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Reference links ï  
 

Title 22 (Education), Colorado Revised Statutes:  

http://www2.michie.com/colorado/lpext.dll?f=templates&fn=fs-main.htm&2.0 

Colorado Department of Education, Charter Schools Guidebook: 

http://www.cde.state.co.us/cdechart/guidebook 

Colorado League of Charter Schools:   http://www.coloradoleague.org 

Jefferson County School District:    http://www.jeffcopublicschools.org 

 

 

Jefferson County School District charter school websites ï 
  

Collegiate Academy:     http://www.collegiateacademy.net 

Compass Montessori:     http://www.jeffcopublicschools.org/charter/compass/ 

Excel Academy:      http://www.excel-academy.org/ 

Free Horizon Montessori:    http://www.freehorizonmontessori.org/ 

Jefferson Academy:     http://azores.globat.com/~jajags.com/ 

Lincoln Academy:     http://www.lincolnacademy.net/ 

Montessori Peaks Academy:  http://www.mpeaks.net/ 

Mountain Phoenix School:    http://www.mountainphoenix.org/ 

New America School:     http://www.newamericaschool.org/ 

Rocky Mountain Academy of Evergreen:   http://www.rmae.org/ 

Rocky Mountain Deaf School:    http://www.rmdeafschool.net/ 

Woodrow Wilson Academy:  http://www.wwacademy.org/ 

 

Policy Manual Disclaimer 

 

In collaboration with the Administrator, the Board of Directors of Montessori 

Peaks Academy (MPA) has prepared this policy manual to provide staff and 

community members with information covering essential aspects of school 

governance and management.  These policies cannot and do not describe all 

subjects that might apply to MPA, nor can they or do they describe all issues 

that might affect the school.  If at any time members of the MPA staff or 

school community have any questions or concerns about these policies, 

please contact the School Administrator or a Board member for clarification. 

 

This version of the MPA Board Policy Manual supersedes all prior MPA 

Board policies, whether written or oral, and implements JeffCo policy GP-3, 

Policy Making Principles.  Any member of the MPA staff or school 

community is invited and encouraged to recommend additions, corrections, or 

improvements to MPA Board policies by contacting the School Administrator 

or a Board member, or by providing public comments during Board meetings. 
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The School 
 

Mission Statement.  It is the mission of Montessori Peaks Academy to achieve high standards of 

individual excellence by guiding the whole student through an exceptional learning experience 

based on the educational philosophy of Maria Montessori. 

 

School Legal Status and Charter.  Montessori Peaks Academy is incorporated as a Colorado 

nonprofit corporation (501.C3), and is granted a school charter by the Jefferson County School 

District (JeffCo) Board of Education under the Colorado Revised Statutes, Section 22-30.5-101 

et seq. (Colorado Charter Schools Act) and Jefferson County School District Policy LBD, 

Charter Schools.  The Montessori Peaks Academy charter school contract is renewed every five 

years, with the most recent renewal dated March 14, 2005 and effective as of July 1, 2005.  (See 

Appendix A for the full text of the current MPA charter school contract.)  The district and school 

execute an annual Addendum to the renewal contract ï usually negotiated in March and effective 

July 1 ï typically describing agreements related to funding, budgeting, and contracted services.  

Copies of the charter school contract Addenda are kept on file in the Administratorôs office and 

may be available electronically on the school website. 

 

 

Foundations and Basic Commitments 
 

School Safety.  Montessori Peaks Academy shall provide a safe school environment for all 

students and employees.  The ability to prevent, intervene, and respond to school emergency 

situations is essential to achieving this goal.  Accordingly, the Administrator will  develop and 

implement appropriate strategies in the areas of prevention, intervention, and emergency/crisis 

response.  (Proposed on 7/30/08; adopted on 10/29/08.  Implements JeffCo policy EL-12.) 

 

Treatment of Students.  Montessori Peaks Academy shall provide an environment for students 

in which conditions are safe, respectful, non-discriminatory, appropriately confidential, and free 

from unnecessary disruption.  The Administrator will ensure the school provides a welcoming 

environment, and will provide programs at the school to promote dignity, respect, and 

responsibility.  The Administrator will expect staff members to hold high academic expectations 

for all students, and will expect that all staff members treat students with respect.   

 

The Administrator will educate students in their responsibilities and behavioral expectations as 

set forth in the Student Conduct Code booklet published by the school district and the MPA 

Family Handbook; make a reasonable attempt to inform parents of these policies through the 

delivery of a current Student Conduct Code booklet and Family Handbook to all parents during 

registration; ensure each student and/or parent signs a declaration of understanding of the JeffCo 

student conduct code each academic year; and inform students and parents of any significant 

changes in the student conduct code during the school year.   

 

The Board affirms the right of all students to be protected from intimidation, discrimination, 

physical harm, and/or harassment.  The Board affirms this right regardless of race, color, 

religion, national origin, ancestry, sex, sexual orientation, or disability.  The Administrator will 

provide a clear method for students to report incidents of harassment, bullying, or discrimination; 
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provide for the timely and effective handling of grievances and complaints; and ensure that 

student and parent rights are protected in all disciplinary actions.  (Proposed on 7/30/08; adopted 

on 10/29/08.  Implements JeffCo policies EL-10 and JB.) 

 

Treatment of Parents and Community.  With parents and the community, Montessori Peaks 

Academy shall maintain a culture that promotes mutual respect, involvement, and support.  The 

Administrator will ensure that standards for collaborative decision-making are met; evaluate 

interactions based on the values of integrity, teamwork, respecting people, and exemplary 

performance; and provide systems for teachers, parents, and community members to receive 

timely, cost-effective, targeted, or individualized communication.  MPA recognizes that parents 

are responsible for working in partnership with other members of the school community to 

support, encourage and participate in their childôs learning, and MPA will work in partnership 

with parents and the school community to ensure that all students thrive.  (Proposed on 7/30/08; 

adopted on 10/29/08.  Implements JeffCo policies EL-2 and GP-1.) 

 

Treatment and Compensation of Staff.  Montessori Peaks Academy highly values its teachers 

and staff, who with the Administrator are the heart of the schoolôs ability to achieve its mission.  

Accordingly, the Administrator will provide opportunities for staff to give input into decisions 

that impact them; develop and implement salary schedules and pay plans for instructional staff 

that compensate them commensurate with their education, prior experience, and continued 

professional growth; and protect against the inappropriate release of confidential information 

related to staff.  The Administrator will provide written policies which clarify personnel rules 

and procedures for staff, provide for the effective handling of grievances, and protect against 

wrongful conditions.  Finally, the Administrator will not prevent staff from bringing complaints 

to the Board when internal grievance procedures have been exhausted and the staff member 

alleges that school policy has been violated; and will not retaliate against any staff member for 

alleging a violation of law or civil rights.  (Proposed on 7/30/08; adopted on 10/29/08.  

Implements JeffCo policies EL-3 and EL-4.) 

