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Board Policies

Board 
Operating 

Policy/ 
Policy No. 

Policy Title New/ 
Revise/ 

Replace/ 
Delete 

Legally 
Required, Legal 

Content or 
Best Practice 

Summary 

Regular Fall Update 

0100 Definitions  Revised Legally Required The definition of "Voting" has been revised to reflect the change in 

statute regarding allowable exceptions to "in person" voting at 

meetings of the Board.  After December 31, 2021, only the military 

duty exception remains.  The Board chair should only approve a 

request that complies with the law.    

   

This revision should be adopted to maintain accurate policies.  

0167.3 Public Participation at 
Board Meetings  

Revised Legally Required Revisions to this board operating policy are in line with the recent 

decision of the U.S. District Court for the 6th Circuit.  Some of the 

optional language has been deleted, so as to remove the authority 

of the presiding officer at board meetings where public participation 

is permitted to regulate speakers on the basis of comments that are 

“abusive,” “frivolous,” and/or “harassing.” These measures are 

intended to prevent academies from engaging in viewpoint 

discrimination for remarks that are oppositional in nature, 

perceived as hostile to the direction of the board and/or merely 

offensive. In addition, options (which were deemed acceptable 

regulations by the Court) have been added for preregistration, 

including prohibiting individuals from signing up to speak for others. 

Finally, there are options for academies who livestream meetings to 

determine whether or not they will facilitate public participation 

remotely.  

   

These revisions and options should be considered for adoption.  

3120 Employment of Teachers 
and Administrators   

Revised Legally Required This policy has been revised to reflect recent changes in 

certification/licensure statutes and regulations.  Outdated "highly 

qualified" language has been deleted.  

   

Revisions to this policy should be adopted in order to maintain 

accurate policies.  

6114 Cost Principles – Spending 
Federal Funds 

Revised Legal Content This policy has been revised to provide greater detail in allowability 

guidance for academies regarding expenditure of federal funds.  

There has been a significant increase in funding for academies 

through the third pandemic stimulus bill dubbed the American 

Rescue Plan, providing $122 billion in Elementary and Secondary 

School Emergency Relief (or ESSER III) funds.  While the policy has 

accurately referenced definitions and restrictions cited in various 

sections of 2 C.F.R. 200, greater specificity has been requested by 

program reviewers and auditors.  

   

Revisions to this policy should be adopted in order to maintain 

accurate policies.  
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5460 Graduation Requirements Revised Best Practice The guideline was revised to delete phase-in language and to 
include graduation requirement options.  

8310A 

8310D 

Public Records 

Transmission of Records and 
Other Communications  

Revised  

Revised 

Best Practice 

Best Practice 

See note on Policy 8310.

8330 Public Records  Revised  Best Practice  See note on Policy 8330. 

6152 Student Fees, Fines, and 
Supplies 

Revised  Best Practice This policy has been revised to provide the authorization to allow 

for online payment of fees, fines, and charges.    

   

This revision is recommended for adoption if online payment is 

allowed.  

8310 Public Records  Revised Legally Required This policy has been revised to comply with the obligation not to 

disclose the address of a student or an employee who provides 

the Academy with notice that they have received a participation 

card issued by the attorney general under the Address 

Confidentiality Program Act.  

   

These revisions should be adopted in order to remain compliant 

with Michigan law.  

8330 Student Records  Revised  Legally Required This policy has been revised to reflect the change in federal rule 

(2021 Solomon Amendment:  Subtitle C—General Service 

Authorities and Correction of Military Records SEC. 521).  If the 

Academy issues student email addresses, it must release such 

email addresses to military recruiters as part of directory 

information, as requested, unless prohibited by student or parent 

request in writing.  

   

This revision should be adopted in order to maintain accurate 

policies.  
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0000 BOARD OPERATING POLICY1

0100 Definitions LC 

0110 Official Description
0111 Name BP1

0112 Purpose BP 
0115 Address BP 

0120 Powers and Philosophy
0121 Authority BP 
0122 Board Powers LC

0130 Functions
0131 Legislative BP 
0131.1 Charter Contract Bylaws and Board Operating Policies BP 
0132.2 Administrative Procedures BP 

0140 Membership BP 
0141 Number BP 
0142 Appointment BP 
0142.1 Term BP 
0142.2 Oath BP 
0142.3 Vacancies BP 
0142.31 Filling a Board Vacancy BP 
0142.4 Orientation BP 
0143 Authority BP 
0143.1 Public Expression of Board Members LR 
0144 Operations BP 
0144.1 Compensation BP 
0144.11 Reimbursement of Expenses LR 
0144.2 Board Member Ethics BP 
0144.3 Conflict of Interest LC
0144.4 Indemnification BP 
0145 Discriminatory Harassment LC 

0150 Organization
0151 Annual Organizational Meeting LR
0152 Officers BP 
0154 Annual Organizational Meeting Agenda (Motions) BP 
0155 Committees BP 

0160 Meetings
0161 Parliamentary Authority BP 

1 Many of the board operating policies are also required by the Charter Contract, and are generally 
contained in the bylaws in the Charter Contract. The bylaws enshrined the Charter Contract always 
take precedence over these board operating policies.  Each contract should be reviewed to consider 
whether these policies are required by contract, even if not required by law.
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0162 Quorum LC 
0163 Presiding Officer BP 
0164 Call BP 
0164.1 Regular Meetings LC 
0164.2 Special Meetings LC 
0164.3 Emergency Meetings LC 
0165 Notice LC 
0165.1 Posting Notice of Regular Meetings LC 
0165.2 Change of Regular Meetings LC 
0165.3 Posting Notice of Special Meetings LC 
0165.4 Posting Notice of Emergency Meetings LC 
0165.5 Recess BP 
0165.6 Cancellation LC
0166 Agenda LC 
0166.1 Consent Agenda LC 
0167 Conduct 
0167.1 Voting LR 
0167.2 Closed Session LR 
0167.3 Public Participation at Board Meetings LR 
0167.4 Administrative Participation BP 
0167.5 Use of Electronic Mail BP 
0167.6 Use of Social Media BP 
0168 Minutes BP 
0168.1 Open Meeting LR 
0168.2 Closed Meeting LC 
0168.3 Committee Meetings LC 
0169 Student Disciplinary Hearings LC 
0169.1 Closed Session Requested  LC 
0169.2 Open Hearing LC 

0170 Duties
0171 Officers  
0171.1 President  LC 
0171.2 Vice-President  LC 
0171.3 Secretary  LC 
0171.4 Treasurer  LC 
0172 Legal Counsel BP 
0173 Independent Auditor BP 
0175 Association Memberships BP 
0175.1 Board Conferences, Conventions, and Workshops BP 

1000 ADMINISTRATION 

1110 Assessment of Academy’s Goals 
1130 Conflict of Interest LR 

1210 Board – Administration Relationship BP
1217 Weapons LR 
1230 Responsibilities of the Administration BP 
1230.01 Development of Administrative Guidelines BP 
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1240 Evaluation of the Educational Service Provider  BP 

1400 Job Descriptions 
1420  Academy Administrator Evaluation LC 
1421  Criminal History Record Check LR 
1422  Nondiscrimination and Equal Employment Opportunity LR 
1422.01 Drug-Free Workplace LR 
1439  Administrator Discipline LC 

1613 Student Supervision and Welfare LC 
1615 Use of Tobacco by Administrators LR 
1623 Section 504/Ada Prohibition Against Disability Discrimination  

In Employment LR 
1662          Anti – Harassment            LR 

2000 PROGRAM

2105 Mission of the Academy BP 
2110 Statement of Philosophy BP 

2112  Parent and Family Engagement LR
2120 School Improvement LC 
2131 Educational Outcomes for Students  BP 
2132 Educational Process Goals BP 

2210 Curriculum Development – Approved Courses LC 
2210.01 Right to Inspect Instructional Materials LC 
2220 Adoption of Courses of Study LC 
2221 Mandatory Courses LC 
2225 Students with Limited English Proficiency  BP 
2231 Curriculum LC 
2250 Innovative Programs BP 
2260  Nondiscrimination and Access to Equal Educational  

 Opportunity LR 
2260.01 Section 504/ADA Prohibition Against Discrimination Based on  

 Disability LR 
2261 Title I Services LR 
2261.01 Parent and Family Member Participation in Title I Programs LR 
2261.02 Title I – Parent’s Right to Know LC 
2261.03 Academy and School Report Card LR 
2266  Nondiscrimination on the Basis of Sex in Education Programs 

Or Activities LR 
2270 Religion in the Curriculum BP 
2271 Post Secondary Enrollment Option Program LC 

2330 Homework BP 
2340 Field and Other School-Sponsored Trips BP 
2370 Educational Options BP 
2370.01 On-Line/Blended Learning Program LC 
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2410 Prohibition of Referral or Assistance LR 
2411 Guidance and Counseling BP 
2413 Health Education Program LC
2414 Reproductive Health and Family Planning LR 
2416 Student Privacy and Parental Access to Information (FERPA) LR 
2418 Sex Education LR 
2430 School-Sponsored Clubs and Activities LC 
2460 Education of Children with Disabilities LR 
2460.02 Least Restrictive Environment (LRE) Position Statement LR 

2510 Adoption of Textbooks BP 
2521 Selection of Instructional Materials and Equipment LC 
2531 Copyrighted Works BP 

2605 Program Accountability and Evaluation BP 
2623 Student Assessment LR 
2628 State Aid Incentives BP 

2700 P.A. 25 Annual Report LC 

3000 Staff 

3000 Educational Service Provider Statement 

3110 Conflict of Interest LR 
3120 Employment of Teachers and Administrators LR
3120.04 Employment of Substitutes LC 
3121 Criminal History Record Check LR 
3130 Assignment and Transfer          LR 

3210 Staff Ethics LC  
3215 Use of Tobacco by Staff LR
3217 Weapons BP 
3220 Teacher Evaluation BP

3362.01 Threatening Behavior toward Staff Members BP

5000 STUDENTS

5111 Admission of Students LR 
5111.01 Homeless Students LR 
5111.02 Educational Opportunity for Military Children  LR 
5111.03 Children and Youth in Foster Care LR
5112 Entrance Age                                                                                      LC 
5130 Withdrawal from the Academy LC 
5136 Personal Communication Devices BP 

5200 Attendance LC 
5230 Late Arrival and Early Dismissal BP 



BOARD OF DIRECTORS TABLE OF CONTENTS 
YOUTH ADVANCEMENT ACADEMY page 5 of 8 

Legend: 
L  = Legally Required (if applicable) 
LC = Legal Content 
BP  = Best Practice 

© National Charter Schools Institute 

5330 Use of Medications LR
5330.01 Epinephrine Auto-Injectors LR 
5340 Student Accidents BP 
5341 Emergency Medical Authorization LC 
5343 Physician Order For Scope Of Treatment (Post) LR 
5350 Student Suicide LC 

5410 Promotion, Placement, and Retention BP 
5420 Reporting Student Progress BP 
5421 Grading BP 
5460 Graduation Requirements LC 
5463 Credits from Nonpublic Schools BP 

