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Board of Trustees 
July 15, 2025 

7:00 PM 
 

Agenda 
 

1. Review of Agenda 
 

2. Review of Minutes 

• 6/17/25 Minutes (motion) 
 

3. Public Input 
 

4. CEO Office 

• CEO Report 

• 2024-2025 Charter School Annual Report motion) 

• 2025-2026 Student/Parent Handbooks 

o Elementary (motion) 

o Secondary (motion) 

• Board Bylaws (motion) 

• Emergency Crisis Plan (motion) 
 

 

5. Human Resources 

• HR Report 

• Hires/Appointments (motion) 

• Resignations/Terminations (motion) 

• Employee Handbook (first reading) 

 

6. Business Office 

• July Business Report 

• June Payment List (motion) 

• Assigned Funds 

o Budget Shortfall (motion) 

o Board Designated Emergency (motion) 

• Contracts & Agreements 

o Property Appraisal Services (motion) 
 

7. Public Input 
 

8. New Business 
 

9. Adjourn (motion) 



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

June 17, 2025 
  

Board Attendees: Dr. Lynn Columba, Dr. Kathy Dolgos, Agustín García, Raymond Lahoud, Dr. 
Jill Sperandio, Alex Rolón, Ruth Vélez-Font 
 
Board Absentees: John Bassler 
 
RCCS Staff: Charles Boger, Joshua Burak, Arkadiusz Kadzielawski, Taren Kobyra, Alyssa 
Mace, Brendon Zapata 
 
EXECUTIVE SESSION: 
The Board entered Executive Session at 6:03 PM to discuss legal, real estate, personnel and 
safety matters. The Board left the Executive Session at 6:45 PM. 
 
The Safety Report was presented to the Board during Executive Session as an informational 
item. No further action is required.  
 
Dr. Columba called the meeting to order at 7:00 PM. 
 
MINUTES: 
The minutes of the May 2025 Board of Trustees meeting were reviewed. A motion to approve 
the May minutes was made by Mr. García and seconded by Dr. Sperandio. 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 2025-2030 Charter Renewal was made by Mr. García and seconded by 
Mrs. Vélez-Font. The motion carried unanimously. 
 
A motion to approve acting services pay for the listed employees below was made by Dr. Dolgos 
and seconded by Dr. Sperandio. The motion carried unanimously. 
 

• Haley Morales, High School Special Education Teacher/Special Education Coordinator  
• Stephanie Vicenty, Elementary School Receptionist 

 
A motion to approve the letter of agreement with The Center for Humanistic Change to provide 
liaison services supporting the Student Assistance Programs was made by Dr. Sperandio and 
seconded by Mrs. Vélez-Font. The motion carried unanimously. 
 
PRINCIPALS’ REPORTS: 
Ms. Kobyra and Mr. Zapata presented their respective secondary and elementary school reports.  
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HUMAN RESOURCES REPORT: 
Mrs. Mace presented the Human Resources Report. 
 
A motion to approve the new hires as presented in the HR Report was made by Mrs. Vélez-Font 
and seconded by Dr. Sperandio. The motion carried unanimously. 
 
A motion to approve the resignations, as presented in the HR Report was made by Mr. García 
and seconded by Dr. Dolgos. The motion carried unanimously. 
 
A motion to accept Bill Breiner’s retirement was made by Mr. García and seconded by Mrs. 
Vélez-Font. The motion carried unanimously. 
 
SCHOOL BUDGET: 
A motion to approve the 2025-2026 Budget was made by Dr. Dolgos and seconded by Dr. 
Sperandio. The motion carried unanimously. 
 
A motion to approve the 2025-2026 Contract Renewals was made by Dr. Sperandio and 
seconded by Mrs. Vélez-Font. The motion carried unanimously. 
 
A motion to approve the 2025-2026 Years of Service Award Schedule was made by Dr. 
Sperandio and seconded by Dr. Dolgos. The motion carried unanimously. 
 
A motion to approve the 2025-2026 Food Service Menu Prices was made by Mrs. Vélez-Font 
and seconded by Dr. Sperandio. The motion carried unanimously. 
 
BUSINESS & FINANCIAL REPORTS: 
The Business Report for the month of June, the May Financial Report, and the May Payment List 
were presented for discussion by Mr. Boger. 
  
A motion to approve the May 2025 Payment List was made by Mr. García and seconded by Mr. 
Lahoud. The motion carried unanimously. 
 
A motion to approve submitting the 2025-2026 Consolidated Application was made by Mrs. 
Vélez-Font and seconded by Dr. Dolgos. The motion carried unanimously. 
 
A motion to approve submitting the 2024-2025 PDE 418 Application for Approval of Lease 
Reimbursement for the Elementary School building at 850 N 5th Street lease cost (24/25)- 
$276,841was made by Mr. Lahoud and seconded by Dr. Dolgos. The motion carried 
unanimously.  
 
A motion to approve submitting the 2024-2025 PDE 418 Application for Approval of Lease 
Reimbursement for the Secondary School building at 136 S 4th Street lease cost (24/25)- 
$450,724 was made by Mrs. Vélez-Font and seconded by Dr. Sperandio. The motion carried 
unanimously.  
 
A motion to approve adding $500,000 to the Operating Reserves Fund was made by Dr. Dolgos 
and seconded by Mr. Lahoud. The motion carried unanimously. 
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A motion to approve adding $500,000 to Capital Expenses and Projects was made by Mrs. 
Vélez-Font and seconded by Dr. Sperandio. The motion carried unanimously. 
 
A motion to reset the Technology Replacement Fund to $40,000 was made by Dr. Dolgos and 
seconded by Dr. Sperandio. The motion carried unanimously. 
 
A motion to reset the Scholarships and Awards Fund to $2,000 was made by Mr. Lahoud and 
seconded by Dr. Sperandio. The motion carried unanimously. 
 
A motion to approve the contract with Parallel Learning Behavioral Health/Parallel Learning Inc. 
for behavioral health and attendant administrative services was made by Mr. Lahoud and 
seconded by Mr. García. The motion carried unanimously. 
 
A motion to approve renewing the contract with All City Management Services Inc. for crossing 
guard services was made by Mrs. Vélez-Font and seconded by Dr. Dolgos. The motion carried 
unanimously. 
 
A motion to approve the contract with Eagle Industrial Hygiene Associates Inc. for 
environmental services was made by Mr. Lahoud and seconded by Dr. Dolgos. The motion 
carried unanimously. 
 
A motion to approve renewing the contract with Sun Life as RCCS’s stop-loss insurance 
provider was made by Mrs. Vélez-Font and seconded by Dr. Sperandio. The motion carried 
unanimously. 
 
A motion to approve the 2025-2026 Board of Trustees and committee meetings dates was made 
by Dr. Dolgos and seconded by Dr. Sperandio. The motion carried unanimously. 
 
PUBLIC COMMENT II: 
No public input. 
 
NEW BUSINESS: 
Dr. Columba called on the RCCS parents to consider applying to become part of the RCCS 
Board of Trustees. Interested parents should visit the RCCS Website and fill out the online 
questionnaire. The questionnaire can also be picked up at any of the school buildings as well as 
the Administration Building and returned to the school in a sealed envelope addressed to the 
Board Secretary’s attention. 
 
There being no further business, Mr. Rolón moved to adjourn the meeting, and it was seconded 
by Dr. Dolgos. The motion carried unanimously.  
 
The RCCS Board meeting was adjourned at 7:45 PM. 
  
  

https://www.myrccs.com/
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The next Board of Trustees meeting is scheduled for July 15, 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, July 15, 2025 

Alyssa Mace, Ed.S. 

 

1. 2024-2025 Charter School Annual Report (motion) 

• Each charter school in the Commonwealth of Pennsylvania is required by section 

1728-A of the Charter School Law, 24 P.S. § 17-1728-A(b), to submit a yearly 

annual report. The report is due each year on August 1. 

 

2. 2025-2026 Student/Parent Handbooks (motion) 

• The recommended student/parent handbooks include minimal revisions from this 

past school year’s version. 

• Specifically, compulsory attendance information was updated as required under 

the recently approved charter renewal. 

 

3. Board Bylaws (motion) 

• The Board Bylaws have been amended to remove the provisions that (i) allow 

board members to be removed without cause; and (ii) allow actions to be taken by 

an Executive Committee of the Charter Board outside of a public meeting. 

• This revision is required under the recently approved charter renewal. 

 

4. Emergency Operations Plan (motion) 

• The Emergency Operations Plan is modeled off the Pennsylvania Emergency 

Management Agency’s (PEMA) recommended template to support schools in 

preventing emergencies and disasters, protecting lives and property, responding to 

emergencies promptly, and aiding in disaster recovery. 

• The plan is required under the recently approved charter renewal. 

 

5. RCCS Calendar 

• Monday, August 11, 2025:  Education Committee, 1:00 p.m. 

• Thursday, August 14, 2025:  HR Committee, 4:00 p.m. 

• Friday, August 15, 2025:  Finance Committee, 10:00 a.m. 

• Thursday, August 15 & Friday, August 16, 2025:  New Staff Induction 

• Monday, August 18 - Thursday, August 21, 2025:  All Staff Orientation 

• Tuesday, August 19, 2025:  Board of Trustees Meeting, 7:00 p.m. 

• Thursday, August 21, 2025:  Kindergarten, 6th grade, and 9th grade orientations 

• Monday, August 25, 2025:  1st day of school, 2025-2026 school year 
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ROBERTO CLEMENTE CS 
Charter School Annual Report  |  2024 - 2025 
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School Profile 

 
LEA Name 
Roberto Clemente CS 
 
AUN 
121393330 
 
Address 1 
131 W Hamilton St 
 
Address 2 
 
 
City 
Allentown 
 
State 
PA 
 
Zip Code 
18101 
 
Chief Administrator Name 
Mrs Alyssa  Mace  
 
Chief Administrator Email 
anewman@myrccs.com 
 
Chief Administrator Phone 



3 

(610) 439-5814 - 544 
 
Extension 
 
 
 

Charter School Principal 
Principal Name 
Cory Snyder 
 
Principal Email 
csnyder@myrccs.com 
 
Principal Phone 
610-351-4310 
 
Extension 
357 
 
 
 

Principal Name 
Taren Kobyra 
 
Principal Email 
tkobyra@myrccs.com 
 
Principal Phone 
610-439-5181 
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Extension 
468 
 
 
 
 

Authorizing District(s) 
 
Upload a summary of the Wellness Check Data collected from the previous school year (pdf only) 
 
Primary Authorizing District's AUN 
121390302  
 
LEAD District (LEA) Name 
Allentown City SD 
 
Charter Authorized Year Range (Maximum range is 5 years): 
Start Year 

2020 

 
 
End Year 

2025 

 
 
Superintendent Name 
Dr Carol  Birks  
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Superintendent Email 
birksc@allentownsd.org 
 
Superintendent Phone 
(484) 765-4235 
 
Extension 
 
 
 
 
Upload Current Charter (PDF only) 
Charter 2020-2025.pdf 
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Governance and Staff 

Board of Trustees Members 
Name Office Check if New Member 
Dr. Lynn Columba 
 
 

 
President 
 

 
 

Dr. Kathleen Dolgos 
 
 

 
Vice President 
 

 
 

Mr. Alex Rolon 
 
 

Secretary  
 

Mr. John Bassler 
 
 

Treasurer 
 
 

Mr. Agustin Garcia 
 
 

 
 
 

 
 

Dr. Jill Sperandio 
 
 

 
 
 

 
 

Mr. Raymond G. Lahoud, Esq. 
 
 

 
 
 

 
 

Mrs. Ruth Velez-Font 
 
 

 
 
 

 
 

 
Explanation of Board of Trustees Changes 

Nelson Quinones resigned from the Board of Trustees effective August 15, 2024. 
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Upload the Act 55 training certificates for all Board Members (pdf only) 
 
 

Board of Trustees Meeting Schedule 
Location Date Time 
Administration Building- 131 W. Hamilton Street, Allentown, PA 18101 
 
 

2024-07-16 
 
 

7:00 p.m. 
 
 

Administration Building- 131 W. Hamilton Street, Allentown, PA 18101 
 
 

2024-08-20 
 
 

7:00 p.m. 
 
 

Administration Building- 131 W. Hamilton Street, Allentown, PA 18101 
 
 

2024-09-17 
 
 

7:00 p.m. 
 
 

Administration Building- 131 W. Hamilton Street, Allentown, PA 18101 
 
 

2024-10-15 
 
 

7:00 p.m. 
 
 

Administration Building- 131 W. Hamilton Street, Allentown, PA 18101 
 
 

2024-11-19 
 
 

7:00 p.m. 
 
 

Administration Building- 131 W. Hamilton Street, Allentown, PA 18101 
 
 

2024-12-17 
 
 

7:00 p.m. 
 
 

Administration Building- 131 W. Hamilton Street, Allentown, PA 18101 
 
 

2025-01-21 
 
 

7:00 p.m. 
 
 

Administration Building- 131 W. Hamilton Street, Allentown, PA 18101 
 
 

2025-02-18 
 
 

7:00 p.m. 
 
 

Administration Building- 131 W. Hamilton Street, Allentown, PA 18101 
 
 

2025-03-18 
 
 

7:00 p.m. 
 
 

Administration Building- 131 W. Hamilton Street, Allentown, PA 18101 2025-04-15 7:00 p.m. 
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Administration Building- 131 W. Hamilton Street, Allentown, PA 18101 
 
 

2025-05-20 
 
 

7:00 p.m. 
 
 

Administration Building- 131 W. Hamilton Street, Allentown, PA 18101 
 
 

2025-06-17 
 
 

7:00 p.m. 
 
 

 
Upload Board Minutes  
RCCS Board Agendas and Minutes Link.pdf 
 
 
 

Leadership Team 
Name Title/Position Check if New Member 

Alyssa Mace 
 
 

Chief Administrator 

 
 
 

 
 

Charles Boger 
 
 

Business Manager 

 
 
 

 
 

Michael Rodriguez 
 
 

Human Resource Officer 

 
 
 

 
 

Cory Snyder 
 
 

Principal 
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Taren Kobyra 
 
 

Principal 

 
 
 

 
 

Brendon Zapata 
 
 

Assistant Principal 

 
 
 

 
 

 
There were no Leadership Changes (CHECKED) 
 
Upload of Professional Staff Member Roster (PDE-414 Form) 
PDE 414_24_25_6.26.25.pdf 
 
 
 

Quality of Teaching and Other Staff 

 # of Staff per 
Category 

# of Staff 
Appropriately 
Certified 

# of Staff 
Promoted 

# of Staff 
Transferred 

# of Staff 
Terminated 

# of Staff 
Contracted for 
Following Year 

Chief Executive Officer 
 

1 
 
 

1 
 
 

0 
 
 

0 
 
 

0 
 
 

1 
 
 

Chief Administrative 
Officer 
 

0 
 
 

0 
 
 

0 
 
 

0 
 
 

0 
 
 

0 
 
 

Principal 
 

2 
 
 

2 
 
 

0 
 
 

0 
 
 

0 
 
 

2 
 
 

Assistant Principal 1 1 0 0 0 1 
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Classroom Teacher 
(including Master 
Teachers) 
 

30 
 
 

29 
 
 

0 
 
 

0 
 
 

0 
 
 

30 
 
 

Specialty Teacher 
(including Master 
Teachers) 
 

18 
 
 

17 
 
 

0 
 
 

0 
 
 

0 
 
 

19 
 
 

Special Education 
Teacher (including 
Master Teachers) 
 

2 
 
 

2 
 
 

0 
 
 

0 
 
 

0 
 
 

4 
 
 

Special Education 
Coordinator 
 

1 
 
 

0 
 
 

0 
 
 

0 
 
 

1 
 
 

0 
 
 

Counselor 
 

3 
 
 

3 
 
 

0 
 
 

0 
 
 

0 
 
 

3 
 
 

Psychologist 
 

0 
 
 

0 
 
 

0 
 
 

0 
 
 

0 
 
 

0 
 
 

School Nurse 
 

1 
 
 

1 
 
 

0 
 
 

0 
 
 

0 
 
 

1 
 
 

IT Director 
 

1 
 
 

0 
 
 

0 
 
 

0 
 
 

0 
 
 

1 
 
 

Business Administrator 
 

1 
 
 

0 
 
 

0 
 
 

0 
 
 

0 
 
 

1 
 
 

ISD, Curriculum 
Developers, Tech 

3 
 

0 
 

0 
 

0 
 

0 
 

3 
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Support 
 

      

HR Manager 
 

1 
 
 

0 
 
 

0 
 
 

0 
 
 

0 
 
 

1 
 
 

Student Support 
Manager, Facilities 
Manager 
 

1 
 
 

0 
 
 

0 
 
 

0 
 
 

0 
 
 

1 
 
 

Business Office, 
Administrative Support 
Staff, Teaching 
Assistants 
 

16 
 
 

0 
 
 

0 
 
 

0 
 
 

0 
 
 

16 
 
 

Other 
 

0 
 
 

0 
 
 

0 
 
 

0 
 
 

0 
 
 

0 
 
 

Totals 
 

82 
 
 

56 
 
 

0 
 
 

0 
 
 

1 
 
 

84 
 
 

 
There were no substantial differences. (CHECKED) 
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Fiscal Matters 

Major Fundraising Activities 

There were no major fundraising activities held during the school year. School clubs conduct most minor activities. 

 
Fiscal Solvency Policies 

RCCS has made no changes to its policies and procedures ensuring and monitoring fiscal solvency. The school monitors and analyzes all 
fiscal activity through monthly, quarterly, and annual reports that include (but are not limited to) income statements, balance sheets, cash-
flow statements, and disbursement lists. The Finance Committee meetings are held once per month. 

 
Accounting System 

RCCS has made no changes to its accounting system. It is an accrual-based system that follows generally accepted accounting principles 
(GAAP) and all federal and state standards. The school utilizes Sage as its accounting platform and implements the chart of accounts 
established by the Commonwealth of PA for public schools. 

 
Preliminary Statements of Revenues, Expenditures & Fund Balances 

Attached. 

 
Upload Statements of Revenues, Expenditures & Fund Balances 
 
 

Financial Audit Basics 
Audit Firm 
Barbacane Thornton & Company 
 
Date of Last Audit 
2025-01-13 



13 

 
Fiscal Year Last Audited 
FYE 6/30/2024 
 
Explanation of the Report 

The audit for the 2024-2025 school year is scheduled for the week of Sep-8 2025 

 
Upload Financial Audit Document(s) 
2324_RCCS_Audit.pdf 
 
 
 

Financial Audit Citations 
Financial Audit Citations Description Response 
NONE 

 
 

NONE 

 
 

 
 

Federal Programs Consolidated Review 
Federal Programs Consolidated Review Document(s) 
No 
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Special Education 

Special Education Support Services 
Position Title Building(s) Name and Location for Charter Schools Caseload Low Age High Age 
Instructional Assistant 
 
 

Roberto Clemente Charter School 
 
 

8 
 
 

7 
 
 

8 
 
 

Instructional Assistant 
 
 

Roberto Clemente Charter School 
 
 

6 
 
 

9 
 
 

10 
 
 

Instructional Assistant 
 
 

Roberto Clemente Charter School 
 
 

18 
 
 

11 
 
 

14 
 
 

 
 

Special Education Contracted Services 
Title Amt. of Time per Week in Days or Hours Operator # of Students 
Occupational Therapy 
 
 

6 hours per week 
 
 

Carbon Lehigh Intermediate Unit #21 
 
 

29 
 
 

Speech and Language Pathology/Therapy 
 
 

5 days a week 
 
 

Carbon Lehigh Intermediate Unit #21 
 
 

54 
 
 

Physical Therapy 
 
 

1 hour a week 
 
 

Carbon Lehigh Intermediate Unit #21 
 
 

3 
 
 

School Psychologist 
 
 

2 hours per week 
 
 

Independent Contractor 
 
 

32 
 
 

Emotional Support 
 
 

5 days a week 
 
 

Carbon Lehigh Intermediate Unit #21 
 
 

1 
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Special Education Cyclical Monitoring 
Date of Last Special Education Cyclical Monitoring 
2021-08-10 
 
Upload Executive Summary (pdf only) 
Roberto_Clemente_CS_ICAP_Inital_2020.pdf 
 
 
Upload the policy and procedures surrounding IEP development (pdf only) 
INDIVIDUALIZED EDUCATION PROGRAM POLICY.pdf 
 
 
Did you receive a corrective action report? 
Yes 
 
Upload Corrective Action report (pdf only) 
RC.FinalCAV 8.10.22.pdf 
 
 
 
 

Special Education Personnel Development 

Autism 
Training not offered. 
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BehaviorSupport 
Description of Training 
Restorative Practices 
Lead Person/Position Year of Training 
Brendon Zapata/ Elementary Assistant Principal 1 
Hours Per Training Number of Sessions Provider Who Participated (Audience) 
1 1 Roberto Clemente Charter School Elementary Teachers 
 
 

 
Training Date Complete 
2024-10-14 
October 14, 2024 Staff Agenda.pdf 
Restorative Circles Sign In 10.14.24.pdf 
 

Paraprofessional 
Training not offered. 

Transition 
Training not offered. 

ScienceofLiteracy 
Description of Training 
Structured Literacy and the Science of Reading 
Lead Person/Position Year of Training 
Tamara Himmelberger 1 
Hours Per Training Number of Sessions Provider Who Participated (Audience) 
6 1 Success for All Elementary Instructional Staff 
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Training Date Complete 
2024-11-05 
November 5, 2024 Staff Agenda (1).pdf 
Science of Reading Sign in 11.5.24.pdf 
 

ParentTraining 
Description of Training 
Customer Service Overview 
Lead Person/Position Year of Training 
Michael Rodriguez/Human Resources Administrator 1 
Hours Per Training Number of Sessions Provider Who Participated (Audience) 
1 1 Vector Solutions/Safe Schools New teachers and staff 
 
 

 
Training Date Complete 
2024-11-13 
Customer Service Overview_Safe Schools.pdf 
Vector Training, K-12 Edition Compliance By Person 2025-06-30 09_54_51.pdf 
 

IEPDevelopment 
Description of Training 
Simplifying IEP Paperwork: Tools and Tips for Educators 
Lead Person/Position Year of Training 
PaTTAN 1 
Hours Per Training Number of Sessions Provider Who Participated (Audience) 
1.5 1 PaTTAN Special Education Teachers 
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Training Date Complete 
2025-03-25 
Roberto Clemente Charter School Mail - PaTTAN Training Announcement - Simplifying IEP Paperwork_ Tools and Tips for Educators.pdf 
Simplying IEP Paperwork Morales Certificate 3.25.25.pdf 
 
 
 
 
 

Special Education Program Profile 
FTE ID Classroom Location Full-time or Part-time Position? Revised 
Elementary: Intermediate                                                             Elementary                                                             Full-time (1.0)                                                             06/27/2025 02:08 PM                                                             
 
 

 

Building Name 
Roberto Clemente CS                                                                 
Support Type 
Learning Support                                                                 
Support Sub-Type 
Learning Support                                                                     
Level of Support Case Load 
Itinerant (20% or Less) 19                                                                 
Identify Classroom Classroom Location Age Range 
School District                                                                 Elementary                                                                 8 to 11 



19 

Age Range Justification FTE % 
 0.38                                                                 
 
 

FTE ID Classroom Location Full-time or Part-time Position? Revised 
Elementary: Primary                                                             Elementary                                                             Full-time (1.0)                                                             06/27/2025 02:07 PM                                                             
 
 

 

Building Name 
Roberto Clemente CS                                                                 
Support Type 
Learning Support                                                                 
Support Sub-Type 
Learning Support                                                                     
Level of Support Case Load 
Itinerant (20% or Less) 18                                                                 
Identify Classroom Classroom Location Age Range 
School District                                                                 Elementary                                                                 5 to 8 
Age Range Justification FTE % 
 0.36                                                                 
 
 

FTE ID Classroom Location Full-time or Part-time Position? Revised 
Middle School                                                             Secondary                                                             Full-time (1.0)                                                             06/27/2025 02:04 PM                                                             
 
 

 

Building Name 
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Roberto Clemente CS                                                                 
Support Type 
Learning Support                                                                 
Support Sub-Type 
Learning Support                                                                     
Level of Support Case Load 
Itinerant (20% or Less) 18                                                                 
Identify Classroom Classroom Location Age Range 
School District                                                                 Secondary                                                                 11 to 14 
Age Range Justification FTE % 
 0.36                                                                 
 
 

FTE ID Classroom Location Full-time or Part-time Position? Revised 
High School                                                             Secondary                                                             Part-time (0.5)                                                             06/27/2025 02:04 PM                                                             
 
 

 

Building Name 
Roberto Clemente CS                                                                 
Support Type 
Learning Support                                                                 
Support Sub-Type 
Learning Support                                                                     
Level of Support Case Load 
Itinerant (20% or Less) 12                                                                 
Identify Classroom Classroom Location Age Range 
School District                                                                 Secondary                                                                 14 to 18 
Age Range Justification FTE % 
 0.24                                                                 
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Facilities and Agreements 

Fixed assets acquired by the Charter School during the past fiscal year 
Fixed Asset Description Location Capital Expenditure 
Building Improvements 
 
 

Secondary School 
 
 

$10,640 
 
 

Technology Equipment & Infrastructure 
 
 

Administration Building 
 
 

$2,301 
 
 

Technology Equipment & Infrastructure 
 
 

Elementary School 
 
 

$12,206 
 
 

Technology Equipment & Infrastructure 
 
 

Secondary School 
 
 

$11,803 
 
 

Health/Safety/Security Upgrades & Equipment 
 
 

Elementary School 
 
 

$2,021 
 
 

Food Service Equipment & Upgrades 
 
 

Secondary School 
 
 

$2,479 
 
 

 
 

Facility Plans and Other Capital Needs 
The Charter School's plan for future facility development and the rationale for the various components of the plan 

The school's various committees are evaluating school goals, the future needs of the elementary school students and staff, and the viability 
of the current facility when it comes to meeting those needs and goals. 
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Memorandum of Understanding 
 
 

Organization Purpose 

Allentown Police Department 
 
 

To create and maintain a positive working relationship to ensure the safety and security of Roberto 
Clemente Charter School and its students according to all necessary rules and regulations. 
 
 

Community Services for Children, 
Inc./Head Start Head Start of the 
Lehigh Valley/ Pre-K Counts 
 
 

Recognizing mutual goals of ensuring child health and school readiness, preparing successful 
families and maximizing the use of available community resources 
 
 

Lehigh County Children & Youth 
Services 
 
 

This agreement is to establish transportation procedures between the Roberto Clemente Charter 
School (LEA) and the Lehigh County Children and Youth Services (CCYA) to ensure the provision of 
transportation for foster care youth enrolled in the LEA when a best interest determination indicates 
that the student should remain in the school of origin, and alternative means of transportation to 
and from school have been fully explored and deemed unavailable. 
 
 

Carbon Lehigh Intermediate Unit #21 
 
 

Special education services 
 
 

Center for Humanistic Change 
 
 

Student Assistance Program (SAP) Liaison Services 
 
 

 
Upload of Memorandum of Understanding Document(s)<br />Do not include MOUs already reported in the Safe Schools Reports. 
RCCS CSC Agreement 2024-2025.pdf 
 
Transportation Plan_LCCYA_RCCS.pdf 
 
2024-2025 Fully Executed_Intergov Agreement_Roberto Clemente.pdf 
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Articulation Agreements 
 
Partnering Institution 
Lehigh Carbon Community College 
 
Agreement Type 

 
 
Program/Course Area 
Dual Enrollment 
 
Upload Articulation Agreement 
LCCC RCCS-2022-2023.pdf 
 
 
 
 

Partnering Institution 
Penn State University 
 
Agreement Type 

 
 
Program/Course Area 
Dual Enrollment 
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Upload Articulation Agreement 
Penn State RCCS Dual Enrollment 2023.pdf 
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Management Survey 

Charter School Management Survey 
Charter School Name 
Roberto Clemente CS 
 
Point of Contact Name 
Alyssa Mace 
 
Point of Contact Telephone Number 
610-439-5814 
 
Extension 
554 
 
Point of Contact Email 
anewman@myrccs.com 
 
 

Management Organization Information 
As of the start of the current school year, has the Charter School had a Management Organization (i.e., a separate legal entity that 
contracts with one or more charter schools to manage, operate, and oversee the schools OR that holds charters to operate two or 
more charter schools)? 
No 
 
Does the charter school plan to add a management organization in the Future? 
No 
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Signatures and Affirmations 

Upload Board Affirmation Statement 
 
Date of Approval 
 
 
 

Charter School Annual Report Affirmation 
Board President 
 
 
Chief Administrator 
 
 
 

Charter School Law Affirmation 
Board President 
 
 
Chief Administrator 
 
 
 

Ethics Act Affirmation 
Board President 
 
 
Chief Administrator 
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Charter School Annual Background Check Affirmation 
Board President 
 
 
Chief Administrator 
 
 
 

Charter Annual Administrative Certification Affirmation 
Board President 
 
 
Chief Administrator 
 
 
 

Charter School Identification of Students with Specific Learning Disabilities using Response to Intervention Assurance/Affirmation 
Board President 
 
 
Chief Administrator 
 
 
 
 



 

 

 

 

 

 

  
 
 
 
 

Roberto Clemente Charter School 

Elementary School 

Grades K-5 
 

Bilingualism, Biliteracy, and Beyond! 
 

2025-2026 

 

Student/Parent Handbook 
 
 
 
 
 
 
 

 
 

 
 
 
 

850 North 5th Street 
Allentown, PA 18102 

T:  610-351-4310 
F:  610-351-4311 

www.myrccs.com 
 

Dr. Lynn Columba 
President, Board of Trustees 

Mrs. Alyssa Mace 
CEO 

Mr. Cory Snyder 
Principal 

Mrs. Brittani Ricketts 
Dean of Students 

 
 
   

RCCS Administration Building    131 West Hamilton Street     Allentown, PA 18101     T:610-439-5181     F: 610-351-3619 



   

 

 

2 

 
 
2025-2026 Student/Parent Handbook                                                                          
Board Approved __________________  
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General Information 
Mission 
The elementary campus of Roberto Clemente Charter School is a neighborhood school that was founded in 2013 by the members of the Roberto 
Clemente Charter School Board of Trustees.  RCCS is a small learning community school that inspires and educates students to maximize their success.  
We provide students with a rigorous academic foundation in English and in Spanish in an environment that embraces diversity and strives for excellence 
using a holistic approach.  We challenge students to excel and to acquire the knowledge and skills that they will need to be successful in college, 
secondary level of study, and as life-long learners.   

 

Community Spirit 
At RCCS, our goal is to create a climate conducive to teaching and learning that embraces a multicultural perspective.  We want to build a culture that is 
caring, respectful, supportive, welcoming, and has high expectations.       

 

School of Choice 
Since RCCS is a school of choice, enrolled students and their parents/guardians are required to adhere strictly to the rules and regulations as described 
in this handbook. This handbook has been prepared, written, and approved by the school administrators and the Board of Trustees.  Feedback from 
school-community stakeholders, including staff, parents, and families, was considered in this process. Violations of the school rules and regulations may 
lead to serious consequences including dismissal.  To avoid unnecessary violations of the school's discipline policies, parents/guardians and students 
should read the Student/Parent Handbook thoroughly prior to enrollment with RCCS.   
 

Vision: Future State: What We Envision- An Early College Model Program 
● Parents who work cooperatively with the school; support the school's rules, policies, and expectations; provide the time and support at home 

for their child's academic work; promptly inform the teacher/school of any pertinent medical, family, home and learning problems, and ensure 
that their child attends school daily, on time, in uniform and ready to learn. 

● Students who are responsible; abide by all rules and expectations of behavior; treat adults, other students, school property, and others with 
respect; participate in class, complete, and turn in class work and homework; are highly motivated; engage in meaningful activities; are able to 
work independently and in groups, and engage in the social and political world. 

● A Professional Community that uses reflective dialogue; develops relationships among teachers and are mentors and advisors for students; 
has professional collaborations; shares norms and values where professionals meet to identify what they have in common; and has a collective 
focus on students’ learning where the priority is placed on activities that promote student growth. 

● A School Community in which students, teachers, administrators, parents, and community members are all learners; share common values, 
ideas, and commitments; and embrace a multicultural perspective and a collaborative approach with local resources to maximize student 
success. 

● Curriculum & Instruction that provides for small classroom size; individualized instruction; academic rigor with an emphasis in standards-
based learning; emphasis in reading and writing across content areas; proper assessments to verify progress; lively discussions and critical 
thinking; relevant, real-world context; active problem finding and problem solving; national best practices, and character development and 
increased social skills. 

● A Climate which is safe and supportive; welcoming and caring; collaborative; exciting; multicultural; filled with school pride; respectful; and high 
in its expectations. 
 

Profile of a Successful RCCS Learner (see Appendix A) 
The Profile of a Successful RCCS learner defines the desired attributes of RCCS students. All RCCS students are expected to actively develop and 
display these attributes in their everyday lives.  Families are expected to encourage and support the development of these attributes in their students.  
 
Objectives 
RCCS is committed to the education of the whole person with the following objectives: 

1. To instill a strong sense of responsibility towards oneself and society. 
2. To challenge each student to uphold a positive attitude and to conduct him or herself with dignity, respect, and responsibility. 
3. To address student's emotional and social growth by providing individual and group counseling that develop self-esteem and appropriate socialization skills. 
4. To offer a well-rounded curriculum that utilizes technology, so that each student may meet the challenges of a global community with a solid educational 

foundation. 
5. To prepare each student to be successful in college, secondary level of study, and as a life-long learner.   
6. To provide each student with opportunities to develop critical thinking, independence of thought, and a life-long love for learning. 
7. To equip each student with knowledge and skills to make successful choices for his or her future and life career. 
8. To offer opportunities for community service and experiences wherein each student will learn to be sensitive and caring toward others. 
9. To promote character development, respect for others, and self-respect. 
10. To encourage respect and appreciation of the individual differences among students and their cultural and linguistic backgrounds. 
11. To encourage respect for every student's right to learn and every teacher's right to teach. 
12. To nurture developing skills as well as foster the discovery of hidden talents and leadership potential. 
13. To meet the needs and interest of each student through innovation and technology. 
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14. To energize school spirit by offering extracurricular activities. 

 
Academics 

Student Report Cards 
Report cards are issued quarterly. A student who earns below a 3-Proficient in any core subject area may be required to attend the after-school tutoring 
program and/or the summer program. Each student will be evaluated on a case-by-case basis. Report cards are a record of student academic 
achievement. Teacher comments are included during each quarterly report card. It is important that RCCS families review and discuss their child’s report 
card with their child, teachers, as well as with the principal, dean of students, and/or school counselor if necessary.  
 
Marking Period Dates 
            First Marking Period…………………. August 25, 2025- October 29, 2025 
            Second Marking Period……………… October 30, 2025 – January 23, 2026 
            Third Marking Period………………...  January 27, 2026 – April 1, 2026 
            Fourth Marking Period……………….  April 8, 2026 – June 10, 2026 
 
Student Grading 
The elementary school utilizes a standards-based grading system following the PA Core Standards. How students are evaluated in each class depends 
upon several factors determined by the course, the curriculum, and teacher requirements.  Students will be graded using several assessment tools as 
developed by each classroom teacher. Students can earn the following performance level distinctions in their academic content courses: 
 

Performance Levels (Academic Content Courses) 
4- Advanced:  Excels beyond the standard 
Student demonstrates an in-depth understanding of the standard 
3- Proficient:  Meets the standard 
Student demonstrates a satisfactory understanding of the standard 
2-Basic:  Approaching the standard 
Student demonstrates a partial understanding of the standard 
1- Below Basic:  Struggling to meet the standard 
Student struggles to demonstrate an adequate understanding of the standard 
 

Elementary students are encouraged to adopt qualities that will make them a successful learner not only throughout their schooling career, but also as 
lifelong learners. Students can earn the following performance levels for demonstrating qualities of a successful learner: 
 
Qualities of a Successful Learner (Learning Behaviors) 
E:  Exceeds Expectations 
The student independently and consistently performs above grade level expectations for learning behaviors 
M:  Meets Expectations  
The student currently performs at or near grade level expectations for learning behaviors 
B:  Below Expectations 
The student is not yet performing at grade level expectations for learning behaviors 
 

Students will be assessed on the “qualities of a successful learner” using a variety of assessment tools.  A student’s attendance rate may also impact 
student scores.  Qualities of a successful learner include the following: 

Responsible Learner Respectful Learner Active Learner 

● Organizes time, tasks, and materials 
● Listens attentively 
● Follows directions 
● Completes classwork 
● Completes and returns homework 
● Seeks help when appropriate 

● Follows RCCS Code of Conduct and 
school rules 

● Exercises self-control 
● Shows consideration for others 

● Displays a positive attitude 
● Works well in various settings 
● Works well collaboratively 

 

Students who are not progressing at grade level standards in two or more core academic subjects may be considered for retention for the upcoming 
academic year. 
 

Authentic Work 
Students are expected to produce authentic academic work that is unique to their skills and abilities.  Students found to be copying or plagiarizing the 
work of others or utilizing artificial intelligence to replace or supplant their authentic work will be disciplined according to the Code of Conduct. 
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Class Attendance 
Attendance in each class and to school, separately, is necessary for any student to pass his/her classes in each marking period. Students are required to 
have at least 90% attendance in every class to pass each marking period. In addition, students are required to maintain at least 90% attendance of their 
enrollment for the given school year to be promoted to the next grade level. Only students with exceptional circumstances may be granted an exemption 
by the building principal.   (See School Procedures, Policies & Regulations: Attendance for more information) 
 
Homework Policy 
All elementary students are required to read 20 minutes every night and have a parent or adult sign their “Read & Respond” form.  Students 
are also required to complete daily assigned math homework.  This is a daily expectation.  If a student does not complete his or her Reading 
homework, the student may be provided with time during the school day to complete it.  Teachers may assign homework in other subject areas as 
needed. Students are required to complete all assigned homework including that which is assigned when they are absent from school.  If a student fails 
to make up any assigned work, it will be recorded as a zero. 
 

Multidisciplinary Project (MDP)                                                                                                                                                  
The Multidisciplinary Project (MDP) is a project aimed at fulfilling PA Career Education and Work Standards. The project may be completed by students 
individually, in partnerships, and/or cooperative groups in English and in Spanish. Students showcase their project in a bilingual presentation to staff, 
students, and families.   
 
English Language Development 
English Language Development (ELD) programming is available at RCCS.  RCCS adheres to federal and state policies and procedures regarding 
English Learners (ELs).  RCCS utilizes “sheltered” English instructional methods.  All ELs receive language support through ESL teachers, content-area 
teachers, and instructional aides.  Students may be screened for ELD services based on the Home Language Survey filled out by parent(s)/guardian(s) 
upon enrollment into the school and/or on a review of student records.  Please visit www.myrccs.com for more ELD information. 
 

Special Education 
Child Find Screening 
RCCS undertakes screening activities before referring students for a multidisciplinary team evaluation. Screening activities could involve Multi-Tiered 
System of Supports, commonly referred to as the “MTSS,” or an alternative screening process. Regardless of the particular screening method employed, 
the screening process must include (1) periodic vision and hearing assessments by the school nurse as mandated by the School Code and (2) screening 
at reasonable intervals to determine whether all students are performing based on grade-appropriate standards in core academic subjects. If screening 
activities produce little or no improvement after a reasonable period of intervention or remediation, the child will then be referred for a multidisciplinary 
team evaluation. Parents who wish to request screening and evaluation for their child may do so by contacting the principal in their child’s school building. 
 

Multidisciplinary Team Evaluations  
RCCS must conduct a multidisciplinary team evaluation of every child who is thought to have a disability. The multidisciplinary team is a group of 
professionals who are trained in and experienced with the testing, assessment, and observation of children to determine whether they have disabilities 
and, if so, to identify their primary educational strengths and needs. Parents are also members of the multidisciplinary team. RCCS must reevaluate 
school-age students receiving special education services every three years and must reevaluate children with intellectual disabilities and pre-school-age 
children receiving special education services every two years. Parents may request a multidisciplinary team evaluation of their children at any time. They 
must do so in writing. Every public school has a procedure in place by which parents can request an evaluation. For information about these procedures, 
contact the principal. 
 
Preschool Children with Special Needs  
Children preschool age three through five, are served by the Carbon Lehigh Intermediate Unit in a variety of home and school-based settings that 
consider the chronological and developmental age and primary needs of the child. As with school age programs, preschool programs must ensure that to 
the maximum extent appropriate, children with disabilities are educated with non-disabled peers at no cost to the parent. Parents who have questions 
regarding their child’s seeing, hearing, learning, talking, moving about, manipulating objects, understanding, showing emotions, getting along with others, 
playing with toys, and/or taking care of himself/herself may obtain information about screening, evaluation, programs, therapy, parent involvement, and 
referral to community agencies by calling or writing the Carbon Lehigh Intermediate Unit (CLIU 21), Early Intervention Services, 4210 Independence 
Drive, Schnecksville, Pennsylvania 18078-2580. The telephone number for the Early Intervention Program is (610) 769-4111 ext. 1256. 
 
Notice of Special Education Services  
RCCS provides special education and related services to children with disabilities who are ages five through twenty-two. To review the Notice of Special 
Education Services and Family Educational Rights and Privacy Act (FERPA) Notice, please visit www.myrccs.com. 

http://www.myrccs.com/
http://www.myrccs.com/
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Summer School Policies 
Purpose 
Summer school is provided to students in need of remediation to demonstrate improvement towards academic expectations. Elementary students will be 
provided with the opportunity to remediate their performance in reading and/or math. Additionally, students failing to meet defined attendance 
expectations may be required to attend the summer program to make up for lost instructional time.  
 
Criteria for Participation 
Students who earn a “2” or an “1” in a core subject area may be required to attend the summer school program.  Official notification regarding 
participation in the summer program will be made upon final grade verification at the conclusion of the 4th marking period. Any student who is not 
progressing at grade level standards during the summer program may be required to participate in the after-school tutoring program during the following 
academic year.  
   

Student Services 
School Counselor 
Students can work with a school counselor who will assist them with social, emotional, and academic concerns. The counselor will be available by 
appointment during school hours. Please contact the school counselor to make an appointment. 
 

Elementary Student Assistance Program (ESAP) 
The ESAP team at RCCS aids students who exhibit barriers preventing academic success. The ESAP team is a confidential team composed of specially 
trained teachers, school counselors, school administrators, and other school employees, who work to provide services to help students overcome 
barriers to learning.   
 

Health Services 
The health room will be available as needed for students who require either urgent or chronic medical care. If your student has a chronic medical 
condition (such as asthma, seizures, diabetes, food allergies, etc.), please ensure that the school nurse is aware of the condition and that any medication 
that may be needed during the school day has been provided to the health room. If your child has special dietary restrictions, please provide the following 
form for a medical professional to complete. Dietary Restriction Form. See the Medication section below for further information. 
 

Students who become ill during the school day should first inform their teacher and request to go to the health room. Ill students presenting to the health 
room will be evaluated by a nurse. Students who are not deemed excessively ill by the nurse are encouraged to return to class. If your child has a 
temperature of 100.4 degrees Fahrenheit or higher, you will be contacted and expected to pick up your child within one hour.  If the school is 
unable to locate the parent/guardian, then it will attempt to contact individuals on the emergency contact list. Students dismissed by the nurse due to 
fever are required to remain home until they have been fever-free for 24 hours without the use of fever-reducing medication. 
 

If your child is feeling ill in the morning, please keep them home if their temperature is greater than 100 degrees Fahrenheit, or if they had a fever the 
previous night, if they have vomited, or if they are experiencing diarrhea. Please keep your child home until they are fever free or symptom free for 
24 hours without the use of fever- reducing medication. 
 

If your student or any member of your household is experiencing Covid-like symptoms, please have them tested immediately. RCCS will follow the 
communicable disease guidelines established by the Pennsylvania Department of Health (PADOH) and the Centers for Disease Control (CDC). RCCS 
asks that you notify the School Nurse of any positive cases of Covid-19 in your household. The school nurse will provide you with guidance for a safe 
return to school for your child. 
 

At times throughout the school year, your child will be dismissed from class to complete state-mandated health screenings that may include height, 
weight, vision, hearing, or scoliosis screening. If the screening indicates the need for a more thorough evaluation by your medical provider, your child will 
receive a referral from RCCS. Please have the referral completed by your family provider and return the referral form to the school. If you need 
assistance locating a provider, please contact the school nurse. 
  
If you discover your child has lice, please keep them home and treat them with an over-the-counter treatment.   Contact the school nurse to notify the 
school and to receive information regarding successful re-admission procedures. 
 

