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PRACTICES AND PROCEDURES: ADMISSIONS AND ENROLLMENT

Legai Requirements

- The academy will not discriminate on the basis of intellectual or sathletic abilities, measures of

achievement or aptitude, disability, status as a handicapped persen, homeless statos, English proficiency,

~ religion, creed, race, sex, colot, national origin or any other basis that would be 1iegal for an existing

school district,

The academy shall comply with all fcderai and state laws, inclding those applicable to public schools
concerning church-state issues,

The academny will not charge tuition, but may chargs fees In the same manner as existing public schools.

Thie academy will not enroll any student who is not a resident of this state, except a foreign exchange
student,

Kindérgarten smd Young 5 s (if offered) app[xcants must attain the age of five (5) years old on or before
December 1. '

Notice and Onen Bnrellment Pexiod

The “Open Enrollment Pertod™ is from the first day of school of the current school year until the last-
day of business in February of the current school year. Notice of the Open Enrollment Period and

* application process will be designed to inform the persons most likely to be interesied in the school,

Nationat Heritage Academies (NHA) and/or the academy will provide notice of open enroliment by (2)
printing a legal notice of the enrollment period in a local newspaper of general cirenlation; (b) mailing a
written notice of the open enrollment period and an application to all families who Inquire about acadeiny
enroliment; and (¢) posting a written notice of the open enrollment period at the NHA service center and
the academy. In addition, notice may also be provided by airing a public service announcement on local
television,

. As part of the enrollment process, the academy staff will seek to mest with families, parents and students

prior to the first day of school via parent and student orientation ineetings. In this way, applicants and
their parents will have the opportunity to become fully informed as to the nature and scope of the
academy, its curriculum, and requireinents. -

Application Procedures

[mterested parties may obtain applications at:
» The office of the academy
- o The service center of NHA at 3850 Broadmoor SE, Suite 201, Grand Rapids, MI 498iz™
s www.nhaschools.com or by calling NHA at 866—NHA-ENROLL

Applications will be mailed or faxed 1o lanyone requesting an application by telephote,

Applications for the current school year will be accepted until the end of the current school year and
available seats will be filled.
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Applications. for the subsequent school year are received during the Open Enrollment Period. If
applications received exceed offered seats in any grade level (*over-subscribed grades™), a random
selection process will take place for all grade levels including under-subscribed grade levels. If
applications received are fewer than offered seats In each and overy grade level (“under-subscribed
grades™), all eligible applicants will be accapted and a random selection process will not be conducted,

All applications received afler the Open Enroliment Period will not be eligible to participate in the

random selection process, and will be added to the end of the accepted list if offered seats are still

available after the random selection process, or io the resulting waiting list created at the time of the
random selection process.

Acceptad applicants are determined by the random selection process, Accepted applivants must confirm

their intent to attend the academmy within four weeks of acceptance by returning an Admisasions Form and

Official Release of Records Form, The academy will send all sccepted applicants a postoard reminding

them of thig obhga,tiorL The postcard will inform the parent that if the student does not attend the first.
day ofschool or Gall ifito request an excused absence by the date and time indicated, the student will.
forfeit histher accepted status in the academy and will not be errolled. The academy will attempt to- call

all applicants who have not responded to inquire whether the applicant is still planning to attend.

Once students are earolled and remain envolled, they will remain eligible to be re-enrolied at the academy
for successive years without having to reenter the random selection process. They must, however, fill out
a re-enrollment form by the end of the Open Enrollment Petiod showing intent to re-enroll for the
subsequent school year. All applicants on a watting list must tesubmit an application for the following
school year during the next Open Enrollment Petiod.

Standby Opportunity Plan -

The Standby Opportunity Plan (30F) is a procedure by which the academy may decide to revise ifs
waiting st on the first day of school, If the academy follows this procedure, the academy will send alt
applicants on the waiting list a régistration card priot to the first day of school. The applicant must return
the card to the academy by the date indicated and include phone numbers where the applicant can be
reached the first day of school between the times listed on the card. All walting list applicants who retum
the card will remain on the wiiting list. Those who do not return the card will be removed from the
waiting list on the first day of school.. The academy will attempt to contact waiting list applicants who do
not return the card, In the event of an offered seat becoming available, if the academy carnnot reach the
parent at the phone numbers and during the times provided on the card, the academy will remove the
applicant from the revised waiting list and contact the next person on the revised waiting list,

Razdorm selecfion process

The random selection process shall be open to the public, and the academy wili notify ali applicants of the
time and place. A neutral third party person will be present to draw the cards during the random selection
process. This person will not be related to any student, staff member, or anyone applying to the school,
Names will be drawn until all offered seats have been filled. Any remeining names will be drawn fo
establish waiting list priority used to fill offered seats prior to and during the school year for which the
student applied. Applicants’ names are placed on an accepted chart and/or waiting list chart for each
grade in the order that they are drawn. After all eligible names have been drawn, the academy will add
the names of applicants who submitted apphcations aﬁer the Open Earollment Period in the order in

which they are received.
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The random selection process will be videotaped, In the event of any discrepancy, the video tape will be
the official fecord of pl&cement of students.