 

Unlawful Discrimination & Equal Opportunity .  Montessori Peaks Academy shall comply 

with all applicable federal, state and local laws, rules, and regulations prohibiting discrimination 

on the basis of disability, race, creed, color, gender, national origin, religion, ancestry, or need 

for special education services for its students.  Enrollment at Montessori Peaks Academy is open 

to any child who resides within the school district.  The school is committed to the policy that no 

otherwise qualified student shall be excluded from participation in, be denied the benefits of, or 

be subject to discrimination under any school program or activity on the basis of race, color, 

religion, national origin, ancestry, sex, sexual orientation, or disability. 

 

Montessori Peaks Academy also is committed to the policy that it is both culturally and 

educationally sound to have people of diverse backgrounds on the schoolôs staff.  Therefore, the 

school shall promote and provide for equal opportunity in the recruitment, selection, 

development, promotion, and accountability of all school staff.  The commitment of MPA 

toward equal employment opportunity shall apply to all people without regard to race, color, 

religion, national origin, marital status, sex, sexual orientation, age, or disability.  The school is 

committed to non-discrimination in all areas of employment including job advertisement, pre-
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employment requirements, recruitment, compensation, fringe benefits, job classifications, 

promotion, and termination.   

 

No qualified individual with a disability who is employed by the school shall be subject to 

discrimination in employment based on disability in terms, conditions, or privileges of 

employment.  An otherwise qualified person with a disability, with or without reasonable 

accommodation, must be able to perform the essential functions of the job in question.  

Reasonable accommodations to the known physical or mental limitations of an otherwise 

qualified disabled person will be made, unless the accommodation would impose an undue 

hardship on the operation of the schoolôs programs or unless the accommodation would require 

significant modifications in the requirements of the job in question.  (Proposed on 7/30/08; 

adopted on 10/29/08.  Implements JeffCo policies AC, GBA and JB.)  

 

School Wellness.  It is the policy of Montessori Peaks Academy to provide a healthy school and 

learning environment by promoting and supporting student wellness behaviors, good nutrition, 

and regular physical activity.  The MPA classroom and school environment will positively 

influence the studentsô understanding, beliefs, informed decisions, and habits related to good 

nutrition, physical activity, and lifelong health and wellness.  Foods and beverages the school 

provides and makes available to students on school grounds during the school day will  encourage 

and model nutritious eating habits, promote student health, and support efforts to reduce 

childhood obesity.  Healthy food choices will be consistent with the accepted U.S. Department of 

Agriculture dietary guidelines and other applicable federal, state, and local nutrition and health 

department guidelines.  Implementation and monitoring of the student wellness policy will be 

supported by the Administrator, with appropriate involvement and input by parents, students, and 

the community.  (Proposed on 7/30/08; adopted on 10/29/08.  Implements JeffCo policy ADF.) 

 

 

Board Governance Process, Policies and Operations 
 

Governance Commitment.  The Constitution of the State of Colorado delegates authority to run 

public schools to the Board of Education of each local school district, with oversight by the State 

Board of Education.  The Jefferson County School District, through the Colorado Charter 

Schools Act, has delegated much of its decision-making authority for Montessori Peaks 

Academy to the schoolôs Board of Directors.  The Board, in accordance with the schoolôs charter 

contract with the district, is responsible for making all governance and policy decisions affecting 

the schoolôs students and staff.  The Board is charged with ultimate responsibility for all 

activities at the school, although authority for conducting many of these activities is routinely 

delegated to the Administrator, and through that person to the instructional staff, support staff, or 

parent volunteers for action. 

 

The Montessori Peaks Academy Board of Directors commits to ensuring, on behalf of the people 

of Jefferson County and the members of our school community, that all of our students can be 

safe, successful, well disciplined, learn basic skills, and achieve high standards.  We commit to 

the concept that our school can be an institution that reflects community values and prepares 

students to participate fully in our society.  As part of a community system, MPA must work 

collaboratively with families, the school district, and other public service institutions and 
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businesses to prepare our students for future success.  We are committed to the ideas that as 

students mature, they must assume increasingly greater responsibility for their own learning, and 

that parents can work in partnership with the school and community to support, encourage, and 

participate in their childôs learning.  We commit to employing highly skilled, caring staff 

members who are committed to and held accountable for the success of each student.  For our 

parents, students and staff, we are committed to lifelong learning, continuous improvement, 

valuing differences among people, honoring people as our greatest resource, and giving people 

quality choices. 

 

Montessori Peaks Academy commits to delivering a high-quality curriculum, in line with the 

educational philosophy of Maria Montessori and consistent with applicable district policies.  We 

commit to providing access to state-of-the-art learning resources, including technology, which 

support increased student learning.  We commit to setting high standards for students; ensuring 

these standards are understood and supported by the students, staff, and parents who comprise 

the school community; measuring student progress toward meeting these standards; reporting 

results to the school community on a regular basis; helping students attain and exceed these 

standards so they can be successful in the next phase of their lives.  (Proposed on 7/30/08; 

adopted on 10/29/08.  Implements JeffCo Policy GP-1.) 

 

Board Governing Style, Philosophy, and Standards of Conduct.  Board members shall 

exemplify integrity, honesty, and respect, and shall set as their highest priority a dedication and 

commitment to the vision of Montessori Peaks Academy.  Board members will govern with an 

emphasis on the schoolôs mission and vision, and with integrity and truthfulness in all methods 

and practices.  The Board will emphasize an organizational focus rather than interpersonal 

issues; an outward vision rather than internal preoccupation; a proactive approach rather than 

reactivity; and an orientation toward the future.  The Board will encourage diversity in 

viewpoints, yet will govern with an emphasis on collective rather than individual decisions.  The 

Board will govern with an emphasis on strategic leadership rather than administrative detail, and 

will ensure a clear distinction between the roles of the Board and the Administrator.     

 

The Board will cultivate a sense of group responsibility, and will take responsibility for 

excellence in governing.  The Board will enforce upon itself whatever discipline is needed to 

govern with excellence.  This self-discipline will apply to matters such as attendance, preparation 

for meetings, policymaking principles, respect of roles, and ensuring the continuity of 

governance capability.   Continuous Board development will include orientation of interested 

candidates and new members in the schoolôs governance process and policies, and periodic 

Board evaluation and discussion of process improvement.  

 

The Board will govern the school through the careful establishment of written policies reflecting 

the school communityôs values and perspectives.  The Boardôs major policy focus will be on the 

intended long-term benefits for students and the community, not on the administrative or 

programmatic means of attaining those results.  The Board will be the initiator of policy, not a 

reactor to staff initiatives.  The Board will use the expertise of individual Board members to 

enhance the ability of the Board as a body, but will not substitute individual judgments for the 

Boardôs collective values, and the Board will not allow any officer, member or committee of the 

Board to hinder or be an excuse for not fulfilling its commitments.       
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The MPA Board commits itself and its members to ethical, businesslike, and lawful conduct, 

including proper use of authority and appropriate decorum when acting as Board members.  The 

Board, acting within its authority, shall have the authority and responsibility to interpret and 

apply the following standards of conduct: 

 

1) Board members should represent the interests of the MPA school community.  This 

accountability to the whole MPA school community supersedes any conflicting loyalty to 

other advocacy or interest groups, subgroups of the school community, or membership on 

other boards or staffs.  It also supersedes the personal interest of any Board member who is 

also a parent of a student in the school. 

 

2) Board members may not attempt to exercise individual authority over the school organization 

except as explicitly set forth in school policies. 