Health Requirements 
Upon original entrance to RCCS, students are required to provide current immunization records as well as both a physical and dental examination 
completed within the past year. These records are kept on file at the school. Failure to provide proof of current required immunizations may lead to denial 
of attendance at RCCS until the proper documentation is received by the school. Additional physical examinations are also required in Grade 6 and 
Grade 11. Dental examinations are also required again in Grade 3 and Grade 7. Current and required health forms must be filed with the school 
nurse for students to participate in extracurricular activities and/or field trips. Parents should contact the school nurse to ensure that their child has 
received all required vaccinations and has completed all necessary examinations. 

https://www.health.pa.gov/topics/Documents/School%20Health/Medical%20Plan%20of%20Care%20SNP.pdf
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Medication 
Please contact the school nurse if your student requires either physician-prescribed medication or an over-the-counter medication which must be given at 
school.  RCCS must receive signed, written permission from the parent and the prescribing doctor for the school to administer any medications to 
students.  The medication permission form must include the name of the medication and instructions for its administration (time and dosage). A parent or 
an adult must deliver the medication to the school. If students are found in possession of either a physician-prescribed medication or an over-the-counter 
medication, the parent will be required to come to the school to meet with school staff. In such an instance, disciplinary consequences may apply.  
Medication permission forms are available from the RCCS school nurse. 
 
RCCS’s Health Services has obtained written medication orders from the school physician for the treatment of a variety of injuries and minor illnesses 
that may occur during the school day. These medications include: 

cough drops wound wash Vaseline 
saline eye wash Visine allergy eye drops triple antibiotic ointment 

Caladryl anti-itch lotion sting kill for insect stings Benadryl (for use in an allergic emergency, not for 
daily allergies) 

If you do not wish for your child to receive one or more of these standard medications, please notify the school nurse. 
 

Physical Education Classes 
All students are required to take physical education as scheduled, unless excused because of physical limitations. In case of such limitations, a physician 
should indicate in writing the reason for excusing the student from physical education class. If a student is unable to participate in physical education 
class for more than one week due to a physical ailment, an excuse from the doctor is required. A doctor must also give permission for a student who has 
a known physical disability to participate in physical education.  To protect the health and safety of our students, any student unable to participate in 
physical education will be excluded from recess as well. 
 

School Procedures, Policies, and Regulations 
School Day Hours 
The school day hours for the 2024-2025 school year are 8:30 a.m. – 3:10 p.m.   Please see the detailed scheduled below: 
 

8:00 a.m. – 8:30 a.m.     Student Arrival and Breakfast 
8:30 a.m. – 3:05 p.m.      Academics (with lunches) 
3:05 p.m.                    Bus Dismissal  
3:10 p.m.                   Parent-Pick Up Dismissal 

 

Attendance 
Regular school attendance is vital to academic success. A student who is absent frequently will not be able to achieve their potential ability because of 
missed work. Therefore, all elementary students are expected to report to school daily by 8:30 a.m., unless they have a legal excuse.   
 
RCCS adheres to provisions for attendance and truancy as required under Pennsylvania Compulsory Attendance Law (Pennsylvania Public School Code 
24 P.S. 13-1327). The RCCS Compulsory School Attendance, Unlawful Absences, and School Attendance Improvement Conferences policy provides 
additional guidance for families.  This policy is issued upon enrollment and annually during re-enrollment.  
 
Students must attend school from 8:30 a.m. to 3:10 p.m. in its entirety to be considered present for the school day. Students must be present at least four 
hours in a school day to have the day count as a full day of school.  
 

Legal or excused absences and late arrivals are defined as the following: 
● Illness of student 
● Death in the family of student    
● Court attendance                 

● Physical incapacity of the student 
● Impassable roads between the student’s home and the school 
● Suspension of the student 

 

If a student must be absent for any reason, the parent/guardian must: 
 

● For any absence between one and three days, provide a written note or send an email to attendanceES@myrccs.com detailing the reason for 
your child’s absence. The note must include: 

o the child’s name 
o the date(s) of the absence and the reason for the absence. 
o the parent/guardian signature or be sent from the parent/guardian’s email address on file. 

● If the illness continues for more than 3 days, it is required to have a doctor’s note detailing the reason for the absence. Certain circumstances 
may warrant a doctor’s note before a student will be allowed to return to school. 

 

https://drive.google.com/file/d/1N4G-FnEa8DYkWmEpnEnCkVv72TEtw1eC/view?usp=sharing
mailto:attendanceES@myrccs.com
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*A written excuse must be submitted to the main office within 3 days of the absence for it to be excused.  A written excuse must be provided, 
whether or not a parent called in the absence.  If no written excuse is provided, the absence will be considered unlawful/unexcused.  Once an 
unlawful/unexcused absence is recorded, RCCS will not make changes. 
 
*A doctor’s note is required for extended illness absences and for a student who has had more than 10 excused and/or unexcused absences 
during the school year. Failure to provide a doctor’s excuse will result in an illegal absence. 
 
Students who are absent with a legal excuse will be permitted to make up any work that was missed.  It is the student’s responsibility to make up any 
assignments within a reasonable amount of time.   
 
A written request for absences due to the following reasons must be submitted and approved by the principal before the expected absent day(s) in 
order for the absence to be excused: 

● Religious holiday 
● Educational trip 

 

Unlawful or unexcused absences and late arrivals are defined as the following: 
● Trips not approved by the principal 
● Absence from or late arrival to school with the parent’s consent for reasons other than those considered excusable. 
● Absence or late arrival for which no legal excuse has been returned within 3 school days. 

 
Attendance: Truancy 
Truancy refers to when a student has 3 or more unexcused absences in the current school year. These absences do not need to be consecutive.  
Upon the 3rd unexcused absence, a student is considered truant. RCCS will issue notices to parents/guardians after the 1st and 2nd unexcused 
absences. A truancy notice will be issued to the student’s parent/guardian within 10 days of the student’s 3rd unexcused absence.  
 

Attendance: Habitual Truancy 
Habitual truancy refers to when a student has 6 or more unexcused absences in the current school year. These absences do not need to be 
consecutive. Upon the 6th unexcused absence, a student is considered habitually truant.  
 
When a student is deemed habitually truant, RCCS will hold a school-based attendance improvement conference. A written notification will be sent to a 
student’s parent/guardian prior to the conference requesting their attendance at the conference. RCCS will still hold a school attendance improvement 
conference for a student if a parent does not attend the conference. At the attendance improvement conference, RCCS will create a plan to help a 
student attend school. 
 

After an attendance improvement conference is held and a plan is put in place, if a student has more one additional unexcused absence, RCCS will refer 
the student to either a community-based attendance improvement program or Children and Youth Services.  In addition, RCCS may file a citation against 
a student’s parent/guardian in district court.   
 
Any student who is absent illegally or unexcused for ten (10) consecutive days will be immediately dropped from the school’s rolls. 
 

School Tardiness  
All elementary students are expected to report to their homerooms no later than 8:30 a.m.  Any student who is not present in the school building by 8:30 
a.m. is considered late/tardy.  Any student who arrives after 8:30 a.m. must use the Main Office Entrance on Cedar Street and be signed in by a 
parent/guardian. If a student is late for school, a written note is required specifying the reason for the tardiness.   
 
Minutes late to school are attributed to a student’s attendance record and may be addressed through truancy procedures.   
 
After an elementary student accumulates three unexcused tardies, the parent/guardian will have a conference with the attendance officer.  After the 
student accumulates six unexcused tardies, a conference with the principal will be required. 
 
Leaving the Classroom 
Students must ask permission before leaving their classroom for any reason, including but not limited to using the bathroom or seeing the school nurse. 
There will be no exceptions to this rule. Students may also use the bathroom during lunch.  
 
Leaving School without Permission 
Students are not permitted to leave the school building under any circumstances without permission.  Students who leave the school without permission 
and wish to come back on the same day will not be permitted to re-enter the school.  Every attempt will be made to contact the parent or guardian of 



   

 

 

11 

 
 
2025-2026 Student/Parent Handbook                                                                          
Board Approved __________________  

 

record to notify them that the student has left school.  Students who leave school without permission will be subject to immediate suspension and law 
enforcement will be notified. 
 
Dismissal for Appointments 
Should a student be scheduled for a medical appointment during school hours, a doctor’s or parent’s note will be required to count the absence as 
legal/excused.  Please send a note or email to the school in advance specifying the date of the appointment and the time that your child will be picked 
up by a parent/guardian or emergency contact.  
 

All students who need to leave the school before dismissal time must be signed out and picked up by a parent/guardian or emergency contact.  If a 
person other than the parent or guardian will be picking up the student, this person must be included in the student’s emergency contact list 
and must present ID at the time of signing out the student.  RCCS does not allow early dismissal as a privilege. 
 

Family or Voluntary Trips 
To avoid interruption of your child’s educational program, we recommend that you schedule trips during the summer months or  
during holiday vacations when schools are closed.   
 

Trips requiring fewer than 3 school days of absence: Trips requiring 3 or more school days of absence: 

● The parent/guardian must send a note to the main office or an 
email to attendanceES@myrccs.com in advance of the trip 
specifying the nature of the trip and the dates on which the 
student will be absent. 

● A Leave of Absence Request Form must be submitted to the 
building principal at least two weeks in advance of the trip. 

 

Trips occurring during PSSA testing windows will not be approved. 
 
Prior to the student leaving on the trip, the principal must approve the student’s absence. Please note that the parent/guardian assumes all responsibility 
for the student to make-up all missed work due to an extended absence. It is the student’s responsibility to obtain a list of assignments from his/her 
teachers prior to the extended trip.  
 

Regulations of the State of Pennsylvania provide that, upon written request from the parents/guardians of the student involved, the student may be 
excused from school attendance to participate in an educational tour or trip not sponsored by the school. The trip must be evaluated by the principal as 
being educational, and the adult supervision must be acceptable to both the principal and to the student’s parents/guardians.  The principal is designated 
to make the initial decision, based on information provided by the parents/guardians. 

1. This Leave of Absence Request must be submitted to the principal a minimum of two weeks prior to the trip except in an emergency.  

Parents/guardians will be notified if the request is approved or not. 

2. Request will be approved only if it is determined that the trip/tour is of educational value to the students or if there is a documented family 

emergency. 

3. Unless there are unusual or emergency circumstances, requests will not be approved for the first ten (10) days of school or during the state’s 

testing periods. 

4. If more than one child is making the trip, a separate request must be submitted to the principal for each child. 

5. No more than ten (10) school days will be approved for an educational trip/tour or family emergency in any school year. Special requests 

involving extraordinary circumstances or exceptional opportunities for learning should be discussed in person with the principal well in advance 

of the requested days of absence.  

6. Satisfactory academic achievement and the student’s attendance record will be considered in the approval of such a request. 

7. Please note that the parent/guardian assumes all responsibility for make-up work or failure due to an extended absence. It is the student’s 

responsibility to obtain a list of assignments from his/her teachers.  

Arrival Procedures  
All parents/guardians and/or designees are expected to follow drop-off procedures and designated traffic patterns during student arrival.  Students 
traveling to school via car must be dropped off using the throughway in the main parking lot.  Students may not be dropped off on Cedar Street, 5th 
Street, or Williams Street. 
 

On arrival at school, all students are to enter through the designated entrances. Once a student arrives, he/she must go to his or her homeroom class.  
No loitering in the halls is permitted. Any student who arrives after 8:30 a.m. must use the Main Office Entrance on Cedar Street and be signed in 
by a parent/guardian.  
 

mailto:attendanceES@myrccs.com
https://drive.google.com/file/d/1P8rmH86f5U7jNoHdfTVXZHoCsUTAT76g/view?usp=sharing
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Dismissal Procedures  
It is the responsibility of the parent/guardian to contact the school by 2:00 p.m. if there is a change to their child’s transportation for that day.  
If a person other than a parent/guardian or emergency contact will be picking up their child that day, the parent must notify the main office no later than 
2:00 p.m.  This person must show I.D. to the releasing staff member. 
 
At the end of the school day, if the student is staying after school, the student must report to the designated area as soon as possible. Students riding the 
bus will be dismissed first through the 5th Street entrance. Parent pickup will be dismissed next. Kindergarten students will dismiss through the cafeteria 
door leading out to the parking lot facing Greenleaf Street. 1st grade students will dismiss through the Williams Street (alley way) door. 2nd and 3rd grade 
students will dismiss through the 5th Street entrance. 4th and 5th grade students will dismiss through the Cedar Street entrance. Loitering is not permitted 
on school property. Only 5th grade students may walk home without a parent or guardian.  
 
The school will not assume responsibility for your child after the school closes. Any student not picked up by 3:15 p.m. will be brought to the main 
office and must be signed out. If a student is picked up after 3:20 p.m. three or more times, the parent/guardian will be required to meet with school 
administration. Parents/guardians will be notified of after school and extracurricular activities and must plan to pick up their child promptly at the end of 
the activity. Parents must provide transportation within 15 minutes of the end of any activity ending after school hours. Students will not be allowed to 
walk home after dark. Parents who fail to respond to requests to pick up their child may be referred to county children and youth service and/or law 
enforcement. 
 

After-School Activities Guidelines 
1. All school rules are in effect during any after-school program.  To attend an after-school activity including athletics, the student must be present 

during the school day. 
2. There is to be no loitering outside the building after the after-school activity and students are not permitted to leave the activity and come back 

later.   
 
Emergency Phone Numbers 
It is extremely important that the RCCS have a record of telephone numbers to reach parents/guardians in the event of an illness or injury to your child 
during the school day. All families must provide at least 2 emergency contacts in addition to, and different from, the parents/guardians. Parents 
must update emergency contact information on the Sapphire Portal.  
 
Bus Transportation 
Elementary students living 1.5 or more miles, in walking distance, from the school may be eligible for transportation services. Students must adhere to 
behavioral expectations for the bus to ensure student safety.  Students may be suspended from the bus for unsafe and/or inappropriate behaviors. As 
per the Pennsylvania Department of Education, “transportation is a privilege, not a right.” The principal or dean of students will handle disciplinary 
measures related to bus incidents. Students riding the bus will be given an additional copy of the bus rules that must be signed and returned by students 
and parents/guardians.   
 

The following rules must be followed by all students riding the bus:  
1. No chewing gum or candy, eating, drinking, or smoking  
2. No personal electronic devices including: cell phones, tablets etc. 
3. No toys, games, or other non-instructional personal items  
4. No horseplay, excessive noise, or vulgar language  
5. Students must be seated, facing the front, at all times, until the destination is reached, and the bus has come to a complete stop 
6. Students must remain in their assigned seat 
7. No littering  
8. Students may not block the aisle or emergency door 
9. Students may neither extend arms or heads out of the bus windows, nor throw any objects inside or out of the bus  
10. Students may not open/close windows unless given permission by the driver.  
11. Students willfully damaging the bus will be held liable for the cost of the repairs 
12. Other rules deemed reasonable by the driver 

 

Video/Audio Surveillance 
The use of a video/audio recording is intended to assist the administration, contractors, and drivers in observing behavior, preventing violation of bus 
rules, school rules, regulations, district policies and Pennsylvania law, and utilizing and/or dispensing such surveillance when required for disciplinary, 
civil and/or criminal matters. 
  
Video/Audio recorders may be placed on any and all buses or schools. All students are subject to being videotaped on the school bus or at school at any 
time.  The video/audio media are intended for use with respect to issues relating to safety and behavior on the bus and at school. Video/audio media are 
not intended for general viewing by a student, employee, parent/guardian, or public and shall not be made available for general viewing purposes. 
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Emergency School Closing  
When it is necessary to delay the start of the school day, dismiss early due to inclement weather, or cancel school completely, announcements will be 
made on WFMZ-TV Channel 69, www.WFMZ.com, and on social media.  Also, the school will send a message using a voice and/or text-messaging app. 
 

Transfer/Withdrawal from RCCS 
If your child will be transferring from RCCS to another school, a parent/guardian must notify the school with a minimum of two-day notice. The 
parent/guardian must come to the office and sign a withdrawal form.  The student must return any school-owned materials and pay any outstanding 
debts. School officials from the new local educational agency will then request records from RCCS. 
 

Social Events and Field Trips 
The Board recognizes the value of social events and field trips in the enrichment of the total school experience.  Social events and field trips require the 
approval of the principal.  For all trips outside the school facility, signed parental/guardian’s permission shall be required. Social events and trips are a 
privilege. A student’s privilege to participate in a social event and/or field trip may be revoked at administration’s discretion. 
 

The principal shall develop procedures for the conduct of student social events and class trips, this shall include the following: 
1. All necessary permission slips submitted in advance of any trip 
2. The designation of a staff member who shall be responsible for the trip 
3. The provision of adequate adult supervision as required by the circumstance of the event 
4. The formulation of rules and regulations governing the conduct and safety of all participants and the promulgation of such rules and 

regulations to all students and adults involved 
5. Students must follow proper dress code for all dances, student activities, and/or field trips: the administration reserves the right to determine 

student participation based on appropriate dress code 
 

For trips that may be classified as extra-curricular such as class trips, club trips, picnics or outings, financial support must come from other than Board 
funds (i.e., parents/guardians, school/parent organization, etc.)  
 
Visitor Policy 
A visitor is described as any person who is not a staff member and/or does not directly work with the school. This includes parents, volunteers, and all 
external public including business representatives, service workers, community members, etc. The safety of our students and staff is everyone’s concern, 
and certainly a priority for RCCS. Visitors (including parents/guardians) must use the main office entrance. Please ring the bell outside the entrance 
door and identify yourself in order to enter the school building. Visitors must then report to the main office for permission to visit or be on school 
property. All visitors must adhere to the following procedures: 
   

1. All visitors/volunteers must check in with the receptionist upon arrival. 
2. All visitors must present a government-issued form of identification to proceed to any area in the school. 
3. A copy of this identification will scanned into the Visitor Management System.  
4. The visitor will be provided with a visitor label that must be worn during the entirety of the visit. 
5. Security personnel or a staff member will escort the visitor to the destination area. 
6. Upon the conclusion of the visit, the visitor will be signed out by the receptionist and the visitor will return the label. 

 

Any person who is not a staff member and/or does not directly work with the school found within any school area without a pass must immediately 
be escorted to the front office for registration or expulsion. A visitor to the school who behaves inappropriately will be asked to exit the premises.  If 
the visitor does not exit the building, local authorities will be called. 

 
Volunteers in School 
Parents/guardians and anyone interested in volunteering at our school, should visit the volunteer section on the school’s website at: 
myrccs.com/how_to_volunteer.html for more information about the necessary requirements.  

 
Home and School Association (HASA) 
HASA is an active and ongoing organization at RCCS whose primary objectives include: 

● Promoting a closer relationship between the home and the school in order for parents and teachers to cooperate effectively in the training of the 

child. 

● Uniting efforts that will secure for every child the highest advantages in physical, mental, and social education. 

● Assist in fundraising activities and special events.  

http://www.wfmz.com/
http://www.myrccs.com/how_to_volunteer.html
http://www.myrccs.com/how_to_volunteer.html
http://www.myrccs.com/how_to_volunteer.html
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Fundraising 
The principal and/or CEO must authorize all fundraising activities. All raised funds must be deposited in the appropriate and designated account(s).  The 
appropriate and designated account is determined and authorized by RCCS.  
 
Public Input 
Any parent, resident, or community group shall have the right to present a request, suggestion, or opinion concerning the school and/or the programs 
offered. The public’s voice will be considered with the purpose of improving education for the students at RCCS. The Board has a duty to protect its staff 
from unnecessary harassment and maintain a safe and instructional environment for the students. It is the intent of this policy to provide a fair and 
impartial manner for seeking appropriate and constructive input from the public. Any input from the public shall be first considered through a direct, 
informal discussion among the interested parties. The CEO or the principal shall be the first contact between the public and the school. It is only when 
such informal meetings are not successful that more formal procedures will be employed. 
 
Mandated Reporting 
Under PA law, all school employees are mandated reporters. School employees adhere to the law in reporting a suspicion of child abuse to Child Line.  
School employees may also report concerns about a student’s safety and well-being to Children and Youth Services. 
 

Homeless Act:  McKinney Vento Act 
 

About Homeless Act-McKinney Vento Act 
The Mckinney-Vento Homeless Education Assistance Act guarantees a free and appropriate public education for all homeless children and youth. B.E.C. 
42 U.S.C. 11431 outlines procedures for deciding school placement, enrolling students, and determining responsibility. Federal and state laws make out 
responsibility clear. With the huge number of homeless children currently attending public schools, we must provide proper educational support and 
services. 
 

McKinney-Vento Act Basics At-a-Glance 

What is the definition 
of a “homeless 
youth” under 

McKinney-Vento? 

 

● “Homeless" is defined as “anyone lacking a fixed, adequate, regular nighttime residence.” 

 
 
 
 

What situations fits 
this description? 

● Staying in the home of other people due to unavailable housing, financial hardship, or similar circumstances 
● Living in motels, hotels, trailer parks (in some instances-examples: leaking roof, no heat, etc.), public places, 

or campgrounds due to unavailable suitable housing options 
● Living in an emergency shelter or transitional housing 
● Unaccompanied (not living in direct care of legal parent or guardian) or runaway youth 
● Refugee and migrant youth 

 
 
 
 

How does McKinney-
Vento help these 

students? 
 

The law makes sure that these students receive a free and suitable public education by removing barriers to school 
enrollment and full basic, daily participation in school activities. This includes: 

● Immediate enrollment 
● Free and Reduced School Lunch 
● Help from school with any necessary enrollment documents 
● Help from school with basic high school graduation needs and expenses (if the student qualifies) 
● Help from school with getting basic uniform clothing 
● Help from school with basic school supplies 
● Help from school with any basic clothing needs 
● Help from school setting up transportation service 

 

Where can I find more information for Pennsylvania? 
Please visit the PA Education for Children and Youth Experiencing Homelessness site.  Interested families may also contact the Homeless Liaison at 
Roberto Clemente Charter School, , <INSERT NAME> School Social Worker, <INSERT EMAIL>.  Additionally, families may contact Storm Camara, 
State Coordinator at 717-772-2066 or scamara@pa.gov 
 

 
 

https://ecyeh.center-school.org/
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Dress Code Rationale 
RCCS is committed to preparing our students for the professional/working environment at an early age. As a result of this vision, The Board has 
established a dress code that must be observed by students.  This dress code includes a school uniform and dress down rules for certain days declared 
as Dress Down Days. Business casual dress is the standard for this dress code. Not all casual clothing is suitable for the workplace. Clothing that reveals 
too much skin or reveals undergarments is not permitted. Any clothing that has words, terms, or pictures that may be offensive to others is unacceptable.  
 
Students must arrive at school in their uniform.  If a student does not report in uniform, the parent will be required to bring the required clothing to the 
school.   
 
Dress Code 
The dress guidelines are designed to provide students, staff, and administration with the most conducive learning environment.  Listed below are the 
uniform requirements for all students. 

GIRLS BOYS 
● Jumper or skirt (No shorter than knee length) 
● White dress or polo shirt (long or short sleeve) 
● Navy blue crosstie (optional)          
● Pantyhose/tights or Bobby socks in navy blue or white (no 

sweat socks)      
● Cardigan with logo 
● Solid black sneakers or black dress shoes (Heels no higher 

than 1 inch and no color designs or color soles)  
● Loose Fitting Khaki or Gray Pants                                               

● Khaki or Gray pants (no side pockets or cargo pants) 
● White dress or polo shirt (long or short sleeve) 
● Navy blue solid tie (optional) 
● Navy blue jacket or cardigan with logo 
● Solid black sneakers or black dress shoes (no color designs or 

color soles) 
● Black belt with a small buckle (khaki pants must be                       

worn at the waistline with the belt) 
 

 

White T-shirts, and hooded sweatshirts ARE NOT PERMITTED. 
 

Gym Uniform 
● Navy Blue T-shirt with RCCS logo (a blue, white, black, or gray shirt may be worn under the t-shirt in colder months) 
● Navy blue sweatshirt with RCCS logo 
● Navy blue sweatpants 
● Navy blue shorts 
● Sneakers (with non-marking sole and tied laces—no open sneakers) 

 
Accessories 
Students are permitted to wear one small pair of earrings. Hoops must be less than the size of a U.S. nickel. No large hoops are permitted. Students may 
wear one small necklace or bracelet.  Students are permitted to wear a scrunchie, 3-inch bow, or plain headband in the following colors: navy blue, dark 
green, uniform plaid, black, or white. Bandanas, do-rags, and headcaps are not permitted. 6-inch bows are not permitted. If a student comes to school 
with unacceptable jewelry, earrings, headband, or bow they will be asked to take it off and put it away or give it to their teacher or administrator until the 
end of the day.  
 

Personal Appearance 
All students must maintain a clean and neat hair cut or style. It may not follow extreme fashion trends such as spiking or Mohawks or any other fashion 
considered extreme by RCCS. If a student is found to have an inappropriate hairstyle, haircut, or hair color, school adminstration will contact the 
parent/guardians.  

 

Dress-Down Days 
At RCCS, certain days can be declared dress-down days. On these days, casual clothing that follows the dress code/dress down rules is allowed. All 
students must follow the dress down rules to enter the building. Dress-down rules apply to field trip days unless directed differently by an administrator.  
 

The students must follow the following rules for Dress-Down Day: 
No spaghetti straps, tube-tops or halter-tops    
No shirts that hang below the knees       
No see-through ripped jeans/clothes          
No inappropriate messages   
No visible undergarments           
No spandex or skintight clothing                                                                                                                                                   
No bandanas, do-rags, or headgear (hats, caps)        

No tank tops or any sleeveless top or shirt (shoulders must be covered) 
No see-through apparel 
No visible stomachs 
No shorts that are one (1) inch above the knee 
No pajamas (unless administratively approved) 
No skirts or dresses shorter than one inch above the knee 
No sunglasses 
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No open shoes, flip-flops, slippers, or open-toes shoes (shoes 
must be securely fastened) 
 

 

Building Procedures 
Appointments with School Personnel 
Parents/guardians are encouraged to meet with school personnel for answers to questions regarding the progress of their child.  Because school 
personnel cannot be called out of class for meetings, it is necessary that parents call the school in advance to schedule an appointment with the 
appropriate person. Please contact the school ahead of time to schedule an appointment to discuss concerns with school personnel.  
 

Pledge of Allegiance 
During the homeroom period, students are asked to rise and pledge allegiance to the flag of the United States of America.  Students have the right to 
decline to recite the Pledge of Allegiance and may refrain from saluting the flag based on personal belief or religious conviction; however, the student will 
stand quietly during the Pledge.  
 

School Safety Drills 
Students and staff will practice a school safety drill throughout the school year. These drills include but are not limited to fire drills and/or lockdown drills. 
 
Safe2Say Something 
Safe2Say Something is a youth violence prevention program run by the Pennsylvania Office of Attorney General. The program teaches youth and adults 
how to recognize warning signs and signals, especially within social media, from individuals who may be a threat to themselves or others and to “say 
something” BEFORE it is too late. With Safe2Say Something, it’s easy and confidential to report safety concerns to help prevent violence and tragedies.  
More information can be found on the school’s website. 
 
Threat Assessment Team 
Act 18 of 2019 requires the establishment of threat assessment teams for all school entities in Pennsylvania. RCCS takes all threats seriously and has 
established a K-12 threat assessment team to appropriately investigate and classify all threats to the school community. Students may report a treat to 
any staff member who will forward the information to the defined team.  More information can be found on the school’s website. 

 

Hall Conduct 
All movement between classes shall be prompt and orderly. Students may not loiter in the hallways or outside of classrooms. Students are expected to 
arrive to class on time, be seated and ready to learn. If a student is late for class, the student may be subject to disciplinary consequences. 
 

Breakfast 
A morning breakfast will be available to all students in their homeroom class from 8:00 a.m. to 8:30 a.m. 
 

Cafeteria Procedures 
Upon entering the cafeteria, students will follow the directions of the cafeteria monitors. Student lunches brought from home will not be heated. Students 
must be considerate of others. Quiet conversation will be permitted. Loud, boisterous behavior will not be tolerated. Inappropriate behavior will be 
addressed appropriately according to the disciplinary guidelines. Students are responsible for disposing of their trash in their lunch area.  Once the 
cafeteria is cleaned up, the teacher or cafeteria monitor will dismiss the students.  Students may not order food from outside sources nor have parents 
bring lunches during the lunch period. 
 

Birthday and Classroom Treats 
Food treats and/or beverages for birthdays, parties, or for other reasons are not permitted. Student health and safety is our upmost priority. Due to food 
allergies, dietary restrictions, and other health related concerns, food treats and beverages are not allowed to be brought in for students. Food treats 
include, but are not limited to, cake, cupcakes, brownies, cookies, candy, or pizza. You may bring in small, non-food related treats for your child’s birthday 
or for other celebrations, such as pencils, erasers, or bookmarks etc. 
 
Personal Electronic Devices 
Student personal technology items including but not limited to cell phones, tablets, and smartwatches must be turned off and stored in the child’s 
bookbag while on RCCS property. This expectation applies to the school bus as well. A student may give their personal technology item to a teacher or 
administrator to store for the day, and it will be returned to the student at the end of the day. Students may be subject to disciplinary measures for failure 
to adhere to this expectation. RCCS is not responsible for student’s personal technology items.  If parents need to contact their student during the school 
day, they can call the receptionist at (610) 351-4310. 
 

Personal Non-Instructional Items 
Students are not permitted to bring non-instructional items to school including but not limited to stuffed animals, blankets, cologne or perfumes, 
cosmetics, and make-up or styling tools.  Permitted non-instructional items include unscented lotion, deodorant, feminine hygiene products, and 
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chapstick.  This expectation applies to the school bus as well. If a student brings an unnecessary non-instructional item to school, they will be required to 
give their personal item to a teacher or administrator to store for the day, and it can be picked up by the student at the end of the day. RCCS is not 
responsible for any non-instructional item a student may bring to school. Failure to adhere to this expectation may result in disciplinary action. 
 

Smoking/Vaping 
Tobacco use is prohibited by students, employees, and visitors in school buildings, school buses and on school property owned by or under the control of 
a school.  Refer to the Code of Conduct Section for more information regarding students and tobacco.  
 
Bicycles, Scooters, ETC. 
Students utilizing personal transportation including, but not limited to, bicycles, skateboards, scooters, hoverboards, rollerblades, do so at their own risk.  
RCCS is not responsible for the storage, safety, or security of such items during the school day. 
 
Outstanding Debts 
Students are responsible for paying all outstanding debts as quickly as possible. This includes paying for lost or damaged instructional materials and 
supplies including but not limited to Chromebooks, calculators, workbooks, and/or reading books.  Report Cards will not be released at the end of the 
school year to students who have outstanding debts.  Educational records will not be sent to a new school until all outstanding debts are paid by students 
transferring out.  
 
Technology Usage 
All students are expected to abide by the Technology Resource-Acceptable Use Policy.  In addition, each family must enter into an equipment agreement 
to ensure responsible use of school-issued equipment.  

 
Student Responsibilities 

Each student has a right to a free and appropriate public education. Along with this right, there are corresponding responsibilities: 
 

1. Student responsibilities include regular school attendance, conscientious effort in classroom work, and conformance to school rules and 
regulations. Along with the administration and faculty, students have the responsibility to develop a climate within the school that is conducive to 
wholesome learning and living. 

2. No student has the right to interfere with the education of their fellow students.  It is the responsibility of each student to respect the rights of 
teachers, students, administrators, and all others who are involved in the educational process. 

3. Students should express their ideas and opinions in a respectful manner so as not to offend or slander others. 
4. It is the responsibility of the student to: 

a) Be aware of all rules and regulations for student behavior and conduct themselves in accordance with them. 
b) Be willing to volunteer information in matters relating to the health, safety and welfare of the school, community, and the protection of 

school property. 
c) Dress and groom to meet fair standards of safety and health and not cause substantial disruption to the educational process. 
d) Assist the staff in operating a safe school for all students. 
e) Comply with the Commonwealth of Pennsylvania laws as well as local laws. 
f) Exercise proper care when using public facilities and equipment. 
g) Attend school daily and be on time to all classes. 
h) Make up work when absent from school.  The student is responsible for asking teachers for missing work. 

 
Notice Concerning Public Input 
As a student of RCCS, you have the right to make use of RCCS public input procedures. The following questions and answers should give you the basic 
information you may need:  

1. When may I communicate with school officials? 
a) If you believe that your rights have been violated. 
b) If you have constructive input that you may want to share. 

 
2. A person may also communicate with school officials if any one of the following occur: 

a) If a person feels he/she has been subjected to any form of physical, verbal, humiliating or frightening punishment of any kind. 
b) If a person feels he/she has been subjected to any act of sexual abuse including any visual, verbal or physical conduct of a sexual 

nature. 
c) If a person feels he/she public input should be first directed to the principal/dean of students in a timely fashion. 
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Parent Responsibilities 
The most important responsibility of parents is being an active participant in their child’s education.  RCCS parent’s/ guardian’s must complete 10 
hours of student support. The student support hours include attending parent and family events including, but not limited to: back to school night, 
parent/teacher conferences, Hispanic Heritage celebrations, and other school activities. Parents/guardians that do not complete the hours may lose their 
child’s slot/seat for the following school year.  Please speak to the principal for special arrangements. Parents/guardians and the school must work 
together in order for the students to succeed.  Parents/guardians must be active in the student’s education. 
 

Title I School Parent Involvement Policy Checklist 
 

LEA Name: Roberto Clemente Charter School    School Name: Roberto Clemente Charter School 
 

The Title I Parent Involvement section of Every Student Succeeds Act (ESSA) requires each Title I School to develop a written parental involvement 
policy that describes the means for carrying out the requirements of Section 1116.  The policy must be developed jointly with and agreed on by parents of 
participating children. 
   

 YES NO 

The School Parent Involvement Policy was developed with and agreed on by parents of Title I children. X  

The Policy was distributed to all parents of Title I children. X  

The Policy was written in an understandable format and provided in a language parents can understand. X  

The Policy describes how parents will be involved in the planning, review, and improvement of the school’s Parent Involvement 
Policy. 

X  

 YES NO 

The Policy states that an annual meeting will be held to inform parents of the school’s participation in the Title I program and to 
explain the requirements of the program and their right to be involved. 

X  

The Policy states that parent meetings, including parent conferences, will be held at different times during the day. X  

The Policy states that Title I funds may be used to pay reasonable and necessary expenses associated with parent involvement 
activities, including transportation, childcare, or home visit expenses to enable parents to participate in school-related meeting and 

training sessions. 
X  

The Policy states that the school will provide, if requested by parents, opportunities for regular meetings to formulate suggestions 
and to participate, as appropriate, in decisions relating to the education of their children, and respond to any such suggestions as 

soon as practicably possible. 
X  

The Policy states that a school-parent compact was jointly developed with parents and the compact outlines how parents, the entire 
school staff and students will share in the responsibility for improved student achievement. 

X  

  

 YES NO 

The Policy describes how the school provides materials and training to help parents to work with their children to improve their 
children’s achievement, such as literacy training and using technology, as 

appropriate, to foster parent involvement. 
X  

The Policy states that the school ensures that information related to school and parent programs, meetings and other activities will 
be sent to the parents of participating children in a format and in a language the parents can understand. 

X  

The Policy describes how parents will be involved in the planning, review, and improvement of the school’s Title I program. X  

The Policy describes how the school involves parents in the joint development of the Schoolwide Program Plan under Section 1114. 
Applies only to schools operating a Schoolwide Program. 

X  

The Policy describes how the school involves parents in the joint development of the School Improvement Plan under Section 1116. 
Applies only to schools identified for School Improvement. 

X  

The Policy describes how the school will provide parents of participating children with timely information about the Title program. X  

The Policy describes how the school will provide parents of participating children with a description and explanation of the curriculum 
in use at the school, the forms of academic assessment used to measure student progress, and the proficiency levels students are 

expected to meet. 
X  

The Policy describes how the school will provide assistance to parents in understanding the State’s academic content standards and 
student achievement standards local academic assessments and how to monitor a child’s progress and work with teachers to 

improve the achievement of their children. 
X  
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Title I District Parent Involvement Policy Checklist 

 

All school districts receiving Title I funds are required under Section 1116 of the Every Student Succeeds Act (ESSA) to develop a written 
Parent Involvement Policy for the school district. The law states that the District Parent Involvement Policy must be jointly developed with 
parents, incorporated into the Local Education Agency (LEA) plan and distributed to parent of participating children. 
 

 YES NO 

The District Parent Involvement Policy states how the LEA involves parents in the development of the LEA plan (Title I Application) X  

The Policy states how the LEA involves parents in the process of school review and improvement. X  

 
Disciplinary Actions 

Any disciplinary action taken by the school is intended to benefit the student by improving attitude, safety, and subsequent behavior.  The disciplinary 
options available to the school are regulated by law and school policy. The disciplinary option chosen depends on (1) the nature of the offense, (2) the 
nature of the student’s previous behavior, and (3) stated policy or precedent based on previous actions.   
 
Potential disciplinary actions include but are not limited to detentions, in-school suspensions, Saturday detentions, out-of-school suspension, and 
expulsion. 
  

Denial of Student Privileges 
Privileges must be earned. They will be withdrawn for improper behavior. The length of denial depends on (1) the nature of the offense and (2) the 
previous behavior of the student. Privileges can be denied from one day to the entire year, depending on the circumstances. Students who do not have 
passing grades in all subjects may not be allowed to participate in any activities. 
 

After-School Detention 
Detention is assigned by administration and will occur after school hours.  On some occasions, as approved by the principal or designee, students may 
serve detention during tutoring time provided by the teacher. Failure to report to an assigned detention may result in a scheduled Saturday detention. If a 
student does not come to their scheduled Saturday detention, a one-day suspension from school may be issued. The only legitimate excuse for not 
reporting to a detention is a doctor or dental appointment. In this case, the student must show proof of visit and will need to make up their detention the 
following day. RCCS will provide verification of a student’s detention upon request.  
 
Suspension from School 
Suspension is the temporary exclusion from school and all school-related activities for serious and/or repeated infractions of school rules. Students 
suspended from school are excluded from all school activities including field trips, assemblies, and all extra-curricular activities. The length of the 
suspension can run one (1) to ten (10) days, depending on the nature of the infraction. Students who are suspended are not eligible for honor roll status 
and/or student recognition awards during the current rating period regardless of their academic average. Suspension should be the last resort taken to 
redirect student misbehavior.  Students cannot be on school grounds or surroundings while on suspension or participate in extracurricular activities.  If 
the suspension exceeds three days, the parent/guardian will be entitled to an informal hearing. The student must be accompanied by a parent/guardian 
upon re-entering the school after a suspension. 
 

Expulsion from School 
Expulsion is the permanent exclusion from school. Such action results from a Board of Trustees action preceded by recommendations from the principal 
or CEO.  
 

Roberto Clemente Charter School: Elementary 
Code of Conduct 

Incorporating Restorative Practices 
 
Introduction: 
To promote the intellectual, social, emotional and physical growth of all students, the Roberto Clemente Charter School provides a safe and secure 
learning environment for all students and staff. We promote respect for self and others through good conduct modeled by staff, students, and 
parents/guardians. When relationships break down, we repair them through restorative practices. Restorative Practices is a form of progressive 
discipline. It does not seek punishment. Instead, progressive discipline seeks concurrent accountability and behavioral change. 
 
This Code of Conduct and Restorative Practices is presented to assist students, staff and parents/guardians to understand the expectations for 
acceptable conduct while in school or attending school-sponsored activities, on school grounds, and while away to and from school. All students are 
expected to follow the Code of Conduct. Administration will review core principles and key components of the Code of Conduct/Restorative Practices with 
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staff and students at the beginning of each school year, and as needed throughout the year. We ask families to do the same with their children. It is the 
collective responsibility of all students, staff, and parents/guardians to ensure that the expectations set forth in this Code of Conduct are adhered to. 
Responses to violations of the Code of Conduct will be developmentally age-appropriate and a balance of proportional consequences and restorative 
practices. Equally imperative, all school faculty and staff must affirm clear and consistent behavioral expectations that set the tone for a safe, orderly, and 
respectful school community. School faculty and staff must be fair and consistent in addressing student behavior in a manner which enables students to 
learn from their mistakes and be accountable for their misconduct. 
 
We Value: 

● Justice and Fairness – Demonstrating impartial, unbiased and equitable treatment for all 
● Inclusiveness – The quality of including all sections of society 
● Honesty – Being truthful in word and action 
● Respect – Showing high regard for self, others, and property 
● Responsibility – Being accountable for individual behavior 
● Self-esteem – Confidence in one’s own worth or ability 
● Caring – Showing concern for the well-being of others 
● Citizenship – Being an informed, responsible, and caring participant in the community 
● Courage – Doing the right thing in the face of adversity 
● Perseverance – Demonstrating commitment, pride, and a positive attitude in completing tasks 

 
Students, staff, and parents/guardians must be partners in education. 
 
Administration, faculty and staff will: 

● Establish and maintain a positive, safe, secure, orderly, and non-threatening learning environment that allows for open communication, 
dialogue, and discussion; 

○ They will be courteous and respectful to all, being sensitive to individual needs, and using appropriate language; 
○ Treat individual students fairly, consistently, and respectfully; 
○ Provide due process and appeal procedures; 
○ Be cooperative and provide support to administration, staff, and students, in the performance of their duties; 
○ Refer students to counseling and support services when the need arises; 
○ Support students in using the internet in ways that are safe, responsible, and appropriate, and help students follow the rules and 

etiquette that lead to effective digital learning. 
● Actively engage every student in the learning process and promote achievement of high academic standards; 

○ Be precise about expectations regarding student conduct and learning outcomes; 
○ Communicate student progress and behavior to students, parents/guardians and other staff in a timely, consistent and effective 

manner. 
The parent/guardian partners are asked to: 

● Establish conditions for your child’s academic, social and emotional success: 
○ Provide space, time, and necessary supervision in which their child can study and complete assignments; 
○ Ensure that their child attends school in compliance with the law; 
○ Ensure that their child is appropriately dressed for school; 
○ Be supportive of the staff’s authority and responsibility to maintain a positive, productive, safe, orderly and non-threatening learning 

environment; 
○ Monitor your child’s social media activity to ensure that all are safe. 

 
Student partners are expected to: 

● Engage in their academic growth; 
○ Attend school regularly and be on time for school and classes; 
○ Be prepared for and participate in learning by having a positive attitude, asking thoughtful questions, completing and returning 

homework on time, and seeking help when needed; 
○ Demonstrate personal academic integrity and social responsibility in their interactions with everyone; 
○ Act responsibly towards those you interact with face-to-face and/or online; 
○ Commit themselves to constant personal growth and improvement. 

● Respect one another’s differences and resolve conflicts using restorative practices: discussion, peer mediation, or assistance from school 
personnel: 

○ Contribute to the creation and maintenance of a safe, clean, and orderly school; 
■ Follow all lawful directions; 
■ Respect themselves and others; 
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■ Take responsibility for their own behavior, realizing that there are always options and consequences for choices; 
■ Dress in an appropriate and safe fashion; 
■ Bring home communication from school and return all necessary materials; 
■ Respect school property and the personal property of others. 

 
Restorative Practices 
Restorative Practices are a framework for building community and responding to challenging behavior through authentic dialogue leading to 
understanding and action to set things right and repair and restore damaged relationships. The process supports initiators in acknowledging and repairing 
the harm done, helps victims and witnesses process what happened, and helps the class or school community rebuild trust. 
 
All members of a school community bring with them diverse abilities, interests, viewpoints, and family and cultural backgrounds. These differences can 
be a source of great energy and strength when members of the community value and respect one another. Using restorative practices to foster 
interpersonal and intergroup relations and to address inappropriate behavior when it occurs is a cornerstone of a progressive approach to discipline. 
 
A restorative approach to discipline changes the fundamental questions that are asked when a behavioral incident occurs. Instead of asking who is to 
blame and how those engaged in the behavior will be punished, a restorative approach asks four key questions: 

1. What happened? 
2. Who was harmed or affected by the behavior? 
3. What needs to be done to make things right? 
4. How can people behave differently in the future? 

 
Types of Restorative Approaches 
 
Circle Process: Regular use of restorative circles within the instructional program of the school is a significant prevention and intervention strategy. The 
circle process enables a group to build relationships and establish understanding and trust, create a sense of community, learn how to make decisions 
together, develop agreements for the mutual good, resolve difficult issues, etc. 
 
Students are the largest group of stakeholders in a school community and its greatest natural resource in creating and sustaining a safe and supportive 
school environment. Building community among students and between students and staff members is integral to creating a supportive and inclusive 
school culture. When students feel accepted, valued, respected and included, they build a positive connection to school and foster resilience. 
Community building circles focus on: 

● Safety and Trust – Community members need a sense of safety and trust to connect with one another. 
● Honor – Members interact with fairness and integrity and acknowledge their personal responsibility for their actions. 
● Openness – Community members feel free to share their thoughts and feelings. 
● Respect – To bond as a community, members must feel that they are valued and respected as individuals, and they must respond respectfully 

to one another. 
● Empowerment – A sense of empowerment is a crucial element and a desired outcome of being a member of a community. Community support 

enables members to gain a new view of themselves and a new sense of confidence in their abilities. 
 
