services 0.00 7,788.33 6,500.00 1,288.33 6,500.00
500  Other Services 0.00 0.00 500.00 (500.00) 500.00
600  Supplies 1,564.00 5,888.02 4,600.00 1,288.02 4,600.00

Total Pupil Health 16,460.94 256,002.36 264,087.00 (8,084.64) 264,087.00

2500-Business
100  Salaries 18,794.35 233,598.86 233,528.00 70.86 233,528.00
200  Benefits 8,852.19 119,532.15 124,818.00 (5,285.85) 124,818.00
300  Contracted Professional & Technical Services 1,899.03 23,288.42 23,500.00 (211.58) 23,500.00
400  Property Services-Maintenance/Repairs/Rentals 959.19 9,753.92 8,880.00 873.92 8,880.00
500  Other Services 125.00 1,171.19 2,200.00 (1,028.81) 2,200.00
600  Supplies 379.22 5,163.20 8,500.00 (3,336.80) 8,500.00
730  Capitalized Right To Use 428.55 3,942.72 3,900.00 42.72 3,900.00
800  Fees/Miscellaneous 103.51 1,059.37 1,700.00 (640.63) 1,700.00

Total Business 31,541.04 397,509.83 407,026.00 (9,516.17) 407,026.00
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Roberto Clemente Charter School
Financial Report for the Month Ending 

June 30, 2025
Current
Month

2024-2025
Y-T-D

Budget
Y-T-D Variance

2024-2025
Budget

2600/2900-Plant Operations & Maintenance
100  Salaries 22,117.64$                    316,969.67$                 324,834.00$                 7,864.33)($                   324,834.00$                 
200  Benefits (47,620.53) 147,591.93 140,022.00 7,569.93 140,022.00
300  Contracted Professional & Technical Services 12,195.57 158,548.26 191,815.00 (33,266.74) 191,815.00
400  Property Services-Maintenance/Repairs/Rentals 9,005.84 170,327.45 174,700.00 (4,372.55) 174,700.00
500  Other Services 112.89 1,055.23 1,600.00 (544.77) 1,600.00
520  Property Insurance 4,749.67 57,011.38 53,600.00 3,411.38 53,600.00
538  Telecommunications 1,355.90 16,156.01 17,000.00 (843.99) 17,000.00
600  Supplies 1,173.83 83,796.67 81,800.00 1,996.67 81,800.00
620  Utilities & Fuel 6,385.66 77,962.73 97,500.00 (19,537.27) 97,500.00
730  Capitalized Right To Use 60,630.56 727,566.72 727,567.00 (0.28) 727,567.00
800  Fees/Miscellaneous 0.00 20.48 500.00 (479.52) 500.00
810  Property Taxes 0.00 0.00 0.00 0.00 0.00

Total Plant Operations & Maintenance 70,107.03 1,757,006.53 1,810,938.00 (53,931.47) 1,810,938.00

2800-Central (Staff Services/Liaisons/Information & Data)
100  Salaries 1,561.34 308,624.02 338,168.00 (29,543.98) 338,168.00
200  Benefits 55,953.52 158,377.98 59,498.00 98,879.98 59,498.00
300  Contracted Professional & Technical Services 0.00 0.00 0.00 0.00 0.00
360  Contracted Staff Development Services 1,886.27 11,501.27 22,900.00 (11,398.73) 22,900.00
500  Other Services 1,346.80 28,509.89 29,950.00 (1,440.11) 29,950.00
600  Supplies 897.21 25,261.90 29,950.00 (4,688.10) 29,950.00
730  Capitalized Right To Use Payments 1,992.41 23,909.00 24,315.00 (406.00) 24,315.00
800  Fees/Miscellaneous 10.00 1,853.00 2,000.00 (147.00) 2,000.00