 

3) Board members shall maintain the confidentiality appropriate to issues of a sensitive nature, 

especially those discussed in executive session. 

 

The Board and its members are committed to faithful compliance with the provisions of school 

policies.  In the event of a memberôs violation of policy, the Board will promptly seek remedy by 

the following process, as needed:  1) conversation in a private setting between the member in 

question and the Board President or other individual member; 2) discussion in a work session 

between the member in question and the full Board; and 3) censure of the member in question.  

(Proposed on 7/30/08; adopted on 10/29/08.  Implements JeffCo policies GP-2, GP-7 and GP-

14.  JeffCo policy GP-8, Board Member Covenants, is incorporated by reference in the MPA 

Board Orientation Handbook.) 

 

Administrator Recru iting and Hiring .  The Board may recruit and employ through written 

contract a school Administrator who shall hold valid principal licenses or authorizations and who 

shall supervise the operation and management of the school and such property as the Board shall 

determine necessary. 

 

The Administrator shall assume the administrative responsibility and instructional leadership, 

under the governance of the Board and in accordance with policies and the Administratorôs job 

description as approved by the Board, for the planning, management, operation, and evaluation 

of the educational program of the school. 

 

The Administrator shall be responsible for the recruitment, hiring, supervision, evaluation, 

compensation, discipline, and dismissal of all personnel employed at the school, including 

licensed personnel, educational staff, administrative staff, and support staff, as set forth in the 

MPA Employee Handbook.  The Board of Directors shall be responsible for the recruitment, 

hiring, evaluation, compensation, and dismissal of the Administrator, as set forth in the charter 

school contract, the policies of the school, and the terms of the Administratorôs employment 

contract.  (Proposed on 7/30/08; adopted on 10/29/08.  Implements JeffCo policy GCE/GCF.) 
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Governance-Management Connection.  The Boardôs sole connection to the operational 

organization of the school is the Administrator.  The Administrator is the Boardôs only link to the 

operational achievement and conduct of the school.  All authority and accountability of staff, as 

far as the Board is concerned, is considered to be the authority and accountability of the 

Administrator.  Accordingly, the Board will not give instructions or exert undue influence to 

staff members who report directly or indirectly to the Administrator.  The Board will refrain 

from formally evaluating any staff other than the Administrator, and the Board will view 

successful Administrator performance as identical to organizational performance, so that 

organizational accomplishment of and compliance with the Boardôs policies will be viewed as 

successful Administrator performance.  As a global executive constraint placed on the 

Administrator by the Board, the Administrator shall not cause or allow any practice, activity, 

decision, or organizational circumstance which is either unlawful, unsafe, imprudent, or in 

violation of commonly accepted business and professional ethics.  (Proposed on 7/30/08; 

adopted on 10/29/08.  Implements JeffCo policies BSL-1 and EL-1.) 

 

Unity of Control .  Only decisions of the Board acting as an entity are binding on the 

Administrator.  Decisions or instructions of individual Board members, officers, or committees 

are not binding on the Administrator, except in rare instances when the Board specifically has 

authorized such exercise of authority.  In the case of Board members or committees requesting 

information or assistance without Board authorization, the Administrator may refuse requests 

that require, in the Administratorôs opinion, a material amount of staff time or resources or that 

are disruptive or unreasonable.  (Proposed on 7/30/08; adopted on 10/29/08.  Implements JeffCo 

policies BSL-2 and GP-2.)  

 

Delegation to the Administrator.  The Board will instruct the Administrator through written 

policies which prescribe the organizational ends to be achieved, and describe organizational 

situations and actions to be avoided, allowing the Administrator to use any reasonable 

interpretation of these policies.  Accordingly, the Board will adopt or develop policies instructing 

the Administrator to achieve certain results.  As long as the Administrator uses any reasonable 

interpretation of the Boardôs policies, the Administrator is authorized, within the powers and 

authority of the Board and its charter school contract with the district, to make all decisions, take 

all actions, establish all practices, develop all activities, and generate additional policies, rules or 

procedures as necessary or desired.  The Board will make the final determination as to whether 

an Administrator interpretation is reasonable. 

 

The Board may change its policies, thereby shifting the boundary between Board and 

Administrator domains.  By doing so, the Board changes the latitude of choice given to the 

Administrator.  However, as long as any specified delegation of authority is in place, the Board 

will respect and support any reasonable interpretation of its policies.  Should the Administrator 

deem it necessary to, or inadvertently, violate a Board policy, s/he shall promptly inform the 

Board.  Informing is simply to guarantee no violation may be intentionally kept from the Board, 

not to request approval.  Board response, either by approving or disapproving, does not exempt 

the Administrator from subsequent Board judgment of the action.  (Proposed on 7/30/08; 

adopted on 10/29/08.  Implements JeffCo policy BSL-3.)  
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Administrator Succession.  To ensure continuity of operations for the school in the event of the 

sudden incapacitation or absence of the Administrator, the Administrator shall assure that up to 

two other staff members are familiar with Board and Administrator issues and processes, and are 

capable of assuming Administrator responsibilities on an emergency basis.  The Administrator 

shall designate in advance these individuals in writing to the Board President.  The Administrator 

or their designee shall inform the Board president in writing, by telephone, or via voicemail 

when an acting Administrator is in effect due to the incapacitation or absence of the 

Administrator.  (Proposed on 7/30/08; adopted on 10/29/08.  Implements JeffCo policy EL-9.)   

 

Ends Policies.  The Ends policies for Montessori Peaks Academy are intended to define the end 

goals for the school.  The Administrator shall make every effort to accomplish the following 

three end goals within the guidelines of school policies: 

 

Ends 1:  MPA will utilize methods based on the educational philosophy of Maria Montessori to 

guide the whole student through an exceptional learning experience so they can explore and 

develop their potential as productive citizens in a 21
st
 century global environment.  

 

Ends 2:  Consistent with Montessori philosophy, students will demonstrate high standards of 

individual excellence and responsible citizenship. 

 

Ends 3:  MPA will use authentic Montessori methods to help students possess personal 

characteristics and life skills to successfully meet lifeôs challenges.   

 

The Ends policies integrate the Ends policies of the school district and the MPA mission 

statement, and are consistent with the Ends policies in place for other Montessori-based charter 

schools within the school district.  (Proposed on 7/30/08; adopted on 10/29/08.  Implements 

JeffCo policies E-1, E-2, and E-3.) 

 

Financial Planning and Budgeting.  The Administrator and Board Treasurer will present to the 

Board for review and approval a recommended budget annually in March which is in a summary 

format understandable by a lay person, and which adequately itemizes and describes amounts 

budgeted and estimated to be expended for the fiscal year.  The approved budget will not plan for 

the expenditure of more funds that are conservatively projected to be received in that period, or 

will not reduce the current cash reserves at any time to less than the minimum amount required 

by law for emergency reserves.  The approved budget will take into consideration fiscal 

soundness in future years; provide for the enhancement of organizational capabilities to achieve 

ends in future years; reflect anticipated changes in employee compensation, including 

inflationary adjustments, step increases, performance increases, and benefits; and comply with 

requirements for fund balance reserves on a budgetary basis.  (Proposed on 7/30/08; adopted on 

10/29/08.  Implements JeffCo policy EL-5.) 