When used as an intervention measure to address inappropriate student behavior, restorative circles empower community members to take responsibility 
for the well-being of others; prevent or deal with conflict before it escalates; address underlying factors that lead youth to engage in inappropriate 
behavior and build resiliency; increase the pro-social skills of participants; particularly those who have harmed others; and provide wrongdoers with the 
opportunity to be accountable to those they have harmed and enable them to repair the harm to the extent possible. 
 
Collaborative Negotiation: Using the collaborative negotiation or informal conferencing process enables an individual to talk through an issue or conflict 
directly with the person he/she disagrees with to arrive at a mutually satisfactory resolution. Training in collaborative negotiation includes learning active 
listening and other conflict resolution skills. 
 
Formal Restorative Conference: A conference is facilitated by an individual who has received specific training in bringing together individuals who have 
acknowledged causing harm with those who have been harmed. Regardless of the circumstances, the mental and physical health, safety, and welfare of 
the individual who was harmed is of paramount importance when considering this option in a school setting. Both sides may bring supporters to the circle 
who have also been affected by the incident. The purpose of the conference is for the harm-doer and the harmed to understand each other’s perspective 
and come to a mutual agreement that will repair the harm as much as it is able to be repaired. A circle can also be used in response to a particular issue 
that affects the school community. 
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Disciplinary Guidelines 
RCCS believes that order and discipline are essential to an effective educational environment. This commitment requires a code of discipline that clearly 
defines individual responsibilities, categorizes unacceptable behaviors, and provides for appropriate disciplinary procedures. Finally, to be effective the 
code must: 

1. Be preventive in nature. 
2. Promote self-discipline.  
3. Concern itself with the welfare of the individual as well as that of the school community as a whole.  
4. Promote a close working relationship between parents/guardians and the school staff.  
5. Discriminate between minor and serious offenses as well as between first-time and repeated offenses. 
6. Provide disciplinary procedures that are appropriate to the infraction.  
7. Be administered in a way that is firm, reasonable, consistent, and fair.  
8. Encourage high regard for every person’s right to reasonable hearing procedures and due process when accused of an infraction. 
9. Be in compliance with the provisions of federal, state, and local law as well as with guidelines and directives of the Pennsylvania 

Department of Education. 

Whenever students violate the rules and regulations of the school or show disrespect for school employees or property, they shall be disciplined within 
the limits provided in these guidelines. 
 

Accused students do not have an inherent right to meet face-to-face with the student or staff making the accusation at the time of the finding of facts by 
the principal/dean of students.  Also, the principal/dean of students bases their decisions on the best available information and is not obligated to present 
to the students, or to their parents/guardians, evidence of the infraction level which would be required in a state criminal court. Violations of law normally 
are promptly referred to the police for investigation.  
 

Corporal punishment, including striking and paddling, will not be administered. However, reasonable force may still be used by teachers and school 
authorities under any of the following circumstances: 

● To quell a disturbance 
● For the purpose of self-defense 
● To obtain possession of weapons or other dangerous objects 
● For the protection of person's property 

 

The discipline of students is the responsibility of the school while the student is on school property and/or on school conducted field trips, school bus or 
other school-sponsored activities. Students are required to abide by the discipline codes of the school. 
 

The types of behavior incident(s) and examples of infractions and the “procedures” and “options” specified shall be treated as guidelines for use by 
teachers, the administration, and The Board in dealing with matters relating to student conduct and deportment. The following shall not constitute a 
limitation upon the authority granted to teachers, administrators, and the School Board; the Public School Code of 1949 including the authority granted by 
sections 1317 and 1318 of the Public School Code of 1949, as amended.  
 

Note: For special education students only, when the total days of suspension for a student reach ten consecutive (federal) or fifteen cumulative 
(PA) for the school year, the staff will schedule a Multi-Disciplinary Evaluation.  Also, when a manifestation review is necessary; the staff of the 
school will schedule it.  

 

Note:  Re-Enrollment – At the end of each school year, all current students must be re-enrolled for the next school year.  Failure to meet the 
school requirement for correction of behavior may deprive the student of the privilege to be re-enrolled. 

 
Definition of Terms 
Administrative Review – a formal hearing between school administration, a student, and his/her guardian(s). This hearing will focus on behavioral 
patterns and incidents involving the student throughout the current school year. Behavior contracts will be issued to students after completion of the 
administrative review. Failure to comply with a behavioral contract will result in a judicial review. 

● Behavior Modification Counseling-The school helps the student understand the causes and ramifications of his/her misconduct and 
develops with the student a specific plan for changing behavior. A counselor will meet with the student within a week of approval and 
a minimum of once every three weeks thereafter. The Counselor coordinates with parent/guardian, teacher and principal. 

● Behavioral Contact – A written document which stipulates behaviors which are permission for the student and the consequences for 
failure to comply with the terms of the contract, foremost of which will be dismissed from the school. 

● Cooperative Behavior- shall be defined as the willingness of a student to work with staff and school personnel in a reasonable and 
helpful manner. 

Office Discipline Referral – A written or online electronic document that states behavioral infractions committed by a student. Teachers should complete 
this document in a timely fashion after an infraction has occurred and forward a copy of the report to the office. This report should include all necessary 
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information about the incident being reported including, but not limited to, who, when, where, how, level of infraction, number of offences, action taken, 
parent contact information and any consequences assigned to the student. 
Classroom Discipline Report – A written or online electronic document that states behavioral infractions committed by a student. The teacher should 
complete this document in a timely fashion after an infraction has occurred. This report should include all necessary information about the incident being 
reported including who, when, where, how, number of offenses, action taken, parent contact date information and any consequences assigned to the 
student. 
Distributing – deliver, sell, pass, share, or give any alcohol, drug, or mood-altering substance, as defined by this policy, from one person to another or to 
aid therein. 
Drug/Mood Altering Substance/Alcohol – shall include any alcohol or malt beverage, any drug listed in Act 64 (1972) as a controlled substance, chemical, 
abused substance or medication for which a prescription is required under the law and/or any substance which is intended to alter mood. Examples of the 
above include but are not limited to beer, wine, liquor, marijuana, hashish, chemical solvent, glue, look-alike substances, and any chemical or pills. 
Students are not permitted to have or take any prescription or 
over-the-counter medications on school property. 
Drug Paraphernalia- includes any utensil or item which in the school’s judgment can be associated with the use of drugs, alcohol, or mood-altering 
substances. Example include but are not limited to syringes, razor blades, roach clips, water pipes, and bowls. 
Judicial Review – A formal expulsion hearing from Roberto Clemente Charter School between school administration, school board members, a student 
and his/her guardian(s). Parents/students have the right to be legally represented during this hearing. This hearing will focus on behavior patterns and 
incidents involving the student throughout the current school year. Students who are not expelled will be issued a behavioral contract. Judiciary hearing 
may be held without a student or guardians present if the student or guardian refuses to attend. Violation of behavioral contracts from judicial review will 
result in another judicial review for expulsion from the school. 
Possession- possess or hold, without any attempt to distribute any alcohol, drug, or mood altering substance determined to be illegal and/or as defined 
by this policy. 
Suspension - Discipline issued by the principal/dean of students to a student who has broken a school rule. Suspended students and their 
parent/guardian are required to meet with the principal or his/her designee before returning to school after being suspended. Students who are 
suspended may not be on school property unless meeting at a predetermined time, with an administrator. Note: Suspension days may differ from 
information found in Level Procedures for special needs students. 
Uncooperative Behavior – is resistance or refusal, verbal, physical or passive, on the part of the student, to comply with the reasonable request or 
recommendations of the school personnel. Defiance, assault, deceit, and flight shall constitute examples of uncooperative student behavior. Students 
who are found to be uncooperative will be placed on a behavioral contract. Violation of a behavioral contract will result in either administrative review or 
judicial review. 
 
Teacher & Administration Detention Rules 

1. After school detention will be held in the detention room or in the room of the teacher or staff member’s room that issued the detention. 
2. Students must report on time for after school detentions. 
3. Students will write a reflection regarding the incident and will complete appropriate work assigned by their teachers. Students are responsible 

for bringing their assignments to their detention. An essay assignment will be given to students who fail to bring schoolwork. 
4. Talking, eating, drinking, sleeping, or other inappropriate behavior will not be permitted in the detention room. 
5. Parents/students are responsible for their own transportation after detention. 
6. Note: Students who fail to remain on task or display disruptive or inappropriate behavior, as per the student handbook, will be subject to further 

disciplinary action as determined by the principal. 
 
Administrative detentions are reserved for students whose behavior is repeatedly interrupting the learning process. This detention will be assigned to 
students by the administration using information provided by classroom teachers. 
 
Suspension/Expulsion Procedures 
In-school suspension 

● A student may not receive an in-school suspension unless the student has been informed of the reasons for the suspension and has been 
given an opportunity to respond before the suspension becomes effective. 

● Communication to the parents/guardians shall follow the suspension action taken by the school in writing. 
● When the in-school suspension exceeds three (3) consecutive school days, an informal hearing with the principal and/or CEO shall be offered 

to the student and the student’s parent/guardian prior to the fifth school day. 
● The student’s school entity has the responsibility to make provision for the student’s education during the period of the in-school or out of 

school suspension. 
 
Exclusion from school may take the form of suspension or expulsion. 

1. Suspension is exclusion from school for a period of from 1 to 10 consecutive school days. 
a. Suspensions may be given by the principal, dean of students, or CEO of the charter school. 
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b. A student may not be suspended until the student has been informed of the reasons for the suspension and given an opportunity to 
respond. Prior notice of the intended suspension need not be given when it is clear that the health, safety or welfare of the school 
community is threatened. 

c. The parents or guardians shall be notified immediately by telephone and in writing when the student is suspended.  Suspended 
students must be picked up within one hour of the parent notification. 

d. When the suspension exceeds 3 school days, the student and parent shall be given the opportunity for an informal hearing within the 
first 5 days of the suspension. 

e. Suspensions may not be made to run consecutively beyond the 10-school day period. 
f. Students shall have the responsibility to make up exams and work missed while being disciplined by suspension and shall be 

permitted to complete these assignments within guidelines established by the governing board. 
g. A re-entry meeting with the parent/guardian, student, and school administration is required before a student can re-enter the school. 

2. Expulsion is exclusion from school by the governing board for a period exceeding 10 school days and may be permanent expulsion from the 
school rolls. Expulsions require a prior formal hearing pursuant to the Pennsylvania Code. 

a. During the period prior to the hearing and decision of the board in an expulsion case, the student shall be placed in his/her normal 
class except as set forth in subsection (b). 

b. If it is determined after an informal hearing that a student’s presence in his/her normal class would constitute a threat to the health, 
safety or welfare of others and it is not possible to hold a formal hearing within the period of a suspension, the student may be 
excluded from school for more than 10 school days. A student may not be excluded from school for longer than 15 school days 
without a formal hearing unless mutually agreed upon by both parties. Any student so excluded shall be provided with alternative 
education, which may include home study. 

c. Students who are under 17 years of age are still subject to the compulsory school attendance law even though expelled and shall be 
provided an education. 

d. The initial responsibility for providing the required education rests with the student’s parents/guardians, through placement in another 
school, tutorial or correspondence study, or another educational program approved by a school district’s superintendent. 

e. Within 30 days of action by the board, the parents/guardians shall submit to the school written evidence that the required education is 
being provided as described in paragraph (1) or that they are unable to do so. If the parents/guardians are unable to provide the 
required education, the school entity shall, within 10 days of receipt of the notification, make provision for the student’s education. A 
student with a disability shall be provided educational services as required by the Individuals with Disabilities Education Act 2004. 

f. If the approved educational program is not complied with, the school entity may take action in accordance with 42 Pa.C.S. Ch. 63 
(relating to the Juvenile Act) to ensure that the child will receive a proper education. See 22 Pa. Code § 12.1 (relating to free 
education and attendance) 
 

Hearings 
1. General Education is a statutory right, and students shall be afforded due process if they are to be excluded from school. In a case involving a 

possible expulsion, the student is entitled to a formal hearing. 
2. Formal hearings. A formal hearing is required in all expulsion actions. This hearing may be held before the board or an authorized committee of 

the board, or a qualified hearing examiner appointed by the board. When a committee of the board or a hearing examiner conducts the hearing, 
a majority vote of the entire board is required to expel a student. The following due process requirements shall be observed with regard to the 
formal hearing: 

a. Notification of the charges shall be sent to the student’s parents or guardians by certified mail. 
b. At least 3 days’ notice of the time and place of the hearing shall be given. A copy of the expulsion policy, notice that legal counsel 

may represent the student and hearing procedures shall be included with the hearing notice. A student may request the rescheduling 
of the hearing when the student demonstrates good cause for an extension. 

c. The hearing shall be held in private unless the student or parent requests a public hearing. 
d. The student may be represented by counsel, at the expense of the parents/guardians, and may have a parent/guardian attend the 

hearing. 
e. The student has the right to be presented with the names of witnesses against the student, and copies of the statements and 

affidavits of those witnesses. 
f. The student has the right to request that the witnesses appear in person and answer questions or be cross-examined. 
g. The student has the right to testify and present witnesses on his/her own behalf. 
h. A written or audio record shall be kept of the hearing. The student is entitled, at the student’s expense, to a copy. A copy shall be 

provided at no cost to a student who is indigent. 
i. The proceeding shall be held within 15 school days of the notification of charges, unless mutually agreed to by both parties. A hearing 

may be delayed for any of the following reasons, in which case the hearing shall be held as soon as reasonably possible: 
i. Laboratory reports are needed from law enforcement agencies. 
ii. Evaluations or other court or administrative proceedings are pending due to a student invoking his rights under the 

Individuals with Disabilities Education Act 2004 (20 U.S.C.A. § § 1400—1482). 
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iii. In cases in juvenile or criminal court involving sexual assault or serious bodily injury, delay is necessary due to the condition 
or best interests of the victim. 

j. Notice of a right to appeal the results of the hearing shall be provided to the student with the expulsion decision. 
k. Informal hearings. The purpose of the informal hearing is to enable the student to meet with the appropriate school official to explain 

the circumstances surrounding the event for which the student is being suspended or to show why the student should not be 
suspended.  The informal hearing is held to bring forth all relevant information regarding the event for which the student may be 
suspended and for students, their parents or guardians and school officials to discuss ways by which future offenses might be 
avoided. 

l. The following due process requirements shall be observed in regard to the informal hearing: 
i. Notification of the reasons for the suspension shall be given in writing to the parents or guardians and to the student. 
ii. Sufficient notice of the time and place of the informal hearing shall be given. 
iii. A student has the right to question any witnesses present at the hearing. 
iv. A student has the right to speak and produce witnesses on his/her own behalf. 
v. The school entity shall offer to hold the informal hearing within the first 5 days of the suspension 

 
All formal hearings will take place before a qualified hearing examiner or authorized committee of the Board who will consider the evidence presented by 
Administration and the student in connection with a formal hearing and will make a recommendation to the Board of Trustees. 
 
LEVEL 1 INFRACTIONS: 
Actions that interfere with the orderly operation of the class will be handled by the classroom teacher until that behavior is frequent or serious enough that 
it disrupts the learning environment of the classroom or the school. Teachers will keep clear documentation of all efforts made to correct or minimize 
these behaviors before referring the student to the office. The teacher will complete a classroom discipline report to document the incident. 
 
Examples of Level 1 misconduct include but are not limited to: 

● Unexcused tardiness to class 
● Lack of courtesy and respect 
● Failure to complete assignments 
● Profane and inappropriate language* 
● Prankish behavior and agitation 
● Wasting time 
● Public display of affection 
● Disruptive in the hall (running, shouting, etc.) 
● Classroom disruption 
● Refusal to stay in assigned seat 
● Uniform violation 
● Eating or drinking in class and halls 
● Throwing items (resulting in no injury) 
● Horseplay 
● Neglect of responsibility (return of excuse cards, school forms, etc.) 
● Deliberate misuse of school equipment 
● Plagiarism 
● Misuse of the internet & Network 

 
*Note: Profane language directed by the student to an adult employee of school or guest is dealt with as a Level 3 offense. 
 
LEVEL 1 PROCEDURE: 
Each classroom teacher is expected to be familiar with and incorporate restorative practices into their classrooms. Initial Level 1 infractions will be 
addressed by the teacher through employing appropriate disciplinary steps. If the behavior continues, the teacher will complete a classroom discipline 
report and parents will be contacted when appropriate. A parent conference may be scheduled at the discretion of the parent/guardian, teacher, or school 
administrator. Listed below are examples of procedures that teachers or staff may use to handle Level 1 violations after restorative steps have proven 
ineffective in controlling the behavior. Staff are not limited to the examples found below. 
 

● Classroom discipline report 
● Verbal reprimand 
● Special assignment (written assignment, community service, etc.) 
● Withdrawal of privileges 
● Student conference 
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● Detention from teacher 
● Parent/guardian contact 
● Parent/guardian conference 
● Consult with administrator, counselor, or other teachers for behavior modification recommendations 

 
At any time in the above discipline process the parents/guardians, teacher, and/or school administration may request a conference of concerned parties 
for the purpose of examining the problem(s), posing possible solutions, and reviewing progress with a plan for improvement in the student’s conduct. For 
a student with an IEP, this conference could take the form of a Manifestation Determination (MD) Meeting, which could result in recommended changes 
in the Individualized Education Program (IEP). Regardless of whether the conference is informal or an MD, one possible outcome of the conference is a 
Behavioral Contract. Normally a student will not be dismissed from the school for Level 1 misconduct, but that could happen if eventually the misconduct 
seriously disrupts the education of other students or consuming an unreasonably large amount of the school’s, teacher’s and/or dean of student’s time. 
 
*Three classroom discipline reports with at least one parent contact are necessary before school/office discipline referral. 
 
LEVEL 2 INFRACTIONS: 
Behaviors that are frequent or serious enough to disrupt the learning climate of the class or school. Examples of Level 2 misconduct include but are not 
limited to: 

● Insubordination: (NOTE: Includes repeated refusal to follow rules or policies classified as Level 1 offenses.) 
● Safety violations 
● Cutting class 
● Cheating on tests or other assignments 
● Leaving class without permission 
● Plagiarism 
● Possession of banned material that is not a safety threat (including a cell phone or electronic device) 
● Other actions of a similar nature 

 
LEVEL 2 POSSIBLE CONSEQUENCES: 

● Immediate intervention 
● Referral to office for collaborative conferencing or informal conference using school discipline referral 
● The teacher will complete a discipline referral and parents will be contacted 
● The administration may possibly recommend and schedule behavior modification counseling 
● Administration will make parent contact 
● An informal hearing may be scheduled at the discretion of the parents or the Administration 
● Administrative detention  
● In-school suspension 
● Out-of-school suspension 

 
Suspensions will only be given for level 2 infractions after administrative conferences and counseling are found to be ineffective. 
 
Failure to attend after-school detention(s) will result in additional detention(s) as determined by the principal. 
 
At any time in the above discipline process the parents/guardians or school principal may request a conference of concerned parties for the purpose of 
examining the problems(s), posing possible solutions, and reviewing progress with a plan for improvement in the student’s conduct. For a student with an 
IEP, this conference could take the form of a Manifestation Determination (MD) Meeting, which could result in recommended changes in the 
Individualized Education Program (IEP). Regardless of whether the conference is informal or an MD, one possible outcome is a functional behavior 
assessment and the revision of the IEP. 
 
LEVEL 3 INFRACTIONS: 
Actions that are directed against persons or property but limited to the degree that they endanger the health and safety of others. 
Examples of Level 3 misconduct include, but are not limited to: 

● Possession or use of tobacco (a lighted or unlighted cigarette, vape, vape oil, cigar, pipe, or other lighted smoking product and smokeless 
tobacco in any form) by any student in a school building or on school property owned by, leased by, or under control of RCCS. 

● Fighting (all parties, regardless of who initiated the incident) 
● Possession of incendiary devices including fireworks 
● Forgery of notes and excuses 
● Threats to students 
● Inappropriate language directed at staff or visitors 
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● Leaving school property without permission 
● Horseplay resulting in injuries 
● Minor vandalism 
● Stealing 
● Public display of lewd or vulgar gestures or images, including inappropriate computer files 
● Endangering others 
● Refusal to participate in an administrative search 
● Unauthorized recording of students and/or staff  
● Other actions of a similar nature 

 
LEVEL 3 POSSIBLE CONSEQUENCES: 
Actions that are generally directed against persons or property 

● Immediate intervention 
● The teacher will complete an office discipline referral and parents will be contacted. 
● The Administration will assess severity of situation and apply restorative steps if deemed appropriate 
● Referral to office for a conference 
● Behavior modification and counseling will be provided by the counselor 
● Behavioral contract 
● Parental contact 
● In-school suspension 
● Out-of-school suspension 
● Notification to police, if necessary 
● Parent conference may be scheduled at the discretion of the parents or the administration 
● Required parent conference before returning to school 
● Administrative review and judicial review 

 
At any time in the above discipline process the parents/guardians or school principal may request a conference of concerned parties for the purpose of 
examining the problem(s), posing possible solutions, and reviewing progress with a plan for improvement in the student’s conduct. For a student with an 
IEP, this conference could take the form of a Manifestation Determination (MD) Meeting, which could result in recommended changes in the 
Individualized Education Program (IEP). Regardless of whether the conference is informal or an MD, the IEP will be revised to include the results of 
functional behavior assessment and a behavior goal will be added to the IEP. 
 

LEVEL 4 INFRACTIONS: 
Actions which result in violence to another person or property or which pose a direct threat to the safety of the individual or to others in the school. 
Examples of Level 4 misconduct include but are not limited to: 

● Assault/battery 
● Major vandalism 
● Arson 
● Use of incendiary devices 
● Misuse of fire alarm & safety equipment 
● Bomb Threats 
● Extortion 
● Threats to staff and visitors 
● Sexual harassment/violations of the Title IX Policy (See below policy) 
● Bullying/Harassment (See below policy) 
● Terrorist threats 
● Endangering others 
● Violations of local, state, and federal laws. 
● Drugs and controlled substance (See specific procedures on page 8) 
● Possession, use, or transfer of dangerous weapons (See specific procedures on page 9) 
● Other actions of a similar nature 

 
LEVEL 4 PROCEDURES: 

● Immediate intervention 
● The teacher will complete a discipline report and parents will be contacted. 
● The principal verifies the offense, collects documentation, and meets with the student. The students and parents/guardians are required to 

make restitution. 



   

 

 

28 

 
 
2025-2026 Student/Parent Handbook                                                                          
Board Approved __________________  

 

● Police will be notified. 
● Parents are requested to come to school immediately to remove the student. 
● An informal hearing is scheduled within five days. 
● Letter sent to the parents (copies to teacher, school, office, student file). 
● Up to ten days out-of-school suspension 
● Judicial Review 

 
If for some reason the student who committed a Level 4 offense would continue his/her enrollment in the school then the following procedures will apply: 
At any time in the above discipline process, the parents/guardians or school principal may request a conference of concerned parties for the purpose of 
examining the problem(s), posing possible solutions, and reviewing progress with a plan for improvement in the student’s conduct. Provided certain 
criteria are met, a formal restorative conference will be held to address the harm done. For a student with an IEP, this conference could take the form of a 
Manifestation Determination (MD) Meeting, which could result in recommended changes in the Individualized Education Program (IEP). Regardless of 
whether the conference is informal or an MD, the IEP will be revised to include the results of functional behavior assessment and a behavior goal will be 
added to the IEP. 
 
LEVEL 4 - DRUG AND ALCOHOL SITUATIONS 
Students may be searched for suspicion of possessing illegal drugs. In all cases in which drugs are found, students will be disciplined and prosecuted. 
Students suspected of being under the influence of drugs or alcohol will not be sent home from school without a parent or guardian. If the student’s 
behavior indicates that he/she is exhibiting behavior not associated with their normal behavior pattern, their parents will be contacted to take their child 
home. If the student’s behavior indicates that he/she is confused, disoriented, or out of control, school administration will be contacted immediately to 
assess the situation. All appropriate measures will be utilized and school procedures will be followed. 

1. The use of drugs, alcohol or mood-altering substances by a student is suspected, but there is not evidence of violation of laws or school 
regulations. 
PROCEDURES: 

● Immediate Action- The student is informed of available help and encouraged to seek assistance Notification of Parents- Notification of 
behavior and/or performance indicator, if warranted Discipline/Rehabilitation-An intervention conference will be held. 

2. The student has a drug, mood-altering or alcohol related medical emergency. 
PROCEDURES: 

● Immediate Action- Standard health and first aid procedures will be followed. The student will be transported to a medical facility at 
parental expense. 

● Investigation-An administrator will investigate the incident. This may include a search of the student, his/her locker and other 
possessions. 

● Notification of Parents-Notification of the incident in the case of a health problem or medical emergency. 
● Notification of Police-At the discretion of the administration. 
● Disposition of Substance-Analysis will be made by proper authorities. 
● Discipline/Rehabilitation-Referral for counseling and services. For additional evidence of violations see appropriate situation category. 

3. A student possesses, uses, or is under the influence of drugs, mood altering substances or alcohol while in school or on school property. 
PROCEDURES: 

● Immediate Action-An administrator is summoned. A staff member writes an anecdotal report of the incident. 
● Investigation-The student, his/her locker, desk and other possessions will be searched. 
● Notification of Parents- Parents will be requested to come to school immediately. 
● Notification of Police- Police will be notified. 
● Disposition of Substance-Analysis will be made by proper authorities for possible use in further proceeding. 
● Discipline/Rehabilitation-Informal hearing. Out-of-school suspension until formal board hearing for expulsion. Assessment by a 

certified addiction counselor (C.A.C.) and compliance with the recommendations. 
4. A student is found to be in possession, use or under the influence of drugs, mood altering substances or alcohol while attending any school-

sponsored function. (Cooperative behavior) 
PROCEDURES: 

● Immediate action- The chaperon will contact the group advisor or administrator. An anecdotal report of the incident will be written. 
● Investigation-The student, his/her locker and other possessions will be searched. 
● Notification of Parents- The student will be sent home immediately at parental expense or detained until a parent can accompany 

him/her. 
● Notification of Police- Police will be notified. 
● Disposition of Substance-Analysis will be made by proper authorities for possible use in further proceedings. 
● Discipline/Rehabilitation-Referral to the Counselor. Informal hearing. Ten days out-school suspension or day care treatment. 

Assessment by a Certified Addictions Counselor (C.A.C.) AND compliance with the recommendations. 
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5. A student is caught again in possession, use or under the influence of drugs, mood altering substances, alcohol or possesses drug related 
paraphernalia. (Any second offense) 
PROCEDURES: 

● Immediate Action-An administrator is summoned. A staff member writes an anecdotal report of the incident. 
● Investigation-The student, his/her locker, desk and other possessions will be searched. 
● Notification of Parents-Parents will be requested to come to school immediately. 
● Notification of Police-Police will be notified. 
● Disposition if Substance-Analysis will be made by proper authorities for possible use in further proceedings. 
● Discipline/Rehabilitation-Referral to Counselor. Informal hearing. Out-of-school suspension until formal board hearing for expulsion. 

Administration will request that conditions for the return to school following the expulsion include assessment by a designated C.A.C. 
and compliance with the recommendations. 

6. A student is distributing a drug, mood altering substance, alcohol, look-alike drug, or drug related paraphernalia. 
PROCEDURES: 

● Immediate Action-An administrator is summoned. A staff member writes an anecdotal report of the incident. 
● Investigation- The student, his/her locker, desk and other possession will be searched. 
● Notification of Parents-Parents will be requested to come to school immediately. 
● Notification of Police-Police will be notified. 
● Disposition if Substance-Analysis will be made by proper authorities for possible use in further proceedings. 
● Discipline/Rehabilitation- Informal hearing. Out-of-school suspension until formal board hearing for expulsion. If the student is not 

expelled upon return to school the student will be referred to the Human Services Coordinator which will include assessment by a 
designated C.A.C. and compliance with the recommendations. 

 
LEVEL 4 - WEAPONS POLICY 
Students may not possess a weapon, at any time or under any circumstance, on school property, in a school building or on the campus, during a school-
sponsored activity, or on a school bus or vehicle or other transportation service sponsored by Roberto Clemente. Possession of a weapon in violation of 
this policy is a state criminal code misdemeanor of the First degree and all violations of this Policy shall be reported to the local police for prosecution. 
Expulsion will proceed. 
 
DEFINITIONS OF TERMS 
“Possession of a weapon” means when a weapon is found on the person of a student, in a student’s locker or under a student’s control, on school 
property or at any school activity (including any school activity held away from school property), or when the student is traveling to or from school 
property or a school sponsored activity. or when the student is on a school bus or vehicle or other transportation service sponsored by the school. 
“School Property” means all buildings, facilities, parking areas and ground owned or under the control of Roberto Clemente Charter School. 
“Weapon” including, but is not limited to: 
-Any knife, cutting instrument, cutting tool, numb chucks, club, mechanical device, metal knuckles firearm, shotgun, rifle, air gun or spring gun, and any 
tool, instrument, or implement capable of inflicting serious bodily injury. 
-Any firearm which is not loaded or lacks a clip or other component to render it immediately operable, and components which can readily be assembled 
into a weapon. 
 
-Any destructive device, including any explosive, incendiary or poison gas bomb, grenade, rocket, missile, ammunition, or similar device. 
-Any “look-alike” of any items listed above. 
-Any item intended to be used or being used, offensively or defensively, to harm or threaten or harass students, staff members, parents or patrons, or to 
cause property damage. 
 
The possession of spray mace, noxious chemicals, and/or any device which projects or emits gas or other substances intended to produce discomfort is 
also a violation of this Policy. The use of such items is a violation of this Policy. Students could be found liable for adverse effects of spray mace or 
noxious chemicals upon innocent bystander students in civil cases brought to court by students or their parents.  
 
REPORTING POSSESSION OF A WEAPON 
Staff members and students observing or otherwise becoming aware of weapons on school property, at school activities, or on school transportation shall 
immediately report the possession of a weapon to the administration. The principal shall provide information regarding violations of this Policy to the 
Office for Safe School of the Department of Education. 
 
PROCEDURES: 
When the administration receives a report, or otherwise learns, that a student is in possession of a weapon, the following actions will be taken: 

● The student will be immediately taken to the principal’s office where the student will remain until his or her parent or guardian arrives. 
● The weapon or item considered to be a weapon shall be immediately confiscated and secured. 
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● The incident will be reported to the student’s parent or guardian. 
● The incident will be reported immediately to the police. 
● The administration shall immediately suspend the student for ten (10) days or conduct a hearing on the matter whichever is shorter. 
● Judiciary hearing 
● The administration shall recommend expulsion from school for a minimum of one (1) year. Any student found to be in possession of a weapon 

in violation of this Policy is subject to mandatory expulsion for a minimum of one (1) year. 
● Probation and parole case workers will be notified of any violations of school rules and regulations including truancy. 
● There will be daily metal detector sweeps. These may be announced, random and unannounced. All students and staff must participate in the 

metal detector sweeps. Roberto Clemente Charter School shall have the right, for the safety of students and staff, to conduct searches on 
students and their lockers, if contraband is suspected. 

● Contraband shall be defined as any and all of the following: items prohibited by law, items prohibited to be possessed by minors, any weapons, 
any item that has been used as a weapon, incendiary devices and prohibited electronic devices. 

 
Level 4 - Sexual Harassment/Violations of the School’s Title IX Policy 
Title IX of the Education Amendments of 1972, 20 U.S.C. §1681 et seq., protects students from discrimination based on sex in educational programs or 
activities that receive Federal financial assistance. Title IX states: 
 
No person shall, on the basis of sex, be excluded from participation in, be denied the benefits of, or be subjected to discrimination under any academic, 
extracurricular, research, occupational training, or other education program or activity operated by a recipient, which receives Federal financial 
assistance. 
 
Title IX covers sexual harassment that happens in a school’s “education program or activity.” This includes locations, events, and circumstances where a 
school exercises substantial control over the context of the alleged harassment and the person accused of committing the sexual harassment. 
 
Sexual harassment, pursuant to the Title IX regulations, is defined as: 
- Unwelcome conduct determined by a reasonable person to be so severe, pervasive, and objectively offensive that it effectively denies a person equal 
access to the school’s education program or activity. 
- School employee conditioning educational benefits on participation in unwelcome sexual conduct, otherwise known as “Quid pro Quo,” harassment. 
- “Sexual assault,” as defined in 20 U.S.C. 1092(f)(6)(A)(v) “dating violence,” as defined in 34 U.S.C. 12291(a)(10) “domestic violence,” as defined in 34 
U.S.C. 12291(a)(8), or “stalking” as defined in 34 U.S.C. 12291(a)(30) 
 
Any individual who feels he/she has been subjected to any act of sexual should communicate immediately with a staff member, and/or principal for 
further investigation.  The Title IX complaint procedures and grievance procedures are posted on the School’s website, and can be found here. 
 
Any individual who is found to be responsible for sexual harassment following the Title IX grievance process will be subject to appropriate discipline, 
including expulsion from school. 
 
Level 4 - Anti-Bullying/Harassment Policy 
The Roberto Clemente Charter School prohibits acts of harassment or bullying. The Board of Trustees has determined that a safe and civil environment 
in school is necessary for students to learn and achieve high academic standards. Harassment or bullying, like other disruptive or violent behaviors, is 
conduct that disrupts both a student’s ability to learn and a school’s ability to educate its students in a safe environment. Demonstration of appropriate 
behavior, treating others with civility and respect, and refusing to tolerate harassment or bullying is expected of administrators, faculty, staff, and 
volunteers to provide positive examples for student behavior. 
 
"Harassment or bullying" is any gesture or written, verbal, graphic, or physical act (including electronically transmitted acts – i.e. internet, cell phone, or 
wireless handheld device) that is reasonably perceived as being motivated either by any actual or perceived characteristic, such as race, color, religion, 
ancestry, national origin, gender, sexual orientation, gender identity and expression; or a mental, physical, or sensory disability or impairment; or by any 
other distinguishing characteristic. Such behavior is considered harassment or bullying whether it takes place on or off school property, at any school-
sponsored function, or in a school vehicle. If it is initiated off school grounds, the school will take the appropriate measures to contact the proper 
authorities. 
 
All RCCS students have the right to be educated in an environment free of discriminatory practices, including unlawful harassment. The Board of 
Trustees is committed to establishing and maintaining an educational environment free from unwelcome sexual conduct, either verbal or physical, for all 
students. This policy applies to third parties. The term harassment includes but is not limited to repeated, unwelcome and offensive slurs, jokes, or other 
verbal, graphic or physical conduct relating to an individual’s race, color, religion, ancestry, gender, sexual orientation, national origin, age or 
handicap/disability that create an intimidating, hostile or offensive educational environment. 
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Bullying is defined as intentional electronic, written, verbal, visual, or physical act and/or series of acts directed at another student or students that is 
severe, persistent or pervasive and has the effect of doing the following: (1) Substantial interference with a student’s education; (2) Creation of a 
threatening environment; (3) It occurs within an interpersonal relationship where there is an imbalance of power (e.g. one person is physically larger, 
stronger, mentally quicker, or socially more powerful); (4) Substantial disruption of the orderly operation of the school. This includes cyber bullying. 
Students who are being bullied are encouraged to promptly report such incidents to a teacher, guidance counselor or building administrator. 
The Roberto Clemente Charter School Board of Trustees expects students to conduct themselves in a manner in keeping with their levels of 
development, maturity, and demonstrated capabilities with a proper regard for the rights and welfare of other students, school staff, volunteers, and 
contractors. 
 
The Roberto Clemente Charter School Board of Trustees believes standards for student behavior must be set cooperatively through interaction among 
the students, parents or guardians, staff, and community members of the school district, thereby producing an atmosphere which encourages the 
students to grow in self-discipline. The development of this atmosphere requires respect for self and others, as well as for district and community property 
on the part of students, staff, and community members. 
 
The Roberto Clemente Charter School Board of Trustees believes that the best discipline is self-imposed, and is the responsibility of staff, as monitored 
by the dean of students, to use disciplinary situations as opportunities for helping students learn to assume responsibility and the consequences of their 
behavior. Staff members who interact with students shall apply best practices as defined in the Code of Conduct to prevent discipline problems and 
encourage students’ abilities to develop self-discipline. 
 
Since bystander support of harassment or bullying can support these behaviors, the school prohibits both active and passive support for acts of 
harassment or bullying. The staff should encourage students to support students constructively in an attempt to stop them or report them to the 
designated authority. 
 
The Roberto Clemente Charter School Board of Trustees requires its school administrators to develop and implement procedures that ensure both the 
appropriate consequences and remedial responses to a student or staff member who commits one or more acts of harassment or bullying. The following 
factors, at a minimum, shall be given full consideration by school administrators in the development of the procedures for determining appropriate 
consequences and remedial measures for each act of harassment or bullying. 
 
Factors for Determining Consequences 

● Age, development, and maturity levels of the parties involved 
● Degree of harm 
● Surrounding circumstances 
● Nature and severity of the behavior(s) 
● Incidences of past or continuing pattern(s) of behavior 
● Relationship between the parties involved 
● Context in which the alleged incident(s) occurred 

 
Factors for Determining Remedial Measures  
Personal 

● Life skill competencies 
● Social relationships 
● Strengths 
● Talents 
● Traits 
● Interests 
● Hobbies 
● Extra-curricular activities 
● Classroom participation 
● Academic performance 

 
Environmental 

● School climate 
● Student-staff relationships and staff behavior toward the student 
● General staff management of classrooms or other educational environments 
● Staff ability to prevent and de-escalate difficult or inflammatory situations 
● Social-emotional and behavioral supports 
● Social relationships 
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● Community activities 
● Neighborhood culture 
● Family situation 

 
Consequences and appropriate remedial actions for a student or staff member who commits one or more acts of harassment or bullying may range from 
positive behavioral interventions up to and including suspension or expulsion, in the case of a student, or suspension or termination in the case of an 
employee, as set forth in the Board of Trustees approved Code of Student Conduct or Employee Handbook. RCCS has a “No Tolerance” policy toward 
Bullying and strictly enforces this policy at all times. 
 
Consequences for a student who commits an act of harassment or bullying shall be unique to the individual incident and will vary in method and severity 
according to the nature of the behavior, the developmental age of the student, and the student’s history of problem behaviors and performance, and must 
be consistent with the Board of Trustees’ approved Code of Student Conduct. Remedial measures shall be designed to: correct the problem behavior; 
prevent another occurrence of the behavior; and protect the victim of the act. Effective discipline should employ a school-wide approach to adopt a rubric 
of bullying offenses and the associated consequences. The consequences and remedial measures may include, but are not limited to, the examples 
listed below: 
Examples of Consequences 

● Temporary removal from the classroom 
● Loss of school privileges or exclusion from school sponsored activities 
● Classroom or administrative detention 
● Referral to dean of students or principal 
● Counseling within school 
● Referral to counseling/therapy outside of school 
● Detention 
● In-school suspension or temporary, alternative placement 
● Out-of-school suspension 
● Referral to law enforcement officials 
● Expulsion or termination procedures as approved by RCCS Board of Trustees 

 
Examples of Remedial Measures  
Personal 

● Framing the aggressive behavior as a failed attempt to solve a real problem or reach a goal. The guidance counselor or dean of students 
assists the misbehaving student to find a better way to solve the problem or meet the goal 

● Peer support groups 
● Corrective instruction or other relevant learning or service experience 
● Supportive discipline to increase accountability for the bullying offense 
● Supportive interventions, including participation of an Intervention and Referral Services team (SAP Team or other), peer mediation, etc. 
● Behavioral assessment or evaluation, including, but not limited to, a referral to the SAP Team, as appropriate 
● Behavioral management plan, with benchmarks that are closely monitored 
● Referral to dean of students 
● Student counseling (guidance counselor) 
● Parent conferences (staff and/or administration as necessary) 

 
Environmental (Classroom, School Building) 

● Set a time, place, and person to help the bully reflect on the offending behavior, maintaining an emotionally-neutral and strength-based 
approach 

● School and community surveys or other strategies for determining the conditions contributing to harassment, intimidation, or bullying 
● School climate improvement 
● Adoption of research-based, systemic bullying prevention programs 
● Modifications of schedules and adjustment in hallway traffic 
● Modifications in student routes or patterns traveling to and from school 
● Targeted use of monitors (e.g., hallway, cafeteria, bus) 
● General professional development programs 
● Disciplinary action for school staff who contributed to the problem 
● Parent conferences 
● Referral to community based counseling 
● Involvement of parent-teacher organizations 
● Involvement of community-based organizations 



   

 

 

33 

 
 
2025-2026 Student/Parent Handbook                                                                          
Board Approved __________________  

 

● Development of a general bullying response plan 
● Peer support groups 
● Law enforcement involvement (e.g., probation officer, police officer) 

 
The Roberto Clemente Charter School Board of Trustees requires the principal and/or the principal’s designee to be responsible for receiving complaints 
alleging violations of this policy. All school employees are required to report alleged violations of this policy to the principal or the principal’s designee. 
 
All other members of the school community, including students, parents, volunteers, and visitors, are encouraged to report any act that may be a violation 
of this policy. Reports may be made anonymously, but formal disciplinary action may not be based solely on the basis of an anonymous report. 
 
The Roberto Clemente Charter School Board of Trustees requires the principal and/or the principal’s designee to be responsible for determining whether 
an alleged act constitutes a violation of this policy. In so doing, the principal and/or the principal’s designee shall conduct a prompt, thorough, and 
complete investigation of each alleged incident. The investigation is to be completed within three school days after a report or complaint is made. 
 
The Roberto Clemente Charter School Board of Trustees prohibits reprisal or retaliation against any person who reports an act of harassment or bullying. 
The consequences and appropriate remedial action for a person who engages in reprisal or retaliation shall be determined by the administrator after 
consideration of the nature, severity, and circumstances of the act. 
 
The Roberto Clemente Charter School Board of Trustees prohibits any person from falsely accusing another as a means of harassment or bullying. The 
consequences and appropriate remedial action for a person found to have falsely accused another as a means of harassment or bullying may range from 
positive behavioral interventions up to and including suspension or expulsion. Consequences and appropriate remedial action for a school employee 
found to have falsely accused another as a means of harassment or bullying shall be disciplined in accordance with school policies, procedures, and 
agreements. 
 
The Roberto Clemente Charter School Board of Trustees requires school officials to annually disseminate the policy to all school staff, students, and 
parents, along with a statement explaining that it applies to all applicable acts of harassment and bullying that occur on school property, at school-
sponsored functions, or on a school bus. The principal shall develop an annual process for discussing the school district policy on harassment and 
bullying with students and staff. 
 
The Roberto Clemente Charter School shall incorporate information regarding the policy against harassment or bullying into the RCCS School Employee 
Training Program. 
 
Students breaking the law will be referred to the police. This includes vandalism, destroying school property, assault, and the possession and/or 
distribution of weapons and illegal drugs. 
 
Guidelines and Procedures 
Notification of the Allentown Police Department/Law Enforcement Authority when incident involves children with disabilities 

1. If a child with a disability commits an incident of misconduct, school administrators and the Allentown Police Department should take into 
consideration that the child’s behavior may be a manifestation of the disability and there may be no intent to commit an unlawful act. A child 
with a disability under this subsection shall mean a student with an IEP, a protected handicapped student with a service agreement that 
includes a behavior support plan, or such student for whom an evaluation is pending. 

2. In the event a child with a disability commits a mandatory notification offense according to the PA Safe School Act, RCCS must provide 
immediate notification to the Allentown Police Department regardless of the disability. Those notifications will state that the child has an IEP or 
a service agreement that includes a behavior support plan and may include Roberto Clemente’s recommendation that police intervention may 
not be required and that RCCS will act to address the student’s behavior as required by applicable federal and state law and regulations. 

3. In the event a child with a disability commits a discretionary offense and RCCS does not believe that police intervention is necessary, RCCS 
will address the student's behavioral needs as required by applicable federal and state law and regulations. 

4. Roberto Clemente Charter School, when reporting an offense committed by a child with a disability, should ensure that copies of the special 
education and disciplinary records of the child are transmitted for consideration by the appropriate authorities to the Allentown Police 
Department. 

5. Roberto Clemente Charter School, when reporting an incident under this section, may transmit copies of the child’s special education and 
disciplinary records only to the extent that the transmission is permitted by FERPA. 

Response and Handling of a Student with a Disability 
1. Roberto Clemente shall provide to the Allentown Police Department a copy of its procedures on behavior support services each time they are 

revised by Roberto Clemente Charter School. 
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2. Roberto Clemente Charter School shall invite representatives of the Allentown Police Department to participate in the training in the use of 
positive behavior supports, de-escalation techniques and appropriate responses to student behavior that may require immediate intervention, 
as provided by RCCS’s special education plan. 