5500 Student Conduct LC 
5510 Students – Sex Offender Registry; Criminal Convictions BP 
5511 Dress and Grooming BP 
5512 Use of Tobacco by Students LC 
5513 Care of School Property BP 
5516 Student Hazing LC 
5517 Anti-Harassment  LR 
5517.01 Bullying LR 
5520 Disorderly Conduct BP 
5530 Drug Free Environment LR 
5532 Performance-Enhancing Drugs/Compounds LR
5540 Interrogation of Students LC 

5600 Student Discipline LC 
5610 Emergency Removal, Suspension & Expulsion of Students  LR 
5611 Due Process Rights LR 
5630.01 Student Seclusion and Restraint LR 

5710 Student Grievance BP 
5722 School-Sponsored Publications and Productions LC
5771 Search and Seizure LR 
5772 Possession of Weapons LR 
5780 Student/Parent Rights LR 

5830 Student Fund-Raising LC 

6000 FINANCES 

6107  Authorization to Accept and Distribute Electronic Records                  LC 
 and to Use Electronic Signatures   

6110 Grant Funds LR 
6111 Internal Controls LR 
6112 Cost Principles – Spending Federal Funds LC 
6114 Cost Principles                                                                                     LC 
6116 Time & Effort Reporting LC 
6144 Investments LR
6152 Student Fees, Fines, and Supplies BP 
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6210 Fiscal Planning BP 
6220 Budget Preparation LC 
6230 Budget Hearing LC 
6231 Budget Implementation BP 

6320 Purchasing LR
6321 New School Construction LC 
6325 Procurement--Federal Grants/Funds LR 

6420  Conflict of Interest – Legal Counsel, Advisors, or Consultants  LC
6440 Cooperative Purchasing BP 
6460 Vendor Relations LC 
6470 Payment of Claims BP 

6510 Payroll Authorization BP 
6550 Travel Payment & Reimbursement LR 

6800 System of Accounting LC 
6850 Public Disclosure and Reporting LR

7000 PROPERTY

7217 Weapons LR
7230 Gifts, Grants, and Bequests BP 

7310 Disposition of Surplus Property BP 

7410 Maintenance BP 
7420 Hygienic Management BP 
7430 Safety Standards LC 
7434 Use of Tobacco on Academy Premises LR
7440 Facility Security BP
7440.01 Video Surveillance and Electronic Monitoring LC
7450 Property Inventory LR 
7455 Accounting System for Fixed Assets BP 
7460 Conservation of Natural and Material Resources BP 

7530 Lending of Board-Owned Equipment BP 
7530.02 Staff Use of Personal Communication Devices LC 
7540 Technology LC 
7540.01 Technology Privacy LC 
7540.02 Web Accessibility, Content, Apps and Services LC 
7540.03 Student Education Technology Acceptable Use and Safety LR 
7540.04 Staff Technology Acceptable Use and Safety LR 
7540.05 Academy-Issued Staff E-mail Account BP 
7540.06 Academy-Issued Student E-mail Account BP 
7540.07 Personal Internet Account Privacy – Students LC 
7540.08 Personal Internet Account Privacy – Staff LC 
7541 Electronic Data Processing/Information System Disaster Recovery 

Plan BP 
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7542 Access to Academy Technology Resources and/or Information 
Resources from Personal Communication Devices BP 

7543 Utilization of the Academy’s Website and Remote Access to the  
Academy’s Network BP 

7544 Use of Social Media LC 
7545 Electronic Communications BP 

8000 OPERATIONS 

8120          Iran Economic Sanctions Act Compliance LR
8142          Criminal History Record LR  
8142.01     Weapons LR 

8210 Academy Calendar LC 
8220 Academy Day BP 

8300 Continuity of Organizational Operations BP 
8305 Information Security BP 
8310 Public Records   LR 
8320 Personnel Files BP 
8321 Criminal Justice Information Security LR 
8330 Student Records LR 
8340 Letters of Reference LR 
8350 Confidentiality LR 
8351 Breach of Confidential Information BP 

            8390         Animals on Academy  LR 

8400 Academy Safety Information LR 
8401 Fire Safety and Fire Department Notification LR 
8402 Emergency Operations Plan LR 
8405 Environmental Health and Safety Issues LC 
8405.01 Integrated Pest Management  LC 
8410 Crisis Intervention BP 
8420 Emergency Situations at the Academy LC 
8431 Preparedness for Toxic Hazards and Asbestos Hazard LR
8442 Reporting Accidents BP 
8450 Control of Casual-Contact Communicable Diseases BP 
8450.01 Pediculosis (Head Lice) BP 
8453 Direct Contact Communicable Diseases BP 
8453.01 Control of Blood-Borne Pathogens LC 
8462 Student Abuse and Neglect LC 
8470 Students-Sex Offender Registry; Criminal Convictions BP 

8500 Food Services LR 
8531 Free and Reduced–Priced Meals LC 
8540 Vending Machines LR 

8660 Transportation by Private Vehicle BP 

8710 Insurance LC 
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8740 Bonding BP 

8800 Religious/Patriotic Ceremonies and Observances LC 

9000 RELATIONS

9111 Telephone Communications BP 
9120 Academy Information Program BP 
9130 Public Complaints BP 
9150 Academy Visitors BP 
9160 Public Attendance at Academy Events LC

9250 Parent/Guardian Review of Instructional Materials and  
Observation of Instructional Activities LR 

9500 Relations with Educational Institutions and Organizations BP 
9555 Partnerships with Business BP 

9700 Relations with Special Interest Groups BP 
9700.01 Advertising and Commercial Activities BP 
9710 Volunteers BP 

Adopted 2/11/14 
Revised 6/10/14; 3/11/14; 9/17/14; 3/10/15; 9/8/15; 3/8/16; 7/12/16; 1/10/17; 12/12/17; 3/12/18; 
5/14/18; 10/8/19; 10/27/20; 11/17/20; 4/28/21 

*These policies are only legally required if the Academy serves food to students and receives direct or 
indirect federal aid for the program.   
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0000 BOARD OPERATING POLICY1

0100 Definitions LC 

0110 Official Description
0111 Name BP1

0112 Purpose BP 
0115 Address BP 

0120 Powers and Philosophy
0121 Authority BP 
0122 Board Powers LC

0130 Functions
0131 Legislative BP 
0131.1 Charter Contract Bylaws and Board Operating Policies BP 
0132.2 Administrative Procedures BP 

0140 Membership BP 
0141 Number BP 
0142 Appointment BP 
0142.1 Term BP 
0142.2 Oath BP 
0142.3 Vacancies BP 
0142.31 Filling a Board Vacancy BP 
0142.4 Orientation BP 
0143 Authority BP 
0143.1 Public Expression of Board Members LR 
0144 Operations BP 
0144.1 Compensation BP 
0144.11 Reimbursement of Expenses LR 
0144.2 Board Member Ethics BP 
0144.3 Conflict of Interest LC
0144.4 Indemnification BP 
0145 Discriminatory Harassment LC 

0150 Organization
0151 Annual Organizational Meeting LR
0152 Officers BP 
0154 Annual Organizational Meeting Agenda (Motions) BP 
0155 Committees BP 

0160 Meetings
0161 Parliamentary Authority BP 
0162 Quorum LC 
0163 Presiding Officer BP 
0164 Call BP 

1 Many of the board operating policies are also required by the Charter Contract, and are 
generally contained in the bylaws in the Charter Contract. The bylaws enshrined the Charter 
Contract always take precedence over these board operating policies.  Each contract should be 
reviewed to consider whether these policies are required by contract, even if not required by law.
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0164.1 Regular Meetings LC 
0164.2 Special Meetings LC 
0164.3 Emergency Meetings LC 
0165 Notice LC 
0165.1 Posting Notice of Regular Meetings LC 
0165.2 Change of Regular Meetings LC 
0165.3 Posting Notice of Special Meetings LC 
0165.4 Posting Notice of Emergency Meetings LC 
0165.5 Recess BP 
0165.6 Cancellation LC
0166 Agenda LC 
0166.1 Consent Agenda LC 
0167 Conduct 
0167.1 Voting LR 
0167.2 Closed Session LR 
0167.3 Public Participation at Board Meetings LR 
0167.4 Administrative Participation BP 
0167.5 Use of Electronic Mail BP 
0167.6 Use of Social Media BP 
0168 Minutes BP 
0168.1 Open Meeting LR 
0168.2 Closed Meeting LC 
0168.3 Committee Meetings LC 
0169 Student Disciplinary Hearings LC 
0169.1 Closed Session Requested  LC 
0169.2 Open Hearing LC 

0170 Duties
0171 Officers  
0171.1 President  LC 
0171.2 Vice-President  LC 
0171.3 Secretary  LC 
0171.4 Treasurer  LC 
0172 Legal Counsel BP 
0173 Independent Auditor BP 
0175 Association Memberships BP 
0175.1 Board Conferences, Conventions, and Workshops BP 

Adopted 2/11/14 
Revised 6/10/14; 9/17/14; 3/8/16; 7/12/16; 1/10/17; 12/12/17; 3/12/18; 5/14/18; 4/28/21 
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REVISED POLICY – FALL 2021 
DEFINITIONS 

Whenever the following items are used in these bylaws, policies and administrative 
guidelines, they shall have the meaning set forth below: 

Academy 

This Public School Academy 

Administrative Guideline

A policy-based statement, usually written, outlining and/or describing the means by which a 
policy should be implemented and providing for the management cycle of plan, act, and 
assess or evaluate. 

Apps and Services 

Apps and services are software (i.e., computer programs) that support the interaction of 
personal communication devices (as defined in Bylaw 0100) over a network, or client-server 
applications in which the user interface runs in a web browser. Apps and services are used to 
communicate/transfer information/data that allow students to perform actions/tasks that assist 
them in attaining educational achievement goals/objectives, enable staff to monitor and 
assess their students' progress, and allow staff to perform other tasks related to their 
employment.  Apps and services also are used to facilitate communication to, from and 
among and between, staff, students, and parents, Board members and/or other stakeholders 
and members of the community.  

Authorizer or Authorizing Body 

The governing boards of four different types of public educational entities (school boards, 
intermediate school boards, community college boards, governing boards of state public 
universities), empowered to issue contracts for the creation of public school academies, 
subject to certain limitations.  The Revised School Code designates the authorizer or 
authorizing body. 

Board

The Board of Directors.  (See Charter Contract Bylaws) 

Board Operating Policy 

Rule of the Board for its own governance. (See Charter Contract Bylaws) 

Charter Contract 

The executive act taken by an authorizing body, authorizing a public school academy.  
Subject to the constitutional powers of the state board and applicable law, the charter contract 
is the written instrument executed by an authorizing body, conferring certain rights, 
franchises, privileges, and obligations on a public school academy. 
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Director 

The administrator employed by the Board/Educational Service Provider who is responsible for 
the daily operations of the Academy and the implementation of the policies of the Board.  The 
Director can delegate appropriate duties assigned by the Board. The Director must hold an 
appropriate school administrator certificate or permit.

Due Process

An established, rule-based procedure for hearing evidence, based on prior knowledge (a 
posted discipline code), notice of offense (accusation), and the opportunity to respond.  Due 
process may require consideration of statutorily mandated factors, the right to counsel and/or 
confrontation or cross examination of witnesses, depending upon the situation. 

Educational Service Provider 
(Educational Management Organization or Charter Management Organization)

An entity that enters in to a management agreement with a Public School Academy. 

