
 
 

KH483169.DOCX  

 
 

 
 
 
 
 

Board Policy 

Manual 



 
 

KH483169.DOCX  

Organization 

This policy manual is organized in the following manner: Codes include a policy topic letter followed by a 

number. Policy topic letter codes are listed below: 

Policy Topics 

A – Organization 

B – Board 

C – Operations 

D - Fiscal Management 

E - Facilities and Grounds 

F – Personnel 

G - Academic and Extracurricular Programs 

H – Students 

I - Stakeholder Relations 

J - Relationship with Other Educational Agencies 

For example, a policy related to personnel may be coded: F84 (F for Personnel and #84, as it is 

the 84th policy adopted under the Personnel topic.) 

Forms (K) and Procedure (L) shall follow the same format. Exhibits and Regulations may stand 

alone and have an independent code or may be related to an established policy, and thus, will share the 

policy code and include the K or L extension and number. For example, a Form may be coded: F84-K2 

(the exhibit is related to the policy in the example above and is the first exhibit, depicted by the #1.) 

The board secretary or other designee shall maintain a record of all policies and the dates of 

adoption, revision, or repeal. 
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C4 
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Food Service Management Policy Operations C5 Policy 

Sale and Consumption of Food During School Day Operations C6 Policy 

Bank Procedures Fiscal Management D1 Policy 

Bids and Quotations Fiscal Management D2 Policy 

Bids and Quotations Procedure D2-L1 Procedure 

Capital Assets Accounting Fiscal Management D3 Policy 

Cash Management Fiscal Management D4 Policy 

Check Request Fiscal Management D4-K1 Form 

Money Tally Fiscal Management D4-K2 Form 

Purchase Order Fiscal Management D4-K3 Form 

Document Retention and Destruction Fiscal Management D5 Policy 

Document Retention Schedule Summary Fiscal Management D5-K1 Form 

Expense Reimbursement Fiscal Management D6 Policy 

Federal Fiscal Compliance Fiscal Management D7 Policy 

Investment of State Funds Fiscal Management D8 Policy 

Limits for Withdrawals from Reserve Funds Fiscal Management D9 Policy 

Annual Operating Budget Fiscal Management D10 Policy 

Payroll Fiscal Management D11 Policy 

Whistleblower Fiscal Management D12 Policy 
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Audits and Financial Procedures Fiscal Management D13 Policy 

School Accounting System Fiscal Management D14 Policy 

Surplus Funds Fiscal Management D15 Policy 

Fund Balance Fiscal Management D16 Policy 

Confidentiality and Non-Disclosure Fiscal Management D17 Policy 

Confidentiality and Non-Disclosure Agreement Fiscal Management D17-K1 Forms 

Facilities Use Facilities and Grounds E1 Policy 

Facilities Use Application and Agreement Facilities and Grounds E1-K1 Forms 

Emergency Repairs Facilities and Grounds E2 Policy 

Technology Acceptable Use Policy Facilities and Grounds E3 Policy 

Technology Acceptable use Policy 

Permission/Acknowledgement Form 
 
Facilities and Grounds 

 
E3-K1 

 
Forms 

Wireless Network Agreement Facilities and Grounds E3-K2 Forms 

Tobacco Free Campus Facilities and Grounds E4 Policy 

Solicitation and advertising policy Facilities and Grounds E5 Policy 

Transportation Facilities and Grounds E6 Policy 

Alcohol and Controlled Substances Testing and 

Drug Free Work Place 

 
Personnel 

 
F1 

 
Policy 

Complaints and Grievances Personnel F2 Policy 

Employee Work Load and Benefits Eligibility Personnel F3 Policy 

Equal Employment and Education Opportunities Personnel F4 Policy 

Faculty Dress Code Personnel F5 Policy 

Full Time Staff Positions Personnel F6 Policy 
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Harassment Personnel F8 Policy 
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Non-School Employment and Personal Activities Personnel F10 Policy 

Part Time Staff Positions Personnel F11 Policy 

Personnel Extra Duty Personnel F12 Policy 

Personnel Layoff (Reduction In Force) Personnel F13 Policy 

Personnel Records Personnel F14 Policy 

Personnel Records Check Personnel F15 Policy 

Personnel Separation Personnel F16 Policy 

Personnel Time Schedules Personnel F17 Policy 

Personnel Transfer Personnel F18 Policy 

Professional Personnel Compensation, Guides, & 

Contracts 
 
Personnel 

 
F19 

 
Policy 

Salary Deductions Personnel F20 Policy 

Staff Assignments Personnel F21 Policy 

Staff Conflict of Interest Personnel F22 Policy 

Staff Leave Personnel F23 Policy 

Personnel Evaluations Personnel F24 Policy 

Personnel Evaluations Personnel F24-L1 Procedure 

Professional Development Plan Template Personnel F24-K1 Forms 

Upgrades in Certification and Pay Personnel F25 Policy 

Overtime for Non-Exempt Employees Personnel F26 Policy 

Travel Reimbursement Personnel F27 Policy 

Travel Reimbursement Procedure Personnel F27-L1 Procedure 
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Fieldtrips and Enrichment Activities 

Academic & 

Extracurricular Programs 

 
G1 

 
Policy 

Fieldtrips and Enrichment Activities Academic & 
Extracurricular Programs 

G1-L1 Procedure 

Substitute, Volunteer, and Chaperone Records 

Check 

Academic & 

Extracurricular Programs 
 
G2 

 
Policy 

 
Chaperone Duties and Responsibilities 

Academic & 

Extracurricular Programs 
 
G3 

 
Regulation 

 
School Ceremonies and Observations 

Academic & 

Extracurricular Programs 

 
G4 

 
Policy 

Grading Academic & 
Extracurricular Programs 

G5 Policy 

Child Abuse and Neglect Students H1 Policy 

Hospital Home Bound Students H2 Policy 

Hospital Home Bound Referral Student H2-K1 Form 

Intermittent Home Bound Special Services Students H3 Regulation 

Hospital Home Bound Special Services Students H3-K1 Form 

Hospital Home Bound Referral Instructions Students H4 Policy 

Inoculations Students H5 Policy 

Student Due Process Students H6 Policy 

Medicine Students H7 Policy 

School Admission Students H8 Policy 

School Attendance Students H9 Policy 

Student Attendance Procedure Students H9-L1 Procedure 

Student Attendance - Elementary Students H10 Regulation 

Excessive Absences Letter Students H10-K1 Forms 

Student Records Students H11 Policy 

Alcohol, Controlled-Substances, and Drug-Free 

School Zone 

 
Students 

 
H12 

 
Policy 

Supervision of Students Students H13 Policy 

Threats of Violence Students H14 Policy 

Transfers and Withdrawals Students H15 Policy 

Admission of Transferring Students Students H15-L1 Procedure 

Weapons in School Students H16 Policy 

Seclusion and Restraint Students H17 Policy 

Student Dress Code Students H18 Regulation 

Bullying Directive Students H19 Policy 

Discipline Code Students H20 Policy 

Discipline Code Definitions Students H21 Regulation 

Wellness Program Students H22 Policy 

Promotion and Retention of Students Students H23 Regulation 

Parent and Student Complaints and Grievances Stakeholder Relations I1 Policy 

Grievance Form Stakeholder Relations I1-K1 Forms 
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The policies described below can be found in the referenced documents: 
 

Policy Name Policy Topic Reference Type 

Board Committees Board By-Laws Policy 

Board Meeting Summaries and Minutes Board By-Laws Policy 

Board Meetings Board By-Laws Policy 

Board Member Removal and Resignation Board By-Laws Policy 

Board Member Responsibilities Board By-Laws Policy 

Board Member Terms Board By-Laws Policy 

Board Quorum Board By-Laws Policy 

Board Responsibilities Board By-Laws Policy 

Members of Governing Board Board By-Laws Policy 

Purchasing Authority Board By-Laws Policy 

Responsibility of Board Officers Board By-Laws Policy 

School Governance Structure Board Charter Policy 

Audits Fiscal Management Charter Policy 

Bonded Employees and Board Members Fiscal Management Charter Policy 

Emergency School Closing Operations Charter Policy 

School Day Operations Charter Policy 

School Year Operations Charter Policy 

School Organization Plan Organization Charter Policy 
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Board Member Responsibilities and Disclosure 

B1-E1 

 
Overview 

As trustees of public funds, The Board of Directors is responsible for ensuring the school’s long-term 

financial stability and integrity of the charter. The board sets the strategic plan and ensures that the 

school fulfills its mission.  

 
Responsibilities 

■ Ensure that the Charter is fulfilled. 

■ Support the Mission Statement. 

■ Abide by and uphold all governing documents (federal and state laws/regulations, charter, articles of 

incorporation, by-laws, school policies etc.). 

■ Read and understand the financial statements and otherwise assist the board in fulfilling its fiduciary 

responsibility. 

■ Read and fully understand all prospective resolutions in order to make an informed vote. 

■ Attend board meetings and actively participate in decision-making. 

■ Share expertise with the board and staff. 

■ Be an advocate for the school; promote it in ways appropriate to your profession and contacts. 

■ Make a personal contribution appropriate to your circumstances. 

■ Obtain various means of support for the organization’s fundraisers, or otherwise assist in providing 

resources to further the school’s mission. 

■ Fulfill all fiduciary duties. 

■ Participate in short and long-range strategic planning activities. 

■ Ensure the school meets all legal and corporate requirements. 

■ Serve on or lead at least one committee or task force each year. 

■ Work to develop new leadership and recommend potential board members to the  

Governance committee. 

■ Avoid conflicts of interest and disclose potential conflicts of interest. 

 
Term of Service 

Members of the Board of Directors will serve the term they are elected.. Members may be re-elected 

according to the bylaws. 

 
Compensation 

Board members will not receive any compensation for their services as Board members. 

 
Time Commitment 

It is important that board members attend every board meeting and serve on a committee. The estimated 

time commitment can be as much as 10-15 hours per month. Specific expectations for board members 

are outlined in policy B14. 

 

 

 

 

 

 

 

Adopted: 3/26/18
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Code of Ethics for Board 

Members B2 

 
The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which 
shall be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy 
replaces any previously approved school policy currently in place that provided direction on the items in this 
policy.  

 

This policy establishes expectations of ethical conduct by members serving on the school’s Board or on any 
committee of the Board.  The school’s Board collectively and its members individually shall at all times operate in 
the most ethical and conscientious manner possible.   

 

The term of “Board,” as used in this policy, includes any committee of the Board.    

 

SECTION 1. CODE OF ETHICS.  Each member of the Board agrees that he or she will:  

 

Section 1.A: Governance Structure  

1. Recognize that the authority of the Board rests only with the Board as a whole and act on behalf of the 
Board only in a quorum with other Board members at a Board meeting and not with individual members 
and act accordingly.   Members may not speak or act for the Board unless otherwise directed by a 
majority of the Board or performing duties of an officer as authorized by state law. Also, no individual 
Board member may make commitments or promises that anticipate future actions that may be taken by 
the Board.  

 

2. Support the delegation of authority for the day-to-day administration of the charter school to the school 
leader and act accordingly.  

 

3. Honor the chain of command and refer problems or complaints consistent with the chain of command.  

 

4. Recognize that the school leader and/or its support/resource team should be present at all meetings of 
the Board except when his or her contract, salary or performance is under consideration.  

 

5. Not undermine the authority of the school leader or school administration.  
 

6. Use reasonable efforts to keep the school leader and support/resource team informed of concerns or 
specific recommendations that any member of the Board may bring to the Board. 

 

 

Section 1.B: Strategic Planning  

1. Reflect through actions that his or her first and foremost concern is for educational welfare of children 
attending the charter school.  

 

2. Participate in all planning activities to develop the vision and goals of the Board.  

 

3. Work with the Board and the school leader to ensure prudent and accountable uses of the resources of 
the charter school.  

 

4. Render all decisions based on available facts and his or her independent judgment of the best interests of 
the school and its students and refuse to surrender his or her judgment to individuals or special interest 
groups.  

 

5. Uphold and enforce all applicable laws, and all rules and guidelines of the State Board of Education and 
Cobb County Schools (where applicable), and all rules and policies of the Board.  
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Section 1.C: Board and Community Relations  

1. Seek regular and systemic communications among the Board and students, staff, and the community. 

 

2. Communicate to the Board and the school leader expressions of public reaction to Board policies and 
charter school programs.  

 

3.  Be an advocate for public education in the community, informing community members on the needs of the 
school as well as actions of the Board and accomplishments of the school’s educational program. Also, 
be responsive to the public and communicate to other Board members expressions of public reaction to 
Board policies and school programs.  

  

Section 1.D: Policy Development  

1. Work with other Board members and support/resource team to establish effective policies for the charter 
school.  

 

2. Make decisions on policy matters only after full discussion at publicly held Board meetings.  
 

3. Periodically review and evaluate the effectiveness of policies on charter school programs and 
performance.  

  

Section 1.E: Board Meetings  

1. Attend and participate in regularly scheduled and called Board meetings. If a Board member is unable to 
attend a meeting, the member shall notify the Board Chair prior to the meeting.  Failure to attend 2 
consecutive Board meetings or 3 Board meetings in a fiscal year (except for emergencies or as excused 
by the Chair) may result in removal from the Board of Directors in accordance with the Bylaws.   

 

2. Be informed and prepared to discuss issues to be considered on the Board agenda.  

 

3. Model the type of respectful, informed and open-minded discussion and consideration of issues that 
Board members would like to see reflected throughout all levels of the school. Specifically, Board 
members should encourage the free expression of opinions by all Board members and seek to maintain 
open lines of communication between the Board, school employees, and the community. 

 

4. Vote for a closed executive session of the Board only when permitted by law.  

 

5. Maintain the confidentiality of all discussions and other matters pertaining to the Board and the charter 
school during executive session of the Board.  

 

6. Make decisions in accordance with the interests of the charter school as a whole.  
 

7. Voice his or her opinion but must give open-minded and fair consideration to the views of the other Board 
members, and thereafter support the majority decision of the Board.  

  

Section I.F: Personnel  

1. Consider the employment of personnel only after receiving and considering the recommendation of the 
school leader.  

 

2. Support the employment of persons best qualified to serve as employees of the charter school and insist 
on regular and impartial evaluations of charter school staff.  

 

3. Comply with all applicable laws, rules, regulation, and all Board policies regarding employment of family 
members.  
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Section 1.G: Conduct as a Board Member  

1. Devote sufficient time, thought and study to the performance of the duties and responsibilities of a 
member of the Board.  

 

2. Become informed about current educational issues by individual study and through participation in 
programs providing needed education and training.  

 

3. Communicate in a respectful professional manner with and about fellow Board members.  

 

4. Take no private action that will compromise the Board or charter school administration.  

 

5. Participate in all required training programs developed for Board members by the Board or the State 
Board of Education.  

 

6. In the annual report, submitted to the Department of Education, disclose the status of Board member 
compliance with the Code of Ethics.  

  

 

Section 1.H:  Disclosure of Conflicts of Interest  

1. Announce potential conflicts of interest before Board action is taken.  

 

2. Comply with the conflicts of interest policy of the Board, all applicable laws and State Board of Education 
Standards, rules, and guidelines.  

  

  

Upon a motion supported by a two-thirds (2/3) vote, the Board may choose to conduct a hearing concerning a 
possible violation of this Code of Ethics by a member of the Board.  The Board member accused of violating this 
Code of Ethics will have thirty (30) days’ notice prior to a hearing on the matter.  The accused Board member may 
bring witnesses on his or her behalf to the hearing, and the Board may elect to call witnesses to inquire into the 
matter. If found by a vote of two-thirds of all the members of the Board that the accused Board member has 
violated this Code of Ethics, the Board shall determine an appropriate sanction.  A record of the decision of the 
Board to sanction a Board member for a violation of this Code of Ethics shall be placed in the permanent minutes 
of the Board.  
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SECTION II. CONFLICTS OF INTEREST    

  
Section 2.A: Financial Conflicts of Interest  

 

1.  No Board member shall use or attempt to use his or her official position to secure unwarranted privileges, 
advantages, employment for himself or herself, any of his or her immediate family members, or others.  

 

2.  No Board member shall act in his or her official capacity in any matter in which he or she, any of his or her 
immediate family members, or any business organization in which he or she has a material financial 
interest, that would reasonably be expected to impair his or her objectivity or independence of judgment.  

 

3.  No Board member shall solicit or accept or knowingly allow any of his or her immediate family members 
or any business organization in which he or she has an interest to solicit or accept any gift, favor, loan, 
political contribution, service, promise of future employment, or other thing of value based upon an 
understanding that the gift, favor, loan, contribution, service, promise, or other thing of value was given or 
offered for the purpose of influencing that board member in the discharge of his or her official duties. For 
purposes of this paragraph, a gift, favor, loan, contribution, service, promise, or other thing of value shall 
not include the items contained in subparagraphs (a)(2)(A) through (a)(2)(J) of O.C.G.A. § 16-10-2.  

 

4.  No Board member shall use, or knowingly allow to be used, his or her official position or any information 
not generally available to the members of the public which he or she receives or acquires in the course of 
and by reason of his or her official position for the purpose of securing financial gain for himself or herself, 
any of his or her immediate family members, or any business organization with which he or she is 
associated.  

 

5.  No Board member or any of his or her immediate family members or any business organization in which 
he or she has an interest shall represent any person or party other than the charter school governing 
board in connection with any cause, proceeding, application, or other matter pending before the charter 
school governing board on which he or she serves.  

 

6.   No Board member shall be prohibited from making an inquiry for information on behalf of a community 
member if no fee, reward, or other thing of value is promised to, given to, or accepted by the board 
member or any of his or her immediate family members in return therefor.  

 

7.   No Board member shall be deemed in conflict with these provisions if, by reason of his or her participation 
in any matter required to be voted upon by the charter school governing board, no material or monetary 
gain accrues to him or her as a member of any profession, occupation, or group to any greater extent 
than any gain could reasonably be expected to accrue to any other member of that profession, 
occupation, or group.  

 

8.   No Board member may also be an officer of any organization that sells goods or services to that charter 
school unless the organization providing goods or services is a Nonprofit membership organization or 
there are fewer than three sources for such supplies or equipment within the county; provided, however, 
that any purchase of goods or services that is equal to or greater than $10,000 shall be approved by a 
majority of the members of the board in an open public meeting.  

 

9.   No Board member shall be deemed in conflict with these provisions if, by reason of his or her participation 
in any matter required to be voted upon by the charter school governing board, no material or monetary 
gain accrues to him or her as a member of any profession, occupation, or group to any greater extent 
than any gain could reasonably be expected to accrue to any other member of that profession, 
occupation, or group. 

 

10.  The Board may not do business with a bank or financial institution where a Board member is an 
employee, stockholder, director or officer when such member owns 30% or more stock in that institution.  
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11.   No Board member may have a financial interest in school buses, bus equipment or supplies, provide 
services for buses owned by the board, or sell gasoline to the board from a corporation in which the board 
member is a shareholder.  

 

 

12.   No Board member shall accept a monetary fee or honorarium in excess of $101.00 for a speaking 
engagement, participation in a seminar, discussion panel, or other activity which directly relates to the 
official duties of that public officer or the office of that public officer. Actual and reasonable expenses for 
food, beverages, travel, lodging, and registration for a meeting which are provided to permit participation 
in a panel or speaking engagement at the meeting shall not be monetary fees or honoraria.  

 

Section 2.B:  Conduct As Board Member  

1.  No Board member shall disclose or discuss any information which is subject to attorney- client privilege 
belonging to the charter school governing board to or with any person other than other board members, 
the board attorney, the school leader, or persons designated by the school leader for such purposes 
unless such privilege has been waived by a majority vote of the whole board.  

 

2.  No Board member shall vote on the employment or promotion of any of his or her immediate family 
members. No immediate family member of a board member may be employed or promoted unless a 
public, recorded vote is taken separately from all other personnel matters.  

 

3.  No Board member may be employed in any position in the charter school in which they serve.  

 

4.  No Board member shall be employed by the State Department of Education or serve concurrently as a 
member of the State Board of Education.  

 

5.  No Board member shall serve simultaneously on the governing body of a public local school district or of 
a private elementary or secondary educational institution that actively seeks funding from any government 
entity or private entity from which the charter school seeks funding.  

 

Each member of this Board understands and acknowledges that no person shall be eligible to serve on the Board 
unless he or she:  

 

(1)  Has read and understands the code of ethics and the conflict of interest provisions applicable to members 
of charter school governing boards and has agreed to abide by them; and  

 

(2)  Has agreed to annually disclose compliance with the State Board of Education's policy on training for 
members of charter school governing boards, the code of ethics of charter school governing boards, and 
the conflict of interest provisions applicable to members of charter school governing boards 

 
A copy of this form for the purposes of board signatures may be found in the board forms and documents file.  All 
board members must sign this document annually (or upon joining) and the signed copies may be found board 
book at the school. 
 

 
 

 
 
 
 
 
 
 
 
 
Adopted: 3/26/18
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Executive Session 

B3 

 
The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which shall 
be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy replaces any 
previously approved school policy currently in place that provided direction on the items in this policy.  

 
Closed sessions may be necessary to conduct business which because of its special or sensitive nature 

may be hindered by public scrutiny at that time. These sessions shall comply with all laws pertaining to 

the actions of public policy-making bodies. 

 
The Board may call a closed session for the following reasons: 

■ To review an appeal from a Student Disciplinary Tribunal [Hearing Officer, Panel]; (OCGA 20-2- 

757) 

■ To consider a matter involving the disclosure of personally identifiable information from a 

student’s educational records; (20 USC 1232g.) 

■ To discuss the future acquisition of real estate; (OCGA 50-14-3(b)(1)) 

■ To discuss or deliberate upon the appointment, employment, compensation, hiring, disciplinary 

action or dismissal, or periodic evaluation or rating of a public officer or employee: (OCGA 50-14- 

3(b)(2)) 

■ To consult and meet with legal counsel pertaining to pending or potential litigation, settlement, 

claims, administrative proceedings, or other judicial actions brought or to be brought by or against 

the school district or an officer or employee or in which the officer or employee may be directly 

involved;(OCGA 50-14-2). 

 
The specific reasons for such closure shall be entered upon the official minutes of the Board.  A  meeting 

shall not be closed to the public except by a majority vote of a quorum present for the meeting. The 

minutes shall reflect the names of the members present and the names of those voting for closure. 

 
In the event that one or more persons in an executive session initiates a discussion that is not authorized 

by law, the presiding officer shall immediately rule the discussion out of order and all present shall cease 

the questioned conversation. If one or more persons continue or attempt to continue the discussion after 

being ruled out of order, the presiding officer shall immediately adjourn the executive session. 

 
Board Chair’s Duty Following Executive Session 

Georgia law requires that following any executive session the Board Chair or other presiding officer 

execute and file with the official minutes of the meeting a notarized affidavit stating under oath that the 

subject matter of the meeting or the closed portion thereof was devoted to matters within the exceptions 

provided by law and identifying the specific relevant exception. Thus, the Board President or other 

presiding officer shall, at the conclusion of each meeting where at least a portion was closed, complete 

and sign the Board’s approved affidavit, exhibit, forms B3-E1. 

 
 

 
 
 
 
 
 
 

Adopted: 3/26/18 
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New Board Member Transition 

B5-R1 

 
The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which 
shall be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy 
replaces any previously approved school policy currently in place that provided direction on the items in this 
policy.  

 

New board members will participate in the New Board Member Transition procedure as well as the required 15 

hours of training within their first year of membership. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Adopted: 3/26/18 
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Departing Board Member Transition  
B6-R2 
 
The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which 
shall be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy 
replaces any previously approved school policy currently in place that provided direction on the items in this 
policy.  

 

Departing Board Members will fulfill their obligations as explained in the Departing Board Member Transition 
section of the KCSMA Procedure Manual. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: 3/26/18
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Policy Adoption 

B7 
 
The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which shall 
be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy replaces any 
previously approved school policy currently in place that provided direction on the items in this policy.  
 

The Kennesaw Charter Science and Math Academy Governing Board is the policy-making body charged 

by law with the responsibility for the management and control of Kennesaw Charter Science and Math 

Academy. It is concerned with general policies as distinguished from administration and operation of the 

school. 

 
Proposed or revised policies shall be drafted and presented to the Board of Directors by the Governance 
Committee. Policy proposals shall be held until the next regular meeting, unless moved to action items by a majority 
vote of the board. 
 
Policies and amendments approved by the Board shall be attached to and made a part of the minutes of the 
meeting at which they are adopted and shall also be included in the policy manual of KCSMA. 
 
Adoption by the Board of a new or revised policy officially repeals other policies, regulations or parts thereof which 
are inconsistent with the most recently adopted policy. Changes in conflicting policies shall be made by the 
administration after Board members are notified and no objections are raised. In the event the Board takes official 
action which is in conflict with an existing policy, the official action of the Board shall be deemed to have repealed 
the policy as relates to that particular action taken. 
 
Changes in policy wording of an editorial nature such as grammar corrections, changes of personnel titles, wording 
clarification, legal references, etc. which do not alter the intent or provisions of the Board may be made by 
administration but only published after such changes have been communicated to the Board. 
On a regular basis the Governance Committee and Administration will review policies. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: 3/26/18
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Policy Dissemination and Review 

B8 

 
The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which 
shall be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy 
replaces any previously approved school policy currently in place that provided direction on the items in this 
policy.  
 
All new policies or changes in policies adopted by the Board shall be placed in the policy manual. At the annual 
meeting the board chair shall assign someone the responsibility and they will maintain the policy manual for the 
term of one year or until the chair re-assigns the duty. 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: 3/26/18
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Default Policy Procedures  

B9 
 

The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which 
shall be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy 
replaces any previously approved school policy currently in place that provided direction on the items in this 
policy.  
 
The Governing Board of Kennesaw Charter Science and Math Academy recognizes that there may be 

circumstances that arise for which there is no current policy. In the absence of a specific policy, 

Kennesaw Charter Science and Math Academy generally will follow the most applicable policy or 

policies of the Cobb County School System, provided such policy or policies are not inconsistent with 

the charter or policies of Kennesaw Charter Science and Math Academy or the laws, regulations, or 

rules applicable to Georgia charter schools. Once the determination is made about which Cobb County 

School System policy can be used, the Governing Board may adapt the Cobb County School System 

policies to Kennesaw Charter Science and Math Academy’s policies. 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: 3/26/18
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Board Meeting Agendas 

B10 

 
The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which 
shall be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy 
replaces any previously approved school policy currently in place that provided direction on the items in this 
policy.  
 
Agendas for Governing Board meetings shall be formed by the Board Chair with consultation of the Committee 

Chairs and other resources the Board Chair selects. The agenda shall be created and distributed in conjunction 

with the agenda procedure outlined in the procedure manual.   

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: 3/26/18  



 
 

KH483169.DOCX  

Financial Reports 

B11 
 

The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which 
shall be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy 
replaces any previously approved school policy currently in place that provided direction on the items in this 
policy.  
 
The Board Treasure or treasurer’s designee shall make a monthly financial report to the Governing Board on all 

finances for the operation of Kennesaw Charter Science and Math Academy. The CFO, the Board Treasurer, or a 

designee shall notify the Governing Board of the following: 

 

■ Expenditures greater than $10,000.00 

■ Budget over-runs and under-runs greater than 15% 

■ Projected revenue reductions in excess of 2% or less, if the reduction will impact the school’s ability to 

meet the budget projections. 

■ Projected revenue increases in excesses requiring revision of the operating budget 
 
The CFO, with input from the Finance Committee and school administration, shall furthermore keep the 

Governing Board apprised of the overall fiscal health of the school. 

 
The CFO or Board Treasurer shall report the annual audit findings to the Governing Board for review and 

approval prior to submission in the charter schools annual report. 

 
The Governing Board or its Designee is required to submit a certified annual financial report to the State Board of 

Education. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: 3/26/18
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Board Member Background 

Check B12 

 
The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which 
shall be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy 
replaces any previously approved school policy currently in place that provided direction on the items in this 
policy.  
 
All individuals elected to serve on the governing board for KCSMA must complete a criminal background check 
no later than ten days prior the first governing board meeting the member is to attend as a school official.  
Candidates are required to obtain the criminal background check and finger printing from the Cobb County 
Sheriff’s Department, the Federal Bureau of Investigation or the Georgia Crime Information Center at their own 
expense. 

 
An individual will immediately be removed from the board for any of the following findings conviction of a felony 

offense involving physical or sexual abuse of a person conviction of any offense involving crime of dishonesty 

or drug-related offenses. The candidate will be notified of their disqualification within two business days of the 

removal and will have three business days to appeal the disqualification to the governance committee. 

 
A board member elected to serve as the Treasurer or an elected Chief Financial Officer (CFO) shall provide a 

credit history check for review to determine suitability for service overseeing public funds. The credit check will 

be submitted to and reviewed by the Governing Board Executive Committee prior to board approval as 

Treasurer or CFO. The proposed Treasurer or CFO will be given an opportunity to clarify and provide further 

information on any matter reflected in their credit history. Upon review of the applicable credit history and 

consideration of any explanation, the Executive Committee shall have complete discretion to approve or 

disapprove the elected position based on their findings. The Executive Committee must make a written finding 

of suitability for service as Treasurer or CFO to be preserved in the Executive Committee minutes.  A credit 

report must be provided annually for Treasurers or CFOs who serve multiple terms in said position. 

 
The criminal background check and/or credit history check will be conducted in accordance with state and 

federal law. Kennesaw Charter Science and Math Academy will not release the results of the criminal 

background check or credit history check to any third party. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: 3/26/18
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Board Attendance  

B13 
 
The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which 
shall be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy 
replaces any previously approved school policy currently in place that provided direction on the items in this 
policy.  

  
All members of the Kennesaw Charter Science and Math Academy Governing Board are expected to 

consistently attend board meetings in order to maintain the effectiveness of the board. Should a 

member need to miss a board meeting, they should attend via phone conference to the extent permitted 

by law.  

 
Absences should be avoided. A governing board member may be asked to resign from the board after 

missing two consecutives meetings or after their third missed meeting during the fiscal year. Members in 

this situation may follow the appeal process as outlined in policy B-16. 

 
For procedural information on member telephone conference participation see the KCSMA procedure manual 
B13-E1 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: 3/26/18



 
 

KH483169.DOCX  

 

Board Member Resignation 

B14 

 
The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which shall 
be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy replaces any 
previously approved school policy currently in place that provided direction on the items in this policy.  

 
The Kennesaw Charter Science and Math Academy Governing Board would prefer that all of its 

elected members complete their term in good standing. However, the Board recognizes the voluntary 

nature of a charter school board and that other commitments may arise during the Board member’s 

term. When a Board member must resign, they must do so by following the procedures outlined in the 

KCSMA Procedure Manual B14-E1. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Adopted: 3/26/18 
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Nepotism 

B15 
 

The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which shall 
be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy replaces any 
previously approved school policy currently in place that provided direction on the items in this policy.  
 

No member of the immediate family (spouse, child, sibling, or parent or the spouse of a child, sibling, or 

parent) of any board member may be employed or promoted unless a public, recorded vote is taken – as a 

separate matter – from any other personnel matter. Board members whose immediate family member is 

being considered for employment shall not vote on such employment. 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: 3/26/18
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Communicable Diseases 

C1 
 

The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which 
shall be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy 
replaces any previously approved school policy currently in place that provided direction on the items in this 
policy.  

General Information 

The Kennesaw Charter Science and Math Academy Governing Board is committed to protecting students, staff, 
and visitors from the spread of communicable disease, as such the board supports policies as directed in the 
student and employee handbooks. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: 3/26/18
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Solicitations of Staff and 

Students C2 
 

The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which 
shall be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy 
replaces any previously approved school policy currently in place that provided direction on the items in this 
policy.  

 
All solicitation within the school must have prior approval of the school leader.  

 
No fundraising organizations shall be permitted to solicit funds from students or employees without prior 

approval from the school leader.  

 
 
The Board maintains that employees have the right to privacy and shall have the freedom to perform 

professional duties in an environment uninterrupted by solicitations from colleagues or from outside agencies 

without approval of the school leader. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: 3/26/18
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Transportation 

C3 
 

The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which 
shall be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy 
replaces any previously approved school policy currently in place that provided direction on the items in this 
policy.  

The Governing Board is committed to safe transportation of all students to and from school and events. 

Parents, guardians, day-care buses/vans, and other authorized individuals dropping off or picking up students 
shall comply with all procedures set forth by the principal or other authorized school leader.  The principal or other 
authorized school leader is authorized to take measures (including debarment from access to the property) to 
address habitual non-compliance with the School’s transportation policy and procedures which infringe upon the 
safety of students, staff and visitors or which impedes the efficiency of arrival and dismissal processes. 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: 3/26/18
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Disruption or Interruption of Operation of Public 

Schools C4 

 
The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which 
shall be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy 
replaces any previously approved school policy currently in place that provided direction on the items in this 
policy.  
 