Class Size and Offered Seats

Class size and offered seats will be dctexmlned by the NHA Admissions Department and submitted to the
school board of divectors for approval.,

In order to make provision for student attrition (reentolling students who indicate that they are coming

. back but do not return on the first day of school) and erosion (new students who have been accepted for

offered seats but do not show up the first day of school), the academy may over-subscribe grades. The
number of students to be over-subscribed will be determined based on historical and forecasted attrition
and eroston. In addition, the number of -classtooms may fluctuste in the event the number of studenis
enroled warrants the increase or decrease in number of classrooms. Tn no event will over-sebseription, or
fluctuations in the number of classropms result in a violation of any pmwsmn or limit contained within
the school’s charter or applicable law.

: Enrqllment Preferences

Enrollment preference is first given to currently enrolled students. Next prefererice s given to. the

. following ordered categories of applicants:

e Siblings of currently enrolied students
e Siblings of students sele¢ted in the random selection process
e All remaining applicants

It a student is selected for a grade level that still has offered seats available and the student has a sibling
applying for a grade that no longer has offered seats available, the student will be placed on the accepted
chart for histher grade level and the student’s sibling will be placed on the waiting list chart for his/her
grade level and marked as having sibling preference. Therefore, while szblmg preference applies, siblings
are not guaranteed aseat. .

Procedural Ste_g

' Step 1t Setup

A card with the name of each studemt who submitted an application during the Open
Enrollment Period will be created. Each card will include the student’s name, grade tevel to
which the student is applying, street address, and names and grade levels of any siblings who
are also applying for admission fo the academy. .

Step 2:  Admigsion of Applicants Applying for Under-Subscribed Grades
Academy assigned officials will draw and call the names of each applicant siarting with the
highest under-subseribed grade level. Each student’s name will be read aloud, and each
student’s card will be numbered consecutively and placed on the accepted chart for that
particular grade. If the accepted student has siblings who are also applying for admission, the
sibling’s names will then be read aloud. Cards for the siblings will be located, numbered, and
placed on the accepted chart if there are offered seats available, or placed on the waiting 1ist
chart and marked as having sibling preference if offered seats are not avajlable. This
admissions process will centinue for the successive under-subscribed lower grades for all
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| students until all names have been called with their associated éibﬁngs.

Step 31 Admission of Applicants Applying for Over-Subseribed Grades
Academy assigned officials will then conduct a drawing fo determine the order in which
over-subscribed grades will be filled. They will cail the names of applicants in each grade.
The student’s name will be read aloud, and each student’s card will be numbered
consecutively and placed on the accepted chart if there is an offered seat available, or placed
on the waiting list chart if an offered seat is not available

If the selected student is accepted and has siblings who are also applying for admission,
those students’ names will also be read aloud, Cards for the siblings will be located,
numbered, and placed on the accepted chart if there are offered seats avaiiable or placed on
the waiting list chart and _marked as having sibling preference if offered seats are not
available. If the selected student is placed on the waiting list chatt and has siblings who are
also applying, the siblings’ names will pot be read at this time, but will wait until ﬂaeir prade
lavel is drawn . .

Step 4 __éi_tmg_blﬂﬁmmgi
Academy officials will continue to pull cards until afl names are called. After a grade level
accepted chart is full, all remaining names will be placed on the waiting list chart and
numbered in the order in which they are selected. Applications recelved afler the Open
Enrollment Period will be added to the end of the waiting list for the appropnate grade in
the order in which they were received.

S . Appeals

Any parent or guardian who wishes 10 contest or appeal any aspect of the random selection process may
do so in writing to the school’s board of directors sent 1o the school’s address, Following receipt of the
parent’s written appeal, a representative of the board of directors will contact the parent to discuss the
nature of the concern of objection. Final decisions will be made by the board of directors or its designee.