Educational Service Provider Employee  

All employees of the Educational Management Organization, both certificated and non- 
certificated, working in the school who provide service to the Academy’s program or 
administration. 

Family Member 

"Family member" means a person’s spouse or spouse’s sibling or child; a person’s sibling or 
sibling’s spouse or child; a person’s child or child’s spouse; or a person’s parent or parent’s 
spouse, and includes these relationships as created by adoption or marriage. (See Bylaw 
0144.3) 

Full Board

Authorized number of voting members entitled to govern the Academy, as established by the 
authorizer. 

Information Resources 

The Board defines Information Resources to include any data/information in electronic, audio-
visual or physical form, or any hardware or software that makes possible the storage and use 
of data/information. This definition includes but is not limited to electronic mail, voice mail, 
social media, text messages, databases, CD-ROMs/DVDs, web sites, motion picture film, 
recorded magnetic media, photographs, digitized information, or microfilm. This also includes 
any equipment, computer facilities, or online services used in accessing, storing, transmitting 
or retrieving electronic communications. 

KRESA 

Kalamazoo Regional Educational Service Agency 

May
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The word used when an action by the Board, or its designee, is permitted, but not required. 
Meeting

Any gathering attended by, or open to, all of the members of the Academy’s Board of 
Directors.  A meeting is held with the intent on the part of the members of the body present to 
discuss or act as a unit upon the specific public business of that body. 

Parent

The natural, adoptive, or surrogate parent(s) or the party designated by the courts as the legal 
guardian or custodian of a student.  Both parents will be considered to have equal rights, 
unless a court of law decrees otherwise and a copy of such order is on file with the Academy. 

Personal Communication Devices 

Personal communication devices (“PCDs”) include computers, laptops, tablets, e-readers, 
cellular/mobile phones, smartphones, and/or other web-enabled devices of any type. 

Policy

A general statement written by the governing Board that defines its expectations or position 
on a particular matter.  A policy also authorizes appropriate action that must or may be taken 
to establish and/or maintain the Board’s expectations. 

President 

The official leader of the Board.   In addition to the responsibilities listed in “Duties of 
President,” contained in the Charter Contract Bylaws and Articles of Incorporation, the 
President has the authority to sign, execute, and acknowledge, on behalf of the Board, all 
deeds, mortgages, bonds, contracts, leases, reports, and all other Board-approved 
documents. 

Relative

The mother, father, sister, brother, spouse, parent of spouse, child, grandparents, grandchild, 
or dependent in the immediate household, as defined in the policy covering this subject. 

Secretary

The chief clerk of the Board of Directors.  (See Charter Contract Bylaws.) 

Shall

This word is used when an action by the Board or its designee is required.  (The words will
and must also signifies a required action.) 

Social Media 

Social media are online platforms where users engage one another and/or share information 
and ideas through text, video, or pictures.  Social media consists of any form of online 
publication or presence that allows interactive communication, including, but not limited to, 
text messaging, instant messaging, websites, web logs ("blogs"), wikis, online forums (e.g., 
chat rooms), virtual worlds, and social networks.  Examples of social media include, but are 
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not limited to, Facebook, Facebook Messenger, Google Hangouts, Twitter, LinkedIn, 
YouTube, Flickr, Instagram, Pinterest, Skype, and Facetime.  Social media does not include 
sending or receiving e mail through the use of Academy-issued e-mail accounts.  Apps and 
web services shall not be considered social media unless they are listed on the Academy’s 
website as Academy-approved social media platforms/sites. 

Student

A person who is officially enrolled in the Academy. 

Support Personnel

Personnel who provide support to the Academy's program, professional staff, and 
Administration, whose position does not require professional certification. 

Technology Resources 

The Board defines Technology Resources to include computers, laptops, tablets, e-readers, 
cellular/mobile telephones, smartphones, web-enabled devices, video and/or audio recording 
equipment, projectors, software and operating systems that work on any device, copy 
machines, printers and scanners, information storage devices (including mobile/portable 
storage devices such as external hard drives, CDs/DVDs, USB thumb drives and memory 
chips), the computer network, Internet connection, and online educational services and apps. 

Treasurer

The chief financial officer of the Academy.  (See Charter Contract Bylaws) 

Vice-President

The Vice-President of the Board of Directors.  (See Charter Contract Bylaws) 

Voting

The act of taking a vote at a meeting of the Board of Directors.  Except to accommodate the 
absence of any member of the Board due to military duty or for any other purpose 
permitted by law, Board members must be physically present to have their vote officially 
recorded in the Board minutes. 

Citations to Michigan Compiled Laws (MCL) are shown as MCL followed by the Section 
Number (e.g., MCL 380.1438).  Citations to the Michigan Administrative Code are prefaced 
AC Rule (e.g., AC Rule R380.221).  Citations to the Federal Register are noted as FR, to the 
Code of Federal Regulations as CFR, and to the United States Code as USC. 

Adopted 2/11/14
Revised 1/10/17; 3/12/18; 5/14/18; 4/28/21 
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REVISED POLICY – FALL 2021 
MEETINGS 

0161 Parliamentary Authority

The parliamentary authority governing the Board of Directors shall be 
Robert’s Rules of Order, Newly Revised or the rules of order of this Board.

0162 Quorum

In order to legally transact business, the Academy Board shall have a 
quorum physically present at a duly called meeting of the Academy Board. 
A “quorum” shall be defined as follows: 

# of Academy Board Positions            # Required for Quorum 

Five (5)                                                    Three (3) 
Seven (7)                                                 Four (4) 
Nine (9)                                                    Five (5)

 Manner of Acting 

The Academy board shall be considered to have “acted,” when a duly                 
called meeting of the Academy Board has a quorum present and the 
number of Academy Board members voting in favor of an action is as 
follows: 

# of Academy Board Positions      # for Quorum       # required to act 

Five (5)                                              Three (3)                   Three (3) 
Seven (7)                                           Four (4)                     Four (4) 
Nine (9)                                              Five (5)                      Five (5) 

0163 Presiding Officer

The President shall preside at all meetings of the Board.  In the absence, 
disability, or disqualification of the President, the Vice-President shall act 
instead; if neither person is available, any member shall be designated by 
a plurality of those present to preside.  The act of any person so 
designated shall be legal and binding. 

0164 Call

0164.1 Regular Meetings

The Board shall hold a meeting at least once each month on a date and at 
a time and place determined annually by a resolution of the Board. 

0164.2 Special Meetings

Special meetings of the Board may be called by the President or by any 
two (2) members of the Board provided there is compliance with the notice 



BOARD OF DIRECTORS BYLAWS 
YOUTH ADVANCEMENT ACADEMY 0160/page 2 of 11 

© National Charter Schools Institute

provision of these Bylaws.

0164.3 Emergency Meetings

In the event of a severe and imminent threat to the health, safety, or 
welfare of the Academy, its personnel, or students, any member of the 
Board may call an emergency session provided the majority of the Board 
concur that delay would be detrimental to efforts to lessen or respond to 
the threat.  Actual notice of any emergency meeting shall be attempted, but 
not required to other Board members. 

0165 Notice

0165.1 Posting Notice of Regular Meetings

Within ten (10) days after the organizational Board meeting, the Board 
shall cause to be posted at the Board office and in other locations 
considered appropriate by the Board, a notice listing the date, time, and 
place of each regularly scheduled meeting of the Board.  The notice shall 
contain the name and address of the Academy and its telephone number. 

The notice shall also contain the following statement: 

"Upon request to the Board President, the Academy shall make reasonable 
accommodation for a person with disabilities to be able to participate in this 
meeting."

Upon the written request of an individual, organization, firm, or corporation, 
and upon the requesting party's payment of a yearly fee of not more than 
the estimated reasonable cost for printing and postage of each notice as 
shall be determined annually by the Board, the Academy shall send to the 
requesting party by first-class mail a copy of any notice required to be 
posted by these bylaws.  The news media shall be entitled to receive, at 
their request, copies of such notices free of charge. 

0165.2 Change of Regular Meetings

Within three (3) days after the Board adopts a resolution changing the 
date, time, or place of a regularly scheduled meeting, the meeting notice 
shall state the date, time, and place of the rescheduled meeting, as well as 
the name, address, and telephone number of the Academy.  Said notice 
shall be posted on the front door of the building and such other place(s) as 
the Board may determine.  Said notice shall be posted at least 
eighteen (18) hours before the rescheduled meeting. 

MCL 15.264, 15.266 

0165.3 Posting Notice of Special Meetings

Said notice shall state the date, time, and place of such special meeting 
and the business to be transacted thereat, as well as the name, address, 
and telephone number of the Academy.  A notice of any special meeting 
shall be posted at least eighteen (18) hours before said special meeting at 
the Board office and such other places as the Board may determine.  A 
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copy of said notice shall be served upon each member of the Board.

0165.4 Posting Notice of Emergency Meetings

No notice of any emergency meeting shall be required. 

0165.5 Recess

Any meeting of the Board may be recessed to another time and place.  Any 
meeting which is recessed for more than thirty-six (36) hours shall be 
reconvened only after a notice stating the date, time, and place of the 
recessed meeting as well as the name, address, and telephone number of 
the Academy has been posted on the front door and such other place as 
the Board may determine for at least eighteen (18) hours prior to the time 
the meeting is to be reconvened. 

MCL 15.265, 380.1201(3)(4) 

0165.6  Cancellation  

Any meeting of the Board may be cancelled for appropriate purposes, 
which shall include, but not be limited to, inclement weather, lack of a 
quorum, or conflict with a special event relating to the Academy.  If the 
cancelled meeting is a regular meeting it must be re-scheduled following all 
notice requirements set forth above. 

M.C.L. 15.265, 380.1201(3)(4) 

0166 Agenda

The Board President shall prepare and submit to each Board member a 
written agenda prior to each regular meeting and each special meeting, 
unless otherwise directed by the Board.  The agenda shall list the various 
matters to come before the Board and shall serve as a guide for the order 
of procedure for the meeting.  Individual Board members may include items 
on the agenda upon the concurrence of the Board President.

The agenda of the regular monthly meeting or special meetings shall be 
accompanied by a report from the Director on information relating to the 
Academy with such recommendations as s/he shall make.

Each agenda shall contain the following statement: 

"This meeting is a meeting of the Board of 
Directors in public for the purpose of conducting 
the Academy’s business and is not to be 
considered a public community meeting.  There 
is a time for public participation during the 
meeting as indicated in agenda." 

Any person or group wishing to place an item on the agenda shall register 
their intent with the Educational Service Provider no later than seven (7) 
days prior to the meeting and include: 
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A. name and address of the participant; 

B. group affiliation, if and when appropriate; 

C. topic to be addressed. 

Such requests shall be subject to the final approval of the Educational 
Service Provider or the Board President. 

Denial of the opportunity to have an item placed on the agenda will not 
preclude an individual or group from the opportunity to speak during the 
public participation portion of the meeting. 

The agenda for each regular meeting shall be mailed or delivered to each 
Board member so as to provide proper time for the member to study the 
agenda.  Generally, the agenda should be mailed no later than three (3) 
days prior to the meeting, or delivered so as to provide time for the study of 
the agenda by the member.  The agenda for a special meeting shall be 
delivered at least twenty-four (24) hours before the meeting, consistent 
with provisions calling for special meetings. 