Total Central 63,647.55 558,037.06 506,781.00 51,256.06 506,781.00

Non-Instructional Services
3200/3300/3400-Student Activities & Community Services
100  Salaries 1,500.00 11,650.00 23,920.00 (12,270.00) 23,920.00
200  Benefits 489.32 2,373.54 7,138.00 (4,764.46) 7,138.00
300  Contracted Professional & Technical Services 0.00 0.00 0.00 0.00 0.00
500  Other Services 320.76 820.76 4,000.00 (3,179.24) 4,000.00
600  Supplies 324.20 15,762.48 19,500.00 (3,737.52) 19,500.00
800  Fees/Miscellaneous 500.00 3,780.00 10,505.00 (6,725.00) 10,505.00

Total Student Activities & Community Services 3,134.28 34,386.78 65,063.00 (30,676.22) 65,063.00
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Roberto Clemente Charter School
Financial Report for the Month Ending 

June 30, 2025
Current
Month

2024-2025
Y-T-D

Budget
Y-T-D Variance

2024-2025
Budget

3100-Food Services
100  Salaries 10,377.45$                    171,567.44$                 201,126.00$                 29,558.56)($                 201,126.00$                 
200  Benefits 2,574.53 50,299.24 72,676.00 (22,376.76) 72,676.00
300  Contracted Professional & Technical Services 0.00 6,159.00 6,000.00 159.00 6,000.00
400  Property Services-Maintenance/Repairs/Rentals 0.00 1,244.47 5,200.00 (3,955.53) 5,200.00
500  Other Services 0.00 747.03 1,000.00 (252.97) 1,000.00
600  Supplies 214.58 44,380.64 50,700.00 (6,319.36) 50,700.00
630  Food & Dairy 10,328.82 292,699.98 396,000.00 (103,300.02) 396,000.00
800  Fees/Miscellaneous 0.00 64.00 100.00 (36.00) 100.00

Total Food Services 23,495.38 567,161.80 732,802.00 (165,640.20) 732,802.00

Other Expenditures & Financing Uses
5110/5140/9200-Debt Service & Financing Uses
700  Leases/Right To Use 0.00 0.00 0.00 0.00 0.00
770  Amortization 0.00 0.00 0.00 0.00 0.00
810  Fees 0.00 0.00 0.00 0.00 0.00
830  Interest 0.00 0.00 0.00 0.00 0.00
910  Principal 0.00 0.00 0.00 0.00 0.00
913  Lease Payments 0.00 0.00 0.00 0.00 0.00
914  Other Right To Use Payments 0.00 0.00 0.00 0.00 0.00
000  Proceeds 0.00 0.00 0.00 0.00 0.00

Total Debt Service & Financing Uses 0.00 0.00 0.00 0.00 0.00

Total Expenses Less Capital Outlay 665,776.79 10,389,634.38 10,910,688.00 (521,053.62) 10,912,188.00

Net Operating Income (Loss) Less Capital Outlay 365,618.00$             1,305,150.75$          222,729.00)($           1,527,879.75$          224,229.00)($           
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Roberto Clemente Charter School
Financial Report for the Month Ending 

June 30, 2025
Current
Month

2024-2025
Y-T-D

Budget
Y-T-D Variance

2024-2025
Budget

Capital Outlay (450/700)
1000  Instructional-Equipment & Furniture 0.00$                              13,800.00$                    35,600.00$                    21,800.00)($                 35,600.00$                    
2100  Student Support-Equipment & Furniture 0.00 2,301.48 1,800.00 501.48 1,800.00
2200  Instructional Staff Support-Equipment & Furniture 0.00 2,295.00 0.00 2,295.00 0.00
2300  Administrative-Equipment & Furniture 0.00 4,077.72 2,400.00 1,677.72 2,400.00
2400  Health-Equipment & Furniture 0.00 3,555.32 0.00 3,555.32 0.00
2500  Business-Equipment & Furniture 0.00 2,301.48 1,800.00 501.48 1,800.00
2600  Plant Operations-Equipment & Furniture 0.00 0.00 0.00 0.00 0.00
2800  Central Services-Equipment & Furniture 0.00 0.00 0.00 0.00 0.00
3100  Food Service- Equipment & Furniture 0.00 2,478.99 3,000.00 (521.01) 3,000.00
3200  NonInstructional Equipment & Furniture 0.00 0.00 0.00 0.00 0.00
4000  Facilities Acquisition/Construction/Improvements 3,140.00 10,640.00 0.00 10,640.00 0.00