3. When a student with a disability commits an incident listed in the Safe Schools Act as mandatory or discretionary reporting, Roberto Clemente 
Charter School shall respond in a manner that is consistent with the training provided and in accordance with RCCS’s special education plan 
and, if applicable, with the procedures, methods and techniques defined in the student’s behavior support plan. 

4. When a protected handicapped student or a student who have physical, mental or health impairments but, is not eligible as defined by Chapter 
14 or 711 to special education services and programs, commits an incident listed as mandatory or discretionary in the Safe Schools Act, 
RCCS, shall respond in a manner that is consistent with the student’s service agreement or written agreement between the school and parents. 

5. If a student with a disability has a positive behavior support plan and commits an incident listed as mandatory or discretionary reporting to local 
police, RCCS shall act in accordance with the student positive behavior support plan. 

6. If a protected handicapped student whose agreement includes a positive behavior support plan, and commits an incident listed as mandatory 
reporting to local police, RCCS, shall act according to the student positive behavior support plan. 

7. If a student with a disability, who does not have a positive behavior support plan, commits an incident listed as mandatory reporting to local 
police, RCCS shall convene the student’s IEP team. At this meeting, the IEP team shall consider whether a positive behavior support plan 
should be developed to address the student’s behavior. 

8. If a protected handicapped student whose service agreement does not include a positive behavior support plan, commits an incident listed as 
mandatory reporting to local police, RCCS the school entity, in consultation with the student’s parents, shall consider whether a positive 
behavior support plan should be developed as part of the service agreement to address the student’s behavior. 
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Handbook Signature Instructions 
Instrucciones para Firmar el Manual 

 

Please complete the following steps regarding the Student/Parent 
Handbook: 

Por favor complete los siguientes pasos con respecto a la manual 
para estudiantes/padres: 

1. Read the Student/Parent Handbook in its entirety. 
2. Sign the Student/Parent Handbook Agreement  
3. Return the Student/Parent Handbook Agreement  

1. Lea el Manual de Padres y Alumnos en su totalidad. 
2.  Firmar el formulario Acuerdo del Manual de 

Padres y Alumnos  
3. Regresar el formulario Acuerdo del Manual de 

Padres y Alumnos  

 
Roberto Clemente Charter School: Elementary 

Student/Parent Handbook Agreement 
 
The administration of the Roberto Clemente Charter School: Elementary (RCCS) has developed this handbook for the benefit of 
all the parents, students, and faculty.  This handbook is designed to provide not only the rules and regulations, but also guidelines 
for proper behavior for all students. All students and parents/guardians must follow the rules and regulations in this handbook.  
Any parent/guardian or student who does not comply with the rules and regulations of RCCS runs the risk of losing the student’s 
slot for the following year. 
 
As parent and/or guardian of a charter school student, you should read this handbook, share it with your child, and make sure 
you understand all of its contents.  You and your child will be held responsible for the information it contains.   
 
The administration of this school will rely on professional judgment and common sense when dealing with student situations that 
arise throughout the school year. 
 
Student and Parents/legal guardians must sign this handbook agreement below.   
 
We have read, understand, and agree to the policies described in this handbook.  
 
     Student Name: _____________________________________ Grade______       

                                  
Homeroom Teacher’s Name_______________________________________ 

 
     Parent(s)/Guardian Name(s):______________________________________ 
 
     Parent(s)/Guardian(s) Signature:  __________________________________ 
 
     Date:  ________________________________________________________ 
 

Principal Acknowledgement:  ___________________________________ 
 
The signature page is due to the homeroom teacher or main office as soon as possible. This signed agreement will be 
placed in student files as proof as both parent/legal guardian and student have read, understand, and agreed to policies 
described in this handbook. 
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General Information 
Mission 
Roberto Clemente Charter School (RCCS) is a neighborhood school that was founded in 1999 by the Hispanic American Organization. RCCS is a small 
learning community school that inspires and educates students to maximize their success. We provide students with a rigorous academic foundation 
using a holistic approach. We challenge students to excel and to acquire the knowledge and skills they will need to be successful in college, at a 
secondary level of study, and as life-long learners. 
 
Community Spirit 
At RCCS, our goal is to create a climate conducive to teaching and learning that embraces a multicultural perspective.  We want to build a culture that is 
caring, respectful, supportive, welcoming, and has high expectations.       

 

School of Choice 
Since RCCS is a school of choice, enrolled students and their parents/guardians are required to adhere strictly to the rules and regulations as described 
in this handbook. This handbook has been prepared, written, and approved by the school administrators and the Board of Trustees.  Feedback from 
school-community stakeholders including staff, parents, and families was considered in this process. Violations of the school rules and regulations may 
lead to serious consequences including dismissal. To avoid unnecessary violations of the school's discipline policies, parents/guardians and students 
should read the Student/Parent Handbook thoroughly prior to enrollment with RCCS.   
 

Vision: Future State: What We Envision- An Early College Model Program 
● Parents who work cooperatively with the school; support the school's rules, policies, and expectations; provide the time and support at home 

for their child's academic work; promptly inform the teacher/school of any pertinent medical, family, home and learning problems, and ensure 
that their child attends school daily, on time, in uniform and ready to learn. 

● Students who are responsible; abide by all rules and expectations of behavior; treat adults, other students, school property, and others with 
respect; participate in class, complete, and turn in class work and homework; are highly motivated; engage in meaningful activities; are able to 
work independently and in groups, and engage in the social and political world. 

● A Professional Community that uses reflective dialogue; develops relationships among teachers and are mentors and advisors for students; 
has professional collaborations; shares norms and values where professionals meet to identify what they have in common; and has a collective 
focus on students’ learning where the priority is placed on activities that promote student growth. 

● A School Community in which students, teachers, administrators, parents, and community members are all learners; share common values, 
ideas, and commitments; and embrace a multicultural perspective and a collaborative approach with local resources to maximize student 
success. 

● Curriculum & Instruction that provides for small classroom size; individualized instruction; academic rigor with an emphasis in standards-
based learning; emphasis in reading and writing across content areas; proper assessments to verify progress; lively discussions and critical 
thinking; relevant, real-world context; active problem finding and problem solving; national best practices, and character development and 
increased social skills. 

● A Climate which is safe and supportive; welcoming and caring; collaborative; exciting; multicultural; filled with school pride; respectful; and high 
in its expectations. 
 

Profile of a Successful RCCS Learner (see Appendix A) 
The Profile of a Successful RCCS learner defines the desired attributes of RCCS students. All RCCS students are expected to actively develop and 
display these attributes in their everyday lives.  Families are expected to encourage and support the development of these attributes in their students.  
 
Objectives 
RCCS is committed to the education of the whole person with the following objectives: 

1. To instill a strong sense of responsibility towards oneself and society. 
2. To challenge each student to uphold a positive attitude and to conduct him or herself with dignity, respect, and responsibility. 
3. To address student's emotional and social growth by providing individual and group counseling that develop self-esteem and appropriate socialization skills. 
4. To offer a well-rounded curriculum that utilizes technology, so that each student may meet the challenges of a global community with a solid educational 

foundation. 
5. To prepare each student to be successful in college, secondary level of study, and as a life-long learner.   
6. To provide each student with opportunities to develop critical thinking, independence of thought, and a life-long love for learning. 
7. To equip each student with knowledge and skills to make successful choices for his or her future and life career. 
8. To offer opportunities for community service and experiences wherein each student will learn to be sensitive and caring toward others. 
9. To promote character development, respect for others, and self-respect. 
10. To encourage respect and appreciation of the individual differences among students and their cultural and linguistic backgrounds. 
11. To encourage respect for every student's right to learn and every teacher's right to teach. 
12. To nurture developing skills as well as foster the discovery of hidden talents and leadership potential. 
13. To meet the needs and interest of each student through innovation and technology. 
14. To energize school spirit by offering extracurricular activities. 
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Academics 
Student Report Cards 
Report cards are issued quarterly. A student who earns below 60 in any subject area may be required to attend the after-school tutoring program and/or 
the summer program. Each student will be evaluated on a case-by-case basis. Report cards are a record of student academic achievement. Teacher 
comments are included during each quarterly report card. It is important that RCCS families review and discuss their child’s report card with their child, 
teachers, as well as with the principal, dean of students, and/or school counselor if necessary.  
 

Marking Period Dates 
            First Marking Period…………………. August 25, 2025- October 29, 2025 
            Second Marking Period……………… October 30, 2025 – January 23, 2026 
            Third Marking Period………………...  January 27, 2026 – April 1, 2026 
            Fourth Marking Period……………….  April 8, 2026 – June 10, 2026 
 
Student Grading 
The middle/high school utilizes an A through F grading system to demonstrate mastery of the PA Core Standards. How students are evaluated in each 
class depends upon several factors determined by the course, the curriculum, and teacher requirements.  Students will be graded using several 
assessment tools as developed by each classroom teacher. Students can earn the following performance level distinctions in their academic content 
courses: 
 

Grade Point Average (GPA) Scale 
A:  90+ 
B:  80-89 
C:  70-79 
D:  60-69 
F:  59 and below 
P:  Pass (for credit only, does not affect GPA) 
F:  Fail (for credit only, does not affect GPA) 
I:  Incomplete (An incomplete will only be granted for extenuating circumstances and with the approval of the principal. All make up work must be 
completed within the designated timeframe.) 
 
Students who fail four or more core academic subjects may be retained for the upcoming academic year. 
 
Honors Criteria 
A student may be enrolled in an Honors sections of a course if they earn and maintain a B/80% or higher average or are recommended by a teacher. 
 
Honor Roll 
A student will be recognized on the quarterly Honor Roll by earning the following criteria: 

● A quarterly GPA for all courses (core course, electives, and unified arts) of: 

o 3.5 or higher with no C’s= honor roll nomination 

o 3.7 or higher with no C’s= high honor roll nomination 

● Zero disciplinary incidents resulting in a suspension during the given quarter 

Graduation Requirements  
To graduate, students must meet the following requirements: 

● Attainment of 24 academic credits as per Roberto Clemente Charter School graduation requirements 
● Proficient/Advanced score on standardized assessments, or one of the alternatives which include: 

o Demonstrate proficiency in English and Mathematics through a standardized assessment.  
o Retake the Keystone Exam in the senior year and demonstrate proficiency in the content areas where proficiency was not previously 

attained.  
o Take the SAT and score at least 900 as a combined total of the verbal and mathematics sections. 
o Obtain a senior-year grade point average (GPA) of at least 2.50. 

● Successful completion of the graduation project 
● Completion of 25 hours of community service  
● 90% attendance rate for the full senior year  
● Payment of all outstanding debts 

 
Authentic Work 
Students are expected to produce authentic academic work that is unique to their skills and abilities.  Students found to be copying or plagiarizing the 
work of others or utilizing artificial intelligence to replace or supplant their authentic work will be disciplined according to the Code of Conduct. 
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Class Attendance (Grades 6-11) 
Attendance in each class and to school, separately, is necessary for any student to pass his/her classes in each marking period. Students are required to 
have at least 90% attendance in every class to pass each marking period. In addition, students are required to maintain at least 90% attendance of the 
enrollment for the given school year to be promoted to the next grade level. Only students with exceptional circumstances may be granted an exemption 
by the building principal.   (See School Procedures, Policies & Regulations: Attendance for more information) 
 
Homework Policy 
Students are required to complete all assigned homework, including that which is assigned when they are absent from school.  If a student fails to make 
up any assigned work, it will be recorded as a zero. 
 

Multidisciplinary Project (MDP)                                                                                                                                                  
The Multidisciplinary Project (MDP) is a project aimed at fulfilling PA Career Education and Work Standards. The project may be completed by students 
individually, in partnerships, and/or cooperative groups. Students showcase their project in a presentation to staff, students, and families.   
 
English Language Development 
English Language Development (ELD) programming is available at RCCS.  RCCS adheres to federal and state policies and procedures regarding 
English Learners (ELs).  RCCS utilizes “sheltered” English instructional methods.  All ELs receive language support through ESL teachers, content-area 
teachers, and instructional aides.  Students may be screened for ELD services based on the Home Language Survey filled out by parent(s)/guardian(s) 
upon enrollment into the school and/or on a review of student records.  Please visit www.myrccs.com for more ELD information. 
 

Special Education 
Child Find Screening 
RCCS undertakes screening activities before referring students for a multidisciplinary team evaluation. Screening activities could involve Multi-Tiered 
System of Supports, commonly referred to as the “MTSS,” or an alternative screening process. Regardless of the particular screening method employed, 
the screening process must include (1) periodic vision and hearing assessments by the school nurse as mandated by the School Code and (2) screening 
at reasonable intervals to determine whether all students are performing based on grade-appropriate standards in core academic subjects. If screening 
activities produce little or no improvement after a reasonable period of intervention or remediation, the child will then be referred for a multidisciplinary 
team evaluation. Parents who wish to request screening and evaluation for their child may do so by contacting the principal in their child’s school building.  
 

Multidisciplinary Team Evaluations  
RCCS must conduct a multidisciplinary team evaluation of every child who is thought to have a disability. The multidisciplinary team is a group of 
professionals who are trained in and experienced with the testing, assessment, and observation of children to determine whether they have disabilities 
and, if so, to identify their primary educational strengths and needs. Parents are also members of the multidisciplinary team. RCCS must reevaluate 
school-age students receiving special education services every three years and must reevaluate children with intellectual disabilities and pre-school-age 
children receiving special education services every two years. Parents may request a multidisciplinary team evaluation of their children at any time. They 
must do so in writing. Every public school has a procedure in place by which parents can request an evaluation. For information about these procedures, 
contact the principal.  
 
Preschool Children with Special Needs  
Children preschool age three through five, are served by the Carbon Lehigh Intermediate Unit in a variety of home and school-based settings that 
consider the chronological and developmental age and primary needs of the child. As with school age programs, preschool programs must ensure that to 
the maximum extent appropriate, children with disabilities are educated with non-disabled peers at no cost to the parent. Parents who have questions 
regarding their child’s seeing, hearing, learning, talking, moving about, manipulating objects, understanding, showing emotions, getting along with others, 
playing with toys, and/or taking care of himself/herself may obtain information about screening, evaluation, programs, therapy, parent involvement, and 
referral to community agencies by calling or writing the Carbon Lehigh Intermediate Unit (CLIU 21), Early Intervention Services, 4210 Independence 
Drive, Schnecksville, Pennsylvania 18078-2580. The telephone number for the Early Intervention Program is (610) 769-4111 ext. 1256. 
 
Notice of Special Education Services  
RCCS provides special education and related services to children with disabilities who are ages five through twenty-two. To review the Notice of Special 
Education Services and Family Educational Rights and Privacy Act (FERPA) Notice, please visit www.myrccs.com. 

 
Summer School Policies 

Purpose 
Summer school is provided to students in need of remediation to demonstrate improvement towards academic expectations. Students will be provided 
with the opportunity to remediate a maximum of three courses during the summer school program.  Additionally, students failing to meet defined 
attendance expectations may be required to attend the summer program to make up for lost instructional time. 
 
Criteria for Participation 
Students who earn below 60% may be required to attend the summer school program.  Official notification regarding participation in the summer program 
will be made upon final grade verification at the conclusion of the 4th marking period. 

http://www.myrccs.com/
http://www.myrccs.com/
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Attendance 
Students are required to attend the entirety of their assigned summer school program. Absences will only be granted with principal approval. Unexcused 
absences will result in dismissal from the summer school program.  
 
The updating of final grades will be dependent upon the student’s academic performance and attendance during the summer program.  Students who fail 
a course during the summer program will be required to retake the course to earn the required credits. Students who fail to attend the summer program, 
stop attending the summer program, or who are dismissed due to behavior, will also be required to repeat the course during the next academic year.  Any 
student who fails to earn a “C” during the summer program may be required to participate in the after-school tutoring program during the following 
academic year. 
 

Offered Courses 
RCCS offers core courses (English, Math, Science, and Social Studies) during the summer school program.  Elective credits must be made up during the 
next school year unless an alternative method is approved by school administration.   
   

Student Services 
School Counselor 
Students work with a school counselor who will assist them with social, emotional, and academic concerns. The counselor will be available by 
appointment during school hours. Please contact the school counselor to make an appointment. 
 

Student Assistance Program (SAP) 
The SAP team at RCCS aids students who exhibit barriers preventing academic success. The SAP team is a confidential team composed of specially 
trained teachers, school counselors, school administrators, and other school employees, who work to provide services to help students overcome 
barriers to learning.   
 

Health Services 
The health room will be available as needed for students who require either urgent or chronic medical care. If your student has a chronic medical 
condition (such as asthma, seizures, diabetes, food allergies, etc.), please ensure that the school nurse is aware of the condition and that any medication 
that may be needed during the school day has been provided to the health room. If your child has special dietary restrictions, please provide the following 
form for a medical professional to complete. Dietary Restriction Form.  
 

Students who become ill during the school day should first inform their teacher and request to go to the health room. Ill students presenting to the health 
room will be evaluated by a nurse. Students who are not deemed excessively ill by the nurse are encouraged to return to class. If your child has a 
temperature of 100.4 degrees Fahrenheit or higher, you will be contacted by the school and expected to pick up your child within one hour.  If 
the school is unable to locate the parent/guardian, then it will attempt to contact individuals on the emergency contact list. Students dismissed by the 
nurse due to fever are required to remain home until they have been fever-free for 24 hours without the use of fever-reducing medication. 
 

If your child is feeling ill in the morning, please keep them home if their temperature is greater than 100 degrees Fahrenheit, or if they had a fever the 
previous night, if they have vomited, or if they are experiencing diarrhea. Please keep your child home until they are fever free or symptom free for 
24 hours without the use of medication. 
 

If your student or any member of your household is experiencing Covid-like symptoms, please have them tested immediately. RCCS will follow the 
communicable disease guidelines established by the Pennsylvania Department of Health (PADOH) and the Centers for Disease Control (CDC). RCCS 
asks that you notify the School Nurse of any positive cases of Covid-19 in your household. The school nurse will provide you with guidance for a safe 
return to school for your child. 
 

At times throughout the school year, your child will be dismissed from class to complete state-mandated health screenings that may include height, 
weight, vision, hearing, or scoliosis screening. If the screening indicates the need for a more thorough evaluation by your medical provider, your child will 
receive a referral from RCCS. Please have the referral completed by your family provider and return the referral form to the school. If you need 
assistance locating a provider, please contact the school nurse. 
  
If you discover your child has lice, please keep them at home and treat them with an over-the-counter treatment.   Contact the school nurse to notify the 
school and to receive information regarding successful re-admission procedures. 
 

Health Requirements 
Upon original entrance to RCCS, students are required to provide current immunization records as well as both a physical and dental examination 
completed within the past year. These records are kept on file at the school. Failure to provide proof of current required immunizations may lead to denial 
of attendance at RCCS until the proper documentation is received by the school. Additional physical examinations are also required in Grade 6 and 
Grade 11. Dental examinations are also required again in Grade 3 and Grade 7. Current and required health forms must be filed with the school 
nurse in order for students to participate in extracurricular activities or field trips Parents should contact the school nurse to ensure that their child 
has received all required vaccinations and has completed all necessary examinations. 

https://www.health.pa.gov/topics/Documents/School%20Health/Medical%20Plan%20of%20Care%20SNP.pdf
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Medication 
Please contact the school nurse if your student requires either physician-prescribed medication or an over-the-counter medication which must be given at 
school.  RCCS must receive signed, written permission from the parent and the prescribing doctor for the school to administer any medications to 
students.  The medication permission form must include the name of the medication and instructions for its administration (time and dosage). A parent or 
an adult must deliver the medication to the school. If students are found in possession of either a physician-prescribed medication or an over-the-counter 
medication, the parent will be required to come to the school to meet with school staff. In such an instance, disciplinary consequences may apply.  
Medication permission forms are available from the RCCS school nurse. 
 
RCCS’ Health Services has obtained written medication orders from the school physician for the treatment of a variety of injuries and minor illnesses that 
may occur during the school day. These medications include: 

cough drops wound wash Vaseline 
saline eye wash Visine allergy eye drops triple antibiotic ointment 

Caladryl anti-itch lotion sting kill for insect stings Tums (at the secondary level only} 
 Benadryl (for use in an allergic emergency, not for daily 

allergies) 
 

If you do not wish for your child to receive one or more of these standard medications, please notify the school nurse. 
 

Physical Education Classes 
All students are required to take physical education as scheduled, unless excused because of physical limitations. In case of  
such limitations, a physician should indicate in writing the reason for excusing the student from physical education class. If a student is unable to 
participate in physical education class for more than one week due to a physical ailment, an excuse from the doctor is required. A doctor must also give 
permission for a student who has a known physical disability to participate in physical education.   
 

School Procedures, Policies, and Regulations 
School Day Hours 
The school day hours for the 2024-2025 school year are 7:45 a.m. – 3:00 p.m.   Please see the detailed scheduled below: 
 

7:30 a.m.- 7:45 a.m.     Student Arrival and Breakfast 
7:45 a.m. – 3:00 p.m.      Academics (with lunches) 
3:00 p.m.                   Dismissal 

 

Attendance 
Regular school attendance is vital to academic success. A student who is absent frequently will not be able to achieve their potential ability because of 
missed work. Therefore, all middle and high school students are expected to report to school daily by 7:45 a.m., unless they have a legal excuse.   
 

RCCS adheres to provisions for attendance and truancy as required under Pennsylvania Compulsory Attendance Law (Pennsylvania Public School Code 
24 P.S. 13-1327). The RCCS Compulsory School Attendance, Unlawful Absences, and School Attendance Improvement Conferences policy provides 
additional guidance for families.  This policy is issued upon enrollment and annually during re-enrollment.  
 
Students must attend school from 7:45 a.m. to 3:00 p.m. in its entirety to be considered present for the school day. Students must be present at least four 
hours in a school day to have the day count as a full day of school.  
 

Legal or excused absences and late arrivals are defined as the following: 
● Illness of student 
● Death in the family of student    
● Court attendance                 

● Physical incapacity of the student 
● Impassable roads between the student’s home and the school 
● Suspension of the student 

 

If a student must be absent for any reason, the parent/guardian must: 
● For any absence between one and three days, provide a written note or send an email to attendanceMHS@myrccs.com detailing the reason 

for your child’s absence. The note must include:  
o the child’s name 
o the date(s) of the absence and the reason for the absence. 
o the parent/guardian signature or be sent from the parent/guardian’s email address on file. 

● If the illness continues for more than 3 days, it is required to have a doctor’s note detailing the reason for the absence. Certain circumstances 
may warrant a doctor’s note before a student will be allowed to return to school. 

 
 
 
 
 
 

https://drive.google.com/file/d/1N4G-FnEa8DYkWmEpnEnCkVv72TEtw1eC/view?usp=sharing
mailto:attendanceMHS@myrccs.com
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*A written excuse must be submitted to the main office within 3 days of the absence for it to be excused.  A written excuse must be provided, 
whether or not a parent called in the absence.  If no written excuse is provided, the absence will be considered unlawful/unexcused.  Once an 
unlawful/unexcused absence is recorded, RCCS will not make changes. 
 
*A doctor’s note is required for extended illness absences and for a student who has had more than 10 excused and/or unexcused absences 
during the school year. Failure to provide a doctor’s excuse will result in an illegal absence. 
 
Students who are absent with a legal excuse will be permitted to make up any work that was missed.  It is the student’s responsibility to make up any 
assignments within a reasonable amount of time.   
 

A written request for absences due to the following reasons must be submitted and approved by the principal before the expected absent day(s) in 
order for the absence to be excused: 

● Religious holiday 
● Educational trip 

 

Unlawful or unexcused absences and late arrivals are defined as the following: 
● Trips not approved by the Principal 
● Absence from or late arrival to school with the parent’s consent for reasons other than those considered excusable. 
● Absence or late arrival for which no legal excuse has been returned within 3 school days. 

 
 

Attendance: Truancy 
Truancy refers to when a student has 3 or more unexcused absences in the current school year. These absences do not need to be consecutive.  
Upon the 3rd unexcused absence, a student is considered truant. RCCS will issue notices to parents/guardians after the 1st and 2nd unexcused 
absences. A truancy notice will be issued to the student’s parent/guardian within 10 days of the student’s 3rd unexcused absence.  
 

Attendance: Habitual Truancy 
Habitual truancy refers to when a student has 6 or more unexcused absences in the current school year. These absences do not need to be 
consecutive.  Upon the 6th unexcused absence, a student is considered habitually truant.  
 
When a student is deemed habitually truant, RCCS will hold a school-based attendance improvement conference. A written notification will be sent to a 
student’s parent/guardian prior to the conference requesting their attendance at the conference. RCCS will still hold a school attendance improvement 
conference for a student if a parent does not attend the conference. At the attendance improvement conference, RCCS will create a plan to help a 
student attend school. 
 

After an attendance improvement conference is held and a plan is put in place, if a student has more one additional unexcused absence, RCCS will refer 
the student to either a community-based attendance improvement program or Children and Youth Services.  In addition, RCCS may file a citation against 
a student’s parent/guardian in district court.   
 
Any student who is absent illegally or unexcused for ten (10) consecutive days will be immediately dropped from the school’s rolls. 
 
School Tardiness  
All middle and high school students are expected to report to their homerooms no later than 7:45 a.m. Any student who is not seated in homeroom by 
7:45 a.m. is considered late/tardy.  Students that arrive late at school must report to the main office.  Students arriving after 8:00 a.m. must report to the 
main office and be signed in by a parent/guardian before being permitted to go to class.  If a student is late to school, a written note is required specifying 
the reason for the delay.   
 
Minutes late to school are attributed to a student’s attendance record and may be addressed through truancy procedures.   
 
After a middle or high school student accumulates three unexcused tardies, the parent/guardian will have a conference with the attendance officer.  After 
the student accumulates six unexcused tardies, the parent/guardian will have a conference with the principal. 
 
Tardiness to Class 
Students will be allowed two minutes to arrive at their class during school hours.  Tardiness to class will be handled as follows: 

● 0-4 minutes late:  Students will have a classroom consequence as outlined in the teacher’s classroom management plan. 

● More than 4 minutes late:  Student will be considered cutting class which is a level 2 violation according to the Code of Conduct. 

Leaving the Classroom 
Students must ask permission before leaving their classroom for any reason, including but not limited to using the bathroom or seeing the school nurse.  
Students must be issued a pass before leaving any classroom. Students are allowed 3 passes out of class per day. There will be no exceptions to this 
rule. Students may also use the bathroom during lunch.  
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Leaving School without Permission 
Students are not permitted to leave the school building under any circumstances without permission.  Students who leave the school without permission 
and wish to come back on the same day will not be permitted to re-enter the school.  Every attempt will be made to contact the parent or guardian of 
record to notify them that the student has left school.  Students who leave school without permission will be subject to immediate suspension and law 
enforcement will be notified. 
 
Dismissal for Appointments 
Should a student be scheduled for a medical appointment during school hours, a doctor’s or parent’;s note will be required to count the absence as 
legal/excused.  Please send a note or email to the school in advance specifying the date of the appointment and the time that your child will be picked 
up by a parent/guardian or emergency contact.  
 
All students who need to leave the school before dismissal time must be signed out and picked up by a parent/guardian or emergency contact.  If a 
person other than the parent or guardian will be picking up the student, this person must be included in the student’s emergency contact list 
and must present ID at the time of signing out the student.  
 
Family or Voluntary Trips 
To avoid interruption of your child’s educational program, we recommend that you schedule trips during the summer months or  
during holiday vacations when schools are closed.   
 

Trips requiring fewer than 3 school days of absence: Trips requiring 3 or more school days of absence: 

● The parent/guardian must send a note to the main office or an 
email to attendanceMHS@myrccs.com in advance of the trip 
specifying the nature of the trip and the dates on which the 
student will be absent.  

● A Leave of Absence Request Form must be submitted to the 
building principal at least two weeks in advance of the trip. 

 

Trips occurring during PSSA or Keystone testing windows will not be approved. 
 
Prior to the student leaving on the trip, the principal must approve the student’s absence. Please note that the parent/guardian assumes all responsibility 
for the student to make-up all missed work due to an extended absence. It is the student’s responsibility to obtain a list of assignments from his/her 
teachers prior to the extended trip. 
 

Regulations of the State of Pennsylvania provide that, upon written request from the parents/guardians of the student involved, the student may be 
excused from school attendance to participate in an educational tour or trip not sponsored by the school. The trip must be evaluated by the principal as 
being educational, and the adult supervision must be acceptable to both the principal and to the student’s parents/guardians.  The principal is designated 
to make the initial decision, based on information provided by the parents/guardians. 

1. This Leave of Absence Request must be submitted to the principal a minimum of two weeks prior to the trip except in an emergency.  

Parents/guardians will be notified if the request is approved or not. 

2. Request will be approved only if it is determined that the trip/tour is of educational value to the students or if there is a documented family 

emergency. 

3. Unless there are unusual or emergency circumstances, requests will not be approved for the first ten (10) days of school or during the state’s 

testing periods. 

4. If more than one child is making the trip, a separate request must be submitted to the principal for each child. 

5. No more than ten (10) school days will be approved for an educational trip/tour or family emergency in any school year. Special requests 

involving extraordinary circumstances or exceptional opportunities for learning should be discussed in person with the principal well in advance 

of the requested days of absence.  

6. Satisfactory academic achievement and the student’s attendance record will be considered in the approval of such a request. 

7. Please note that the parent/guardian assumes all responsibility for make-up work or failure due to an extended absence. It is the student’s 

responsibility to obtain a list of assignments from his/her teachers.  

Arrival Procedures  
All parents/guardians and/or designees are expected to follow drop-off procedures and designated traffic patterns during student arrival.  Upon arrival at 
school, all students are to enter through the designated entrances.  Middle school students are expected to arrive through the gym entrance.  High school 
students are expected to arrive through the 4th street entrance.  All students will undergo a safety screening upon entry. 
 

After undergoing a safety screening, students must either go to homeroom or to the cafeteria for breakfast.  No loitering in the halls is permitted. Any 
student who arrives after 7:43 a.m. must arrive through the main office.  Any student who arrives after 8:00 a.m. must arrive through the main office and 
be signed in by a parent/guardian. 
 

mailto:attendanceMHS@myrccs.com
https://drive.google.com/file/d/1P8rmH86f5U7jNoHdfTVXZHoCsUTAT76g/view?usp=sharing
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Dismissal Procedures  
It is the responsibility of the parent/guardian to contact the school by 2:00 p.m. if there is a change to their child’s transportation for that day.   
 
At the end of the school day, if the student is staying after school, the student must report to the designated area as soon as possible. Loitering is not 
permitted on school property.  
 

The school will not assume responsibility for your child after the school closes. Parents/guardians will be notified of after school and 
extracurricular activities and must plan to pick up their child promptly at the end of the activity. Parents must provide transportation within 15 minutes of 
the end of any activity ending after school hours.  Parents who fail to respond to requests to pick up their child may be referring to county children and 
youth services and/or law enforcement. 
 

After-School Activities Guidelines  
1. All school rules are in effect during all after-school programs.  To attend an after-school activity including athletics, the student must be present 

during the school day. 
2. There is to be no loitering outside the building after the after-school activity and students are not permitted to leave the activity and come back 

later.   
 

Emergency Phone Numbers 
It is extremely important that the RCCS have a record of telephone numbers to reach parents/guardians in the event of an illness or injury to your child 
during the school day. All families must provide at least 2 emergency contacts in addition to, and different from, the parents/guardians. Parents 
must update emergency contact information on the Sapphire Porta regularly.  
 
Bus Transportation 
Middle and high school students living 2.0 or more miles, in walking distance, from the school may be eligible for transportation services. Students must 
adhere to behavioral expectations for the bus to ensure student safety.  Students may be suspended from the bus for unsafe and/or inappropriate 
behaviors. As per the Pennsylvania Department of Education, “transportation is a privilege, not a right.” The principal or dean of students will handle 
disciplinary measures related to bus incidents. Students riding the bus will be given an additional copy of the bus rules that must be signed and returned 
by students and parents/guardians.  Middle and high school students residing within the Allentown School District who qualify for transportation will be 
provided with a LANTA bus pass. 
 
The following rules must be followed by all students riding the bus:  

1. No chewing gum or candy, eating, drinking, or smoking  
2. No personal electronic devices including: cell phones, tablets etc. 
3. No toys, games, or other non-instructional personal items  
4. No horseplay, excessive noise, or vulgar language  
5. Students must be seated, facing the front, at all times, until the destination is reached, and the bus has come to a complete stop 
6. Students must remain in their assigned seat 
7. No littering  
8. Students may not block the aisle or emergency door 
9. Students may neither extend arms or heads out of the bus windows, nor throw any objects inside or out of the bus  
10. Students may not open/close windows unless given permission by the driver.  
11. Students willfully damaging the bus will be held liable for the cost of the repairs 
12. Other rules deemed reasonable by the driver 

 
Video/Audio Surveillance 
The use of a video/audio recording is intended to assist the administration, contractors, and drivers in observing behavior, preventing violation of bus 
rules, school rules, regulations, district policies and Pennsylvania law, and utilizing and/or dispensing such surveillance when required for disciplinary, 
civil and/or criminal matters. 
  
Video/Audio recorders may be placed on any and all buses or schools. All students are subject to being videotaped on the school bus or at school at any 
time.  The video/audio media are intended for use with respect to issues relating to safety and behavior on the bus and at school. Video/audio media are 
not intended for general viewing by a student, employee, parent/guardian, or public and shall not be made available for general viewing purposes. 

 

Emergency School Closing  
When it is necessary to delay the start of the school day, dismiss early due to inclement weather, or cancel school completely, announcements will be 
made on WFMZ-TV Channel 69, www.WFMZ.com, and on social media.  Also, the school will send a message using a voice and/or text-messaging app. 
 

Transfer/Withdrawal from RCCS 
If your child will be transferring from RCCS to another school, a parent/guardian must notify the school with a minimum of two-day notice. The 
parent/guardian must come to the office and sign a withdrawal form.  The student must return any school-owned materials and pay any outstanding 
debts. School officials from the new local educational agency will then request records from RCCS. 

http://www.wfmz.com/


   

 

 

13 

2025-2026 Student/Parent Handbook                                                                         
Board Approved____________________________ 

 
Social Events and Field Trips 
The Board recognizes the value of social events and field trips in the enrichment of the total school experience.  Social events and field trips require the 
approval of the principal.  For all trips outside the school facility, signed parental/guardian’s permission shall be required. Social events and trips are a 
privilege. A student’s privilege to participate in a social event and/or field trip may be revoked at administration’s discretion. 
 

The principal shall develop procedures for the conduct of student social events and class trips, this shall include the following: 
1. All necessary permission slips submitted in advance of any trip 
2. The designation of a staff member who shall be responsible for the trip 
3. The provision of adequate adult supervision as required by the circumstance of the event 
4. The formulation of rules and regulations governing the conduct and safety of all participants and the promulgation of such rules and 

regulations to all students and adults involved 
5. Students must follow proper dress code for all dances, student activities, and/or field trips: the administration reserves the right to determine 

student participation based on appropriate dress code 
 

For trips that may be classified as extra-curricular such as class trips, club trips, picnics or outings, financial support must come from other than Board 
funds (i.e., parents/guardians, school/parent organization, etc.)  
 
Visitor Policy  
A visitor is described as any person who is not a staff member and/or does not directly work with the school. This includes parents, volunteers, and all 
external public including business representatives, service workers, community members, etc. The safety of our students and staff is everyone’s concern, 
and certainly a priority for RCCS. Visitors (including parents/guardians) must use the main office entrance. Please ring the bell outside the entrance 
door and identify yourself in order to enter the school building. Visitors must then report to the main office for permission to visit or be on school 
property. All visitors must adhere to the following procedures: 
   

1. All visitors/volunteers must check in with the receptionist upon arrival. 
2. All visitors must present a form of identification to proceed to any area in the school. 
3. A copy of this identification will scanned into the Visitor Management System.  
4. The visitor will be provided with a visitor label that must be wore during the entirety of the visit. 
5. Security personnel or a staff member will escort the visitor to the destination area. 
6. Upon the conclusion of the visit, the visitor will be signed out by the receptionist and the visitor will return the label. 

 

Any person who is not a staff member and/or does not directly work with the school found within any school area without a pass must immediately 
be escorted to the front office for registration or expulsion. A visitor to the school who behaves inappropriately will be asked to exit the premises.  If 
the visitor does not exit the building, local authorities will be called. 

 

Volunteers in School 
Parents/guardians and anyone interested in volunteering at our school, should visit the volunteer section on the school’s website at: 
myrccs.com/how_to_volunteer.html for more information about the necessary requirements.  
 
Home and School Association (HASA) 
HASA is an active and ongoing organization at RCCS whose primary objectives include: 

● Promoting a closer relationship between the home and the school in order for parents and teachers to cooperate effectively in the training of the 

child. 

● Uniting efforts that will secure for every child the highest advantages in physical, mental, and social education. 

● Assist in fundraising activities and special events.  

Fundraising 
The principal and/or CEO must authorize all fundraising activities. All raised funds must be deposited in the appropriate and designated account(s).  The 
appropriate and designated account is determined and authorized by RCCS.  
 
Public Input 
Any parent, resident, or community group shall have the right to present a request, suggestion, or opinion concerning the school and/or the programs 
offered. The public’s voice will be considered with the purpose of improving education for the students at RCCS. The Board has a duty to protect its staff 
from unnecessary harassment and maintain a safe and instructional environment for the students. It is the intent of this policy to provide a fair and 
impartial manner for seeking appropriate and constructive input from the public. Any input from the public shall be first considered through a direct, 
informal discussion among the interested parties. The CEO or the principal shall be the first contact between the public and the school. It is only when 
such informal meetings are not successful that more formal procedures will be employed. 
 

http://www.myrccs.com/how_to_volunteer.html
http://www.myrccs.com/how_to_volunteer.html
http://www.myrccs.com/how_to_volunteer.html


   

 

 

14 

2025-2026 Student/Parent Handbook                                                                         
Board Approved____________________________ 

Mandated Reporting 
Under PA law, all school employees are mandated reporters. School employees adhere to the law in reporting a suspicion of child abuse to Child Line.  
School employees may also report concerns about a student’s safety and well-being to Children and Youth Services. 

 
Homeless Act:  McKinney Vento Act 

 

About Homeless Act-McKinney Vento Act: 
The Mckinney-Vento Homeless Education Assistance Act guarantees a free and appropriate public education for all homeless children and youth. B.E.C. 
42 U.S.C. 11431 outlines procedures for deciding school placement, enrolling students, and determining responsibility. Federal and state laws make out 
responsibility clear. With the huge number of homeless children currently attending public schools, we must provide proper educational support and 
services. 
 

McKinney-Vento Act Basics At-a-Glance 

What is the definition 
of a “homeless 
youth” under 

McKinney-Vento? 

 

● “Homeless" is defined as “anyone lacking a fixed, adequate, regular nighttime residence.” 

 
 
 
 

What situations fits 
this description? 

● Staying in the home of other people due to unavailable housing, financial hardship, or similar circumstances 
● Living in motels, hotels, trailer parks (in some instances-examples: leaking roof, no heat, etc.), public places, 

or campgrounds due to unavailable suitable housing options 
● Living in an emergency shelter or transitional housing 
● Unaccompanied (not living in direct care of legal parent or guardian) or runaway youth 
● Refugee and migrant youth 

 
 
 
 

How does McKinney-
Vento help these 

students? 
 

The law makes sure that these students receive a free and suitable public education by removing barriers to school 
enrollment and full basic, daily participation in school activities. This includes: 

● Immediate enrollment 
● Free and Reduced School Lunch 
● Help from school with any necessary enrollment documents 
● Help from school with basic high school graduation needs and expenses (if the student qualifies) 
● Help from school with getting basic uniform clothing 
● Help from school with basic school supplies 
● Help from school with any basic clothing needs 
● Help from school setting up transportation service 

 

Where can I find more information for Pennsylvania? 
Please visit the PA Education for Children and Youth Experiencing Homelessness site.  Interested families may also contact the Homeless Liaison at 
Roberto Clemente Charter School, , <INSERT NAME> School Social Worker, <INSERT EMAIL>.  Additionally, families may contact Storm Camara, 
State Coordinator at 717-772-2066 or scamara@pa.gov 
 

Dress Code Rationale 
RCCS is committed to preparing our students for the professional/working environment at an early age. As a result of this vision, The Board has 
established a dress code that must be observed by students.  This dress code includes a school uniform and dress down rules for certain days declared 
as Dress Down Days. Business casual dress is the standard for this dress code. Not all casual clothing is suitable for the workplace. Clothing that reveals 
too much skin or reveals undergarments is not permitted. Any clothing that has words, terms, or pictures that may be offensive to others is unacceptable.  
 
Students must arrive at school in their uniform. Students may not keep uniform components to change into upon entering the building.  They must be fully 
dressed, including appropriate shoes, prior to admission for the day. If a student does not report in uniform, the parent will be required to bring the 
required clothing to the school.   
 
Dress Code 
The dress guidelines are designed to provide students, staff, and administration with the most conducive learning environment.  Listed below are the 
uniform requirements for all students. 

GIRLS BOYS 
● Skirt (No shorter than knee length) 
● White dress or polo shirt (long or short sleeve) 
● Navy blue crosstie (optional)          
● Pantyhose/tights or Bobby socks in navy blue or white (no 

sweat socks)      

● Khaki or Gray pants (no side pockets or cargo pants) 
● White dress or polo shirt (long or short sleeve) 
● Navy blue solid tie (optional) 
● Navy blue jacket or cardigan with logo 

https://ecyeh.center-school.org/
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● Cardigan with logo 
● Solid black sneakers or black dress shoes (Heels no higher 

than 1 inch and no color designs or color soles)  
● Loose Fitting Khaki or Gray Pants                                               

● Solid black sneakers or black dress shoes (no color designs or 
color soles) 

● Black belt with a small buckle (khaki pants must be                       
worn at the waistline with the belt) 
 

 

White T-shirts, and hooded sweatshirts ARE NOT PERMITTED as part of the RCCS uniform.      
 
 

Gym Uniform 
● Navy Blue T-shirt with RCCS logo (a blue, white, black, or gray shirt may be worn under the t-shirt in colder months) 
● Navy blue sweatshirt with RCCS logo 
● Navy blue sweatpants 
● Navy blue shorts 
● Sneakers (with non-marking sole and tied laces—no open sneakers) 

 
Accessories 
Students may wear one small necklace or bracelet. Students are permitted to wear one small pair of earrings. Hoops must be less than the size of a U.S. 
nickel. No large hoops are permitted.  Facial piercings must be discrete. Students are permitted to wear a scrunchie, 3-inch bow, or plain headband in the 
following colors: navy blue, dark green, uniform plaid, black, or white. Bandanas, do-rags, and headcaps are not permitted.  6-inch bows are not 
permitted. If a student comes to school with unacceptable jewelry, earrings, headband, or bow they will be asked to take it off and put it away or give it to 
their teacher or administrator until the end of the day.  
 
Personal Appearance 
All students must maintain a clean and neat hair cut or style. It may not follow extreme fashion trends such as spiking or Mohawks or any other fashion 
considered extreme by RCCS. If a student is found to have an inappropriate hairstyle, haircut, or hair color, school adminstration will contact the 
parent/guardians.  
 

Dress-Down Days 
At RCCS, certain days can be declared dress-down days. On these days, casual clothing that follows the dress code/dress down rules is allowed. All 
students must follow the dress down rules to enter the building. Dress-down rules apply to field trip days unless directed differently by an administrator.  
 

The students must follow the following rules for Dress-Down Day: 
No spaghetti straps, tube-tops or halter-tops    
No shirts that hang below the knees       
No see-through ripped jeans/clothes          
No inappropriate messages   
No visible undergarments           
No spandex or skintight clothing                                                                                                                                                   
No bandanas, do-rags, or headgear (hats, caps)        
No open shoes, flip-flops, slippers, or open-toes shoes, shoes 
must be securely fastened 
 

No tank tops or any sleeveless top or shirt (shoulders must be covered) 
No see-through apparel 
No visible stomachs 
No shorts that are one (1) inch above the knee 
No pajamas (unless administratively approved) 
No skirts or dresses shorter than one inch above the knee 
No sunglasses 
 

 

Building Procedures 
Book Bags & Backpacks 
Students in grades 6-12 are required to use a clear book bag/backpack or carry no book bag or backpack. 
 
Students may have (1) 9” x 6” x 5" non-transparent bag for lunch and (1) (1) 9” x 6” x 5" non-transparent privacy bag, regardless of whether they are 
carried inside or outside the backpack.  Zipper binders are not permitted.  
 
Extracurricular bags and equipment do not have to be transparent but must be stowed in an assigned area immediately upon arrival on campus. 
Students who fail to follow this requirement will be subject to disciplinary action according to the Code of Conduct. 
 