In accordance with the school’s mission to ensure a safe environment that maximizes learning time, it 

shall be unlawful for any person to knowingly, intentionally, or recklessly disrupt or interfere with the 

operation of any public school, public school bus, or public school bus stop as designated by local 

school boards of education. Any person violating this policy shall be subject to repercussions pursuant 

to Georgia law. 

 
Any person who acts in a manner, which disrupts or interferes with the operation of Kennesaw Charter 

Science and Math Academy will be immediately removed and banned from campus. This includes 

electronic or other forms of communication, which are threatening or otherwise improperly aggressive. In 

the event family members or other representatives of a student continue to act in an aggressive or 

inappropriate manner, the situation will be referred to law enforcement. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: 3/26/18 
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Bank Policy 

D1 
 

The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which 
shall be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy 
replaces any previously approved school policy currently in place that provided direction on the items in this 
policy.  

 
Bank Accounts 

The Board Chair, and Board Treasurer, of Kennesaw Charter Science and Math Academy has the 

authority to open a business checking account and a business operating account on behalf of Kennesaw 

Charter Science and Math Academy to be used to hold the school’s assets. 

 
The Board Chair and Treasurer for Kennesaw Charter Science and Math Academy have the authority to 

enter into an agreement with a bank or other Federally insured financial institution once the Governing 

Board adopts a formal resolution at a board meeting held in accordance with its bylaws designating the 

bank for the school to use for its financial transactions. Once the resolution has been adopted, the Board 

Chair and the Treasurer, jointly, have the authority to enter into an agreement with the selected financial 

institution. This agreement should be signed by the Board Chair and Board Treasurer. All accounts must 

meet collateralization of deposit criteria. 

.  

Signature Authority 

Any authorized check drafted on the school’s designated bank account shall require two signers. At 

least one signer must be an officer of the governing board (Chair, Vice-Chair, Secretary, or Treasurer), 

and/or a Board designee, board member or employee. The school leader and the Board Chair are each 

an agent of Kennesaw Charter Science and Math Academy to the extent they are authorized by the 

Board. All accounts must be integrated with current financial management reporting and all funds must 

be included in boards monthly reports.   

 

Checks/AFT 

1. Checks may not be written to “CASH” under any circumstances. 

2. Checks for reimbursement of fees or expenses must be submitted by a valid “Check request form” 

approved my management and included in the financial records system as supporting documents.  The 

Check Request form must have attached original receipts, proof of mileage or other supporting 

documents to substantiate the expense.  

3. Checks to vendors must be processed through the current financial system.  Under no circumstance 

shall checks be written outside of the finance system. 

 

Deposits 

Checks received shall be endorsed “for deposit only” and deposits should be submitted to the proper 

account twice weekly at a minimum. 

Payments received by electronic means shall be processed weekly in the designated deposit account.  

Funds should be moved to the operating account weekly or when the account reaches a balance of 

$5,000 

 
Bank Reconciliations 

There will be segregation of duties between individuals responsible for cash receipts and cash 

disbursement and the individual(s) responsible for bank reconciliations. 

 

An outside designee is responsible for bank reconciliations at a minimum of once monthly. Each bank 

statement, assets, and liabilities shall be reconciled to both the checkbook and the general ledger. 
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Online Bank Account Access 

The Board Chair, Board Treasurer, and Director of Kennesaw Charter Science and Math Academy 

Board have the authority to grant online access for (visibility and reporting purposes only) to other 

members of the Kennesaw Charter Science and Math Academy Governing Board and Staff. The Board 

Chair, Director of Kennesaw Charter Science and Math Academy and/or Treasurer can extend this 

visibility to a third party who is working on behalf of the school (i.e. contracted Chief Financial Officer, 

Cobb County Financial Services staff or accounting support group). 

 

Transfer of Information  

If any individual serving in any capacity for Kennesaw Charter Science and Math Academy who has 

access to financial records, bank accounts or critical information leaves the employment of KCSMA 

regardless of circumstance or if serving under a contract that is terminated with Kennesaw Charter 

Science and Math Academy, or is terminated by the school or otherwise removed from his or her duties, 

he or she shall immediately give the school management all necessary passwords and other related 

information. The school will immediately change the passwords and other security information once the 

individual ends his or her board term/employment/contract with the school and will record the changes 

in a secure location. 

 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: 3/26/18 
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Bids and Quotations  

D2 
 

The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which 
shall be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy 
replaces any previously approved school policy currently in place that provided direction on the items in this 
policy.  

 
All contracts for, and purchases of supplies, materials, equipment, and contractual services for Kennesaw 

Charter Science and Math Academy shall be made on the basis of quality, price, and service. Acquisition of all 

goods and services shall be subject to the following limits, except when a clear emergency exists or a 

particular item may be obtained from only one known supply source. Proper documentation shall be 

maintained regarding all such exceptions. Purchases must not be divided into smaller units in order to 

circumvent this policy 

 
All purchases must be approved subject to the following limits: 

 
All school purchases of $1,000 or more must be approved by the Board treasurer and reported in the boards 

financial statements.   

 
KCSMA staff shall seek multiple quotes on alternative competitive products and services when a particular 

brand or model is specified, provided items quoted are fully compatible and of equal or better quality as 

determined by the Kennesaw Charter Science and Math Academy Governing Board committee. The Office of 

Business Services and/or the Board reserve the right to request vendors to supply samples of products being 

purchased. 

 

Multiple quotes shall be required for any product or service that requires a contract, or exceeds $3000 in 

annual purchase price 

 
The Board reserves the right to reject any or all bids and to accept the bid which appears to be in the best 

interest of the school. The Board reserves the right to waive any informality in, or reject, any or all bids or any 

part of any bid. 

 
The procedure for bids and quotations is listed in the KCSMA board procedure manual.

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: 3/26/18 
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Capital Assets Accounting  
D3 

 
The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which 
shall be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy 
replaces any previously approved school policy currently in place that provided direction on the items in this 
policy.  
 
Definition of Capital Asset 

A capital asset is an asset that is tangible in nature; has a life that exceeds one year; is of significant 

value ($5,000 per unit or a lower amount designated by the Governing Board); and is reasonably 

identified and controlled through a physical inventory system. Examples include: land, buildings, 

machinery, and furniture. 

  
Documentation 

The Governing Board shall ensure that Kennesaw Charter Science and Math Academy maintains accurate 

records of capital assets in accordance with applicable rules as defined by the Georgia Accounting Standards 

and other requirements required by the State of Georgia or its authorizers.  

 
Inventory 

A physical inventory of capital assets will occur annually at a minimum. Board approval must be 

obtained before disposal of any capital assets. 

 
Annual Audit 

The annual financial audit required by O.C.G.A. § 20-2-2065 (b) (7) shall include an exhibit in the audit 

report identifying all capital assets and the ownership interest of local, state, and federal parties. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: 3/26/18  
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Cash Management  

D4 
 

The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which 
shall be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy 
replaces any previously approved school policy currently in place that provided direction on the items in this 
policy.  

Documentation 

All cash transactions shall be recorded in writing, such as by handwritten receipt detailing from whom the 

money and in what amount, which shall be signed and dated by the staff member receiving the cash. 

The cash and receipt book shall be reconciled in a Master Receipt Book on a minimum of weekly 

basis. 

 
Segregation of Duty 

The personnel responsible for depositing cash in Kennesaw Charter Science and Math Academy’s 

bank account will only be responsible for depositing cash into the bank account, and will be segregated 

from the duty of receiving cash on behalf of the school. All cash that has not been deposited shall be 

kept in a secured location on school premises with limited access. A copy of the validated deposit slip 

shall be returned to the school on the same day the deposit is made or the next day after the deposit is 

made. 

 
Expenditures 

All expenditures of school funds, including cash expenditures, shall be documented and accounted for 

by daily receipts. As a general rule, cash will not be used to make purchases. School checks will not be 

made payable to “cash.” 

 
Segregation of Duties 

The School leader of Kennesaw Charter Science and Math Academy shall ensure that appropriate 

segregation of duties exists with regard to handling of all money transactions including reconciliation. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: 3/26/18
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Document Retention and Destruction  

D5 
 

The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which 
shall be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy 
replaces any previously approved school policy currently in place that provided direction on the items in this 
policy.  

Purpose 

In accordance with the Sarbanes-Oxley Act, which makes it a crime to alter, cover up, falsify, or destroy 

any document with the intent of impeding or obstructing any official proceeding, this policy provides for 

the systematic review, retention and destruction of documents received or created by Kennesaw 

Charter Science and Math Academy in connection with the transaction of organization business. This 

policy covers all records and documents, regardless of physical form, contains guidelines for how long 

certain documents should be kept, and how records should be destroyed. The policy is designed to 

ensure compliance with federal and state laws and regulations, to eliminate accidental or innocent 

destruction of records and to facilitate Kennesaw Charter Science and Math Academy’s operations by 

promoting efficiency and freeing up valuable storage space. 

 
Document Retention 

Kennesaw Charter Science and Math Academy follows the document retention procedures and 

schedule as required by the state of Georgia. The retention refers to all versions of any document. 

 
Emergency Planning 

Kennesaw Charter Science and Math Academy’s records will be stored in a safe, secure and 

accessible manner. Documents and financial files that are essential to keeping Kennesaw Charter 

Science and Math Academy operating in an emergency will be duplicated or backed up regularly and 

maintained off site. 

 
Compliance 

Failure on the part of employees to follow this policy can result in possible civil and criminal sanctions 

against Kennesaw Charter Science and Math Academy and its employees and possible disciplinary 

action against responsible individuals. The Chief Financial Officer and Finance Committee Chair will 

periodically review these procedures with legal counsel or the organization’s certified public accountant 

to ensure that they are in compliance with new or revised regulations. 

 
Electronic Documents and Records 

Electronic documents will be retained as if they were paper documents. Therefore, any electronic files, 

including records of donations made online, that fall into one of the document types on the above 

schedule will be maintained for the appropriate amount of time. If a user has sufficient reason to keep 

an email message, the message should be printed in hard copy and kept in the appropriate file or 

moved to an “archive” computer file folder. Backup and recovery methods will be tested on a regular 

basis. 

 
 
 
 
 
 
 
 
 
Adopted: 3/26/18  
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Expense Reimbursement  

D6 
 

The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which 
shall be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy 
replaces any previously approved school policy currently in place that provided direction on the items in this 
policy.  
 
The Kennesaw Charter Science and Math Academy Board will reimburse preapproved expenses 

incurred by designated persons in accordance with state and local regulations, and in accordance with 

all policies and procedures described within Kennesaw Charter Science and Math Academy Board 

Policy D4, Cash Management. Decisions should always be made with the goal of using tax dollars 

wisely. All personnel receiving reimbursement must provide all relevant tax exempt forms and file the 

requests via and approved Check request form.     

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: 3/26/18
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Federal Fiscal 

Compliance D7 

 
The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which 
shall be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy 
replaces any previously approved school policy currently in place that provided direction on the items in this 
policy.  

 
Fiscal Requirements under Title I, Title II, and Title IV of NCLB 

Kennesaw Charter Science and Math Academy shall ensure that federal funds will be used to 

supplement, not supplant regular non- federal funds. 

 
Documentation shall be maintained, or cause to be maintained, by the school leaders designee. The 

documentation must clearly demonstrate the supplementary nature of federal funds. 

 
Prior to expending funds, the designee shall consult the grant award notification and/or appropriate 

OMB Circular or other federal guidance to determine what costs are allowable. The school leader 

shall ensure that all grant funds are expended in accordance with the grant award and/or circular or 

other federal law or rule. 

 
If an employee’s compensation is funded by any grant, the school leader designee shall ensure that 

the employee maintains a time sheet on which he or she records the time spent during the work day 

along with a description of the service he or she performed during that time. The time sheets must 

contain the signatures of the employee and a school official. 

 
Grant Compliance 

If Kennesaw Charter Science and Math Academy receives CSP (Charter School Program) grants, the 

school leader shall ensure that Kennesaw Charter Science and Math Academy shall comply and use 

the federal funds in accordance with all statutes, regulations, and approved applications. 

 
The school leader designee and CFO shall directly administer or supervise the administration of any 

projects funded through CSP funds, and shall use fiscal control and fund accounting procedures that 

ensure proper disbursement of, and accounting for, federal funds. 

 
When using CSP funds to enter into a contract for equipment or services the School leader shall 

comply with the applicable federal procurement standards. 

 
Use of Federal Grant Funds for Procurement 

The school leader designee shall ensure that all procurement transactions are conducted in a manner 

that provides open and free competition. Awards must be made to the bidder/offeror whose bid/offer is 

responsive to the solicitation and is most advantageous to Kennesaw Charter Science and Math 

Academy considering price, quality, and other relevant factors deemed appropriate by Kennesaw 

Charter Science and Math Academy as stipulated on Kennesaw Charter Science and Math 

Academy’s preferred vendor policy. 

 
Pursuant to the Code of Ethics for Board Members policy, no employee, officer, or agent of, who has a 

real or apparent conflict of interest, will participate in the selection, award, or administration of a 

contract supported by public funds. Employees, officers, and agents may also not solicit or accept 

favors, gratuities, or anything of monetary value from contractors or their agents. 
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Vendors/Contractors 

The solicitation of bids or offers must provide a clear and accurate description of the requirements to 

be fulfilled by the bidder, technical requirements to be performed including the minimum acceptable 

standards and specific features of brand name or equal descriptions that bidders are required to meet; 

1. Positive efforts shall be made to utilize small businesses, minority-owned firms, and 

locally- owned businesses whenever possible; 

2. The type of procurement instruments used (e.g. purchase orders) must be appropriate for 

the particular procurement; 

3. Contracts are made only with responsible contractors(as determined by appropriate 

background and performance history and approved by the governing board) who possess the 

potential ability to perform successfully under the terms and conditions of the proposed 

procurement, as stated on Kennesaw Charter Science and Math Academy’s preferred vendor 

policy; 

4. Procurement documents shall be made available, upon request, to appropriate 

government officials. 

 
Record Documentation 

The School leader or their designee shall ensure there is a cost or price analysis made and 

documented with every procurement action as well as appropriate documentation for the basis for the 

contractor selection. The school leader or their designee shall also ensure the evaluation of the 

contractor performance and document whether the contractor has met the terms, conditions, and 

specifications of the contract as may be defined by the governing board. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: 3/26/18
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Investment of State Funds  
D8 
 

The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which 
shall be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy 
replaces any previously approved school policy currently in place that provided direction on the items in this 
policy.  

 
Investment 
The Director or Business Manager shall ensure that any investment of state funds is done in 

accordance with applicable state law and rules, including the Financial Manual for Local Units of 

Administration. The investment of state funds shall be made with judgment and care and not for 

speculation, but for investment, considering the probable safety of capital and the probable derived 

income.  The funds must be covered under the capital requirements per collateralization of deposit 

criteria, O.C.G.A 45-8-12. 

 

Investment of state funds shall be governed by the following objectives, in order of priority (1) 

preservation and safety of principal; (2) Liquidity; and (3) Yield. 

 
Investment Management Firm and/or Officer 

The Governing Board may determine that it is necessary to contract with an investment 

management firm that is registered under the appropriate governmental entities to provide for the 

investment and management of the funds. Such a contract shall not exceed two years. 

 
Discrete Maintenance of Records 

The Board Treasurer shall ensure that all investments will be maintained in a discrete, charter 

investment account, separate from any other of accounts. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: 3/26/18  
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Limits for Withdrawals from Reserve 

Funds D9 
 

The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which 
shall be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy 
replaces any previously approved school policy currently in place that provided direction on the items in this 
policy.  

 
The purpose of the reserve fund is to ensure the school is able to maintain enough assets to cover all 

operating expenses of Kennesaw Charter Science and Math Academy for one or more months. The Kennesaw 

Charter Science and Math Academy Governing Board, through formal, board resolution preserves the ability to 

withdraw funds for emergencies from the reserve funds. Emergencies are defined as any unforeseen events, 

safety concerns, acts of God, or any other situation deemed as such by the Kennesaw Charter Science and 

Math Academy Governing Board.. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Adopted: 3/26/18
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Annual Operating Budget  

D10 
 

The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which 
shall be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy 
replaces any previously approved school policy currently in place that provided direction on the items in this 
policy.  

 
Budget Process 

The school leader will ensure that Kennesaw Charter Science and Math Academy follows a 

budgeting process that is consistent with the requirements of federal and Georgia statutes, State 

Board of Education rules and regulations and any other applicable laws or rules. 

 
The CFO, and school leader in conjunction with the Finance committee, is responsible for the 

preparation of the annual budget. 

 
Each year before the annual operating budget is drafted, the School leader shall ensure that a 

needs assessment of Kennesaw Charter Science and Math Academy charter school is drafted 

and finalized by the budget committee consisting of the school’s leader, the Board Treasurer, and 

other individuals designated by the Board. The Needs Assessment shall inform the drafting of the 

annual budget. 

 
Prior to approval of the annual budget or budget revisions the board shall review the budget in two 

open, properly advertised board meetings as required by Georgia DOE regulations.  The Governing 

Board shall formally adopt the budget in an open meeting held in accordance with the Board bylaws 

before the fiscal year begins and before expenditure of any funds. 

 
The Secretary of the Board will record the adoption of the budget and any amendments in the Board 

meeting minutes in which the adoption occurs. 

 
After the adoption of the budget the School leader and the Governing Board shall review actual fund 

disbursements compared to the adopted budget and make amendments as needed. This shall occur 

soon after student enrollment is determined. 

 
Fiscal Compliance 

The Board Treasurer, school leader, or Business Director shall ensure that Kennesaw Charter Science 

and Math Academy complies with all state and federal laws and rules concerning the budget and 

related processes of the school. 
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Payroll  
D11 

 
The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which 
shall be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy 
replaces any previously approved school policy currently in place that provided direction on the items in this 
policy.  

 
Accurate and Timely Payroll 

The Business Manager shall ensure that the school employees are paid accurately and in timely 

accordance with applicable laws and rules. 

 
School employees shall be paid: 

1. in United States currency 

2. by a written instrument (e.g. check) issued by the employer that is negotiable on demand at 

full face value for United State currency; OR 

3. by the electronic transfer of funds to the employee’s bank pursuant to a direct deposit 

agreement signed by the employee. 

 
Paydays 

All employees will be paid twice monthly on the schedule approved by the board unless otherwise 

designated by board action.  

 
Withholding of Wages 

The Business Manager shall ensure that the wages of school employees are not withheld except in the 

following situations as permitted by applicable laws and rules. 

1. The school is ordered to do so by a court of competent jurisdiction; 

2. The school is authorized to do so by state or federal law; or 

3. The school has written authorization from the employee to deduct part of the wages for a 

lawful purpose. 

 
Teachers Retirement System 

The Business Manager will ensure that the school complies with all requirements of the Georgia 

Teachers Retirement System including making any required contributions. 

 
Overpayment 

Kennesaw Charter Science and Math Academy will follow all state and federal laws regarding the recovery of 
any wage overpayment. 
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Whistleblower 

D12 
 
The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which 
shall be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy 
replaces any previously approved school policy currently in place that provided direction on the items in this 
policy.  

 
Kennesaw Charter Science and Math Academy requires directors, officers, and employees to observe 

high standards of business and personal ethics in the conduct of their duties and responsibilities. As 

employees and representatives of Kennesaw Charter Science and Math Academy, we must practice 

honesty and integrity in fulfilling our responsibilities and comply with all applicable laws and regulations. 

 
Reporting Responsibility 

It is the responsibility of all directors, officers, and employees to report ethics violations or suspected 

violations in accordance with this Whistleblower Policy. 

 
No Retaliation 

No director, officer, or employee who in good faith reports an ethics violation shall suffer harassment, 

retaliation, or adverse employment consequences. An employee who retaliates against someone who 

has reported a violation in good faith is subject to discipline up to and including termination of 

employment. This Whistleblower Policy is intended to encourage and enable employees and others to 

raise serious concerns within Kennesaw Charter Science and Math Academy prior to seeking 

resolution outside of Kennesaw Charter Science and Math Academy. 

 
Reporting Violations 

Kennesaw Charter Science and Math Academy has an open door policy and suggests that 

employees share their questions, concerns, suggestions, or complaints with someone who can 

address them properly. In most cases, the school leader is in the best position to address an area of 

concern. If the Complainant is not comfortable speaking with the school leader, the school leader is 

the subject of the complaint or you are not satisfied with his/her response, you are encouraged 

contact a member of the Governing Board Executive Committee. Administrators are required to report 

suspected ethics violations to the Governing Board Executive Committee who will act as the school’s 

Compliance Officer, and has specific and exclusive responsibility to investigate all reported violations. 

 
Compliance Officer 

Upon receipt of a reported violation the Kennesaw Charter Science and Math Academy Governing 

Board Executive Committee will designate an officer to be responsible for investigating and resolving 

all reported complaints and allegations concerning violations. At his/her discretion, the designated 

compliance officer shall advise the Administrator(s) and the Executive Committee of their findings. The 

Compliance Officer has direct access to the Facility and Financial documents of the Governing Board. 

 
Accounting and Auditing Matters 

The Finance Committee of the Governing Board shall address all reported concerns or complaints 

regarding corporate accounting practices, internal controls or auditing. The Compliance Officer shall 

immediately notify the Finance committee of any such complaint and work with the committee until the 

matter is resolved. 
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Acting in Good Faith 

Anyone filing a complaint concerning a violation or suspected violation must be acting in good faith and 

have reasonable grounds for believing the information disclosed indicates a violation. Any allegations 

that prove not to be substantiated and which prove to have been made maliciously or knowingly to be 

false will be viewed as a serious disciplinary offense. 

 

Confidentiality 

Violations or suspected violations may be submitted on a confidential basis by the complainant or may 

be submitted anonymously. Reports of violations or suspected violations will be kept confidential to the 

extent possible, consistent with the need to conduct an adequate investigation. 

 
Handling of Reported Violations 

The Compliance Officer will notify the sender and acknowledge receipt of the reported violation or 

suspected violation within five business days. All reports will be promptly investigated and appropriate 

corrective action will be taken if warranted by the investigation. 
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Audit and Financial 

Statements D13 

 
The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy 
which shall be effective on the date that the policy is adopted by the Board. If applicable, once adopted 
this policy replaces any previously approved school policy currently in place that provided direction on the 
items in this policy.  

 
Annual Audit 

Annually an independent certified public accountant (CPA) shall audit the financial and 

programmatic operations of Kennesaw Charter Science and Math Academy. The School Officer 

working with the Board Treasurer and finance committee will recommend a Georgia licensed 

qualified CPA with expertise in school financial audits to the board for approval at least 30 days 

before the end of the fiscal year (June 30). The School officer or designate shall ensure that the 

school provides timely assistance to the auditors in order to provide them with the necessary 

information for the audit. 

 
Annual Financial Statement 

The Board Treasurer shall prepare, or cause to be prepared, an annual financial statement for 

each fund subject to the Georgia accounting standards adopted by the State of Georgia and 

authority of the Governing Board during the fiscal year showing: 

1. The total receipts of the fund, itemized by source of revenue, including taxes, 

assessments, service charges, grants of state money, gifts, or other general 

sources from which funds are derived; 

2. The total disbursements of the fund, itemized by the nature of the expenditure; and 

3. The balance in the fund at the close of the fiscal year 
 

The Board Treasurer shall ensure that the annual financial statement is submitted to all 

authorizers in a timely manner pursuant to deadlines. 
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School Accounting System  

D14 

 
The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy 
which shall be effective on the date that the policy is adopted by the Board. If applicable, once adopted 
this policy replaces any previously approved school policy currently in place that provided direction on the 
items in this policy.  

 
Fiscal Year 

Kennesaw Charter Science and Math Academy adopts a fiscal year that begins on July 1 and ends on 
June 30 of the following year. 
 
Financial Accounting 

Kennesaw Charter Science and Math Academy fully complies with generally accepted 

accounting principles (GAAP) and any other applicable state and federal standards for financial 

management systems. 

 
Accounting Records 

The school shall maintain records that adequately identify the source and application of funds. 

These records must contain information pertaining to grant or sub-grant awards and 

authorizations, obligations, obligated balances, assets, liabilities, outlays or expenditures, and 

income. 

 
Internal Controls 

The school shall maintain effective control and accountability of all state and local funds, 

federal grant and sub-grant cash, real and personal property, and other assets obtained with 

local, state, or federal funds. The school shall adequately safeguard all such property and 

assure that it is used solely for authorized purposes. 

 
Source Documentation 

Accounting records must be supported by such source documentation as cancelled checks, 

paid bills, payrolls, time and attendance records, contract and sub-grant award documents, etc. 

 
Budget Control 

The school shall compare actual expenditures or outlays of state or federal funds with budget 

amounts for each fund, grant or sub-grant. Financial information must be related to performance 

or productivity data, including the development of unit cost information whenever appropriate or 

specifically required in the grant or sub-grant agreement. Applicable federal cost principles, 

agency program regulations, and the terms of grant and sub-grant agreements will be followed in 

determining reasonableness, allowability, and allocability of costs. 

 
Account Code Structure 

Kennesaw Charter Science and Math Academy shall use the account code structure as 

described in the Georgia Department of Education’s Chart of Accounts. 
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Surplus Funds Policy  

D15 

 
The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which 
shall be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy 
replaces any previously approved school policy currently in place that provided direction on the items in this 
policy.  

 
At the end of each fiscal year, funds not expended from any of the school’s accounts, when not 

prohibited by law or specific restrictive uses, shall be deposited into the operational account and re-

appropriated in the most current budget. 
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Fund Balance (GASB 54)  

D16 
 

The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which 
shall be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy 
replaces any previously approved school policy currently in place that provided direction on the items in this 
policy.  

Purpose 

The Board recognizes that the maintenance of a fund balance is essential to the preservation of the financial 
integrity of the school and is fiscally advantageous for both the school and the taxpayer. This policy establishes 
guidance concerning the desired level of year end fund balance to be maintained by the district and the 
management of fund balance levels and is applicable only to the General Fund of the School. 
 
Fund balance is a measurement of available financial resources defined as the difference between 

total assets and total liabilities in each fund. 

 
The Governmental Accounting Standards Board (GASB) Statement 54 distinguishes fund balance 

classified based on the relative strength of the constraints that control the purposes for which specific 

amounts can be spent. Beginning with the most binding constraints, fund balance amounts will be 

reported in the following classifications: 

 
1. Non spendable Fund Balance – Fund balance reported as “non-spendable” represents fund 

balance associated with inventory, prepaid items, long-term amounts of loans and notes 

receivable, property held for resale (however, if the use of the proceeds from the collection of 

receivables or sale of the property is restricted, committed, or assigned, then the receivables 

or property should be reported in those categories), and corpus of a permanent fund 

(legally/contractually required to be maintained). 

 
2. Restricted Fund Balance – Fund balance reported as “restricted” represents amounts that can 

be spent only on the specific purposes stipulated by law or by the external providers of those 

resources (such as bond resolutions and covenants and SPLOST referendums). 

 
3. Committed Fund Balance – Fund balance reported as “committed” includes amounts that can 

be used only for the specific purposes determined by a formal action of the Board.   The Board 

as the highest level of decision making authority will have the sole authority to commit fund 

balance. Constraints can be removed or changed only by the Board. Actions to constrain 

resources should occur prior to the end of the School’s fiscal year, though the exact amount 

may be determined subsequently. 

 
4. Assigned Fund Balance – Fund balance reported as “assigned” represents amounts intended 

to be used for specific purposes, but not meeting the criteria to be reported as committed or 

restricted fund balance. The intent is expressed either by the Board or a high level body 

(budget or finance committee) or individual authorized by the Board. Assigned fund balance 

also includes residual fund balance amounts in the special revenue funds, capital projects 

funds, and debt service funds. If these funds should have a deficit fund balance, those deficits 

are required to be reported as unassigned fund balance. The Superintendent will have the 

authority under this policy to assign funds for a particular purpose. 
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5. Unassigned Fund Balance – Fund balance reported as “unassigned” represents the residual 

classification of fund balance and includes all spendable amounts not contained within the 

other classifications. The Board will strive to maintain an unassigned fund balance in the 

General Fund of between 5% -15% based upon annual budgeted expenditures. The balance 

may be drawn down in the event of an unexpected decrease in the property tax digest or a 

reduction to state funding. 

Unassigned fund balance is reported only in the General Fund except in cases of negative fund 

balances in other governmental funds. If expenditures incurred exceed the amounts that have been 

restricted, committed, and assigned to a specific purpose and results in a negative residual amount for 

that specific purpose, amounts assigned to other purposes in that governmental fund are reduced to 

eliminate the deficit. 

 
When an expenditure is incurred that would qualify as an expenditure of either Restricted or 

Unrestricted fund balance those expenditures will first be applied to the Restricted Fund Balance 

category. When expenditures are incurred that would qualify as a use of any of the Unrestricted Fund 

Balance categories (Committed, Assigned, Unassigned), those expenditures will be applied in the 

order of Assigned first, then unassigned, and then Committed. 
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Confidentiality and Non-Disclosure  

D17 
 

The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which 
shall be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy 
replaces any previously approved school policy currently in place that provided direction on the items in this 
policy.  
 

The Kennesaw Charter Science and Math Academy Governing Board reserves the right to require any 

person, company, organization or business that may obtain confidential or proprietary information of 

Kennesaw Charter Science and Math Academy, through a working relationship with the school, to 

execute the Confidentiality and Non-Disclosure Agreement list as D17-K1 prior to exposure to such 

information. 
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Facilities Use 

Policy E1 
 

The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which 
shall be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy 
replaces any previously approved school policy currently in place that provided direction on the items in this 
policy.  
 

The following conditions shall apply related to the use of Kennesaw Charter Science and Math 
Academy’s Use of facilities: 
The primary function of Kennesaw Charter Science and Math Academy’s school facilities shall be 

to accommodate regular day and after hours school programs for Kennesaw Charter Science 

and Math Academy pupils. Facilities shall be available for other purposes upon written approval 

on the appropriate form by the school leader or other designee. 

 
Priority for the non-school use of facilities shall be given to citizens and organizations of Cobb County. 

The meeting of community needs shall be considered an important function; however, use of school 

facilities to meet community needs shall not interfere with school programs for pupils either during our 

outside of school hours. 

 
The use of school facilities by community groups should be considered temporary and for special 

community events. Any non-school group requesting to use school facilities more than twelve (12) 

times in a fiscal year (July 1 – June 30) will be considered an extended rental user of school facilities 

and shall be subject to contractual terms agreed upon by the Kennesaw Charter Science and Math 

Academy Governing Board and the renting party. The contractual agreement shall not exceed 12 

calendar months from the first anniversary of the execution of the original extended rental contract. 

 
The school leader or other designee shall make provisions for adequate, competent, and responsible 

supervision of school facilities while in use by community groups. 

 
Pupils, adults, including employees of the Board and visitors to our school, shall not smoke or use 

any tobacco products, alcohol, or other prohibited items in the school’s facilities or on school’s 

campus. By policy and law, schools are drug free and weapon free zones. 

 
All applications for use of school facilities should be made at least seven days in advance of the 

proposed activity. 

 
Approval of applications for temporary use of school facilities shall be given by the school leader, in 

consultation with the Board.  If the school has any tax exempt bonds, use of the facility must not 

conflict with requirements under the bond documents.  Contractual agreements for extended rental 

use will be recommended by the school leader and authorized by the Governing Board at the board’s 

regularly scheduled meeting. 

 
Payment of the full amount involved in each rental agreement or contract shall be made by check 

payable to Kennesaw Charter Science and Math Academy. A 50% deposit of the estimated charges 

may be required by the school leader. The school reserves the right to charge a fee commensurate 

with school policy and practice for non-sufficient funds.   

 
A contract for the use of school facilities is not transferable from one group to another and may not be 

extended. 
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The school leader and/or Board reserve the right to cancel a rental agreement or contract 

for use of the facilities when such action is deemed necessary for the best interest of the 

school. 

Facilities shall not be used when school has been closed due to inclement weather.  In case an 

activity for which a deposit has been paid is canceled, the deposit shall be returned to the 

organization executing the contract within 14 business days. 

 
When deemed advisable by the School Administration, police protection shall be specified as part 

of a rental contract. In such cases, the contracting organization shall be responsible for furnishing 

the police protection and paying for this service directly to each police personnel employed. 

 
The use of classrooms and/or media centers by non-school groups will not be permitted 

unless authorized in writing by the school leader. 