The Board shall transact business according to the agenda prepared by 
the Board President and submitted to all Board members in advance of the 
meeting.  The order of business may be altered and items added at any 
meeting by a majority vote of the members present.

0166.1 Consent Agenda

The Board of Directors shall use a consent agenda to keep routine matters 
within a reasonable time frame.

The following routine business items may be included in a consent motion 
to include:

A. minutes of prior meetings

B. bills for payment 

C. hiring of personnel 

D. resolutions that require annual adoption, such as bank signatories, 
Michigan High School Athletic Association membership, etc. 

E. resignations and leaves 

A member of the Board may request any item to be removed from the 
consent resolution and defer it for a specific action and more discussion.  
No vote of the Board will be required to remove an item from the consent 
agenda.  A single member's request shall cause it to be relocated as an 
action item eligible for discussion.  Any item on the consent agenda may 
be removed and discussed as a nonaction item or be deferred for further 
study and discussion at a subsequent Board meeting if any Board member 
thinks the item requires further discussion.
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0167 Conduct

0167.1 Voting

All regular and those special meetings of the Board at which the Board is 
authorized to perform business shall be conducted in public.  No act shall 
be valid unless approved at a meeting of the Board by a majority vote of 
the members elected or appointed to and serving on the Board who are 
authorized to vote (see Voting as defined in Bylaw 0100) and a proper 
record made of the vote.  Meetings of the Board shall be public and no 
person shall be excluded therefrom.  MCL 380.1201

Unless specifically authorized by Michigan conflict of interest laws, any 
Board member's decision to abstain shall be recorded and be deemed to 
acquiesce in the action taken by the majority.  Failure to vote, absent a 
statutory exception or other reasonable ethical basis, constitutes a breach 
of the Board member’s duty as a public official. In situations in which a 
specified number of affirmative votes are required and abstentions have 
been noted, the motion shall fail if the specified number of affirmative votes 
have not been cast.    In situations in which there is a tie vote and the 
abstention represents the deciding vote, the motion shall fail for lack of a 
majority.  184 Mich App 681,  684 (1990) 

All actions requiring a vote may be conducted by voice, show of hands, or 
roll call provided that the vote of each member be recorded.  Proxy voting 
shall not be permitted.  If a vote is not conducted by roll call, any member 
may request a roll call vote. 

0167.2 Closed Session

The Board may by means of a roll call vote meet in a closed session, one 
closed to the public, for the following purposes: 

A. to consider the dismissal, suspension, or disciplining of, or to hear 
complaints or charges brought against, or to consider a periodic 
personnel evaluation of, a public officer, staff member, or individual 
agent, if the named person requests a closed hearing (a majority 
vote is required)

B. to consider the dismissal, suspension, or disciplining of a student 
only if the student or student's parents request a closed hearing (a 
majority vote is required)  (Also see Bylaw 0169, Student 
Disciplinary Hearings)

C. to consider the purchase or lease of real property up to the time an 
option to purchase or lease that real property is obtained (a two-thirds 
(2/3's) vote is required)

D. to consult with its attorney regarding trial or settlement strategy in 
connection with specific pending litigation, but only if an open meeting 
would have a detrimental financial effect on the litigating or settlement 
position of the public body (a two-thirds (2/3's) vote is required) 
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E. to consider materials exempt from discussion or disclosure under State 
or Federal statute, including by the way of example only, written 
opinions of legal counsel, and school safety plans (a two-thirds (2/3's) 
vote is required) 

F. to consider security planning to address existing threats or prevent 
potential threats to the safety of the students or staff. (a majority vote is 
required)

0167.3 Public Participation at Board Meetings

In keeping with the confidential nature of closed sessions, no member of the 
Board shall disclose the content of discussions that take place during such 
sessions.  The only exceptions will be discussions with the Academy’s legal 
counsel or as directed by an order of a court with proper jurisdiction.

It is expected that Board members shall not record nor communicate by any 
means, electronic or otherwise, with party or parties outside such meetings 
regarding the substance of such meetings either during or after the course of 
such meetings.

MCL 15.267, 15.268 

The Board of Directors recognizes the value of public comment on educational 
issues and the importance of allowing members of the public to express 
themselves on school matters. 

To permit fair and orderly public expression, the Board shall provide a period 
for public participation at public meetings of the Board and publish rules to 
govern such participation in Board meetings and in Board committee meetings. 
The rules shall be administered and enforced by the presiding officer of the 
meeting.

The presiding officer shall be guided by the following rules:

A. Public participation shall be permitted as indicated on the printed 
agenda.

B. Anyone with concerns related to the operation of the schools or to 
matters within the authority of the Board may participate during the 
designated public participation portion (s) of a meeting. 

C. Participants must first be recognized by the presiding officer and will 
be requested to preface their comments by an announcement of their 
name; 

1. address; 

2. group affiliation, if and when appropriate.

D. Each statement made by a participant shall be limited to five (5) 
minutes duration.
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E. During the portion of the meeting designated for public 
participation, no participant may speak more than once on the 
same topic.

F. Participants shall direct all comments to the Board and not to staff or 
other participants.

G. The presiding officer may:

1. interrupt, warn, or terminate a participant's session when 
they make comments that are repetitive, obscene, and/or 
comments that constitute a true threat (i.e., statements 
meant to frighten or intimidate one (1) or more specified 
persons into believing that they will be seriously harmed 
by the speaker or someone acting at the speaker's behest);

2. request any individual to stop speaking and/or leave the 
meeting when that person  behaves in a manner that is 
disruptive of the orderly conduct and/or orderly progress of 
the meeting; 

3. request the assistance of law enforcement officers in the 
removal of a disorderly person when that person's conduct 
interferes with the conduct and/or orderly progress of the 
meeting;

4. call for a recess or an adjournment to another time when the 
lack of public decorum so interferes with the orderly conduct 
of the meeting as to warrant such action; 

5. waive these rules. with the approval of the Board when 
necessary for the protection of privacy or the administration 
of the Board's business.

The Board may permit individuals to attend meetings remotely through 
live broadcast; however, public participation will be limited to those 
who are in attendance at the meeting site only. The Board is not 
responsible for any technology failures that prevent or disrupt any 
individual from attending remotely. 

Audio or video recordings are permitted subject to the following conditions:  

A. No obstructions are created between the Board and the audience.

B. No interviews are conducted in the meeting room while the Board is 
in session. 

C. No commentary, adjustment of equipment, or positioning of 
operators is made that would distract either the Board or members of 
the audience while the Board is in session.

The person operating the recorder should contact the Director prior to the 
Board meeting to review possible placement of the equipment.
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MCL 15.263(4)(5)(6), 380.1808

0167.4 Administrative Participation

The Director and those administrators directed by the Director shall attend 
all meetings, when feasible.  

0167.5 Use of Electronic Mail

Since E-mail is a form of communication that could conflict with the Open-
Meetings Law, it will be used to conduct business of the Board only for the 
purposes of communicating: 
A. times, dates, and places of regular or special Board meetings;

B. a Board meeting agenda or public record information concerning 
items on the agenda;

C. requests for public record information from a member of the 
administration, school staff, or community pertaining to Academy 
operations; 

D. responses to questions posed by members of the public, 
administrators, or school staff.

Under no circumstances shall Board members use E-mail to discuss among 
themselves Board business that is only to be discussed in an open meeting 
of the Board, is part of an executive session, or could be considered an 
invasion of privacy if the message were to be monitored by another party.

There should be no expectation of privacy for any messages sent by E-mail.  
Messages that have been deleted may still be accessible on the hard drive, 
if the space has not been occupied by other messages.  Messages, deleted 
or otherwise, may be subject to disclosure under the Freedom of 
Information Act, unless an exemption would apply. 

0167.6 Use of Social Media 

Social Media, as defined in Bylaw 0100, shall not be used to conduct any 
form of Board business. 

0168 Minutes

0168.1 Open Meeting

The Secretary, or a temporary secretary appointed by the presiding officer, 
shall designate a person to keep minutes of each meeting showing the date, 
time, place, members present, members absent, any decisions made at a 
meeting open to the public, and the purpose or purposes for which a closed 
session is called.  These minutes must be approved by the Board and 
endorsed by the Secretary at the next meeting.  The minutes shall include 
all roll-call votes taken at the meeting.  Proposed minutes shall be available 
for public inspection not later than eight (8) business days after the meeting 
to which the minutes refer.  Approved minutes shall be available for public 
inspection not later than five (5) business days after the meeting at which 
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the minutes are approved.  The minutes shall be available for inspection at 
the Director’s office and shall be available for purchase at a fee estimated 
by the business office to cover the cost of printing and copying.

The Board Secretary shall not include in or with its minutes any personally 
identifiable information on any student of the Academy which if released, 
would prevent the public body from complying with the Family Educational 
Rights and Privacy Act of 1974.

The official minutes shall be bound together by years and kept in the office 
of the Board of Directors.

Minutes of the preceding meetings shall be approved by the Board as its 
first order of business at its next meeting.

The minutes shall show only action taken.

A. and if requested, remarks of

B. Board members 

C. administration. 

D. citizens present. 

MCL 15.269, 380.1201

0168.2 Closed Meeting

The Board shall designate a person to keep separate minutes of each 
closed meeting of the Board.  These minutes shall be retained by the 
Secretary of the Board, but shall not be available to the public and shall only 
be disclosed if required by a civil action filed under MCL 15.270 et seq.  
These minutes may be destroyed one (1) year and one (1) day after 
approval of the minutes of the regular meeting at which the closed session 
was approved.

MCL 15.267, 15.269, 15.270-71, 15.273

0168.3 Committee Meetings

Any Board committee, whether standing or appointed ad hoc, which 
exercises governmental or proprietary authority must comply with the Open 
Meetings provisions in 0168.1 and 0168.2, and Public Participation 
provisions in 0167.3.  Committees that are empowered to take action, make 
recommendations or otherwise deliberate in place of the Board are subject 
to this requirement.

0169 Student Disciplinary Hearings

0169.1 Closed Session Requested
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If parent or student requests a closed hearing, a vote must be taken.  The 
purpose of the closed session should be announced: “To consider a student 
disciplinary matter, pursuant to the request of the parent/guardian” (NOTE:  
Do not use the name since that could identify the student).  A majority 
is required to go into a closed session.

Those invited into closed session should include the student, parent(s) 
and/or representative(s) and school administrator(s) bringing charges.  
Others may be admitted at Board discretion, if needed for the proceeding or 
at the request of student/parents.

Witnesses should be admitted when needed to testify.  They should be 
asked to leave the closed session after testifying.  Witnesses may be 
required to affirm that they will tell the truth. 
The Administration should present a summary of the requested discipline 
and an overview of the incident(s) supporting discipline.  The Administration 
shall call and question witnesses as it determines appropriate.  The 
administrator may testify as a witness to the results of his/her investigation 
of the incident and the student’s past record. 

The student, parent, or representative (only one (1)) should be allowed to 
ask the witness(es) questions related to issues reasonably related to the 
discipline. Additional questioning by the Administration, the 
student/representative and/or the Board may be allowed at the Board’s 
discretion.

The student, parent, or representative may then present witnesses or 
statements to the Board.  The Administration and/or the Board may ask 
questions of these individuals.  The Board may allow additional questioning 
at its discretion.