Appointments with School Personnel 
Parents/guardians are encouraged to meet with school personnel for answers to questions regarding the progress of their child.  Because school 
personnel cannot be called out of class for meetings, it is necessary that parents call the school in advance to schedule an appointment with the 
appropriate person. Please contact the school ahead of time to schedule an appointment to discuss concerns with school personnel.  
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Pledge of Allegiance 
During the homeroom period, students are asked to rise and pledge allegiance to the flag of the United States of America.  Students have the right to 
decline to recite the Pledge of Allegiance and may refrain from saluting the flag based on personal belief or religious conviction; however, the student will 
stand quietly during the Pledge.  
 

School Safety Drills 
Students and staff will practice a school safety drill throughout the school year. These drills include but are not limited to fire drills and/or lockdown drills. 

 

Safe2Say Something 
Safe2Say Something is a youth violence prevention program run by the Pennsylvania Office of Attorney General. The program teaches youth and adults 
how to recognize warning signs and signals, especially within social media, from individuals who may be a threat to themselves or others and to “say 
something” BEFORE it is too late. With Safe2Say Something, it’s easy and confidential to report safety concerns to help prevent violence and tragedies.  
More information can be found on the school’s website. 
 
Threat Assessment Team 
Act 18 of 2019 requires the establishment of threat assessment teams for all school entities in Pennsylvania. RCCS takes all threats seriously and has 
established a K-12 threat assessment team to appropriately investigate and classify all threats to the school community. Students may report a treat to 
any staff member who will forward the information to the defined team.  More information can be found on the school’s website. 
 
Hall Conduct 
All movement between classes shall be prompt and orderly. Students may not loiter in the hallways or outside of classrooms. 
Students are expected to arrive at class on time, be seated and ready to learn. If a student is late for class, the student may be subject to disciplinary 
consequences. 
 

Breakfast 
A morning breakfast will be available to all students between 7:25 and 7:40 a.m. 
 

Cafeteria Procedures 
Upon entering the cafeteria, students will follow the directions of the cafeteria monitors. Students must be considerate of others. Quiet conversation will 
be permitted. Loud, boisterous behavior will not be tolerated. Inappropriate behavior will be addressed appropriately according to the disciplinary 
guidelines. Students are responsible for disposing of their trash in their lunch area.  Once the cafeteria is cleaned up, the cafeteria monitor will dismiss 
the students.  Students may not order food from outside sources nor have parents bring lunches during the lunch period. 
 

Birthday and Classroom Treats/Snacks 
Food treats and/or beverages for birthdays, parties, or for other reasons are not permitted. Student health and safety is our upmost priority. Due to food 
allergies, dietary restrictions, and other health related concerns, food treats and beverages are not allowed to be brought in for students. Food treats 
include, but are not limited to, cake, cupcakes, brownies, cookies, candy, or pizza. You may bring in small, non-food related treats for your child’s birthday 
or for other celebrations, such as pencils, erasers, or bookmarks etc. 
 

Personal Electronic Devices 
Electronic devices including cell phones, smartwatches and other items provide a level of distraction during the school day that is difficult to supervise 
and that interferes with the instructional process. Cell phones, bluetooth headphones, smart watches, and other electronic devices are not permitted 
for use during the school day. During homeroom, students will put their cell phones, smart watches, airpods and any other electronic devices in a lock 
box. The devices should be turned off to maintain their battery for after school. Items will be returned during the afternoon homeroom. If students are 
found to be in possession of an electronic device during the school day, it will be confiscated by administration and a parent/guardian will need to pick 
it up from the office. 
 
If parents need to contact their student during the school day, they can call the receptionist at (610) 439-5181. If a student needs to contact their parents, 
they can utilize the school phone at the main office. Students must have permission from their assigned teacher to do so. 
 
Personal Non-Instructional Items 
Students are not permitted to bring non-instructional items to school including but not limited to stuffed animals, blankets, cologne or perfumes, 
cosmetics, and make-up or styling tools.  Permitted non-instructional items include unscented lotion, deodorant, feminine hygiene products, and 
chapstick.  This expectation applies to the school bus as well. If a student brings an unnecessary non-instructional item to school, they will be required to 
give their personal item to a teacher or administrator to store for the day, and it can be picked up by the student at the end of the day. RCCS is not 
responsible for any non-instructional item a student may bring to school. Failure to adhere to this expectation may result in disciplinary action. 
 

Lockers 
Lockers are the property of RCCS. Students are given the privilege of using lockers only for the purpose of storing books, lunches, garments, and other 
personal items. No pupil shall use any locker for the retention of any prohibited material as herein defined. Given reasonable suspicion, the school and its 
employees reserve the right to inspect any locker and its contents at any time, either with or without any pupil’s consent and either in or out of any 
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student’s presence and to confiscate prohibited material. The principal or designee may remove any lock to permit the inspection of any locker or the 
confiscation of any prohibited material. The school reserves the right to use specially trained drug detection animals to inspect lockers with prior approval 
of the CEO or Board of Trustees. 

● Each student will be assigned a locker. The lockers are the property of the Roberto Clemente Charter School. 

● Students may go to their lockers at the opening and closing of the school day and before and after lunch. 

● Students must not give their locker combinations to any other student. Students are responsible for the items in their lockers at all times. 

● Any damage to the locker will be paid for by either the student or parent or guardian. 

● Students are not permitted to discolor, mark up, place inappropriate insignias, vulgar pictures or words, or graphics inside or outside the locker. 

● Locker clean-out will be held at intervals throughout the school year to keep lockers clean. At the end of the year, students will be asked to 

clean out the entire locker. 

Smoking/Vaping 
Tobacco use is prohibited by students, employees, and visitors in school buildings, school buses and on school property owned by or under the control of 
a school.  Refer to the Code of Conduct Section for more information regarding students and tobacco.  
 
Bicycles, Scooters, ETC. 
Students utilizing personal transportation including, but not limited to, bicycles, skateboards, scooters, hoverboards, rollerblades, do so at their own risk.  
RCCS is not responsible for the storage, safety or security of such items during the school day. 
 
Outstanding Debts 
Students are responsible for paying all outstanding debts as quickly as possible. This includes paying for lost or damaged instructional materials and 
supplies including but not limited to Chromebooks, calculators, workbooks, and/or reading books.  Report Cards will not be released at the end of the 
school year to students who have outstanding debts.  Educational records will not be sent to a new school until all outstanding debts are paid by students 
transferring out.  
 
Technology Usage 
All students are expected to abide by the Technology Resource-Acceptable Use Policy.  In addition, each family must enter into an equipment agreement 
to ensure responsible use of school-issued equipment. 
 

Student Responsibilities 
Each student has a right to a free and appropriate public education. Along with this right, there are corresponding responsibilities: 
 

1. Student responsibilities include regular school attendance, conscientious effort in classroom work, and conformance to school rules and 
regulations. Along with the administration and faculty, students have the responsibility to develop a climate within the school that is conducive to 
wholesome learning and living. 

2. No student has the right to interfere with the education of their fellow students.  It is the responsibility of each student to respect the rights of 
teachers, students, administrators, and all others who are involved in the educational process. 

3. Students should express their ideas and opinions in a respectful manner so as not to offend or slander others. 
4. It is the responsibility of the student to: 

a) Be aware of all rules and regulations for student behavior and conduct themselves in accordance with them. 
b) Be willing to volunteer information in matters relating to the health, safety and welfare of the school, community, and the protection of 

school property. 
c) Dress and groom to meet fair standards of safety and health and not cause substantial disruption to the educational process. 
d) Assist the staff in operating a safe school for all students. 
e) Comply with the Commonwealth of Pennsylvania laws as well as local laws. 
f) Exercise proper care when using public facilities and equipment. 
g) Attend school daily and be on time to all classes. 
h) Make up work when absent from school.  The student is responsible for asking teachers for missing work. 

 

Notice Concerning Public Input 
As a student of RCCS, you have the right to make use of RCCS’s public input procedures. The following questions and answers should give you the basic 
information you may need:  

1. When may I communicate with school officials? 
a) If you believe that your rights have been violated. 
b) If you have constructive input that you may want to share. 

 
2. A person may also communicate with school officials if any one of the following occur: 

a) If a person feels he/she has been subjected to any form of physical, verbal, humiliating or frightening punishment of any kind. 



   

 

 

18 

2025-2026 Student/Parent Handbook                                                                         
Board Approved____________________________ 

b) If a person feels he/she has been subjected to any act of sexual abuse including any visual, verbal or physical conduct of a sexual 
nature. 

c) If a person feels he/she public input should be first directed to the principal in a timely fashion. 

Parent Responsibilities 
The most important responsibility of parents is being an active participant in their child’s education.  RCCS parent’s/ guardian’s must complete 10 
hours of student support. The student support hours include attending parent and family events including, but not limited to: back to school night, 
parent/teacher conferences, Hispanic Heritage celebrations, and other school activities. Parents/guardians that do not complete the hours may lose their 
child’s slot/seat for the following school year.  Please speak to the principal for special arrangements. Parents/guardians and the school must work 
together in order for the students to succeed.  Parents/guardians must be active in the student’s education. 
 

 

Title I School Parent Involvement Policy Checklist 
 

LEA Name: Roberto Clemente Charter School    School Name: Roberto Clemente Charter School 
 

The Title I Parent Involvement section of Every Student Succeeds Act (ESSA) requires each Title I School to develop a written parental involvement 
policy that describes the means for carrying out the requirements of Section 1116.  The policy must be developed jointly with and agreed on by parents of 
participating children. 
   

 YES NO 

The School Parent Involvement Policy was developed with and agreed on by parents of Title I children. X  

The Policy was distributed to all parents of Title I children. X  

The Policy was written in an understandable format and provided in a language parents can understand. X  

The Policy describes how parents will be involved in the planning, review, and improvement of the school’s Parent Involvement 
Policy. 

X  

 YES NO 

The Policy states that an annual meeting will be held to inform parents of the school’s participation in the Title I program and to 
explain the requirements of the program and their right to be involved. 

X  

The Policy states that parent meetings, including parent conferences, will be held at different times during the day. X  

The Policy states that Title I funds may be used to pay reasonable and necessary expenses associated with parent involvement 
activities, including transportation, childcare, or home visit expenses to enable parents to participate in school-related meeting and 

training sessions. 
X  

The Policy states that the school will provide, if requested by parents, opportunities for regular meetings to formulate suggestions 
and to participate, as appropriate, in decisions relating to the education of their children, and respond to any such suggestions as 

soon as practicably possible. 
X  

The Policy states that a school-parent compact was jointly developed with parents and the compact outlines how parents, the entire 
school staff and students will share in the responsibility for improved student achievement. 

X  

  

 YES NO 

The Policy describes how the school provides materials and training to help parents to work with their children to improve their 
children’s achievement, such as literacy training and using technology, as 

appropriate, to foster parent involvement. 
X  

The Policy states that the school ensures that information related to school and parent programs, meetings and other activities will 
be sent to the parents of participating children in a format and in a language the parents can understand. 

X  

The Policy describes how parents will be involved in the planning, review, and improvement of the school’s Title I program. X  

The Policy describes how the school involves parents in the joint development of the Schoolwide Program Plan under Section 1114. 
Applies only to schools operating a Schoolwide Program. 

X  

The Policy describes how the school involves parents in the joint development of the School Improvement Plan under Section 1116. 
Applies only to schools identified for School Improvement. 

X  

The Policy describes how the school will provide parents of participating children with timely information about the Title program. X  

The Policy describes how the school will provide parents of participating children with a description and explanation of the curriculum 
in use at the school, the forms of academic assessment used to measure student progress, and the proficiency levels students are 

expected to meet. 
X  

The Policy describes how the school will provide assistance to parents in understanding the State’s academic content standards and 
student achievement standards local academic assessments and how to monitor a child’s progress and work with teachers to 

improve the achievement of their children. 
X  
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Title I District Parent Involvement Policy Checklist 
 

All school districts receiving Title I funds are required under Section 1116 of the Every Student Succeeds Act (ESSA) to develop a written 
Parent Involvement Policy for the school district. The law states that the District Parent Involvement Policy must be jointly developed with 
parents, incorporated into the Local Education Agency (LEA) plan and distributed to parent of participating children. 
 

 YES NO 

The District Parent Involvement Policy states how the LEA involves parents in the development of the LEA plan (Title I Application) X  

The Policy states how the LEA involves parents in the process of school review and improvement. X  
 

Disciplinary Actions 
Any disciplinary action taken by the school is intended to benefit the student by improving attitude, safety, and subsequent behavior.  The disciplinary 
options available to the school are regulated by law and school policy. The disciplinary option chosen depends on (1) the nature of the offense, (2) the 
nature of the student’s previous behavior, and (3) stated policy or precedent based on previous actions.   
 
Potential disciplinary actions include but are not limited to detentions, in-school suspensions, Saturday detentions, out-of-school suspension, and 
expulsion. 
  

Denial of Student Privileges 
Privileges must be earned. They will be withdrawn for improper behavior. The length of denial depends on (1) the nature of the offense and (2) the 
previous behavior of the student. Privileges can be denied from one day to the entire year, depending on the circumstances. Students who do not have 
passing grades in all subjects may not be allowed to participate in any activities. 
 

After-School Detention 
Detention is assigned by administration and will occur after school hours.  On some occasions, as approved by the principal or designee, students may 
serve detention during tutoring time provided by the teacher. Failure to report to an assigned detention may result in a scheduled Saturday detention. If a 
student does not come to their scheduled Saturday detention, a one-day suspension from school may be issued. The only legitimate excuse for not 
reporting to a detention is a doctor or dental appointment. In this case, the student must show proof of visit and will need to make up their detention the 
following day. RCCS will provide verification of a student’s detention upon request.  
 
Suspension from School 
Suspension is the temporary exclusion from school and all school-related activities for serious and/or repeated infractions of school rules. Students 
suspended from school are excluded from all school activities including field trips, assemblies, and all extra-curricular activities. The length of the 
suspension can run one (1) to ten (10) days, depending on the nature of the infraction. Students who are suspended are not eligible for honor roll status 
and/or student recognition awards during the current rating period regardless of their academic average. Students cannot be on school grounds or 
surroundings while on suspension or participate in extracurricular activities.  If the suspension exceeds three days, the parent/guardian will be entitled to 
an informal hearing.  The student must be accompanied by a parent/guardian upon re-entering the school after a suspension. 
 
Expulsion from School 
Expulsion is the permanent exclusion from school. Such action results from a Board of Trustees action preceded by recommendations from the principal 
or CEO.  

Roberto Clemente Charter School 
Code of Conduct 

Incorporating Restorative Practices 
 
Introduction: 
To promote the intellectual, social, emotional and physical growth of all students, the Roberto Clemente Charter School provides a safe and secure 
learning environment for all students and staff. We promote respect for self and others through good conduct modeled by staff, students, and 
parents/guardians. When relationships break down, we repair them through restorative practices. Restorative Practices is a form of progressive 
discipline. It does not seek punishment. Instead, progressive discipline seeks concurrent accountability and behavioral change. 
 
This Code of Conduct and Restorative Practices is presented to assist students, staff and parents/guardians to understand the expectations for 
acceptable conduct while in school or attending school-sponsored activities, on school grounds, and while away to and from school. All students are 
expected to follow the Code of Conduct. Administration will review core principles and key components of the Code of Conduct/Restorative Practices with 
staff and students at the beginning of each school year, and as needed throughout the year. We ask families to do the same with their children. It is the 
collective responsibility of all students, staff, and parents/guardians to ensure that the expectations set forth in this Code of Conduct are adhered to. 
Responses to violations of the Code of Conduct will be developmentally age-appropriate and a balance of proportional consequences and restorative 
practices. Equally imperative, all school faculty and staff must affirm clear and consistent behavioral expectations that set the tone for a safe, orderly, and 
respectful school community. School faculty and staff must be fair and consistent in addressing student behavior in a manner which enables students to 
learn from their mistakes and be accountable for their misconduct. 
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We Value: 
● Justice and Fairness – Demonstrating impartial, unbiased and equitable treatment for all 
● Inclusiveness – The quality of including all sections of society 
● Honesty – Being truthful in word and action 
● Respect – Showing high regard for self, others, and property 
● Responsibility – Being accountable for individual behavior 
● Self-esteem – Confidence in one’s own worth or ability 
● Caring – Showing concern for the well-being of others 
● Citizenship – Being an informed, responsible, and caring participant in the community 
● Courage – Doing the right thing in the face of adversity 
● Perseverance – Demonstrating commitment, pride, and a positive attitude in completing tasks 

 
Students, staff, and parents/guardians must be partners in education. 
 
Administration, faculty and staff will: 

● Establish and maintain a positive, safe, secure, orderly, and non-threatening learning environment that allows for open communication, 
dialogue, and discussion; 

○ They will be courteous and respectful to all, being sensitive to individual needs, and using appropriate language; 
○ Treat individual students fairly, consistently, and respectfully; 
○ Provide due process and appeal procedures; 
○ Be cooperative and provide support to administration, staff, and students, in the performance of their duties; 
○ Refer students to counseling and support services when the need arises; 
○ Support students in using the internet in ways that are safe, responsible, and appropriate, and help students follow the rules and 

etiquette that lead to effective digital learning. 
● Actively engage every student in the learning process and promote achievement of high academic standards; 

○ Be precise about expectations regarding student conduct and learning outcomes; 
○ Communicate student progress and behavior to students, parents/guardians and other staff in a timely, consistent and effective 

manner. 
 
The parent/guardian partners are asked to: 

● Establish conditions for your child’s academic, social and emotional success: 
○ Provide space, time, and necessary supervision in which their child can study and complete assignments; 
○ Ensure that their child attends school in compliance with the law; 
○ Ensure that their child is appropriately dressed for school; 
○ Be supportive of the staff’s authority and responsibility to maintain a positive, productive, safe, orderly and non-threatening learning 

environment; 
○ Monitor your child’s social media activity to ensure that all are safe. 

 
Student partners are expected to: 

● Engage in their academic growth; 
○ Attend school regularly and be on time for school and classes; 
○ Be prepared for and participate in learning by having a positive attitude, asking thoughtful questions, completing and returning 

homework on time, and seeking help when needed; 
○ Demonstrate personal academic integrity and social responsibility in their interactions with everyone; 
○ Act responsibly towards those you interact with face-to-face and/or online; 
○ Commit themselves to constant personal growth and improvement. 

● Respect one another’s differences and resolve conflicts using restorative practices: discussion, peer mediation, or assistance from school 
personnel: 

○ Contribute to the creation and maintenance of a safe, clean, and orderly school; 
■ Follow all lawful directions; 
■ Respect themselves and others; 
■ Take responsibility for their own behavior, realizing that there are always options and consequences for choices; 
■ Dress in an appropriate and safe fashion; 
■ Bring home communication from school and return all necessary materials; 
■ Respect school property and the personal property of others. 
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Restorative Practices 
Restorative Practices are a framework for building community and responding to challenging behavior through authentic dialogue leading to 
understanding and action to set things right and repair and restore damaged relationships. The process supports initiators in acknowledging and repairing 
the harm done, helps victims and witnesses process what happened, and helps the class or school community rebuild trust. 
 
All members of a school community bring with them diverse abilities, interests, viewpoints, and family and cultural backgrounds. These differences can 
be a source of great energy and strength when members of the community value and respect one another. Using restorative practices to foster 
interpersonal and intergroup relations and to address inappropriate behavior when it occurs is a cornerstone of a progressive approach to discipline. 
 
A restorative approach to discipline changes the fundamental questions that are asked when a behavioral incident occurs. Instead of asking who is to 
blame and how those engaged in the behavior will be punished, a restorative approach asks four key questions: 

1. What happened? 
2. Who was harmed or affected by the behavior? 
3. What needs to be done to make things right? 
4. How can people behave differently in the future? 

 
Types of Restorative Approaches 
 
Circle Process: Regular use of restorative circles within the instructional program of the school is a significant prevention and intervention strategy. The 
circle process enables a group to build relationships and establish understanding and trust, create a sense of community, learn how to make decisions 
together, develop agreements for the mutual good, resolve difficult issues, etc. 
 
Students are the largest group of stakeholders in a school community and its greatest natural resource in creating and sustaining a safe and supportive 
school environment. Building community among students and between students and staff members is integral to creating a supportive and inclusive 
school culture. When students feel accepted, valued, respected and included, they build a positive connection to school and foster resilience. 
Community building circles focus on: 

● Safety and Trust – Community members need a sense of safety and trust to connect with one another. 
● Honor – Members interact with fairness and integrity and acknowledge their personal responsibility for their actions. 
● Openness – Community members feel free to share their thoughts and feelings. 
● Respect – To bond as a community, members must feel that they are valued and respected as individuals, and they must respond respectfully 

to one another. 
● Empowerment – A sense of empowerment is a crucial element and a desired outcome of being a member of a community. Community support 

enables members to gain a new view of themselves and a new sense of confidence in their abilities. 
 
When used as an intervention measure to address inappropriate student behavior, restorative circles empower community members to take responsibility 
for the well-being of others; prevent or deal with conflict before it escalates; address underlying factors that lead youth to engage in inappropriate 
behavior and build resiliency; increase the pro-social skills of participants; particularly those who have harmed others; and provide wrongdoers with the 
opportunity to be accountable to those they have harmed and enable them to repair the harm to the extent possible. 
 
Collaborative Negotiation: Using the collaborative negotiation or informal conferencing process enables an individual to talk through an issue or conflict 
directly with the person he/she disagrees with to arrive at a mutually satisfactory resolution. Training in collaborative negotiation includes learning active 
listening and other conflict resolution skills. 
 
Formal Restorative Conference: A conference is facilitated by an individual who has received specific training in bringing together individuals who have 
acknowledged causing harm with those who have been harmed. 
Regardless of the circumstances, the mental and physical health, safety, and welfare of the individual who was harmed is of paramount importance when 
considering this option in a school setting. Both sides may bring supporters to the circle who have also been affected by the incident. The purpose of the 
conference is for the harm-doer and the harmed to understand each other’s perspective and come to a mutual agreement that will repair the harm as 
much as it is able to be repaired. A circle can also be used in response to a particular issue that affects the school community. 
 

Disciplinary Guidelines 
RCCS believes that order and discipline are essential to an effective educational environment. This commitment requires a code of discipline that clearly 
defines individual responsibilities, categorizes unacceptable behaviors, and provides for appropriate disciplinary procedures. Finally, to be effective the 
code must: 

1. Be preventive in nature. 
2. Promote self-discipline.  
3. Concern itself with the welfare of the individual as well as that of the school community as a whole.  
4. Promote a close working relationship between parents/guardians and the school staff.  
5. Discriminate between minor and serious offenses as well as between first-time and repeated offenses. 
6. Provide disciplinary procedures that are appropriate to the infraction  
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7. Be administered in a way that is firm, reasonable, consistent, and fair.  
8. Encourage high regard for every person’s right to reasonable hearing procedures and due process when accused of an infraction 
9. Be in compliance with the provisions of federal, state, and local law as well as with guidelines and directives of the Pennsylvania 

Department of Education. 

Whenever students violate the rules and regulations of the school or show disrespect for school employees or property, they shall be disciplined within 
the limits provided in these guidelines. 
 

Accused students do not have an inherent right to meet face-to-face with the student or staff making the accusation at the time of the finding of facts by 
the principal/dean of students.  Also, the principal/dean of students bases their decisions on the best available information and is not obligated to present 
to the students, or to their parents/guardians, evidence of the infraction level which would be required in a state criminal court. Violations of law normally 
are promptly referred to the police for investigation.  
 

Corporal punishment, including striking and paddling, will not be administered. However, reasonable force may still be used by teachers and school 
authorities under any of the following circumstances: 

● To quell a disturbance 
● For the purpose of self-defense 
● To obtain possession of weapons or other dangerous objects 
● For the protection of person's property 

 

The discipline of students is the responsibility of the school while the student is on school property and/or on school conducted field trips, school bus or 
other school-sponsored activities. Students are required to abide by the discipline codes of the school. 
 

The types of behavior incident(s) and examples of infractions and the “procedures” and “options” specified shall be treated as guidelines for use by 
teachers, the administration, and The Board in dealing with matters relating to student conduct and deportment. The following shall not constitute a 
limitation upon the authority granted to teachers, administrators, and the School Board; the Public School Code of 1949 including the authority granted by 
sections 1317 and 1318 of the Public School Code of 1949, as amended.  
 

Note: For special education students only, when the total days of suspension for a student reach ten consecutive (federal) or fifteen cumulative 
(PA) for the school year, the staff will schedule a Multi-Disciplinary Evaluation.  Also, when a manifestation review is necessary; the staff of the 
school will schedule it.  

 

Note:  Re-Enrollment – At the end of each school year, all current students are invited to re-enroll for the next school year.  Failure to meet the 
school requirement for correction of behavior may deprive the student of the privilege to be re-enrolled. 

 
Definition of Terms 
Administrative Review – a formal hearing between school administration, a student, and his/her guardian(s). This hearing will focus on behavioral 
patterns and incidents involving the student throughout the current school year. Behavior contracts will be issued to students after completion of the 
administrative review. Failure to comply with a behavioral contract will result in a judicial review. 

● Behavior Modification Counseling-The school helps the student understand the causes and ramifications of his/her misconduct and 
develops with the student a specific plan for changing behavior. A counselor will meet with the student within a week of approval and 
a minimum of once every three weeks thereafter. The Counselor coordinates with parent/guardian, teacher and principal. 

● Behavioral Contact – A written document which stipulates behaviors which are permission for the student and the consequences for 
failure to comply with the terms of the contract, foremost of which will be dismissed from the school. 

● Cooperative Behavior- shall be defined as the willingness of a student to work with staff and school personnel in a reasonable and 
helpful manner. 

Office Discipline Referral – A written or online electronic document that states behavioral infractions committed by a student. Teachers should complete 
this document in a timely fashion after an infraction has occurred and forward a copy of the report to the office. This report should include all necessary 
information about the incident being reported including, but not limited to, who, when, where, how, level of infraction, number of offences, action taken, 
parent contact information and any consequences assigned to the student. 
Classroom Discipline Report – A written or online electronic document that states behavioral infractions committed by a student. The teacher should 
complete this document in a timely fashion after an infraction has occurred. This report should include all necessary information about the incident being 
reported including who, when, where, how, number of offences, action taken, parent contact date information and any consequences assigned to the 
student. 
Distributing – deliver, sell, pass, share, or give any alcohol, drug, or mood-altering substance, as defined by this policy, from one person to another or to 
aid therein. 
Drug/Mood Altering Substance/Alcohol – shall include any alcohol or malt beverage, any drug listed in Act 64 (1972) as a controlled substance, chemical, 
abused substance or medication for which a prescription is required under the law and/or any substance which is intended to alter mood. Examples of the 
above include but are not limited to beer, wine, liquor, marijuana, hashish, chemical solvent, glue, look-alike substances, and any chemical or pills. 
Students are not permitted to have or take any prescription or 
over-the-counter medications on school property. 
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Drug Paraphernalia- includes any utensil or item which in the school’s judgment can be associated with the use of drugs, alcohol, or mood-altering 
substances. Examples include but are not limited to syringes, razor blades, roach clips, water pipes, and bowls. 
Judicial Review – A formal expulsion hearing from Roberto Clemente Charter School between school administration, school board members, a student 
and his/her guardian(s). Parents/students have the right to be legally represented during this hearing. This hearing will focus on behavior patterns and 
incidents involving the student throughout the current school year. Students who are not expelled will be issued a behavioral contract. Judiciary hearing 
may be held without a student or guardians present if the student or guardian refuses to attend. Violation of behavioral contracts from judicial review will 
result in another judicial review for expulsion from the school. 
Possession- possess or hold, without any attempt to distribute any alcohol, drug, or mood altering substance determined to be illegal and/or as defined 
by this policy. 
Suspension - Discipline issued by the principal/dean of students of the school to a student who has broken a school rule. Suspended students and their 
parent/guardian are required to meet with the principal or his/her designee before returning to school after being suspended. Students who are 
suspended may not be on school property unless meeting at a predetermined time, with an administrator. Note: Suspension days may differ from 
information found in Level Procedures for special needs students. 
Uncooperative Behavior – is resistance or refusal, verbal, physical or passive, on the part of the student, to comply with the reasonable request or 
recommendations of the school personnel. Defiance, assault, deceit, and flight shall constitute examples of uncooperative student behavior. Students 
who are found to be uncooperative will be placed on a behavioral contract. Violation of a behavioral contract will result in either administrative review or 
judicial review. 
 
Teacher & Administration Detention Rules 

1. After school detention will be held in the detention room or in the room of the teacher or staff member’s room that issued the detention. 
2. Students must report on time for after school detentions. 
3. Students will write a reflection regarding the incident and will complete appropriate work assigned by their teachers. Students are responsible 

for bringing their assignments to their detention. An essay assignment will be given to students who fail to bring schoolwork. 
4. Talking, eating, drinking, sleeping, or other inappropriate behavior will not be permitted in the detention room. 
5. Parents/students are responsible for their own transportation after detention. 
6. Note: Students who fail to remain on task or display disruptive or inappropriate behavior, as per the student handbook, will be subject to further 

disciplinary action as determined by the principal. 
 
Administrative detentions are reserved for students whose behavior is repeatedly interrupting the learning process. This detention will be assigned to 
students by the administration using information provided by classroom teachers. 
 
Suspension/Expulsion Procedures 
In-school suspension 

● A student may not receive an in-school suspension unless the student has been informed of the reasons for the suspension and has been 
given an opportunity to respond before the suspension becomes effective. 

● Communication to the parents/guardians shall follow the suspension action taken by the school in writing. 
● When the in-school suspension exceeds three (3) consecutive school days, an informal hearing with the principal and/or CEO shall be offered 

to the student and the student’s parent/guardian prior to the 5th school day. 
● The student’s school entity has the responsibility to make provision for the student’s education during the period of the in-school or out of 

school suspension. 
 
Exclusion from school may take the form of suspension or expulsion. 

1. Suspension is exclusion from school for a period of from 1 to 10 consecutive school days. 
a. Suspensions may be given by the principal, principal/dean of students or CEO of the charter school. 
b. A student may not be suspended until the student has been informed of the reasons for the suspension and given an opportunity to 

respond. Prior notice of the intended suspension need not be given when it is clear that the health, safety or welfare of the school 
community is threatened. 

c. The parents or guardians shall be notified immediately by telephone and in writing when the student is suspended.   Suspended 
students must be picked up within one hour of the parent notification. 

d. When the suspension exceeds 3 school days, the student and parent shall be given the opportunity for an informal hearing within the 
first 5 days of the suspension. 

e. Suspensions may not be made to run consecutively beyond the 10-school day period. 
f. Students shall have the responsibility to make up exams and work missed while being disciplined by suspension and shall be 

permitted to complete these assignments within guidelines established by the governing board. 
g. A re-entry meeting with the parent/guardian, student, and school administration is required before a student can re-enter the school. 

2. Expulsion is exclusion from school by the governing board for a period exceeding 10 school days and may be permanent expulsion from the 
school rolls. Expulsions require a prior formal hearing pursuant to the Pennsylvania Code. 

a. During the period prior to the hearing and decision of the board in an expulsion case, the student shall be placed in his/her normal 
class except as set forth in subsection (b). 
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b. If it is determined after an informal hearing that a student’s presence in his/her normal class would constitute a threat to the health, 
safety or welfare of others and it is not possible to hold a formal hearing within the period of a suspension, the student may be 
excluded from school for more than 10 school days. A student may not be excluded from school for longer than 15 school days 
without a formal hearing unless mutually agreed upon by both parties. Any student so excluded shall be provided with alternative 
education, which may include home study. 

c. Students who are under 17 years of age are still subject to the compulsory school attendance law even though expelled and shall be 
provided an education. 

d. The initial responsibility for providing the required education rests with the student’s parents/guardians, through placement in another 
school, tutorial or correspondence study, or another educational program approved by a school district’s superintendent. 

e. Within 30 days of action by the board, the parents/guardians shall submit to the school written evidence that the required education is 
being provided as described in paragraph (1) or that they are unable to do so. If the parents/guardians are unable to provide the 
required education, the school entity shall, within 10 days of receipt of the notification, make provision for the student’s education. A 
student with a disability shall be provided educational services as required by the Individuals with Disabilities Education Act 2004. 

f. If the approved educational program is not complied with, the school entity may take action in accordance with 42 Pa.C.S. Ch. 63 
(relating to the Juvenile Act) to ensure that the child will receive a proper education. See 22 Pa. Code § 12.1 (relating to free 
education and attendance). 

Hearings 
1. General Education is a statutory right, and students shall be afforded due process if they are to be excluded from school. In a case involving a 

possible expulsion, the student is entitled to a formal hearing. 
2. Formal hearings. A formal hearing is required in all expulsion actions. This hearing may be held before the board or an authorized committee of 

the board, or a qualified hearing examiner appointed by the board. When a committee of the board or a hearing examiner conducts the hearing, 
a majority vote of the entire board is required to expel a student. The following due process requirements shall be observed with regard to the 
formal hearing: 

a. Notification of the charges shall be sent to the student’s parents or guardians by certified mail. 
b. At least 3 days’ notice of the time and place of the hearing shall be given. A copy of the expulsion policy, notice that legal counsel 

may represent the student and hearing procedures shall be included with the hearing notice. A student may request the rescheduling 
of the hearing when the student demonstrates good cause for an extension. 

c. The hearing shall be held in private unless the student or parent requests a public hearing. 
d. The student may be represented by counsel, at the expense of the parents/guardians, and may have a parent/guardian attend the 

hearing. 
e. The student has the right to be presented with the names of witnesses against the student, and copies of the statements and 

affidavits of those witnesses. 
f. The student has the right to request that the witnesses appear in person and answer questions or be cross-examined. 
g. The student has the right to testify and present witnesses on his/her own behalf. 
h. A written or audio record shall be kept of the hearing. The student is entitled, at the student’s expense, to a copy. A copy shall be 

provided at no cost to a student who is indigent. 
i. The proceeding shall be held within 15 school days of the notification of charges, unless mutually agreed to by both parties. A hearing 

may be delayed for any of the following reasons, in which case the hearing shall be held as soon as reasonably possible: 
i. Laboratory reports are needed from law enforcement agencies. 
ii. Evaluations or other court or administrative proceedings are pending due to a student invoking his rights under the 

Individuals with Disabilities Education Act 2004 (20 U.S.C.A. § § 1400—1482). 
iii. In cases in juvenile or criminal court involving sexual assault or serious bodily injury, delay is necessary due to the condition 

or best interests of the victim. 
j. Notice of a right to appeal the results of the hearing shall be provided to the student with the expulsion decision. 
k. Informal hearings. The purpose of the informal hearing is to enable the student to meet with the appropriate school official to explain 

the circumstances surrounding the event for which the student is being suspended or to show why the student should not be 
suspended. (k) The informal hearing is held to bring forth all relevant information regarding the event for which the student may be 
suspended and for students, their parents or guardians and school officials to discuss ways by which future offenses might be 
avoided. 

l. The following due process requirements shall be observed in regard to the informal hearing: 
i. Notification of the reasons for the suspension shall be given in writing to the parents or guardians and to the student. 
ii. Sufficient notice of the time and place of the informal hearing shall be given. 
iii. A student has the right to question any witnesses present at the hearing. 
iv. A student has the right to speak and produce witnesses on his/her own behalf. 
v. The school entity shall offer to hold the informal hearing within the first 5 days of the suspension 

 
All formal hearings will take place before a qualified hearing examiner or authorized committee of the Board who will consider the evidence presented by 
Administration and the student in connection with a formal hearing and will make a recommendation to the Board of Trustees. 
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LEVEL 1 INFRACTIONS: 
Actions that interfere with the orderly operation of the class will be handled by the classroom teacher until that behavior is frequent or serious enough that 
it disrupts the learning environment of the classroom or the school. Teachers should keep clear documentation of all efforts made to correct or minimize 
these behaviors before referring the student to the office. The teacher will complete a classroom discipline report to document the incident. 
 
Examples of Level 1 misconduct include but are not limited to: 

● Unexcused tardiness to class 
● Lack of courtesy and respect 
● Failure to complete assignments 
● Profane and inappropriate language* 
● Prankish behavior and agitation 
● Wasting time 
● Public display of affection 
● Disruptive in the hall (running, shouting, etc.) 
● Classroom disruption 
● Refusal to stay in assigned seat 
● Uniform violation 
● Eating or drinking in class and halls 
● Throwing items (resulting in no injury) 
● Horseplay 
● Neglect of responsibility (return of excuse cards, school forms, etc.) 
● Deliberate misuse of school equipment 
● Plagiarism 
● Misuse of the internet & Network 

 
*Note: Profane language directed by the student to an adult employee of school or guest is dealt with as a Level 3 offense. 
 
LEVEL 1 PROCEDURE: 
Each classroom teacher is expected to incorporate restorative practices into their classrooms. Initial Level 1 infractions will be addressed by the teacher 
through employing appropriate disciplinary steps. If the behavior continues, the teacher will complete a classroom discipline report and parents will be 
contacted when appropriate. A parent conference may be scheduled at the discretion of the parent/guardian, teacher, or school administrator. Listed 
below are examples of procedures that teachers or staff may use to handle Level 1 violations after restorative steps have proven ineffective in controlling 
the behavior. Staff are not limited to the examples found below. 
 

● Classroom discipline report 
● Verbal reprimand 
● Special assignment (written assignment, community service, etc.) 
● Withdrawal of privileges 
● Student conference 
● Detention from teacher 
● Parent/guardian contact 
● Parent/guardian conference 
● Consult with administrator, counselor, or other teachers for behavior modification recommendations 

 
At any time in the above discipline process the parents/guardians, teacher, and/or school administration may request a conference of concerned parties 
for the purpose of examining the problem(s), posing possible solutions, and reviewing progress with a plan for improvement in the student’s conduct. For 
a student with an IEP, this conference could take the form of a Manifestation Determination (MD) Meeting, which could result in recommended changes 
in the Individualized Education Program (IEP). Regardless of whether the conference is informal or an MD, one possible outcome of the conference is a 
Behavioral Contract. Normally a student will not be dismissed from the school for Level 1 misconduct, but that could happen if eventually the misconduct 
seriously disrupts the education of other students or consuming an unreasonably large amount of the school’s, teacher’s and/or dean of student’s time. 
 
*Three classroom discipline reports with at least one parent contact are necessary before school/office discipline referral. 
 
LEVEL 2 INFRACTIONS: 
Behaviors that are frequent or serious enough to disrupt the learning climate of the class or school. Examples of Level 2 misconduct include but are not 
limited to: 

● Insubordination (NOTE: Includes repeated refusal to follow rules or policies classified as Level 1 offenses.) 
● Safety violations 
● Cutting class 
● Cheating on tests or other assignments 
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● Leaving class without permission 
● Plagiarism 
● Possession of banned material that is not a safety threat (including a cell phone or electronic device) 
● Other actions of a similar nature 

 
LEVEL 2 POSSIBLE CONSEQUENCES: 

● Immediate intervention 
● Referral to office for collaborative conferencing or informal conference using school discipline referral 
● The teacher will complete a discipline referral and parents will be contacted 
● The disciplinarian may possibly recommend and schedule behavior modification counseling 
● Disciplinarian will make parent contact 
● An informal hearing may be scheduled at the discretion of the parents or the Administration 
● Administrative detention  
● In-school suspension 
● Out-of-school suspension 

 
Suspensions will only be given for level 2 infractions after administrative conferences and counseling are found to be ineffective. 
 
Failure to attend after-school detention(s) will result in additional detention(s) as determined by the principal. 
 
At any time in the above discipline process the parents/guardians or school principal may request a conference of concerned parties for the purpose of 
examining the problems(s), posing possible solutions, and reviewing progress with a plan for improvement in the student’s conduct. For a student with an 
IEP, this conference could take the form of a Manifestation Determination (MD) Meeting, which could result in recommended changes in the 
Individualized Education Program (IEP). Regardless of whether the conference is informal or an MD, one possible outcome is a functional behavior 
assessment and the revision of the IEP. 
 
LEVEL 3 INFRACTIONS: 
Actions that are directed against persons or property but limited to the degree that they endanger the health and safety of others. 
Examples of Level 3 misconduct include, but are not limited to: 

● Possession or use of tobacco (a lighted or unlighted cigarette, vape, vape oil, cigar, pipe, or other lighted smoking product and smokeless 
tobacco in any form) by any student in a school building or on school property owned by, leased by, or under control of Roberto Clemente. 

● Fighting (all parties, regardless of who initiated the incident) 
● Possession of incendiary devices including  fireworks 
● Forgery of notes and excuses 
● Threats to students 
● Inappropriate language directed at staff or visitors 
● Leaving school property without permission 
● Horseplay resulting in injuries 
● Minor vandalism 
● Stealing 
● Public display of lewd or vulgar gestures or images, including inappropriate computer files 
● Endangering others 
● Refusal to participate in an administrative search 
● Unauthorized recording of students and/or staff  
● Other actions of a similar nature 

 
LEVEL 3 POSSIBLE CONSEQUENCES: 
Actions that are generally directed against persons or property 

● Immediate intervention 
● The teacher will complete an office discipline referral and parents will be contacted. 
● The Administration will assess severity of situation and apply restorative steps if deemed appropriate 
● Referral to office for a conference 
● Behavior modification and counseling will be provided by the counselor 
● Behavioral contract 
● Parental contact 
● In-school suspension 
● Out-of-school suspension 
● Notification to police, if necessary 
● Parent conference may be scheduled at the discretion of the parents or the administration 
● Required parent conference before returning to school 
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● Administrative review and judicial review 
 
At any time in the above discipline process the parents/guardians or school principal may request a conference of concerned parties for the purpose of 
examining the problem(s), posing possible solutions, and reviewing progress with a plan for improvement in the student’s conduct. For a student with an 
IEP, this conference could take the form of a Manifestation Determination (MD) Meeting, which could result in recommended changes in the 
Individualized Education Program (IEP). Regardless of whether the conference is informal or an MD, the IEP will be revised to include the results of 
functional behavior assessment and a behavior goal will be added to the IEP. 
 
LEVEL 4 INFRACTIONS: 
Actions which result in violence to another person or property, or which pose a direct threat to the safety of the individual or to others in the school. 
Examples of Level 4 misconduct include but are not limited to: 

● Assault/battery 
● Major vandalism 
● Arson 
● Misuse of fire alarm & safety equipment 
● Use of incendiary devices 
● Bomb Threats 
● Extortion 
● Threats to staff and visitors 
● Sexual harassment/violations of the Title IX Policy (See below policy) 
● Bullying/Harassment (See below policy) 
● Endangering others 
● Violations of local, state, and federal laws. 
● Drugs and controlled substance (See specific procedures on page 8) 
● Possession, use, or transfer of dangerous weapons (See specific procedures on page 9) 
● Terrorist threats 
● Other actions of a similar nature 

 
LEVEL 4 PROCEDURES: 

● Immediate intervention 
● The teacher will complete a discipline report and parents will be contacted. 
● The principal verifies the offense, collects documentation, and meets with the student. The students and parents/guardians are required to 

make restitution. 
● Police will be notified. 
● Parents are requested to come to school immediately to remove the student. 
● An informal hearing is scheduled within five days. 
● Letter sent to the parents (copies to teacher, school, office, student file). 
● Up to ten days out-of-school suspension 
● Judicial Review 

 
If for some reason the student who committed a Level 4 offense would continue his/her enrollment in the school then the following procedures will apply: 
At any time in the above discipline process, the parents/guardians or school principal may request a conference of concerned parties for the purpose of 
examining the problem(s), posing possible solutions, and reviewing progress with a plan for improvement in the student’s conduct. Provided certain 
criteria are met, a formal restorative conference will be held to address the harm done. For a student with an IEP, this conference could take the form of a 
Manifestation Determination (MD) Meeting, which could result in recommended changes in the Individualized Education Program (IEP). Regardless of 
whether the conference is informal or an MD, the IEP will be revised to include the results of functional behavior assessment and a behavior goal will be 
added to the IEP. 
 
LEVEL 4 - DRUG AND ALCOHOL SITUATIONS 
Students may be searched for suspicion of possessing illegal drugs. In all cases in which drugs are found, students will be disciplined and prosecuted. 
Students suspected of being under the influence of drugs or alcohol will not be sent home from school without a parent or guardian. If the student’s 
behavior indicates that he/she is exhibiting behavior not associated with their normal behavior pattern, their parents will be contacted to take their child 
home. If the student’s behavior indicates that he/she is confused, disoriented, or out of control, school administration will be contacted immediately to 
assess the situation. All appropriate measures will be utilized and school procedures will be followed. 

1. The use of drugs, alcohol or mood-altering substances by a student is suspected, but there is not evidence of violation of laws or school 
regulations. 
PROCEDURES: 

● Immediate Action- The student is informed of available help and encouraged to seek assistance Notification of Parents- Notification of 
behavior and/or performance indicator, if warranted Discipline/Rehabilitation-An intervention conference will be held. 