 

Facilities Planning and Development.  MPA facilities planning and development shall be 

guided by the policy that our schools facilities should be safe, adequate, necessary, and well 

maintained.  The Administrator will work collaboratively with the Board to set clear priorities, 

scopes of work, and timelines for building, renovating, expanding, maintaining, and repairing 

facilities within available resources and for well-documented needs.  For facilities maintenance 



 

MPA Policy Manual Page 8  Version 12/16/09 

and repair, the highest priority shall be the correction of unsafe conditions which could result in 

serious injuries or illnesses.  Decisions on facilities planning and development will take into 

consideration lifecycle costs, including preventive maintenance costs necessary to properly 

maintain facilities to fulfill the lifecycle intended.  The Administrator shall take reasonable steps 

to ensure that school facilities and equipment are not subject to improper wear and tear or 

insufficient maintenance. (Proposed on 7/30/08; adopted on 10/29/08.  Implements JeffCo 

policies EL-8 and EL-7.) 

 

Asset Protection.  The Administrator shall ensure assets of the school are protected, adequately 

maintained, appropriately used, and not at unnecessary risk.  Accordingly, on behalf of the 

school the Administrator shall take action to obtain insurance coverage against theft and casualty 

losses and liability coverage for Board members, staff or the school itself in amounts reasonable 

for a school of similar size, and in accordance with state law and district requirements to the 

extent that cost and insurance market conditions permit.  The Administrator shall not recklessly 

expose the school, its Board, or staff to legal liability, nor shall s/he recklessly endanger the 

schoolôs public image or credibility, thereby jeopardizing the schoolôs ability to accomplish its 

mission.  The Administrator shall take action to create, maintain, preserve and dispose of all 

records related to affairs or business of the school in accordance with federal and state laws and 

district policies, and shall take action to protect the schoolôs information and files from loss or 

significant damage.  (Proposed on 7/30/08; adopted on 10/29/08.  Implements JeffCo policy EL-

7.) 

 

Financial Administration .  The Administrator shall ensure procedures and processes are in 

place to receive, process, and disburse school funds under controls that are sufficient under 

generally accepted accounting principles.  The Administrator may not expend more funds than 

have been received in the fiscal year to date, unless authorized by the Board through use of 

reserves or unless revenues are made available through other legally permissible means; nor may 

the Administrator expend funds in excess of the amount appropriated or in excess of the 

reasonably projected available resources, whichever is less for a particular fund, nor transfer 

unencumbered money from one fund to another unless authorized by the Board in advance.  The 

Administrator shall ensure payroll and pay obligations are settled in a timely manner. 

 

The Administrator shall provide for bonding of school personnel who have access to funds in 

excess of $50 in accordance with state law.  The Administrator is authorized by the Board to 

contractually obligate the school to an expenditure up to the amount of $10,000; beyond that 

amount, an expenditure requires prior approval by the Board.  The Administrator shall take 

action to ensure purchases are made in accordance with relevant district and school policies.  

(Proposed on 7/30/08; adopted on 10/29/08.  Implements JeffCo policies EL-6 and EL-7.) 

 

Communication and Counsel to the Board.  The Administrator shall provide a mechanism for 

official Board, officer, or committee communications, and shall give the Board as much 

information as necessary to allow Board members to be adequately informed and supported.  

Accordingly, the Administrator will advise the Board in a timely manner of relevant trends, facts 

and information, including significant organizational changes and changes in district policy upon 

which MPA policy has been established.  The Administrator will provide the Board as many 

staff and external points of view and opinions as needed for fully informed Board decisions, as 
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decided or agreed upon by the majority of the Board.  The Administrator shall notify the Board 

of the resolution of significant grievances or complaints, and report in a timely manner any 

actual or anticipated non-compliance with any Board policies.  (Proposed on 7/30/08; adopted 

on 10/29/08.  Implements JeffCo policy EL-11.) 

 

Charter School Contract.  As an established charter school within Jefferson County School 

District, MPA is subject to annual monitoring by the school district via our school accountability 

plan and in accordance with district policies on charter schools and the terms of MPAôs charter 

school contract.  JeffCo policy EL-13 states the school district shall not allow existing charter 

school contracts to continue if fiscal jeopardy or failure to make consistent progress towards their 

stated objectives is a likely outcome or is evident.  In addition, the school district cannot allow 

existing charter schools to operate in a manner that would jeopardize the learning or wellbeing of 

their students. 

 

Accordingly, it is the responsibility of the Board and the Administrator to assure compliance 

with the terms of district policies on charter schools and the terms of MPAôs charter school 

contract.  The Board and the Administrator shall: 

1) Prepare, review, approve, and submit the school accountability plan yearly as required by the 

district; 

2) Prepare, review, approve, and submit monthly financial reports to the district, including 

completion of an annual audit of accounts conducted by an auditor approved by the district; 

3) Monitor the MPA school environment for any discrepancies or deficiencies, whether fiscal, 

educational, or related to school climate, and take actions needed for correction and 

additional monitoring; 

4) Prepare, review, approve, and submit as required an annual summary of the student 

achievement attained by the school, using the same statistical or analytical methods required 

of regular public schools in the district; 

5) Attend yearly training offered by the district or other sources covering topics necessary for 

the proper functioning of a JeffCo charter school; 

6) Collaborate with the districtôs charter school area administrator in preparing, submitting, 

evaluating, and executing a renewal application or annual Addendum for MPAôs charter 

school contract; and 

7) Prepare, review, approve, and submit a revised budget to the districtôs charter school area 

administrator if MPAôs official October 1 count of students is more than 5 percent less than 

the projected student enrollment that has been submitted to the district.  

  

A copy of MPAôs current annual Addendum to our charter school contract is included in this 

policy manual as Appendix B.  (Proposed on 7/30/08; adopted on 10/29/08.  Implements JeffCo 

policy EL-13.) 

 

Monitoring and Evaluating Staff Performance.  It is the policy of Montessori Peaks Academy 

that a system of performance evaluation is crucial to maintaining and improving the quality of 

education in the school, and that such a system shall be applicable to all licensed personnel and 

educational staff in the school, including the Administrator.  The purposes of the evaluation 

system shall be to serve as a basis for the improvement of instruction, to enhance the 
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implementation of programs of curriculum, to serve as a measurement of professional growth 

and development, and to evaluate the level of performance. 

 

Further, it is the policy of Montessori Peaks Academy that a professionally sound and credible 

system of performance evaluation for the Administrator, licensed personnel, and other 

educational staff shall be designed with the involvement of the Administrator, the Board of 

Directors, and the staff representative on the Board.  The Board shall develop, administer, and 

implement the procedures necessary to evaluate the performance of the Administrator.  The 

Administrator shall develop, administer, and implement the procedures necessary to evaluate the 

performance of licensed personnel, educational staff, and all other employees of the school. 

 

Administrator performance will be monitored systematically and thoroughly against the only 

Administrator job expectations:  organizational accomplishment of the Boardôs policies and 

organizational operation within the boundaries established in the Boardôs policies.  Accordingly, 

monitoring determines the degree to which Board policies are being met.  Information that does 

not contribute to this purpose is not considered monitoring data.  The Board will not monitor 

against any criteria not stated in policy. 