 
Any overnight use of school facilities must have prior Board approval at a regularly scheduled board 

meeting. Chaperones shall be at a rate of one (1) adult per ten (10) students. An administrator shall 

be on-site at all times during the overnight activity. 

 
HOLD HARMLESS AGREEMENT. The use permit holder agrees to hold harmless Kennesaw 

Charter Science and Math Academy Inc. or the Kennesaw Charter Science and Math Academy 

Governing Board for any injury or damage to the person or property of any person in the use of said 

premises, and to defend at use permit holder’s expense any legal action which may be brought 

against the Kennesaw Charter Science and Math Academy Inc. or the Kennesaw Charter Science 

and Math Academy Governing Board or school personnel for personal injury and/or property damage 

during the period of use. 

 
Prior to the school leader’s final approval for the use of the school facility, the user of the facility shall 

obtain liability insurance coverage of no less than $1,000,000.00. The coverage shall be in effect at all 

times during the time the user of facility occupy the same. The user of the facility shall present to the 

school leader a copy of either a Certificate of Insurance for at least $1,000,000.00 from their general 

liability policy or a copy of a Special Event Policy from an insurance company of at least 

$1,000,000.00 liability coverage. 

 
A fee schedule shall be established yearly by the Governing Board or established at the discretion of 

the school leader. 

 
. 
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Emergency Repairs  

E2 
 

The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which 
shall be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy 
replaces any previously approved school policy currently in place that provided direction on the items in this 
policy.  
 
Authority is granted to the school leader to procure services for emergency repairs to buildings or 
grounds which may be required to continue school operations in a safe environment. 
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Kennesaw Charter Science and Math Academy Technology Acceptable 

Use Policy  

E3 
 
The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which shall 
be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy replaces any 
previously approved school policy currently in place that provided direction on the items in this policy.  
 
Internet access is available to students and staff at Kennesaw Charter Science and Math Academy. The 
goal in providing this service is to promote educational excellence at Kennesaw Charter Science and Math 
Academy by facilitating resource sharing, innovation and communication. 

 
With access to computers and people all over the world also comes the availability of material that may 
not be considered to be of educational value in the context of the school setting. Kennesaw Charter 
Science and Math Academy’s technology committee has taken available precautions to restrict access to 
inappropriate materials. 
However, on a global network it is impossible to control all materials and an industrious user may discover 
inappropriate information. School Information should be housed or on a separate computer and server or 
data based with restricted access to limited school personnel. 
 
Internet - Terms and Conditions 

1. Acceptable Use - The purpose of having access to the Internet is to support research and education by 
providing access to unique resources and the opportunity for collaborative work. School use must be in 
support of education and research and consistent with educational objectives. The use of Kennesaw 
Charter Science and Math Academy’s technology network or computing resources must comply with the 
rules appropriate for that network.  Transmission of any material in violation of any U.S. or state 
regulation is prohibited. This includes, but is not limited to; copyrighted material, threatening or obscene 
material, or material protected by trade secret. Use for product advertisement or political lobbying is also 
prohibited. Use for commercial activities is generally not acceptable. 

 
2. Privileges - The use of Internet is a privilege, not a right, and inappropriate use will result in a cancellation 

of those privileges and a discipline referral as deemed by administration. Each student who receives 
access will participate in a discussion with a Kennesaw Charter Science and Math Academy faculty 
member pertaining to the proper use of the network. The system administrators and teachers will deem 
what is inappropriate use and their decision is final. The school may deny, revoke, or suspend specific 
user access, as well as administer consequences for inappropriate use. 
 

3. Netiquette – Students and teachers are expected to abide by the generally accepted rules of network 
etiquette. These include, but are not limited to the following: 

a. Be polite. Your messages should not be abusive to others. 

b. Use appropriate language. Do not swear, use vulgarities or any other inappropriate language. 
c. Do not reveal your personal address or phone number or the addresses and/or phone 

numbers of students or colleagues. 
d. Illegal activities are strictly forbidden. 
e. Note that electronic mail (e-mail) is not guaranteed to be private. The technology committee will 

have access to all electronic mail. Messages relating to or in support of illegal activities may be 
reported to the authorities. 

f. Do not use the network in such a way that you would disrupt the use of the network by other 
users. 

 
4. The Governing Board of Kennesaw Charter Science and Math Academy and Kennesaw Charter Science 

and Math Academy make no warranties of any kind, whether expressed or implied, for the service it is 
providing. Use of any information obtained is at the users own risk. Kennesaw Charter Science and Math 
Academy is not responsible for the accuracy or quality of information obtained. 
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5. Security - Security on any computer system is a high priority, especially when the system involves many 
users. If you feel you can identify a security problem on the Internet, you must notify a teacher who will 
in turn notify a system administrator. Do not demonstrate any problems to other users. Do not use 
another individual's account without written permission from that individual. Attempts to access Internet 
as a system administrator will result in cancellation of user privileges. Any user identified as a 

a. security risk or having a history of problems with other computer systems may be denied 
access to Internet. 

 
b. Vandalism - Vandalism will result in cancellation of privileges. Vandalism is defined as any 

malicious attempt to harm or destroy hardware, data of another user, Internet, or any agencies or 
other networks that are connected at Kennesaw Charter Science and Math Academy. This 
includes, but is not limited to, the uploading or creation of computer viruses. The school shall 
have strong anti-viruses software that updates automatic with new threats and detect viruses 
immediately.  

 
6. No users should have permissions to download apps or any applications at any time.  On the 

System/Security Administrative should have this privilege. 

 

The Kennesaw Charter Science and Math Academy Technology Acceptable Use Policy 
Permission/Acknowledgement Form can be found in the KCSMA Board Forms for Policy Manual E3-F1.  The 
wireless network agreement can be found in Form E3-F2 
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Tobacco Free Campus 

E4 
 

The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which shall 
be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy replaces any 
previously approved school policy currently in place that provided direction on the items in this policy.  

 
The Kennesaw Charter Science and Math Academy Governing Board in accordance with The Cobb County 
Board of Education (Board), and the "Georgia Smoke Free Air Act of 2005", shall prohibit tobacco use at 
any time in any school building or property owned or leased by the school, including any school buses, or at 
any school sponsored activity on campus or off campus. This prohibition includes the use of tobacco 
products by employees at all times, including when such employees are directly instructing or supervising 
students. Direct supervision includes coaching, band directing, acting as a sponsor or advisor of a club or 
similar school organization and other instructional roles. Employees shall not store or possess tobacco or 
tobacco-related products on their person or in their belongings in such a manner that such products are 
visible to students. No student, staff member, school visitor, or volunteer is permitted to possess or use any 
tobacco product at any time, including non-school hours 24 hours per day, seven days per week: • In any 
building, facility, or vehicle owned, leased, rented or chartered by the school • On any school grounds and 
property – including athletic fields and parking lots – owned, leased, rented or chartered by the school; or • 
At any school-sponsored or school-related event on-campus or off-campus. School district employees who 
violate this policy may be subject to appropriate disciplinary action, including reprimand, suspension with or 
without pay or termination. The school leader shall establish and maintain procedures as needed to meet 
these requirements and implement this policy. 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Adopted: 3/26/18



 
 

KH483169.DOCX  

 

Solicitation and Advertising Policy  

E5 
The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy 
which shall be effective on the date that the policy is adopted by the Board. If applicable, once adopted this 
policy replaces any previously approved school policy currently in place that provided direction on the items 
in this policy.  
 
Objective: 
Kennesaw Charter Science and Math Academy (KCSMA) recognizes concerns for the welfare of students 
from their entry on school property until they leave school property. Part of that concern is that students and 
staff are not distracted from the task of learning by the presence on campus of advertising related to 
products, services or interests outside of the learning environment. 
KCSMA also recognizes the need to provide an environment that facilitates for the educational benefit of 
students, therefore, revenues generated through commercial advertising or solicitation on school campus 
shall be used to help provide for enhanced education without detriment to the learning environment. 
 
Rules: 
SOLICITATION ON SCHOOL PROPERTY: No person, firm, corporation, or business shall enter upon school 
property for any purpose of selling, trading, or bartering merchandise of any kind to a student, employee, 
school club or student organization, nor shall any of the above enter upon school property for the purpose of 
soliciting money from a student, employee, school club or student organization for any purpose other than 
approved exceptions. 
  

The following exceptions may be permitted when approved by the Principal unless additional 
approval is required in the provisions below: 
1. Fundraisers as permitted; 
2. Sales of approved lunchroom food service vendors; 
3. Agents representing vendors that provide approved employee benefits; 
4. Vendors who the Principal invites to the school to demonstrate merchandise that the school is 

considering for purchase; 
5. Partners in Education educational programs and activities; 
6. Programs and/or activities for employees including those conducted by employees; and 
7. Vendors providing services for which the school has entered into a contractual or purchasing 

agreement. 
 
Advertising: 
KCSMA campus: 
Unsolicited Materials: Unsolicited materials and/or products provided for distribution to students: 
1. For-Profit Companies, Private Entities, 501 (c)(3) Entities, and Other Organizations: 

a. Neither materials nor products may be distributed directly to students through the school. 
b. If approved by the Principal, such materials may be distributed to the school and placed on 

display in the school offices or lobbies at the full discretion of the Principal. 
2. School Support Organizations and Partners in Education: Material provided by school support 

organizations and/or Partners in Education may be distributed directly to students if approved by the 
Principal. 

 
Door-to-Door: KCSMA will not conduct door-to-door fund raising by students in activities sponsored by the 
school in which students would be selling items or soliciting advertisements, contributions, pledges, or 
orders. 
 
Advertising: the following advertisements at the discretion of the Principal are allowed in exchange for 
contributions to support school extracurricular and educational activities provided all advertising 
requirements, regulations, restrictions and prohibitions are followed as described in this solicitation and 
advertising policy: 
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1. Advertisement in programs for school extracurricular activities 
2. Advertisement in school newspapers 
3. Advertisement in school annual or yearbooks 
4. Advertisement on school Web sites 
5. Advertisement on school signage throughout the campus 
6. Advertisement on stand alone signage or within facilities on school property 
 
Web Sites: School Web sites may contain advertisements for commercial businesses or fund-raising 
organizations provided the following guidelines are followed to ensure consistency. 
A. Specifications: 
1. Text and/or Image Ad Dimensions 

a. “Letterboard” Ads should be no larger than 728 pixels wide and 90 pixels high. Letterboard 
Ads should be used only at the bottom of the Web page and are prohibited from being 
placed at the top of any KCSMA Web page. 

b. “Banner” Ads should be no larger than 468 pixels wide by 60 pixels high and may be placed 
anywhere in the lower two thirds of the web page. 

c. “Square” Ads should be no larger than 250 pixels wide by 250 pixels high and may be 
placed anywhere in the lower two thirds of the Web page. 

d. “Skyscraper” Ads should be no larger than 160 pixels wide by 600 pixels high and should be 
placed on the right side of the Web page. 

2. File Size: Image Ads should be no more than 50K. 
3. Resolution: Image Ads should be optimized at 72 pixels per inch (standard computer screen 

resolution). 
4. Format: Image Ads must be either .jpg, .png or .gif format. 
5. Animation: Animated, blinking, shaking and moving images or text within ads are prohibited. 
 
Display Advertisements: 
Revenues generated through this advertising shall be used for approved educational purposes. 
1. Advertising inside the school, with the exception of athletic facilities must be easily removable. All such 

advertising must be in accordance with this policy, and not in conflict with other Board of Education 
Policy or other laws or regulations. 

2. Advertising Copy, Size and Display Requirements: 
a. The dimensions of the advertisement shall not exceed sixty-four (64) square feet. No three 

dimensional signs will be approved. 
b. The advertisement shall only be in one of the following formats: 

i. [NAME OF CONTRIBUTOR] SUPPORTS KCSMA; 
ii. [NAME OF CONTRIBUTOR] SUPPORTS KCSMA [SCHOOL GROUP/TEAM NAME]; or 
iii. GO [SCHOOL GROUP/TEAM NAME]! COURTESY OF [NAME OF CONTRIBUTOR 
iv. The name of the contributor may include the contributor's address, e-mail address, 

telephone number or official business logo at the option of the contributor and in 
compliance with Section 3.B.(7) below. Size, color, design and quality of the 
advertisements shall be approved by the Principal. 

3. No exclusive advertising arrangement, except when included in a sales contract with the school, may be 
made with any advertiser or contributor. 

4. All advertisements placed on school may be removed by the school at any time. Reasons for removal 
include but are not limited to: 

a. Disrepair; 
b. Dissolution of the company; 
c. Change in guidelines relative to advertising on school property; 
d. Non-payment of fee; or 
e. Change in principal. 

5. The Principal may limit the number and location of advertisements which may be displayed. Issues 
regarding the number and/or location of advertisements will be resolved by the Principal in consultation 
with the Governing Board. 

6. Restrictions/Prohibitions: 
a. KCSMA will not permit advertisements to be constructed or displayed if the contributor's name or 

other information as used in the advertisement is: 



 
 

KH483169.DOCX  

i. Libelous; 
ii. Vulgar; 
iii. Obscene; 
iv. Racially offensive; 
v. Factually inaccurate; 
vi. Inappropriate for minors; 
vii. Inappropriate for the age of the students served by the school; or Is in violation of any 

state or federal policies, regulations, laws or statutes. 
7. KCSMA will not permit advertisements to be constructed or displayed if the contributor's name as used in 

the advertisement describes, suggests, promotes or is commonly identified with any product, service, 
activity or advocacy of a political or partisan candidate, issue or statement, including but not limited to 
the following products, services or activities: 

A. Gambling or gambling aids; 
B. Tobacco products; 
C. Alcohol, beer, wine or liquor products; 
D. Birth control products or related information; 
E. Drug paraphernalia; 
F. Pornography; 
G. Illegal acts or acts illegal for minors; 
H. Explicit sexual content or sexual overtones; 
I. Political candidates, parties, organizations; or 
J. Any product illegal for minors or the age of the students served by the school. 

8. The Principal reserves the right to reject any advertisement copy. Proposed advertisement in variance of 
this section must be approved in advance by the Principal BEFORE construction or display. FAILURE 
TO FOLLOW THIS PROVISION SHALL NOT BE DEEMED TO WAIVE THE RIGHTS OF KCSMA TO 
LATER ENFORCE THIS POLICY. 

 
Electronic Video Scoreboards: 
9. The following guidelines apply to electronic video marquees: 

a. The size, design and location of electronic video scoreboards must be approved by the Principal 
prior to construction. 

b. Advertisements displayed on static signs around the electronic video scoreboard must meet all 
requirements as listed in Section 3 above. 

c. Video advertisements displayed on the electronic video scoreboards must meet all requirements 
as listed in Section 3.B. above. 

d. Electronic Video Marquees: 
10. In addition to local government building requirements, the following guidelines apply to electronic video 

marquees: 
a. The size, design and location of electronic video marquees must be approved by the Principal 

prior to construction. 
b. Advertisements displayed on static signs around the electronic video marquees must meet all 

requirements as listed in Section 3.B above. 
c. Video advertisements displayed on the electronic video marquees must meet all requirements as 

listed in Section 3.B. 
 

Intent of Administrative Policy 
This policy does not create, nor is it intended to create, a public or limited public forum. Inasmuch as the 
fields of KCSMA are used as classrooms during the school day, outdoor advertisements located thereon 
must be in compliance with this policy. 

d. Nothing in this policy shall be interpreted or implemented so as to open the facilities for 
indiscriminate use by the general public. 

e. Disclaimer: Advertising on KCSMA property – including programs for extracurricular activities, 
school newspapers, annuals or yearbooks, in display ads, on school Web sites or marquee signs 
– whether in exchange for monetary or non-monetary gain, does not constitute an endorsement 
of any business or service by KCSMA or the Cobb County School District. No warranties or 
guarantees are implied. Neither KCSMA or the Cobb County School District, the CCSD Board of 
Education, Administrators, Faculty, Staff nor Employees are responsible for any harm or loss 



 
 

KH483169.DOCX  

that may result from interaction with any and all advertisers. 
11. Donations of Property for the Purpose of Advertisement: 
12. KCSMA may accept gifts of equipment or improvements to school property. 

a. Such gifts may, at the discretion of the Principal, display the name of the donor. If the name of 
the donor is displayed on the property or improvements, the name of the donor must be 
compatible with the requirements of Section 3.B of this policy. 

b. KCSMA shall not be required to accept any such gift by virtue of this provision. 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Adopted: 3/26/18  
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Transportation  
E6 
 

The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy 
which shall be effective on the date that the policy is adopted by the Board. If applicable, once adopted this 
policy replaces any previously approved school policy currently in place that provided direction on the items 
in this policy.  
 
Parents, guardians, day-care buses/vans, and other authorized individuals dropping off or picking up 
students shall comply with all procedures set forth by the principal or other authorized school leader.  The 
principal or other authorized school leader is authorized to take measures (including debarment from access 
to the property) to address habitual non-compliance with the School’s transportation policy and procedures 
which infringe upon the safety of students, staff and visitors or which impedes the efficiency of arrival and 
dismissal processes. 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Adopted: 3/26/18
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Alcohol and Controlled Substance Testing and Drug Free Work Place 

F1 
 

The Governing Board of Kennesaw Charter Science and Math Academy adopts the following policy which 

shall be effective on that date that the policy is adopted by the Board. 

 
Philosophy 

The philosophy of the Kennesaw Charter Science and Math Academy Governing Board is that illegal drug 

use and substance abuse threaten the physical and emotional well-being of students and employees in 

the school environment and workplace; diminishes time and tasks; is addictive; results in increased risks 

of serious injuries or deaths to the public at large, students and employees; and is not in the best interest 

of students or employees of Kennesaw Charter Science and Math Academy. The Governing Board will 

take affirmative action to create a tobacco, drug, and alcohol free environment and as well as a drug free 

public work force. 

 
1. To reduce the risk of serious injury or deaths to the public at large, students and employees 

resulting from the use of illegal or prohibited drugs and from substance abuse, including alcohol 

and controlled substances; 

2. To emphasize the health hazards of tobacco, alcohol, illegal drug use and substance abuse and 

to promote education about these risks; 

3. To establish non-use of any illegal drug or substance in the school workplace or environment; 

4. To establish such Employee Assistance Programs (EAP) for employees as deemed appropriate; 

5. To promote positive peer and adult role models; 

6. To establish rules to detect the use of prohibited drugs or substances by all applicants selected 

for employment in safety sensitive positions and by all current employees in safety sensitive 

positions, or where reasonable cause or individual suspicion calls for such measures; 

7. To establish necessary rules and regulations to implement a drug and alcohol free environment; 

8. To involve the Governing Board and school personnel actively in the issue of a drug and alcohol 

free workplace and environment; and 

9. This policy shall apply to all employees (certificated, classified, or other) and applicants. 

 
Employees 

The use, possession, sale, distribution, or presence in the body of drugs or a controlled substance by an 

employee while in the workplace is strictly prohibited. Use of or being under the influence of alcohol while 

at work is also prohibited. Violators will be subject to disciplinary action up to and including discharge. For 

the purpose of this policy, "drugs or controlled substances" include legal and illegal (street) drugs taken 

without medical approval. Controlled substances are defined in 21 U.S.C. § 802 and include, without 

limitation, marijuana, cocaine, opiates, phencyclidine (PCP), amphetamines, methamphetamines, 

derivatives, and other related drugs. "Illegal drug" also means marijuana as defined in paragraph (16) of 

Code Section 16-13-21, as amended; a controlled substance as defined in paragraph (4) of Code Section 

16-13-21, as amended; a dangerous drug as defined in Code, Section 16-13-71, or any other controlled 

substance or dangerous drug that persons are prohibited from using either under state or federal law, as 

amended. The term “illegal drug” shall not include any drug when used pursuant to a valid medical 

prescription, as directed, or when use as otherwise authorized by state or federal law. 

 
The legitimate use, as directed, of controlled substances prescribed by a licensed medical practitioner is 

not prohibited, but the user's duties may be modified during the time of their use. It is the duty of each 

employee to notify his or her supervisor immediately of the use of any medication which may have an 

effect on the employee's performance. Drug screenings, as hereinafter defined and as allowed by law, 

will be administered to detect drug use. Refusal to submit to a screening or any tampering with the 

screening procedure will result in termination. Where possible, rehabilitation will be one goal of the 
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program for identified users of prohibited substances. However, any employee discovered by Employer to 

have or be in possession of an illegal drug on the job, to have used an illegal drug on the job, to have such 

in their system during regular working hours which could directly or immediately jeopardize the health, 

safety and welfare of the public at large, students, or other employees, or to be a current user shall be 

terminated. 

 
“Safety sensitive (high risk)” positions shall mean all employees (certificated, classified, or other), full or 

part-time, regardless of job. Additionally, all employees who drive to and from school functions or operate 

hazardous equipment shall be considered to hold safety sensitive (high risk) positions. Notwithstanding 

anything herein to the contrary, any employee who by the nature of their position or job responsibility could 

directly or immediately jeopardize the health, safety and welfare of the public at large, students, or 

employees, may be deemed to hold safety sensitive (high risk) positions as herein provided. 

Supplemental list of safety sensitive (high risk) positions may be determined annually. 
 
Education and Training Program 

In addition to continuing to present the courses for students on drug and substance abuse as mandated 

by QBE and as supplemented by the local School, it shall be the philosophy of this Board to offer and/or 

require an education program for employees to educate them as to the hazards of drug use and 

substance abuse as follows: 

1. The school will post the Board's drug policy in a prominent location and in an appropriate 

handbook to insure notice to each employee. 

2. Each employee will receive a copy of the policy and each employee will be required to sign a 

form acknowledging that he or she has read the policy and understands its provisions. 

3. Each applicant chosen for employment shall likewise receive a copy of the policy and each 

applicant will be required to sign a form acknowledging that he or she has read the policy and 

understands its provisions. Each applicant chosen for employment in a safety sensitive (high risk) 

position shall likewise comply with appropriate requirements relating to pre-employment 

screenings and will sign any form required. 

4. Pamphlets, bulletins and any relevant news items pertaining to the use of drugs or illegal 

substances, their effects, available treatment methods and other sources of drug or abuse 

information will be posted, as appropriate, at prominent locations within the school. 

5. Information about drug abuse and treatment will be presented and discussed periodically. 

6. The Administrator(s) will continuously develop programs relating to the abuse of drugs and 

alcohol and will participate in programs developed by the school or Kennesaw Charter 

Science and Math Academy for its employees or presented by outside resources as invited 

by the local school. 

 
Drug Screening for Current and Prospective Employees 

In the effort to detect and discourage drug and/or substance abuse, the Kennesaw Charter Science and 

Math Academy Governing Board will follow the local school system’s drug screening program for certain 

applicants, employees in safety sensitive (high risk) positions, or where reasonable cause and individual 

suspicion requires. The program has the following components: 

1. Pre-employment screening (where allowed in high risk/safety sensitive jobs) 

2. Annual screening for safety sensitive position 

3. Reasonable cause screening 

4. Post-accident screening 

5. Random screening 

6. Screening upon return-to-duty 
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Screenings allowed as required by subparagraphs (a) through (f) will be completed as follows.  
 
A urine screening will be used to detect the use of drugs and/or controlled substances. All screening will be 
conducted by a private medical laboratory which has been approved by the Department of Health and Human 
Services. However, the urine may be collected in accordance with approved chain of custody procedures at the 
place and time safety sensitive position employees receive their annual physical, when appropriate. Screening 
results will be reviewed by a licensed physician trained in analyzing drug screening results (Medical Review Officer). 
A positive screening result may be followed by a more detailed confirmation screening. The Medical Review Officer 
who reviews the drug screening outcome will report the results directly to the Administrator(s). 
 
Use of alcohol screenings, when appropriate will be conducted by obtaining a breath sample applied to a 

breathalyzer operated by a qualified medical operator, police or law enforcement officer trained in the 

administration of breathalyzer tests or blood tests conducted by qualified medical personnel or laboratory 

as directed by the Administrator(s) or designee. All alcohol testing shall be performed on machines that 

must be on the Conforming Products List (CPL) of the National Highway Transportation and Safety 

Administration (NHTSA). The employee may request that a blood test be performed at the same time to 

confirm the result of the breathalyzer test. If the employee elects to have a blood test performed, he or 

she will be required to sign a consent form permitting the lab to promptly obtain a blood sample and report 

the results of the test to the Governing Board Chair or his designee, unless otherwise directed by the 

School Director. The Governing Board shall bear the cost of all required urine screenings and blood tests 

for employees and selected applicants. 

 
The following is a description of each component of the drug screening program: 

 
Pre-Employment Drug Screening 

All employees selected for employment for high risk/safety sensitive positions will be screened for drug 

use where allowed or required by law or regulations. 

1. Each such selected applicant will be required to sign a consent form authorizing appropriate screening 
to identify the presence of drugs and controlled substances, in his or her body and releasing screening 
results to the Governing Board Chair or his designee. The signed form will be retained in the applicant's 
personnel file. 

 
2. Each such selected Applicant will be required to sign a Substance Abuse Coverage Form which states 

that the applicant read, understands and acknowledges that he or she is subject to this Substance 
Abuse Policy as a condition of employment. The signed form will be retained in the applicant's personnel 
file. 

 
3. An applicant selected for employment in a safety sensitive (high risk) position will be removed from the 

pool or from consideration for a position upon the occurrence of any of the following: 

a. Refusal to sign the consent form 

b. Refusal to sign the Substance Abuse Coverage Form 

c. Failure to submit to the drug or alcohol screening within the specified time 

d. Tampering with the screening program 

e. Obtaining a confirmed positive result on the drug screening 

f. Violating any provision of this policy 

 
Annual Screening 

Each employee in safety sensitive (high risk) positions shall be required to take an annual physical prior to 

the beginning of each new school year, unless waived by the Governing Board Chair or his designee, at 

such reasonable time and place as directed by the department head with the approval of the School or his 

designee, which physical may include, in addition to any regular physical examination, a urine screening to 

detect the use of drugs and/or controlled substances, as defined herein. 
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PROVIDED HOWEVER, such drug screening may be done randomly throughout the year to ensure 

accurate results and does not have to be done at the same time as the annual physical. The date shall be 

chosen by the Governing Board Chair or his designee. 

 
As part of such annual physical and screening, each employee in a safety sensitive (high risk) position 

shall be required to sign a consent form authorizing appropriate screening to identify the presence of 

drugs and controlled substances in his or her body; and agreeing to release such results to the 

Administrator(s) or his designee. The signed form will be retained in each employee's personnel file. Any 

Employee in a safety sensitive (high risk) position will be terminated upon the occurrence of any of the 

following: 

1. Refusal to sign the consent form 

2. Failure to submit to the drug screening as part of the annual physical or any other allowed 

screening defined herein 

3. Tampering with the screening process 

4. Violating any provision of this policy 

5. Any employee in a safety sensitive (high risk) position who during the drug screening obtains a 

confirmed positive result on the drug screening, shall be terminated if a current user or if using 

such drugs or substances while performing duties; or, has such drugs or substance in their bodies 

during regular working hours which could directly or immediately jeopardize the health, safety and 

welfare of the public at large, students or other employees. Where not in conflict with this 

provision, such employee shall be selected for the Employee Assistance Program as provided 

herein. 

 
Screening for Reasonable Cause 

The Administrator(s), upon observation or upon receiving a report from any employee may direct that an 

employee or employees submit to a substance abuse and/or alcohol screening under the following 

circumstances: 

1. The employee is exhibiting unusual behavior associated with drug or alcohol use, such as slurred 

speech, unsteady movement, unexplained aggression, or any other indication which would lead a 

reasonable person to believe the employee is exhibiting behavior associated with drug or alcohol 

use. 

2. An incident or accident occurred on the job, coupled with unusual behavior, or when in the 

opinion of appropriate school official the incident is reasonably believed to be the result of or 

affected by drug and/or alcohol use by the employee. Information is received from reliable 

sources or observation by appropriate school officials which indicates that the employee while at 

work is under the influence of any drug or alcohol. 

3. If the result of an employee's drug or alcohol test conducted or required by an entity other than 

the School or any of its department was positive, it shall be the duty of such employee to notify 

the Governing Board Chair or his designee of such positive test results within ten (10) working 

days of the employee notification of the results.      

 
Failure to provide this notice will result in discipline, up to and including termination. For purposes of this 

policy, a blood alcohol concentration of 0.02 or greater shall be classified as a positive test for alcohol, 

and any measurable amounts of drugs or controlled substance, except as prescribed by a licensed 

medical practitioner, shall be classified as a positive test for drugs. 

 
Post-Accident Screening 

Each employee who has been involved in a job related accident, which in the opinion of the appropriate 

school official is reasonably believed to be the result of or affected by drug and/or alcohol use by the 

employee may be required to submit to drug and/or alcohol screening, at the discretion of the Governing 

Board Chair or his designee. Appropriate supervisory personnel shall be required to report any such 

accident to the Governing Board Chair or his designee. Such screening shall be administered as 
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soon as feasible, considering the circumstances. Copies of all reports of accidents involving personnel 

shall be sent to the Governing Board Chair or his designee. 

 
Screening Upon Return to Duty 

An employee who successfully completes a drug or alcohol rehabilitation program will be subject to drug 

and/or alcohol screening as described herein for a period up to sixty (60) months, regardless of the nature 

of his or her position, unless provided otherwise herein. 

 
Employee Assistance Program 

Where not prohibited or contradicted by this policy or law, an employee whose screenings result in positive 

for drugs, controlled substances or alcohol, will have five (5) days after receipt of written notification to 

elect to enroll in drug and/or alcohol rehabilitation program. If the employee elects to participate in such 

program, he or she will be allowed to use paid sick or vacation time to participate in the program. If 

necessary, an employee will be granted leave of absence without pay to complete the program, provided 

all sick and/or vacation time has been used first. The employee shall be responsible for all costs 

associated with such programs. Upon successful completion of the program, the employee may be 

reinstated in his or her previously held position or one similar to that position. Where finances, vacancies, 

safety considerations and/or the best interest of the school allow and the circumstances warrant 

reasonable attempts will be made in the sole discretion of the Governing Board Chair or his designee to 

allow alternative placement during the period of rehabilitation, if appropriate. 

 
The failure of an employee to elect participation in a rehabilitation program will result in termination of 

employment for those employees in a safety sensitive position. For all other employees, such failure shall 

be considered an act of insubordination and will result in termination of employment. The employee will be 

notified of his or her options in writing, by certified mail return receipt requested. The five (5) days allowed 

for his or her decision to elect participation in a rehabilitation program will begin to run on the day the 

employee receives the written notice. In lieu of mailing notice of options, the employee may sign a receipt 

acknowledging hand delivery. 

 
An employee whose screening results indicate use of drugs or alcohol for the second time will be subject to 

dismissal immediately, after appropriate Board procedures are followed. Such an employee will not have an option 

to elect participation in a drug or alcohol rehabilitation program. 

 

Coordination with Federal and State Law 

Many statutes are passed dealing with illegal drugs and alcohol use and abuse. To the extent this policy 

conflicts with such statute or regulation, the Board Attorney shall seek to reconcile this local policy to insure 

compliance with State and Federal law unless constitutional principles prohibit it. All employees are hereby 

put on notice to the extent this policy conflicts with State or Federal law, the conflicting law shall control. 

 
Administration and Record Keeping 

Records of all drug and alcohol screening results and drug and alcohol screening programs conducted 

under this local policy will be kept under lock in the offices of the Governing Board Chair or his designee. 

No individual will have access to the drug and alcohol screening records other than the employee 

screened, the Board, or the school leader or his designee, provided however, said records may be used in 

any employment or termination action involving said employee and to document said results in said 

employee’s personnel file where appropriate. Records of all drug or alcohol screening results conducted 

or permitted by State or Federal law shall be kept under lock in the offices of the Administrator(s) or his 

designee, who shall give access only as allowed by law or Board policy. In the event that the 

Administrator(s) or his designee deems it necessary to reveal the contents of any part of the drug or 

alcohol screening records, they will consult with each other and with the Board Attorney who will 

determine whether the record in question should be released and to what individual or entity the record 

may be disclosed. 
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Administrator(s) or his designee will coordinate the scheduling of all allowable pre-employment drug- 

screening with the laboratory site and the applicant finalist in writing consistent with state regulation and 

rules. Annual screening, post-accident and random screening or screening for reasonable cause will be 

arranged by the Administrator(s) or his designee orally, as time is of the essence. The employee required 

to submit to the screening shall report to the laboratory promptly at the time scheduled for his or her 

screening and comply with all direction of laboratory personnel. 

 
The Administrator(s) or his designee shall maintain written documentation of the operation of the 

screening program. Such documentation will include the date of each drug or alcohol screening taken by 

an employee, the reason therefore and its results. The Administrator(s) or his designee will also maintain 

documentation of the method of selecting employees for random screening. 