L | ‘
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SCHOOL CALENDAR




~ 2009-10 School Year

August

T

w T

11

124 13

i3

19 20
26 27

3rd -6th NHA-U
10th - 14th NTO-I

September

w T

gyl

1st - 3rd Staff Professional Development
7th Labor Day, 8th First Day of Schoo!

Gth Progress Reports

November

58 M Y W T F S
3 4 5 6
17 18 19 20

24

6th End of Ist Quarter

11th Evening P/T Conferences; 12th P/T Conf.
13th Siaff Professional Development
6th-27th Thanksgiving Break

§21st - 31st Holiday Break

1st Holiday Break

Ath Schoot Resumes

“J18th MLK ir. Day; 19th Staff Prf Development
22nd End of Semester

Students Do Not Report/ Staff Report All Day

Board Approved: 6/2/09

Students Report Half Day/ Staff Repart All Day
Students/ Staff Do Not Report

12th Staff Professional Development]
15th Presidents Day]
22nd Progress Reports|

12th Staff Professional bevelopment]

26th End of 3rd Quarter]
31st Evening P/T Conferances|

April

1st P/T Conferences; 2nd tSood Frida

5th-9th Spring Brea

May

3rd Progress Reports; 7th Staff POR:

315t Memorial Day

16th 8th Grade Celebration
18th Last Day of School; 21st-22nd Staff PD,

2nd tn Observange of Independence Day

Last Updata:
176 School Days
8:00 - 3:15 School Hours
8:00-11:30 (haif)
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Public School Academy
Master Calendar of Reporting Requirements
July 1, 2009 — June 30, 20610

SUBMIT TO:

over $500K in federal funds have been expended. Ifa single audit is not
necessary, a letter from the Academy stating as such is required to be
submitted.

DUE DATE _ ___REPORT DESCRIPTION
July 1 Board Adopted 2009-2010 School Calendar/School Day Schedule. CSO
July 1 Board Adopted Annual Operating Budget for the General Fund and CsO
' School Service Fund for 2009-2010.
July 1 Copy of Notice of Public Hearing for Annual Operating Budget for CSO
2009-2010.
July 1 Copy of Parent Satisfaction Survey and Results from 2008-2009, if CSO
applicable.
July 27 DS-4168 Report of Days and Clock Hours of Pupil Instruction for 2008- CSO
2009 academic year, if applicable (See MDE website,
www.michigan.gov/mde, for MDE due date and form).
August 3 Annual Organizational Meeting Minutes for 2009-2010, CSO
August 3 Board Resolution appointing Chief Administrative Officer for 2009- CSO
20106.
August 3 Board Resolution appointing Freedom of Information Act Coordinator CSO
for 2009-2010.
August 3 Board Designated Legal Counsel for 2009-2010. CSO
August 3 Board adopted Annual Calendar of Regularly Scheduled Meetings for CSO
. 2009-2010.
' August 31 4™ Quarter Financial Statements — quarter ending 06/30. CS0
September 4 Organizational Chart for 2009-2010. CS0O
September 4 Board approved Student Handbook 2009-2010. CS0O
September 4 Board approved Employee Handbook 2009-2010. CSO
September 4 Copy of School Improvement Plan covering 2009-2010 academic year. CSO
October 1 Completed PSA and ESP/MC Insurance Questionnaires. Required CSO
forms available at www.gvsueso.org.

October 1 Annual Nonprofit Corporation Information Update for 2009. CSO will CSO
confirm filing via DLEG website.

October 15 Audited Financial Statements for fiscal year ending June 30, 2009. CS0
*Due to MDE by November 15.

October 15 Management Letter (comments and recommendatlons from independent CSO
financial auditor) for fiscal year ending June 30, 2009, if issued. Ifa
management lefter is not issued, a letter from the Academy stating a
management letter was not issued is required to be submitted.

October 15 Annual A-133 Single Audit for year ending June 30, 2009 is required if 8O




DUE DATE _ REPORT DESCRIPTION SUBMIT TO:

October 15 DS-4898 PSA Preliminary Pupi! Membership Count for September CSO
2009 Enrollment and Attendance (See MDE website,
www.michigan.cov/mde for MDE due date).

October 15 Annual Education Report for the 2008-2009 academic year to be CSO
submitted and presented at a public meeting.

October 30 1* Quarter Financial Statements — quarter ending 09/30. CSO

December 1 Academy’s Technology Plan covering 2009-2010 or annual updates CSO
thereto. , '

January 8 Modifications to ISID’s Plan for the Delivery of Special Education CSO
Services covering 2009-10 signed by a representative of the Academy.