 

The Board will acquire monitoring data on policies by one or more of three methods:  1)  by 

internal report, in which the Administrator discloses information to the Board; 2) by external 

report, in which an external, disinterested third party selected by the Board assesses compliance 

with Board policies; or 3) by direct Board inspection, in which the Board assesses compliance 

with the appropriate policy criteria.  In every case, the standard for compliance shall be any 

reasonable interpretation by the Administrator of the Board policy being monitored.  The Board 

will make the final determination as to whether an Administrator interpretation is reasonable.  

All policies which instruct the Administrator will be monitored at a frequency and by a method 

chosen by the Board.  The Board may monitor any policy at any time by any method, but 

ordinarily will depend on the following schedule and method. 

 

Performance evaluation reviews for the Administrator will be conducted annually in April  by the 

Board, based on data derived during the year from monitoring Board policies and documented in 

writing, to encourage continuous improvement.  The Administrator will have the opportunity to 

review the document with the Board in executive session.  The evaluation document will be 

signed by the Administrator and the Board president.  The evaluation document will consist of a 

summary of data derived throughout the year from monitoring the Boardôs policies; conclusions 

relative to whether the outcomes stated in the Administratorôs annual work plan have been 

achieved or whether reasonable progress has been made toward their achievement; conclusions 

relative to whether the Administrator has properly operated within the boundaries established by 

Board policies; an improvement plan addressing any insufficient progress toward fulfilling the 

outcomes, and addressing any deficiencies in operation within the boundaries of the Board 

policies; and a summary of the Administratorôs strengths and weaknesses relative to achievement 

of the Boardôs policies and operation within the boundaries established in the policies.  All 

employment decisions regarding the Administrator remain within the sole and continuing 

discretion of the Board.   
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The component of the performance evaluation system that links compensation and performance 

for the Administrator will be conducted annually by the Board, following the performance 

review.  The Administrator, licensed personnel, and other educational staff at Montessori Peaks 

Academy will demonstrate they can meet and exceed high performance standards.  The 

performance evaluation system shall ensure that the standards and criteria are available in 

writing to all employees, and are communicated and discussed by the person being evaluated and 

the evaluator prior to and during the course of the evaluation.  As defined in state law, "licensed 

personnel" means any staff members employed to instruct students or to administer, direct, or 

supervise the instructional program in the school who hold a valid license or authorization 

pursuant to the provisions of Article 60.5 of Title 22, CRS.  

 

(Proposed on 5/18/08; adopted on 10/29/08.  Implements JeffCo policies BSL-4, GCOA and 

GCOC.) 

  

Board Member Conflict of Interest and Financial Disclosure.  It is the intent of this policy to 

protect the public trust placed in Board members by the MPA school community.  Board 

members have a duty to subordinate personal interests to the welfare of MPA and the school 

community, as set forth in Section 4.3 of the MPA bylaws.  For the purpose of this policy, a 

conflict of interest is defined as any matter in which a Board member has any direct or indirect 

personal or monetary interest that is immediate, definite, and demonstrable.  

 

Since it is not possible to write a policy that covers all potential conflicts of interest, Board 

members are expected to be alert for and avoid situations which might be construed as conflicts 

of interest.  Any possible conflict of interest on the part of any Board member should be 

disclosed to the other Board members and made a matter of record, either through an annual 

procedure or when the interest becomes a matter of Board action.  A Board member having a 

personal or private interest in a matter proposed or pending before the Board shall disclose such 

interest to the board, shall not vote on it, and shall not attempt to influence the decisions of other 

Board members in voting on the matter.  The minutes of the meeting should reflect that a 

disclosure was made, an abstention from voting occurred, and the impact on the quorum.   

 

The Board shall not approve any compensation for a member for services rendered to the school 

except for services rendered as provided by law.  Board members may be reimbursed for 

authorized expenses in carrying out Board duties as provided by law.  This policy does not 

prohibit any employee of the school from seeking a position on the Board. 

 

The Board shall not enter into any contract with any of its members or with a firm in which a 

member has a financial interest unless one or more of the conditions in JeffCo policy GP-9, 

paragraph 3 apply. 

 

A Board member must avoid conflict of interest with respect to his/her fiduciary responsibilities.  

Accordingly, a Board member may not: 

1) Disclose or use confidential information acquired in the course of official duties to further 

substantially personal financial interests; 

2) Accept a gift of substantial value or substantial economic benefit tantamount to a gift of 

substantial value which would tend to improperly influence a reasonable person in that 
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position or which the Board member knows or should know is primarily for the purpose of a 

reward for official action taken; 

3) Engage in a substantial financial transaction for private business purposes with a person with 

whom the Board member interacts in the course of official duties; or  

4) Perform an official act which directly and substantially confers an economic benefit on a 

business or other undertaking in which the Board member has a substantial financial interest 

or is engaged as a counsel, consultant, representative, or agent. 

 

It is permissible and not considered a breach of conduct for a Board member to: 

1) Use school facilities and equipment to communicate with MPA school community members 

and to conduct official business; 

2) Accept or receive a benefit as an indirect consequence of transacting school business; or 

3) Receive an occasional non-pecuniary gift which is insignificant in value. 

 

(Proposed on 7/30/08; adopted on 10/29/08.  Implements JeffCo policies GP-9 and GP-10.) 

 

One Voice Commitment.  The people comprising the MPA school community are represented 

by the MPA Board acting as a body.  Consequently the school organization is answerable to the 

Board as a body, not to individual Board members.  The Board fails to be accountable to the 

MPA school community if it allows any breach in this principle.  Therefore individual Board 

members are committed to proper use of their authority and behavior consistent with maintaining 

the integrity of Board leadership, as outlined in this policy and Section 4.3 of the MPA bylaws. 

 

Accordingly, Board members will: 

1) Focus on what needs to be accomplished by the Board (i.e., policy development, monitoring 

adherence to policies, major issues relating to school governance, interacting with other 

organizations, etc.).  

2) Encourage diversity of viewpoints in discussion and policy-making. 

3) Be accountable to the school community not as individual Board members, but as a 

collective body, and will support as a legitimate Board decision the final determination of the 

Board concerning any particular matter once a final determination has been made, regardless 

of individual dissent and irrespective of a memberôs personal position concerning the matter. 

4) Make no attempt to exercise authority over the school organization except through setting 

and following explicit written Board policies. 

5) Respect and never violate the confidentiality of executive session. 

6) Keep personal concerns and differences with other Board members from impacting the 

functioning of the Board.  

 

(Proposed on 7/30/08; adopted on 10/29/08.  Implements JeffCo policies GP-11 and GP-2.)   

 

Policy Development and Adoption.  It is the intent of the school to develop written policies and 

make them available to all interested persons.  Policies serve as direction for the operation and 

successful and efficient functioning of the school.  In cases when action must be taken and there 

are no guidelines in policy for such action, the Administrator shall have the power to act.  The 

Administrator may, in case of emergency, suspend any part of school policies and regulations. 
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Board policy establishes the boundaries of acceptability within which staff methods and 

activities can responsibly left to staff.  With this format, the Board does not make day-to-day 

decisions about operational issues or routine problems.  Therefore, the Board policies provide 

school direction. 