 
Enforcement 

The use, sale, distribution, possession and the presence in the employee's body of a controlled drug or 

illegal substance is cause for termination. Being under the influence of alcohol while at work will likewise 

be cause for termination. The Governing Board Chair or his designee will be notified immediately upon the 

discovery of any controlled substances on school property. After responding to the notification, it shall be 

the responsibility of the Governing Board Chair or his designee to promptly notify the local law 

enforcement agency having jurisdiction over the Board property in question and cooperate with the local 

law enforcement agency investigating said matter. The refusal of an employee to submit to a drug 

screening or blood analysis as required under this policy or the tampering with the screening procedures is 

also cause for termination. 

 
Suspension or Termination of Public Employee Convicted of Drug or Alcohol Offense 

In addition to all other sanctions referred to herein: 

1. Any employee who is arrested, convicted, pleads nolo contendere, or is sentenced for the first 

time, under the laws of this state, the United States, or any other state, of misdemeanor criminal 

offense involving the manufacture, distribution, sale or possession of a controlled substance, 

marijuana, or any other illegal or dangerous drug may be suspended, without pay, from his or her 

public employment, upon the first offense, for a period of six (6) months.  

2. Any such employee shall be required as a condition of reinstatement after suspension to complete 

a drug abuse or alcohol abuse treatment and education program licensed under Chapter 5 of Title 

26 of Georgia Law and approved by the Administrator(s) or his designee, and to undergo such 

drug or alcohol screening in accordance with Board policy. 

3. Any employee who is arrested, convicted, pleads nolo contendere, or is sentenced under the laws 

of this state, the United States, or any other state, of any felony criminal offense involving the 

manufacture, distribution, or sale of a controlled substance, marijuana, or any other illegal or 

dangerous drug as herein defined may be terminated and shall not be eligible for reemployment. 

4. Any employee who is arrested, convicted, pleads nolo contendere, or is sentenced for the first 

time, under the laws of this state, the United States, or any other state, of any felony criminal 

offense involving the possession or use of a controlled substance, marijuana, or any other illegal 

or dangerous drug may be terminated and shall not be eligible to seek reemployment for five (5) 

years from date of conviction. Any such employee seeking reemployment at the end of the five (5) 

year period, shall be required as a condition of consideration or reemployment to complete a drug 

abuse or alcohol abuse treatment and education program licensed under Chapter 5 of Title 26 of 

Georgia Law and approved by the Administrator(s) or his designee, and to undergo such drug or 

alcohol screenings in accordance with Board policy. 

5. Any employee who is convicted, pleads nolo contendere, or is sentenced for a second time or 

subsequent time, under the laws of this state, the United States, or any other state, of a 

criminal offense involving the possession or use of a controlled substance, marijuana, or any 

other illegal or dangerous drug shall be terminated and shall be ineligible for reemployment. 
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6. Any employee who is arrested, convicted, pleads nolo contendere, or is sentenced for the first 

time, under the laws of this state, the United States, or any other state, of any felony criminal 

offense involving the possession, distribution, use, manufacture, or sale of alcohol may be 

terminated and shall not be eligible to seek reemployment for five (5) years from the date of 

conviction. Any such employee seeking reemployment at the end of the five (5) year period, shall 

be required as a condition of consideration of reemployment to complete a drug or alcohol abuse 

treatment and education program licensed under Chapter 5 of Title 26 of Georgia Law and 

approved by the Administrator(s) or his designee, and undergo such drug or alcohol screening in 

accordance with Board policy. For purposes of this policy, driving related offenses involving 

alcohol, including but not limited to DUI’s and habitual violator which results in a felony criminal 

offense shall be subject to this provision. 

7. Any employee who is arrested, convicted, pleads nolo contendere, or is sentenced for the first 

time, under the laws of this state, the United States, or any other state, of a misdemeanor or 

criminal offense involving DUI or alcohol or substance abuse violations not otherwise defined 

herein, may be suspended, without pay, from his or her public employment, upon the first offense, 

for a period of up to six (6) months at the discretion of the Governing Board Chair or his designee. 

Any such employee shall be required as a condition of reinstatement after suspension to complete 

a drug or alcohol abuse treatment education program licenses under Chapter 5 of Title 26 of 

Georgia Law and approved by the Administrator(s) or his designee, and undergo such drug or 

alcohol screenings in accordance with Board policy. 

8. Any employee who is convicted, pleads nolo contendere, or is sentenced under the laws of this 

state, or any other state, of a second time or subsequent time, of a criminal offense involving the 

possession, distribution, use, manufacture, or sale of alcohol, including driving related offenses 

involving alcohol shall be terminated and ineligible for reemployment. 

9. All employees and applicants of Kennesaw Charter Science and Math Academy shall have a 

mandatory duty to report any arrest, conviction, plea of nolo contendere, or sentence under any 

First Offender Act, or its equivalent, relating to criminal offenses involving alcohol, controlled 

substances, or any other illegal or dangerous drug. Any employee or applicant who fails to report 

under this policy shall be terminated and/or not be eligible for employment. 

10. For purposes of this Section, the entry of a sentence under the First Offender Act, or a similar 

statute in any jurisdiction, shall constitute a conviction. 

 
Ineligibility for Employment of Person Convicted of Drug or Alcohol Offense 

In addition to all other sanctions referred to herein: 

1. Any person who is convicted, pleads nolo contendere, or sentenced under the laws of this state, 

the United States, or any other state, for any felony criminal offense involving controlled 

substances, marijuana, dangerous drugs, or alcohol (including driving related offenses) shall not 

be eligible for employment by Kennesaw Charter Science and Math Academy. 

2. Any person who is convicted, pleads nolo contendere, or is sentenced under the laws of this state, 

the United States, or any other state, for a misdemeanor criminal offense involving controlled 

substances, marijuana, dangerous drugs, or alcohol (including driving related offenses) may be 

denied employment with Kennesaw Charter Science and Math Academy. Further, as a 

consideration for employment, be required to present proof of rehabilitation of completion of a drug 

or alcohol abuse treatment and education program licensed under Chapter 5 Title 26 of Georgia 

Law and approved by the Administrator(s) or his designee. 

3. For purposes of this section, the entry of a sentence under the First Offender Act, or entry of a 

sentence under any equivalent act, shall constitute a conviction. 

4. All applicants shall be required to self-report any drug or alcohol convictions, pleas of nolo 

contendere, or sentences under the First Offender Act, or its equivalent, as part of the job 

application process. 

5. Any applicant who fails to disclose same shall not be eligible for employment, or if already 

employed, shall be subject to immediate termination. 
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Suspension or Termination or Employment for Using or Being Under the Influence of Alcohol 

While on the Job 

In addition to all other sanctions referred to herein: 

1. Any employee in a safety sensitive (high risk) position who is found to be under the influence of or 

using alcohol during regular working hours and while on duty for the school shall, upon the first 

offense, shall be terminated and not eligible for reemployment for six (6) months. Such former 

employee shall be required, as a condition of reemployment, to complete an alcohol abuse 

treatment and education program, as approved by the Administrator(s) or his designee, and to 

undergo random screenings in accordance with Board policy. 

2. Any employee in a non-safety sensitive position who is found to be under the influence of or using 

alcohol during regular working hours and while on duty for the school shall, upon the first offense, 

be suspended without pay for up to six (6) months, and required as a condition of reinstatement to 

complete an alcohol abuse treatment and education program as approved by the Administrator(s) 

or his designee, and to undergo random screenings in accordance with Board policy. 

3. Any employee who is found for the second time to be under the influence of or using alcohol 

during regular working hours and while on duty for the school, shall be terminated and shall be 

ineligible for reemployment. 

4. For purposes of this Section, under the influence shall mean having a blood alcohol concentration 

of 0.02 or greater in his/her system, except as otherwise provided herein; provided however, 

5. Employees subject to this Section shall be allowed to take medicines prescribed by a physician or 

over the counter medications in accordance with their recommended dosages, so long as the 

employee does not meet any criteria for a reasonable cause screening pursuant to Article IV, 

Paragraph (c) above. 

 
Related to School Administrator(s) or Other Personnel Reporting Directly to the Governing Board 

If the employee in question does not report to the Administrator(s) and reports directly to the Governing 

Board, as in the case of Administrator(s), the Chair Person for the Human Resources Committee, or 

another individual designated by the Board shall be responsible for decisions, actions, and reporting. 

 
Consequences for Violation of Policy 

Except as otherwise provided herein, a violation of this policy may result in termination of employment. 
 
Retention of Records 

1. The Governing Board Chair or his designee shall maintain records on all alcohol and drug or 

substance abuse testing and violations in a secure location with controlled access. 

2. The Governing Board Chair or his designee shall retain all testing records; a positive will be 

retained for five (5) years, and a negative result, for a minimum of two (2) years. The laboratory 

and the Medical Review Officer shall keep the records for the same periods of time. In addition to 

the records of testing, the Governing Board Chair or his designee shall retain for a minimum of 

five (5) years any records related to the collection process and training. At the end of the required 

documentation time, the record of the screening will be destroyed. (Note: If State or Federal 

categories differ, said State or Federal law will control). 

3. Such records to be kept shall include, but are not limited to, the following: 

a. Records related to the collection process: 

b. Collection log books, if used 

c. Documents related to the random selection process 

d. Equipment calibration documentation 

e. Documentation of training 

f. Documents generated in connection with decisions to administer reasonable suspicion or 

post-accident tests 

g. Documents verifying the existence of medical explanation of employee's inability to 
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provide adequate breath for testing 

h. Records related to test results, to the refusal of any covered employee to submit to 

required alcohol or drug tests and to an employee dispute over the result of an alcohol or 

drug test 

i. Records related to other violations of the rules 

j. Records related to evaluation and return to duty 

k. Records related to education and training 

4. On an annual basis, the Governing Board Chair or his designee shall prepare and maintain an 

annual calendar year's report summarizing the results of its alcohol and controlled substance 

testing programs. 

 
Additional or More Stringent Sanctions Authorized 

The suspension, expulsion, and ineligibility sanctions prescribed in this policy and in Sections IX, X and XI 

hereof are intended as minimum sanctions and nothing in this policy shall be construed to prohibit the 

Kennesaw Charter Science and Math Academy Governing Board from establishing and implementing 

additional or more stringent sanctions for criminal offenses and other conduct involving the unlawful 

manufacture, distribution, sale or possession of a controlled substance, marijuana, or any other illegal or 

dangerous drug. Moreover, the Governing Board Chair or his designee is authorized to recommend the 

extension of time periods or recommend the denial of employment or recommend the denial of 

reemployment to The Kennesaw Charter Science and Math Academy 

Academy Governing Board where appropriate facts warrant. In addition, the Governing Board Chair or his 

designee, upon good cause shown, considering the length of employment, record of the employee, 

evaluations of the employee and other relevant matters may sparingly, in appropriate cases, recommend 

to Governing Board a shortening of sanctions provided for herein. Provided, however, that each time the 

Governing Board Chair or his designee recommends to shorten such minimum sanctions, a full written 

report, along with said recommendation, shall be made to the Governing Board outlining the same for the 

Board’s consideration. 

 
Management Information Systems Training for Supervisors 

The Governing Board Chair or his designee shall promulgate such rules and regulations that conform to all 

state and federal requirements for reporting requirements and mandatory training. 

 
SECTION 504 OF THE REHABILITATION ACT OF 1973, 29 U.S.C. § 794, et seq., AND AMERICANS 

WITH DISABILITY ACT, 42 U.S.C. § 12112, et seq. 

This policy shall be amended from time to time in order to comply with state and federal legislation, 

including, but not limited to, Section 504 of the Rehabilitation Act of 1973 and Americans with Disability 

Act. Should any provision hereof be in contravention of state or federal legislation, then said state or 

federal legislation shall control. 

 
If a person has a disability that meets the requirements of ADA or Section 504 of the Rehabilitation Act of 

1973, the employee/applicant is still not protected there under unless the employee/applicant is also 

"otherwise qualified." To determine whether a person is qualified is a fact-specific, individual inquiry 

involving two steps. First, the person must satisfy the job's objective criteria, including, but not limited to, 

required education, training, experience, certifications, or licenses. Second, the person must be capable of 

performing the essential functions of the job either with or without reasonable accommodations. Being 

present to perform the job is considered an essential function of the job. A person who meets the disability 

requirements of the ADA or Section 504 of the Rehabilitation Act of 1973, who is otherwise qualified, shall 

be provided reasonable accommodations so long as it does not impose an undue hardship on Kennesaw 

Charter Science and Math Academy. The school shall not be required to extend the accommodations that 

would be unduly costly, substantial, disruptive, or fundamentally alter the nature or operation of the school. 

For purposes of this policy, the following shall apply: 

1. Alcoholism Protected. It is now well established that alcoholism is a disability and thus, 
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employees who are alcoholics are entitled to the protection of the Americans with Disability Act. 

2. Current Drug Abusers Not Protected. The Americans with Disability Act exclusively exempts from 

protection any employee or job applicant who "is currently engaging in the illegal use of drugs." 

Therefore, an employee who is currently addicted to and using illegal drugs is not an "individual 

with a disability" entitled to protection from adverse employment action. 

3. Recovering Drug Addicts Protected. While current users of illegal drugs are not considered an 

"individual with a disability," recovering and recovered drug addicts who no longer use illegal 

drugs are protected. 

4. Drinking Problems. The Americans with Disability Act does not protect persons who have a 

"drinking problem." To be considered "disabled" under the ADA, a person must have a physical or 

mental impairment that substantially limits a major life activity (or have a record of, or being 

perceived as having, such impairment). If an employee simply drinks too much from time to time, 

this in itself is not a physical or mental impairment. 

 

 
Omnibus Transportation Employee Testing Act of 1991 (OTETA), 49 U.S. C. § 31306, et seq., and 

Federal Highway Administration (FHWA) 

The Governing Board Chair or his designee shall confirm compliance with OTETA and FHWA rules and 

regulations. Should anything herein contravene OTETA or FHWA policy, OTETA or FHWA shall 

control if applicable. Employees and applicants of Kennesaw Charter Science and Math Academy are 

hereby put on notice of said legislation as if the same were specifically laid out herein verbatim. 

 
Family and Medical Leave Act (FMLA), 29 U.S.C. § 2610, et seq. 

The Kennesaw Charter Science and Math Academy Governing Board hereby adopts a policy which makes 

FMLA leave available for the treatment of substance abuse, provided that the treatment is by a health 

care provider or by a provider of health care services on referral by a health care provider. The Board 

shall not take action against an employee who has voluntarily entered a drug treatment program for 

substance abuse while on FMLA leave. However, the Board shall not be prohibited from taking action 

against an employee for violating the Board's established policy prohibiting substance abuse. Any 

employee who violates the Kennesaw Charter Science and Math Academy Governing Board’s substance 

abuse policy may be terminated. The Governing Board Chair or his designee shall assure compliance with 

the FMLA. 

 
Miscellaneous 

The Governing Board Chairman or his designee shall promulgate such rules and regulations to conform 

to the requirements of this policy, state or federal laws, rules or requirements. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: 3/26/18
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Complaints and Grievances  

F2 

 
The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which 
shall be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy 
replaces any previously approved school policy currently in place that provided direction on the items in this 
policy.  

 
Purpose: Informal Resolution Preferred 

It is the purpose of this policy to implement the provisions of the Act of the General Assembly of 1992, 

O.C.G.A. 20-2-989.5 et seq. In accordance with the foregoing, it is the policy of Kennesaw Charter 

Science and Math Academy that certified personnel shall have the right to present and resolve 

complaints relating to certain matters affecting the employment relationship at the lowest organizational 

level possible. The Board encourages all employees to resolve their complaints informally in a spirit of 

collegiality where possible. This policy and procedure is available where such efforts do not succeed, 

or where, for any other reason, the certificated employee desires to pursue this procedure. 

 
Definitions 

1. "Level One Administrator" means the school’s administrator with respect to teachers and other 

certificated personnel assigned to that school. With respect to the certified administrators 

supervised by the Governing Board the "Level One Administrator" shall be the Governing Board 

Chair. In any case not covered by this paragraph, the "Level One Administrator" shall be the 

supervisory certificated person designated by the Board or in the absence thereof, by the 

Governing Board Chair. 

2. "Complaint" means any claim or grievance by a certificated employee. 

3. "Notification" means delivery in person to the party entitled to notification, or deposit in the United 

States Mail, certified mail, return receipt requested, to the last known address of the party notified. 

 
Scope of Complaint, Exclusions 

Scope. Unless excluded by paragraph (b) hereof, this complaint and grievance procedure is applicable 

to any claim by any professional employee certificated by the Professional Standards Commission who 

is affected in his or her employment relationship by an alleged violation, misinterpretation, or 

misapplication of statutes, policies rules, regulations, or written agreements of this school or with which 

the school is required to comply. 

Exclusions. This procedure shall not apply to: 

1. Performance ratings contained in personnel evaluation and professional development plans 

pursuant to Code Section 20-2-210; 

2. Job performance; 

3. Termination, non-renewal, demotion, suspension, or reprimand of any employee 

4. The revocation, suspension, or denial of certificates of any employee, as set forth in Code 

Section 20-2-790; 

5. A certified employee, who chooses to appeal under Code Section 20-2-1160, if applicable, shall 

be barred from pursuing the same complaint under this policy. 

 

Hearing Rights, Evidence, Representation, Decisions, Records 

1. Hearing and Evidence. The complainant shall be entitled to an opportunity to be heard, to present 

relevant evidence, and to examine witnesses at each level, but the complainant may not present 

additional evidence at the Second Hearing level unless notice of the Complainant's intention and the 

evidence to be presented are submitted in writing five (5) days prior to the hearing to the 

Administrator who will preside at such level, and in the case of the local board, to the Governing 

Board Chair. When hearing an appeal from a prior level, the Governing Board shall hear and decide 
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all appeals de novo. 

2. Representation. At a Level Two Hearing, the Complainant and the administrator against whom the 

complaint is filed shall be entitled to the presence of an individual, including an attorney to assist in 

the presentation of the complaint and the response thereto. The Complainant shall bear his or her 

own costs of an advocate.  The costs of an advocate for an administrator against whom a complaint 

is filed may be paid by the school at its own discretion. The presence of any individual other than 

the Complainant and the Administrator at Level One is prohibited, except witnesses who present 

testimony or documents. 

3. Law Officer. The Governing Board may appoint a member of the State Bar to serve as law officer 

who shall rule on all issues of law and other objections, but such attorney shall not assist in the 

presentation of the case for either party. 

4. Overall Hearing Time Schedules. The overall time frame from the initiation of the complaint until 

rendition of the decision by the Board and notification thereof to the Complainant shall not exceed 

sixty (60) days. 

5. Automatic Referral to Next Level. Any complaint not processed by the administrator within the 

time frame required by this policy shall be forwarded to the next level for determination. 

6. Records. Accurate records of the proceedings at each level shall be kept; the proceedings shall be 

recorded by mechanical means; all evidence shall be preserved and made available to the parties; 

and all costs and fees shall be borne by the party incurring them unless otherwise agreed upon by 

the parties; except that the cost of preparing and preserving the record of the proceedings shall be 

borne by the Governing Board or school; provided however, the cost of transcribing the transcript of 

evidence and proceedings before the Board shall be borne by the party requesting same, and all 

costs of the record on appeal to the superior courts and appellate courts shall be paid by the party 

required to do so by the laws relating thereto. 

7. Decisions. Each decision shall be made in writing and dated, and shall contain findings of fact 

and reasons for the particular decision reached. Notice. The decision at each level shall be 

delivered to the Complainant by a person designated by the Governing Board Chair, either 

a. being hand delivered or (2) being deposited in the U. S. Mail (certified mail, return receipt 

requested). Notice to the Complainant shall be deemed to have been made on the date of 

hand delivery or on the date of deposit in the U. S. Mail by certified mail, return receipt 

requested to the address stated in the complaint or, if not contained in the complaint, to the 

last known address of the Complainant on file with the Governing Board. 

 
First time presentation, time and contents 

The complaint shall be presented in writing to the Level One Administrator within ten (10) calendar days 

after the most recent incident upon which the complaint is based. The complaint shall include the 

following: 

1. The mailing address of the Complainant to which all notices and other documents may be mailed; 

2. The intent of the Complainant to utilize this complaint procedure, clearly stated; 

3. A reference or description of the statute, policy, rule, contract provision or regulation that 

is alleged to have been violated, misinterpreted or misapplied; 

4. A brief statement of the facts reasonably calculated to show how such statute, policy, rule 

or regulation was violated or misapplied, and how it substantially affects the employment 

relationship of the Complainant; and 

5. A statement of the relief desired. The Governing Board Chair shall prepare forms for use in 

accordance with the foregoing requirements. 
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First Level Hearing and Decision 

The Level One Administrator shall record the date of filing on the complaint, and shall give notice to the 

Complainant of the time and place of the hearing, either by mail or hand delivery. When notice is given 

by mail, it shall be sent by first class mail to the address set forth in the complaint. If no address was 

included in the complaint, then the notice shall be sent to the last known address of the Complainant on 

file with the Governing Board. The Level One Administrator shall conduct a hearing on the complaint 

and render a decision thereon within ten (10) days of the filing of the complaint. The decision shall be 

dated and a copy shall be sent to the complainant as provided in Section 4 above. 

 
Second Level Hearing: Appeal from First Level 

A Complainant dissatisfied with the decision of the first level shall be entitled to appeal to the Governing 

Board by filing written notice of appeal with the Governing Board Chair. The appeal must be filed within 

ten (10) calendar days after the Complainant is notified of the Level One decision. The Governing Board 

shall record the date of the filing on the appeal and shall notify the Complainant in writing of the time 

and place of the hearing by mail or hand delivery. The Governing Board shall obtain copies of all 

minutes, transcripts, documents and other exhibits admitted as part of the record during the First Level 

Hearing.  The Governing Board shall conduct a hearing and render decision within ten (10) calendar 

days of the date of the filing of the appeal; alternatively, at the discretion of the Governing Board, the 

hearing may be conducted by any designated representative of the Governing Board who shall promptly 

submit his or her recommendations and findings to the Governing Board for final decision. The decision 

shall be rendered and served on the Complainant and/or his attorney.  

 
Reprisals Prohibited 

No certificated personnel shall be subjected to reprisals as a result of filing any complaint under this 

policy. Any reprisals may be referred to the Professional Standards Commission. 

 
Collective Bargaining Disclaimer 

Nothing in this policy shall be construed to permit or foster collective bargaining. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: 3/26/18
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Employee Work Load and Benefits Eligibility 

F3 
 

The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which shall 
be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy replaces any 
previously approved school policy currently in place that provided direction on the items in this policy.  
 
Authority for Regulation of Workload 

The Kennesaw Charter Science and Math Academy Governing Board shall require the Administrator(s), or 

in the case of the Administrator(s), the Human Resources Committee or Governing Board designee, to 

formulate necessary rules and regulations to regulate employee workload. 

 
Definitions for Eligibility 

A benefits eligible (“full-time”) employee is: 

1. A school teacher who is employed in a professionally certificated capacity provided that he or she 

works half time or more (but not less than 18 hours per week) and is considered a temporary 

employee or an emergency employee. 

2. A service employee who is employed in a non-certificated position; who is eligible to participate in 

the Teachers’ Retirement System and who works at least 60% of the time necessary to carry out 

the duties of the position (but not less than 20 hours a week). 

3. An employee who is eligible to participate in the Public School Employees Retirement System 

and who works at least 60% of the time necessary to carry out the duties of the position (but not 

less than 15 hours a week). 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: 3/26/18
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Equal Employment and Education Opportunities 

F4 

 
The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which shall 
be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy replaces any 
previously approved school policy currently in place that provided direction on the items in this policy.  

 
Non-Discriminatory Practices 

Federal law prohibits discrimination on the basis of age, race, color or national origin (Title VI of the Civil 

Rights Act of 1964); sex (Title IX of the Educational Amendments of 1972 and the Perkins Act of 1998); or 

disability (Section 504 of the Rehabilitation Act of 1973 and Americans With Disabilities Act of 1990) in 

educational programs or activities receiving federal financial assistance. 

 
Employees, applicants for employment or Governing Board, students, parents and the general public are 

hereby notified that Kennesaw Charter Science and Math Academy does not discriminate in any 

educational programs or activities or in employment policies. 

 
Implementation of Non-Discriminatory Policy 

The following individuals have been designated as the employee responsible for coordinating the Board's 

efforts to implement this non-discriminatory policy: 

 
Governing Board Chair 

School leader  

Special Education Coordinator, as assigned by the local school system 
 
Inquiries concerning the application of Title VI, Title IX, Section 504 or ADA of the policies and practices of 

the Board may be addressed to the person listed above at: 

 
Kennesaw Charter Science and Math Academy 3010 Cobb Pkwy NW, Kennesaw, GA 30152 

 
Inquiries may also be addressed to the Regional Office for Civil Rights, Atlanta, Georgia 30323; or to the 

school leader, Office for Civil Rights, Education Department, Washington, DC 20201. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: 3/26/18
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Faculty Dress Code  

F5 
 

The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which 
shall be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy 
replaces any previously approved school policy currently in place that provided direction on the items in this 
policy.  

 
The Kennesaw Charter Science and Math Academy Governing Board and the courts consider the 

teacher as an exemplar. In fulfilling this "ideal role" model, faculty members must be neat, clean and 

appropriately dressed according to the school’s designated staff dress code or other dress code 

approved by the appropriate level of authority as defined below. The wearing of immodest or suggestive 

clothing is prohibited. 

 
The Administrator(s) will be responsible for establishing staff dress codes yearly. The Human 

Resources Committee or Governing Board designee will be responsible for establishing the dress code 

of the Administrator(s) yearly. 

 
The current dress code in effect can be found in the Staff Handbook. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: 3/26/18
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Full Time Staff Positions  

F6 
 

The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which 
shall be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy 
replaces any previously approved school policy currently in place that provided direction on the items in this 
policy.  
 

All staff positions are created only with the approval of the Board. It is the Board's intent to activate a 

sufficient number of positions to accomplish the school's goals and objectives. 

 
Before any new position is established, the) school leader will present for the Board's approval a job 

description for the position job’s performance responsibilities. The Board also instructs the 

administration to maintain a comprehensive and up-to-date set of job descriptions of all positions in the 

school. 

 
Nothing prohibits the school’s leader from reclassifying positions into part-time positions equivalent to 

budgeted positions approved by the Governing Board. The school leader shall notify the Governing 

Board of any staffing changes required to implement the school program and of reclassified positions in 

a timely manner. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: 3/26/18
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Gifts to Staff Members 

F7 
 

The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which shall 
be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy replaces any 
previously approved school policy currently in place that provided direction on the items in this policy.  

 
Staff members shall accept no gratuities, gifts, or favors that might impair or appear to impair professional judgment, 

nor offer any favor, service, or things of value to obtain special advantage. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: 3/26/18
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Harassment  

F8 
 

The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which 
shall be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy 
replaces any previously approved school policy currently in place that provided direction on the items in this 
policy.  

 
The policy of the Kennesaw Charter Science and Math Academy Governing Board forbids 

discrimination and retaliation against any employee or applicant for employment on the basis of any 

sex nature. The Governing Board will not tolerate sexual harassment activity by any of its employees. 

This policy similarly applies to non-employee volunteers who work subject to the control of school 

authorities. 

 
Unwelcome Conduct of a Sexual Nature 

Conduct of a sexual nature may include verbal, physical, written, audio, and visual sexual advances, 

including subtle pressure for sexual activity; touching, pinching, patting, or brushing against; comments 

regarding physical or personality characteristics of a sexual nature; and sexually-oriented “kidding,” 

“teasing,” double entendrès, and jokes. 

 
Verbal, physical, written, audio, and visual conduct of a sexual nature may constitute sexual 

harassment when the allegedly harassed employee has indicated, by his or her conduct, that it is 

unwelcome. 

 
An employee who has initially welcomed such conduct by active participation must give specific notice 

to the alleged harasser that such conduct is no longer welcome in order for any such subsequent 

conduct to be deemed unwelcome. 

 
Sexual Harassment 

For the purpose of this policy, unwelcome sexual advances, requests for sexual favors, and other 

verbal, physical, written, audio, and visual conduct of a sexual nature constitute sexual harassment if: 

■ Submission to the conduct is made either as an explicit or implicit condition of employment; 

■ Submission to or rejection of the conduct is used as a basis for an employment decision 

affecting the harassed employee; or 

■ Conduct substantially interferes with an employee’s work performance, or creates an 

intimidating, hostile, or offensive work environment. 

 
Specific Prohibitions for Administrators and Supervisors 

It is sexual harassment for an administrator or supervisor to use his or her authority to solicit sexual 

favors or attention from subordinates when the subordinate’s failure to submit will result in adverse 

treatment, or when the subordinate’s acquiescence will result in preferential treatment. 

 
Administrators and supervisors who either engage in sexual harassment or tolerate such conduct 

by other employees shall be subject to sanctions, as described below. 

 
Non-administrative and Non-supervisory Employees 

It is sexual harassment for a non-administrative and non-supervisory employee to subject another 

such employee to any unwelcome conduct of a sexual nature. Employees who engage in such 

conduct shall be subject to sanctions as described below. 

 
Reporting, Investigation, and Sanctions 

It is the expressed policy of the Governing Board to encourage victims of a sexual harassment to 
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come forward with such claims. This may be done through the Employee Complaints and 

Grievances Procedure to the Human Resources Department/professional followed by the Grievance 

Policy of the Governing Board if the grievance is not handled in accordance to the organizational 

structural protocols in a timely fashion. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: 3/26/18  
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Internal Candidates  

F9 
 

The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which 
shall be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy 
replaces any previously approved school policy currently in place that provided direction on the items in this 
policy.  

 
The Kennesaw Charter Science and Math Academy Governing Board reserves the school leader of 
Kennesaw Charter Science and Math Academy’s ability to recruit, interview, and hire qualified internal 
candidates before posting jobs externally.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: 3/26/18
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Non-School Employment and Personal Activities 

F10 
 

The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which 
shall be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy 
replaces any previously approved school policy currently in place that provided direction on the items in this 
policy.  

 
Non-school employment and personal activities shall not conflict with school duties, interests, and 

responsibilities. Unless previously approved by a direct supervisor, or in the case of the school leader, 

the board, employees non-school employment and personal activities may not be partaken in during 

school hours.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: 3/26/18
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Part Time Staff Positions  

F11 
 

The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which 
shall be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy 
replaces any previously approved school policy currently in place that provided direction on the items in this 
policy.  

 
All part time staff positions are created and hired in the same manner as all other positions in the school. 
 
Nothing prohibits the) school leader from reclassifying part-time positions into different part- time 

position configurations or full-time positions equivalent to budgeted positions approved by the 

Governing Board. The school leader shall notify the Governing Board of any staffing changes required 

to implement the school program and of reclassified positions in a timely manner. 

 
Part-time schedules are set by the school leader and administrative staff will be determined by the need of the 

school (i.e. Homeroom teachers who job share do report the first full week of school, a full week of testing, etc.) 
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Personnel Extra Duty  
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The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which 
shall be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy 
replaces any previously approved school policy currently in place that provided direction on the items in this 
policy.  

 
Certified and/or salaried staff members shall carry out their respective parts in general school activities 

and Parent Teacher Organization, as well as participating in community life, activities, and affairs. 

Certified and/or salaried staff members are required to devote such time as may be necessary before 

the school day, during the school day, and after the close of the school day to carry out the full 

responsibility of the school. Responsibilities may include but are not limited to: lunch duty, car rider duty, 

attendance at school functions, or other supervisory responsibilities. 

 
Classified and/or hourly staff members should refer to Policy F25, Overtime Non-exempt Employees, 

regarding compensatory time for working hours exceeding their regular contract. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: 3/26/18   
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Personnel Layoff (Reduction in Force)  
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The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which shall 
be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy replaces any 
previously approved school policy currently in place that provided direction on the items in this policy.  

 
Responsibilities and Prerogative of the Governing Board 

The most important functions of the Governing Board are to employ personnel and manage resources 

within the limitations defined by the funding sources of the school. Consequently, it shall be the 

prerogative of the Kennesaw Charter Science and Math Academy Governing Board (hereinafter the 

“Board”) to abolish job positions, to reduce the length of the work year and salary of classified (non-

certificated) personnel (hereinafter “to downgrade”) and/or to reduce the number of employees when 

seeking to cope effectively with program changes, financial exigency or loss of funding. 