Total Capital Outlay 3,140.00 41,449.99 44,600.00 (3,150.01) 44,600.00

Total Expenses 668,916.79 10,431,084.37 10,955,288.00 (524,203.63) 10,956,788.00

Total Net Income (Loss) 362,478.00$             1,263,700.76$          267,329.00)($           1,531,029.76$          268,829.00)($           
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Roberto Clemente Charter School
Financial Report for the Month Ending 

June 30, 2025
Current
Month

2024-2025
Y-T-D

Budget
Y-T-D Variance

2024-2025
Budget
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Roberto Clemente Charter School
Financial Report for the Month Ending

June 30, 2025

Current Assets
Cash
Main Operating Account 1,853,546.78$             
Auxiliary Account 5,816.24
Payroll Account 359,322.35
HIC Account 7,855.90
Executive Account 886.72
Principals' Accounts 624.73
Money Market Account 3,005,603.09
Petty Cash 900.00

Total Cash 5,234,555.81

Accounts Receivable 
School Districts 880,693.31
State Sources 749.20
Federal Sources 40,826.57
Other Sources 0.00

Total Accounts Receivable 922,269.08

Other Current Assets
Deposits 12,044.00
Capital Contribution- Pareto 65,419.41
Accrued Revenue 230,426.01
PrePaid Expenses 23,671.25
Food Service PrePaid Expenses & Accrued Revenue 0.00
Agency Fund-Cash Accounts (Students) 2,489.72

Total Other Current Assets 334,050.39

Fixed Assets
Buildings & Equipment
131 Hamilton Street Building  (Administration) 1,148,775.87
850 N 5th Street Building (Elementary School) 566,149.67
136 S 4th Street Building (Secondary School) 864,312.28
Construction In Progress 0.00
Computer Equipment 1,080,546.76
Furniture & Equipment 1,060,390.59
Accumulated Depreciation (2,891,832.50)
Food Service Equipment & Furniture 62,275.70
Food Service Accumulated Depreciation (50,573.59)
Building Leases 4,923,720.78
Equipment Leases 205,664.38
Other Right-To-Use Assets 129,764.36
Accumulated Amortization (2,011,400.55)

Total Buildings & Equipment 5,087,793.75

Total Assets 11,578,669.03$       

               ASSETS
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Roberto Clemente Charter School
Financial Report for the Month Ending

June 30, 2025

Liabilities
Current Liabilities
Short-Term Payables
Accounts Payable 145,168.86$                
PSERS-Employer Contributions 173,777.42
403 B-Employer Contributions 4,731.52
Payroll Taxes & Deductions (31.36)
Retirement-Employee Contributions 17,402.18

Total Short-Term Payables 341,048.62

Accrued Expenses & Other Current Liabilities
Accrued Salaries & Benefits 493,245.24
Other Accrued Expenses 0.00
Interfund Payable 0.00
UnEarned Revenue 2,613.79
Deposits 0.00
Scholarship Funds 1,005.00

Total Accrued Expenses & Other Current Liabilities 496,864.03

NonCurrent Liabilities
Lease Obligations-Buildings 2,666,350.98
Lease Obligations-Equipment 75,002.82
Other Right To Use Obligations 21,275.59

Total NonCurrent Liabilities 2,762,629.39

Total Liabilities 3,600,542.04

Capital
Assigned General Funds
Assigned Funds-Operating Reserves 1,940,000.00
Assigned Funds-Capital Expenses & Projects 2,026,179.38
Assigned Funds-Technology Replacement 40,000.00
Assigned Funds-Scholarships & Awards 2,000.00
Assigned Funds-Budget Shortfall 252,563.00
Assigned Funds-Board Designated Emergency 50,000.00