2. The student has a drug, mood-altering or alcohol related medical emergency. 
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PROCEDURES: 
● Immediate Action- Standard health and first aid procedures will be followed. The student will be transported to a medical facility at 

parental expense. 
● Investigation-An administrator will investigate the incident. This may include a search of the student, his/her locker and other 

possessions. 
● Notification of Parents-Notification of the incident in the case of a health problem or medical emergency. 
● Notification of Police-At the discretion of the administration. 
● Disposition of Substance-Analysis will be made by proper authorities. 
● Discipline/Rehabilitation-Referral for counseling and services. For additional evidence of violations see appropriate situation category. 

3. A student possesses, uses, or is under the influence of drugs, mood altering substances or alcohol while in school or on school property. 
PROCEDURES: 

● Immediate Action-An administrator is summoned. A staff member writes an anecdotal report of the incident. 
● Investigation-The student, his/her locker, desk and other possessions will be searched. 
● Notification of Parents- Parents will be requested to come to school immediately. 
● Notification of Police- Police will be notified. 
● Disposition of Substance-Analysis will be made by proper authorities for possible use in further proceeding. 
● Discipline/Rehabilitation-Informal hearing. Out-of-school suspension until formal board hearing for expulsion. Assessment by a 

certified addiction counselor (C.A.C.) and compliance with the recommendations. 
4. A student is found to be in possession, use or under the influence of drugs, mood altering substances or alcohol while attending any school-

sponsored function. (Cooperative behavior) 
PROCEDURES: 

● Immediate action- The chaperon will contact the group advisor or administrator. An anecdotal report of the incident will be written. 
● Investigation-The student, his/her locker and other possessions will be searched. 
● Notification of Parents- The student will be sent home immediately at parental expense or detained until a parent can accompany 

him/her. 
● Notification of Police- Police will be notified. 
● Disposition of Substance-Analysis will be made by proper authorities for possible use in further proceedings. 
● Discipline/Rehabilitation-Referral to the Counselor. Informal hearing. Ten days out-school suspension or day care treatment. 

Assessment by a Certified Addictions Counselor (C.A.C.) AND compliance with the recommendations. 
5. A student is caught again in possession, use or under the influence of drugs, mood altering substances, alcohol or possesses drug related 

paraphernalia. (Any second offense) 
PROCEDURES: 

● Immediate Action-An administrator is summoned. A staff member writes an anecdotal report of the incident. 
● Investigation-The student, his/her locker, desk and other possessions will be searched. 
● Notification of Parents-Parents will be requested to come to school immediately. 
● Notification of Police-Police will be notified. 
● Disposition if Substance-Analysis will be made by proper authorities for possible use in further proceedings. 
● Discipline/Rehabilitation-Referral to Counselor. Informal hearing. Out-of-school suspension until formal board hearing for expulsion. 

Administration will request that conditions for the return to school following the expulsion include assessment by a designated C.A.C. 
and compliance with the recommendations. 

6. A student is distributing a drug, mood altering substance, alcohol, look-alike drug, or drug related paraphernalia. 
PROCEDURES: 

● Immediate Action-An administrator is summoned. A staff member writes an anecdotal report of the incident. 
● Investigation- The student, his/her locker, desk and other possession will be searched. 
● Notification of Parents-Parents will be requested to come to school immediately. 
● Notification of Police-Police will be notified. 
● Disposition if Substance-Analysis will be made by proper authorities for possible use in further proceedings. 
● Discipline/Rehabilitation- Informal hearing. Out-of-school suspension until formal board hearing for expulsion. If the student is not 

expelled upon return to school the student will be referred to the Human Services Coordinator which will include assessment by a 
designated C.A.C. and compliance with the recommendations. 

 
LEVEL 4 - WEAPONS POLICY 
Students may not possess a weapon, at any time or under any circumstance, on school property, in a school building or on the campus, during a school-
sponsored activity, or on a school bus or vehicle or other transportation service sponsored by Roberto Clemente. 
Possession of a weapon in violation of this policy is a state criminal code misdemeanor of the First degree and all violations of this Policy shall be 
reported to the local police for prosecution. Expulsion will proceed. 
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DEFINITIONS OF TERMS 
“Possession of a weapon” means when a weapon is found on the person of a student, in a student’s locker or under a student’s control, on school 
property or at any school activity (including any school activity held away from school property), or when the student is traveling to or from school 
property or a school sponsored activity. or when the student is on a school bus or vehicle or other transportation service sponsored by the school. 
“School Property” means all buildings, facilities, parking areas and ground owned or under the control of Roberto Clemente Charter School. 
“Weapon” including, but is not limited to: 
-Any knife, cutting instrument, cutting tool, numb chucks, club, mechanical device, metal knuckles firearm, shotgun, rifle, air gun or spring gun, and any 
tool, instrument, or implement capable of inflicting serious bodily injury. 
-Any firearm which is not loaded or lacks a clip or other component to render it immediately operable, and components which can readily be assembled 
into a weapon. 
 
-Any destructive device, including any explosive, incendiary or poison gas bomb, grenade, rocket, missile, ammunition, or similar device. 
-Any “look-alike” of any items listed above. 
-Any item intended to be used or being used, offensively or defensively, to harm or threaten or harass students, staff members, parents or patrons, or to 
cause property damage. 
 
The possession of spray mace, noxious chemicals, and/or any device which projects or emits gas or other substances intended to produce discomfort is 
also a violation of this Policy. The use of such items is a violation of this Policy. Students could be found liable for adverse effects of spray mace or 
noxious chemicals upon innocent bystander students in civil cases brought to court by students or their parents.  
 
REPORTING POSSESSION OF A WEAPON 
Staff members and students observing or otherwise becoming aware of weapons on school property, at school activities, or on school transportation shall 
immediately report the possession of a weapon to the administration. The principal shall provide information regarding violations of this Policy to the 
Office for Safe School of the Department of Education. 
 
PROCEDURES: 
When the administration receives a report, or otherwise learns, that a student is in possession of a weapon, the following actions will be taken: 

● The student will be immediately taken to the principal’s office where the student will remain until his or her parent or guardian arrives. 
● The weapon or item considered to be a weapon shall be immediately confiscated and secured. 
● The incident will be reported to the student’s parent or guardian. 
● The incident will be reported immediately to the police. 
● The administration shall immediately suspend the student for ten (10) days or conduct a hearing on the matter whichever is shorter. 
● Judiciary hearing 
● The administration shall recommend expulsion from school for a minimum of one (1) year. Any student found to be in possession of a weapon 

in violation of this Policy is subject to mandatory expulsion for a minimum of one (1) year. 
● Probation and parole case workers will be notified of any violations of school rules and regulations including truancy. 
● There will be daily metal detector sweeps. These may be announced, random and unannounced. All students and staff must participate in the 

metal detector sweeps. Roberto Clemente Charter School shall have the right, for the safety of students and staff, to conduct searches on 
students and their lockers, if contraband is suspected. 

● Contraband shall be defined as any and all of the following: items prohibited by law, items prohibited to be possessed by minors, any weapons, 
any item that has been used as a weapon, incendiary devices and prohibited electronic devices. 

 
Level 4 - Sexual Harassment/Violations of the School’s Title IX Policy 
 
Title IX of the Education Amendments of 1972, 20 U.S.C. §1681 et seq., protects students from discrimination based on sex in educational programs or 
activities that receive Federal financial assistance. Title IX states: 
 
No person shall, on the basis of sex, be excluded from participation in, be denied the benefits of, or be subjected to discrimination under any academic, 
extracurricular, research, occupational training, or other education program or activity operated by a recipient, which receives Federal financial 
assistance. 
Title IX covers sexual harassment that happens in a school’s “education program or activity.” This includes locations, events, and circumstances where a 
school exercises substantial control over the context of the alleged harassment and the person accused of committing the sexual harassment. 
 
Sexual harassment, pursuant to the Title IX regulations, is defined as: 
- Unwelcome conduct determined by a reasonable person to be so severe, pervasive, and objectively offensive that it effectively denies a person equal 
access to the school’s education program or activity. 
- School employee conditioning educational benefits on participation in unwelcome sexual conduct, otherwise known as “Quid pro Quo,” harassment. 
- “Sexual assault,” as defined in 20 U.S.C. 1092(f)(6)(A)(v) “dating violence,” as defined in 34 U.S.C. 12291(a)(10) “domestic violence,” as defined in 34 
U.S.C. 12291(a)(8), or “stalking” as defined in 34 U.S.C. 12291(a)(30) 
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Any individual who feels he/she has been subjected to any act of sexual should communicate immediately with a staff member, and/or principal for 
further investigation.  The Title IX complaint procedures and grievance procedures are posted on the School’s website, and can be found here. 
 
Any individual who is found to be responsible for sexual harassment following the Title IX grievance process will be subject to appropriate discipline, 
including expulsion from school. 
 
Level 4 - Anti-Bullying/Harassment Policy 
The Roberto Clemente Charter School prohibits acts of harassment or bullying. The Board of Trustees has determined that a safe and civil environment 
in school is necessary for students to learn and achieve high academic standards. Harassment or bullying, like other disruptive or violent behaviors, is 
conduct that disrupts both a student’s ability to learn and a school’s ability to educate its students in a safe environment. Demonstration of appropriate 
behavior, treating others with civility and respect, and refusing to tolerate harassment or bullying is expected of administrators, faculty, staff, and 
volunteers to provide positive examples for student behavior. 
 
"Harassment or bullying" is any gesture or written, verbal, graphic, or physical act (including electronically transmitted acts – i.e. internet, cell phone, or 
wireless handheld device) that is reasonably perceived as being motivated either by any actual or perceived characteristic, such as race, color, religion, 
ancestry, national origin, gender, sexual orientation, gender identity and expression; or a mental, physical, or sensory disability or impairment; or by any 
other distinguishing characteristic. Such behavior is considered harassment or bullying whether it takes place on or off school property, at any school-
sponsored function, or in a school vehicle. If it is initiated off school grounds, the school will take the appropriate measures to contact the proper 
authorities. 
 
All RCCS students have the right to be educated in an environment free of discriminatory practices, including unlawful harassment. The Board of 
Trustees is committed to establishing and maintaining an educational environment free from unwelcome sexual conduct, either verbal or physical, for all 
students. This policy applies to third parties. The term harassment includes but is not limited to repeated, unwelcome and offensive slurs, jokes, or other 
verbal, graphic or physical conduct relating to an individual’s race, color, religion, ancestry, gender, sexual orientation, national origin, age or 
handicap/disability that create an intimidating, hostile or offensive educational environment. 
 
Bullying is defined as intentional electronic, written, verbal, visual, or physical act and/or series of acts directed at another student or students that is 
severe, persistent or pervasive and has the effect of doing the following: (1) Substantial interference with a student’s education; (2) Creation of a 
threatening environment; (3) It occurs within an interpersonal relationship where there is an imbalance of power (e.g. one person is physically larger, 
stronger, mentally quicker, or socially more powerful); (4) Substantial disruption of the orderly operation of the school. This includes cyber bullying. 
Students who are being bullied are encouraged to promptly report such incidents to a teacher, guidance counselor or building administrator. 
The Roberto Clemente Charter School Board of Trustees expects students to conduct themselves in a manner in keeping with their levels of 
development, maturity, and demonstrated capabilities with a proper regard for the rights and welfare of other students, school staff, volunteers, and 
contractors. 
 
The Roberto Clemente Charter School Board of Trustees believes standards for student behavior must be set cooperatively through interaction among 
the students, parents or guardians, staff, and community members of the school district, thereby producing an atmosphere which encourages the 
students to grow in self-discipline. The development of this atmosphere requires respect for self and others, as well as for district and community property 
on the part of students, staff, and community members. 
 
The Roberto Clemente Charter School Board of Trustees believes that the best discipline is self-imposed, and is the responsibility of staff, as monitored 
by the Dean of Students to use disciplinary situations as opportunities for helping students learn to assume responsibility and the consequences of their 
behavior. Staff members who interact with students shall apply best practices as defined in the Code of Conduct to prevent discipline problems and 
encourage students’ abilities to develop self-discipline. 
 
Since bystander support of harassment or bullying can support these behaviors, the school prohibits both active and passive support for acts of 
harassment or bullying. The staff should encourage students to support students constructively in an attempt to stop them or report them to the 
designated authority. 
 
The Roberto Clemente Charter School Board of Trustees requires its school administrators to develop and implement procedures that ensure both the 
appropriate consequences and remedial responses to a student or staff member who commits one or more acts of harassment or bullying. The following 
factors, at a minimum, shall be given full consideration by school administrators in the development of the procedures for determining appropriate 
consequences and remedial measures for each act of harassment or bullying. 
 
Factors for Determining Consequences 

● Age, development, and maturity levels of the parties involved 
● Degree of harm 
● Surrounding circumstances 
● Nature and severity of the behavior(s) 
● Incidences of past or continuing pattern(s) of behavior 
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● Relationship between the parties involved 
● Context in which the alleged incident(s) occurred 

 
Factors for Determining Remedial Measures  
Personal 

● Life skill competencies 
● Social relationships 
● Strengths 
● Talents 
● Traits 
● Interests 
● Hobbies 
● Extra-curricular activities 
● Classroom participation 
● Academic performance 

 
Environmental 

● School climate 
● Student-staff relationships and staff behavior toward the student 
● General staff management of classrooms or other educational environments 
● Staff ability to prevent and de-escalate difficult or inflammatory situations 
● Social-emotional and behavioral supports 
● Social relationships 
● Community activities 
● Neighborhood culture 
● Family situation 

 
Consequences and appropriate remedial actions for a student or staff member who commits one or more acts of harassment or bullying may range from 
positive behavioral interventions up to and including suspension or expulsion, in the case of a student, or suspension or termination in the case of an 
employee, as set forth in the Board of Trustees approved Code of Student Conduct or Employee Handbook. RCCS has a “No Tolerance” policy toward 
Bullying and strictly enforces this policy at all times. 
 
Consequences for a student who commits an act of harassment or bullying shall be unique to the individual incident and will vary in method and severity 
according to the nature of the behavior, the developmental age of the student, and the student’s history of problem behaviors and performance, and must 
be consistent with the Board of Trustees’ approved Code of Student Conduct. Remedial measures shall be designed to: correct the problem behavior; 
prevent another occurrence of the behavior; and protect the victim of the act. Effective discipline should employ a school-wide approach to adopt a rubric 
of bullying offenses and the associated consequences. The consequences and remedial measures may include, but are not limited to, the examples 
listed below: 
Examples of Consequences 

● Temporary removal from the classroom 
● Loss of school privileges or exclusion from school sponsored activities 
● Classroom or administrative detention 
● Referral to dean of students or principal 
● Counseling within school 
● Referral to counseling/therapy outside of school 
● Detention 
● In-school suspension or temporary, alternative placement 
● Out-of-school suspension 
● Referral to law enforcement officials 
● Expulsion or termination procedures as approved by RCCS Board of Trustees 

 
Examples of Remedial Measures  
Personal 

● Framing the aggressive behavior as a failed attempt to solve a real problem or reach a goal. The guidance counselor or dean of students 
assists the misbehaving student to find a better way to solve the problem or meet the goal 

● Peer support groups 
● Corrective instruction or other relevant learning or service experience 
● Supportive discipline to increase accountability for the bullying offense 
● Supportive interventions, including participation of an Intervention and Referral Services team (SAP Team or other), peer mediation, etc. 
● Behavioral assessment or evaluation, including, but not limited to, a referral to the SAP Team, as appropriate 
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● Behavioral management plan, with benchmarks that are closely monitored 
● Referral to dean of students 
● Student counseling (guidance counselor) 
● Parent conferences (staff and/or administration as necessary) 

 
Environmental (Classroom, School Building) 

● Set a time, place, and person to help the bully reflect on the offending behavior, maintaining an emotionally-neutral and strength-based 
approach 

● School and community surveys or other strategies for determining the conditions contributing to harassment, intimidation, or bullying 
● School climate improvement 
● Adoption of research-based, systemic bullying prevention programs 
● Modifications of schedules and adjustment in hallway traffic 
● Modifications in student routes or patterns traveling to and from school 
● Targeted use of monitors (e.g., hallway, cafeteria, bus) 
● General professional development programs 
● Disciplinary action for school staff who contributed to the problem 
● Parent conferences 
● Referral to community based counseling 
● Involvement of parent-teacher organizations 
● Involvement of community-based organizations 
● Development of a general bullying response plan 
● Peer support groups 
● Law enforcement involvement (e.g., probation officer, police officer) 

 
The Roberto Clemente Charter School Board of Trustees requires the principal and/or the principal’s designee to be responsible for receiving complaints 
alleging violations of this policy. All school employees are required to report alleged violations of this policy to the principal or the principal’s designee. 
 
All other members of the school community, including students, parents, volunteers, and visitors, are encouraged to report any act that may be a violation 
of this policy. Reports may be made anonymously, but formal disciplinary action may not be based solely on the basis of an anonymous report. 
 
The Roberto Clemente Charter School Board of Trustees requires the principal and/or the principal’s designee to be responsible for determining whether 
an alleged act constitutes a violation of this policy. In so doing, the principal and/or the principal’s designee shall conduct a prompt, thorough, and 
complete investigation of each alleged incident. The investigation is to be completed within three school days after a report or complaint is made. 
 
The Roberto Clemente Charter School Board of Trustees prohibits reprisal or retaliation against any person who reports an act of harassment or bullying. 
The consequences and appropriate remedial action for a person who engages in reprisal or retaliation shall be determined by the administrator after 
consideration of the nature, severity, and circumstances of the act. 
 
The Roberto Clemente Charter School Board of Trustees prohibits any person from falsely accusing another as a means of harassment or bullying. The 
consequences and appropriate remedial action for a person found to have falsely accused another as a means of harassment or bullying may range from 
positive behavioral interventions up to and including suspension or expulsion. Consequences and appropriate remedial action for a school employee 
found to have falsely accused another as a means of harassment or bullying shall be disciplined in accordance with school policies, procedures, and 
agreements. 
 
The Roberto Clemente Charter School Board of Trustees requires school officials to annually disseminate the policy to all school staff, students, and 
parents, along with a statement explaining that it applies to all applicable acts of harassment and bullying that occur on school property, at school-
sponsored functions, or on a school bus. The principal shall develop an annual process for discussing the school district policy on harassment and 
bullying with students and staff. 
 
The Roberto Clemente Charter School shall incorporate information regarding the policy against harassment or bullying into the RCCS School Employee 
Training Program. 
 
Students breaking the law will be referred to the police. This includes vandalism, destroying school property, assault, and the possession and/or 
distribution of weapons and illegal drugs. 
 
Guidelines and Procedures 
Notification of the Allentown Police Department/Law Enforcement Authority when incident involves children with disabilities 

1. If a child with a disability commits an incident of misconduct, school administrators and the Allentown Police Department should take into 
consideration that the child’s behavior may be a manifestation of the disability and there may be no intent to commit an unlawful act. A child 
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with a disability under this subsection shall mean a student with an IEP, a protected handicapped student with a service agreement that 
includes a behavior support plan, or such student for whom an evaluation is pending. 

2. In the event a child with a disability commits a mandatory notification offense according to the PA Safe School Act, RCCS must provide 
immediate notification to the Allentown Police Department regardless of the disability. Those notifications will state that the child has an IEP or 
a service agreement that includes a behavior support plan and may include Roberto Clemente’s recommendation that police intervention may 
not be required and that RCCS will act to address the student’s behavior as required by applicable federal and state law and regulations. 

3. In the event a child with a disability commits a discretionary offense and RCCS does not believe that police intervention is necessary, RCCS 
will address the student's behavioral needs as required by applicable federal and state law and regulations. 

4. Roberto Clemente Charter School, when reporting an offense committed by a child with a disability, should ensure that copies of the special 
education and disciplinary records of the child are transmitted for consideration by the appropriate authorities to the Allentown Police 
Department. 

5. Roberto Clemente Charter School, when reporting an incident under this section, may transmit copies of the child’s special education and 
disciplinary records only to the extent that the transmission is permitted by FERPA. 

Response and Handling of a Student with a Disability 
1. Roberto Clemente shall provide to the Allentown Police Department a copy of its procedures on behavior support services each time they are 

revised by Roberto Clemente Charter School. 
2. Roberto Clemente Charter School shall invite representatives of the Allentown Police Department to participate in the training in the use of 

positive behavior supports, de-escalation techniques and appropriate responses to student behavior that may require immediate intervention, 
as provided by RCCS’s special education plan. 

3. When a student with a disability commits an incident listed in the Safe Schools Act as mandatory or discretionary reporting, Roberto Clemente 
Charter School shall respond in a manner that is consistent with the training provided and in accordance with RCCS’s special education plan 
and, if applicable, with the procedures, methods and techniques defined in the student’s behavior support plan. 

4. When a protected handicapped student or a student who have physical, mental or health impairments but, is not eligible as defined by Chapter 
14 or 711 to special education services and programs, commits an incident listed as mandatory or discretionary in the Safe Schools Act, 
RCCS, shall respond in a manner that is consistent with the student’s service agreement or written agreement between the school and parents. 

5. If a student with a disability has a positive behavior support plan and commits an incident listed as mandatory or discretionary reporting to local 
police, RCCS shall act in accordance with the student positive behavior support plan. 

6. If a protected handicapped student whose agreement includes a positive behavior support plan, and commits an incident listed as mandatory 
reporting to local police, RCCS, shall act according to the student positive behavior support plan. 

7. If a student with a disability, who does not have a positive behavior support plan, commits an incident listed as mandatory reporting to local 
police, RCCS shall convene the student’s IEP team. At this meeting, the IEP team shall consider whether a positive behavior support plan 
should be developed to address the student’s behavior. 

8. If a protected handicapped student whose service agreement does not include a positive behavior support plan, commits an incident listed as 
mandatory reporting to local police, RCCS the school entity, in consultation with the student’s parents, shall consider whether a positive 
behavior support plan should be developed as part of the service agreement to address the student’s behavior. 
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Handbook Signature Instructions 
Instrucciones para Firmar el Manual 

 

Please complete the following steps regarding the Student/Parent 
Handbook: 

Por favor complete los siguientes pasos con respecto a la manual 
para estudiantes/padres: 

1. Read the Student/Parent Handbook in its entirety. 
2. Sign the Student/Parent Handbook Agreement  
3. Return the Student/Parent Handbook Agreement  

1. Lea el Manual de Padres y Alumnos en su totalidad. 
2.  Firmar el formulario Acuerdo del Manual de 

Padres y Alumnos  
3. Regresar el formulario Acuerdo del Manual de 

Padres y Alumnos  

 
Roberto Clemente Charter School:  Middle/High School 

Student/Parent Handbook Agreement 
 
The administration of the Roberto Clemente Charter School: Middle/High School (RCCS) has developed this handbook for the 
benefit of all the parents, students, and faculty.  This handbook is designed to provide not only the rules and regulations, but 
also guidelines for proper behavior for all students. All students and parents/guardians must follow the rules and regulations in 
this handbook.  Any parent/guardian or student who does not comply with the rules and regulations of RCCS runs the risk of 
losing the student’s slot for the following year. 
 
As parent and/or guardian of a charter school student, you should read this handbook, share it with your child, and make sure 
you understand all of its contents.  You and your child will be held responsible for the information it contains.   
 
The administration of this school will rely on professional judgment and common sense when dealing with student situations 
that arise throughout the school year. 
 
Student and Parents/legal guardians must sign this handbook agreement below.   
 
 
We have read, understand, and agree to the policies described in this handbook.  
 
     Student Name: _____________________________________ Grade______       

                                  
Homeroom Teacher’s Name_______________________________________ 

 
     Parent(s)/Guardian Name(s):______________________________________ 
 
     Parent(s)/Guardian(s) Signature:  __________________________________ 
 
     Date:  ________________________________________________________ 
 

Principal’s Acknowledgement:  ___________________________________ 
 
The signature page is due to the homeroom teacher or main office as soon as possible. This signed agreement will be 
placed in student files as proof as both parent/legal guardian and student have read, understand, and agreed to policies 
described in this handbook. 
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Appendix A 
 
Profile of a Successful RCCS Learner  
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THE ROBERTO CLEMENTE CHARTER SCHOOL  

BY-LAWS 

 

ARTICLE I. NAME 

 
The name of the Corporation shall be The Roberto Clemente Charter School. 

 

ARTICLE II. SEAL 

 
The Corporation seal shall have inscribed thereon the name of the Corporation, the year of its 

organization and the words "Corporate Seal, Pennsylvania." 

ARTICLE III. PURPOSE, LIMITATIONS 

 
1. The Corporation was initially formed to serve as an independent public school established 

and operated under a charter from the Allentown School District and/or any other local 

school district. This public, nonprofit Corporation hereby expands its purpose to include 

the operation of one or more independent public schools established and operated under 

one or more charters from the Allentown School District and/or any other local school 

district in which students are enrolled and attend. The Corporation shall be operated 

exclusively for the public benefit purposes as those terms are defined within the meaning 

of Section 501(c)(3) of the Internal Revenue Code of 1986, or the corresponding section 

of any future Internal Revenue Law of the United States as now enacted or as may be 

hereafter amended. 

2. No part of the net earnings of the Corporation shall inure, directly or indirectly, to the 

benefit of any private person or individual; and no Trustee, officer or employee of the 

Corporation shall receive any pecuniary benefits of any kind except reasonable 

compensation for services actually rendered to the Corporation in effecting its corporate 

purposes. The Corporation shall not participate in, nor intervene in (including the 

publishing or distributing of statements) any political campaign on behalf of any 



2 Amended July 15, 2025  

candidate for public office. 

 

ARTICLE IV. MANAGEMENT 

 
1. The business and affairs of the Corporation shall be managed by its Board of Trustees 

("Board of Trustees" or "Board") which shall consist of nine (9) members. Each Trustee 

shall be a natural person of full legal age.  The Board of Trustees shall have all powers 

and authority, as designated in the Charter, for the management of the business, property, 

and affairs of the Corporation, to do such lawful acts as it deems proper and appropriate to 

promote the objectives and purposes of the Corporation. The Board of Trustees may, by 

general resolution, delegate to committees of its own number or to officers of the 

Corporation such powers as it may see fit for specified periods of time. 

2. Trustees shall be elected by the Corporation's Board of Trustees in accordance with these 

By-Laws and The Charter School Law and shall be chosen from members of the business 

community, members of the educational community, members of the charter school 

parent community, and/or members of the community at large. At least one member of 

the Board of Trustees shall be a member of the charter school parent community. If a 

Trustee from the charter school parent community is the only Trustee from the charter 

school parent community serving on the Board of Trustees, when such Trustee’s student 

graduates from, or otherwise no longer attends, the Charter School, then such Trustee’s 

term shall cease in the month immediately succeeding such graduation or failure to 

continue enrollment at the Charter School. A Trustee from the charter school parent 

community shall be selected and appointed immediately thereafter to serve the remaining 

term of the former Trustee from the charter school parent community. 

3. Each Trustee shall be elected for a term of four (4) years, except for those Trustees elected 

to fill an unexpired term, and Trustees shall serve until their successors shall have been 

elected. 
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4. Any Trustee may resign at any time by, giving written notice of said Trustee's resignation 

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

the time specified therein or, if no time is so specified, then it shall be effective when 

accepted by the Board. Except as aforesaid, the acceptance of such resignation shall not 

be necessary to make it effective. 

5. Each vacancy created by the resignation, removal from office or an expiration of a 

Trustee's term shall be filled by the majority vote of the Trustees in attendance at a 

regular or special meeting of the Board of Trustees attended by at least two-thirds (2/3) of 

the Trustees. Any Trustee elected to fill an unexpired term shall serve for the remainder 

of time of said term. 

6. Any Trustee may be removed for cause by a majority vote of the 

Board then in office.  The Board shall in its sole and absolute discretion determine what 

constitutes adequate cause for removal.  Adequate cause for removal shall include, but 

shall not be limited to, any Trustee:  (a) missing three (3)  meetings of the Board ; (b) 

having a physical or mental limitation which after reasonable accommodation 

substantially interferes with the Trustee’s ability to perform the essential functions of a 

Trustee; (c) being convicted of any offense listed in Section 1-111 of the Pubic School 

Code, 24 P.S. § 1-111, or being charged with such an offense where the Board, in its sole 

and absolute discretion, determines that such charge should disqualify the Trustee from 

further service; (d) being charged or convicted of any offense where the Board, in its sole 

and absolute discretion, determines that such charge or conviction should disqualify the 

Trustee from further service; (e) being the subject of a founded report of child abuse or 

negligent in Pennsylvania or any other state, or being the subject of an investigation of a 

report of child abuse or neglect where the Board in its sole and absolute discretion 

determines that such investigation should disqualify the Trustee from further service; (f) 
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violating the fiduciary duty of the Trustee to the Corporation; (g) using abusive language 

or engaging in personal attacks on other trustees, employees of the Corporation, 

contractors, students, parents, or volunteers; (h) using obscene language at a Board 

meeting, other school function, or in connection with the Trustee’s duties; (i) attending a 

Board meeting or other school function under the influence of alcohol or any other drug 

that is not taken in accordance with a valid prescription; (j) acting in an immoral, cruel, 

or discriminatory manner or harassing other trustees, employees of the Corporation, 

contractors, students, parents, or volunteers; (k) violating the bylaws or policies of the 

Corporation; (l) violating any obligation of confidentiality to the Corporation or its 

employees, contractors, students, or parents, including but not limited to revealing any 

information protected by the Family Educational Rights and Privacy Act or its associated 

regulations (collectively, FERPA), except where disclosure is permitted by FERPA or by 

any other applicable law or court order, (m) revealing any information protected by the 

attorney-client privilege or the work-product doctrine except where the release of such 

information is authorized by the Board or by applicable law; (n) engaging in dishonesty, 

fraud, theft, or misappropriation of property; (o) failing to comply with all of the 

applicable provisions of the Public Official and Employee Ethics Act, including but not 

limited to the requirement to file an annual Statement of Financial Interest; or (p) acting 

(or failing to act) in a manner which the Board, in its sole and absolute discretion, 

determines should disqualify the Trustee from further service.   

7. The Board of Trustees shall hire all teachers and staff of the Corporation. The level of 

compensation and terms of employment shall be determined by the Board of Trustees. 
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8. The Board of Trustees on behalf of the Corporation shall be authorized to hire and pay for 

the services of such advisors and other persons, including but not limited to, accountants, 

lawyers, investments advisors, architects, contractors and fund-raising experts as the 

Board shall deem necessary or appropriate in order to carry out the purposes of the 

Corporation. 

ARTICLE V. MEETING OF THE BOARD OF TRUSTEES 

 
1. The annual meeting of the Board of Trustees for the election of Trustees and Officers and 

such other business as may come before the meeting shall be held in January at the 

principal office of the Corporation or at such other place and time as designated by the 

Board of Trustees and so publicized. The regular meetings of the Board shall be held at 

such place, date and time as shall be established by the Board and so publicized. 

2. Written or personal or electronic notice of every regular or special meeting of the Board 

shall be given to each Trustee at least five (5) days prior to the meeting. Meetings of the 

Board that will consider a fundamental change as provided for in 15 Pa.C.S.A. §5901 et 

seq shall be held with at least ten (10) days prior notice to each Trustee. Notice of 

meetings that will consider a fundamental change or a special meeting shall contain a 

brief statement of the general nature of the business to be transacted. Notice of a regular 

or annual meeting need not specify the purpose of the meeting. 

3. For the purposes of transacting business, except in instances where the Charter School 

Law or these By-Laws require a different number, a quorum shall consist of five (5) 

Board members. 

4. Trustees shall receive no salary or compensation for their services as Trustees. 

 

5. One or more persons may participate in a meeting of the Board or any committee by 

means of conference telephone or similar communications equipment such that all persons 

participating can hear each other and a meeting pursuant to this section shall constitute 
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presence in person at such meeting. 

 

6. Any person may be designated by the Board as an ex-officio member of the Board. 

 

Any such member shall be entitled to attend and receive notice of meetings in the same 

manner as a regular Trustee but shall not be entitled to vote or be counted for purposes of 

determining a quorum or the number of votes necessary for any measure. 

7. "Roberts Rules of Order Revised" shall govern the organization and conduct of all 

meetings of the Board unless the same are inconsistent with these By-Laws in which case 

provisions for these By-Laws shall govern. 

8. No member of a School Board of Directors which has granted a charter or charters to the 

Corporation may serve on the Board of Trustees. 

9. The Board of Trustees must comply with the Sunshine Act of the Commonwealth of 

Pennsylvania, 1998, Oct. 15, P.L. 729, No. 93, 65 Pa.C.S.A. §§701-716, as amended from 

time to time. Votes shall not be cast by proxy. 

10. Executive Sessions: 

 

i. All meetings of the RCCS Board of Trustees shall be open to the public except when 

the Board convenes in Executive Session. According to the Sunshine Act of the 

Commonwealth of PA 1998, Oct. 15, P.L. 729, No. 93, 65 Pa.C.S.A. §§708, 

Executive Sessions are designed so the Board can address one or more of the 

following issues: (a) to discuss any matter involving the employment, appointment, 

termination of employment, terms and conditions of employment, evaluation of 

performance, promotion or disciplining of any specific prospective public officer or 

employee or current public officer or employee employed or appointed by the agency, 

or former public officer or employee, provided, however, that the individual 

employees or appointees whose rights could be adversely affected may request, in 

writing, that the matter or matters be discussed at an open meeting; (b) to hold 

https://web2.westlaw.com/find/default.wl?tf=-1&rs=WLW10.08&fn=_top&sv=Split&tc=-1&docname=UUID(IE93BD32C00-1743E0BFB04-6F07D5466BE)&ordoc=9655809&findtype=l&mt=Pennsylvania&db=1077005&utid=1&vr=2.0&rp=%2ffind%2fdefault.wl&pbc=BA507F1C
https://web2.westlaw.com/find/default.wl?tf=-1&rs=WLW10.08&fn=_top&sv=Split&tc=-1&docname=UUID(IE93BD32C00-1743E0BFB04-6F07D5466BE)&ordoc=9655809&findtype=l&mt=Pennsylvania&db=1077005&utid=1&vr=2.0&rp=%2ffind%2fdefault.wl&pbc=BA507F1C
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information, strategy and negotiation sessions related to the negotiation or arbitration 

of a collective bargaining agreement or, in the absence of a collective bargaining unit, 

related to labor relations and arbitration; (c) to consider the purchase or lease of real 

property up to the time an option to purchase or lease the real property is obtained or 

up to the time an agreement to purchase or lease such property is obtained if the 

agreement is obtained directly without an option; (d) to consult with its attorney or 

other professional advisor regarding information or strategy in connection with 

litigation or with issues on which identifiable complaints are expected to be filed; (e) 

to review and discuss agency business which, if conducted in public, would violate a 

lawful privilege or lead to the disclosure of information or confidentiality protected by 

law, including matters related to the initiation and conduct of investigations of 

possible or certain violations of the law and quasi-judicial deliberations; (f) for duly 

constituted committees of a board or council of trustees. 

ii. Only voting members may be present during Executive Sessions except that the 

President of the Board may rule permissible the presence of any other person(s) as 

may be required to facilitate discussion. 

iii. Executive Sessions can be held by any of the following methods: in person or via 

telephone or video conference. 

iv. Business conducted in Executive Session is considered confidential and known only 

to voting members and to those who are present. The Board shall not take action on 

any item discussed in Executive Session. Any action requiring a vote by the Board 

must be presented as a motion outside of Executive Session. 

v. Any matter discussed in Executive Session shall be generally noted in the minutes. 

 
 

11. In addition to the powers and authorities these By-Laws expressly conferred upon them, 
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the Board of Trustees may exercise all such powers of the Corporation and do all such 

lawful acts and things as are not by statute, the Articles of Incorporation or these By-Laws 

directed or required not to be exercised or done by the Board and/or are directed and 

required to be done by others. 

12. Trustees are expected to attend all Board meetings. If a Trustee is unable to attend a Board 

meeting, then the Trustee shall make his or her best efforts to contact the Board President 

as soon as possible, most preferably prior to the Board meeting.  The Board President 

shall make a determination whether or not a Trustee’s failure to attend a Board meeting is 

excused or unexcused. The Secretary of the Board will communicate with any Trustee 

after three unexcused, consecutive absences to ascertain the Trustee’s interest in retaining 

Board membership. Failure to provide an adequate response may qualify as sufficient 

cause for removal from the Board of Trustees. 

ARTICLE VI. COMMITTEES 

 
1. The Board may, from time to time, establish one or more committees, including, but not 

limited to, an Executive Committee. Subject to these By-Laws and any applicable 

provision of the Charter School Law, committees shall have and may exercise all of the 

powers and authority granted to said committee by the Board. Each committee of the 

Board shall serve at the pleasure of the Board. Committees may include members who  

are not Trustees of the Corporation. 

2. Executive Committee. There shall be an Executive Committee consisting of the President, 

Vice President, Secretary, Treasurer plus such additional Trustees as may be elected by 

the Board.  

3. Conduct of Business. Each committee may determine the procedural rules for meeting 

and conducting its business and shall act in accordance therewith, except as otherwise 

provided herein or required by law. Adequate provisions shall be made for notice to 
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committee members of all meetings. All matters shall be determined by a majority vote 

of the members present. Ex-officio member of committees shall have voice but no vote 

and shall not be counted towards a quorum. All actions taken by a committee since the 

last meeting of the Board shall be reported to the Board at its next meeting. 

ARTICLE VII. OFFICERS 

 
1. The officers of the Corporation shall include the President, Vice President, Secretary, 

Treasurer, and such other assistant officers as shall be determined by the Board from 

time to time. Such officers shall be elected by majority vote of the Board at its annual 

meeting and shall hold office until such officer's successor is elected or until such officer's 

death, retirement, resignation or removal from office in the manner herein provided. 

2. Any officer may resign at any time by giving written notice of said officer's resignation to 

the President or the Secretary of the Corporation. Such resignation shall take effect at the 

time specified therein or, if no time is so specified, then it shall be effective when 

accepted by the Board. Except as aforesaid, the acceptance of such resignation shall not 

be necessary to make it effective. An officer may be removed with cause, at any time by 

majority vote of the Board then in office. Any vacancy in any office may be filled for the 

unexpired portion of the term in the same manner as provided for election to such office. 

3. All officers shall be natural persons of full legal age and shall hold their offices for a term 

of one (1) year. The officers shall have such authority and shall perform such duties as are 
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provided for in the By-Laws and as shall from time to time be prescribed by the Board. 

 

4. The President shall have general and active management of the affairs of the Corporation; 

shall see that all orders and resolutions of the Board are carried into effect, subject, 

however to the right of the Board to delegate any specific powers except such as may be 

by statute exclusively conferred on the President, to any other officer or officers of the 

Corporation. The President shall solely be permitted to execute bonds, mortgages, line of 

credit and other documents, under the seal of the Corporation and where properly 

approved by the Board in accordance with these By-Laws; and shall be ex-officio a 

member of all committees and shall have the general powers and duties of supervision 

and management usually vested in the office of President. The President shall preside at 

all meetings of the Board and shall submit such recommendations and information as he 

or she may consider proper, or which he or she was directed by the Board to obtain, 

concerning the business affairs and policies of the Corporation. The President shall sign 

contracts and agreements properly approved by the Board, and shall have authority to 

sign employment agreements prior to approval by the Board when deemed necessary for 

the efficient functioning of a charter school. Such authority shall not extend to 

employment agreements for the positions of Principal, Assistant Principal, Dean of 

Students, or equivalent positions. All employment agreements signed prior to Board 

approval shall be submitted to the Board at its next meeting for ratification. 

5. The Vice President shall act in all cases for and as the President in the latter's absence or 

incapacity, and shall perform such other duties as the Vice President may be required to 

do from time to time. 

6. The Secretary shall attend all sessions of the Board and act as clerk thereof, and record all 

the votes of the Corporation and the minutes of all its transaction in a book to be kept for 
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that purpose; shall perform like duties for all committees of the Board, when required; 

shall give, or cause to be given, notice of all meetings of the Board; shall perform such 

other duties as may be prescribed by the Board or the President, under whose 

supervision the Secretary shall be; and shall keep in safe custody the corporate seal of  

the Corporation, and, when authorized by the Board, affix the same to any instrument 

requiring it. An Assistant-Secretary or Secretaries may be appointed by the Board who 

shall have and exercise all power and authority of the Secretary and shall be permitted to 

perform all duties of the Secretary or such other duties as may be directed by the President 

or Board. 

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

and accurate accounts of receipts and disbursements in books belonging to the 

Corporation; shall keep the monies of the Corporation in a separate account to the credit 

of the Corporation; shall disburse the funds of the Corporation as may be ordered by the 

Board, taking proper vouchers and receipts for such disbursements; and shall render to the 

President and the Board at the regular meetings of the Board, or whenever the Board may 

require it, an account of all the Treasurer's transactions and of the financial condition of 

the Corporation. The Treasurer of the Corporation shall deposit the funds belonging to the 

organization in a depository approved by the Board. All deposits of the Corporation by 

the Treasurer shall be made in the name of the Corporation. The Treasurer shall receive 

all funds of the Corporation including but not limited to all local, state, and federal funds 

and privately donated funds. The Treasurer shall also make payments out of said funds on 

proper orders approved by the Board of Trustees and signed by the President or Vice 

President or such other officers as the Board may designate. The Treasurer may pay out 

such funds on orders which have been properly signed without the approval of the Board 

first having been secured for the payment of amounts owing under any contract which 
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shall previously have been approved by the Board, and by which prompt payment the 

Corporation will receive a discount or other advantage. The Board of Trustees shall 

direct the Treasurer to invest funds consistent with sound business practice. Authorized 

investments shall be: 

i) United States Treasury Bills; 

 

ii) Short Term obligations of the United States Government or its agencies or 

instrumentalities. 

iii) Deposits in saving accounts or time deposits or share account of institutions insured by 

the Federal Deposit Insurance Corporation or the Federal Savings and Loan Insurance 

Corporation or the National Credit Union Share Insurance Fund to the extent that such 

accounts are so insured, and for any amounts above the insured maximum, provided 

that approved collateral as provided by law therefore shall be pledged by the 

depository. 

iv) Obligations to the United States of America or any of its agencies or instrumentalities 

backed by the full faith and credit of the United States of America, the Commonwealth 

of Pennsylvania, or any of its agencies or instrumentality's backed by the full faith of 

the Commonwealth, or of any political subdivision of the Commonwealth of 

Pennsylvania of any of its agencies or instrumentality's backed by the full faith and 

credit of the political subdivision. 

a. In making investment of funds, the Board shall have authority: 

 

i) To permit assets pledged as collateral under subsection iii) above to be pooled in 

accordance with the Act of August 1971 (P.L. 281, No. 72) at 72 P.S. §3836-1 et seq, 

relating to pledges of assets to secure deposits of public funds. 

ii) To combine moneys from more than one fund under Corporate control for the purchase 

of a single investment, provided that each of the funds combined for the purpose shall 
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be accounted for separately in all respects and that the earnings from the investment are 

separately and individually computed and recorded, and credited to the accounts from 

which the investment was purchased. 

b. Any purchase or sale shall be made by the Treasurer of the corporation on a resolution 

adopted by the Board. 

c. The Treasurer shall settle the Corporation's accounts annually for each school year. The 

annual audit shall be conducted according to the requirements of the Public School Code 

as amended from time to time. 

d. The Treasurer shall be permitted to delegate the duties of keeping the books of accounts, 

showing receipts and expenditures, of presenting financial reports to the Board, or of the 

hiring of an independent auditor, to the Chief Executive Officer (CEO) of the Charter 

School or the CEO’s designee. 

ARTICLE VIII. VACANCIES 

 
1. If the office of any officer becomes vacant for any reason, the Board of Trustees may 

choose a successor, who shall hold office for the unexpired term of said vacancy. 

2. Vacancies in the Board of Trustees resulting from an increase in the number of Trustees 

in accordance with these By-Laws shall be filled by a majority of the then in office 

members of the Board, and each person so elected shall be a Trustee for the unexpired 

term of said vacancy. 

ARTICLE IX. BOOKS AND REPORTS 

 
The Corporation shall keep an original or duplicate record of the proceedings of the Board, and 

the original or a copy of its By-Laws, including all amendments thereto to date, certified by the 

Secretary of the Corporation either at its registered office or at its principal place of business. 
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ARTICLE X. ANNUAL REPORT 

 
The President shall present annually to the Board a report, verified by the Treasurer, showing in 

appropriate detail the following: 

(a) The assets and liabilities as of the end of the fiscal year immediately preceding the date of 

the report; 

(b) The principal changes in assets and liabilities during the year immediately preceding the 

date of the report, 

(c) The revenue or receipts of the Corporation, both unrestricted and restricted to a particular 

purpose, for the year immediately preceding the date of the report, including separate data 

with respect to each trust fund held by or for the Corporation; and 

(d) The expenses or disbursements of the Corporation, for both general and restricted 

purposes, during the year immediately preceding the date of the report. The report shall 

be filed with the minutes of the meeting of the Board at which presented. 