 

Accordingly, the Board will produce written governing policies which, at the broadest levels, 

address its categories of organizational decision.  The Board will assess Administrator 

performance and its own performance through monitoring of policies, ensuring that mission and 

results are the focus of organizational performance.  All governing policies of the Board are 

contained in this document, and they remain in effect unless amended or deleted by Board 

action.  The development and revision of results-based policies, including Ends policies, will be 

a continuing priority of the Board. 

 

The Board assumes full responsibility for ongoing and conscientious examination, debate, and 

revision of the schoolôs policies.  The establishment and maintenance of these policies is the 

essence of the Boardôs role as a governing body.  An annual review of each section of school 

policies and regulations shall be conducted.  The Board reserves the right to review school 

policies and regulations.  

 

The school will seek to be informed during policy development by key persons and groups 

affected by ultimate implementation of policies.  Policies must align with school beliefs, 

strategic planning, collaborative decision making, equity issues, resources, training, safety, and 

communication.  Since individual policies vary markedly in the number of groups and 

individuals affected by each, policy development itself varies in degree, scale, and number of 

individuals or groups to become involved in a particular policy development. 

 

The school welcomes suggestions for ongoing policy development as changes in needs, 

conditions, and objectives require revisions, deletions, and additions to policies.  Proposals 

regarding policies may originate with a member of the Board, the Administrator, staff member, 

parent, student, consultant, civic groups, or any resident of the district.  A careful and orderly 

process shall be used in examining such proposals prior to action upon them by the school. 

 

Adoption of new school policies or the revision or repeal of existing school policies is solely the 

responsibility of the Board.  The Board shall adhere to the following process in considering and 

adopting policy proposals to ensure that they are well examined before final action: 

1) Any policy proposal or revision shall be presented to the Board, along with the rationale for 

the development or revision of the policy, and the names of the groups and/or individuals 

consulted regarding policy development. 

2) The Board shall evaluate the new policy based on its alignment with groups consulted, fiscal 

accountability, contracts, statute, school values, the schoolôs strategic plan, and other factors 

as defined by the developer of the policy. 

3) The Board may accept or reject the policy or revision for study. 

4) The policy, revision, or regulation will be adopted by a majority vote of the Board.  

 

The Board delegates to the Administrator the responsibility for developing policies under which 

the school will be operated in accordance with Board policy.  In the development of policies, the 
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Administrator shall consider the viewpoints of those who will be affected.  The Board shall be 

provided with copies of all policies issued by the Administrator.  The Board reserves the right to 

review policies issued by the Administrator, but it shall revise or veto such policies and 

regulations only when, in the Boardôs judgment, they are inconsistent with policies adopted by 

the Board.  The Board shall officially approve policies and regulations when specific state or 

federal laws require the Board to do so, or when the Administrator considers such approval 

desirable.  (Proposed on 7/30/08; adopted on 10/29/08.  Implements JeffCo policies GP-3, GP-4, 

BGD, BGF, CE, CEA, CHA, CHB, CHCA, and CHD.) 

 

Waiver Requests to District Policies.  As an appendix to the application for renewal of MPAôs 

charter school contract every five years, the Administrator submits a form titled ñRequest for 

Waivers from Colorado Statutes and/or Rules.ò  This form, required by the district, is prepared 

and executed by the districtôs charter school area administrator and the MPA Administrator. 

 

The Request for Waivers typically includes two types of waiver requests.  First, the district 

routinely grants charter schools 13 ñautomatic waiversò from provisions of Title 22, Colorado 

Revised Statutes, most of which deal with the subjects of employment, evaluation, 

compensation, and dismissal of principals and teachers.   

 

Additionally, state law and district policy allow any school-level Accountability Committee to 

request a waiver of statute, rule or district policy to facilitate attainment of a school-level goal.  

The request for waiver, or renewal of an existing waiver, must be supported by a majority of 

Accountability Committee members and the school Administrator, and must be requested by 

submitting a written application to the district superintendent.   

 

Waivers will be good for two years and may be renewed without limit for additional two-year 

periods after review by the superintendent.  The waiver or waiver renewal request must include: 

1) Number and title of the policy to be waived. 

2) Specific documentation demonstrating how the policy prohibits the school from achieving a 

school goal. 

3) Description of how the subject matter of the policy will be addressed. 

4) Expected outcome of the waiver or waiver renewal. 

5) Duration requested for the waiver or waiver renewal. 

6) Explanation of how the waiver or waiver renewal would assist the school in reaching its goal. 

7) Financial impact of the waiver. 

 

The written request for a waiver or waiver renewal must be received by the district 

superintendent at least 90 days prior to proposed implementation.  The waiver or waiver renewal 

will  be granted if the district superintendent determines that the school has clearly demonstrated 

that the waiver or waiver renewal will result in the school accomplishing its goal.  The 

superintendent will provide a written response to the waiver or waiver renewal request within 60 

days of receipt of the request.   

 

A sample Waiver Request is at http://www.cde.state.co.us/cdechart/guidebook/gov/index.htm.  A 

copy of MPAôs current Request for Waivers is included in Appendix A of this policy manual, at 
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the end of the current MPA charter school contract.  (Proposed on 7/30/08; adopted on 10/29/08.  

Implements JeffCo policy CEB.) 

 

Policy Implementation.  The Administrator and the administrative staff are responsible for 

informing personnel of Board policies and for seeing that they are implemented in the spirit 

intended.  All employees have the responsibility to familiarize themselves with Board policies 

and to follow them.   (Proposed on 7/30/08; adopted on 10/29/08.  Implements JeffCo policy 

CH.) 

 

Handbooks and Directives.  In order that pertinent Board policies, school policies and 

regulations, and school rules and procedures may be known by all staff members and students 

affected by them, the Administrator is granted authority to issue staff and student handbooks as 

found necessary and desirable.  The content of all handbooks must conform to Board and school 

policies and regulations.  The Board also believes that all handbooks bearing the name of the 

school be of a quality that reflects positively on the school.  (Proposed on 7/30/08, adopted on 

10/29/08.  Implements JeffCo policy CHCA.) 

 

Strategic Planning, Budgeting and Accountability.  MPA strives to improve the quality of 

education for our students, and in fulfillment of that goal the school has adopted a process of 

strategic planning.  The strategic planning process results in an annual strategic plan.  The 

schoolôs strategic plan will be designed to increase student achievement and will incorporate the 

schoolôs mission, values, goals, objectives, actions/strategies, indicators, and targets.  The 

strategic plan will have a three-year planning horizon, with annual review and evaluation.    

 

To accomplish its objectives and job description in a manner consistent with its policies, the 

Board will follow an annual agenda which includes continuing review, monitoring, and 

refinement of policies and continually improves Board performance through education, input, 

and deliberation.  Accordingly, the planning cycle will conclude each year in order that 

administrative decision-making and budgeting can be based on accomplishing a one-year 

segment of the Boardôs most recent statement of long-term ends. 

 

The planning cycle will start with the Boardôs development of its agenda for the coming year.  