January 29 2™ Quarter Financial Statements — quarter ending 12/31. CSO

January 29 Michigan Highly Qualified Teacher Verification Report. Required CSO
Form Available at www.gvsucso.org, ,

April 19 DS-4168-B District Report of Planned Number of Days and Clock C8O
Hours of Pupil Instruction for 2009-2010 (See MDE website
www.michigan gov/mde for MDE due date).

April 30 3" Quarter Financial Statements — quarter ending 03/31. CSO

May 14 Notice of Open Enrollment & Lottery Process or Open Enrollment & CSO
Lottery Process Board Policy for 2010-2011,

June 1 Certificate of Boiler Inspection covering years 2009-2010. CSO
June 30 Board Approved Amended Budget for 2009-2010 fiscal year {(or CSO
statement that budget has been reviewed and no amendment was

needed).

June 30 2009-2010 Log of emergency drills, including date, time and results. CS0O
Sample form available at www.gvsucso.org.

June 30 Board adopted Letter of Engagement for year ending June 30, 2010 CSO
independent financial audit.

June 30 Food service license expiring 04/30/2011. CSO

June 30 Teacher Individual Mentoring Activity Records and Teacher Individual CSO

Professional Development Plan (TE-2900) for 2009-2010.



Ongeing Reporting Requirements
July 1, 2009 — June 39, 2010

The following documents do not have a set calendar date; however, they require submission
within a certain number of days from board action or other occurrence.

_DUEDATE ___REPORT DESCRIPTION , | SUBMIT TO: -
Date notice is Academy Board Meetlng Record of Postings — cancellations, changes, CSO
posted special meetings, emergency etc. Must include time and date of actual

osting.
14 business days | Approved Academy Board Meeting Minutes and Resolutions of regular, CS0O
after Board special & emergency board meetings.
approval ' '
30 business days | Board Adopted Annual Operating Budget for 2009-2010 to be available | No submission
after board on school website per the State School Aid Act as amended. needed.
approval
14 business days | OQath of Office and written acceptance for each Board Member. €SO
after Board '
approval
10 business days | Board adopted Amended Budget and General Approprlatlons CSO
after Board -Resolution.
approval
10 days of receipt | Correspondence received from the Michigan Department /State Board CSO
of Education requiring a formal response.
10 days of receipt | Correspondence received from the Health Department requiring a CSO
formal response.
10 days of receipt | Written notice of litigation or formal proceedings involving the CS0O
Academy. ‘
30 days priorto | Board proposed draft Educational Management Company Agreements CSO
board execution | or Amendments thereto.
5 business days of | Request and Responses to Freedom of Information Requests. CSO
receipt :




Original/Subsequent Board Policy Reporting Requzrements

July 1, 2069 — June 30, 2010

The following documents do not have a set calendar date; however, they require an original
submission and subsequent submission if Board action is taken making amendments/changes.

_ REPORT DESCRIPTION SUBMIT TO:
Articles of Incorporatlon Must have GVSU Board approval before modlfymg CSO
Board of Director Bylaws. CSQ
Educational Service Provider Agreements/AInendments CSO
Academy’s Educational Goals. Cs50
Office of Fire Safety (OFS-40) — omgmai occupancy pemnt and permits for CSO
renovations/additions, etc.-
Lease, Deed of Premises or Rental Agreement and subsequent amendments (includes CSO
modular units).
Curriculum including any additions/deletions. CSO
Asbestos Hazardous Emergency Response Act (AHERA) Management Plan. Visit CSO
www.michigan.gov/asbestos for Michigan’s model management plan. A copy of the
“acceptance” letter sent by MIOSHA is also required. ‘
Communicable Disease Curriculum (including minutes of board approval). CSO
Job Descriptions for all employee groups CSO
- REQUIRED "BOARD POLICIES _

Board adopted Purchasmg Policy (date of approval). . CSoO
MCI. 380.1267, MCL 380.1274
Administration of Medications Policy (date of approval). CS0O
MCL 380.1178
Harassment of Staff or Applicant Policy (date of approval). Cso
Harassment of Students Pohcy (date of approval)
MCL 380,1300a
Search and Seizure Policy (date of approval). Cs0O
MCL 380.1306
Assault by Pupil Policy (date of approval). CSO
MCL 380.1311
Relations with Parents Policy (date of approval) CSO
MCL 380.10, MCL. 380.1137
Board Member Expense Policy (date of approval). CSG
MCL 380.1254
Equal Access for Non-Academy Sponsored Student Clubs and Activities Policy (date of CSO
approval).
MCL 380.1299

CSO

Pocket Pager/Cell Phone Policy (date of approval).
MCL 380.1303




T

T

Teacher Suspension of Students Policy (date of approval).