ARTICLE XI. NOTICES 

 
1. Whenever written notice is required to be given to any person, it may be given to such 

person, either personally or by sending a copy thereof by first class or express mail, 

postage prepaid, or electronic mail (email), or courier service, charges prepaid, or by 

facsimile transmission, to said person's address (or facsimile number) appearing on the 

books of the Corporation, or in the case of Trustees, as supplied by said Trustee to the 

Corporation for the purpose of notice. If the notice is sent by mail or courier service, it 

shall be deemed to have been given to the person entitled thereto when deposited in the 

United States mail, or courier service, or facsimile when dispatched. A notice of 

meeting shall specify the place, day and hour of the meeting and any other information 

required by statute or these By-Laws. When a regular or special meeting of the Board of 
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Trustees is adjourned it shall not be necessary to give any notice of the adjourned 

meeting or of the business to be transacted at the adjourned meeting, other than by 

announcement at the meeting at which such adjournment is taken. 

2. Whenever any written notice is required to be given by Statute, Articles of Incorporation 

or By-Laws of this Corporation, a waiver thereof in writing, signed by the person or 

persons entitled to such notice, whether before or after the time stated therein, shall be 

deemed equivalent to the giving of such notice. Except as otherwise required by Statute, 

or by these By-Laws, neither the business to be transacted nor the purpose of a meeting 

need be specified in the waiver of notice of such meeting. In the case of a special 

meeting of the Board of Trustees such waiver of notice shall specify the general nature of 

the business to be transacted. Attendance of a person at any meeting shall constitute 

waiver of notice of such meeting, except where a person attends the meeting for the 

express purpose of objecting, at the beginning of the meeting, to the transaction of any 

business because the notice of the meeting was not lawfully done. 

ARTICLE XII. MISCELLANEOUS PROVISIONS 

 
1. The fiscal year of the corporation shall begin on the first day of July. 

 

2. Each Trustee, each member of any committee designated by the Board and each officer 

of the Corporation shall, in the performance of said person's duties, be fully protected in 

relying in good faith upon the books of account or other records of the Corporation, 

including reports made to the Corporation by any of its officers, independent 

certified public accountants, or by any employee of the Corporation. 

3. The Corporation shall comply at all times with the requirements of Pennsylvania 

Charter School Law, as amended from time to time. 

4. Upon the dissolution of the Corporation, the Board of Trustees shall, after paying or 

making provisions for the payment of all the liabilities of the Corporation, dispose of all 
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the assets of the Corporation in such manner or to such organization or organizations 

organized and operated exclusively for charitable, educational, religious or scientific 

purposes as shall at the time qualify as exempt organizations under Section 501(c) (3) of 

the Internal Revenue Code of 1986 (or the corresponding provision of any future United 

States Internal Revenue law) as the Board of Trustees shall determine. Any of such assets 

not so disposed of shall be disposed of by a court of competent jurisdiction, in which the 

principal office of the Corporation is then located, exclusively for such purposes or to such 

organization or organizations as the court shall determine which are organized and 

operated exclusively for the above stated purposes. The Corporation is one which does not 

contemplate pecuniary gain or profit to its Trustees or officers and is organized for 

nonprofit purposes, and no part of any of the net earnings thereof shall inure to the benefit 

of any Trustee, officer or other individual. 

ARTICLE XIII. INDEMNIFICATION 

 
The Corporation shall indemnify any Officer or member of the Board who was or is a party or is 

threatened to be made a party to any threatened, pending or completed action, suit or proceeding 

whether civil, criminal, administrative or investigative by reason of the fact that said Officer or 

member of the Board is or was a representative of the Corporation, or is or was serving at the 

request of the Corporation as a representative of another corporation, partnership, 

joint venture, trust or other enterprise, against expenses (including attorneys' fees), judgments, 

fines and amounts paid in settlement or actually and reasonably incurred by said Officer or 

member of the Board in connection with such action, suit or proceeding if said person acted in 

good faith and in a manner reasonably believed to be in or not opposed to, the best interests of 

the Corporation, and with respect to any criminal action or proceeding, had no reasonable cause 

to believe said person's conduct was unlawful. In addition, the Corporation may indemnify any 

agent of the Corporation against expenses (including attorneys' fees) judgments, 
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fines and amounts paid, as aforesaid. The individual shall have no right to reimbursement, 

however in relation to matters as to which said person has been adjudged liable to the 

Corporation for negligence or misconduct in the performance of said person's duties, or was 

derelict in the performance of said person's duty as Trustee, officer, employee or agent by 

reason of willful misconduct, bad faith, gross negligence or reckless disregard of the duties of 

said person's office or employment. The determination as to whether the Officer, member of the 

Board, employee or agent involved has met the applicable standard of conduct to justify 

indemnification shall be made by the Board by a majority vote of a quorum consisting of 

Trustees who were not parties to such action, suit or proceedings, or, if such a quorum is not 

obtainable, by independent legal counsel in a written opinion. The foregoing right of 

indemnification shall be in addition to, and not exclusive of, all other rights which such Trustee, 

officer or employee may be entitled. 

ARTICLE XIV. AMENDMENTS 

 
By-Laws may be adopted, amended or repealed by the majority vote of the then in office Board 

of Trustees at any regular or special meeting duly convened after notice to the Trustees of the 

general nature of the By-Law change at least fifteen (15) days prior to said By-Law change. 
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I. INTRODUCTION 

A. Purpose of the Plan 

The purpose of the Roberto Clemente Charter School (RCCS) Emergency Operations 
Plan (EOP) is to provide information on how to respond to emergency incidents by 
outlining the responsibilities and duties of RCCS and its employees.  Developing, 
maintaining, and exercising the plan empowers employees to act quickly and 
knowledgably. The plan educates staff, faculty, students, and other key stakeholders 
on their roles and responsibilities before, during, and after an incident.  This plan 
provides parents and other members of the community with assurances that RCCS 
has established guidelines and procedures to respond to incidents/hazards in an 
effective way. 
 
Developing, maintaining, and exercising the RCCS EOP increases legal protection.  
Schools without an established emergency operations plan may be found liable for 
their absence.  While no set of policies rules out the potential for legal problems, 
establishing procedures and guidelines on the best professional practices provides a 
margin of protection against liability. 
 
This Basic Plan outlines RCCS’s approach to emergency management and operations.  
It has been developed to assist RCCS protect its staff and students during an 
emergency situation.  This plan takes an all-hazard approach to emergency 
management and plans for prevention, protection, mitigation, response, and recovery. 
 
The mission of RCCS in an emergency/disaster is to: 
 

• Prevent emergencies and disasters 
• Protect lives and property 
• Mitigate the effects of a disaster 
• Respond to emergencies promptly and properly 
• Aid in recovery from disasters 

 
B. Scope of the Plan 

The RCCS EOP provides guidelines and procedures for dealing with existing and 
potential school incidents.  The basic plan and the functional and hazard-specific 
annexes outline an organized, systematic method to mitigate, prevent, prepare for, 
respond to, and recover from incidents. The plan discusses the expectations of staff; 
roles and responsibilities; direction and control systems; internal and external 
communications; training and sustainability; authority and references as defined by 
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local, state, and federal government mandates; common and specialized procedures; 
and specific hazard vulnerabilities and responses/recovery.   
 
This plan provides direction guiding how the RCCS will work in partnership with federal, 
regional and local first responders in compliance with the National Incident 
Management System (NIMS). To this aim, this plan has been designed to ensure RCCS 
has fully incorporated NIMS compliant policies and procedures into its daily and event 
management processes. 
 
C. Coordination with Emergency First Responders 

Various agencies and services are involved in responding to school incidents, 
including emergency responders from law enforcement, safety, fire, emergency 
agencies, as well as mental health and other community organizations.  The RCCS EOP 
includes planning with various federal, state, and/or local agencies and community 
service providers to aid in timely communication and response to an incident.  The 
school’s planning may include written agreements to help coordinate services 
between the agencies and school.  If mutual aid agreements are created, a copy will 
be maintained with other important documents related to this school emergency 
operations plan.  Planning should specify the type of communication and services 
provided by one agency to another.  In accordance with State law, the plan has been 
shared with the local first response agencies including but not limited to the Allentown 
Police Department, Allentown Fire Department, Allentown Emergency Medical Services 
as well as, the Allentown City and Lehigh County Emergency Management 
Administrators (EMAs). 
 

D. Situation Overview 

1. Situation 

RCCS is exposed to many hazards, all of which have the potential for disrupting the 
school community, causing casualties, and damaging or destroying public or private 
property. A summary of the major hazards is provided in Table 1.  
 
2. Enrollment and Employment Figures 

The charter school’s current enrollment is approximately 625 students of which 300 
attend the charter school’s elementary campus and 325 attend the charter school’s 
secondary campus. 
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Administration Office 
 
The charter school’s administration office is comprised of 3 administrators, 5 non-
instructional managers and assistant managers, 3 financial office staff, and 1 
custodian. 
 

Elementary School 
 
The elementary school’s current enrollment is approximately 300 students. The 
school’s staff is comprised of 24 teachers and 2 administrators.  Additionally, there is 
1 school counselor, 1 health room staff, 2 office staff, 6 instructional 
assistant/substitutes, 3 cafeteria staff, 3 custodial staff and 1 informational 
technology technician. 
 
RCCS is committed to the safe evacuation and transport of students and staff with 
functional needs.  The functional needs population includes, but is not limited to, 
students/staff with: 
 

• Limited English proficiency 
• Blindness or visual disabilities 
• Cognitive or emotional disabilities 
• Deafness or hearing loss 
• Mobility/physical disabilities (permanent and temporary) 
• Medically fragile health (including asthma and severe allergies) 

 
RCCS’ current enrollment of students with functional needs is approximately 100 
students; however, this number will fluctuate.  Students and/or staff may require 
additional assistance if they are temporarily on crutches, wearing casts, etc. 
 

Classrooms containing students and staff that require additional assistance during 
an incident will be noted by an asterisk next to the room number in all emergency 
documentation. The list of students and staff names with functional needs along with 
their schedules is available in both hard copy (main office and emergency bag 
folders) and electronic versions (Google Drive). A list of staff members that have been 
trained and assigned to assist the functional needs population during drills, exercises, 
and incidents is also available in the principal’s office. 
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Secondary School 
 
The secondary school’s current enrollment is approximately 325 students. The 
school’s staff is comprised of 28 teachers and 2 administrators.  Additionally, there is 
2 school counselors, 2 health room staff, 2 office staff, 4 instructional 
assistant/substitutes, 4 cafeteria staff, 3 custodial staff and 1 informational 
technology technician. 
 
RCCS is committed to the safe evacuation and transport of students and staff with 
functional needs. The functional needs population includes, but is not limited to, 
students/staff with: 
 

• Limited English proficiency 
• Blindness or visual disabilities 
• Cognitive or emotional disabilities 
• Deafness or hearing loss 
• Mobility/physical disabilities (permanent and temporary) 
• Medically fragile health (including asthma and severe allergies) 

 
RCCS’ current enrollment of students with functional needs is approximately 100 
students; however, this number will fluctuate.  Students and/or staff may require 
additional assistance if they are temporarily on crutches, wearing casts, etc. 
 

Classrooms containing students and staff that require additional assistance during 
an incident will be noted by an asterisk next to the room number in all emergency 
documentation. The list of students and staff names with functional needs along with 
their schedules is available in both hard copy (main office and emergency bag 
folders) and electronic versions (Google Drive). A list of staff members that have been 
trained and assigned to assist the functional needs population during drills, exercises, 
and incidents is also available in the principal’s office. 
 
Locations 
 

The Charter School is made up of the following buildings situated at the locations listed 
below.  
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BUILDING NAME SCHOOL ADDRESS SCHOOL COUNTY 
Elementary 
School 

850 N. 5th Street, Allentown, PA 18102 Lehigh 

Secondary 
School 

136 S. 4th Street, Allentown, PA 18102 Lehigh 

Administration 131 W. Hamilton Street, Allentown, PA 18101 Lehigh 
 
 

The Elementary School’s main campus is located at 850 N. 5th Street, Allentown, PA 
18102 located in the city of Allentown and in Lehigh County. The School is made up of 2 
buildings.  The main school building is a three floors.  The campus includes one 
modular classroom.  
 
A floor layout or map of the buildings annotated with evacuation routes, shelter 
locations, fire alarm pull stations, fire hydrants, fire extinguishers, first aid kits, 
hazardous materials storage, and utility shut offs is found under separate cover in the 
Facilities office. 
 
The Secondary School’s main campus is located at 136 S. 4th Street, Allentown, PA 18102 
located in city of Allentown and in Lehigh County.  The School is made up of 1 building 
which includes 3 three floors and a cafeteria/gymnasium suite.  There is also one 
outdoor shed. 
 
A floor layout or map of the buildings annotated with evacuation routes, shelter 
locations, fire alarm pull stations, fire hydrants, fire extinguishers, first aid kits, 
hazardous materials storage, and utility shut offs is found under separate cover in the 
Facilities office. 
 
E. Hazard Analysis Summary 

RCCS is exposed to many hazards which have the potential for disrupting the school 
community, causing casualties, and damaging or destroying public or private 
property.  The Lehigh County Emergency Management Agency and the city of 
Allentown maintains an Emergency Operations Plan (EOP) to address hazards and 
incidents, the RCCS EOP has been developed to fit into the larger County and City EOP. 
 
A hazard analysis has been completed for RCCS.  A listing of the most likely hazards 
and vulnerabilities is provided in Table 1. 
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TABLE 1.  HIGH-PRIORITY HAZARDS   

Flood Flooding is a natural feature of the climate, topography, and hydrology 
of RCCS and its surrounding areas.  Flooding predominates throughout 
the winter and early spring due to melting snow, breakaway ice, and 
rainy weather. Flooding could threaten the safety of students and staff 
whenever storm water or other sources of water threaten to inundate 
school grounds or buildings.  Flooding may occur if a water pipe breaks 
or prolonged rainfall causes urban streams to rise.  Flooding may also 
occur as a result of damage to water distribution systems such as 
failure of a dam or levee.   

Severe 
Weather 

High winds, tornados, heavy snow and/or ice are natural features of the 
local climate. The locations of RCCS buildings are vulnerable to severe 
local storms.  The effects are generally transportation problems and 
loss of utilities, but can vary with the intensity of the storm, the level of 
preparation by RCCS, and the equipment and staff available to 
perform tasks to lessen the effects of severe local storms. 

Armed 
Intruder 

While an armed intruder incident has never occurred at RCCS, any 
school is vulnerable to this type of threat. On October 2, 2006, a 
shooting occurred at the West Nickel Mines school, an Amish one-room 
schoolhouse in the community of Nickel Mines, a village in Bart 
Township, Lancaster County, Pennsylvania. This tragedy heightens 
awareness of the potential incidents that school communities must 
prepare for through their EOPs. 

Bomb 
Threat 

Communicated threats regarding the presence of destructive devices 
on RCCS property take place rarely.  However, these threats may 
include the placement of any explosive device of an incendiary, 
chemical, biological, or radioactive nature. 

Bus 
Accident 

School bus accidents may occur both within the geographic 
boundaries of the charter school or outside the charter school (field 
trips, interscholastic activities).  On average, RCCS encounters 3 
transportation accidents per school year which are most likely to occur 
during arrival and dismissal proceedings.  In these accidents, 0 
students have sustainted injury. 

Hostage In the history of this RCCS, an intruder or intruders have never gained 
access to school property and taken students or staff hostage.  
However, the risk of a hostage event always exists. 

Fire/ 
Explosion 

Fire or explosion hazards are a prevalent type of threat/hazard in any 
structure.  In the history of RCCS, the school has experienced 0 
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instances of fire and 0 events resulting in explosions.   
Hazardous 
Materials 

Hazardous materials are used for a variety of purposes and are 
regularly transported through many areas in and around RCCS.  
Currently, hazardous materials such as but not limited to fuel oil, 
bleach, and environmental cleaners are all used and stored on school 
grounds.   

Infectious 
Disease  

A pandemic is a global outbreak of disease that occurs when a new 
virus appears that can spread easily from person to person.  People 
that have not been exposed to this new virus before have little or no 
immunity to the virus; therefore, serious illness or death is more likely to 
result than during seasonal flu. 
 
The effects of a pandemic can be lessened if preparations are made 
ahead of time.  RCCS is vulnerable to a pandemic, has experienced a 
pandemic in recent years, and understands the school’s impact on the 
overall illness rates within the community. 
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F. Planning Assumptions and Limitations 

1. Planning Assumptions 

• The school community will continue to be exposed and subject to hazards and 
incidents described in the Hazard Analysis Summary, as well as lesser hazards 
and others that may develop in the future. 

• A major disaster could occur at any time and at any place.  In many cases, 
dissemination of warning to the public and implementation of increased 
readiness measures may be possible; however, some emergency situations 
occur with little or no warning. 

• A single site incident (e.g., fire, gas main breakage) could occur at any time 
without warning and the employees of the school affected cannot and should 
not wait for direction from local emergency response agencies.  Action is 
required immediately to save lives and protect school property. 

• Following a major or catastrophic incident, the school may have to rely on its 
own resources to be self-sustaining for up to 72 hours. 

• There may be a number of injuries of varying degrees of seriousness to staff, 
and/or students.  Rapid and appropriate response will reduce the number and 
severity of injuries. 

• Outside assistance from local fire, law enforcement and emergency 
managers will be available in most serious incidents. Since it takes time to 
request and dispatch external assistance, it is essential for the school to be 
prepared to carry out the initial incident response until responders arrive at 
the incident scene. 

• Proper prevention and mitigation actions, such as creating a positive school 
environment and conducting fire and safety inspections, can prevent or 
reduce incident- related losses. 

• Maintaining the RCCS EOP and providing frequent opportunities for 
stakeholders (staff, students, parents, emergency responders, etc.) to 
participate in training and conduct periodic emergency drills and exercises 
can improve the school’s readiness to respond to incidents. 

• A spirit of volunteerism among school employees, students and families will 
help provide assistance and support to emergency response efforts.  

• Per Commonwealth law, school buildings will be made available to municipal, 
county and state officials for emergency planning, exercise purposes, and 
actual service as mass-care facilities in the event of a community emergency 
evacuation. 

• Per Commonwealth law, school bus and transportation vehicles owned or 
leased by universities, colleges, and school districts shall be made available to 
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local, county, and State officials for emergency planning, exercise purposes, 
and actual service in the event of a community emergency evacuation. 

• The charter school has developed this plan striving to be in compliance with 
the FEMA, “Developing and Maintaining Emergency Operations Plans: 
Comprehensive Preparedness Guide (CPG) 101.” 

• The charter school has likewise developed this plan striving to be consistent 
with the Readiness and Emergency Management for Schools (REMS) Technical 
Assistance Center’s: “Guide for Developing High-Quality Emergency 
Operations Plans for K-12 Schools.” 

• Per Commonwealth law, the charter school has developed this plan striving to 
be in compliance with the Pennsylvania Emergency Management Agency 
“Multi-Hazard Planning Toolkit.”  

• The RCCS emergency operations program will follow the National Incident 
Management System (NIMS) guidelines. 

 

2. Planning Limitations 

It is the policy of RCCS that no guarantee is implied by this plan of an ideal 
emergency response and incident management system.  As personnel and 
resources may be overwhelmed, RCCS can only endeavor to make every reasonable 
effort to manage the situation with the resources and information available at the 
time. 
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II. CONCEPT OF OPERATIONS 

A. Objectives 

The objectives of RCCS emergency operations program are to protect the lives and 
well-being of its students and staff through the prompt and timely response of 
trained school personnel, should an emergency affect the school. To meet these 
objectives, RCCS shall establish and maintain a comprehensive emergency 
operations program that includes plans and procedures, hazard analysis, security 
audits, training and exercise, and plan review and maintenance. 
 
B. General 

• It is the responsibility of RCCS officials to protect students and staff from the 
effects of hazardous events. This involves having the primary role in identifying 
and mitigating hazards, preparing for and responding to, and managing the 
recovery from emergency situations that affect RCCS. 

• It is the responsibility of the RCCS to provide in-service emergency response 
education for all school and office personnel. 

• It is the responsibility of the building principal to conduct drills and exercises to 
prepare school personnel as well as students for an emergency situation. 

• To achieve the necessary objectives, an emergency program has been 
organized that is both integrated (employs the resources of the charter 
school, local emergency responders, organized volunteer groups, and 
businesses) and comprehensive (addresses mitigation/prevention, 
preparedness, response, and recovery). This plan is one element of the 
preparedness activities. 

• This plan is based on a multi-hazard approach to emergency planning. It 
addresses general functions that may need to be performed during any 
emergency situation and is not a collection of plans for specific types of 
incidents. For example, the warning annex addresses techniques that can be 
used to warn staff, students, and parents during any emergency situation, 
whatever the cause. 

• The Incident Command System (ICS) will be used to manage all emergencies 
that occur within the charter school.  RCCS encourages the use of ICS to 
perform non-emergency tasks to promote familiarity with the system.  All 
charter school and site personnel will be trained in ICS. 

• As required by law, RCCS will conduct at least one disaster response or 
emergency preparedness plan drill annually. 

• Personnel tasked in this plan are expected to develop and keep current 
standard operating procedures (SOP) that describe how emergency tasks will 
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be performed. RCCS is charged with ensuring the training and equipment 
necessary for an appropriate response are in place. 

• This plan is based upon the concept that the emergency functions that must 
be performed by RCCS generally parallel some of their normal day-to-day 
functions. To the extent possible, the same personnel and material resources 
used for day-to-day activities will be employed during emergency situations. 
Personnel and equipment resources are limited; some routine functions that 
do not contribute directly to the emergency may be suspended for the 
duration of an emergency. The personnel, equipment, and supplies that would 
normally be required for those functions will be redirected to accomplish 
emergency tasks. 

• Local government is responsible for organizing, training, and equipping local 
emergency responders and emergency management personnel, providing 
appropriate emergency facilities, providing suitable warning and 
communications systems, and for contracting for emergency services. The 
state and federal governments offer programs that provide some assistance 
with portions of these responsibilities. 

 

C. Operational Guidance  

1. Initial Response 

RCCS personnel are likely to be first on the scene of an emergency situation within 
the school. They will normally take charge and remain in charge of the incident until 
it is resolved or others who have legal authority to do so assume responsibility. They 
will seek guidance and direction from local officials and seek technical assistance 
from state and federal agencies and industry where appropriate. 
 
The CEO or building principal will be responsible for activating the RCCS EOP and the 
initial response: 
 

• Evacuation – Requires all staff and students to leave the building.  Evacuation 
can be highly effective if it can be completed before the arrival of the hazard. 

• Reverse Evacuation – Requires all staff and student to go to safe places in the 
building from outside the building. 

• Hard Lock down – All exterior doors and classroom doors are locked and 
students and staff stay in their classrooms. 

• Soft Lock down – All exterior doors remain locked and students and staff 
remain in the school building. 
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• Shelter-in-place – Students and staff are held in the building, windows and 
doors are sealed, and all ventilation systems are shut off.  Limited movement 
is allowed.  Shelter-in-place is most effective during emergencies involving 
hazardous materials, which produce toxic vapors outside of the facility.  Taking 
shelter inside a sealed building is highly effective in keeping students and staff 
safe. 

• Drop, cover and hold – Students and staff drop low, take cover under furniture, 
cover eyes and protect internal organs. 

 

2. Notification Procedure 

• In case of an incident at any charter school facility, the flow of information 
shall be from the building principal to the CEO. Information should include the 
nature of the incident and the impact, on the facility, students and staff. 

• In the event the charter school is in receipt of information, such as a weather 
warning that may affect a school within the charter school, the information 
shall be provided to the building principal and CEO.   

 

3. Training and Exercise 

RCCS understands the importance of training, drills, and exercises in the overall 
emergency management program. To ensure that charter school personnel and 
community first responders are aware of their duties and responsibilities under the 
RCCS’ plan and the most current procedures, the following training, drill, and exercise 
actions will occur: 
 

• Training and refresher training sessions shall be conducted for all charter 
school personnel. In the case of academic staff, training should coincide 
during orientation activities  Training for the remainder of the support staff 
shall be held at a time during the school year that will allow for maximum 
attendance. 

• Information addressed in these sessions will include updated information on 
plans and/or procedures and changes in the duties and responsibilities of 
plan participants.  Discussions will also center on any revisions to additional 
materials, such as annexes and appendices.  Input from all employees is 
encouraged.   

• RCCS will plan for 10 drills and exercises during the school year.  The types of 
drills and exercises will be determined by the CEO and building principals. 

• RCCS will participate in any external drills or exercises sponsored by local 
emergency responders. Availability of charter school personnel and the nature 
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of the drill or exercise shall govern the degree to which the charter school will 
participate as it relates to improving RCCS’ ability to respond to and deal with 
emergencies. 

 

4. Implementation of the Incident Command System (ICS)  

• The designated incident commander (IC) for the charter school will 
implement the ICS and serve as the IC until relieved by a more senior or more 
qualified individual. The IC will establish an incident command post (ICP) and 
provide an assessment of the situation to local officials, identify response 
resources required, and direct the on-scene response from the ICP. 

• For disaster situations, a specific incident scene may not exist in the initial 
response phase and the local Emergency Operations Center may accomplish 
initial response actions, such as mobilizing personnel and equipment and 
issuing precautionary warnings to the public. As the potential threat becomes 
clearer and a specific impact site or sites identified, an ICP may be 
established at the school, and direction and control of the response 
transitioned to the IC.  This scenario would likely occur during a community 
wide disaster. 

 

5. Source and Use of Resources 

RCCS will use its own resources to respond to emergency situations until emergency 
response personnel arrive. If additional resources are required, the following options 
exist: 
 

• Maintain an inventory of organizational response assets, equipment, and 
supplie 

• Request assistance from volunteer groups active in disasters. 
• Request assistance from industry or individuals who have resources needed to 

assist with the emergency situation 
 

D. Incident Command System (ICS) 

• RCCS will employ ICS in managing emergencies. ICS is both a strategy and a 
set of organizational arrangements for directing and controlling field 
operations. It is designed to effectively integrate resources from different 
agencies into a temporary emergency organization at an incident site that 
can expand and contract with the magnitude of the incident and resources on 
hand.  
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• The incident commander (IC) is responsible for carrying out the ICS function of 
command—managing the incident. The four other major management 
activities that form the basis of ICS are operations, planning, logistics, and 
finance/administration. For small-scale incidents, the IC and one or two 
individuals may perform all of these functions. For larger incidents, a number 
of individuals from different local emergency response agencies may be 
assigned to separate staff sections charged with those functions. 

• In emergency situations where other jurisdictions or the state or federal 
government are providing significant response resources or technical 
assistance, it is generally desirable to transition from the normal ICS structure 
to a Unified Command structure. This arrangement helps to ensure that all 
participating agencies are involved in developing objectives and strategies to 
deal with the emergency. 

 

E. Incident Command System (ICS)—Emergency Operations Center (EOC) 
Interface 

For community-wide disasters, the City and/or County EOC may be activated. When 
the EOC is activated, it is essential to establish a division of responsibilities between 
the incident command and the EOC. A general division of responsibilities is outlined 
below.  
 
The ICS is generally responsible for field operations, including: 
 

• Isolating the scene 
• Directing and controlling the on-scene response to the emergency situation 

and managing the emergency resources committed ther. 
• Providing warnings and emergency instructions to charter school staff, 

students, and emergency responders in the area of the incident 
• Determining and implementing protective measures for the charter school 

staff, students and emergency responders in the immediate area of the 
incident 

• Implementing traffic control procedures in and around the incident 
• Requesting additional resources from the EOC 

 

1. The EOC is generally responsible for: 

• Providing resource support for the incident command 
• Issuing community-wide warnings 
• Issuing instructions and providing information to the general public 
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• Organizing and implementing a large-scale evacuation 
• Organizing and implementing sheltering for community evacuees 

 

In some large-scale emergencies or disasters, emergency operations with different 
objectives may be conducted at geographically separated scenes; such as an Area 
Command. In such situations, more than one incident command operation may be 
established. If this situation occurs, it is particularly important that the allocation of 
resources to specific field operations be coordinated through the EOC. 
 

F. Activities by Phases of Emergency Management  

This plan addresses emergency actions that are conducted during all five phases of 
emergency management.  The majority of Prevention, Protection, and Mitigation 
activities generally occur before an incident, although these three mission areas do 
have ongoing activities that can occur throughout an incident. Response activities 
occur during an incident, and Recovery activities can begin during an incident and 
occur after the incident. 
 

1. Prevention 

The Prevention mission area comprises the capabilities necessary to avoid, prevent 
or stop a threatened or actual act of violence.  
 
Prevention Core Capabilities: 
 

• Planning 
• Public Information and Warning 
• Operational Coordination 
• Intelligence and Information Sharing 
• Interdiction and Disruption 
• Screening, Search, and Detection 
• Forensics & Attribution 

 

2. Protection 

The Protection Framework houses the capabilities necessary to secure the homeland 
against acts of terrorism and manmade or natural disasters. 
 
Protection Core Capabilities: 
 

• Planning 
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• Public Information and Warning 
• Operational Coordination 
• Access Control and Identity Verification 
• Cybersecurity 
• Intelligence and Information Sharing 
• Interdiction and Disruption 
• Physical Protective Measures 
• Risk Management for Protection Programs and Activities 
• Screening, Search, and Detection 
• Supply Chain Integrity & Security 

 

3. Mitigation 

Mitigation comprises the capabilities necessary to reduce the loss of life and 
property by lessening the impact of disasters. 
 
Mitigation Core Capabilities: 
 

• Planning 
• Public Information and Warning 
• Operational Coordination 
• Community Resilience 
• Long-Term Vulnerability Reduction 
• Risk and Disaster Resilience Assessment 
• Threats and Hazards Identification 

 

4. Response 

Response comprises the capabilities necessary to save lives, protect property and 
the environment, and meet basic human needs after an incident has occurred. 
 
Response Core Capabilities: 
 

• Planning 
• Public Information and Warning 
• Operational Coordination 
• Infrastructure Systems 
• Critical Transportation 
• Environmental Response/Health & Safety 
• Fatality Management Services 
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• Fire Management & Suppression 
• Logistics and Supply Chain Management 
• Mass Care Services 
• Mass Search and Rescue Operations 
• On-Scene Security, Protection, and Law Enforcement 
• Operational Communications 
• Public Health, Healthcare, and Emergency Medical Services 
• Situational Assessment 

 

5. Recovery 

Recovery comprises the core capabilities necessary to assist communities affected 
by an incident to recover effectively.  The recovery process includes assistance to 
students, families and staff. Examples of recovery programs include temporary 
relocation of classes, restoration of school services, debris removal, restoration of 
utilities, disaster mental health services, and reconstruction of damaged athletic 
facilities. 
 
Recovery Core Capabilities: 
 

• Planning 
• Public Information and Warning 
• Operational Coordination 
• Economic Recovery 
• Health and Social Services 
• Housing 
• Natural & Cultural Resources 
• Infrastructure Systems 

 

G. National Incident Management System (NIMS) 

The National Incident Management System (NIMS) is a set of principles that provides 
a systematic, proactive approach guiding government agencies, nongovernmental 
organizations and the private sector to work seamlessly to prevent, protect against, 
respond to, recover from and mitigate the effects of incidents, regardless of cause, 
size, location, or complexity, to reduce the loss of life or property and harm to the 
environment.  This system ensures that those involved in incident response/recovery 
understand their roles and have the tools they need to be effective. 
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As part of its NIMS implementation, the charter school participates in the local 
government’s NIMS preparedness program to remain NIMS compliant and believes it 
is essential to ensure that response/recovery services are delivered to schools in a 
timely and effective manner.  NIMS compliance for schools includes completing the 
following: 
 

• Adopt the use of the Incident Command System (ICS) 
• Complete NIMS awareness course IS-700 NIMS:  An Introduction 
• Participate in local government’s NIMS preparedness program and 

incorporate the RCCS EOP into the Lehigh County and city of Allentown EOP 
• All staff and students are expected to participate in training and exercising the 

RCCS EOP plan and its annexes. The charter school is charged with ensuring 
that the training and equipment necessary for an appropriate 
response/recovery operation are in place. 

 
III. ORGANIZATION AND ASSIGNMENT OF RESPONSIBILITIES 

This section establishes the operational organization that will be relied on to manage 
the incident and includes: 
 

• A list of the responsibilities to be performed by position and organization 
 
A building principal may need assistance to manage all of the aspects associated 
with an incident.  As indicated, the Incident Command System (ICS) uses a team 
approach to manage incidents and allows school officials to assign tasks to other key 
school personnel. 
 
Staff are assigned to serve within the ICS based on their expertise and training and the 
needs of the incident.  Roles should be pre-assigned based on training and 
qualifications.  Each staff member and volunteer must be familiar with his or her role 
and responsibilities before an incident occurs.  School staff may be required to remain 
at school to assist in an incident. 
 

School Organization  
 
A. Board of Trustees 

• Establish objectives and priorities for the emergency management program 
and provide general policy guidance on the conduct of that program 
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• Establish a school emergency operations plan review committee to approve 
and coordinate all emergency response plans 

• Review school construction and renovation projects for safety 
• Appoint a charter school Emergency Management Coordinator to assist in 

planning and review 
 
B. Chief Executive Officer (CEO) 

• Consult with the local Emergency Management Office to analyze system 
needs in regard to emergency preparedness, planning and education and to 
ensure coordination of the school plan with community emergency plans 

• Develop and coordinate in-service emergency response education for all 
charter school personnel 

• Initiate, administer, and evaluate emergency operations programs to ensure 
the coordinated response of all schools within the system 

• Authorize implementation of emergency preparedness curriculum 
• Serve as principal coordinator for NIMS planning implementation 
• Gather information from all aspects of the emergency for use in making 

decisions about the management of the emergency 
• Have overall decision-making authority in the event of an emergency until 

emergency responders arrive 
• Monitor the emergency response during emergency situations and provide 

direction where appropriate 
• With the assistance of the Public Information Officer, keep the public informed 

during emergencies 
• Stay in contact with the leaders of the emergency service agencies working 

with the emergency 
• Keep the Board of Trustees informed of emergency status 
• Request assistance from local emergency services when necessary 
• Meet and talk with the parents of students and spouses of adults who have 

been admitted to the hospital 
• Assign resources (persons and materials) to various sites for specific needs. 

This may include the assignment of school personnel from other school or 
community sites such as community emergency shelters 

• Authorize immediate purchase of outside services and materials needed for 
the management of emergency situations 
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C. Charter School Safety Planning Committee  

• Consists of school administration, principal, teacher(s), facilities, law 
enforcement, fire, local and county EMA, school nurse, charter school solicitors, 
school counselors, and/or security personnel; as practical 

• Serve as the staff advisor to the CEO on emergency management matters 
• Keep the CEO apprised of the preparedness status and emergency 

management needs 
• Coordinate local planning, preparedness activities, and the maintenance of 

this plan 
• Establish Incident Command Post (ICP) and alternate ICP locations in 

coordination with responding law enforcement, fire, and EMS 
• Per Commonwealth law; develop and update supporting ICP documentation 

detailed in 22 PA Code § 10.24 
• Prepare and maintain a resource inventory 
• Arrange appropriate training for charter school emergency management 

personnel and emergency responders 
• Coordinate periodic emergency exercises to test emergency plans and 

training 
• Perform day-to-day liaison with the state emergency management staff and 

other local emergency management personnel 
• Coordinate with organized volunteer groups and businesses regarding 

emergency operations 
 
D. Building Principal 

• Serve as the Incident Commander or delegate that authority to a qualified 
individual 

• Retains the overall responsibility for the safety of students and staff 
• Manage school policy-level activities 
• Interface with agencies and parents 
• Coordinate between the CEO and incident management 
• Provide potential student and staff outbreak and pandemic threat information 

to their city EMA and PA Department of Health 
• Encourage all staff members to develop personal and family emergency 

plans 
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E. Public Information Officer 

• Serve as the first-line point of contact with representatives of the media for 
the charter school 

• Coordinate with the CEO or designee on content of news releases 
• Coordinate media briefings, as necessary 
• Coordinate news releases with other Public Information Officers (Fire, Law 

Enforcement, Emergency Management) 

F. Teachers 

• Supervise students under their charge 
• Take steps to ensure the safety of students, staff and other individuals in the 

implementation of protective actions and incident management protocols 
established in the RCCS EOP 

• Direct students in implementation of protective actions 
• Take attendance when class relocates to an outside or inside assembly area 

or evacuates to another location 
• Report missing students to the Principal/Incident Commander 
• Execute assignments as directed by the Principal/ Incident Commander 
• Obtain first-aid services for injured students from the school nurse or person 

trained in first-aid and arrrange for first-aid for those unable to be moved 
• Render first-aid if necessary.  School staff may trained and certified in first-aid 

and CPR; as practical 
 

G. Instructional Assistants 

• Assist teachers as directed 
 

H. School Counselors and Social Worker 

• Take steps to ensure the mental well-being of students, staff and other 
individuals 

• Render psychological first-aid if necessary 
• Assist in the transfer of students, staff and other individuals when their safety is 

threatened by a disaster 
• Execute assignments as directed by the Principal/ Incident Commander 
• Assist with crisis intervention and recovery processes 

 

I. School Nurses/Health Assistants 

• Administer first-aid or emergency treatment as needed 
• Supervise administration of first-aid by those trained to provide medical care 
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• Organize first-aid and medical supplies 
• Manage student medications and go kits 
• Provide potential student and staff outbreak and pandemic threat information 

to the Principal/Incident Commander 
• Communicate public heath protective actions to students and staff  

 

J. Facilities Staff 

• Survey and report building damage to the Principal/Incident Commander 
• Control main shutoff valves for gas, water and electricity and ensure that no 

hazard results from broken or downed lines 
• Provide damage control as needed 
• Assist in the conservation, use and disbursement of supplies and equipment 
• Keep the Principal/Incident Commander informed of school conditions 

 

K. School Receptionist/Office Staff 

• Answer phones and assist in receiving and providing consistent information to 
callers 

• Provide for the safety of essential school records and documents 
• Execute assignments as directed by the Principal/Incident Commander 
• Provide assistance to the principal 
• Monitor emergency broadcasts and provide updates to the Principal/Incident 

Commander 
 

L. Food Service Staff 

• Use, prepare, and serve food and water to students and staff 
• Executing assignments as directed by the Incident Commander 

 

M. Transportation Providers 

• Transfer students to new location when directed 
• Execute assignments as directed by the Principle/Incident Commander 
• Transport individuals in need of medical attention, as necessary 

 

N. Technology/Information Services 

• Coordinate use of technology 
• Assist in establishment/maintenance of emergency communications network 
• Prepare and maintain an emergency kit that contains floor plans, telephone 

line locations, computer locations, and other communications equipment 
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• Establish and maintain computer communication with the charter school 
administration and other agencies 

• Establish and maintain student and staff database in support of the incident 
• Report problems in communication systems to the Principal/Incident 

Commander 
 

O. Students 

• Cooperate during emergency training, drills, and exercises; and during an 
incident 

• Be responsible for themselves and others in an incident 
• Report situations of concern 
• Take an active part in school incident response/recovery activities, as age 

appropriate 
 

P. Parents/Guardians 

• Encourage and support school safety and violence prevention programs 
• Support service projects to promote school incident preparedness 
• Provide the school with requested emergency contact information 
• Practice emergency preparedness in the home 
• Follow guidance provided during a school emergency 

 
Q. Intermediate Unit Staff 

• Provide training in support of general education, special needs, safety, and 
planning 

• Provide emergency crisis counseling to students and staff 
• Liaison with Pennsylvania Department of Education at the request of the CEO  
• Support family reunification, as requested by the Principal/Incident 

Commander  
 

R. Emergency Organizations 

1. Local Law Enforcement 

• Participant in school safety/planning committee meetings, as needed 
• Participate in risk assessment of security of buildings and grounds, when 

requested 
• Respond to law enforcement emergency at the school 
• Assume Incident Commander or lead operations function in armed intruder 

incident 
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• Provide security to school incident scene, as resources permit 
• Develop Memorandum of Understanding (MOU) with the charter school 

 
2. Fire Department/EMS 

• Provide suppression services, as needed 
• Provide emergency medical services, as neede 
• Provide fire police for traffic control, as needed 

 
3. Public Works 

• Provide information on water, sewage, road construction and repair to the 
Incident Commander 

• Provide perimeter and traffic control equipment, as requested 
• Maintain list of resources 

 
4. City Emergency Management Coordinator 

• Coordinate municipal emergency support services to school, as requested 
• Coordinate development and maintenance of the municipal EOP 
• Coordinate with County EMA when municipal resources are committed and 

mutual aid is exhausted 
 
5. County Emergency Management Agency 

• Coordinate county emergency support services to school, as requested by 
city 

• Develop and maintain the County EOP 
• Request mutual aid from adjacent counties, its Regional Task Force, or from 

the Pennsylvania Emergency Management (PEMA), as needed 
 

IV. DIRECTION, CONTROL, AND COORDINATION 
A.  Incident Command System 

A school’s command system can be used to manage emergency incidents or non-
emergency events such as graduations, athletic events, or celebrations.  The system 
is flexible to meet the school’s needs.  See Figure 1 on next page. 
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Figure 1.  School Incident Command System 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Staff are assigned to serve within the ICS based on their expertise and training and the 
needs of the incident.  Roles should be pre-assigned based on training and 
qualification. 
 
It is understood, that as an incident intensifies and additional agencies arrive on 
scene, the ICS structure may change. For example, during an active-shooter incident, 
the initial ICS would be a single incident command, with the school providing the 
Incident Commander.  However, upon arrival of law enforcement personnel this 
incident commander role may transfer from the school to a law enforcement lead, or 
the law enforcement lead may possibly be assigned to operations functions.  Although 
the ICS structure may change, many of the charter school’s responsibilities may not.  
The below detailed charter school roles will be critical for the successful management 
of the incident. 
 
The ICS is organized into the following functional areas: 
 

1. Incident Commander (IC) 

The Incident Commander (IC) directs tactical on-scene operations. The Building 
Principal initially may be the IC until a coordinated incident command system (ICS) is 
established with local authorities.  The IC will establish an Incident Command Post 
(ICP) and provide an assessment of the situation to the principal/designee or other 
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officials, identify resources required, and direct the on-scene incident management 
activities. 
 
The IC’s responsibilities include: 
 

• Assume overall direction of all incident management activities based on 
procedures outlined in the RCCS EOP 

• Take steps deemed necessary to ensure the safety of students, staff and other 
individuals 

• Determine whether to implement school protective actions or other incident 
management protocols as established in the RCCS EOP (e.g., Evacuation, 
Reverse Evacuation, Shelter in Place, etc. as described more fully in the 
annexes) 

• Arrange for transfer of students, staff and other individuals when safety is 
threatened by a disaster 

• Work with and ensuring communication with emergency services personnel 
• Keep the CEO and other officials informed of the situation 
• Ensure the proper transfer of command when/if a more qualified Incident 

Commander arrives on scene 
 

2. Operations Section 

When activated, the Operations Section coordinates all tactical operations including 
implementation of response/recovery activities according to procedures and 
protocols established by RCCS in an incident action plan.  Procedures and protocols 
will address care of students, first-aid, crisis intervention, search and rescue, site 
security, damage assessment, evacuations and the release of students to parents.   
 