Total Assigned Funds 4,310,742.38

Other Fund Balances & Net Positions
Non-Spendable 23,671.25
Net Investment In Capital Assets & Right To Use 2,325,164.36
Agency Funds (Students) 2,489.72
UnAssigned General Funds 52,358.52
Net Income (Loss) 1,263,700.76

Total Other Fund Balances & Net Position 3,667,384.61

Total Capital 7,978,126.99

Total Liabilities & Capital 11,578,669.03$       

                    LIABILITIES AND CAPITAL
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Roberto Clemente Charter School
Financial Report for the Month Ending

June 30, 2025

PA PUBLIC SCHOOL EMPLOYEES RETIREMENT SYSTEM:

Deferred Outflow of Resources-PSERS 919,168.15$                
Deferred Outflow of Resources-OPEB 70,556.00

Total Deferred Outflow of Resources 989,724.15$            

Deferred Inflow of Resources-PSERS 966,035.00
Deferred Inflow of Resources-OPEB 116,416.00
Long-Term Pension Liability 6,228,000.00
Long-Term OPEB Liability 251,000.00

Total Deferred Inflow of Resources/Liabilities 7,561,451.00

Pension Fund Net Position (6,274,866.85)

OPEB Fund Net Position (296,860.00)

Total Deferred Inflow of Resources/Liabilities & Net Position 989,724.15$            

DEFERRED OUTFLOW OF RESOURCES

DEFERRED INFLOW OF RESOURCES/LIABILITIES & NET POSITION
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Roberto Clemente Charter School
Payment List

For the Period 7/1/25 through 7/31/25

Ref No. Ref Date Vendor Description Amount Issue             
Date Cleared 

Main Operating Accounts/Checks
003727 7/1/25 HISPANIC AMERICAN ORG 136 S 4th Street lease 38,311.61$       7/1/25 X
003728 7/1/25 HISPANIC AMERICAN ORG 850 N 5th Street lease 23,531.56$       7/1/25 X

003729V 7/9/25 ABE Laboratories, LLC Stop payment issued (168.00)$           7/31/25 *Void Date
003730 7/9/25 ALL CITY MANAGEMENT SERVICES,INC Contracted crossing guards 1,572.48$         7/11/25 X
003731 7/9/25 RPS  BOLLINGER Student accident insurance 4,721.00$         7/11/25 X
003732 7/9/25 WILLIAM BREINER Travel reimbursement 34.98$              7/11/25 X
003733 7/9/25 PA DEPT OF LABOR & INDUSTRY-E 90.17$              7/11/25
003734 7/9/25 GOVCONNECTION, INC Acrobat licenses 2,028.42$         7/11/25 X
003735 7/9/25 CYBERSOFT TECHNOLOGIES Food service system license 2,575.00$         7/11/25 X
003736 7/9/25 DERSTINE'S 195.38$            7/11/25 X
003737 7/9/25 Kopos Medx, Inc. Contracted staffing agency 5,652.49$         7/11/25 X
003738 7/9/25 MAOLY MARTINEZ Tuition reimbursement 801.00$            7/11/25 X
003739 7/9/25 MBI HEATING & AIR CONDITIONING Final payment on contracted unit installation 4,195.25$         7/11/25 X
003740 7/9/25 MONK'S SECURITY SYSTEMS Annual monitoring services 1,152.00$         7/11/25 X
003741 7/9/25 THE MORNING CALL 288.46$            7/11/25 X
003742 7/9/25 PETTY CASH 400.06$            7/11/25 X
003743 7/9/25 Remind101, Inc. Plan subscription 2,131.20$         7/11/25 X
003744 7/9/25 RENAISSANCE LEARNING, INC Benchmarking system licenses 11,221.50$       7/11/25 X
003745 7/9/25 Joanne Safi-Battle Tuition reimbursement 395.00$            7/11/25 X
003746 7/9/25 SCENARIO LEARNING LLC Vector training licenses (staff & students) 7,544.70$         7/11/25 X
003747 7/9/25 SCHOOL NURSE SUPPLY,INC. Nurse's room equipment supplies 1,564.00$         7/11/25 X
003748 7/9/25 Southern Lehigh SD Student subsidy reimbursement 4,650.68$         7/11/25 X
003749 7/9/25 SmartPass, Inc. Hall pass system licenses 2,075.70$         7/11/25 X
003750 7/9/25 STANDING STONE CONSULTING INC Contracted security services 1,736.28$         7/11/25 X
003751 7/9/25 SUCCESS FOR ALL FOUNDATION, INC Classroom supplies 3,550.80$         7/11/25 X
003752 7/9/25 USI Insurance Services, LLC (MA) Cyber liability insurance 3,558.38$         7/11/25 X
003753 7/9/25 VERIZON 37.90$              7/11/25 X
003754 7/22/25 JP MASCARO & SONS Refuse/recycling 2,246.80$         7/25/25 X
003755 7/22/25 Kopos Medx, Inc. Contracted staffing agency 1,369.55$         7/25/25 X
003756 7/22/25 LANCASTER-LEBANON IU 13 10.00$              7/25/25 X
003757 7/22/25 NextGen Furniture, Inc. Library furniture 2,866.00$         7/25/25 X
003758 7/22/25 PROJECT LEAD THE WAY Classroom supplies 3,750.00$         7/25/25