 
Reasons for Reduction in Force (“RIF”) 

The Board shall consider a reduction in the work force to include the abolition of job positions, the 

downgrading of an employee’s position, and/or the reduction of the number of employees, as a response 

to the following: 

1. A decrease in student enrollment at Kennesaw Charter Science and Math Academy which 
would necessitate a decrease in personnel or a discontinuation of programs; 

2. A change in state or local curriculum, personnel, or financial practices which would necessitate a 
change in or elimination of program or services provided by Kennesaw Charter Science and Math 
Academy; 

3. A loss of funds due to a reduction in state funds, reduction in local funds or other funds that make 
necessary a reduction in spending; 

4. A lack of funding for programs, personnel, or services provided by the School; 
5. Any reasonable reorganization plan to achieve a more efficient School. 
 
Applicability of Policy 

This RIF policy shall apply to all personnel employed by Kennesaw Charter Science and Math Academy 

but nothing in this policy shall be construed to extend to any employee substantive or procedural rights not 

required under state law. This policy is not to be construed to extend to personnel any expectation of re-

employment or due process rights; nor is this policy to be construed to mandate the promotion, transfer, 

reassignment or downgrade of an employee to any other position with Kennesaw Charter Science and 

Math Academy, even though the employee who is to be terminated may be qualified for a higher or other 

position. 

 
RIF Procedures 

When the Governing Board determines that the application of this reduction in force policy is necessary, it 

shall be the school leader’s primary responsibility to prepare for presentation to the Board a plan for 

reduction in force (RIF). 

 
In proposing the plan, the Governing Board may: (1) determine the group(s) of employees to which the 

RIF will be applied, (2) select individuals or positions to be subject to the RIF, or (3) any combination of 

(1) and (2). Factors to be considered by the Board Chair in devising a RIF plan may include, but shall not 

be limited to, the expertise, effectiveness, overall job performance, and length of continuous service of 

individual employees with the Board. 

 

 
 
 



 

  

 

    
 

Notice 

If the Board implements the RIF to terminate an employee(s) under this policy, the Board Chair shall so 

notify the school leader, who shall then notify the affected employee(s). This policy shall not limit 

the Board in taking any other action authorized by board policy, or state or federal law, including the right 

to terminate the employment of any at will employee outside of the scope of this policy. 
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Personnel Records  
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The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which 
shall be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy 
replaces any previously approved school policy currently in place that provided direction on the items in this 
policy.  

 
It is the policy of the Kennesaw Charter Science and Math Academy Governing Board that the 

provisions of the Open Records Act found in the Official Code of Georgia at Section 50-18-70 and 

the following sections shall be complied with by this school. 
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Personnel Record Check 
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The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which shall 
be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy replaces any 
previously approved school policy currently in place that provided direction on the items in this policy.  

 
Fingerprinting/Criminal Records Check – Certificated Personnel 

All personnel, certificated as well as non-certificated, employed by Kennesaw Charter Science and Math 

Academy shall be fingerprinted and have a criminal record check before they begin employment.  

 
All certificated personnel shall have fingerprinting and a full criminal record check made as required by law 

upon any certificate renewal application to the Professional Standards Commission. In addition to the 

criminal record check, fingerprinting is also required for all certificated personnel if they were not 

previously fingerprinted by Kennesaw Charter Science and Math Academy.  

 
Fingerprinting/Criminal Records Check – Non-Certificated Personnel 

Non-certificated personnel employed by the Board shall initially be fingerprinted and have a criminal 

record check. It is the policy of the Kennesaw Charter Science and Math Academy Governing Board that 

fingerprinting and full criminal record checks of non-certificated personnel continued in employment in the 

school shall occur each fifth (5th) year such person is re-employed. Each year, non-certificated 

employees will also have a local check. 

 
The cost of the criminal record checks for all certificated and non-certificated personnel shall be borne by 

the employee. All employees bear the responsibility of notifying administration or the Chairperson for the 

Human Resources Committee of any arrest, conviction, or pleading of nolo contendere within 24 hours or 

prior to reporting to work, whichever comes first. 
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Personnel Separation  
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The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which 
shall be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy 
replaces any previously approved school policy currently in place that provided direction on the items in this 
policy.  

 
Provisions for Termination 

As at-will employees, any employee may be dismissed by the School leader for any reason not 

inconsistent with the law.  

 
Rights to Continued Employment (Tenure) 

Employees of Kennesaw Charter Science and Math Academy shall not acquire any rights to continued 

employment with respect to any position as a certified employee. 

 
Nonrenewal of Contract for Certified Employees 

All personnel shall be employed and assigned by the Administrator(s), or in the case of Administrator(s), 

the Governing Board designee, upon the recommendation of the Governing Board. Employment 

contracts of certificated professional personnel, if any, shall be in writing for each teacher and other 

professional employee certified that it intends to employ at the start of the following school year.  If the 

intention is to not renew the contract of a teacher or other certificated professional employee, the School 

leader shall notify such employee in writing of such intention. Kennesaw Charter Science and Math 

Academy retains the right to delay issuance of contracts to those employees on professional 

development plans.  
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Personnel Time Schedules 
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The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which shall 
be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy replaces any 
previously approved school policy currently in place that provided direction on the items in this policy.  

 

1. All certified personnel are employed on an at-will basis.   

2. School Year: The school year for certified and non-certified staff consists of 180 days, plus 10 

additional planning or staff development days for a total of 190 days. Administrator(s) shall work 

the equivalent of 210 days. 

 
It is expected that all certified and exempt staff will devote at least eight hours each school day to specific 

job duties. All school personnel shall spend no less than seven and one-half hours per day during pre- 

planning and post-planning weeks. Staff members are required to remain on duty throughout the full school 

day to devote such time as may be necessary after the close of the school day to carry out the full 

responsibilities of the school. 

 
Additional duties and participation in school-wide events, meetings, and professional collaboration are 

expected by all members of the staff. 

 
Punctuality in reporting for duty is expected. All staff members, both exempt and non-exempt, are 

expected to sign in daily according to office procedures, unless otherwise approved, in advance, by the 

Director. 
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Professional Personnel Compensation, Guides, and Contracts 
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The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which 
shall be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy 
replaces any previously approved school policy currently in place that provided direction on the items in this 
policy.  
 

Teachers are paid according to Kennesaw Charter Science and Math Academy salary schedule. The 

salary schedule is based on training and experience with increments granted after stated periods of 

service. Principals and other professional personnel having duties beyond those of regular teachers or 

jobs requiring highly specialized training not required of a regular teacher may receive amounts above 

the regular schedule by action of the Board. Such additional amounts are based upon the duties and 

responsibilities of the positions involved. Additional responsibilities and duties assigned to an employee 

for whom supplements are paid do not become a part of a tenured contract. 

 
The Governing Board employs all teachers, principals and other certificated personnel on the 

recommendation of the School leader. The Governing Board employs the School leader and/or the 

Administrator(s) on the recommendation of the Governing Board Executive Committee or its designee. 

 
Employment contracts, if any, must be in writing and signed by such personnel and by the Governing 

Board Chair on behalf of the Board.  A contract is not valid unless in writing.   
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Salary Deductions 
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The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which shall 
be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy replaces any 
previously approved school policy currently in place that provided direction on the items in this policy.  

 
The Governing Board shall make periodic deductions from the salaries of employees to pay premiums on 

life, accident, health, or annuity insurance, or all or any kind of insurance, upon a group insurance plan. 

The Board may enter into agreements with insurance companies when desired by the employees, and the 

premiums are remitted to the insurance company. Participation by employees shall be on a voluntary 

basis, and any such insurance does not affect workers' compensation benefits. Employees of Kennesaw 

Charter Science and Math Academy shall be entitled to participate in the cafeteria plan portion of the 

Revenue Act of 1978 and of Section 125 of the Internal Revenue Codes. In addition to salary deductions 

listed above, and those for federal income tax, some or all of the following deductions would also be 

applicable: 

 
1. Teachers Retirement System; 47-3-41 

2. State Income tax; 48-7-1 

3. Social Security; 47-18-41 

4. Group Insurance; 33-24-34 

5. Health Insurance, if contracted for with State Personnel 

6. Voluntary deduction approved by the Board 
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Staff Assignments  
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The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which 
shall be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy 
replaces any previously approved school policy currently in place that provided direction on the items in this 
policy.  

 
Staff assignments shall be approved by the Board upon the recommendation of the school leader.  The 

basic consideration in the assignment of professional personnel is the well-being of the program of 

instruction. The appropriateness of the assignment will have a significant effect on the morale of the 

professional staff and the effectiveness of the total educational program. 

 
It is the policy of the Board that personnel be assigned on the basis of their qualifications, the needs of 

the school, and their expressed desires. When it is not possible to meet all three conditions, personnel 

shall be assigned first in accordance with the needs of the school, second where the school leadership 

feels the employee is most qualified to serve, third as to expressed preference of employees in order of 

seniority in the school, all other considerations being equal. It is the desire of the board that the school 

leadership allot personnel in a way which provides the most equitable opportunities for children at 

Kennesaw Charter Science and Math Academy. 

 
In the case of vacancies in new or existing positions, consideration will be given to qualified applicants 

among current employees. At no time may any administrator or other certified employee be directly 

responsible for the supervision or evaluation of a member of the immediate family, i.e., spouse, 

children, mother, father, brother, sister, grandmother, grandfather, grandchildren, mother-in-law, father-

in-law, sister-in-law, brother-in-law, daughter-in-law, son-in-law, or any relative living in the household 

of the employee. An employee or board member shall remove oneself from the decision making 

process when required to make administrative or supervisory decisions which personally and 

individually affect a relative employed by the Board. 
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Staff Conflict of Interest 
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The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which shall 
be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy replaces any 
previously approved school policy currently in place that provided direction on the items in this policy.  

 
Conflict of interest is defined as the use of a position for personal gain. No employee shall give a written 

or oral endorsement to any company or representative for any periodical, book, product or service which 

may be offered for sale to schools, parents, students or other employees of Kennesaw Charter Science 

and Math Academy. 

 

Employees are prohibited from soliciting for personal gain during school hours or while performing as an 

agent of Kennesaw Charter Science and Math Academy. 
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Staff Leave  
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The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which 
shall be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy 
replaces any previously approved school policy currently in place that provided direction on the items in this 
policy.  

 
Bereavement or Death Leave 

The Governing Board of Kennesaw Charter Science and Math Academy adopts the following policy 

which shall be effective on that date that the policy is adopted by the Board. 

 
Death in Immediate Family 

In the event of a death in the immediate family of a benefits-eligible employee, a leave of- absence of no 

more than three days will be granted for the death of an immediate family member in state and up to five 

days for the death of an immediate family member out of state. Any absence due to the death of a 

person other than on the list below must be taken from personal leave. For the purpose of this policy, 

immediate family members are defined as: husband, wife, father, mother, son, daughter, brother, sister, 

father-in- law, mother-in-law, brother-in-law, sister-in-law, daughter-in-law, son-in-law, granddaughter, 

grandson, grandfather, grandmother, aunt, uncle, niece, nephew, and any relatives living in the 

immediate household of the employee. Exceptions to the above must be approved by the school leader 

or designee. 

Request for such leave shall be made in writing to the school leader or designee. 
 
Sick Leave Eligibility 

All benefits-eligible personnel employed by Kennesaw Charter Science and Math Academy shall be 

eligible for sick leave earned at the rate of one and one-fourth days for each school month worked, 

provided salary is earned for at least half of the work days in the month. Sick leave is not earned while 

the employee is on leave without pay. Any unused sick leave may be carried forward from one fiscal 

year to the next up to [days]. 

 
Eligibility for sick leave shall be based on the following: 

1. Personal illness 

2. Incapacity because of bodily injury 

3. Exposure to contagious disease by which the health of the students would be endangered by 

attendance on duty; Illness in immediate family which necessitates continuing supervision and 

care of employee. Immediate family shall include husband, wife, father, mother, brother, sister, 

son, daughter, or a person standing in loco parentis. Any days missed because of illness of any 

person other than on the list above must be taken from personal leave 

4. Maternity Leave - Sick leave may be utilized for absence due to physical disability related to 

maternity. However, if the school leader or designee disagrees with any doctor’s statement of 

disability or ability, it may appoint a physician of the same medical specialty as the employee’s 

physician for the purpose of receiving independent medical judgment 

 
A doctor's certificate may be required by the school leader designee at any time deemed necessary, but 

shall be required for any illness longer than three (3) consecutive days. 

 
Absence 

For any absence an employee shall file a leave form giving dates and reasons for absence. For 

absences beyond the three (3) days, a doctor's certificate or its equivalent shall be filed with the 

statement of absence. One copy of the form and the doctor's certificate shall be kept on file by the school 



 

  

 

 

leader. An employee knowing of a future confinement shall notify the immediate supervisor in writing as 

soon as it is medically determined by a physician, the anticipated date of confinement and the 

approximate date the employee can return to the assigned duties. A doctor's statement must accompany 

the employee’s statement. This is necessary in order to avoid any misunderstandings in the employment 

of the substitute or the employment of a replacement. 

 
After having exhausted accumulated sick leave, Family Medical Leave (if eligible), and all other leave 

and being off payroll for a period of thirty (30) days, the position shall be declared vacant. Following such 

a termination and after having received a statement from the doctor indicating physical and mental 

fitness for re-employment, a written request for re-employment may be submitted to the school leader or 

designee. 

 

Consideration will be given over new applicants, as vacancies within areas of preparation occur. 
 
Extended Leave 

Extended leave is defined as any qualified sick leave which extends beyond ten (10) working days. A 

written request for Family and Medical Leave/Extended Leave must be completed and submitted to 

Administrator(s), Human Resources Committee Chair, or Governing Board Designee. 

 
Advance Leave 

The Kennesaw Charter Science and Math Academy Governing Board recognizes that circumstances 

beyond an employee’s control may necessitate an absence from work before sick leave is earned. 

Advance leave credit may be approved by the school leader or designee. In all circumstances, 

employees will be advanced only what sick leave would be earned in one school year. In the event of 

separation of services, deductions in an amount sufficient to cover the sick leave not earned by said 

employee shall be made from the employee’s regular salary which may be due. If there are insufficient 

funds in the employee’s summer pay, the employee will be responsible for reimbursing Kennesaw 

Charter Science and Math Academy. Employees may apply for advance leave by submitting a request in 

writing to the school leader or designee. Advance leave may be granted for the reasons listed above. 

Absences due to personal illness or injury must be accompanied by a doctor’s certificate stating that the 

employee was unable to perform his/her duties. Advance credit for personal leave may be requested 

and will be approved or denied on a case by case basis. 

 
Attendance Incentive 

The Kennesaw Charter Science and Math Academy Governing Board, in its desire to recognize good 

attendance by its employees shall authorize the school leader to provide an attendance incentive 

yearly. 

 
Benefits 

All personnel benefits will be retained during sick leave. Persons no longer on payroll will be responsible 

for paying all insurance premiums. Persons will be eligible for continued insurance coverage until The 

Kennesaw Charter Science and Math Academy Governing Board has fulfilled its responsibilities to the 

employee. 

 

LEGAL LEAVE 

Kennesaw Charter Science and Math Academy employees are entitled to time off to vote in any 

municipal, county, state, or federal election or primary without loss of pay or benefits, not to exceed two 

hours, but if the employee's work begins at least two hours after the polls open or ends at least two 

hours before the polls close, this law does not apply. Time off must be approved by the immediate 

supervisor or designee. There shall be no loss of pay or benefits because of jury duty absence nor shall 

such employee utilizing jury leave be required to pay cost of employing a substitute. Employees may 

retain all jury duty pay. Request for such leave shall be made in writing to the employee’s immediate 



 

  

 

 

supervisor or designee. A copy of the jury summons should be attached to the request for leave. There 

shall be no loss of pay or benefits to an employee who is absent from employment for the purpose of 

attending judicial proceedings in response to a subpoena, or other court order or process which 

requires the attendance of the employee at the judicial proceedings. Request for such leave shall be 

made in writing to the employee’s immediate supervisor or designee. A copy of the subpoena or court 

order should be attached to the request for leave. 

 
MILITARY LEAVE 
 

Eligibility 

All persons employed in any capacity at Kennesaw Charter Science and Math Academy (other than 

those employed on a temporary basis) shall be entitled to military leave for ordered military duty with full 

employment and reinstatement rights as provided by law. An employee shall be allowed a leave of 

absence from the duties while performing ordered military duty. Request for such leave shall be made in 

writing to the employee’s immediate supervisor or designee. A copy of the military orders should be 

attached to the request for leave. 

 
Definition 

The term ordered military duty as defined by O.C.G.A. §38-2-279, shall mean the following: Any military 

duty performed in the service of the State or of the United States, including, but not limited to, attendance 

at any service school or schools conducted by the armed forces of the United States by an employee as 

a voluntary member of any force of the organized militia or any reserve force or reserve component of 

the armed forces of the United States pursuant to orders issued by the component State or Federal 

authority, without the consent of the employee. 

 
 

Requirements 

1. Reinstatement Right: All employees of The Kennesaw Charter Science and Math Academy 

Governing Board, other than those employed on a temporary basis, shall be entitled to military leave for 

ordered military duty. At the end of such ordered military duty, such employees shall have the right to 

reinstatement to the position, or substantially equivalent position held, at the beginning of such ordered 

military duty. 

2. Compensation: An employee shall be paid a salary or other compensation for a period of 

absence while engaged in the performance of ordered military duty and while going to and returning 

from such duty, not exceeding a total of eighteen (18) days in one calendar year and not exceeding 

eighteen (18) days in any one continuous period of such absence. 

3. Emergency: In the event the governor declares an emergency and orders an employee to 

State active duty as a member of the National Guard, such employee shall be paid a salary or other 

compensation while performing such duty for a period not exceeding thirty (30) days in any one 

calendar year and not exceeding thirty (30) days in any one continuous period of such State active 

duty service. 

4. National Emergency: In the event the Chair declares an emergency and orders an employee to 

active duty as a member of the United States Armed Forces, such employee shall be paid a salary or 

other compensation while performing such duty for a period not exceeding thirty (30) days in 

any one calendar year and not exceeding thirty (30) days in any one continuous period of such 

National active duty service. 

 
 
 
 
 
 



 

  

 

 

SICK LEAVE PART TIME PERSONNEL 

 

Eligibility 

To be benefits-eligible, a certified employee and paraprofessional must work 51% or greater and a 

classified employee must work 60% or greater. Part time employees working less than these 

percentages will not be benefits-eligible and shall therefore, not accumulate sick leave. 

 

 
PERSONAL LEAVE 
 

Eligibility 

■ Benefits-eligible staff are eligible to apply for personal leave 

■ Personal leave will be limited to three (3) days per school year and will be deducted from 

the employee’s accumulated sick leave. 

■ Request for such leave shall be made to the school leader or designee in writing at least 5 

business days in advance of the requested day (s) of personal leave, using a Leave Form. 

■ Personal leave cannot be taken without special approval of the School leader or designee. 

■ Personal leave will be granted dependent on assurance to the School leader or designee 

that the employee’s responsibilities will be covered. 

■ No carry-over of personal days will be allowed from one year to the next. Unused personal 

leave will be carried over as accumulated sick leave. 

■ Personal leave cannot be taken at the beginning of the school year, on teacher work days, 

parent conference days, in-service days, on the day(s) before or after a holiday except in 

extreme emergencies and with special approval of the School leader or designee. 

 
VACATION LEAVE FOR 12 MONTH EMPLOYEES 

 

Annual Leave for Twelve-Month Employees (Excluding Teachers) 

Annual leave is designated for all 12-month employees, excluding teachers, using the following scale and 

regulations for assignment and use: 

10 Days’ Vacation for 1 - 5 years’ service (5/6 day per month) 

15 Days’ Vacation for 6 - 10 years’ service (1 1/4 days per month) 18 Days’ 

Vacation for 11 - 15 years’ service (1 1/2 days per month) 

20 Days’ Vacation for 16 or more years’ service (1 2/3 days per month) 
 
An employee must earn vacation prior to taking any vacation days and must have pre-approval of 

the School leader or designee. Vacation days are earned at the rate indicated above for each month 

worked, provided salary is earned for at least half of the work days in the month. 

Vacation days are not earned while the employee is on leave without pay or when an employee is 

on leave using unpaid Family Medical Leave. 

 

Unused leave days will not accrue from year-to-year unless an exception is made by the Board. A majority of 

vacation days should be used at the same time teachers and students are also out of-school.

Employees may receive compensation for accumulated annual leave up to 30 days upon retirement or 

resignation. Unless approved otherwise by the Board, service for annual leave is based on years 

employed at Kennesaw Charter Science and Math Academy. Request for such leave shall be made in 

writing to the School leader or designee. 
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Personnel Evaluations  
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The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which 
shall be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy 
replaces any previously approved school policy currently in place that provided direction on the items in this 
policy.  

 

General Statement Regarding the Purpose of Personnel Evaluations 

The school is committed to supporting a learning community whereby all members, both certified and 

classified continually improve. The purpose of personnel evaluations is to assure formal 

commendations and recommendations for job performance.  The Governing Board expects all school 

employees to undergo a personnel evaluation by their supervisor as designed by school leadership, 

which follows all applicable state and district requirements, including TKES. For specific procedures see 

the KCSMA Procedure Manual   
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Upgrades in Certification and Pay  
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The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which 
shall be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy 
replaces any previously approved school policy currently in place that provided direction on the items in this 
policy.  
 
Educators procuring a higher level of certification shall be eligible for pay increases according to the 

salary schedule adopted by the Governing Board beginning in the next school year, if the educator 

provides to Kennesaw Charter Science and Math Academy documentation from the Professional 

Standards Commission that a higher certification level has been attained. 

 
Leadership certification pay increases shall only apply if the educator is serving in a leadership capacity, 

and if so, shall apply on a prorated basis according to the percentage of time filling the leadership 

capacity. 
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Overtime for Non-Exempt Employees  
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The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which 
shall be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy 
replaces any previously approved school policy currently in place that provided direction on the items in this 
policy.  

This policy shall apply to all employees defined as non-exempt under the Fair Labor Standards Act. 

Employees defined as exempt under the Fair Labor Standards Act are compensated at a 

professional/supervisory level and are not eligible for additional compensation since it is anticipated 

that their positions may require overtime. Kennesaw Charter Science and Math Academy Charter 

School has approved the use of overtime provided the following conditions are met: 

 
1. Overtime for non-exempt employees shall be defined as those hours or major fraction of hours 

beyond 40 worked in a seven-day workweek beginning at 12:01am on Monday and ending at 

12:00 midnight on Sunday. Employees in leave without pay status are not eligible to be paid 

overtime. 

2. All overtime hours worked will be compensated at the rate of one and one-half times the 

employee’s regular rate of pay. 

3. Compensatory time may be substituted for cash payment at the rate of one and one-half times 

the number of hours worked over 40 per week pursuant to an understanding arrived at 

between the employer and the employee prior to performance of the work. This understanding 

should be documented in writing. 

4. Employees may accrue up to 4 hours of compensatory time. After the employee has accrued 

the maximum compensatory time that has not been used as leave, all overtime must be paid in 

cash. 

5. Accrued compensatory time cannot be carried over for longer than the next pay period. 

Compensatory time must be used before the end of the fiscal year. All accrued compensatory 

time will be paid off on June 30 of each fiscal year. 

6. Accrued balances of compensatory time at termination of employment must be paid at a rate 

not less than the average regular rate of pay over the employee’s last three years of 

employment, or the employee’s final regular rate of pay, whichever is higher. 

7. The appropriate administrator must approve overtime in advance. 

8. Commensurate with records required by the Fair Labor Standards Act, a daily time record for 

non-exempt employees must be maintained by the administrator as an audit record for all 

regular and overtime hours worked. Employees not required to use time clocks must use the 

approved payroll form for clocking in and out.  The actual time the employee reports to work, 

begins his/her lunch break, ends his/her lunch break, and finishes work must be recorded. 

9. Employees required to work on a holiday are compensated at one and one-half times the 

employee’s regular rate of pay regardless of the number of hours worked during the week.  In 

order to be paid a salary for a scheduled holiday, an hourly employee must work the workday 

before and the workday after the holiday, or be in approved leave status. Employees in leave 

without pay status are not eligible to be paid overtime for a schedule holiday. 

Employees required to work additional hours in emergency situations or call outs that have been approved by 

the appropriate supervisor will be paid one and one-half times the employee’s regular rate of pay for the 

additional hours worked regardless of the number of hours worked in that week. Emergency situation include 

any sudden or unforeseen situation that could cause serious harm or damage to individuals or school property, 

situation that would prevent the normal operation of the school (power outages, flooding, etc.), or any other 

situation deemed an emergency by the school leader. Emergency hours must be approved by the school 

leader or designee. 

Adopted: 3/26/18



 

  

 

 

Travel Reimbursement 

F27 
 

The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which shall 
be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy replaces any 
previously approved school policy currently in place that provided direction on the items in this policy.  

Expenses incurred by Kennesaw Charter Science and Math Academy personnel associated with 

Kennesaw Charter Science and Math Academy Charter School- approved travel will be reimbursed. 

Mileage will be reimbursed at the prevailing mileage reimbursement rate utilized by the Internal Revenue 

Service. Legible receipts of expenses must accompany reimbursement requests. 

 
A Kennesaw Charter Science and Math Academy Charter School employee is eligible for reimbursement 

when the employee performs official school business, including pre-approved training and continuing 

education courses, away from the campus of Kennesaw Charter Science and Math Academy Charter 

School, and the employee incurs per diem and travel expenses.  For details on procedure see the KCSMA 

Procedure Manual F27-P1. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: 3/26/18



 

  

 

 

Fieldtrips and Enrichment Activities 

G1 
 

The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which shall 
be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy replaces any 
previously approved school policy currently in place that provided direction on the items in this policy.  

 
Focus of Fieldtrips and Enrichment Activities 

The Governing Board of Kennesaw Charter Science and Math Academy believes that well planned field 

trips and enrichment activities are important parts of the educational process. Instructional field trips 

occurring during the school day must be related to the written curriculum. The Administrator(s) should 

make every effort to protect classroom instructional time. 

 
All field trips and enrichment activities should be a cooperative activity involving teachers, pupils, 

administrators and parents. Trips/activities should be carefully planned for timely implementation as part 

of the instructional, co-curricular, or extracurricular programs of the school. For details regarding field trip 

procedures see the KCSMA Procedure Manual G1-P1 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: 3/26/18



 

  

 

 

Substitute, Volunteer, and Chaperone Records Check 

G2 
 

The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which shall 
be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy replaces any 
previously approved school policy currently in place that provided direction on the items in this policy.  

 
Fingerprinting/Criminal Records Check 

All individuals acting in the role of substitute or supply teacher, volunteer, or chaperone, who may be 

working with, chaperoning, or in the presence of students without direct supervision by Kennesaw Charter 

Science and Math Academy staff shall be initially fingerprinted and have a criminal background check. 

Each year, a local check will be conducted. Every three years, a new fingerprinting and criminal 

background check must be re- conducted. 

 
Substitute and supply teachers, volunteers, and chaperones are responsible for reporting any criminal 

history to school leader each year or immediately prior to serving in a substitute, volunteer, or chaperone 

capacity if convicted or plead nolo contendere. Failure to disclose information in a timely and accurate 

manner will result in removal from substitute capacity and reduced or removed privileges to volunteer and 

chaperone for a designated period of time that is at the discretion of the school leader. 

 
The cost of fingerprinting and criminal record checks, and if applicable, local yearly checks for all 

substitute teachers, volunteers, and chaperones shall be borne by the individual and not the school. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: 3/26/18   



 

  

 

 

 

Chaperone Duties and Responsibilities 

G3-R1 
 

The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which shall 
be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy replaces any 
previously approved school policy currently in place that provided direction on the items in this policy.  
 

To maximize safety for all students, staff, and parents attending school sponsored fieldtrips, the following 

duties and responsibilities are required of all parent chaperones or those who attend fieldtrips as part of the 

Kennesaw Charter Science and Math Academy Group. 

 
Á Each year, a local screening will be conducted, and every third year, a complete background check 

will be re- conducted. The cost for obtaining background checks shall be borne by the chaperone. 

Á Chaperones are required to disclose information pertaining to prior arrests or convictions, 

regardless of the amount of time that has passed, determination of guilt or innocence, or 

significance of the incident. Failure to disclose may result in restriction from attending the field trip 

and possible restriction from attending future school sponsored fieldtrips. 

Á All adults are to refrain from being in potentially compromising situations with students or other 

adults. 

Á All students must ride in school provided transportation both to and from the fieldtrip and during 

transport during a fieldtrip to multiple locations. At no time will students ride in cars unless prior 

approval by administration is granted in writing. 

Á Kennesaw Charter Science and Math Academy staff shall maintain a list of all chaperones and the 

students to which they are assigned. Chaperones are responsible specifically to supervision of these 

students; however, they also retain responsibility for general supervision and safety of all Kennesaw 

Charter Science and Math Academy students. 

Á Adults observing behavior by students or other adults that is contrary to school policy or 

procedure shall immediately report the incident to a Kennesaw Charter Science and Math 

Academy staff member or administration. 

Á Kennesaw Charter Science and Math Academy staff is responsible for taking roll of students prior to 

departure from any location, every time the group reconvenes, and periodically throughout the 

course of trip to ensure all students are present. Kennesaw Charter Science and Math Academy staff 

may not delegate this responsibility. 

Á The use of cell phones and texting should be for emergency use only when acting in a 

supervisory capacity. 

Á Chaperones may not bring siblings of their child who is attending the trip. This poses a liability for the 

school. 

Á Chaperones may not leave the group or venue at any time during the course of a fieldtrip from 

departure from the school to arrival at the school after the trip. 

Á Chaperones may not drink alcoholic beverages, use illegal substances, smoke or chew tobacco, or 

use profanity at any time during the course of a fieldtrip from departure from the school to arrival at 

the school after the trip. 

Á Chaperones should ensure that all students remain seated on the bus and strictly monitor 

behavior on the bus. Students are expected to be quiet while in heavy traffic, when 

exiting/entering the interstate, or when crossing a railroad track. 

Á Students should be escorted into and out of public bathrooms. At no time should any student, even 

a child of a chaperone, be left unattended in a bathroom. 

Á Students should never be left unattended by an adult. 

Á Students should remain with their specific chaperone unless authorized by a Kennesaw 

Charter Science and Math Academy staff member. 



 

  

 

 

Á Students who become ill during the course of a field trip should be brought to a Kennesaw Charter 

Science and Math Academy staff member.  Parents of the student should be promptly contacted by 

the Kennesaw Charter Science and Math Academy staff member. The Kennesaw Charter Science 

and Math Academy staff member and chaperone will work collaboratively to ensure the child is 

properly attended. 

Á All procedures and rules specific to a field trip shall be strictly adhered to by all parents, students, and 

Kennesaw Charter Science and Math Academy staff. 

Á Students will be accompanied by an adult when crossing streets. Young children should be 

escorted by the hand across streets. 

Á Chaperones should refrain from socializing with other chaperones or Kennesaw Charter 

Science and Math Academy staff while supervising students. 

Á Chaperones and Kennesaw Charter Science and Math Academy staff are expected to participate 

in all activities planned as part of a field trip itinerary. 

Á Chaperones and Kennesaw Charter Science and Math Academy Staff should strictly enforce rules or 

procedures established as part of the Kennesaw Charter Science and Math Academy Discipline 

Code or those established by the venue. 

Á Chaperones and Kennesaw Charter Science and Math Academy staff are expected to 

provide direct instruction and modeling of appropriate behavior and etiquette in certain venues 

(e.g., restaurants, museums, etc.) 

 
Failure to comply with all procedures and expectations could result in a parent violation notice, loss of 

priority enrollment, and up to and including withdrawal from school. Staff members who do not follow the 

above procedures and expectations may be formally reprimanded, suspended without pay, or terminated. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: 3/26/18   



 

  

 

 

 

 

School Ceremonies and Observations  

G4 
 

The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which shall 
be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy replaces any 
previously approved school policy currently in place that provided direction on the items in this policy.  

 
Pledge of Allegiance to the U.S. Flag State Law 

The Pledge of Allegiance to the flag shall be conducted daily at Kennesaw Charter Science and Math 

Academy. Small flags shall be provided for each homeroom by the school. Students who do not observe 

flag allegiance shall not be required to observe this practice. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Adopted: 3/26/18 

 



 

  

 

 

Child Abuse and 

Neglect H1 
 

The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which 
shall be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy 
replaces any previously approved school policy currently in place that provided direction on the items in this 
policy.  

 
The Governing Board, in recognition of the fact that abused neglected children are less able to 

regularly attend school and perform to their maximum potential than are other children; and in 

recognition of the legal mandate which requires educators in Georgia to report suspected child abuse 

and neglect to the appropriate authorities herewith establish the following policy: 

 
Any person who has reason to believe that a child has had physical injury or injuries upon the child, 

other than by accidental means, by a parent, or a caretaker, or has been neglected or exploited by a 

parent or caretaker, or has been sexually assaulted, must report or cause a report to be made with 

immunity from liability in accordance with all local, state, and federal laws. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: 3/26/18



 

  

 

 

Hospital Home Bound 

H2 
 

The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which shall 
be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy replaces any 
previously approved school policy currently in place that provided direction on the items in this policy.  