Specific responsibilities include: 
 

• Analyze school staffing to support their Family Reunification Annex, and 
implementation 

• Monitor site utilities (i.e., electric, gas, water, heat/ventilation/air conditioning) 
and power them off only if danger exists or if directed by the Incident 
Commander and assist in securing the facility 

• Establish medical triage with staff trained in first-aid and CPR, provide and 
oversee care given to injured persons, distribute supplies and request 
additional supplies 
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• Assess and provide psychological first-aid services for those in need and 
access local/regional providers for ongoing crisis counseling for students, staff 
and parents 

• Coordinate the rationed distribution of food and water, establish secondary 
toilet facilities in the event of water or plumbing failure and request needed 
supplies 

• Document all activities 
• Activate and coordinate actions of Operations Section Support Teams, as 

needed in the incident 
 
See Table 2 on the next page for the types of teams that may be established within 
the Operations Section. 
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TABLE 2. OPERATIONS SECTION SUPPORT TEAMS 

Search & Safeguard Team search the entire school facility, entering only after they 
have checked the outside for signs of structural damage and determined that it is 
safe to enter.  Search & Rescue Teams are responsible for ensuring that all students 
and staff evacuate the building (or, if it is unsafe to move the persons, that their 
locations are documented so that professional responders can locate them easily 
and extricate them).  Search and Rescue Teams are also responsible for: 
 

• Identifying and marking unsafe areas 
• Conducting initial damage assessments 
• Obtaining injury and missing student reports from teachers 

 
First-Aid Team provide triage, treatment, and psychological first-aid services.  First-
Aid Teams responsibilities: 
 

• Setup first-aid area for students 
• Assess and treat injuries 
• Complete master injury report 
 

Evacuation/Shelter/Care Team. Evacuation, shelter and student care in an incident 
are among the most important tasks faced by schools.  These tasks include student 
accounting, protection from weather, providing for sanitation needs and providing 
for food and water.  Evacuation/Shelter/Care Team responsibilities: 
 

• Account for the whereabouts of all students, staff and volunteers 
• Setup a secure assembly are 
• Manage sheltering and sanitation operations 
• Manage student feeding and hydration 
• Coordinate with the Student Release Team 
• Coordinate with the Logistics Section to secure the needed space and 

supplies 
 

Facility & Security Response Team responsibilities: 
 

• Locate all utilities and turn them off, if necessar. 
• Secure and isolate fire/HazMat 
• Assess and notify officials of fire/HazMat 
• Conduct perimeter control 



RCCS Emergency Operations Plan 
 

29 | P a g e  
 

Crisis Intervention Team responsibilities: 
 

• Assess need for onsite mental health support 
• Determine need for outside agency assistance 
• Provide onsite intervention /counseling resources 
• Monitor well-being of Incident Command Team, staff and students and 

report all findings to the IC 
 
Student Release/Reunification Team.  Responsible for getting students reunited with 
their parents or guardians in an efficient and orderly manner.  This can be an 
enormous challenge and takes a lot of planning.  Student Release/Reunification 
Team responsibilities: 
 

• Setup and secure reunion area 
• Check student emergency cards for authorized releases and complete 

release logs 
• Coordinate information officers on internal and external communications 

and messages 
 

3. Planning Section 

When activated, the Planning Section is responsible for collecting, evaluating and 
disseminating information needed to measure the size, scope and seriousness of an 
incident and planning appropriate incident management activities. 
 
Duties may include: 
 

• Developing the Incident Action Plan (IAP) for the next operational period 
• Assisting the Incident Commander in the collection and evaluation of 

information about an incident as it develops, assisting with ongoing planning 
efforts and maintaining the incident time log 

• Documenting all activities 
 

4. Logistics Section 

When activated, the Logistics Section supports incident management operations by 
securing and providing needed personnel, equipment, facilities, resources and 
services required for incident resolution; coordinating personnel; assembling 
volunteer teams; and facilitating communication among incident responders.  The 
Logistics Section may escalate to a primary function in an extended incident.  
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Additional responsibilities include: 
 

• Establishing and overseeing the communications center and activities during 
an incident (two-way radio, battery-powered radio, written updates, etc.), and 
developing a telephone tree for after-hours communication 

• Establishing and maintaining school and classroom first-aid kits, coordinating 
access to and distributing supplies during an incident and monitoring 
inventory of supplies and equipment 

• Documenting all activities 
 

5. Finance/Administration Section 

When activated, the Finance/Administration Section oversees all financial activities 
including purchasing necessary materials, tracking incident costs, arranging 
contracts for services, timekeeping for emergency responders, submitting 
documentation for reimbursement and recovering school records following an 
incident. 
 
Additional duties may include: 
 

• Assuming responsibility for overall documentation and recordkeeping 
activities 

• Photographing or videotaping damage to property, when possible 
• Developing a system to monitor and track expenses and financial losses and 

securing all records 
 

6. Coordination with Responders  

Interagency agreements are an integral component of the RCCS EOP to aid timely 
communication with community partners.  Agreements with these agencies 
(including mental health, law enforcement, and fire departments) help coordinate 
services between the agencies and RCCS. These agreements specify the type of 
communication and services available to one another. 
 

7. Source and Use of Resources 

RCCS will use its own resources and equipment.  A detailed listing of RCCS 
memorandums of understanding (MOU) are found under separate cover in the CEO 
office. 
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V. COMMUNICATIONS 

Communication is a critical part of incident management and response.  RCCS’ 
communications annex supports the mission to provide clear, effective internal and 
external communication between the school, staff, students, parents, emergency 
responders, the community, and the media.  Templates for statements/ press releases, 
and media contacts at the major television, internet, and radio stations are located 
in the CEO office. 
 

VI. INFORMATION COLLECTION, ANALYSIS, AND DISSEMINATION 

RCCS will collect, analyze, and disseminate information before, during, and after an 
incident. 
 

A. Types of Information 

Before and during an incident, RCCS will assign administrative staff to monitor on a 
daily basis the weather, community climate, known local law enforcement activity, 
and school incidents to develop a common operating picture.  This information will be 
analyzed and shared with the Principal.  After an incident RCCS will assign staff to 
monitor online and available resources (Such as; social media, news media, student, 
staff, and parental feedback) to aid in student and staff recovery. 
 
B. Information Documentation 

The assigned staff member(s) will document the information gathered. Information to 
be documented includes: 
 

• The source of the information. 
• The staff member who collected and analyzed the information. 
• The staff member to receive and use the information. 
• The format for providing the information. 
• The date and time the information was collected and shared.  

 
VII. RECOVERY AFTER AN INCIDENT 

After an incident, staff, teachers and school officials will review established mission-
critical operations to support the restoration of the school’s educational programs.  
RCCS will designate appropriate personnel to collaborate with external resources to 
accomplish the following: 
 



RCCS Emergency Operations Plan 
 

32 | P a g e  
 

• Conduct a comprehensive assessment of the physical and operational 
recovery needs 

• Assess physical security, data access and all other critical services (e.g., 
plumbing, electrical) 

• Examine critical information technology assets and personnel resources and 
determine the impact on the school operations for each asset and resource 
that is unavailable or damaged 

• Document damaged facilities, lost equipment and resources and special 
personnel expenses that will be required for insurance claims and requests for 
state and federal assistance 

• Identify recordkeeping requirements and sources of financial aid for state and 
federal disaster assistance 

• Provide detailed facilities data to the CEO so that it can estimate temporary 
space reallocation needs and strategies 

• Arrange for ongoing status reports during the recovery activities to:  a) 
estimate when the educational program can be fully operational; and b) 
identify special facility, equipment and personnel issues or resources that will 
facilitate the resumption of classes 

• Educate school personnel, students and parents on available crisis counseling 
services 

• Establish absentee policies for teachers/students after an incident 
• Develop alternative teaching methods for students unable to return 

immediately to classes:  online classes, videoconferencing, tutoring, etc. 
• Create a plan for conducting classes when facilities are damaged (e.g., 

alternative sites, half-day sessions, portable classrooms) 
• Get stakeholder input on prevention and mitigation measures that can be 

incorporated into short-term and long-term recovery plans 
 

VIII. ADMINISTRATION, FINANCE AND LOGISTICS 

A. Agreements and Contracts 

If school resources prove to be inadequate during an incident, RCCS will request 
assistance from local emergency services, other agencies and the school community 
in accordance with existing mutual aid agreements and contracts.  Such assistance 
includes equipment, supplies and/or personnel.  All agreements entered into by 
authorized school officials will be documented in writing.  All pre-negotiated 
agreements and contracts will be maintained in the financial office. 
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B. Recordkeeping 

1. Administrative Controls 

RCCS is responsible for establishing the administrative controls necessary to manage 
the expenditure of funds and to provide reasonable accountability and justification for 
expenditures made to support incident management operations. These 
administrative controls will be conducted in accordance with established local fiscal 
policies and standard cost accounting procedures. 
 

2. Activity Logs 

Staff assigned positions within the ICS structure will maintain accurate logs, recording 
key incident activities, including: 
 

• Activation or deactivation of incident policies, procedures and resources 
• Significant changes in the incident situation 
• Major commitments of resources or requests for additional resources from 

external sources 
• Issuance of protective action recommendations to the staff and students 
• Evacuation/Family Reunification 
• Casualties 
• Termination of the incident 

 

C. Incident Costs 

School ICS Finance and Administration staff is responsible for maintaining records 
summarizing the use of personnel, equipment and supplies to obtain an estimate of 
annual incident response costs in support of future school budgets.  The detailed 
records of costs for incident management and operations include: 
 

• Personnel costs, especially overtime costs 
• Equipment operation costs 
• Costs for leased or rented equipment 
• Costs for contract services to support incident management operations 
• Costs of specialized supplies expended for incident management operations 

 
D. Preservation of Records 

Essential records will be protected and are maintained by the building principal or 
CEO. 
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IX. PLAN DEVELOPMENT, MAINTENANCE, AND DISTRIBUTION 
A. Approval and Dissemination of the Plan 

The CEO/School Safety Coordiantor is responsible for the development, completion, 
and promulgation of the Emergency Operations Plan, including annexes. The Board of 
Trustees is responsible for approving this plan. 
 
Copies of the RCCS EOP will be distributed to emergency organizations with a role in 
responding to an incident.  A record of distribution will be kept to acknowledge receipt, 
review and/or acceptance of the plan.  School administrators will record the title and 
name of the person receiving the plan, the agency to which the receiver belongs, the 
date of delivery and the number of copies delivered. 
 
School Emergency Operations Planning documents will not be shared with those who 
do not have a need to know the details of the plan; unless all sensitive, security-related 
information has been properly redacted.  Copies of the redacted Basic Plan may be 
made available to the public and media at the discretion of the RCCS. 
 
B. Review and Updates to the Plan  

In order to remain in compliance with 35 Pa.C.S. §7101 et seq., as amended, §7701 (g) 
the school shall review their comprehensive disaster plan (school emergency 
operations plan) annually and modify as necessary.  A copy of the plan shall be made 
available to every county emergency management agency of which the school is a 
part. A copy shall also be provided to each local police department and each local 
fire department having jurisdiction over the geographic territory of which the school is 
a part.  A record of changes will include: the change number, the date of the change, 
and the name of the person who made the change. 
 
To ensure timely updates to the RCCS EOP, the charter school has established a 
schedule for annual review of planning documents.  The basic plan and its annexes 
will be reviewed at least once per year by school officials, local emergency 
management agencies, and other agencies having a support role.  
 
The RCCS EOP, will be updated based upon changes in information; areas for 
improvement identified during incident management activities and exercises; and 
when changes in threat hazards, resources and capabilities or school structure occur. 
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C. Training and Exercising the Plan 

RCCS commits to conduct trainings, drills, and exercises in preparation and planning 
for an incident.  Trainings, drills and exercises will occur as detailed in the Training and 
Exercise Plan.  School officials will coordinate training efforts with the city and county 
Emergency Management Agencies, and community partners; as practical. 
  



RCCS Emergency Operations Plan 
 

36 | P a g e  
 

X. SCHOOL SAFETY PLANNING GLOSSARY 

Drop, Cover and Hold:  Students and staff drop low, take cover under furniture, cover 
eyes and protect internal organs from falling or flying objects. 
 
Hazards:  Hazards shall include situations involving threats of harm to students, 
personnel and/or facilities.  Hazards include, but are not limited to natural, 
technological and human-caused incidents.  Hazards may require an interagency 
response involving law enforcement and/or emergency services agencies, 
depending on the size and scope of the incident. 
 
Incident:  An incident is an occurrence – natural, technological, or human-caused – 
that requires a response to protect life or property. 
 
Incident Command System (ICS):  The response infrastructure designed under the 
National Incident Management System (NIMS) to facilitate effective and efficient 
management of an incident by (1) identifying key team roles and functions; (2) 
assessing staff skills; (3) pre-designating staff for each ICS function (command, 
operations, planning, logistics, finance/administration); (4) coordinating with 
community partners; and (5) providing for transfer or command and backup of 
resources.  
 
Incident Commander (IC):  The individual responsible for overall policy, direction 
and coordination of the emergency response effort.  Usually this will be the local 
emergency official on site who has legal jurisdiction over the incident. 
 
Lockdown:  The initial physical response to provide a time barrier.  Lockdown is not a 
stand-alone defensive strategy. When securing in place this procedure should 
involve barricading the door and readying a plan of evacuation or counter tactics, 
should the need arise. 
 
Evacuation:  The process of safely moving students, staff, and visitors to designated 
assembly areas from classrooms, outside areas, cafeterias, and other school 
locations. 
 
Family Reunification: The process of safely reuniting students with proper family 
members or guardians in the course of an incident. 
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National Incident Management System (NIMS):  A set of principles that provides a 
systematic, proactive approach guiding government agencies, nongovernmental 
organizations, and the private sector to work seamlessly to prevent, protect against, 
respond to, recover from, and mitigate the effects of incidents, regardless of cause, 
size, location or complexity, to reduce the loss of life or property and harm to the 
environment.  This system ensures that those involved in an incident understand 
their roles and have the tools they need to be effective. 
 
Reverse Evacuation: The process of bringing students and staff from outdoor areas 
into the safer environment of a building, due to an outside source of danger. 
 
School Incident Commander: The school official who has been designated by the 
School Decision Maker, if not the same, who is authorized to make decisions for the 
school in the event of a critical incident or hazard.  The School Incident Commander 
may transfer command to the emergency responder Incident Commander, such as 
law enforcement, fire, or other safety officials who assumes control of the incident.  
The School Incident Commander will usually continue to operate within the overall 
ICS structure. 
 
Shelter-in-place:  A course of action when students and staff are required to remain 
indoors, perhaps for an extended period of time, because it is safer inside the 
building or room than outside.  Specific hazards may require students and staff to 
move to rooms that can be sealed from chemical, biological, or weather threats.  
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XI. SCHOOL SAFETY AUTHORITIES AND REFERENCES 

• Homeland Security Act of 2002, PL 107-296 (Nov. 25, 2002). 
• Robert T. Stafford Disaster Relief and Emergency Assistance Act, PL 100-707 

(Nov. 23, 1988), amending the Disaster Relief Act of 1974, PL 93-288.  
• Homeland Security Presidential Directive No. 5 (2003). 
• Communicable and Non Communicable Diseases, 28 PA Code, Ch.27, 27.152 
• Public School Code of 1949, 24 P.S. § 1-101, et seq., as amended, § 15-1517  
• 22 PA Code Section10.24, School Emergency Preparedness Plan 
• 22 PA Code Section 10.11 
• 35 PA C.S. § 7101 et seq., as amended, § 7701  
• FEMA, “Developing and Maintaining Emergency Operations Plans: 

Comprehensive Preparedness Guide (CPG) 101,” Version 2.0, 
https://www.fema.gov/media-library-data/20130726-1828-25045-
0014/cpg_101_comprehensive_preparedness_guide_developing_and_maint
aining_emergency_operations_plans_2010.pdf  

• FEMA, “Guide for Developing High-Quality School Emergency Operation Plans” 
Version 2013, 
https://www.fema.gov/media-library-data/20130726-1922-25045-
3638/rems_ihe_guide.pdf . 

• FEMA, “Sample School Emergency Operations Plan,” November 2013 
https://www.training.fema.gov/programs/emischool/el361toolkit/assets/sam
pleplan.pdf  

• Pennsylvania Department of Emergency Management, “All-Hazards School 
Safety Planning Toolkit,” 
http://www.pema.pa.gov/planningandpreparedness/communityandstatepla
nning/Pages/All-Hazards-School-Safety-Planning-
Toolkit.aspx#.V6yQbJgrKM8  

• Readiness and Emergency Management for School (REMS) Technical 
Assistance Center’s: “Guide for Developing High-Quality Emergency 
Operations Plans for K-12 Schools.” 
http://rems.ed.gov/K12GuideForDevelHQSchool.aspx  

• Ohio Attorney General School Safety Task Force, “School Safety/Emergency 
Operations Plan,” June 2013, 
https://education.ohio.gov/getattachment/Topics/Other-Resources/School-
Safety/SSTF-School-Plan-Template.pdf.aspx . 

• Texas Department of Public Safety, “Emergency Management Plan: Basic 
Plan,” Version 1.10 05/05, 

https://www.fema.gov/media-library-data/20130726-1828-25045-0014/cpg_101_comprehensive_preparedness_guide_developing_and_maintaining_emergency_operations_plans_2010.pdf
https://www.fema.gov/media-library-data/20130726-1828-25045-0014/cpg_101_comprehensive_preparedness_guide_developing_and_maintaining_emergency_operations_plans_2010.pdf
https://www.fema.gov/media-library-data/20130726-1828-25045-0014/cpg_101_comprehensive_preparedness_guide_developing_and_maintaining_emergency_operations_plans_2010.pdf
https://www.fema.gov/media-library-data/20130726-1922-25045-3638/rems_ihe_guide.pdf
https://www.fema.gov/media-library-data/20130726-1922-25045-3638/rems_ihe_guide.pdf
https://www.training.fema.gov/programs/emischool/el361toolkit/assets/sampleplan.pdf
https://www.training.fema.gov/programs/emischool/el361toolkit/assets/sampleplan.pdf
http://www.pema.pa.gov/planningandpreparedness/communityandstateplanning/Pages/All-Hazards-School-Safety-Planning-Toolkit.aspx#.V6yQbJgrKM8
http://www.pema.pa.gov/planningandpreparedness/communityandstateplanning/Pages/All-Hazards-School-Safety-Planning-Toolkit.aspx#.V6yQbJgrKM8
http://www.pema.pa.gov/planningandpreparedness/communityandstateplanning/Pages/All-Hazards-School-Safety-Planning-Toolkit.aspx#.V6yQbJgrKM8
http://rems.ed.gov/K12GuideForDevelHQSchool.aspx
https://education.ohio.gov/getattachment/Topics/Other-Resources/School-Safety/SSTF-School-Plan-Template.pdf.aspx
https://education.ohio.gov/getattachment/Topics/Other-Resources/School-Safety/SSTF-School-Plan-Template.pdf.aspx
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http://teacherweb.com/tx/couplandschool/schoolhomepage/EMERGENCYOPE
RATIONSPLANupdate09take2.doc .  

• NIMS, Department of Homeland Security, FEMA: http://www.fema.gov/national-
incident-management-system.  

• FEMA: IS-100 Introduction to Incident Command System: 
http://training.fema.gov/EMIWeb/IS/courseOverview.aspx?code=is-100.b.  

• NIMS, Department of Homeland Security, FEMA: IS-700 National Incident 
Management System (NIMS) an Introduction: 
http://training.fema.gov/EMIWeb/IS/courseOverview.aspx?code=is-700.a.  

• FEMA All-Hazards Training Document:  
http://training.fema.gov/EMIWeb/emischool/EL361Toolkit/assets/SamplePlan.p
df 

• Pennsylvania State Police “K-12 School Safety Report,” Version 1.2, 
http://www.homelandsecurity.pa.gov/Documents/rvat_school_safety_report
_final_v1_2.pdf  
 

http://teacherweb.com/tx/couplandschool/schoolhomepage/EMERGENCYOPERATIONSPLANupdate09take2.doc
http://teacherweb.com/tx/couplandschool/schoolhomepage/EMERGENCYOPERATIONSPLANupdate09take2.doc
http://www.fema.gov/national-incident-management-system
http://www.fema.gov/national-incident-management-system
http://training.fema.gov/EMIWeb/IS/courseOverview.aspx?code=is-100.b
http://training.fema.gov/EMIWeb/IS/courseOverview.aspx?code=is-700.a
http://training.fema.gov/EMIWeb/emischool/EL361Toolkit/assets/SamplePlan.pdf
http://training.fema.gov/EMIWeb/emischool/EL361Toolkit/assets/SamplePlan.pdf
http://www.homelandsecurity.pa.gov/Documents/rvat_school_safety_report_final_v1_2.pdf
http://www.homelandsecurity.pa.gov/Documents/rvat_school_safety_report_final_v1_2.pdf
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Human Resources Report 
July 15, 2025 

I. Personnel Updates for board approval, including addenda: 

a. Personnel Appointments and New Hires (motion) 
 

Name Location Job Title Date Status 

Jack Grady* MHS 7/8 Social Studies 
Teacher 8/14/2025 Full-time 

*pending the receipt of required documentation 

b. Personnel Resignations and Dismissals 

 

II. Current and Future Job Postings: 

Name Location Job Title Date Status 

N/A     

Title Location Status 

Instructional Assistant (2) ELEM Part-time 

Instructional Assistant (1) ELEM Full-time 

ESL Teacher ELEM Full-time 

Special Education Teacher ELEM Full-time 

Health & Physical Ed. Teacher ELEM Full-time 

Instructional Coach ELEM Full-time 

Instructional Assistant/Sub. (2) MHS Part-time 

Instructional Assistant/Sub. (1) MHS Full-time 

6th Grade Teacher: 
Math/Science 

MHS Full-time 

Special Ed Teacher MHS Full-time 

ESL Teacher MHS Full-time 

Principal MHS Full-time 

Administrative Assistant MHS Full-time 

Cafeteria Aide/Driver RCCS Full-time 

Facilities Manager RCCS Full-time 

Assistant Facilities Manager RCCS Full-time 

http://www.myrccs.com/


III. HR Committee 

a. RCCS Employee Handbook Update (1st Reading) 

 



 

 

ROBERTO CLEMENTE CHARTER SCHOOL 

EMPLOYEE HANDBOOK 

 

Rev. 2024-2025 
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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. 
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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. 
 



 

14 | P a g e  
 

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.   
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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 Contract, 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 Contract, 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 Contract, 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 Contract, 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 Contract, 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 Contract, 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 Contract, 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 Contract, 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.  



 

36 | P a g e  
 

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. 

 



 

37 | P a g e  
 

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. 
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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. 
  



 

39 | P a g e  
 

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 
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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 



 

Roberto Clemente Charter School 
 

 
Business Office 

131 W Hamilton Street, Allentown PA 18101 
610-439-5814       Fax:  610-351-3619 
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Financial Activity (6/1-6/30/25) 

• $711,871 Total monthly disbursements. 
o Downpayment on HVAC unit replacement.   -MBI Heating & Air Conditioning 
o Laptop fleet order paid.   -Vig Solutions 
o Student subsidy reimbursement.   -Saucon Valley School District 

 
Grants, Donations, & Reports  

• Filed (Jun-18) 2025/26 General Fund Budget. 
• Submitted (Jun-24) 2025-26 School Nutrition Program sponsor application. 
• Filed (Jul-3) 2024/25 PDE 418 Application for Approval of Lease Reimbursement (850 N 5th Street). 
• Filed (Jul-3) 2024/25 PDE 418 Application for Approval of Lease Reimbursement (136 S 4th Street). 
• Submitted (Jul-10) 2023/24 School Mental Health Grant Cumulative Program and Fiscal Reports 

for the PE 6/30/25. 
• Submitted (Jul-10) 2024/25 School Safety & Mental Health Grant Cumulative Program and Fiscal 

Reports for the PE 6/30/25.  
• Submitted (Jul-10) 2024/25 Title I, IV Cash Reconciliation Reports for the PE 6/30/25. 

 
Assigned Funds 

• Budget Shortfall- Reset to $221,000 
• Board Designated Emergency- Add $25,000 

 
Contracts & Agreements 

• Property appraisal services.      -Imperial Realty Appraisal LLC. 
o $4,000; Additional consultation $250/hr 
o Report to be delivered 2-3 weeks from the date of the inspection. 



Roberto Clemente Charter School
Payment List

For the Period 6/1/25 through 6/30/25

Ref No. Ref Date Vendor Description Amount Issue             
Date Cleared 

003682 6/1/25 HISPANIC AMERICAN ORG 136 S 4th Street lease 37,560.40$       6/1/25 X
003683 6/1/25 HISPANIC AMERICAN ORG 850 N 5th Street lease 23,070.16$       6/1/25 X

003684V 6/1/25 Emely Candelario Misprint (1,000.00)$        6/1/25 *Void Date
003685 6/1/25 Tommeria Kruah Student award 1,005.00$         6/1/25 X
003686 6/1/25 Eurik Rodriguez Mendoza Student award 250.00$            6/1/25 X
003687 6/1/25 Jasley Rodriguez Student award 600.00$            6/1/25 X
003688 6/1/25 VOID Misprint -$                  6/1/25 *Void Date
003689 6/1/25 VOID Misprint -$                  6/1/25 *Void Date
003690 6/10/25 Emely Candelario Student award 500.00$            6/13/25
003691 6/10/25 Yadrel Echavarria Reyes Student award 1,000.00$         6/13/25 X
003692 6/10/25 ALL CITY MANAGEMENT SERVICES,INC Crossing guard services 1,965.60$         6/13/25 X
003693 6/10/25 Bimbo Bakeries USA 431.56$            6/13/25 X
003694 6/10/25 Curriculum Associates LLC Classroom supplies 1,815.00$         6/13/25 X
003695 6/10/25 DERSTINE'S Dairy products 1,529.83$         6/13/25 X
003696 6/10/25 GOLD STAR FOODS 16.24$              6/13/25 X
003697 6/10/25 Kegel's Produce 900.20$            6/13/25 X
003698 6/10/25 Kopos Medx, Inc. Contracted staffing agency 18,379.17$       6/13/25 X
003699 6/10/25 Lauren's Kids, Inc Teacher licenses 1,140.00$         6/13/25 X
003700 6/10/25 Machemer Contracting, Inc. Roof repairs 1,575.00$         6/13/25 X
003701 6/10/25 MBI HEATING & AIR CONDITIONING HVAC unit replacement and repairs 10,785.00$       6/13/25 X
003702 6/10/25 Norman's Bus Services Inc 951.00$            6/13/25
003703 6/10/25 RENAISSANCE LEARNING, INC Classroom subscription 14,596.00$       6/13/25 X
003704 6/10/25 STANDING STONE CONSULTING INC Contracted security services 5,228.14$         6/13/25 X
003705 6/10/25 UNITED ELECTRIC SUPPLY Maintenance supplies 1,690.57$         6/13/25 X
003706 6/10/25 VERIZON 37.90$              6/13/25 X
003707 6/10/25 VIG SOLUTIONS Teacher laptops 4,300.00$         6/13/25 X
003708 6/10/25 CORIN WATT Travel reimbursement 245.55$            6/13/25 X
003709 6/24/25 ALL CITY MANAGEMENT SERVICES,INC Crossing guard services 1,572.48$         6/27/25
003710 6/24/25 American Red Cross Staff training 1,886.27$         6/27/25
003711 6/24/25 Bimbo Bakeries USA 145.60$            6/27/25
003712 6/24/25 WILLIAM BREINER Travel reimbursement 77.91$              6/27/25
003713 6/24/25 Joshua Burak Tuition reimbursement 900.00$            6/27/25
003714 6/24/25 College Board Exam fees 1,980.00$         6/27/25
003715 6/24/25 DERSTINE'S 650.02$            6/27/25
003716 6/24/25 JP MASCARO & SONS Refuse/recycling 2,246.80$         6/27/25
003717 6/24/25 Kopos Medx, Inc. Contracted staffing agency 16,994.50$       6/27/25
003718 6/24/25 MBI HEATING & AIR CONDITIONING Contracted HVAC preventative maintenance 4,090.00$         6/27/25
003719 6/24/25 KARA MCGILL Travel reimbursement 17.49$              6/27/25
003720 6/24/25 NEWSELA INC Classroom subscription 5,573.28$         6/27/25
003721 6/24/25 Michael Rodriguez Travel reimbursement 27.56$              6/27/25
003722 6/24/25 STANDING STONE CONSULTING INC Contracted security services 3,085.61$         6/27/25
003723 6/24/25 SUCCESS FOR ALL FOUNDATION, INC Professional development 4,700.00$         6/27/25
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Roberto Clemente Charter School
Payment List

For the Period 6/1/25 through 6/30/25

Ref No. Ref Date Vendor Description Amount Issue             
Date Cleared 

003724 6/24/25 SAUCON VALLEY SCHOOL DISTRICT 570.65$            6/27/25
003725 6/24/25 VIPER PEST SERVICES 200.00$            6/27/25
003726 6/24/25 Teacher Synergy, LLC 49.25$              6/27/25

EFT
100008737271 6/1/25 UGI UTILITIES, INC. 302.17$            6/1/25 X
100008737279 6/1/25 UGI UTILITIES, INC. 85.75$              6/1/25 X
100008737522 6/1/25 UGI UTILITIES, INC. 581.20$            6/1/25 X
100008737523 6/1/25 UGI UTILITIES, INC. 53.18$              6/1/25 X

25052944 6/1/25 PPL ELECTRIC UTILITIES 600.62$            6/1/25 X
62390280 6/1/25 T- MOBILE 501.41$            6/1/25 X

1000011389858 6/1/25 LINCOLN FINANCIAL SERVICE Dental/STD/LTD/LI insurance 5,515.17$         6/1/25 X
18172797 6/12/25 TOSHIBA FINANCIAL SERVICES Copier leases 1,259.80$         6/12/25 X

-165939-dba994 6/12/25 AMAZON CREDIT PLAN Student activity/Security/IT supplies 1,535.90$         6/12/25 X
25061236 6/12/25 PPL ELECTRIC UTILITIES 31.02$              6/12/25 X
25061279 6/12/25 PPL ELECTRIC UTILITIES Electric utility 1,403.16$         6/12/25 X
9627955 6/12/25 US FOODS Food products 5,391.10$         6/12/25 X

_12JUN25_1453 6/12/25 TOSHIBA FINANCIAL SERVICES 428.55$            6/12/25 X
1721559345585 6/12/25 HOME DEPOT CREDIT SERVICES 807.13$            6/12/25 X

74986061 6/12/25 PITNEY BOWES GLOBAL FINANCIAL SERVICES 282.93$            6/12/25 X
6075009068 6/16/25 STAPLES ADVANTAGE 679.84$            6/16/25 X

060225 06/25 6/23/25 HEALTHNOW ADMINISTRATIVE SERVICES Health insurance 38,494.10$       6/23/25 X
062725 6/27/25 TOSHIBA AMERICA BUSINESS SOLUTIONS Copier leases 1,516.25$         6/27/25 X

9979428 6/27/25 US FOODS Food products 3,721.10$         6/27/25 X
d8cb-a5e9-4bb1 6/27/25 Primo Brands 100.00$            6/27/25 X
qs3z0ofv6rtpqcu 6/27/25 HIGHMARK BLUE SHIELD 556.96$            6/27/25 X

75251694 6/27/25 PURCHASE POWER 125.00$            6/27/25 X
-143027-9bb6b3 6/27/25 AMAZON CREDIT PLAN Instructional/IT/Security/Office supplies 3,474.36$         6/27/25 X

25062738 6/27/25 PPL ELECTRIC UTILITIES Electric utility 2,915.52$         6/27/25 X
973768 6/27/25 PENTELEDATA 429.00$            6/27/25 X

18268522 6/27/25 TOSHIBA FINANCIAL SERVICES Copier leases 1,223.49$         6/27/25 X
1938244373 6/27/25 LEHIGH COUNTY AUTHORITY ALLENTOWN 240.69$            6/27/25 X

95578462039 6/27/25 RCN 425.49$            6/27/25 X
1938244949 6/27/25 LEHIGH COUNTY AUTHORITY ALLENTOWN 436.16$            6/27/25 X
1938245429 6/27/25 LEHIGH COUNTY AUTHORITY ALLENTOWN 86.73$              6/27/25 X

P-365853012 6/28/25 ZOOM 13.59$              6/28/25 X

Health Insurance Claims (HIC)
20250528-1 6/2/25 HealthNow Health Claims: PE 5/27/25 5,611.09$         6/2/25 X

604 5/28-6/3/25 6/9/25 HealthNow Health Claims: PE 6/3/25 18,165.42$       6/9/25 X
611 6/4-6/10/25 6/16/25 HealthNow Health Claims: PE 6/10/25 12,011.30$       6/16/25 X
50618 6/11-6/17 6/23/25 HealthNow Health Claims: PE 6/17/25 5,351.99$         6/23/25 X
625 6/18-6/24/2 6/30/25 HealthNow Health Claims: PE 6/24/25 12,044.00$       6/30/25 X

20250625 6/30/25 HealthNow Double charged; reimbursed on 7/2/25 12,044.00$       6/30/25 X
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Roberto Clemente Charter School
Payment List

For the Period 6/1/25 through 6/30/25

Ref No. Ref Date Vendor Description Amount Issue             
Date Cleared 

Payroll
01 PPE 5/24/25 6/1/25 PENSERV PLAN SERVICES INC EE/ER 403b contributions 11,898.16$       6/1/25 X
60 PPE 5/24/25 6/1/25 VOYA FINANCIAL 785.78$            6/1/25 X
154000308 5/25 6/4/25 P.S.E.R.S.EMPLOYEE # 9254 EE State pension contributions 15,872.16$       6/4/25 X

R_691771493 6/6/25 ADP 574.13$            6/6/25 X
2 PPE 6/7/2026 6/13/25 PA SCDU 293.54$            6/13/25 X

51822827 6/13/25 Roba Bozakis Contracted dietitian 560.00$            6/13/25 X
51822828 6/13/25 Valerie Rodriguez Contracted special education support services 1,450.00$         6/13/25 X

W PPE 6/7/2025 6/13/25 PAYROLL/TAXES ACH payroll & taxes 181,598.29$     6/13/25 X
770 PPE 6/7/25 6/16/25 PENSERV PLAN SERVICES INC EE/ER 403b contributions 12,270.65$       6/16/25 X
10 PPE 6/07/25 6/16/25 VOYA FINANCIAL 833.08$            6/16/25 X

R_692950709 6/20/25 ADP 563.27$            6/20/25 X
R_693409502 6/26/25 ADP 125.84$            6/26/25 X

58 PPE 6/21/26 6/27/25 Keystone Collections Group 42.46$              6/27/25 X
AW PPE 6/21/25 6/27/25 PAYROLL/TAXES ACH payroll & taxes 165,342.77$     6/27/25 X
82 PPE 6/21/25 6/27/25 PA SCDU 293.54$            6/27/25 X

51828006 6/27/25 Mckenna Snyder LLC Legal services 6,010.25$         6/27/25 X

CEO's Account (Central Administration)
061025AMAC 6/10/25 WAWA, INC Staff lunch 319.45$            6/10/25 X

Principal's Account (Elementary School)
061025SVIC 6/10/25 Dollar Tree Staff appreciation supplies 18.75$              6/10/25 X

061025SVIC#1 6/10/25 Dollar Tree Staff appreciation supplies 28.52$              6/10/25 X
061025SVIC#2 6/10/25 SAM'S CLUB Staff appreciation lunch 137.39$            6/10/25 X

Principal's Account (Secondary School)
060625TKOb 6/5/25 Weis Student activity supplies 6.38$                6/5/25 X

062625TKOB-2 6/26/25 Weis Student activity supplies 61.87$              6/26/25 X

711,871.19$         
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1034 THIRD STREET, WHITEHALL, PA  18052-5431 
PHONE 610-266-9265  ♦  FAX 610-266-1571 

 
 
 
July 7, 2025 
 
 
Ms. Alyssa Mace 
Roberto Clemente Charter School 
131 W. Hamilton St 
Allentown, PA 18101 
 
RE:  
 

 
Dear Ms. Mace: 
 
This is an engagement letter for an appraisal report of the above captioned property.  The 
appraisal shall be prepared for your sole and exclusive use for financial planning purposes.   
 
The purpose of this analysis is to provide the leased fee market value of the subject property 
as of a current date.  The appraisal will be prepared in accordance with the Uniform 
Standards of Professional Appraisal Practice.  As per 2024 USPAP, I am disclosing that I 
have performed no services, as an appraiser or in any other capacity, regarding the property 
that is the subject of this report within the three-year period immediately preceding 
acceptance of this assignment. 
 
The appraisal will be completed and delivered within two to three weeks from the date of the 
inspection and upon receipt of this signed engagement letter and the following information. 
 
1. Site and Building Plans, if available 
2. Current rent roll and property expenses 
3. Any capital improvements completed within the last 3 years 
4. Contact person for complete interior and exterior inspection of the property 
 
I will furnish you with an emailed pdf version of the report.  The total fee for the appraisal 
will be $4,000; the fee includes the cost of typical expenses that are incurred in the 
preparation of the report.  In the event additional consultation or expert testimony is required, 
it will be billed at $250/hour.  An invoice for the appraisal fee will be presented and 
payment in full is required at time of inspection. 
 
Upon receipt, please sign and return a copy of this letter and an initialed copy of the 
Statement of Limiting Conditions and Appraiser’s Certification. 
 



 

 

 
Page Two 
 
 
If you have any questions about the contents of this fee proposal or in any of the attachments, 
please give me a call at 610-266-9265.  Thank you for considering Imperial Realty Appraisal, 
LLC. 
 
Sincerely, 

   
 
James E. Bahnick, MAI, SRA Lisa M. Fick 
PA Certified General Real Estate Appraiser PA Certified General Real Estate Appraiser 
Certification Number: GA-000316-L Certification Number: GA-004019 
 
 
Engagement Letter Accepted By:   _______________________________ 
      Ms. Alyssa Mace 
 
              Date:   ______________________________ 
 



 

 

CERTIFICATION 
 
The undersigned certifies that, to the best of my knowledge and belief, and except as otherwise noted in this appraisal 
report: 
 

1. The statements of fact contained in this report are true and correct. 
 

2. The reported analyses, opinions and conclusions are limited only by the reported assumptions and limiting 
conditions and are our personal, impartial, unbiased professional analyses, opinions and conclusions. 

 
3. We have no present or prospective interest in the property that is the subject of this report, and we have no 

personal interest with respect to the parties involved. 
 

4. We have no bias with respect to the property that is the subject of this report or the parties involved with this 
assignment. 

 
5. We have performed no services, as an appraiser or in any other capacity, regarding the property that is the 

subject of this report within the three-year period immediately preceding acceptance of this assignment. 
 

6. Our engagement in this assignment was not contingent upon developing or reporting predetermined results. 
 

7. Our compensation for completing this assignment is not contingent upon the development or reporting of a 
predetermined value or direction in value that favors the cause of the client, the amount of the value opinion, 
the attainment of a stipulated result, or the occurrence of a subsequent event directly related to the intended 
use of this appraisal. 

 
8. The analyses, opinions and conclusions were developed and this report has been prepared, in conformity 

with the requirements of the Uniform Standards of Professional Appraisal Practice (USPAP) and the Code 
of Professional Ethics and the Standards of Professional Appraisal Practice of the Appraisal Institute. 

 
9. The use of this report is subject to the requirements of the Appraisal Institute relating to review by its duly 

authorized representatives. 
 

10. James E. Bahnick, MAI, SRA made a personal inspection of the property that is the subject of this report on 
__________________.   

 
11. No one other than the undersigned provided significant real property appraisal assistance to the persons 

signing this report. 
 

12. As of the date of this report, we are current with the requirements of the continuing education program of 
the State Board of Certified Real Estate Appraisers.  James E. Bahnick, MAI, SRA has completed the 
requirements under the continuing education program of the Appraisal Institute. 

 
13. The appraisers have the knowledge and experience with this type of property and the qualifications needed 

to produce a credible appraisal in accordance with all previously stated standards and have taken the 
necessary steps in order to comply with the competency provision of USPAP. 

 
 
 
James E. Bahnick, MAI, SRA 
PA Certified General Real Estate Appraiser 
Certification Number GA-000316-L 
 
 
Date: ______________ 



 

 

ASSUMPTIONS, LIMITING CONDITIONS 
AND CONTINGENCIES 

 
The Appraisers who signatures appear on the Certificate of Appraisal do hereby certify that, except as 
otherwise noted in this appraisal report: 
 
1. We have no present or contemplated future interest in the real estate that is the subject of this 

appraisal report. 
 
2. We have no personal interest or bias with respect to the subject matter of this appraisal report or 

the parties involved. 
 
3. To the best of our knowledge and belief, the statements of fact contained in this appraisal report, 

upon which the analysis, opinions, and conclusions expressed herein are based, are true and 
correct. 

 
4. This appraisal is to be used in whole and not in part.  No part of it shall be used in conjunction 

with any other appraisal. 
 
5. The owner of record is assumed to have a free and clear fee simple title with no encumbrances 

that cannot be cleared through normal channels. 
 
6. The information on which this appraisal is based has been obtained from sources normally used 

by the appraiser and is considered to be reliable, but it is in no sense guaranteed. 
 
7. No opinion of a legal or engineering nature is intentionally expressed or implied and no 

responsibility is assumed for matters of this nature. 
 
8. The appraisers reserve the right to alter their opinion of value on the basis of information 

withheld or not discovered in the normal course of a diligent investigation. 
 
9. Load bearing capacity of subsoil is assumed to be adequate for the present utilization, but no 

borings or engineering studies have been made especially for this appraisal and the value 
conclusion could be affected by such information. 

 
10. The property has been appraised as though under responsible ownership and competent, 

aggressive management. 
 
11. The appraisers assume there are no hidden or unapparent conditions of the property, subsoil or 

otherwise, which would render it more or less valuable.  The appraisers assume no responsibility 
for such conditions or for engineering, which might be required to discover such factors. 

 
12. It is assumed that all required licenses and/or permits, consents or other legislative or 

administrative authority from any local, state or national governmental or private entity or 
organization have been or can be obtained or renewed for any use on which the value estimates 
contained in this report are based, in a timely manner and without unusual cost. 

 
13. The appraisers assume no responsibility for matters of a legal nature affecting the property or the 

title thereto, nor do the appraisers render any opinion as to title, which is assumed to be good and 
marketable. 

 



 

 

14. The appraisers are not required to give testimony or appear in court because of having made this 
appraisal with reference to the property in question, unless arrangements have been previously 
made therefore.  The fee charged for this appraisal does not include payment for court testimony 
or for further consultation. 

 
15. Unless otherwise stated, no consideration in the valuation process has been given to mineral 

deposits (oil, gas, coal, gravel, etc.) or timber, if any, that may be found on the subject. 
 
16. It is assumed that the subject has never been utilized as a waste disposal site for toxic or other 

hazardous waste materials as defined by the appropriate government agencies. 
 
17. As of January 23, 1992, the "Americans with Disabilities Act of 1990" became effective and may 

apply to the subject building.  The users of this report are referred to the United States 
Architectural and Transportation Barriers Compliance Board at 1-800-USA-ABLE for specific 
instructions for satisfying the requirements of the act.  The appraisers are not qualified to analyze 
the building with respect to handicap accessibility rules.  The value estimate of this report 
assumes full compliance with the Act.  Other sources of information for compliance and 
accommodation include Centers for Living, Inc., a non-profit assistant group for disabled persons 
and the Director of Housing for the Commonwealth of Pennsylvania.  Currently Raymond W. 
Cartright holds this Human Relations Commission position, and may be reached at (717) 783-
8274. 

 
18. Disclosure of the contents of this appraisal is governed by the Bylaws and Regulations of the 

professional organizations with which the appraisers are affiliated. 
 
19. Acceptance of and/or use of this report constitutes acceptance of these conditions. 



 

 

QUALIFICATIONS OF 
JAMES E. BAHNICK 

 
Professional Designations 
 MAI & SRA: Commercial & Residential Designations of the Appraisal Institute 
 PA Certified General Appraiser - GA-000316-L 
 PA Associate Broker – AB-048244-L 
 
Professional Associations 
 Member, Lehigh County Board of View, 2006-Present 
 Board of Director, Keystone Chapter Appraisal Institute-2016 
 Past President, Northeastern PA Chapter Appraisal Institute 2000 
 President, Northeastern PA Chapter Appraisal Institute 1999 
 Vice President, Northeastern PA Chapter Appraisal Institute 1998 
 Secretary, Northeastern PA Chapter Appraisal Institute 1995, 1996 & 1997 
 Regional Representative, Appraisal Institute 1995 & 1996 
 PAR - Pennsylvania Association of Realtors 
 NAR - National Association of Realtors 
 
Educational Background 
 1985 Graduate of East Stroudsburg University 
 American Institute of Real Estate Appraisers Course: Residential Valuation 8-2, 
  Real Estate Principals 8-1 and Basic Valuation exams 
 Society of Real Estate Appraisers: Standards of Professional Practice and 
  Market Extraction seminar 
 Appraisal Institute:  Standards of Professional Practice Part A, B & C, 
  Capitalization Theory and Techniques, Part A & B 
  Advanced Applications, II550 
 Various Continuing Education Seminars of the Appraisal Institute 
 
Experience 

Principal, Imperial Realty Appraisal, LLC – 2001 
Manager, Imperial Realty’s Appraisal Division 1998-2000 
Fee Appraiser, Imperial Realty 1986-1997 

  Preparation & review of appraisal reports involving commercial, industrial & 
residential real estate for private clients, attorney, & lending institutions 

 Court Testimony including tax assessment appeal 
 Former Real Estate Instructor – Scott-White Real Estate Institute 
 
Partial List of Clients 
 Wells Fargo, N.A.    Lehigh & Northampton County 
 Fulton Bank     First Northern Bank & Trust 
 Santander Bank     American Bank 
 Truist      Quaint Oak Bank 
 First Commonwealth Federal Credit Union New Tripoli Bank 
 Embassy Bank     ESSA Bank & Trust 
 Bank of America   . Numerous national, regional & 
  Fidelity Bank        local corporations 
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