When the presentation of evidence is concluded, the Board will deliberate.  
It may exclude both the Administration and the student and representatives, 
or allow both sides to remain.  If the Board desires clarification of any 
testimony during its deliberation, it shall assure that both the Administration 
and the student are present to hear the information. 

The Board shall not take any action in the closed session.  To act on the 
discipline the Board must return to open session.  This requires a majority 
vote.

During the open session the name of the student shall not be used in voting 
on the discipline, to protect student privacy under the Federal Family 
Educational Rights and Privacy Act.  The student may be referred to by a 
Code Number or Pseudonym (i.e. Student A).  Only the reference code 
shall be indicated in the Board minutes, NOT the student’s actual name.  
The reference code shall be listed in the student’s discipline file.

If, at any time during the hearing, the student, parent or authorized 
representative withdraws the request for a closed hearing, the matter shall 
proceed under the open hearing provisions. 

0169.2 Open Hearing
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If the student, parent or authorized representative does not request a closed 
hearing, the Board must still assure that the Family Educational Rights and 
Privacy Act is not violated.

The parents (or student if eighteen (18) or older) should sign an 
authorization to release student record information to allow discussion of the 
student’s information in the public forum.  If the parents refuse to sign the 
authorization or information relating to other students must be presented at 
the hearing, it should be done anonymously by referring to students by 
Code Numbers or Pseudonyms.  If this is not possible, then the Board may 
go into closed session to receive student identifiable information pursuant to 
a two-thirds (2/3’s) roll call vote for the announced purpose of “Considering 
material exempt from discussion or disclosure by State or Federal law.”

In all other respects the hearing shall proceed as outlined under the Closed 
Hearing. 

The Board must deliberate and act on the discipline in open session.  The 
student, parents, administration and public will be allowed to be present.  
Students/parents who have not authorized disclosure to the public will not 
be mentioned by name during deliberations, but only by anonymous 
reference code.  Any action must be by a vote of the Board in open session.  
If the student/parents have signed an authorization for public disclosure, 
then the student’s name may be used in the motion and recorded in the 
Board minutes.

Adopted 2/11/14 
Revised 6/10/14; 12/12/17; 5/14/18; 4/28/21 
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3000 Staff 

3000 Educational Service Provider Statement 

3110 Conflict of Interest LR 
3120 Employment of Teachers and Administrators LR
3120.04 Employment of Substitutes LC 
3121 Criminal History Record Check LR 
3130 Assignment and Transfer          LR 

3210 Staff Ethics LC  
3215 Use of Tobacco by Staff LR
3217 Weapons BP 
3220 Teacher Evaluation BP

3362.01 Threatening Behavior toward Staff Members BP

Adopted 3/8/16 
Revised 7/12/16; 1/10/17; 12/12/17; 3/12/18; 5/14/18; 10/8/19; 4/28/21 
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REVISED POLICY – FALL 2021 
EMPLOYMENT OF TEACHERS AND ADMINISTRATORS  

Reference:  MCL 37.2101 et seq., 333.17901, 380.1229, 1230, 1230b, 1231, 1233, 380.1233b, 1237, 
380.623,  

The Board of Directors recognizes it is vital to the successful operation of the Academy that 
the Educational Service Provider fill positions created by the Board with highly-qualified, 
competent personnel who meet all current state and federal certification, training, and 
education requirements. 

The Educational Service Provider shall provide the Board with a list of the proposed staff that 
shows all current qualifications and licensing. 

This section applies to teachers and administrators working at the Academy. 

All staff are subject to a criminal history record check.  See Policy 3121. 

A person employed as a Director or administrator must confirm that he/she has met, or is in 
the process of fulfilling, the appropriate educational or certification requirements established 
by the Revised School Code, Michigan Department of Education and applicable law. 

Prior to hiring an applicant, the Educational Service Provider shall obtain from the applicant a 
signed Consent to Obtain Records (Form 3120-F2 or 3120-F4, as applicable) and shall obtain 
any records from the applicant's current or immediately-previous employer, including the 
applicant's personnel file (particularly any records relating to unprofessional conduct in which 
the applicant may have engaged).   Any such records are to be reviewed prior to a 
recommendation for employment and may be disclosed to those individuals directly involved 
in evaluating the applicant's qualifications. 

Adopted 5/14/18 
Revised 
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6000 FINANCES 

6107  Authorization to Accept and Distribute Electronic Records                  LC 
 and to Use Electronic Signatures   

6110 Grant Funds LR 
6111 Internal Controls LR 
6112 Cost Principles – Spending Federal Funds LC 
6114 Cost Principles                                                                                     LC 
6116 Time & Effort Reporting LC 
6144 Investments LR
6152 Student Fees, Fines, and Supplies BP 

6210 Fiscal Planning BP 
6220 Budget Preparation LC 
6230 Budget Hearing LC 
6231 Budget Implementation BP 

6320 Purchasing LR
6321 New School Construction LC 
6325 Procurement--Federal Grants/Funds LR 

6420  Conflict of Interest – Legal Counsel, Advisors, or Consultants  LC
6440 Cooperative Purchasing BP 
6460 Vendor Relations LC 
6470 Payment of Claims BP 

6510 Payroll Authorization BP 
6550 Travel Payment & Reimbursement LR 

6800 System of Accounting LC 
6850 Public Disclosure and Reporting LR

Adopted 2/11/14 
Revised 3/8/16; 7/12/16; 5/14/18; 10/8/19; 4/28/21 
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REVISED POLICY – FALL 2021 
REVISED POLICY – EDGAR REVISIONS - SPRING 2021 

COST PRINCIPLES - SPENDING FEDERAL FUNDS  

Reference: 2 CFR. 200.344(b), 2 CFR. 200.403-.407, 200.413(a)-(c), 200.430(a), 200.431(a), 200.439(b)(2),
200.458, 2 CFR 200.474(b) 
34 CFR 76.707-.708(a), 75.703

The Educational Service Provider is responsible for the efficient and effective administration of 
grant funds through the application of sound management practices.  Such funds shall be 
administered in a manner consistent with all applicable Federal, State and local laws, the 
associated agreements/assurances, program objectives and the specific terms and conditions 
of the grant award. 

Cost Principles 

Except where otherwise authorized by statute, costs shall meet the following general criteria in 
order to be allowable under Federal awards: 

A. Be necessary and reasonable for proper and efficient performance and 
administration of the Federal award and be allocable thereto under these 
principles.

To determine whether a cost is reasonable, consideration shall be given to:

1. whether a cost is a type generally recognized as ordinary and 
necessary for the operation of the Academy or the proper and 
efficient performance of the Federal award; 

2. the restraints or requirements imposed by such factors as sound 
business practices, arm’s length bargaining, Federal, State, local, 
tribal and other laws and regulations;

3. market prices for comparable goods or services for the geographic 
area; 

4. whether the individuals concerned acted with prudence in the 
circumstances considering their responsibilities; and 

5. whether the cost represents any significant deviation from the 
established practices or Board policy which may unjustifiably
increase the expense.

While Federal regulations do not provide specific descriptions of what 
satisfies the “necessary” element beyond its inclusion in the reasonableness 
analysis above, whether a cost is necessary is determined based on the 
needs of the program.  Specifically, the expenditure must be necessary to 
achieve an important program objective.  A key aspect in determining 
whether a cost is necessary is whether the Academy can demonstrate that 
the cost addresses an existing need, and can prove it. 

When determining whether a cost is necessary, consideration may be given 
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to whether: 

a. the cost is needed for the proper and efficient performance of the 
grant program; 

b. whether the cost is identified in the approved budget or application;

c. whether there is an educational benefit associated with the cost;

d. whether the cost aligns with identified needs based on results and 
findings from a needs assessment;

e. whether the cost addresses program goals and objectives and is 
based on program data. 

A cost is allocable to the Federal award if the goods or services involved are 
chargeable or assignable to the Federal award in accordance with the 
relative benefit received. This standard is met if the cost: is incurred 
specifically for the Federal award; benefits both the Federal award and 
other work of the Academy and can be distributed in proportions that 
may be approximated using reasonable methods; and is necessary to 
the overall operation of the Academy and is assignable to the Federal 
award in accordance with cost principles mentioned here.

B. Conform to any limitations or exclusions set forth in the cost principles in 
Part 200 or in the terms and conditions of the Federal award.

C. Be consistent with policies and procedures that apply uniformly to both 
Federally-financed and other activities of the Academy. 

D. Be accorded consistent treatment.  A cost cannot be assigned to a Federal 
award as a direct cost if any other cost incurred for the same purpose in like 
circumstances has been allocated to a Federal award as an indirect cost 
under another award. 

E. Be determined in accordance with generally accepted accounting principles.

F. Be representative of actual cost, net of all applicable credits or offsets.

The term “applicable credits” refers to those receipts or reductions of 
expenditures that operate to offset or reduce expense items allocable to the 
Federal award.  Typical examples of such transactions are:  purchase 
discounts; rebates or allowances; recoveries or indemnities on losses; and 
adjustments of overpayments or erroneous charges.  To the extent that 
such credits accruing to or received by the State relate to the Federal 
award, they shall be credited to the Federal award, either as a cost 
reduction or a cash refund, as appropriate.

G. Be not included as a match or cost-share, unless the specific Federal 
program authorizes Federal costs to be treated as such.

H. Be adequately documented:

1. in the case of personnel services, the Educational Service Provider 
shall implement a system for Academy personnel to account for time 
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and efforts expended on grant funded programs to assure that only 
permissible personnel expenses are allocated;

2. in the case of other costs, all receipts and other invoice materials 
shall be retained, along with any documentation identifying the need 
and purpose for such expenditure if not otherwise clear. 

I. Be incurred during the approved budget period. 

The budget period means the time interval from the start date of a 
funded portion of an award to the end date of that funded portion during 
which recipients are authorized to carry out authorized work and 
expend the funds awarded, including any funds carried forward or other 
revisions pursuant to the law. Prior written approval from the Federal 
awarding agency or State pass through entity may be required to carry 
forward unobligated balances to subsequent budget periods, unless 
waived.  

Selected Items of Cost 

The Educational Service Provider shall follow the rules for selected items of cost at 2 C.F.R. 
Part 200, Subpart E when charging these specific expenditures to a Federal grant.  When 
applicable, the Educational Service Provider shall check costs against the selected items of 
cost requirements to ensure the cost is allowable.  In addition, State, Academy and program-
specific rules, including the terms and conditions of the award, may deem a cost as 
unallowable and Academy personnel shall follow those rules as well. 

The following rules of allowability must apply to equipment and other capital 
expenditures: 

A. Capital expenditures for general purpose equipment, buildings, and land 
are unallowable as direct charges, except with the prior written approval of 
the Federal awarding agency or pass-through entity.  

B. Capital expenditures for special purpose equipment are allowable as direct 
costs, provided that items with a unit cost of $5,000 or more have the prior 
written approval of the Federal awarding agency or pass-through entity. 

C. Capital expenditures for improvements to land, buildings, or equipment 
that materially increase their value or useful life are unallowable as a direct 
cost except with the prior written approval of the Federal awarding agency, 
or pass-through entity. 

D. Allowability of depreciation on buildings, capital improvements, and 
equipment shall be in accordance with 2 CFR 200.436 and 2 CFR 200.465. 