Methods of orienting new Board members, participating in ongoing Board education, obtaining 

input from the school community, and periodic Board discussion of process improvement will be 

determined and arranged during the balance of the year. 

 

The prime goal of school administration at Montessori Peaks Academy is to help create and 

foster an environment which provides a quality education that prepares all children for a 

successful future.  The Board shall rely on the Administrator to provide the professional 

administrative leadership that such a goal demands.  The Administrator annually shall identify 

leadership objectives through the strategic planning process to be addressed in the ensuing year 

which are in concert with the Boardôs policies.  These objectives shall be formulated in a 

timeframe that allows for any associated costs to be reflected in the adopted budget. 

 

The actions of school administration shall be guided by the goals and objectives of the schoolôs 

strategic plan.  The Administrator is expected to administer the school in accordance with Board 
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and school policies.  However, the mere execution of directives cannot and should not, by itself, 

be construed as good administration.  MPA believes that vision, initiative, resourcefulness, 

leadership, and concern for staff members, students, and parents are essential in the effective 

administration of schools.  

 

The school is responsible for the academic accomplishments of its students.  Consistent with its 

responsibility, state law and district policy, MPA shall adopt and maintain an accountability 

program to measure the adequacy and efficiency of its educational program.  The school 

Accountability Committee shall: 

1) Serve in an advisory role to the Administrator.  The Administrator is responsible for 

implementing the accountability process in the school. 

2) During the beginning of each school year by the end of the first semester, adopt school 

goals/objectives for the improvement of education in the school that are aligned with the 

district and school strategic plans and with state statute. 

3) During the beginning of each school by the end of the first semester, adopt a plan to improve 

educational achievement and maintain accreditation that is aligned with the district and 

school strategic plans and with state statute. 

4) Approve the schoolôs accreditation/accountability plan for the year, and review the schoolôs 

annual report to the community.  The annual report should include student achievement data 

as well as data concerning the learning environment in the school during that year, including 

specific information on conduct and discipline actions taken during the school year.  The 

report may be the state SAR report which may be supplemented by the school. 

5) Prior to the Boardôs adoption of the schoolôs annual budget, make recommendations to the 

Administrator regarding prioritization of expenditures. 

6) Make recommendations to the Administrator regarding expenditure of any school grants 

received. 

7) Discuss safety issues related to the school environment and develop, revise, and implement a 

safe school plan consistent with the districtôs safe school plan and policies. 

  

(Proposed on 7/30/08; adopted on 10/29/08.  Implements JeffCo policies AE, GP-6, and CA.) 

 

Board Presidentôs Role.  The President of the Board ensures the integrity of the Boardôs process 

and normally serves as the Boardôs spokesperson.  The Board President has the following duties: 

1) Lead the Board so that the Boardôs performance is consistent with its own policies and rules 
and those legitimately imposed on it from outside the organization.   

2) Ensure Board meetings are called to order at the published time, and deliberations are 

conducted and monitored so that Board issues are discussed in a fair, open and thorough 

manner, but also in a manner that is efficient, timely, orderly, and to the point. 

3) Chair Board meetings with all the commonly accepted authority of that position as described 

in Robertôs Rules of Order and in accordance with law. 

4) Ensure that the entire Board is informed about Board business. 

5) Act as Board liaison on process or timing issues. 

6) Make decisions that fall within the topics covered by MPA policies on Governance Process 

and Board/Staff Linkage, except where the Board specifically delegates portions of this 

authority to others, and use any reasonable interpretation of the provisions in those policies. 
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7) Represent the Board to outside parties in announcing Board positions and in stating decisions 

or interpretations within the areas designated to him/her.  The Board President may delegate 

this authority to other Board members when appropriate. 

8) Sign all contracts authorized by the Board. 

9) Sign all official Board reports and documents. 

 

The Board acting as a body, not the Board President acting as an individual, has the authority to 

supervise or direct the Administrator.  In the absence or unavailability of the Board President, the 

Board Vice President has all the authorities and duties of the President.  (Proposed on 7/30/08; 

adopted on 10/29/08.  Implements JeffCo policy GP-5.) 

 

Board Committee Principles and Structure.  Board committees, when used, will be used to 

support the work of the Board and to reinforce the wholeness of the Boardôs job, and never to 

interfere with delegation of authority from the Board to the Administrator.  This policy applies to 

any group that is formed by Board action, whether or not it is called a committee and regardless 

of whether the group includes Board members.  It does not apply to committees formed under 

the authority of the Administrator. 

 

Board committees are to assist the Board with its job, not to direct, help, or advise the school 

staff.  Committees ordinarily will assist the Board by preparing policy alternatives and 

implications for Board deliberations and decisions.  In keeping with the Boardôs broader focus, 

Board committees will not have direction dealings with current staff operations unless 

specifically given that authority by the Board.  Board committees may not speak or act for the 

Board except when given such authority for specific purposes.  Expectations and authority will 

be carefully stated by the Board to assure that committee authority will not conflict with 

authority delegated to the Administrator.  Board committees cannot exercise authority over the 

Administrator or staff.  Because the Administrator works for the full Board, any direction to the 

Administrator related to a committee recommendation must come from the full Board.  

Likewise, the Administrator will not be required to obtain approval of a Board committee before 

an executive action.  Board committees are expected to avoid over-identification with 

organizational elements or groups rather than the whole.  Therefore, a Board committee which 

has helped the Board create policy will not be used to monitor organizational performance on the 

same subject.   

 

A committee is a Board committee only if its existence and charge come from the Board and its 

work is intended to support the Boardôs work, whether or not Board members sit on the 

committee.  Unless otherwise stated or required by law, a committee ceases to exist as soon as its 

task is complete.  All Board committee meetings are subject to the Open Meetings Law.  

(Proposed on 7/30/08; adopted on 10/29/08.  Implements JeffCo policies GP-12 and GP-13.) 

 

Cost of Board Governance.  Because poor governance can cost a school community far more 

than learning to govern well, the MPA Board will invest appropriately in its governance 

capacity.  Accordingly, Board skills, methods, and support will be sufficient to assure excellence 

in school governance.  Training will be used as needed to orient new Board members to the 

Boardôs governing process, as well as to maintain and increase existing membersô skills and 

understanding.  Outside monitoring and outreach assistance may be arranged so the Board can 
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effectively connect to the members of the school community and listen to their viewpoints and 

opinions.  Costs for Board meetings, training, publications, attendance at workshops, election 

expenses, surveys, independent audits and other third-party monitoring of organizational 

performance will be prudently incurred, though not at the expense of endangering the 

development and maintenance of excellent governance capacity.  (Proposed on 7/30/08; adopted 

on 10/29/08.  Implements JeffCo policy GP-15.) 

 

Monitoring and Evaluating Board Performance.  The job of the Board is to represent and lead 

the school community by determining and facilitating appropriate and excellent organizational 

performance.  To distinguish the Boardôs job from the jobs of the Administrator and staff, the 

Board will concentrate its efforts on producing written policies and a strategic plan, ensuring 

Board and Administrator performance through monitoring of these policies and plans, and 

ensuring that the mission and results are the focus of organizational performance and the 

strategic plan. 