 
Purpose 

The Governing Board is committed to providing Hospital/Homebound services (HHB) for continuity of 

educational services between the classroom and home or health care facilities for students enrolled at the 

school whose medical needs, either physical or psychiatric, restrict them to their home or a health care 

facility for a period of time that will significantly interfere with their educational progress.  For details 

regarding hospital and/or home bound students procedure see the KCSMA Procedure Manual.  For a copy 

of the KCMSA Hospital/Home Bound Referral Form can be found in the KCSMA Forms for Policy Manual 

H2-E1. 

 
Instruction 

Students will be instructed on the adopted curriculum of the school, in alignment with state/national 

standards, Section 504 Plan, IEP, and any local curriculum for classes in which the student is enrolled 

under the direction of the classroom teachers. 

 
Student Eligibility 

Eligibility for HHB service is based on the following criteria: 
1. The student must be currently enrolled at the school. Private or home school students or 

students enrolled at another public school are ineligible for services. 

2. The student must have a medical and/or psychiatric condition that is documented by a licensed 

physician or psychiatrist who is currently treating the student for the diagnosis presented. Only a 

psychiatrist can submit a medical request form for an emotional or psychiatric disorder. 

3. The student must be anticipated to be absent for a minimum of ten consecutive school days per 

year or the equivalent on a modified calendar or the student has a chronic health condition 

causing him or her to be absent for intermittent periods of time anticipated at a minimum of ten 

school days per year or equivalent on a modified calendar or five school days on a block 

schedule calendar. 

4. Students approved for Intermittent HHB services must be absent for three consecutive school 

days on each occurrence before HHB services will be provided. 

 
Application Process 

The parent/guardian, emancipated minor, or student 18 years or older should contact the school 

counselor to discuss HHB and obtain an application. 

 
The school leader or other designee will discuss eligibility, steps in the application process, and distribute 

the required paperwork. 

 
The parent or guardian must sign the parental agreement concerning HHB policies and procedures. A 

release for medical information relating to the reason for the request for HHB services shall be required 

by the school. 

 
The school may require the parent/guardian, emancipated minor, or student 18 years or older to sign the 

HIPAA form relating to the reason for the request for HHB services. If the request for the signed HIPAA 

form is made, it must be submitted before services are provided. 



 

  

 

 

The completed application must be returned to the school Director or other designee. An in complete 

application may cause a delay in the initiation of services. Only the original paperwork will be accepted 

as application for HHB services. 

 
Within five school days of receiving the completed application, the school leader or other designee shall 

notify the designated HHB teacher, parent/guardian, emancipated minor, or student 18 years or older of 

the time and place of the school team or IEP meeting to discuss HHB services. A telephone conference 

call or other electronic communication may be considered a meeting. At this meeting, an Educational 

Services Plan (ESP) will be developed for the student who will be served. This plan must address the 

disabling condition, anticipated length of absences, accommodations, and modifications to be addressed. 

 
An instructional services schedule will be set up by the HHB teacher. 

 
Attendance 

The student shall be counted present for the entire week when he or she is provided instruction on an 

individual basis or as part of a group by the HHB teacher for a minimum of three hours per week, which 

shall be documented by the HHB teacher. 

 
If the student is unable to receive HHB instruction during the school week due to his or her medical 

condition, the school may, at the school’s discretion, schedule a make-up session. Once the session is 

completed, the student may be counted present in accordance with Georgia State Board of Education 

Rule 160-5-1 Student Attendance. 

 
The health care facility providing HHB services to a student confined in the facility must submit verification 

of the number of instructional hours the student received to the school leader at the school for the student 

to be counted present during this time. 

 
Scheduling 

The time of the instructional session shall be arranged by the HHB teacher in cooperation with the 

parent/guardian, emancipated minor, or student 18 years or older. The time of the instructional session 

will typically occur during the school day. 

 
To comply with the Georgia State Board of Education Rule 160-4-2.31 Hospital/Homebound (HHB) 

Services and meet attendance requirements, a minimum of three hours of instruction per week must be 

provided for the student to be counted present by the school. 

 
Instructional Delivery 

An individual employed as a HHB teacher must be an employee of the school and must have knowledge 

of the curriculum and effective instructional strategies. 

 
HHB instruction can be offered on a one-on-one basis, in a small group at the home of the student, at the 

health care facility where the student is confined, or through online learning courses such as a virtual 

school or other approved online courses or delivery methods approved by the school leader. 

 
The type of instruction offered is based on the agreement as set forth in the ESP which shall take into 

consideration the cognitive ability and medical condition of the student. 

 
Instructional materials will be issued to the student or HHB teacher by classroom teachers prior to 

scheduled HHB visits. 



 

  

 

 

For students participating in online learning courses such as a virtual school or other approved online 

courses or delivery methods, the HHB teacher may facilitate the learning process, monitor assignments 

and provide tutoring assistance as defined in the ESP. Participation in the online course or via other 

online delivery methods will meet the requirement of the minimum of three hours of HHB instruction per 

school week for the HHB student to be considered present at school. 

 
All state mandated tests will be administered unless the student is approved to take an alternate 

assessment as stipulated in the ESP. 

 
Termination or Extension of Services 

Students will be released from HHB services when the projected return date on the Application for 

Hospital/Homebound Services Medical Referral Form (exhibit) is reached or if the licensed physician or 

licensed psychiatrist indicates that the student is released to return to school. 

 
If a student begins work in any capacity, goes on vacation during regularly scheduled school days, 

participates in extracurricular activities, or is no longer confined to home, services may be discontinued. 

 
When the student returns to school for any portion of the school day other than to participate in state- 

mandated standardized testing, services may be discontinued. 

 
If three HHB sessions are cancelled without citing extenuating circumstances beyond the control of the 

student or parent/guardian, services may be discontinued. 

 
When the conditions of the location where HHB services are provided are not conducive for instruction, or 

threaten the health and welfare of the HHB teacher, services may be discontinued. 

 
HHB services may be extended beyond the originally identified return to school date if the licensed 

physician or licensed psychiatrist submits a request for extended services. 

Reevaluation and medical updates may be required every four weeks.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: 3/26/18



 

  

 

 

Intermittent Home Bound - SPED 

H3-R1 
 

The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which shall 
be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy replaces any 
previously approved school policy currently in place that provided direction on the items in this policy.  

 
Student Eligibility 

Eligibility for Intermittent Home service is based on the following criteria and provided for under Section 

504 of the Rehabilitation Act (504) or the Individuals with Disabilities Act (IDEA): 

 
1. The student must be currently enrolled at the school. Private or home school students or 

students enrolled at other public schools are ineligible for services. 

2. The student must have a medical and/or psychiatric condition that is documented by a licensed 

physician or psychiatrist who is currently treating the student for the diagnosis presented. Only a 

psychiatrist can submit a medical request form for an emotional or psychiatric disorder. 

3. The need for services must be documented in the student’s 504 Plan or IEP. 

4. Students are not eligible if absence is due to communicable diseases (except as specific in State 

Board Policy IGCC), emotional problems, expulsion, suspension, abuse of chemical substances, 

or uncomplicated cases of pregnancy. Cases of complicated pregnancy will be approved only 

with a statement from a licensed medical physician (1) certifying that school attendance would 

endanger the life of the mother or the child, and (2) specifying the projected length of time this 

danger would exist. 

5. The student must be anticipated to be absent for less than ten school days at a time on an 

intermittent basis and must be physically able to profit from educational instruction. 

6. Students approved for Intermittent HHB services must be absent for three consecutive school 

days on each occurrence before HHB services will be provided. 

7. A new referral form is required at least annually for services to be provided. 

 
Criteria for Students under Section 504 or who are served through IDEA shall be as follows: 
 

SECTION 504 STUDENTS STUDENTS SERVED THROUGH IDEA 

Establishing Criteria  

ƀ Medical diagnosis of physical 

condition established by a licensed 

physician. 

ƀ Documented condition may result in 

frequent intermittent absences. 

ƀ Physician form must be completed 

annually 

ƀ Anticipated need for services should 

be documented in 504 Plan and 

continuum of services discussed. 

ƀ Copies of 504 Plan and medical 

referral form should be provided to the 

school leader or SPED designee. 

ƀ Medical diagnosis of physical condition 

established by a licensed physician. 

ƀ Documented condition may result in frequent 

intermittent absences. 

ƀ Physician form must be completed annually 

ƀ Anticipated need for services should be 

documented under health concerns in IEP 

minutes and continuum of services 

discussed. 

ƀ Copies of IEP or Amendment and medical 

referral form should be provided to the school 

leader or SPED designee. 



 

  

 

 

How to Access Services for Section 

504 Students 

How to Access Services for Students 

Served through IDEA 

ƀ Contact school leader or designee 

ƀ Primary teacher gathers 

assignments/materials for the Intermittent 

Home Service Provider. 

Assignments/materials may be sent home 

with the student or with the Intermittent 

Home Service Provider. 

ƀ Primary teacher calls home to explain 

assignments and to determine services 

needed. 

ƀ 40 minutes of instruction must be 

provided to be counted present per day. 

ƺ Student can make up time before and 

after school with primary teacher and 

parent must agree to transport student. If 

student is enrolled in after-school 

program, instruction may be provided in 

this timeframe. 

ƺ Student can be considered for any 

available before or after school tutoring 

or Saturday School. 

ƺ Services can be provided in the home by 
a designated 

Intermittent Home Service Provider. 

ƀ Contact school leader or designee 

ƀ Primary teacher gathers 

assignments/materials for the Intermittent 

Home Service Provider. 

Assignments/materials may be sent home 

with the student or with the Intermittent 

Home Service Provider. 

ƀ Primary teacher calls home to explain 

assignments and to determine services 

needed. 

ƀ 40 minutes of instruction must be 

provided to be counted present per day. 

ƺ Student can make up time before and 

after school with primary teacher and 

parent must agree to transport student. If 

student is enrolled in after-school 

program, instruction may be provided in 

this timeframe. 

ƺ Student can be considered for any 

available before or after school tutoring 

or Saturday School. 

ƺ Services can be provided in the home by 
a designated 

Intermittent Home Service 

Provider. 

Documentation of Provided Services Documentation of Provided Services 

ƀ Intermittent Home Service provider 

completes timesheet documenting direct 

services and turns it in to attendance 

clerk to make necessary adjustments to 

attendance data. 

ƀ A copy of the timesheet will be 

maintained in the IEP file. 

ƀ Intermittent Home Service provider 

completes timesheet documenting direct 

services and turns it in to attendance 

clerk to make necessary adjustments to 

attendance data. 

ƀ A copy of the timesheet will be 

maintained in the IEP file. 

 

Instruction 

Students will be instructed on the adopted curriculum of the school, in alignment with state/national 

standards, Section 504 Plan, IEP, and any local curriculum for classes in which the student is enrolled 

under the direction of the classroom teachers. 

 
Instruction will be provided as determined by the SST or IEP committee and may be offered in a variety of 

settings as provided for in these regulations. 

 
Services provided in the student’s home require the presence of an adult other than the Intermittent 

Service Provider during the entire home instruction period. 



 

  

 

 

The Intermittent Service Provider must be notified in advance if the student is unable to keep the 

appointment. 

 
The student is responsible for completing assignments as required by the teacher(s). 

Work will be submitted to the classroom teacher(s) for grading and recording. 

Termination or Extension of Services 

Services will be discontinued if student’s medical condition no longer results in frequent, intermittent 

absences OR become so frequent that the student is eligible for Hospital Homebound services. A referral 

for this program would then be required. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: 3/26/18



 

  

 

 

 
 

Inoculations  

H5 

 

The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which 
shall be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy 
replaces any previously approved school policy currently in place that provided direction on the items in this 
policy.  

 
The Governing Board of Kennesaw Charter Science and Math Academy adopts the following 

regulation which shall be effective on that date that the policy is adopted by the Board. 

Students attending Kennesaw Charter Science and Math Academy must meet the immunization 

requirements as prescribed by Georgia Law. 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: 3/26/18



 

  

 

 

Student Due Process 

H6 
 

The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which shall 
be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy replaces any 
previously approved school policy currently in place that provided direction on the items in this policy.  
 
KCSMA follows Cobb County Directives in regards to Due Process Referral for Discipline Hearing 

 

• The hearings are held at Kennesaw Charter Science and Math Academy during the school day. 

• The hearing is conducted by a designated Hearing Officer except in cases of permanent expulsion. 

• If the school has recommended permanent expulsion for the student, the hearing will be conducted by a 
three member Hearing Panel. The Hearing Panel will be made up of two school administrators and a designated 
Hearing Officer, who will serve as the facilitator. 

• Students may waive hearings; however, in cases where the student is alleged to have committed an act of 
physical threat or physical violence against a school employee, as defined by the Code of Conduct, both the 
employee victim and the student must waive the hearing. Therefore, if the employee does not consent to a waiver of 
the hearing, the student cannot waive the hearing. 

• If a student does not waive a hearing, or the hearing cannot be waived by the student, the hearing will take 
place with or without the student’s presence. 

• The hearing is a closed hearing and only the student, parents/guardians, the student’s representative (if 
other than the parent/guardian) and school administrations are present. If the student retains an attorney for the 
hearing, the schools attorney will be present to present the school’s case if requested by the Principal. If not 
presenting the case, the Board’s attorney will sit with and advise the Hearing Officer. 

• The student may be represented by an advocate, usually his/her parent/guardian. The school administration 
will present the case for the school.   

• If the student chooses to be represented by an attorney, Student Support must be notified 48 hours in 
advance so that the School Board’s attorney may be present. If this timeframe is not followed, the hearing may be 
rescheduled to allow for the attorneys to be present. 

• Witnesses for both sides will be sequestered (outside the hearing room) until testimony is allowed. Student 
witnesses should be provided a copy of, “Disciplinary Hearing Tips for Student Witnesses” (Form H6-K1). 

• The hearing is divided into two parts: The first part deals only with the violation and determines if the student 
violated the Code of Conduct as charged by the school; The second part of the hearing determines what 
consequence the student will receive if he/she is found to have violated the Student Code of Conduct during Part I. 

• Hearings will be scheduled within 10 school days of the date of the suspension unless the 
parent/guardian/student over 18 years old or older requests a delay or there is a delay because of scheduling 
attorneys.   

• Each side (student representative and administration) will be allowed to make an opening statement and 
present witnesses and evidence for their case. Each side, as well as the Hearing Officer and Hearing Panel, will be 
allowed to ask questions of all witnesses and presenters. Each side may make closing remarks during each part of 
the hearing 

• Hearsay evidence is permitted during the hearing and each side may present statements from persons not 
present. 

• Parents/guardians/student 18 years old or older may choose to stipulate to Part I of the hearing if there is no 
disagreement regarding the violation committed by the student. 

• Part II will begin with the reading of the decision from Part I. If the student is found to have violated the 
policy, the hearing proceeds. If the student is found not to have violated the policy, the student may return to school 
on the next school day. 

• The Hearing Officer or Hearing Panel may increase, decrease or uphold the school’s recommended 
discipline. Consequences for the violation of the Code of Conduct may range from the minimum allowed by the 
Code of Conduct to the maximum allowed for the infraction.   

• All parties in the hearing will receive the decision in writing at the close of the hearing with the rights 
afforded each party for appealing to the KCSMA Governing Board. 

• Decorum will be maintained throughout the hearing by all parties involved.            Adopted: 3/26/18 



 

  

 

 

Medicine  

H7 

 
The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which 
shall be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy 
replaces any previously approved school policy currently in place that provided direction on the items in this 
policy.  

 
Medication Policy 
If a student needs medicine to be administered during the school day, it must be in the original container and a 
completed permission form must accompany the medication. All medication will be stored and dispensed through 
the nurse’s office. This form may be obtained from the nurse’s office or the school’s front office. A parent/guardian 
must deliver prescription medications that are classified as controlled substances to the nurse’s office. Students 
should not bring medicine with them to school and administer it to themselves. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: 3/26/18  



 

  

 

 

 

School Admission 

H8 
 

The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which shall 
be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy replaces any 
previously approved school policy currently in place that provided direction on the items in this policy.  
 
Eligibility 

All students who are residents of Cobb County are eligible to apply to Kennesaw Charter Science and 

Math Academy. The school will not discriminate on the basis of intellectual or athletic ability, measures of 

achievement or aptitude, disability, proficiency in English, or any other basis prohibited by law. Students 

will not be required to complete any test or measure in order to be admitted to Kennesaw Charter Science 

and Math Academy. Once students are formally enrolled, formal and informal assessments will be 

administered to determine the most appropriate instructional plan and grade placement for each student. 

 
Registration 

Kennesaw Charter Science and Math Academy’s enrollment period is from February 1 until February 15 

of each calendar year for the following school year. Applications received after the February 15 deadline 

will be placed after all students from open enrollment are placed in a class or on a waitlist. No applications 

will be received before February 1. 

 
All applications for the Kennesaw Charter Science and Math Academy lottery must be electronically 

submitted via the link posted at www.Kennesaw Charter Science and Math Academyacademy.com on or 

before 4:00 p.m. February 15. Regardless of Kennesaw Charter Science and Math Academy being closed 

on February 15th, all applications must be electronically submitted by 4:00 p.m. February 15. All 

applications must be complete. 

 
Regardless of the reason, failure to have a completed application electronically submitted via the school 

website above by this deadline will constitute a waiver of inclusion in the upcoming lottery for the following 

school year. 

 
Kennesaw Charter Science and Math Academy STRONGLY encourages all applicants to print/save an 

electronic receipt of the online lottery application, as prompted through the entry collection link. Any 

applications not timestamped by the deadline will be deemed to have waived participation in the lottery 

regardless of reason. 

 
All procedures regarding admission to Kennesaw Charter Science and Math Academy will be published in 

Kennesaw Charter Science and Math Academy Board Policy Manual, which is accessible on our website 

and at the school. 

 
A register of all complete and timely received applications will be kept in the office of Kennesaw Charter 

Science and Math Academy for review by applicants. Applicants are encouraged to assure their 

application is correctly catalogued on the register prior to the lottery. 

 
***In order to complete the registration process the following must be received by Kennesaw Charter 

Science and Math Academy: completed enrollment application (including the release of records and all 

required supporting documentation (such as proof of residency, immunizations). Applications which are 

timely received but are incomplete due to circumstances beyond the control of the applicant will be 

included in the lottery at the discretion of the director with a right of appeal to the Governing Board.*** 

 
Priority Enrollment 

Priority for enrollment will be given in the following order: 

http://www.brightenacademy.com/


 

  

 

 

1. CURRENTLY ENROLLED STUDENTS 

2. FACULTY, STAFF AND BOARD MEMBER CHILDREN: Children of full time faculty and full time 

instructional staff and current Governing Board Members. Full time instructional staff hired after the lottery 

date for the following school year will be given priority over Governing Board children. 

 
3. SIBLINGS: Siblings of students currently enrolled on the date of the lottery. For the purposes of priority 

enrollment, a sibling is defined as a child who lives more than 50% of the time in the same home and has 

the same parent or legal guardian as the current Kennesaw Charter Science and Math Academy student. 

The home and the parent / legal guardian must reside in Cobb County. 

 
4. OTHERS: All other eligible students 

 
Students who reside outside of Cobb County will not be enrolled at Kennesaw Charter Science and 

Math Academy, with the exception for children of staff members. 

 
Lottery 

Currently enrolled students will fill all seats first. In the event there are more returning students than seats, 

a lottery will be conducted for currently enrolled students.  Once all currently enrolled students have been 

placed, students of current teachers and staff will fill any open allotments. Students of current board 

members will next take any open allotments. In the event there are more children of Teachers, Faculty 

Staff and Board members than open seats, the applicants will be placed on a waitlist based on the order 

in which their name was drawn in the lottery. 

 
Children of Teachers, Staff members, faculty and Board members hired after the application deadline will 

be placed at the bottom of the teacher waitlist based on their date of hire. They will be given priority 

placement above children of Board members and the Sibling Group. 

 
Siblings of currently enrolled students (also called the Sibling Group) will be selected next to fill any 

allotments. In the event there are no vacant allotments, siblings of students will be placed on a waitlist in 

order of their selection in a lottery. This waitlist will only be used to fill vacant allotments after all those in 

the priority waitlist have been placed. Siblings of new students will be given sibling priority upon 

enrollment of placed sibling. Siblings will be placed on the wait list in an order that matches where the 

placed sibling was drawn in the lottery. 

 
If students of teachers / staff / board members, or siblings of students, do not fill the open allotments, then 

other open allotments will be filled by conducting a lottery of all non-priority applications that were timely 

received. All applicants not placed in the class will be put on a waitlist in the order they were selected in the 

lottery 

 
Wait List 

Lottery positions and waiting list positions will not be secured from year to year. Those offered the 

opportunity to enroll from the waiting list will have three days to complete the registration process before 

the opening will be offered to the next student on the waiting list. 

 
It is the responsibility of the wait listed parent or guardian to provide updated contact information including 

a phone number and address, and an email if possible. 

 
The Business Director will contact the next person on the wait list if a slot becomes available according to 

the policies set forth by the Kennesaw Charter Science and Math Academy Governing Board. The 

Business Director will contact wait listed parents by phone, and if available, by email. Every effort will be 

made to reach the individual in person; however, if this is not possible, a message will be left on the phone 

and/or email. 



 

  

 

 

The parents will be given 72 Hours to contact the Kennesaw Charter Science and Math Academy 

Business Director and make a decision to accept the opening. If contact or a decision is not made within 

this time frame, the next child on the wait list is extended the offer. 

 
Recruitment of students is the responsibility of Kennesaw Charter Science and Math Academy. Public 

notices will be made regarding the pre-enrollment period. During the recruitment process, Kennesaw 

Charter Science and Math Academy will provide parents of potential students with accurate information 

about the programs, services, and amenities available. 

 
Kennesaw Charter Science and Math Academy will provide the names and addresses of all enrolled 

students to the Cobb County School System no later than April 1, unless otherwise required by law. 

Kennesaw Charter Science and Math Academy will also provide any necessary data for state funding 

reporting and enrollment monitoring. It is assumed that the Cobb County School System will provide 

Kennesaw Charter Science and Math Academy access and support on the student information system 

being utilized. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: 3/26/18



 

  

 

 

School Attendance  

H9 

 
The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which 
shall be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy 
replaces any previously approved school policy currently in place that provided direction on the items in this 
policy.  

 
Purpose 

In order to receive maximum benefit from the instructional activities, students are expected to be in 

school each day unless excused for legitimate reasons. Your child's attendance patterns often have a 

direct link with achievement. Frequent absences hurt academic performance. Georgia State Law 

mandates that unless children are ill, they must be in school on time every day. Good attendance habits 

positively impact the learning process and carry over into the world of work. While teachers and 

administrators are charged with the responsibility of providing worthwhile daily activities for students, 

the student and their parents or guardians must assume responsibility for being punctual and regular in 

attendance. It is the position of the Kennesaw Charter Science and Math Academy Governing Board 

that every day at school is important and that no student ever be absent except for extraordinary 

reasons. For details on school attendance procedure see the KCSMA Procedure Manual H9-P1. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: 3/26/18



 

  

 

 

Student Attendance – Elementary School 

H10-R2 

The Kennesaw Charter Science and Math Academy Governing Board adopts the following regulation 

which shall be effective on that date that the policy is adopted by the Board. 

 
Kennesaw Charter Science and Math Academy Guidelines for Addressing Absenteeism, In Grades K – 5 

Absences will be followed up by school personnel in the following order: 

 
When a student is absent: 

The Teacher will check for a parent excuse or notification. 

The Teacher will give all excuses to the Attendance Clerk each morning by 9:30 a.m. 

Teacher(s) will assign makeup work and set a reasonable timeline for return of work. 

 
After three and four unexcused absences: 

The School will attempt to contact the parents by phone and/or email. 
 
After five unexcused absences: 

■ The School will make two attempts to contact the parent by phone/and or email. In addition, the 

Excessive Unexcused Absences letter #1 will be mailed or emailed to inform the parents of the 

student’s unexcused absences. 

■ However, if the student is in school, the student will be called in the office during these attempts 

and a “conference of record” will occur. This conference can replace mailing notice if the parent is 

reached by phone or is present. A copy of the student’s attendance report and the Excessive 

Unexcused Absences letter#1 will be given to the student to take home to assist the parent in 

correction of the record. (The conference of record will be recorded on a copy of the same 

attendance report and any notes of discussion with the parent/student. Also include signatures of 

all parties present.) 

■ If these steps fail to contact the parent then Certified Mail - return receipt the Excessive 

Unexcused Absences letter #1 and the attendance report. 

 
Upon the seventh unexcused absences: 

■ The School will ensure that the unexcused absences are verified. 

■ The School will send Excessive Unexcused Absences letter #2 via first class mail or email to 

inform the parents of the student’s unexcused absences. A copy of the current Cobb County 

Attendance Policy will be sent with the letter as well. 

■ However, if the student is in school, the student will be called in the office during these attempts 

and a “conference of record” will occur. This conference can replace mailing notice if the parent is 

reached by phone or is present. A copy of the student’s attendance report and the Excessive 

Unexcused Absences letter#2 will be given to the student to take home to assist the parent in 

correction of the record. (The conference of record will be recorded on a copy of the same 

attendance report and any notes of discussion with the parent/student. Also include signatures of 

all parties present.) 

■ The Student/Parent will be referred to the School Social Worker. Copies of the completed 

checklist [JBD-E(1)] and all letters shall be submitted with the referral. 

■ For Students under 16 years of age, the school will develop an intervention plan that requires a 



 

  

 

 

parent/guardian agreement to interventions which specifically address the attendance problem. If 

the intervention plan is not successful the School Social Worker will refer the student/parent to the 

Truancy Task Panel and complete required documentation. 

 

 
School days missed as a result of an out-of-school suspension shall not count as unexcused days for the 

purpose of determining student truancy. For a copy of the Excessive Absences Letter see the KCSMA 

Forms for Policy manual H10-F1 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: 3/26/18



 

  

 

 

Student Records 

H11 
 

The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which shall 
be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy replaces any 
previously approved school policy currently in place that provided direction on the items in this policy.  

 
Definition 

Student records shall be defined as all information about students recorded or collected in any format by 

local school systems or individual schools that may include educational/psychological assessments, 

school attendance records, personal data, health information, disciplinary actions, and/or academic 

progress. 

 
Custodial Responsibility 

Professional staff of the schools will review all records in their immediate keeping to assure that only 

responsible and documented information is maintained, removing as necessary extraneous or 

inappropriate information. The person in professional status responsible for maintaining records will be 

responsible for administering the use of the file in observance of due process and will guarantee that 

records contain factual, documented information on students. All information contained in any student 

records not meeting this requirement shall be removed. 

 
Records 

Student cumulative records must contain, but are not limited to: 

■ Identifying data 

■ Academic achievement 

■ Attendance data 

■ Standardized test scores 

■ Immunization records 

■ Required health screenings 

■ Proof of Residency 

■ Birth Certificate 

 
Academic achievement records of individual students of Kennesaw Charter Science and Math Academy 

shall be maintained per retention policy D5. These shall be housed in a fire-resistant place. No person or 

party, except the parents or legal guardians and students over eighteen (18) years of age, shall be 

permitted to examine or obtain information from the records of students except, (1) by the written consent 

of the student's parent or lawful guardian specifying records to be released, the reasons for such release, 

and to whom, and with a copy of the records to be released to the student's parents or lawful guardian and 

the student if desired by the parents, or (2) in compliance with judicial orders, or pursuant to any lawfully 

issued subpoena, upon the condition that parents or lawful guardians of the student are notified of all such 

orders or subpoenas in advance of the compliance therewith. (Divorce does not end a parent's right to 

review the child's records unless the courts specify that such review or contact is prohibited.) The records 

of the school concerning an individual student shall be used for appropriate educational purposes and for 

the promotion of the student's welfare. Student records shall be made available to an outside person or 

agency only under the following conditions: 

 
1. A "Release of Information" request is received by school officials duly signed by a parent of the 

student, or legal guardian, or by a student of legal age (18 years or older). File completed request 

in student cumulative record. 

 



 

  

 

 

2. A "Request for Information" request is received by school officials in the form of specific request 

from the court or a court order. Only information requested shall be provided and the parents 

and/or students shall be notified of all such orders in advance of compliance with the order. 

 
3. A "Request for Transcript" is received by school officials from a receiving school including schools 

operated by the Department of Juvenile Justice. Only information such as grades, attendance 

records, discipline records for students in grades 7-12, and group test scores should be included. 

Psychological reports and health reports cannot be released without having been specified in the 

signed "Release of Information" request as per #1 above. Schools must comply with appropriate 

requests for transcripts within 10 calendar days. 

 
4. In instances where requests for information might come from an outside agency such as the VA, 

working for the welfare of a student, the agency will file a release from the student or parent or 

guardian. In lieu of such a release, a form signed by a judge (not necessarily in the form of a 

subpoena) would suffice, provided the parent, student, or guardian is notified that such a form 

has been received. 

 
5. In instances where requests for information come from the Comptroller General of the United 

States, the Secretary of Health and Human Resources, Secretary of Education, an administrative 

head of an education agency or state educational authorities in connection with the audit and 

evaluation of federal programs or for the enforcement of federal legal requirements which relate to 

such programs, only that data which would not permit the personal identification of such students 

or their parents shall be released. This does not prevent federal officials, administrative head of an 

agency or state educational authorities to audit and evaluate provided confidentiality is maintained 

and information later destroyed. The only exception shall be when the collections of personally 

identifiable data is specifically authorized by federal law. Kennesaw Charter Science and Math 

Academy shall not withhold any student record because of nonpayment of fees. 

 
6. Student records shall be available to parents, legal guardians, and students of legal age, upon 

their written request. This does not include records that have the names of several students. 

Individual parents, guardians, or students may also inspect these records upon request. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: 3/26/18

 



 

  

 

 

Alcohol, Controlled-Substances, and Drug-Free School Zone 

H12 
 

The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which shall 
be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy replaces any 
previously approved school policy currently in place that provided direction on the items in this policy.  

 
Purpose 

Kennesaw Charter Science and Math Academy values the health and well-being of all students and 

believe their use or possession of alcohol and other drugs is harmful to their physical, emotional and 

mental health, and it is also wrong and unlawful. The Board believes the use of alcohol or other drugs 

decreases their ability to learn and may create dangerous situations for them, other students, or school 

system employees. 

 
It is the Board’s intention to maintain a safe, healthy environment conducive to learning for all students 

and to protect the reputation of Kennesaw Charter Science and Math Academy. 

 
Application of Policy to Students 

This policy shall apply to all students and compliance with this policy is mandatory as per requirements for 

the Drug-Free Schools and Communities Act of 1989.  It shall further be the policy of Kennesaw Charter 

Science and Math Academy to provide age appropriate, developmentally based drug and alcohol 

education and prevention programs, which address the legal, social and health consequences of drug and 

alcohol use and to provide information about effective techniques for resisting peer pressure in the use of 

illicit drugs or alcohol for all students in the system. These programs shall provide information about any 

drug and alcohol counseling rehabilitation and re-entry programs available to students. 

 
Narcotics, Alcoholic Beverages, and Stimulant Drugs 

A student shall not possess, sell, use, transmit, or be under the influence of any narcotic drugs, 

hallucinogenic drugs, and amphetamines, barbiturates, cocaine, marijuana, controlled substances, 

alcoholic beverages, anabolic steroids, look-alike drugs, or intoxicants of any kind: 

■ On the school grounds during and immediately before or immediately after school hours 

■ On the school grounds at any other time when the school is being used by any school group 

■ Off the school grounds at a school activity, function or event 

■ En route to and from school or school activity on buses acquired for school activities. 
 
Use of a drug authorized by a medical prescription from a registered physician should not be considered a 

violation of this regulation. All prescription drugs shall be kept in the original container and housed in the 

office according to administrative procedures. 

 
Procedures for Handling Incidents of Abuse 

Procedures for handling incidents in the schools involving the possession, sale, and/or use of drugs, 

alcoholic beverages or any other behavior affecting substances shall be as follows: 

■ Definite assignments shall be given to personnel of Kennesaw Charter Science and Math Academy. 

■ The school leader will be responsible for carrying out the policy and its supporting procedures. 

■ The director will serve as the clearing point for records, reports, and inquiries relating to the 

school. 

■ Staff members will pass concerns to the Administrator(s) or counselor. 

■ The names of students will not be released. 