E. When approved as a direct cost by the Federal awarding agency or pass-
through entity under Sections A-C, capital expenditures will be charged in 
the period in which the expenditure is incurred, or as otherwise 
determined appropriate and negotiated with the Federal awarding agency. 

F. If the Academy is instructed by the Federal awarding agency to otherwise 
dispose of or transfer the equipment, the costs of such disposal or 
transfer are allowable. 
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Cost Compliance 

The Educational Service Provider shall require that grant program funds are expended and are 
accounted for consistent with the requirements of the specific program and as identified in the 
grant application.  Compliance monitoring includes accounting for direct or indirect costs and 
reporting them as permitted or required by each grant. Costs incurred for the same purpose 
in like circumstances shall be treated consistently as either direct or indirect costs, but 
may not be double charged or inconsistently charged as both.

Determining Whether a Cost is Direct or Indirect: 

A. Direct costs are those costs that can be identified specifically with a 
particular final cost objective, such as a Federal award, or other internally or 
externally funded activity, or that can be directly assigned to such activities 
relatively easily with a high degree of accuracy. 

These costs may include: salaries and fringe benefits of employees working 
directly on a grant-funded project; purchased services contracted for 
performance under the grant; travel of employees working directly on a 
grant-funded project; materials, supplies, and equipment purchased for use 
on a specific grant; program evaluation costs or other institutional 
service operations; and infrastructure costs directly attributable to the 
program (such as long distance telephone calls specific to the program, 
etc.). Direct costs may also include capital expenditures if approved by 
the Federal awarding agency or pass-through entity, as well as capital 
expenditures for special purpose equipment with a unit cost of less 
than $5,000.

B. Indirect costs are those that have been incurred for a common or joint 
purpose benefitting more than one cost objective, and not readily 
assignable to the cost objectives specifically benefitted, without effort 
disproportionate to the results achieved.  Costs incurred for the same 
purpose in like circumstances shall be treated consistently as either direct 
or indirect costs.

These costs may include: general data processing, human resources, utility 
costs, maintenance, accounting, etc. 

Federal education programs with supplement not supplant provisions must 
use a restricted indirect cost rate.  In a restricted rate, indirect costs are 
limited to general management costs. General management costs do not 
include divisional administration that is limited to one component of the 
Academy, the Board, compensation of the School Leader, compensation of 
the chief executive officer of any component of the Academy, and operation 
of the immediate offices of these officers.

The salaries of administrative and clerical staff should normally be treated 
as indirect costs.  Direct charging of these costs may be appropriate only if 
all of the following conditions are met: 

1. Administrative or clerical services are integral to a project or activity.

2. Individuals involved can be specifically identified with the project or 
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activity. 

3. Such costs are explicitly included in the budget or have the prior 
written approval of the Federal awarding agency. 

4. The costs are not also recovered as indirect costs. 

Where a Federal program has a specific cap on the percentage of administrative costs that 
may be charged to a grant, that cap shall include all direct administrative charges as well as 
any recovered indirect charges. 

Effort should be given to identify costs as direct costs whenever practical, but allocation of 
indirect costs may be used where not prohibited and where indirect cost allocation is approved 
ahead of time by the Michigan Department of Education (MDE) or the pass-through entity  
(Federal funds subject to 2 C.F.R. Part 200 pertaining to determining indirect cost allocation). 

Equipment and other capital expenditures are unallowable as indirect costs. 

Timely Obligation of Funds 

Financial obligations are orders placed for property and services, contracts and subawards 
made, and similar transactions that require payment. This term is used when referencing a 
recipient's or subrecipient's use of funds under a Federal award. 

The following list illustrates when funds are determined to be obligated under the U.S. 
Department of Education ("USDOE") regulations: 

If the obligation is for:  

A. Acquisition of property - on the date which the Academy makes a binding 
written commitment to acquire the property. 

B. Personal services by an employee of the Academy or Educational Service 
Provider - when the services are performed.

C. Personal services by a contractor who is not an employee of the Academy 
on the date which the Academy makes a binding written commitment to 
obtain the services. 

D. Performance of work other than personal services - on the date when 
the Academy makes a binding written commitment to obtain the work.

E. Public utility services - when the Academy receives the services. 

F. Travel - when the travel is taken. 

G. Rental of property - when the Academy uses the property.

H. A pre-agreement cost that was properly approved by the Secretary 
(USDOE) under the cost principles in 2 C.F.R. Part 200, Subpart E - Cost 
Principles - on the first day of the project period.

Period of Performance 
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All financial obligations must occur during the period of performance. Period of performance 
means the total estimated time interval between the start of an initial Federal award 
when the Academy is permitted to carry out the work authorized by the grant and the 
planned end date. The period of performance may include one or more funded portions 
or budget periods. The period of performance is dictated by statute and will be indicated in the 
grant award notification ("GAN").  As a general rule, State-administered Federal funds are 
available for obligation within the year that Congress appropriates the funds for.  However, 
given the unique nature of educational institutions, for many Federal education grants, the 
period of performance is twenty-seven (27) months.  This maximum period includes a fifteen 
(15) month period of initial availability, plus a twelve (12) month period for carryover.  For direct 
grants, the period of performance is generally identified in the GAN. 

In the case of a State-administered grant, financial obligations under a grant may not be made 
until the application is approved or is in substantially approvable form, whichever is later. 
In the case of a direct grant, a grantee may use grant funds only for obligations it makes 
during the grant period, unless an agreement exists with the awarding agency or the pass-
through entity (e.g., MDE)  to reimburse for pre-approval expenses. 

If a Federal awarding agency or pass-through entity approves an extension, or if the 
Academy extends under C.F.R. 200.308(e)(2), the Period of Performance will be amended 
to end at the completion of the extension. If a termination occurs, the Period of 
Performance will be amended to end upon the effective date of termination. If a renewal 
is issued, a distinct Period of Performance will begin. 

For both State-administered and direct grants, regardless of the period of availability, the 
Academy shall liquidate all financial obligations incurred under the award not later than ninety 
(90) days after the end of the funding period unless an extension is authorized.  Any funds not 
obligated within the period of performance or liquidated within the appropriate timeframe are 
said to lapse and shall be returned to the awarding agency.  Consequently, the Educational 
Service Provider shall closely monitor grant spending throughout the grant cycle.   

Adopted 7/12/16 
Revised 
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REVISED POLICY – FALL 2021 
STUDENT FEES, FINES, AND SUPPLIES 

Reference:   MCL 388.1904 [Suggested/Referred to, but not required] 

Fees 

The Board of Directors may assess certain fees to pay the costs for extra-curricular and 
noncredit activities.  Such fees might be made for expendable items such as magazines, 
workbook materials, paperback selections, laboratory supplies, materials for clubs, 
independent study or special projects, transportation costs, and admission/participation fees 
for school-sponsored trips and activities. 

If an eligible student enrolled in an eligible course offered by a career and technical 
preparation program does not complete the course, other than for reasons related to a family 
or medical emergency, the student shall repay to the Academy any funds expended by the 
Academy for the course that are not refunded by the career and technical preparation 
program, and may also be subject to such sanctions as are provided for in guidelines 
prepared by the Administration.   

No student, however, shall be deprived of participation in any mandatory school activity or 
required curriculum activity due to a lack of financial ability to pay. Fees will not be charged 
for such activities.  Extra-curricular activities for which fees will be charged may not be used in 
determining credit or grades in any course. 

A fee shall not exceed the combined cost of the service(s) provided and/or materials used.  
An accurate accounting of all fees collected and all fees expended shall be provided to the 
Administration (or his/her designee) for each fee-based activity, at the conclusion of the 
activity, along with a record of the remission of any fees not expended. 

Fines 

When Academy property, equipment, or supplies are damaged, lost, or taken by a student, 
whether in a regular course or extra-curricular offering, a fine will be assessed.  The fine will 
be reasonable, seeking only to compensate the Academy for the expense or loss incurred. 

The late return of borrowed books or materials from the Academy libraries will be subject to 
appropriate fines.  Failure to pay the fines may result in loss of privileges. 

Any fees or fines collected by members of the staff are to be given to the Director within 
twenty-four (24) hours after collection. 

In the event the above course of action does not result in the collection of the fee or fine, the 
Board authorizes the Administration to take the student and/or his/her parents to Small 
Claims Court for collection. 

Supplies 

The Academy will provide all basic supplies needed by the student to complete the required 
course curriculum.  The student and/or his/her family may choose to purchase their own 
supplies if they desire to have a greater quantity or quality of supplies, or to conserve the 
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limited resources for use by others.  The teacher or appropriate administrator may 
recommend useful supplies. 

Payment

For convenience to families, the Board may enter into an agreement with one or more 
credit card/online payment processing vendors to facilitate online payment of fees, 
fines, and charges. Parents/guardians or students may elect but are not required to 
make payments online. Vendors will comply with all Board policies and procedures 
related to confidentiality and security of information transmitted electronically. Payees 
will be notified of any processing or other nominal fees that may be charged for use of 
an online payment system before the transaction is completed. 

Students Experiencing Homelessness - McKinney-Vento Act 

No fine or fee shall be charged to a student identified as a student experiencing 
homelessness unless it is determined that the student has the ability to pay the fee or 
fine and that its imposition does not create a barrier to the student's ability to enroll, or 
attend school, achieve academic success, or cause the student to be identified as 
experiencing homelessness. Any dispute regarding a fine or a fee that is imposed shall 
not delay the student's enrollment or serve as a barrier to enrollment by delaying the 
transfer of student records to another academy or school district if applicable.  

Immediate enrollment notwithstanding fines or fees shall be extended to extra-
curricular and co-curricular activities as well as to academic programming.  

Adopted 2/11/14 
Revised 
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8000 OPERATIONS 

8120          Iran Economic Sanctions Act Compliance LR
8142          Criminal History Record LR
8142.01     Weapons LR 

8210 Academy Calendar LC 
8220 Academy Day BP 

8300 Continuity of Organizational Operations BP 
8305 Information Security BP 
8310 Public Records   LR 
8320 Personnel Files BP 
8321 Criminal Justice Information Security LR 
8330 Student Records LR 
8340 Letters of Reference LR 
8350 Confidentiality LR 
8351 Breach of Confidential Information BP 

            8390         Animals on Academy  LR 

8400 Academy Safety Information LR 
8401 Fire Safety and Fire Department Notification LR 
8402 Emergency Operations Plan LR 
8405 Environmental Health and Safety Issues LC 
8405.01 Integrated Pest Management  LC 
8410 Crisis Intervention BP 
8420 Emergency Situations at the Academy LC 
8431 Preparedness for Toxic Hazards and Asbestos Hazard LR
8442 Reporting Accidents BP 
8450 Control of Casual-Contact Communicable Diseases BP 
8450.01 Pediculosis (Head Lice) BP 
8453 Direct Contact Communicable Diseases BP 
8453.01 Control of Blood-Borne Pathogens LC 
8462 Student Abuse and Neglect LC 
8470 Students-Sex Offender Registry; Criminal Convictions BP 

8500 Food Services LR 
8531 Free and Reduced–Priced Meals LC 
8540 Vending Machines LR 

8660 Transportation by Private Vehicle BP 

8710 Insurance LC 
8740 Bonding BP 

8800 Religious/Patriotic Ceremonies and Observances LC 

Adopted 2/11/14 
Revised 3/11/14; 9/17/14; 3/10/15; 9/8/15; 3/8/16; 7/12/16; 1/10/17; 12/12/17; 5/14/18; 
10/8/19; 4/28/21 

*These policies are only legally required if the Academy serves food to students and receives direct or 
indirect federal aid for the program.  
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REVISED POLICY – FALL 2021 
PUBLIC RECORDS 

Reference:  MCL 15.231 et seq. 
MCL 445.81 et seq. 
Michigan Federation of Teachers v. University of Michigan, 481 Mich. 657 (2008)

The Board of Directors recognizes its responsibility to maintain the public records of this 
Academy and to make such records available to residents of Michigan for inspection and 
reproduction. 