003759V 7/22/25 SapphireK12,Inc. Stop payment issued (24,021.00)$      7/31/25 *Void Date
003760 7/22/25 THE SHERWIN-WILLIAMS CO 907.92$            7/25/25 X
003761 7/22/25 STANDING STONE CONSULTING INC Contracted security services 2,854.84$         7/25/25
003762 7/22/25 UNITED STATES TREASURY 365.63$            7/25/25
003763 7/22/25 Vertex Education-PA , LLC PDE AFR preparation services 1,100.00$         7/25/25
003764 7/22/25 VIPER PEST SERVICES 200.00$            7/25/25 X

003765V 7/22/25 IMPERIAL REALITY APPRAISAL LLC Stop payment issued (4,000.00)$        7/31/25 *Void Date
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Payment List

For the Period 7/1/25 through 7/31/25

Ref No. Ref Date Vendor Description Amount Issue             
Date Cleared 

Main Operating Accounts/Electronic
100008834797 7/1/25 UGI UTILITIES, INC. 78.22$              7/1/25 X

1000011404661 7/1/25 LINCOLN FINANCIAL SERVICE Dental/LI/STD/LTD insurance 5,665.67$         7/1/25 X
100008834953 7/1/25 UGI UTILITIES, INC. 78.22$              7/1/25 X
100008835006 7/1/25 UGI UTILITIES, INC. 306.34$            7/1/25 X

6e16-82c2-4aa8 7/1/25 Primo Brands 200.00$            7/1/25 X
100008835007 7/1/25 UGI UTILITIES, INC. 28.72$              7/1/25 X

27JUN25_10550 7/1/25 TOSHIBA FINANCIAL SERVICES 581.77$            7/1/25 X
10327434 7/11/25 US FOODS Food products 1,459.62$         7/11/25 X
18365469 7/11/25 TOSHIBA FINANCIAL SERVICES Copier leases 1,259.80$         7/11/25 X

249066 7/11/25 PHILADELPHIA INSURANCES COMPANIES Liability insurance premium deposits 15,820.50$       7/11/25 X
-174259-c8bf32 7/11/25 AMAZON CREDIT PLAN 971.36$            7/11/25 X

25071104 7/11/25 PPL ELECTRIC UTILITIES 724.08$            7/11/25 X
25071107 7/11/25 PPL ELECTRIC UTILITIES 31.30$              7/11/25 X
25071146 7/11/25 PPL ELECTRIC UTILITIES Electric utilities 1,698.51$         7/11/25 X
25071149 7/11/25 PPL ELECTRIC UTILITIES Electric utilities 3,484.75$         7/11/25 X