■ The police and the parents of any involved students shall be contacted immediately. 

■ Student offenses including possession, use, or sale of drugs, look alike drugs, alcoholic 

beverages, or drug paraphernalia will be heard by a discipline tribunal. An initial investigation 

must be completed and temporary consequences (suspension) are assigned by the school 



 

  

 

 

leader. These offenses shall be grounds for long term suspension, expulsion, or permanent 

expulsion. 

■ The school will cooperate with the police department by making every effort to identify and report 

the source of supply and by developing an in-service instruction program for staff members. 

■ The school will make every effort to help students having a drug problem by counseling, by drug 

abuse education, by cooperating with the county health department and individual physicians in 

appropriate health education and health care, and by other appropriate means. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: 3/26/18



 

  

 

 

Supervision of Students 

H13 
 

The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which shall 
be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy replaces any 
previously approved school policy currently in place that provided direction on the items in this policy.  

 
The school leader shall be responsible for developing rules and regulations regarding proper supervision 

over pupils. It is the duty of the teacher to exercise proper supervision over pupils in his/her charge, and to 

exercise reasonable care to prevent injury to said students. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: 3/26/18



 

  

 

 

Threats of 

Violence H14 
 

The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which 
shall be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy 
replaces any previously approved school policy currently in place that provided direction on the items in this 
policy.  

 
Purpose 

It is the policy of the Governing Board to take all reasonable steps to provide a safe environment for 

students and staff. To that end, any threat by an individual directed toward another individual, group of 

individuals and/or the school which, if carried out, would pose a potential danger to the life and safety 

of students and/or staff should be regarded and treated seriously. 

 
Responsibility for Reporting 

Any student who receives information concerning such a threat should immediately report that 

information to a teacher, counselor, or school administrator. The failure of a student to report such 

information may be treated as a disciplinary issue. 

 
Any employee who receives information concerning such a threat should take appropriate action to 

respond to the threat which could include taking steps to separate the student perceived to be a threat 

from the potentially threatening situation and/or reporting the information to the Administrator(s). If the 

staff member believes the situation is so serious as to warrant the notifying of outside authorities, the 

employee must notify the Administrator(s) so that the Administrator(s) can be responsible for taking 

such steps. If all reasonable steps to contact the administrator have been attempted and the 

administrator is not available, the employee will be responsible for notifying outside authorities. 

 
Administrative Action 

The Administrator(s) should take immediate steps to investigate and determine the factual 

circumstances of the threat and then determine the appropriate action to respond to it. Such action may 

include disciplining the student(s) involved as appropriate under school rules, contacting the parents of 

the student(s) involved, contacting appropriate law enforcement or other officials. Whenever the 

responsible Administrator(s) feels that it is necessary to contact outside officials to respond to a threat 

appropriately, the Administrator(s) should also contact the Governing Board. 

 
The Administrator(s) is authorized to include appropriate notices in student and staff handbooks 

indicating that all threats of violence will be taken seriously and urging students and staff to report all 

such threats to the Administrator(s). The Administrator(s) is also authorized to post at the school a 

notice indicating that all threats of violence will be taken seriously, will subject the offender to 

disciplinary action and may be reported, when appropriate, to law enforcement officials. 

 
 
 
 
 
 
 
 
 
 
 
Adopted: 3/26/18



 

  

 

 

Transfers and 

Withdrawals H15 
 

The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which 
shall be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy 
replaces any previously approved school policy currently in place that provided direction on the items in this 
policy.  
 

Students may formally enroll in Kennesaw Charter Science and Math Academy pending receipt of their 

immunization record, for a period not to exceed 30 calendar days from initial entry. The 30-day waiver 

may be extended from the date of the first admittance, whichever is earlier, for up to 90 calendar days, 

provided the student is a transfer student from an out-of-state school system to a Georgia school 

system, or a student entering kindergarten or the first grade from out-of-state. The student must provide 

documentation to the school from the local health department or a physician specifying that an 

immunization sequence has been started and that the immunization time schedule can be completed as 

specified in Policy JBC(1). 

 
A child expelled from a school in another school system may only be admitted to Kennesaw Charter 

Science and Math Academy following a tribunal conducted by administration and the Kennesaw Charter 

Science and Math Academy Governing Board. A student transferring from another school must have all 

outstanding disciplinary consequences resolved before the student will be admitted to Kennesaw 

Charter Science and Math Academy. 

 
An elementary or middle school student transferring from a school accredited by a regional or state 

accrediting agency may be placed in the grade and courses recommended by the school from which 

he/she is transferring. Alternative placement may be made upon review by the placement committee 

(composed of classroom teacher, special education teacher or gifted teacher, parents, and 

administrator) if the student’s age, maturity level, previous academic record, standardized test scores, 

and/or placement testing indicate that student’s needs can be better addressed at another grade level. In 

the event a consensus cannot be reached, the majority vote will prevail. 

 
If placement testing in mathematics and reading is deemed necessary, these guidelines should be 

followed: 

 
Placement will be determined by using selected items from the grade level placement test or an 

equivalent measure can be administered at the beginning of the school year. The current cumulative 

test may be used if entry occurs during the school year. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: 3/26/18



 

  

 

 

Weapons in School 

H16 
 

The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which shall 
be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy replaces any 
previously approved school policy currently in place that provided direction on the items in this policy.  
 

Purpose 

The presence of weapons on school property is detrimental to the welfare and safety of the students and 

school personnel, and is a violation of state law. No person shall carry, possess, or have under such 

person's control any weapon or explosive compound within a school safety zone, or in any school building, 

on school premises, at any school sponsored function or activity, in any school vehicle or bus; or in a 

private vehicle parked on school property, or on other public or private property in proximity to school 

property while attending school or a school sponsored or school related function. 

 
Definitions 

For purposes of this policy, the following definitions apply: 

■ A "school safety zone" is defined as the area in or within 1,000 feet of any real property owned by 

or leased to Kennesaw Charter Science and Math Academy 

■ "Weapon" means and includes any pistol, revolver, or any weapon designed or intended to propel 

a missile of any kind, or any dirk, bowie knife, switchblade knife, ballistic knife, any other knife 

having a blade of two or more inches, straight-edge razor, razor blade, spring stick, metal knucks, 

blackjack, any bat, club, or other bludgeon-type weapon, or any flailing instrument consisting of 

two or more rigid parts connected in such a manner as to allow them to swing freely, which may be 

known as a nun chahka, nun chuck, nanchaku, shuriken, or fighting chain, or any disc, of whatever 

configuration, having at least two points or pointed blades which is designed to be thrown or 

propelled and which may be known as a throwing star or oriental dart, or any weapon of like kind, 

and any stun gun or taser as defined in subsection (a) of Code Section 16-11-106. This section 

excludes any of these instruments used for classroom work authorized by the teacher.” Weapon 

shall also include any instrumentality or object which if used in an offensive manner could cause 

bodily injury to a person or property, or places a person in fear for his/her safety. (O.C.G.A. 16-11-

127.1; 15-11-37; P.L. 103-227).  Also prohibited are any explosive, incendiary, or poison gas and 

any type of weapon by whatever name known which will, or which may be readily converted to, 

expel a projectile by the action of an explosive or other propellant, and which has any barrel with a 

bore of more than one-half inch in diameter; and any combination of parts either designed or 

intended for use in converting any device into a destructive device described above from which a 

destructive device may be readily assembled. VIOLATION MAY RESULT IN EXPULSION FROM 

SCHOOL FOR A PERIOD OF NOT LESS THAN ONE CALENDAR YEAR AND/OR CRIMINAL 

PROSECUTION. 

 
Exceptions Georgia law provides the following exceptions are made to this policy: 

■ Competitors while participating in organized sport shooting events, or firearm training courses 

■ Persons participating in school-sponsored military training programs conducted by or on 

behalf of the armed forces of the United States or the Georgia Department of Defense 

■ Persons participating in law enforcement training conducted by the police academy certified by the 

Peace Officers Standards and Training Council, or by a law enforcement agency of the state or the 

United States or any political subdivision thereof 

■ The following persons, when acting in the performance of their official duties or when  enroute 

to or from their official duties; 

■ A peace officer as defined by Georgia law 

■ A law enforcement officer of the United States government 



 

  

 

 

■ A prosecuting attorney of this state or of the United States 

■ An employee of the Georgia Department of Corrections or a correctional facility operated 

by a political subdivision of this state or the United States who is authorized by the head of 

such correctional agency or facility to carry a firearm 

■ A person employed as a campus police officer or school security officer who is 

authorized to carry a weapon. 

■ A person who has been authorized in writing by a duly authorized official of the school to 

have in his/her possession or use a weapon to be used as part of a school-sponsored 

activity 

■ Persons employed in fulfilling defense contracts with the government of the United 

States or agencies thereof when possession of the weapon is necessary for 

manufacture, transport, installation, and testing under the requirements of such contract 

■ Those employees of the State Board of Pardons and Paroles when specifically 

designated and authorized in writing by the members of the State Board of Pardons and 

Paroles to carry a weapon 

■ The Attorney General and those members of his staff whom he specifically 

authorizes in writing to carry a weapon 

■ Probation supervisors employed by and under the authority of the Department of 

Corrections when specifically designated and authorized in writing by the director of the 

Division of Probation Public safety directors of municipal corporations 

■ Trial judges 

■ Medical examiners, coroners and their investigators who are employed by the State or 

any political subdivision thereof 

■ Teachers or other school personnel who are otherwise authorized to possess or 

carry weapons provided that the weapon is in a locked compartment of a motor 

vehicle or in a locked container or a locked firearms rack in the vehicle. 

■ Persons, other than students, licensed or having permits under O.C.G.A. §16-11-129 

or §43- 38-10, when: such person carries or picks up a student at a school building, 

school function or school property, on a bus or other transportation furnished by the 

school; 

■ such person has any weapon legally kept within the vehicle in transit through a 

designated school by any person other than a student; and 

■ such person has a weapon which is in a locked compartment of a motor vehicle or one 

which is in a locked container in or a locked firearms rack which is on a motor vehicle 

which is being used by an adult over 21 years of age to bring to or pick up a student at a 

school building, school function, or school property, or on a bus or other transportation 

furnished by the school; or when such vehicle is used to transport someone to an activity 

being conducted on school property which has been authorized by a duly authorized 

official of the school. 

■ Persons who reside or work in a business or who are in the ordinary course of 

transacting lawful business; 

■ Any person who is a visitor of such resident located within a school safety zone. 
 
■ The Administrator(s) shall prepare and have posted in a prominent place in each building 

of Kennesaw Charter Science and Math Academy the following notice: 



 

  

 

 

NOTICE: 

IT IS UNLAWFUL FOR ANY PERSON TO CARRY, POSSESS OR HAVE UNDER CONTROL ANY 

WEAPON AT A SCHOOL BUILDING, SCHOOL FUNCTION OR ON SCHOOL PROPERTY OR ON A 

BUS OR OTHER TRANSPORTATION FURNISHED BY THE SCHOOL. 

 
Penalties 

Any employee who has reasonable cause to believe that a student or other person is in violation of this 

policy shall make a written report of that fact and the name of the person suspected to the school leader or 

the school leader's designee. The school leader or other school officials or employees responsible at the 

school level for investigation of violations of this policy shall, as soon as possible, report any offense 

defined under this policy to the school leader or other person designated by the Board to receive such 

reports. The school leader, after being satisfied that the reported violation is true, shall make oral and 

written reports to the Governing Board Chair, the appropriate police authority, and the district attorney. The 

penalty for violation of this policy by bringing to school a weapon as defined above will be expulsion from 

school for a period of not less than one calendar year, except that the Governing Board may modify the 

expulsion requirement on a case by case basis when in its sole discretion determine that circumstances 

warrant same. 

 
The penalty for violation of this policy by bringing to school a weapon as defined above, other than a 

firearm, will be as provided in student disciplinary policies and may result in criminal prosecution. 

 
Students with Disabilities; 45 Day Interim Alternative Placement 

1. Any child with a disability who is determined to have brought a firearm to school may be placed 

in an interim alternative educational setting for not more than 45 days, as determined and 

ordered by a special education committee qualified to make special education decisions under 

20 USC 1401(a)(20). If a parent or guardian requests a due process hearing under IDEA, the 

child shall nevertheless remain in the alternative educational setting above referred to during the 

pendency of any proceeding conducted in connection therewith, unless the parents and duly 

authorized school system representatives agree otherwise. 

2. Students whose Misbehavior Is Unrelated To The Disability. Any student with a disability whose 

behavior is unrelated to the disability shall be subject to the one-year expulsion requirement for a 

"firearms" violation as defined above, the same as a student without such a disability, except to 

the extent that such expulsion is inconsistent with the Department of Education's final guidance 

concerning state and local responsibilities under the Gun-Free Schools Act of 1994, as amended, 

and that educational services shall not cease. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: 3/26/18



 

  

 

 

Seclusion and Restraint 

H17 
 

The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which shall 
be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy replaces any 
previously approved school policy currently in place that provided direction on the items in this policy.  

 
The Governing Board shall require that Kennesaw Charter Science and Math Academy comply with 

State Board of Education Rule 160-5-1-.35 concerning “seclusion” and “restraint”, as those terms are 

defined within the rule. 

 
This policy is not intended to prevent the use of physical restraint in limited circumstances where a 

student exhibits behaviors that place the student or others in imminent danger and the student is not 

responsive to verbal directives or less intensive de-escalation techniques. The Board of Education 

recognizes that in determining when and how to implement this policy and any procedures related to it, 

educators will have to exercise their professional judgment and discretion. Therefore, the policy is not to 

be construed as imposing ministerial duties on individual employees. Further, it is not intended to interfere 

with the duties of law enforcement or emergency medical personnel. 

 
For schools and programs within the district that use physical restraint as defined within the SBOE rule, 

the school leader or designee shall develop and implement written procedures governing its use, which 

shall include the following provisions: 

 
1. Staff and faculty training on the use of physical restraint; 

2. Written parental notification within a reasonable time, not to exceed one school day from the use 

of restraint, when physical restraint is used to restrain a student; 

3. Procedures for observing and monitoring the use of physical restraint; 

4. Documentation by staff or faculty participating in or supervising the restraint for each student in 

each instance in which the student is restrained; 

5. Periodic review of the use of restraint and the documentation described in item 4 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: 3/26/18



 

  

 

 

Student Dress Code 

H18-R1 
 

The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which shall 
be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy replaces any 
previously approved school policy currently in place that provided direction on the items in this policy.  
 

Kennesaw Charter Science and Math Academy Charter School has adopted this dress code to promote 

an educational atmosphere that minimizes distractions, maximizes learning, and teaches students the 

importance of dressing for success. Students’ dress should reflect self-respect and pride in their school. 

 
Students are expected to follow the school dress code as outlined in the student handbook whenever they 

are on campus during school hours or when attending school-related activities (field trips). 

 
Refer to Parent Handbook for specific guidelines. 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: 3/26/18



 

  

 

 

Bullying Directive 

H19 
 

The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which shall 
be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy replaces any 
previously approved school policy currently in place that provided direction on the items in this policy.  
 
Kennesaw Charter Science and Math Academy believes that all students have a right to a safe and healthy school 
environment. All schools within the district have an obligation to promote mutual respect, tolerance, and acceptance 
among students, staff, and volunteers. Behavior that infringes on the safety of any student will not be tolerated. A 
student shall not bully, harass, or intimidate another student through words or actions. Such behavior includes but is 
not limited to: direct physical contact such as hitting or shoving; verbal assaults such as teasing or name-calling; the 
use of electronic methods to harass, threaten or humiliate, and social isolation and/or manipulation. The KCSMA 
policy prohibiting bullying is included in the student code of conduct and includes but is not limited to the following:  
 
■ Any student who engages in bullying shall be subject to disciplinary action up to and including expulsion.  
 
■ Students are expected to immediately report incidents of bullying to the principal or designee.  
 
■ Students can rely on staff to promptly investigate each complaint of bullying in a thorough and confidential 

manner.  
 
■ If the complainant student or the parent of the student feels that appropriate resolution of the investigation 

or complaint has not been reached after consulting the school principal, the student or the parent of the 
student should contact the KCSMA Governing Board.  

 
■ KCSMA prohibits retaliatory behavior against any complainant or any participant in the complaint process.  
 
All students and/or staff shall immediately report incidents of bullying, harassment and intimidation to the school 
principal or designee. School staff members are expected to immediately intervene when they see a bullying 
incident occur. Each complaint of bullying shall be promptly investigated. This policy applies to students on school 
grounds, while traveling on a school bus to and from school or a school-sponsored activity and during a school-
sponsored activity. 
 
Bullying, harassment, or intimidation will not be tolerated. Disciplinary action will be taken after each incident of 
bullying and upon a finding of guilt. Disciplinary action after the first incident of bullying may include but is not limited 
to the following: 
 
■ Loss of a privilege  
■ Reassignment of seats in the classroom, cafeteria or school bus  
■ Reassignment of classes  
■ In-school suspension  
■ Out-of-school suspension  
■ Detention  
■ Expulsion (through appropriate due process hearing)  
 
If necessary, counseling and other interventions should also be provided to address the social-emotional, 
behavioral, and academic needs of students who are victims of bullying and students who commit an offense of 
bullying.  Students, parents/guardians and other stakeholders may report incidents of bullying to an administrator, 
teacher, counselor or other staff member by using the school district’s complaint procedures or by calling the 
Georgia Department of Education’s 1-877 SAY-STOP (1-877-729-7867) School Safety Hotline. Please note: Any 
form of electronic bullying (cyberbullying) using school equipment, school networks, e-mail systems or committed at 
school is strictly prohibited. 
 
 
The procedures for intervening in bullying behavior include, but are not limited, to the following: 



 

  

 

 

■ The school shall keep a report of bullying and the results of an investigation confidential.  
■ Staff are expected to immediately intervene when they see a bullying incident occur or upon receipt of any 

report of bullying.  
■ People witnessing or experiencing bullying are encouraged to report the incident to the school principal 

designee.  
 
The following actions will be taken when bullying is reported: 
 
1. Investigate: Upon receipt of any report of bullying, schools will direct an immediate investigation involving 

appropriate personnel. The investigation should begin no later than the following school day. The 
investigation shall include interviewing the alleged perpetrator(s) and victim(s), identified witnesses, 
teacher(s) and staff members and reviewing video surveillance if available. School police, school 
counselors, school social workers and/or other support staff should be utilized for their expertise as 
determined by the circumstances of the matter. 

 
2. Notify:  At an appropriate time during or after the investigation, parents/guardians of the accused and the 

victim must be notified. If the incident involves an injury or similar situation, appropriate medical attention 
should be provided and the parent/guardian should be notified immediately.  

 
3. Discipline: Upon confirming that bullying has occurred, the accused student should be charged with bullying 

and given an age-appropriate consequence which shall include, at minimum and without limitation, 
disciplinary action or counseling as appropriate under the circumstances. Students in grades six through 
twelve found to have committed the offense of bullying for the third time in a school year shall be subject to 
expulsion through appropriate due process by disciplinary hearing officers, panels, or tribunals. Schools 
should clearly communicate to all parties that retaliation following a report of bullying is strictly prohibited 
and may result in strong disciplinary action.  

 
4. Follow Up: Follow up is important to the accused and the victim. Implement a planned method to provide 

after-care and follow up. Reiterate to all the previously stated prohibition on retaliation.  
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
Adopted: 3/26/18 

 

 



 

  

 

 

Discipline Code 

H20 
The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which shall 
be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy replaces any 
previously approved school policy currently in place that provided direction on the items in this policy.  

 
The Discipline Code serves as a guide for school administrators dealing with discipline offenses. It is not 

intended to be an exhaustive list of every possible offense. Furthermore, every possible offense cannot be 

defined. The Administrator of the school or its designee has the authority to make disciplinary and other 

decisions based on the best interests of the students and the school. 

 
ALL VIOLATIONS OF LAW SHALL BE REFERRED TO THE PROPER LAW ENFORCEMENT 

AGENCIES BY THE SCHOOL ADMINISTRATOR IN ADDITION TO SCHOOL CONSEQUENCES. 

 
Discipline Policy 
 
KCSMA follows Cobb County’s discipline plan which involves teaching student procedures that, when followed, will 
prevent situations in which poor choices might be made.  While teachers use classroom expectations, rewards, and 
consequences customized for the needs of their students, all staff members use the following behavior plan: 
 
■ First offense: Warning 
■ Second offense: Teacher and student call parent 
■ Third offense: Student meets with an administrator, or designee, and parent contact is made. Student 

spends reflection time with an administrator or designee until behavior is successfully processed. Student is 
escorted to class and is responsible for making up any missed tasks. 

■ Fourth offense: An administrator, teacher or designee calls parent to remove student from school.  If fourth 
offense occurs after 1:00 p.m. the student may either be suspended or placed in an alternative setting for 
the following day. 

 
An important part of a student’s reflection process is the student telling parents about the bad choice that led to 
reflection time. Successful outcomes of this telephone call are two-fold:  
1. Student knows parents and administration/teacher are hearing the same information.   
2. Parents can talk with their student in real time, when details are fresh on the child’s mind. 
 
Reflections 
 
Students are sometimes asked to write reflections.  This gives them the opportunity to take responsibility for their 
actions, to discuss how their inappropriate actions impacted others, and to think about how they will do things 
differently next time. The reflection-writing process is much more effective when parents take time to discuss the 
reflection form with the student and help their student plan for what they will do next time. Reflections are important 
in helping children process behaviors. Please sign and return your child’s reflections  after discussing the behavior 
with your child, ensuring they have accepted accountability for their choices, and helping them plan more 
appropriate choices for the future.   
 
Bullying 
See H19 
 
DISCIPLINE OF STUDENTS WITH DISABILITIES 

Discipline of students with disabilities requires certain considerations because behavior may or may not 

be related to the disability. Following are general guidelines: 

1. Determine which students have been identified as disabled and review their IEPs or Section 

504 Plan at the start of the semester before there are discipline problems. 

2. An IEP or Section 504 Plan may include a Behavior Intervention Plan, which specifies how 

certain behaviors are to be handled. This plan should be followed in all school settings - regular 

or special (see * below). 

http://www.cobbk12.org/generalinfo/FamilyInformationGuide/2016-17FamilyInformationGuide-PostedCopy.pdf


 

  

 

 

3. Students whose IEPs or Section 504 Plan do not address behavior or discipline should be 

treated like non-disabled students with consideration of the disability (see * below). 

 
*In all cases, however, a student with a disability may not be suspended from school (including ISS - if the 

student does not receive the specified special education services) for more than a cumulative total of 10 

days per school year without further determination of appropriate consequences and placement to ensure 

student’s needs are being met according to their IEP. 

 
When the total number of suspension days nears 10 or a significantly disruptive behavior occurs, the 

following procedure should be followed: 

1. The LEA Director/Coordinator (or designee) of Special Education should be notified to assure 

that all due process procedures are followed. 

2. The IEP committee will carefully review the IEP and current placement to determine if the 

behavior is related to the disability and if changes should be made in the IEP. For Section 504 

students, the SST will review the 504 Plan and determine if the behavior is related to the 

disability. 

3. Classroom teachers should work closely with special education teachers and the Student 

Support Team to determine appropriate methods of discipline. 

 
IMPORTANT INFORMATION ABOUT THE DISCIPLINE CODE 

1. Students under short-term suspension must make-up any academic work missed during the 

suspension to receive credit. It will be the responsibility of the student to request make-up work. 

a. Students under suspension or expulsion are not allowed on campus or to attend 

Kennesaw Charter Science and Math Academy functions. 

2. Students are to notify an administrator or staff member when illegal items are found in the school 

building or on the school campus. Students are advised not to pick up items or to handle the 

illegal items. 

3. The school leader and or their designated representatives possess the authority to conduct a 

reasonable search of students, their possessions, their lockers, or their automobiles when on 

school property. The person conducting the search is required to have only reasonable suspicion 

to conduct such searches. 

4. Students should be aware that any adult employee of Kennesaw Charter Science and Math 

Academy has the authority to ask for a student's identity or to see other appropriate information. 

Kennesaw Charter Science and Math Academy employees have the authority to give a student 

reasonable instructions and to expect that those instructions be carried out. Refusal to identify 

one’s self or to carry out reasonable instructions will result in serious disciplinary action. 

5. Student disciplinary records are maintained separately, however Georgia Law requires the transfer 

of those records for grades 6-12 to another Georgia school district. 

6. These regulations apply to students: (a) who are on the school grounds during, immediately 

before, or immediately after school; (b) who are on the grounds at any other time that the school 

is being used by a school group; (c) who are off the school grounds at a school activity, school 

function, or event; (d) who are en route to or from any school function, or is otherwise subject to 

jurisdiction of school authorities. 

7. The school reserves the right to discipline behavior which is subversive to good order and 

discipline in the school, even though such behavior is not specified in the school's discipline code. 

8. The penalty for committing a physical act of violence against a school employee is expulsion for 

the remainder of the student’s school years. 

9. School administrators and staff have the responsibility to investigate all allegations prior to 

determining the discipline infractions. Parents will be notified if the investigation leads to a 

discipline referral. 

10. Students who are expelled from Kennesaw Charter Science and Math Academy may submit an 

appeal for re-enrollment the school year following the term identified in their expulsion. If the 



 

  

 

 

appeal is approved the student’s application will be handled following standard admission 

procedures. 

 

 
Bus Conduct Rules 

To protect the safety and well-being of all involved, pupils must adhere to established bus conduct rules 

while on field trips. Bus transportation privilege may be revoked if the pupil does not observe bus conduct 

expectations. 

 
Students should always conduct themselves in an orderly manner and obey all bus safety rules. All 

students are under the jurisdiction of the driver while aboard each bus. The driver is responsible for 

seating arrangements on each bus. Assignments to specific buses will be made by school authorities. 

 
Students will remain seated while the bus is in motion. Students must refrain from loud talking, horseplay, 

throwing object on or from the bus, or doing anything that will detract from the driver’s attention. All parts 

of the body must be kept inside the bus at all times. The use of profanity on the bus will not be allowed. 

Students must refrain from inappropriate display of affection. Students are expected to abide by the 

Kennesaw Charter Science and Math Academy Student Discipline Code. 

 
Anyone damaging a bus will be responsible for restitution. Smoking, chewing gum, eating, or drinking on 

the bus is not permitted. It is the responsibility of the driver and each rider to help keep the bus clean. 

Students shall not possess or use objects such as mirrors, lasers, flash cameras, or any other lights or 

reflective devices in a manner that might interfere with the bus driver’s operation of the school bus. This 

also includes the usage of any electronic devices during the operation of a bus in a manner that might 

interfere with the bus communications’ equipment or the bus driver’s operation of the bus. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: 3/26/18



 

  

 

 

Discipline Code Definitions 

H21-R1 
 

The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which shall 
be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy replaces any 
previously approved school policy currently in place that provided direction on the items in this policy.  

The following are definitions or same terms used in the discipline code: 

 
ACTS OF PHYSICAL VIOLENCE - Intentionally making physical contact of an insulting or provoking 

nature with the person of another or intentionally making physical contact which causes physical harm to 

another unless such physical contact were in defense of himself/herself. 

 
AFFRAY/FIGHTING – Offensive physical contact between two or more persons. 
 
AGGRESSION TOWARDS OTHERS – Intentionally making verbal, written, or recorded comments of an 

insulting or provoking nature to another person. Additionally, this includes engaging in a verbal conflict or 

physical intimidation/posturing. 

 
ANY ACT WHICH SUBSTANTIALLY DISRUPTS THE ORDERLY CONDUCT OF A SCHOOL, SCHOOL 

FUNCTION, OR EXTRACURRICULAR PROGRAM OR ACTIVITY - Behavior not specifically described 

above which substantially disrupts the orderly learning environment or poses a threat to the health, safety 

and/or welfare of students, staff, or others. May include being convicted of, being adjudicated to have 

committed, being indicted for, or having any information filed against for the commission of any felony or 

any delinquent act which would be a felony if committed by an adult 

 
ARSON - Unlawful and intentional damage or attempted damage to any real or personal property by fire 

or incendiary device. 

 
ASSAULT – The attempt to commit a violent injury to another person, or commits an act which places 

another in reasonable apprehension of immediately receiving a violent injury. 

 
BOMB THREATS/EXPLOSIONS - Any communication which has the effect of threatening an explosion to 

do malicious, destructive, or bodily harm to school system property, at a school function, or extracurricular 

activity, or the persons in or on that property or attending the function. Preparing, possessing, or igniting 

explosives including unauthorized fireworks on school system property at a school function, or 

extracurricular activity. 

 
BREAKING AND ENTERING - The unlawful and willful entry or attempted forcible entry of any school 

system property or the personal property of students and school system personnel. 

 
BULLYING - 1) Behavior is intentional, targeted, and pervasive. 2) Any willful attempt to threat or inflict 

injury on another person, when accompanied by an apparent ability to do so. 3) Any other behavior that 

would be classified as bullying under Georgia Law. 

 
CHEATING - Willful or deliberate unauthorized use of the work of another person for academic purposes, 

or inappropriate use of notes or other material in the completion of an academic assignment or test. In 

addition to disciplinary responses, the granting of credit for this assignment may be considered null and 

void. 

 
 

 



 

  

 

 

CHRONIC DISCIPLINE PROBLEM STUDENT - A student who is chronically disruptive may be charged 

with repeated violations of school rules including, but not restricted to: the regular classroom, in non- 

structured settings within the school, or a combination. Intervention attempts may include consideration 

by the Student Support Team, parent notification, parent observation and development of a behavioral 
contract. 
 
CLASSROOM DISRUPTION - Conduct or behavior, which interferes with or disrupts the 

teaching/learning process. 

 
CLASS CUT - Failure to report to class without authorization. 
 
COMPUTER TRESPASS – Unauthorized use of a computer or a computer network with the intention of 

deleting, obstructing, interrupting, altering, accessing data, or damaging, or in any way causing the 

malfunction of the computer, network, program(s), or data 

 
DESTRUCTION OF PROPERTY - The willful or malicious destruction or major damage to school property 

or the property of others. 

 
DETENTION - The student shall report to a specified school location and to a designated teacher or school 

official. Students must be given 24-hour notice in order to make arrangements for transportation. Detention 

may require the student’s attendance before school, after school, on Saturdays, or during scheduled class 

or school activity time if school officials deem removal of the student from his/her regular school schedule 

essential to the well-being of the student or school. The school leader will develop rules for detention. 

 
DISCIPLINARY PROBATION - A student found guilty of certain offenses may be placed on probation by 

Kennesaw Charter Science and Math Academy administration. Probation is a trial period during which a 

student violating school and/or school system rules is subject to further disciplinary action. 

 
DISORDERLY CONDUCT - Conduct or behavior, which interferes with or disrupts the orderly process of 

the school environment, a school function, or extracurricular activity. 

 
DISRESPECT FOR AUTHORITY - Inappropriate verbal or non-verbal behavior which lacks common 

courtesy, demeans, degrades, antagonizes, humiliates, embarrasses, or intimidates a school employee 

or volunteer. 

 
DISRESPECT FOR OTHERS - Conduct or behavior, which lacks common courtesy, demeans, degrades, 

antagonizes, humiliates, or embarrasses a person or group of persons. 

 
DRESS CODE - Non-conformity to established dress code of Kennesaw Charter Science and Math 

Academy, including color, style, adornment, or appropriate fit. 

 
EXPULSION - The student is removed from Kennesaw Charter Science and Math Academy, its property 

and activities or events beyond the current school semester and may not retain priority enrollment 

privileges. 

 
EXTENT OF SCHOOL JURISDICTION - Students are accountable for behavior on school property, at 

school functions, and en route to or from school functions. 

 
EXTORTION/THREATS - The willful or malicious threats of harm, injury, or violence to the person, 

property or reputation of another with the intent to obtain money, information, services or items of material 

worth. 

 

 



 

  

 

 

FALSE FIRE ALARM - The willful and/or malicious activation of a fire alarm system or the willful and/or 

malicious reporting of a false fire. 

FELONY - Any offense punishable as a felony under Georgia law or federal law. 

FIGHTING – See "Affray/Fighting" 

FIRECRACKERS/FIREWORKS - Unauthorized possession and/or igniting of fireworks or firecrackers on 

school property, at a school function or extracurricular activity. 

 
FORGERY - The making of false or misleading written communication to a school staff member or parent 

with the intent to deceive, or under circumstances which would be reasonably calculated to deceive the 

staff member. 

 
GAMBLING - Any participation in games (or activities) of chance for money and/or things of value. 
 
HAZING – Any action or situation which subjects a student to an activity which endangers or is likely to 

endanger the physical or mental health of a student, regardless of the student’s willingness to participate 

in such activity. 

 
HEARING OFFICER - Administrator or who conducts the Tribunal hearing proceedings. 
 