The public records of this Academy include any writing or other means of recording or 
retaining meaningful content prepared, owned, used, in the possession of, or retained by the 
Academy, its Board, officers, or staff, subject to certain exemptions according to the Michigan 
Freedom of Information Act (FOIA). The Academy shall not disclose the confidential 
address of a student or of an employee who has provided proper notice of a 
participation card issued by the department of the attorney general under the Address 
Confidentiality Program Act.

Any person may make a written request for any public records of the Academy.  The person 
may inspect, copy, or receive copies of the public record requested.  The Academy shall 
respond to such requests within five (5) working days after receipt unless otherwise agreed to 
in accordance with the Freedom of Information Act. 

An individual may purchase copies of the Academy's public records upon payment of a fee.  
No original public record may be removed from the office in which it is maintained except by a 
Board officer or staff member in the course of the performance of his/her duties.  Neither the 
Board nor its staff shall permit the release of the social security number of a staff member, 
student, or other individual except as authorized by law (see Policy 8350 and AG 8350). 

The Board chooses not to provide for enhanced access to any of its public records. 

The Board has determined that personal and confidential information provided to and retained 
by the Academy on parents, students, staff and others will be considered exempt from 
disclosure pursuant to a Freedom of Information Act request, unless advised specifically by 
the Academy's legal counsel that the particular information must be released.  Such personal 
and confidential information shall include home addresses, telephone numbers, e-mail 
addresses or website pages (e.g. My Space, Facebook), except as they are specifically 
related to the operation of the schools, or specifically authorized for release by the individual, 
or the parent/guardian if the individual is a minor. 

Nothing in this policy shall be construed as preventing a Board member from inspecting in the 
performance of his/her official duties any record of this Academy, except student records and 
certain portions of personnel records. 

The Administration is authorized to dispose of correspondence on a daily basis including 
those transmitted by means of voice mail or E-mail, providing the message does not alter 
existing Academy records. 

The Administration/Educational Service Provider is responsible for transmission of data 
contained in the single record student data base established by the Michigan Department of 
Education.  Such transmission shall be in accordance with procedures established by KRESA 
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Intermediate School District and the Center for Educational Performance and Information 
(CEPI). 

Adopted 2/11/14 
Revised 
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REVISED POLICY – FALL 2021 
REVISED POLICY – SPRING 2021 
STUDENT RECORDS 

Reference: MCL 380.1135 
Letter, April 6, 2004 Jeremy Hughes, Deputy Supt. Department of Education 
34 CFR Part 99, 2002 
Section 444 of subpart of part C of the General Education Provisions Act 
Title IV of Public Law 90-247 
20 USC, Section 1232f through 1232i (FERPA) 
20 USC 1400 et seq., Individuals with Disabilities Education Improvement Act 
20 USC 7165(b) 
26 USC 152 
20 USC 7908 

In order to provide appropriate educational services and programming, the Board of Directors 
must collect, retain, and use information about individual students. Simultaneously, the Board 
recognizes the need to safeguard student’s privacy and restrict access to student’s personally 
identifiable information. 

If the parent or legal guardian of a student provides the Academy with notice that 
s/he/they have received a participation card issued by the attorney general under the 
address confidentiality program act, the Academy shall not disclose the confidential 
address of the student, regardless of any other provision of this policy.  The 
Educational Service Provider, or his or her designee, shall develop a process to ensure 
that a student's participation in the address confidentiality program act is appropriately 
noted to avoid disclosure of this information to any person or entity. 

Student "personally identifiable information" (“PII”) includes, but is not  limited to: the student's 
name; the name of the student's parent or other family members; the address of the student 
or student's family; a personal identifier, such as the student's social security number, student 
number, or biometric record; other indirect identifiers, such as the student's date of birth, 
place of birth, and mother's maiden name; other information that, alone or in combination, is 
linked or linkable to a specific student that would allow a reasonable person in the school 
community, who does not have personal knowledge of the relevant circumstances, to identify 
the student with reasonable certainty; or information requested by a person who the Academy 
reasonably believes knows the identity of the student to whom the education record relates. 

The Board of Directors is responsible for maintaining records of all students attending this 
Academy.  Only records mandated by the State or Federal government and/or necessary and 
relevant to the function of the Academy or specifically permitted by this Board will be 
compiled.  The Board hereby authorizes collection of the following student records, in addition 
to the membership record required by law: 

A. observations and ratings of individual students by professional staff 
members acting within their sphere of competency 

B. samples of student work 

C. information obtained from professionally acceptable standard instruments of 
measurement such as achievement tests

D. verified reports of serious or recurrent behavior patterns 
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E. rank in class and academic honors earned 

F. psychological tests

G. attendance records

H. health records

I. custodial arrangements 
In all cases, permitted, narrative information in student records shall be objectively-based on 
the personal observation or knowledge of the originator. 

Student records shall be available only to students and their parents, eligible students, and 
designated school officials who have a legitimate educational interest in the information, or to 
other individuals or organizations as permitted by law.  The term “parents” includes legal 
guardians or other persons standing in loco parentis (such as a grandparent or stepparent 
with whom the child lives, or a person who is legally responsible for the welfare of the child).  
The term “eligible student” refers to a student who is eighteen (18) years of age or older or a 
student of any age who is enrolled in a postsecondary institution. 

In situations in which a student has both a custodial and a noncustodial parent, both shall 
have access to the student's educational records unless stipulated otherwise by court order.  
In the case of eligible students parents will be allowed access to the records without the 
student's consent, provided the student is considered a dependent under section 152 of the 
Internal Revenue Code. 

An Academy official is a person employed by the Educational Service Provider as an 
administrator, supervisor, teacher/instructor (including substitutes), or support staff member 
(including health or medical staff and law enforcement unit personnel); a person serving on 
the Board. The Board further designates the following individuals as entities as “school 
officials” for the purpose of FERPA: 

A. persons or companies with whom the Board has contracted to perform a 
specific task (such as an attorney, auditor, insurance representative, or 
medical consultant); 

B. contractors, consultants, volunteers or other parties to whom the Board  
has outsourced a service or function otherwise performed by the Board  
employees (e.g. a therapist, authorized information technology (IT) staff,  
and approved online Educational Service Providers). 

The above-identified outside parties must (a) perform institutional services or functions for 
which the Board would otherwise use its employees, (b) be under the direct control of the 
Board with respect to the use and maintenance of education records, and (c) be subject to the 
requirements of 34 CFR 99.33(a) governing the use and re-disclosure of PII from education 
records. 

Finally, a parent or student serving on an official committee, such as a disciplinary or 
grievance committee, or assisting another school official in performing his/her tasks (including 
volunteers) is also considered an “Academy official” for purposes of FERPA provided s/he 
meets the above-referenced criteria applicable to other outside parties. 
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"Legitimate educational interest" shall be defined as a "direct or delegated responsibility for 
helping the student achieve one (1) or more of the educational goals of the Academy" or if the 
record is necessary in order for the school official to perform an administrative, supervisory or 
instructional task or to perform a service or benefit for the student or the student’s family.  The 
Board directs that reasonable and appropriate methods (including but not limited to physical 
and/or technological access controls) are utilized to control access to student records and to 
make certain that school officials obtain access to only those education records in which they 
have legitimate educational interest. 

The Board authorizes the administration to: 

A. forward student records, including any suspension and expulsion action 
against the student, on request to a school or school district in which a 
student of this Academy seeks or intends to enroll upon condition that the 
student’s parents be notified of the transfer, receive a copy of the record if 
desired, and have an opportunity for a hearing to challenge the content of 
the record;

B. 

C. 

forward student records, including disciplinary records with respect to 
suspensions and expulsions, upon request to a public school or school 
Board in which a student in foster care is enrolled.  Such records shall be 
transferred within one (1) school day of the enrolling school’s request; 

provide "personally-identifiable" information to appropriate parties, including 
parents of an eligible student, whose knowledge of the information is 
necessary to protect the health or safety of the student or other individuals, 
if there is an articulable and significant threat to the health or safety of a 
student or other individuals, considering the totality of the circumstances; 

D. report a crime committed by a child with or without a disability to appropriate 
authorities and, with respect to reporting a crime committed by a student 
with a disability, to transmit copies of the student’s special education 
records and disciplinary records including any suspension and expulsion 
action against the student to the authorities and Academy officials for their 
consideration;

E. release de-identified records and information in accordance with Federal 
regulations; 

F. disclose personally identifiable information from education records, without 
consent, to organizations conducting studies "for, or on behalf of" the 
Academy for purposes of developing, validating or administering predictive 
tests, administering student aid programs, or improving instruction; 
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Information disclosed under this exception must be protected so that 
students and parents cannot be personally identified by anyone other than 
representative of the organization conducting the study, and must be 
destroyed when no longer needed for the study.  In order to release 
information under this provision, the Academy will enter into a written 
agreement with the recipient organization that specifies the purpose of the 
study. Further, the following personally identifiable information will not be 
disclosed to any entity: a student or his/her family member’s social security 
number(s); religion; political party affiliation; voting history; or biometric 
information. 

This written agreement must include: 

1. specification of the purpose, scope, duration of the study, and the 
information to be disclosed;

2. a statement requiring the organization to use the personally 
identifiable information only to meet the purpose of the study; 

3. a statement requiring the organization to prohibit personal 
identification of parents and students by anyone other than a 
representative of the organization with legitimate interests; and

4. a requirement that the organization destroy all personally identifiable 
information when it is no longer needed for the study, along with a 
specific time period in which the information must be destroyed.     

  While the disclosure of personally identifiable information (other than social 
security numbers, religion, political party affiliation, voting record, or 
biometric information) is allowed under this exception, it is recommended 
that de-identifiable information be used whenever possible. This reduces the 
risk of unauthorized disclosure.

G. disclose personally identifiable information from education records without 
consent, to authorized representatives of the Comptroller General, the 
Attorney General, and the Secretary of Education, as well as state and local 
educational authorities.  The disclosed records must be used to audit or 
evaluate a federal or state supported education program, or to enforce or 
comply with Federal requirements related to those education programs. A 
written agreement between the parties is required under this exception.  
(See Form 8330 F16)

The Academy will verify that the authorized representative complies with 
FERPA regulations. 

H. request each person or party requesting access to a student's record to 
abide by the Federal regulations concerning the disclosure of information.