_11JUL25_1501 7/11/25 TOSHIBA FINANCIAL SERVICES 329.55$            7/11/25 X
11JUL25_15030 7/11/25 TOSHIBA FINANCIAL SERVICES 581.77$            7/11/25 X
1746603716038 7/11/25 HOME DEPOT CREDIT SERVICES Maintenance supplies 1,239.01$         7/11/25 X

6316133463 7/11/25 T- MOBILE 501.41$            7/11/25 X
75493365 7/11/25 PITNEY BOWES GLOBAL FINANCIAL SERVICES 269.19$            7/11/25 X

7976225813 7/11/25 STAPLES ADVANTAGE Office furniture 1,964.29$         7/11/25 X
95952615039 7/11/25 RCN 424.94$            7/11/25 X
4533979364 7/23/25 STAPLES ADVANTAGE 45.76$              7/23/25 X

v4jdub0k8ts97d 7/23/25 HIGHMARK BLUE SHIELD 569.63$            7/23/25 X
18438799 7/23/25 TOSHIBA FINANCIAL SERVICES Copier leases 1,223.49$         7/23/25 X

100008919616 7/23/25 UGI UTILITIES, INC. 36.25$              7/23/25 X
148141 7/23/25 PENTELEDATA 429.00$            7/23/25 X

P-370669268 7/28/25 ZOOM 13.59$              7/28/25 X
07012025 7/25 7/29/25 HEALTHNOW ADMINISTRATIVE SERVICES Health insurance 40,963.41$       7/29/25 X

Payroll Account
72 PPE 6/21/25 7/2/25 PENSERV PLAN SERVICES INC EE/ER 403b contributions 11,015.25$       7/2/25 X
85 PPE 6/21/25 7/2/25 VOYA FINANCIAL 728.04$            7/2/25 X

R_693992133 7/3/25 ADP Payroll processing fee 1,247.84$         7/3/25 X
0000385 6/2025 7/10/25 P.S.E.R.S.EMPLOYEE # 9254 EE State pension contributions 10,718.03$       7/10/25 X
AW PPE 7/5/25 7/11/25 PAYROLL/TAXES ACH payroll & taxes 182,869.30$     7/11/25 X
282 PPE 7/5/25 7/11/25 PA SCDU 293.54$            7/11/25 X

0051833541 7/11/25 Janine M Wargo Contracted special education support services 8,643.75$         7/11/25 X
842 PPE 7/5/25 7/15/25 PENSERV PLAN SERVICES INC EE/ER 403b contributions 12,047.36$       7/15/25 X
045 PPE 7/5/25 7/15/25 VOYA FINANCIAL EE State pension contributions 1,010.01$         7/15/25 X

R_695346342 7/18/25 ADP 601.55$            7/18/25 X
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For the Period 7/1/25 through 7/31/25

Ref No. Ref Date Vendor Description Amount Issue             
Date Cleared 

R_6955521587 7/24/25 ADP 120.71$            7/24/25 X
AW PPE 7/19/25 7/25/25 PAYROLL/TAXES ACH payroll & taxes 184,109.44$     7/25/25 X
82 PPE 7/19/25 7/25/25 PA SCDU 293.54$            7/25/25 X

0051838568 7/25/25 Mckenna Snyder LLC Legal services 5,472.08$         7/25/25 X
537 PPE7/19/25 7/28/25 VOYA FINANCIAL EE State pension contributions 1,049.01$         7/28/25 X

Health Insurance Claims (HIC) Account
702 6/25-7/1/25 7/7/25 HealthNow Health Claims: PE 7/1/25 48,115.27$       7/7/25 X
50709 7/2-/8/25 7/11/25 HealthNow Health Claims: PE 7/8/25 32,576.60$       7/11/25 X

2025716 7/21/25 7/21/25 HealthNow Health Claims: PE 7/15/25 10,261.73$       7/21/25 X
0723 7/16-22/25 7/28/25 HealthNow Health Claims: PE 7/22/25 16,936.91$       7/28/25 X

CEO's Account (Central Administration)
No activity -$                  

Principal's Account (Elementary School)
No activity -$                  

Principal's Account (Secondary School)
No activity -$                  

748,776.85$         
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COMMONWEALTH OF PENNSYLVANIA  

OFFICE OF THE GOVERNOR  
  

  
  URI Z. MONSON  
  SECRETARY  
 GOVERNOR’S OFFICE OF THE BUDGET  

July 29, 2025 

 
Dear partner in education, 
 
Since you work for a school district, organization, or entity that receives state funding from the Pennsylvania 
Department of Education (PDE), I am writing to update you on the status of this year’s Commonwealth 
budget. 
 