HITTING / ROUGHING / MINOR PHYSICAL CONTACT – Intentionally making physical contact with 

another person including but not limited to hitting, slapping, pushing, shoving, tripping and wrestling. 

 
INAPPROPRIATE DISPLAY OF AFFECTION - The practice of kissing, embracing, touching, and other 

similar types of activities are considered intimate and inappropriate in a school setting. Written or verbal 

suggestions or explicit language may also be categorized as an inappropriate display of affection. 

 
INAPPROPRATIE USE OF TECHNOLOGY- Unauthorized use of a computer, its programs, websites, or 

a computer network 

 
INCITING, LEADING, OR PARTICIPATING IN A MAJOR STUDENT DISORDER - The willful act of 

inciting, leading or participating in any disruption or disturbance which interferes with the educational 

process or which can result in damage or destruction to public or private property, or cause personal 

injury to participants and others. 

 
IN-SCHOOL SUSPENSION - The student is removed from regular classes for a specified period of time 

in the local school. Class work assignments are sent to the student by the teachers. The student may not 

attend or participate in any extracurricular activities while assigned to In-School Suspension (ISS). 

 
INSUBORDINATION - Refusal or failure to comply with a direction or an order from a school staff 

member; failure to comply with State Law, School Board Policy, the school’s Behavior Code, behavior 

contracts, or classroom or school rules. 

 
INTIMIDATION - The verbal or physical threat to do harm or violence to another person(s) or to the 

property of another person. 

 
LEAVING CAMPUS - Students leaving campus without approval of school officials 
 
LONG-TERM SUSPENSION - The student is suspended out-of-school for more than ten (10) days. Any 

suspension of more than ten (10) days may be assigned only by the Tribunal Committee, or by the 

Governing Board. 



 

  

 

 

MISBEHAVIOR IN THE CAFETERIA - The acts of throwing objects, leaving food, etc. in the cafeteria; 

open food or drink outside of designated areas (any area other than cafeteria) 

 
MISCONDUCT ON SCHOOL APPROVED TRANSPORTATION - Conduct or behavior which interferes 

with the orderly, safe, and expeditious transportation of students or other authorized riders. In addition to 

consequences for offenses on a bus, students may lose the privilege to ride the bus. 

 
NON-PRESCRIPTION DRUG - Over-the-counter drug not authorized by a registered physician and not 

prescribed for the student. Student use is prohibited except in accordance with local school policy. 

 
NUISANCE ITEMS -This includes beepers, cell phones, radios, skates, skateboards, toys, toy guns, 

playing cards, water pistols, camera, video or DVD cameras, CD players, MP3 players, iPods, video 

games, etc. which are not to be brought to school. Also a nuisance item is any electronic device used 

without the teacher's permission and/or without submitting a signed BYOT form. 

 
PRESCRIPTION DRUG - Use of a drug (medication) authorized by a registered physician, and prescribed 

for the student. Student or parent/legal guardian should inform the school on the use of medically 

prescribed drug. 

 
PROFANE, OBSCENE, OR ABUSIVE LANGUAGE/MATERIALS - The use of either oral or written 

language, gestures, objects or pictures which are socially unacceptable and which tend to disrupt the 

orderly school environment, a school function, or extracurricular activity. 

 
REPEATED MISCONDUCT OF A LESS SERIOUS NATURE - Repeated misconduct, which tends to 

disrupt an orderly school environment or an extracurricular activity 

 
RIOTOUS BEHAVIOR – An act or conduct which urges, counsels, or advises others to disrupt the orderly 

conduct of students, staff or third parties; or an act or conduct which exacerbates a disruption of the orderly 

conduct of students, staff or third parties. 

 
ROBBERY - The act or attempted act of taking money, property, or possessions from another, against his 

or her will, through the use of force, violence, or fear. 

 
SEXUAL BATTERY – Intentional physical contact with the intimate parts of the body of another person 

without the consent of that person. The term “intimate parts” means the primary genital area, anus, groin, 

inner thighs, or buttocks of a male or female and the breasts of a female. 

 
SEXUAL HARASSMENT - any act intended to create a hostile environment or to gain sexual favors by 

intimidation. 

 
SEXUAL OFFENSES - any act of indecent exposure or any sexual crimes as defined by Georgia law. 
 
SIMPLE BATTERY - Intentionally making physical contact of an insulting or provoking nature with another 

person. 

 
SHORT-TERM SUSPENSION - one (1) through ten (10) days suspension out of school by the local 

school administrator. The student may be suspended for an accumulation of offenses, as well as a major 

offense. The teacher will determine required make-up. Suspended students shall make up those tests or 

assignments (that will have a significant impact on their final grade. It will be the student’s responsibility 



 

  

 

 

to request make-up work within a reasonable period of time three (3) school days upon return to school. 

Work must be returned within the period specified by the teacher. 

 
SMOKING (AND OTHER USE OF TOBACCO PRODUCTS) - The unauthorized possession, use, 

distribution or sale of tobacco products on school system property, or at a school event. This includes all 

students, while engaged in an official school sponsored event, who represent a team. 

 
SUSPENSION - When the term suspension is used in the discipline code it may be interpreted to mean 

in-school suspension or short-term out of school suspension. 

 
TARDINESS - Late arrival to school or class. 
 
TERRORISTIC THREAT - A student commits the offense of terroristic threat when he/she threatens to 

commit violence against person(s) or damage to property, which would cause a reasonable person to feel 

terrorized, or causes the evacuation of a building, school assembly, and/or school bus, or otherwise causes 

serious disruption of a school or school activity. 

 
THEFT - Taking the personal property of someone else or the school system. 
 
TRESPASSING - Illegal presence on a school campus by suspended students, or any other person who 

does not have permission to be on school grounds. 

 
TRIBUNAL - A hearing with a panel composed of the school leader, a Governing Board Member, a 

Teacher, and one Hearing Officer. The Tribunal Committee hears evidence presented by the school, the 

student, and parents when a student is referred by the school leader or designee. The Tribunal 

Committee has the authority to make decisions ranging from returning the student to the regular school 

hours, through permanent expulsion. 

 
TRUANCY - Violation of the State Attendance Laws - The primary purpose of our school is to promote 

student learning. To that end, Kennesaw Charter Science and Math Academy expects teachers to 

provide well-planned, appropriate lessons for each class every day that school is in session. In order to 

receive maximum benefit from the instructional activities, students are expected to be in school each day 

unless excused for legitimate reasons. Good attendance habits positively impact the learning process 

and carry over into the world of work. While teachers and administrators are charged with the 

responsibility of providing worthwhile daily activities for students, the students and their parents must 

assume responsibility for being punctual and regular in attendance. It is the position of Kennesaw Charter 

Science and Math Academy that every day at school is important and that no student ever be absent 

except for extraordinary reasons. Truancy may lead to court action against the student and parent. 

 
UNAUTHORIZED AREAS INCLUDING THE FOLLOWING:  A) Any area of the building where classes are 

in session during lunch period; B) The parking lot once you have arrived in the school; C) At lunch time 

students are permitted to be in the cafeteria or in the designated area; D) Any other designated area. 

 
UNAUTHORIZED ASSEMBLY, PUBLICATIONS, ETC. - Demonstrations and/or petitions by students, or 

possession and/or distribution of unauthorized publications, which interfere with the orderly process of the 

school environment, a school function, or extracurricular activity 

 
VANDALISM – Willful or malicious acts which result in minor damage to real property or personal property 

of the school or to personal property of any person at the school. 

VERBAL ABUSE - Degrading comments directed toward an individual. This includes social out-casting or 

encouraging others to isolate a peer. 

 
VERBAL ASSAULT - A violent threat with non-physical weapons such as words, arguments, or appeals 



 

  

 

 

 
WAIVER OF ATTENDING TRIBUNAL - Parents may sign a waiver if the student admits guilt, they cannot 

attend, or do not elect to attend the Tribunal Hearing. In the event a parent or student does not attend the 

hearing, it will proceed as scheduled. The school leader or designee is authorized to negotiate 

consequences with the parent and student. 

 
WEAPONS - "Weapon" means and includes any pistol, revolver, or any weapon designed or intended to 

propel a missile of any kind, or any dirk, bowie knife, switchblade knife, ballistic knife, any other knife 

having a blade of two or more inches, straight-edge razor, razor blade, spring stick, metal knuckles, 

blackjack, any bat, club, or other bludgeon-type weapon, or any flailing instrument consisting of two or 

more rigid parts connected in such a manner as to allow them to swing freely, which may be known as a 

nun chahka, nun chuck, nanchaku, shuriken, or fighting chain, or any disc, of whatever configuration, 

having at least two points or pointed blades which is designed to be thrown or propelled and which may 

be known as a throwing star or oriental dart, or any weapon of like kind, and any stun gun or taser as 

defined in subsection (a) of Code Section 16-11-106. This section excludes any of these instruments 

used for classroom work authorized by the teacher.” Weapon shall also include any instrumentality or 

object which if used in an offensive manner could cause bodily injury to a person or property, or places a 

person in fear for his/her safety. (O.C.G.A. 16-11-127.1; 15-11-37; P.L. 103-227)  
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Wellness Policy  
H22 
 
The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which shall 
be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy replaces any 
previously approved school policy currently in place that provided direction on the items in this policy.  
 
Student Wellness Policy KCSMA promotes health in students by supporting wellness, quality nutrition and regular 
physical activity as a part of the total learning environment.  
 
The Board supports a healthy environment where students learn and participate in positive dietary and lifestyle 
practices. By facilitating learning through the support and promotion of quality nutrition and physical activity, schools 
contribute to the basic health status of students. KCSMA, will maintain a local Wellness Policy Committee that will 
be comprised of representatives of the parents, students, physical education, school nurse, food service, and grade 
level representatives. The local Wellness Policy Committee is charged with the responsibility of developing a plan to 
implement and measure the effectiveness of the local wellness policy. The Board will designate the National School 
Lunch Program (NSLP) Director, currently Roxane Russo, to be responsible for ensuring that the school(s) is/are 
meeting the local wellness policy. This policy will be monitored by the wellness policy committee to ensure 
compliance. Each building principal and the food service supervisor will be made aware of these nutrition and 
physical activity goals and will be available to report on these matters to the committee when requested. The 
Wellness Policy Committee will review the policy every year from the date of issue to determine the scope of policy 
compliance and the extent of progress being made toward the student wellness goals. As part of this assessment, 
the committee will review current trends in nutrition and physical activity policies and practices and the provisions 
that support an environment of healthy eating and physical activity. Upon review and as necessary, the Wellness 
Policy Committee will make recommendations to KCSMA for their consideration on modifications to this policy 
annually. KCSMA will review and consider evidence-based strategies and techniques in establishing goals for 
nutrition promotion and education, physical activity and other school based activities that promote student wellness 
to include, at a minimum, a review of the Smarter Lunchroom tools and techniques. The targeted goals outlined in 
the following sections of this policy are designed to reflect best practices in the area of child nutrition and physical 
activity at the time this policy was written. It must be understood that these practices represent the ideal and may, in 
some instances, not be immediately obtainable or even practical, given Student Wellness Policy 2 Updated: April 
2017 unique district circumstances. This should not, however, deter the establishment of these high standards 
toward which progress can be made over time. The targeted wellness goals are divided into four categories: 

■ Section 1 - Nutrition education and promotion; 
■ Section 2 - Other school-based activities that are designed to promote student wellness;  
■ Section 3 - Physical activity;  
■ Section 4 – Nutrition guidelines for all foods available during the school day.  

 
 
 
* Section 1 – Nutrition Education and Promotion Nutrition Education Smarter Lunchroom Techniques:  
KCSMA uses evidence-based strategies from The Smarter Lunchrooms Movement to encourage selection and 
consumption of healthy food choices in the cafeteria. All schools participating in the National School Lunch Program 
will utilize at least 5 of the following Smarter Lunchroom strategies:  
1. Fruit is offered in at least two locations on all service lines, one of which is right before the point of sale.  
2. Sliced or cut fruit is offered. 
3. A variety of mixed whole fruits are displayed in attractive bowls or baskets (instead of stainless steel pans).  
4. At least two kinds of vegetables are offered.  
5. Vegetables are incorporated into the main entrée at least monthly.  
6. White milk is offered in all beverage coolers.  
7. Alternative entrée options (e.g., salad bar, yogurt parfaits, etc.) are highlighted on posters or signs within all 

service and dining areas.  
8. Students are offered a taste test of a new entrée at least once a year.  
9. Students provide feedback (informal – “raise your hand if you like…” or formal – focus groups, surveys) to 

inform menu development.  
10. Students, teachers, or administrators share the daily menu in announcements. 



 

  

 

 

 
Nutrition Promotion Smarter Lunchroom Techniques: The Georgia Charter Educational Foundation will promote 
healthy food and beverage choices for all students throughout the school campus via signage and posters, as well 
as encourage participation in school meal programs. Student Wellness Policy 3 Updated: April 2017 Targeted goals 
include: 
1. The nutrition benchmarks included in Georgia’s physical education standards shall be taught as part of the 

structured and systematic unit of instruction during physical education classes and will be integrated in other 
subject areas (e.g. math, science) where there is a natural fit. 

2. Students receive nutrition education that is interactive and teaches skills they need to adopt healthy eating 
habits. Classroom lectures, activities and student participation are provided in nutrition and health classes. 
Classroom written tests (such as multiple choice, essay and fill in the blank) are given in the area of 
nutrition.  

3. Nutrition education will teach skills that are behavior focused. Students will be taught about calorie balance, 
energy expenditure, and how to interpret nutrition facts labels.  

4. The school environment, including the cafeteria and classroom, shall provide clear and consistent 
messages that promote and reinforce healthy eating.  

5. Students will have access to useful nutrition information. Posters, worksheets and brochures will be 
available throughout each school’s campus.  

6. Schools will provide parents with healthy snack ideas and lists of foods for healthy celebrations.  
 
Section 2 – Other School-based Activities that Promote Student Wellness 
1. Offering classroom health education that complements physical education by reinforcing the knowledge and 

self-management skills needed to maintain a physically active lifestyle and to reduce time spent on 
sedentary activities. 

2. Encourage more physical activity by minimizing sedentary activities, such as watching television, playing 
computer games, etc.  

3. Provide opportunities for physical activity to be incorporated into other subject lessons.  
4. Encouraging classroom teachers to provide short physical activity breaks between lessons or classes, as 

appropriate.  
5. Provide at least 10 minutes for students to eat after sitting down for breakfast and 20 minutes after sitting 

down for lunch.  
6. Breakfast should be scheduled anywhere between 7:30 a.m. and 8:15 a.m.; lunch should be scheduled 

between 10:15 a.m. and 1:30 p.m. 
7. Should not schedule tutoring, club or organizational meetings or activities during mealtimes, unless students 

may eat during such activities.  
8. Provide access to hand washing or sanitizing before students eat meals or snacks.  
9. Afterschool programs will encourage healthy snacking and physical activity.  
10. KCSMA shall be in compliance with drug, alcohol and tobacco-free policies. Student Wellness Policy 4 

Updated: April 2017  
11. School personnel will not withhold food or beverages from students (including food served through meals) 

as a punishment.  
12. KCSMA is committed to prohibiting the use of food as a reward unless incorporated into an activity that 

promotes positive nutrition messages.  
13. Teachers and other school personnel will not deny or require physical activity as a means of punishment. 
 
 Section 3 - Physical Activity Targeted goals include:  
1. A comprehensive activity program encompassing a variety of opportunities for all students to engage in up 

to 60 minutes of vigorous activities several times a week. The activity program should consist of physical 
education, recess, fitness breaks, sports, and other physical activities.  

2. School is encouraged to make structured physical education available to students, daily, as resources allow. 
This will assist in the critical motor skills development students need at this age. If daily physical education 
is not possible, it should be provided at least two or three times a week.  

3. School is encouraged to provide recess for approximately 20 minutes per day, preferably outdoors that 
involves moderate to vigorous physical activity through the provision of space and equipment.  

4. School is encouraged to provide brief activity breaks and discourage extended periods (i.e., periods of two 
or more hours) of inactivity. When activities, such as mandatory school-wide testing, make it necessary for 
students to remain indoors for long periods of time, schools should give students periodic breaks during 



 

  

 

 

which they are encouraged to stand and be moderately active.  
5. Since physical activity is important, all school personnel are encouraged to find alternatives to using denial 

of recess or physical activity as a discipline strategy.  
 
Section 4 - Nutrition Guidelines for all Foods Available during the School Day  
KCSMA assures that its guidelines for reimbursable school meals shall not be less restrictive than regulations and 
guidance issued by the USDA. School meals served through the National Lunch and Breakfast Program targeted 
goals include:  
1. Meals that are both appetizing and attractive meals to children.  
2. Meals that meet meal pattern requirements established by local, state and federal law.  
3. Meals that offer a variety of food containing high nutritive value, including fresh fruits and vegetables.  
 
Student Wellness Policy 5 Updated: April 2017 
Foods sold during the school day* (e.g. vending, ala carte, sales, snack lines, student stores, and fundraising 
activities) must meet the smart snacks in school standards:  
Beverages: All schools may sell:  
■ Plain water (with or without carbonation)  
■ Unflavored low fat milk  
■ Unflavored or flavored fat free milk and milk alternatives permitted by NSLP  
■ 100% fruit or vegetable juice and 100% fruit or vegetable juice diluted with water (with or without 

carbonation), and no added sweeteners. Beverages must also meet portion size requirements:  
■ Elementary schools may sell up to 8-ounce portions of milk or juice. • There is no portion size requirement 

for plain water.  
Foods: Any food sold in school must:  
■ Be a “whole grain-rich” grain product; or • Have as the first ingredient a fruit, a vegetable, a dairy product, or 

a protein food; or • Be a combination food that contains at least ¼ cup of fruit and/or vegetable Foods must 
also meet several nutrient requirements: • Calorie limits: o Snack items: < 200 calories o Entrée items: < 
350 calories • Sodium limits: o Snack items: < 200 mg o Entrée items: < 480 mg • Fat limits: o Total fat: < 
35% of calories o Saturated fat: < 10% of calories o Trans fat: zero grams • Sugar limits: o < 35% of weight 
from total sugars in foods * The school day means the period from the midnight before to 30 minutes after 
the end of the official school day. 

■ Student Wellness Policy 6 Updated: April 2017  
 
Fundraising activities targeted goal: It is recommended that to support children’s health and school nutrition-
education efforts, school fundraising activities not involve food. Fundraising events involving foods, unless part of an 
exempted event, must meet the Smart Snacks standards for foods and beverages sold individually. Fundraising 
entities are encouraged to utilize activities that promote physical activity. Schools should refer to the Boards’ 
competitive food rule.  
 
Snacks targeted goal: Snacks served during the school day or in after-school care and enrichment programs should 
make a positive contribution to children’s diets and health, with an emphasis on serving fruits and vegetables as the 
primary snacks with water and milk as the primary beverages. School should assess if and when to offer snacks 
based on timing of meals, children’s nutritional needs, children’s ages and other considerations.  
 
Rewards targeted goal: The Board encourages the use of foods and beverages that meet the recommended 
nutrition standards for items sold individually as outlined in this policy, as rewards for academic performance or 
good behavior. School personnel will not withhold food or beverages from students (including food served through 
meals) as a punishment. 
 
Celebrations targeted goal: It is recommended that individual building staff members evaluate their celebration 
practices that involve food during the school day. The Board encourages all foods and beverages provided, but not 
sold to students during the school day (e.g., in classroom parties, classroom snacks brought by parents, or other 
foods given as incentives) be nutritionally conscience. It is recommended that classroom parties and school 
celebrations be held after the lunch period and outside the school cafeteria. 
 
Section 5- Marketing and Advertising It is recommended the schools market and advertise only those foods and 
beverages that meet the Smart Snacks in schools’ nutritional standards (products on the exterior of vending 



 

  

 

 

machines, through posters, menu boards, coolers, trash cans, and other food service equipment, as well as cups 
used for beverage dispensing).  
 
Section 6- Assessments KCSMA will conduct an assessment of the local school wellness policy to measure 
wellness policy compliance at least once every three years. This assessment will measure the implementation of the 
local school wellness policy, and include: • The extent to which KCSMA is incompliance with the local school 
wellness policy.  
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PROMOTION AND RETENTION OF STUDENTS  

H23 

1. DEFINITIONS. 

 

ACCELERATED INSTRUCTION – challenging instructional activities that are intensely focused on student 
academic deficiencies in reading and/or mathematics. This accelerated instruction is designed to enable a 
student who has not achieved grade level, as defined by the Governor’s Office of Student Achievement, to 
meet grade-level standards in a compacted period of time. An acceleration plan also meets the needs of 
the most capable students by providing opportunities for such students to move through the academic 
experiences at a rate that will continue to be challenging, as well as make it possible for them to achieve 
beyond the regular curriculum. 

 
ADDITIONAL INSTRUCTION – academic instruction beyond regularly scheduled academic classes that is 
designed to bring students not performing on grade level, as defined by the Governor’s Office of Student 
Achievement, to grade level performance. It may include more instructional time allocated during the 
school day, instruction before and after the school day, Saturday instruction, and/or summer/inter-session 
instruction. 

 
DIFFERENTIATED INSTRUCTION – instructional strategies designed to meet individual student learning 
needs and/or styles. 

 
GRADE LEVEL PERFORMANCE – standard of performance, as defined by the 
Governor’s Office of Student Achievement, on a state-adopted assessment. 

 
PLACEMENT – the assignment of a student to a specific grade level based on the determination that such 
placement will most likely provide the student with instruction and other services needed to succeed and 
progress to the next higher level of academic achievement. 

 
PLACEMENT COMMITTEE – the committee established by the school leader or designee to make 
placement decisions concerning a student who does not achieve proficiency on the state-adopted 
assessment. This committee shall be comprised of the school leader or designee, the student’s parent or 
guardian, and the teacher(s) in the content area(s) in which the student did not achieve proficiency on the 
state-adopted assessment. For students with disabilities, the IEP committee will serve as the placement 
committee. 
 
PROMOTION – the assignment of a student to a higher grade level based on the student’s 
achievement of established criteria in the current grade. 

 
RETENTION – the assignment of a student to repeat the current grade level during the next school year. 



 

  

 

 

PROMOTION STANDARDS AND CRITERIA. 

 
The following table indicates the criteria to be used to determine promotion for each grade level. 
 

Grade Abse
nces 

Final 
Grades 

Performanc
e 

State 

Adopted 

Assessme

nts 

Kindergarte

n 

ᾛ ᾛ ᾛ  

First ᾛ ᾛ ᾛ  

Second ᾛ ᾛ ᾛ  

Third ᾛ ᾛ ᾛ ᾛ 

Fourth ᾛ ᾛ ᾛ  

Fifth ᾛ ᾛ ᾛ ᾛ 

Sixth ᾛ ᾛ ᾛ  

Seventh ᾛ ᾛ ᾛ  

Eighth ᾛ ᾛ ᾛ ᾛ 

 
Summary of Promotion Requirements 

 
CRITERIA FOR GRADES K - 5 

 
1. A student may be considered for retention if: 

a. Absences total fifteen (15) days or more, especially if the academic progress is weak. 
 

b. A score of 2.0 or lower in any two of the core areas of reading, language arts, science, social 
studies, or mathematics. 

 
c. Performance indicates that additional remediation at the current grade level is needed in at 

least two academic subject areas. 
 

2. A combination of any of the above may show a greater need for retention than when only one 
indicator is present. 

 
3. Other considerations: 

 
a. A student should not be retained more than one time in grades K-2, nor should he/she be 

retained more than one time in grades 3, 4, 5. No more than two retentions during the 
K-5 years should occur. Possible retention of students in grades K, 1, 2, & 4 must have 
supporting documentation prior to the placement committee meeting. 

 

b. Elementary school students (grades kindergarten through 5th grade) who are 12 years old 
will be reviewed by the placement committee and school leader for consideration of 
appropriate grade placement. 

4. A student will not be retained if all requirements for promotion have been met. 
 
 
 
 
 
 
 



 

  

 

 

REQUIREMENTS FOR GRADES K – 8. 
 

1. Each director shall distribute student data to teachers prior to the beginning of each school year. Each 
teacher shall use available data to focus instruction on identified student academic performance in grades 
K – 8. 

2. Each director or designee shall establish a placement committee for each student in grades K-8 who: 

a. (In accordance with State Board Rule 160-4-2-.32 (IGB)) does not achieve proficiency on the 
reading and/or math portions of the state-adopted assessment: 

1. Determine whether each student shall be retained or promoted based on a 
review of the overall academic achievement of the student as well as the 
student’s state-adopted assessment; 

 
2. Develop an accelerated, differentiated, or additional instruction plan for all 

students who do not achieve grade level on the reading and/or mathematics 
sections of the state-adopted assessment; and 

 
3. Develop a plan of continuous assessment during the subsequent school 

year in order to monitor the progress of the student. 
 

b. Does not meet previously stated promotion standards criteria: 

 
1. Determine whether each student shall be retained or promoted based on a review 

of the overall academic achievement of the student; 

 
2. Develop an accelerated, differentiated, or additional instruction plan for all 

students who do not achieve proficiency on the reading and/or mathematics 
sections of the state-adopted assessment; and 

 
3. Develop a plan of continuous assessment during the subsequent school 

year in order to monitor the progress of the student. 

 
PROMOTION REQUIREMENTS FOR GRADES 3, 5, AND 8. 
No student shall be placed or promoted to the fourth, sixth, or ninth grade except as provided below: 

 
No third grade student shall be promoted to the fourth grade if the student does not achieve proficiency on 
the state-adopted assessment in reading, as defined by the Governor’s Office of Student Achievement in 
accordance with O.C.G.A. § 20-2-281, and meet promotion standards and criteria in Section (2) above. 

 
No fifth grade student shall be promoted to the sixth grade if the student does not achieve proficiency on 
the state-adopted assessment in reading and the state-adopted assessment in mathematics, as defined by 
the Governor’s Office of Student Achievement in accordance with O.C.G.A. § 20-2-281, and meet 
promotion standards and criteria in Section (2) above. 

 
When a student does not achieve proficiency in grades 3, 5, or 8 on the state- adopted assessment(s) 
specified in Section (a) above, then the following shall occur: 

1. Within ten calendar days, excluding week-ends and holidays, of receipt of the state-
adopted assessment scores, the school leader or designee shall notify in writing by first-
class mail the parent or guardian of the student regarding the following: 

a. The student’s proficiency level on the state-adopted assessment; 
b. The specific retest(s) to be given the student and testing date(s); 
c. The opportunity for accelerated, differentiated, or additional instruction 

based on the student’s performance on the state- adopted 
assessment; and 

d. The possibility that the student might be retained at the same grade level 
for the next school year. 

2. The student shall be given an opportunity for additional instruction that is accelerated 
and differentiated in the applicable subject(s) prior to the retesting opportunity; and 



 

  

 

 

3. The student shall be retested with appropriate section(s) of the state- adopted 
assessment(s) or an alternative assessment instrument that is appropriate for the 
student’s grade level. 

 
a. When a student does not achieve proficiency on the state-adopted assessment in grades 

3, 5 and 8, and also does not achieve proficiency on a second opportunity to take the 
assessment, then the following shall occur: 

i. The school leader or designee shall retain the student for the next school 
year except as otherwise follows. 

 
ii. The school leader or designee shall notify in writing by first-class mail the 

parent or guardian of the student and the teacher(s) regarding the decision to 
retain the student. 

 
b. The notice shall describe the option of the parent, guardian, or teacher to appeal the 

decision to retain the student; 

 
c. The notice shall describe the composition and functions of the placement 

committee; 

 
d. The notice shall include the requirement that the decision to promote the student must be 

the unanimous decision of the placement committee comprised of the school leader or 
designee, the student’s parent or guardian, and the teacher(s) in the content area(s) in 
which the student did not achieve proficiency on the state-adopted assessment. 

 
i. If the parent, guardian, or teacher(s) appeal the decision to retain the student, 

then the school leader or designee shall establish a placement committee to 
consider the appeal. 

 
e. The placement committee shall be comprised of the school leader or designee, the 

student’s parent or guardian, and the teacher(s) of the subject(s) of the state-adopted 
assessment or the alternative assessment instrument on which the student failed to 
perform at grade level. 

 
f. The school leader or designee shall notify in writing by first-class mail the parent or 

guardian of the time and place for convening the placement committee. 

 
g. The placement committee shall review the overall academic achievement of the student 

in light of the performance on the state-adopted assessment or the alternative 
assessment instrument and promotion standards and criteria, specified in Section (2) 
above, and make a determination to promote or retain. 

 
h. The decision to promote must be the unanimous decision of the placement committee 

and must determine that if promoted and given accelerated, differentiated, or additional 
instruction during the next year, the student is likely to perform at grade level by the 
conclusion of the school year. 

i. The placement committee shall prescribe such additional assessments as may be 
appropriate in addition to assessments administered to other students at the grade level 
during the year. 

 
j. The placement committee shall provide for a plan of continuous assessment during the 

subsequent school year in order to monitor the progress of the student. 

 
2. A plan for accelerated, differentiated, or additional instruction must be developed for each student 

who does not achieve proficiency in grades 3, 5, or 8 on the state-adopted assessment(s) 
specified in Section (a) above whether the student is retained, placed or promoted for the 
subsequent year. 



 

  

 

 

 
3. A student who is absent or otherwise unable to take the state-adopted assessment in reading 

and/or mathematics on the first administration or its designated make-up day(s) shall take the 
state-adopted assessment in reading and/or mathematics on the second administration day(s) or 
an alternative assessment instrument that is appropriate for the student’s grade level. Placement 
or promotion of these students shall follow the same procedures as students who do not achieve 
proficiency on the first administration of the assessment. 

 
a. A student’s failure to take the state-adopted assessment within the State of Georgia in 

grades 3, 5, and 8 in reading and/or mathematics on any of the designated testing 
date(s) or an alternative assessment instrument that is appropriate for the student’s 
grade level shall result in the student being retained. The option of the parent, guardian, 
or teacher(s) to appeal the decision to retain the student shall follow the guidelines 
designated in O.C.G.A. § 20-2-283. 

 
b. A student shall be considered to have met the testing requirements of this rule if the 

following occurs: 
 

4. The student transfers to a Georgia public school from another state that requires a criterion-
referenced assessment and uses data from the assessment to make decisions regarding 
promotion and retention; and 

 
5. The student has taken the criterion-referenced assessment during the current year and has 

appropriate records of performance. 

 
a. The student’s performance on that criterion-referenced assessment shall be used for 

promotion and retention decisions at the receiving school. The student shall not be 
required to take the Georgia’s state-adopted assessment. 

b. For students receiving special education or related services, the Individualized 
Education Plan Committee shall convene if the placement committee recommends 
retention. 

 
c. The decision of the placement committee may be appealed to the Governing 

Board. 

 
d. A placement committee shall determine placement of a student who does not achieve 

proficiency on the third, fifth, or eighth grade state-adopted assessment after having 
been retained in grade 3, 5, or 8 for a year. The placement committee shall review 
previous plans for accelerated, differentiated, or additional instruction for each student 
and will make appropriate adjustments to the plan to provide services needed in order 
for the student to succeed and to progress to the next higher level of academic 
achievement. 
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Parent and Student Complaints and Grievances 

I1 
 

The Kennesaw Charter Science & Math Academy Governing Board (“Board”) adopts the following policy which shall 
be effective on the date that the policy is adopted by the Board. If applicable, once adopted this policy replaces any 
previously approved school policy currently in place that provided direction on the items in this policy.  

 
Resolution of School Related Concerns 

The Kennesaw Charter Science and Math Academy Governing Board believes that students and parents 

have the right and responsibility to express school related concerns and grievances to the faculty and 

administration. Students and parents shall be assured the opportunity for an orderly presentation and 

timely review of concerns. 

 
For the discussion and consideration of a concern or grievance any student, group of students, parent, or group of 
parents should request a meeting time and place which will not interfere with regular scheduled classes or school 
related activities 
 
If parents have questions, concerns, or suggestions regarding the teaching and learning in their student’s 
classroom, or with a teacher, please request a meeting with the teacher(s) to discuss issues.  If, after that parent-
teacher conference, parent does not feel an attempt has been made to address concerns, and no plan has been put 
into place to resolve issues, parents should contact Administration to request a meeting between parents, 
teacher(s), and Administration. However, if parents feel their child is in immediate danger in a classroom or with a 
staff member, please contact an administrator. If, after meeting with an administrator and the staff members 
involved, a parent feels the issue remains unresolved, the parent may file a grievance, and the KCSMA Governing 
Board will review.  For a copy of the KCSMA parent grievance forms look in the KCSMA Forms for Policy Manual. 
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