The Board will comply with a legitimate request for access to a student's records within a 
reasonable period of time but not more than forty-five (45) days after receiving the request or 
within such shorter period as may be applicable to students with disabilities.  Upon the 
request of the viewer, a record shall be reproduced, unless said record is copyrighted, and 
the viewer may be charged a fee equivalent to the cost of handling and reproduction.  Based 
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upon reasonable requests, viewers of education records will receive explanation and 
interpretation of the records. 

The Board shall maintain a record of those persons to whom information about a student has 
been disclosed.  Such disclosure records will indicate the student, person viewing the record, 
information disclosed, date of disclosure, and date parental/eligible student consent was 
obtained (if required). 

Upon written request by a student’s parent or legal guardian, the Academy shall disclose to 
the parent or legal guardian any personally identifiable information concerning the student 
that is collected or created by the Academy as part of the student’s education records.  
If the Academy provides any personally identifiable information concerning the student that is 
collected or created by the Academy as part of the student’s education records to any person, 
agency, or organization, then the Academy shall disclose to the student’s parent or legal 
guardian upon his or her written request: 

A. The specific information that was disclosed.  

B. The name and contact information of each person, agency, or organization to 
which the information has been disclosed. 

C. The legitimate reason that the person, agency, or organization had in obtaining 
the information.  

This information shall be provided without charge within 30 days after the Academy receives 
the written request and without charge to the parent or legal guardian. 

The Academy is not required to disclose to the parent or legal guardian, even upon written 
request, any personally identifiable information concerning the student that is collected or 
created by the Academy as part of the student’s education records and is provided to any 
person, agency, or organization in any of the following situations:  

A. Provision of such information to the Michigan Department of Education or 
CEPI.  

B. Provision of such information to the student’s parent or legal guardian.  

C. Provision of such information to its authorizing body or to an educational 
management organization with which it has a management agreement.  

D. Provision of such information to or from its intermediate school board or to 
another intermediate school board providing services to the Academy or its 
students pursuant to a written agreement.  

E. Provision of such information to a person, agency, or organization with written 
consent from the student’s parent or legal guardian or, if the student is at least 
age 18, the student.  

F. Provision of such information to a person, agency, or organization seeking or 
receiving records in accordance with an order, subpoena, or ex parte order 
issued by a court of competent jurisdiction.  
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G. Provision of such information as necessary for standardized testing that 
measures the student’s academic progress and achievement.  

H. Provision of such information that is covered by the opt-out form described 
above, unless the student’s parent or legal guardian or, if the student is at least 
age 18 or is an emancipated minor, the student has signed and submitted the 
opt-out form referenced below. 

Only "directory information" regarding a student shall be released to any person or party, 
other than the student or his/her parent, without the written consent of the parent; or, if the 
student is an eligible student, the written consent of the student, except those persons or 
parties stipulated by the Board policy and administrative guidelines and/or those specified in 
the law. 

The Board shall exempt from disclosure directory information, as requested for the purpose of 
surveys, marketing, or solicitation, unless the Board determines that the use is consistent with 
the educational mission of the Board and beneficial to the affected students.  The Board may 
take steps to ensure that directory information disclosed shall not be used, rented, or sold for 
the purpose of surveys, marketing, or solicitations.  Before disclosing the directory 
information, the Board may require the requester to execute an affidavit stating that directory 
information provided shall not be used, rented, or sold for the purpose of surveys, marketing, 
or solicitation. 

DIRECTORY INFORMATION 

Each year the Educational Service Provider shall provide public notice to students and their 
parents of the Academy's intent to make available, upon request, certain information known 
as "directory information."  The Board designates as student "directory information": 

A. a student's name;

B. Address (except for students participating in the address 
confidentiality program act); 

C. participation in officially recognized activities and sports; height and weight, 
if a member of an athletic team; 

D. date of graduation; 

E. awards received; 

F. honor rolls;

G. scholarships;

H. telephone numbers only for inclusion in school or PTO directories;

I. School photographs or videos of students participating in school activities, 
events, or programs.

The Educational Service Provider will also develop a list of uses for which the Academy 
commonly would disclose a student’s directory information and develop an opt-out form that 
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lists all of the uses or instances and allows a parent or legal guardian to elect not to have his 
or her child’s directory information disclosed for 1 or more of these uses.  

Each student’s parent or legal guardian will be provided with the opt-out form within the first 
30 days of the school year.  The form shall also be provided to a parent or legal guardian at 
other times upon request.  

If an opt-out form is signed and submitted to the Academy by a student’s parent or legal 
guardian, the Academy shall not include the student’s directory information in any of the uses 
that have been opted out of in the opt-out form. A student who is at least age 18 or is an 
emancipated minor may act on his or her own behalf with respect to the opt-out form. 

Parents and eligible students may also refuse to allow the Academy to disclose any or all of 
such "directory information" upon written notification to the Academy within fourteen (14) days 
after receipt of the Academy's public notice. 

Armed Forces Recruiting 

The Board shall provide United States Armed Forces recruiters with at least the same access 
to the high school campus and to student directory information (names, addresses, 
Academy-assigned email addresses (if available) (except for students participating in 
the address confidentiality program act), and telephone listings of secondary students) as 
is provided to other entities offering educational or employment opportunities to those 
students. “Armed forces of the United States” means the armed forces of the United States 
and their reserve components and the United States Coast Guard. 

If a student or the parent or legal guardian of a student submits a signed, written request to 
the Board that indicates that the student or the parent or legal guardian does not want the 
student’s directory information to be accessible to official recruiting representatives, then the 
officials of the school shall not allow that access to the student’s directory information.  The 
Board shall ensure that students and parents and guardians are notified of the provisions of 
the opportunity to deny release of directory information. 

Public notice shall be given regarding the right to refuse disclosure of any or all “directory 
information” including to the armed forces of the United States and the service academies of 
the armed forces of the United States. 

A fee, not to exceed the actual costs incurred by the high school, for copying and mailing 
student directory information under this section, may be charged an official recruiting 
representative. 

Directory information received under armed services authorization request shall be used only 
to provide information to students concerning educational and career opportunities available 
in the armed forces of the United States or the service academies of the armed forces of the 
United States.  An official recruiting representative who receives student directory information 
under this section shall not release that information to a person who is not involved in 
recruiting students for the armed forces of the United States or the service academies of the 
armed forces of the United States. 

Annually the Board will notify male students age eighteen (18) or older that they are required 
to register for the selective service. 
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Requests to the Academy Records Officer shall be presented on a standardized form 
developed by the armed forces of the United States requesting access to a high school 
campus and a time for the access.  Requests should bear the signature of the ranking 
recruiting officer of the armed service making the request. 

Whenever consent of the parent(s)/eligible student is required for the inspection and/or 
release of a student's education records or for the release of "directory information", either 
parent may provide such consent unless stipulated otherwise by court order.  If the student is 
under the guardianship of an institution, the Administrator shall appoint a person who has no 
conflicting interest to provide such written consent. 

The Board may disclose "directory information" on former students without student or parental 
consent, unless the parent or eligible student previously submitted a request that such 
information not be disclosed without their prior written consent. 

The Academy shall not sell or otherwise provide to a for-profit business entity any personally 
identifiable information that is part of a student’s education records. This does not apply to 
any of the following situations:  

A. Providing the information to an educational management organization with 
which the Academy has a management agreement. 

B. Providing the information as necessary for standardized testing that measures 
the student’s academic progress and achievement.  

C. Providing the information as necessary to a person that is providing 
educational or educational support services to the student under a contract 
with the Academy. 

The parent of a student or an eligible student has the right to inspect upon request any 
instrument used in the collection of personal information before the instrument is administered 
or distributed to a student. Personal information for this section is defined as individually 
identifiable information including a student or parent’s first and last name, a home or other 
physical address (including street name and the name of the city or town, unless a parent is 
prohibited from doing so due to a student's participation in the address confidentiality 
program act), a telephone number, or a Social Security identification number. In order to 
review the instrument, the parent or eligible students, must submit a written request to the 
building principal at least 10 work days before the scheduled date of the activity. The 
instrument will be provided to the parent within 10 business days of the principal receiving the 
request. 

The Educational Service Provider shall directly notify the parent(s) of a student and eligible 
students, at least annually at the beginning of the school year, of the specific or approximate 
dates during the school year when such activities are scheduled or expected to be scheduled. 

This section does not apply to the collection, disclosure or use of personal information 
collected from students from the exclusive purpose of developing, evaluating, or providing 
educational products or service for, or to, students or educational institutions, such as the 
following: 

A. college or other postsecondary education recruitment, or military recruitment; 
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B. book clubs, magazines, and programs providing access to low-cost literary 
products; 

C. curriculum and instructional materials used by elementary and secondary 
schools; 

D. tests and assessments used by elementary and secondary schools to provide 
cognitive, evaluative, diagnostic, clinical, aptitude, or achievement information 
about students (or to generate other statistically useful data for the purpose of 
securing such tests and assessments) and the subsequent analysis and public 
release of the aggregate data from such tests and assessments; 

E. the sale by students of products or services to raise funds for school-related or 
education-related activities; and 

F. student recognition programs. 

The Board may establish online access for the parents or the eligible student to the student’s 
confidential academic and attendance record.  To authorize such access, the parents or the 
eligible student must sign a release.  This release shall remind the parents or eligible student 
that the account and confidential information about the student is only as secure as they keep 
their account information.  Neither the Board, Educational Service Provider nor its employees 
will be held responsible for any breach of this policy by the parent/eligible student or any 
unauthorized party. 

The Educational Service Provider shall prepare guidelines to ensure that students and 
parents are adequately informed each year regarding their rights to: 

A. inspect and review the student's education records;

B. request amendments if the record is inaccurate, misleading, or otherwise in 
violation of the student's rights;

C. consent to disclosures of personally-identifiable information contained in the 
student's education records, except to unauthorized disclosures allowed by 
the law; 

D. challenge the Board’s noncompliance with a parent’s request to amend the 
records through a hearing;

E. file a complaint with the United States Department of Education;

F. obtain a copy of the Board’s policy and administrative guidelines on student 
records.

The Administration/Educational Service Provider shall also develop procedural guidelines for: 

A. the proper storage and retention of records including a list of the type and 
location of records;

B. informing Board employees of the Federal and State laws concerning 
student records.
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The Board authorizes the use of the microfilm process or electromagnetic processes of 
reproduction for the recording, filing, maintaining, and preserving of records. 

No liability shall attach to any member, officer, or Educational Service Provider employee of 
this Academy specifically as a consequence of permitting access or furnishing student 
records in accordance with this policy and regulations. 

Any entity receiving personally identifiable information pursuant to a study, audit, evaluation 
or enforcement/compliance activity must comply with all FERPA regulations.  Further, such an 
entity must enter into a written contract with the Board of Directors delineating its 
responsibilities in safeguarding the disclosed information.  Specifically, the entity must 
demonstrate the existence of a sound data security plan or data stewardship program, and 
must also provide assurances that the personally identifiable information will not be re-
disclosed without prior authorization from the Board. Further, the entity conducting the study, 
audit, evaluation or enforcement/compliance activity is required to destroy the disclosed 
information once it is no longer needed or when the timeframe for the activity has ended, as 
specified in its written agreement with the Board of Directors.  See Form 8330 F14 and 
Form 8330 F16 for additional contract requirements. 

Adopted 2/11/14 
Revised 3/10/15; 12/12/17 