As you may know, Pennsylvania is one of few states with a divided state legislature – the State House with a 
Democratic majority, and the State Senate with a Republican majority. This reality means that for a budget 
to be passed, compromise is necessary. 
 
The process of completing a state budget requires the Governor to present a budget proposal, both 
legislative chambers to pass an agreed-upon budget plan, and the Governor to sign that budget into law. 
 
Governor Shapiro did his part to start this process, presenting a budget proposal to the Pennsylvania State 
House of Representatives and State Senate 175 days ago, on February 4, 2025. Since that date, our 
Administration has participated in dozens of hearings in front of the Legislature and worked in good faith to 
reach a budget agreement – and the State House of Representatives passed an amended version of the 
Governor’s budget proposal on July 14, 2025.  
 
The issues the House and Senate must find agreement on are challenging ones – funding our public schools, 
keeping mass transit that powers our economy afloat while improving our roads and bridges, investing 
responsibly in our Commonwealth's future, and more. Negotiations are continuing and the dialogue is 
respectful and productive; however, finding agreement can be slow moving and we have not yet come to 
final agreement on these critically important issues. 
 
In the short term, it’s important to know how this situation will impact your organization and its fiscal 
responsibilities. To that end, payments from the Department of Education that will be delayed over the next 
six weeks in the absence of a completed budget are as follows:  
 
School Districts will not receive: 
 

• Basic Education Funding (approximately $1.4 billion) or Special Education Funding (approximately 
$255 million) for July and August.   

• State subsidies such as Social Security (paid in August) and Pupil Transportation (paid in August) that 
are varying payments year over year depending upon the data schools submit. 

• Federal subgrant payments, including payments under the Title I and IDEA programs (approximately 
$99 million). 
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Career and Technical Centers will not receive: 

 
• Secondary Career and Technical Education Subsidy ($21 million) in August. 

 
State-Related Universities, Community Colleges, PASSHE and Thaddeus will not receive: 
 

• Approximately $51 million for State-Related Universities for monthly payments, starting in August.  
• Approximately $110 million monthly for PASSHE, starting in July. 
• Approximately $73 million in operating payments for Pennsylvania Community Colleges in July and 

$25 million in capital payments during the month of August. 
 
Afterschool and Adult Basic Education Programs will not receive: 
 

• Approximately $2 million in federal subgrant payments for Community Based Organizations that run 
afterschool and Adult Basic Education Programs.  

 
Pre-K Counts (PKC) recipients will not receive: 
 

• Approximately $27 million for Pre-K Counts. This may impact providers' ability to retain staff and 
enroll children.   

 
Head Start will not receive: 
 

• Payments for this program will not be received until the budget has passed (approximately $13 
million in July and August). This may impact providers' ability to retain staff and enroll children.  

 
Libraries will not receive: 
 

• Approximately $14M in subsidy payments in August.  
• Grantees and vendors will experience payment delays.  

 
I recognize this information is concerning, and it is equally concerning to both me and the Governor. Our 
Administration continues to work diligently to find agreement between the House and Senate and we will 
work to support you and your organization as you manage the current situation. 
 
As soon as a budget bill is delivered by the Legislature to the Governor’s desk for his signature, we will work 
expeditiously to put these investments to work for our students and our school communities. 
 
As always, thank you for your leadership and everything you do in support of our Commonwealth’s learners, 
educators, schools, libraries, and communities. 
 
Sincerely, 
 

 
 
Secretary of the Budget 
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