MCL 380.1309

CSO

Preparedness for Toxic Hazard and Asbestos Hazard Policy (date of approval).
Public Act 154 of 1974

CsSO

Nondiscrimination and Access to Equal Edueational Opportunity Policy (date of |
approval)

MCL 380.1146, 380.1704, 37.1101 et seq., 37. 2402, 37.1402

Fourteenth Amendment, US Constitution

20 USC, Sec 1681, Title IX of Education Amendments Act

20 USC, Sec 1701 et seq., Equal Educational Opportunity Act of 1974., 29 USC Sec 794,

Rehabilitation Act of 1973
42 USC Sec 2000d et seq., Civil Rights Act of 1964
42 USC 12101 et seq., The Americans with Disabilities Act of 1990.

CSO

Academy Deposit Policy (date of approval).
PA 105 of 1855, being MCL 21.146, Section 11.10 of the Charter Contract

CSO

Parental Involvement Policy (date of approval).
MCIL 380.1294

CsSO

Wellness Policy (date of approval).
42 USC 1751, Sec 204

CS0

Corporal Punishment Policy (date of approval).
Required: a) implemented within student code of conduct, and b) list of alternatives -

CSO

MCL 380.1312




Calendar of Additional Reporting Requirements and Critical Dates

July 1, 2609 — June 30, 2010

The following reports Academies must submit to the local ISD, MDE, CEPI and other

organizations throughout the year.

SUBMIT TO:

DUE DATE REPORT DESCRIPTION
September 23 Student Count Day for State Aid F.T.E. No submission
' required.
September 30 SE-4096 Special Education Actual Cost Report (Contact [SD for due ISD
date).
October 1 Eye Protection Certificate (#4527 Certification of Eye Protective CEPI
Devices Electronic Grant System [MEGS] if applicable.
October 1 Certification of Constitutionally Protected Prayer ' MDE
October 7 SE-4094 Transportation Expenditure Report (Contact ISD for due date). ISD
October 1 — Teacher Certification/Criminal Background Check/Unprofessional No submission
October 31 Conduct. This is an onsite review scheduled and conducted by Quality needed.
(as scheduled) Performance Resource Group. No submission required.
Oct/Nov School Infrastructure Database (SID); School-Wide Title I Participation CEPI
Oct/Nov Deadline for MEIS/Single Record Student Database (“SRSD™) CEPl -
electronic file (Contact the local ISD for due date.)
November 1 Deadline for Immumnization Records Report —1P160. (Contact Health Local Health
Dept. for due date). Dept.
November 15 Deadline for electronic submission to the Financial Information CEPI
Database (FID, formerly known as the Form B). State aid will be
withheld if the submission is not successful. _
ISD

Nov/Dec

Special Education Count on MI-CIS. Special education data must be
current and updated in the Michigan Compliance and Information
System (MI-CIS). This information is used to determine funding for
next year (Contact local ISD for due date).

December I -

Teacher Certification/Criminal Background Check/Unprofessional
Conduct. This is an onsite review scheduled and conducted by Quality

No submission
required.

December 31

(as scheduled) Performance Resource Group. No submission required.

Nov/Dec Registry of Educational Personnel (REP) Submission CEPIL

December 31 Municipal Finance Qualifying Statement, if applicable (online MI Dept of
submission). Treasury

Feb 1 Deadline for Immunization Record Report -- [P100 (Contact Health Local Health
Dept. for due date). A financial penalty of 5% of a school’s state aid Dept. -
allocation can be assessed if the immunization rate is not at 90% or
above.

Feb 10 Supplemental Student Count for State Aid F.T.E. No submission

required.

1




DUE DATE REPQRT DESCRIPTION SUBMIT TO:
March FS-4731-C — Count of Membership Pupils eligible for free/reduced MDE
breakfast, lunch or milk (official date TBD).
-1 March MEIS/Single Record Student Database (“SRSD”) electromc file ISD, CEPI
(Contact local ISD for due date.)
May 1~ Teacher Certification/ Criminal Background Check/Unprofessional No submission
May 31 Conduct. This is an onsite review scheduled and conducted by Quality required.
(as scheduled) Performance Resource Group. No submission required.
June MEIS/ Single Record Student Database (“SRSD”) electronic file ISD, CEPI
(Contact local ISD for due date.)
June Registry of Educational Personnel (REP) CEPI
June School Infrastructure Database (SID) CEPI