 

Board self-monitoring will include comparison of Board activity and discipline to the relevant 

sections of the MPA Bylaws and to MPA policies on Board governance, processes, and 

operations described above.  The Board shall conduct an annual self-evaluation in accordance 

with Section 4.2.N of the MPA Bylaws.  (Proposed on 7/30/08; adopted on 10/29/08.  

Implements JeffCo policies GP-4, GP-2, and GP-16.) 
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http://www.cde.state.co.us/cdechart/guidebook/gov/pdf/TwinPeaksAdmPerformanceEval.pdf
http://www.cde.state.co.us/cdechart/guidebook/gov/pdf/AcademyBoardEvaluation.pdf
http://www.cde.state.co.us/cdechart/guidebook/gov/pdf/JABoardSelfEvaluation.pdf
http://www.cde.state.co.us/cdechart/guidebook/gov/pdf/WWABdSelfeval2004.pdf
http://www.cde.state.co.us/cdechart/guidebook/gov/pdf/P2PSelf-Assessment.pdf
http://www.cde.state.co.us/cdechart/guidebook/gov/pdf/CheyenneMountainRoleoftheBoardpolicy.pdf
http://www.cde.state.co.us/cdechart/guidebook/gov/pdf/JABoardManual.pdf
http://www.cde.state.co.us/cdechart/guidebook/gov/pdf/LittletonAcademyGovBoardConductPolicy.pdf
http://www.cde.state.co.us/cdechart/guidebook/gov/pdf/Woodrow_Wilson_Academy_Brd_Agreement.pdf
http://www.cde.state.co.us/cdechart/guidebook/gov/pdf/DSST_BoardResponsibilities.pdf
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Board Orientation  

Board Orientation Table of Contents [PDF] 

Board Policies 

Jefferson Academy Board Policies [PDF] 

Northstar Division of Governance Policy [PDF] 

Woodrow Wilson Academy Board Policies [PDF] 

Worksheet for Policy Development [PDF] 

Board Records  

Jefferson Academy Board agenda - October 17, 2000 [PDF] 

Jefferson Academy Board Minutes - October 17, 2000 [PDF] 

Board Training  

Accountability Handout [PDF] 
Board Relationships [PPT] 
Charter School Board Member "Test Your Knowledge" Quiz [PDF] 
Conflict of Interest Rules [PDF] 
Conflict of Interest Questions [PDF] 
Creating an Effective Charter School Governing Board 
The Five Dysfunctions of Charter School Boards 
Governing Board and Administrator Roles Worksheet [PDF] 
Jefferson Academy Board Profile Worksheet [PDF] 
Open Meetings-Legislative Council [PDF] 
Open Meetings-Records Memo0306[PDF] 
Open Meetings-Records Questions [PDF] 
Running Effective Meetings [PPT] 
Strategic Planning [PPT] 
Top 10 Mistakes & Best Practices of Board Members [PDF] 

Bylaws  

Academy of Charter Schools Bylaws [PDF] 

Elbert County Charter School Bylaws [PDF] 

Twin Peaks Charter Academy Bylaws [PDF] 

 

http://www.cde.state.co.us/cdechart/guidebook/gov/pdf/BoardOrientationManual.pdf
http://www.cde.state.co.us/cdechart/guidebook/gov/pdf/JAPolicyManualMasterCopy--6-10-01.pdf
http://www.cde.state.co.us/cdechart/guidebook/gov/pdf/Northstar_Division_of_Governance_Policy.pdf
http://www.cde.state.co.us/cdechart/guidebook/gov/pdf/WWABdMan2004.pdf
http://www.cde.state.co.us/cdechart/guidebook/gov/pdf/WorksheetforPolicyDevelopment.pdf
http://www.cde.state.co.us/cdechart/guidebook/gov/pdf/JABoardagendaOctober172000.pdf
http://www.cde.state.co.us/cdechart/guidebook/gov/pdf/JAMinutesOctober172000.pdf
http://www.cde.state.co.us/cdechart/guidebook/gov/pdf/AccountabilityHandout.pdf
http://www.cde.state.co.us/cdechart/guidebook/gov/ppt/BoardRelationships.ppt
http://www.cde.state.co.us/cdechart/guidebook/gov/pdf/TestUrKnowledge_quiz.pdf
http://www.cde.state.co.us/cdechart/guidebook/gov/pdf/ConflictofInterestRules.pdf
http://www.cde.state.co.us/cdechart/guidebook/gov/pdf/ConflictofInterestQuestions.pdf
http://www.uscharterschools.org/gb/governance/
http://www.nationalcharterschools.org/uploads/pdf/resource_20060308114658_Five%20Dysfunctions%20of%20School%20Boards--v6%20as%20of%201-30-06.pdf
http://www.cde.state.co.us/cdechart/guidebook/gov/pdf/Governing_Board_and_Administrator_Roles_Worksheet.pdf
http://www.cde.state.co.us/cdechart/guidebook/gov/pdf/JeffersonAcademyBoardProfileWorksheet.pdf
http://www.cde.state.co.us/cdechart/guidebook/gov/pdf/OpenMeetings--LegCouncildef.pdf
http://www.cde.state.co.us/cdechart/guidebook/gov/pdf/OpenMeetings-RecordsMemo0306.pdf
http://www.cde.state.co.us/cdechart/guidebook/gov/pdf/OpenMeetings-RecordsQuestions.pdf
http://www.cde.state.co.us/cdechart/guidebook/gov/ppt/RunningEffectiveMeetings.ppt
http://www.cde.state.co.us/cdechart/guidebook/gov/ppt/StrategicPlanning.ppt
http://www.cde.state.co.us/cdechart/guidebook/gov/pdf/Top%2010%20Mistakes-Best%20Practices.pdf
http://www.cde.state.co.us/cdechart/guidebook/gov/pdf/AcademyofCS.pdf
http://www.cde.state.co.us/cdechart/guidebook/gov/pdf/ElbertCountyBylaws.pdf
http://www.cde.state.co.us/cdechart/guidebook/gov/pdf/TwinPeaksBylaws.pdf
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Strategic Planning  

Aurora Academy Strategic Plan [PDF] 

Jefferson Academy Schools Goals and Objectives 2000-01 [PDF] 

Woodrow Wilson Academy Strategic Plan 2001-2002 [PDF] 

Woodrow Wilson Academy Strategic Plan 2004-2005 [PDF] 

Waiver Request  

Jefferson Academy Senior High [PDF] 

 

Related Links:  

 Board Source - Building Effective Nonprofit Boards 
http://www.boardsource.org/  

 Charter Friends Network - Creating an Effective Charter School Governing 
Board Guidebook 
http://www.uscharterschools.org/gb/governance/  

 Charter School Development Center - Publications Guide 
http://www.cacharterschools.org/pubs.html  

 European Council of Independent Schools - ECIS Policy Planner 
http://www.ecis.org/Publications/publications.htm#PP  

 Management Assistance Program for Nonprofits 
http://www.managementhelp.org/boards/boards.htm  

 National Association of Independent Schools 
http://www.nais.org 
National Charter Schools Institute  

 www.nationalcharterschools.org  
 National School Board Association 

http://www.nsba.org/  

 
http://www.cde.state.co.us/cdechart/guidebook/gov/index.htm 
 
For additional information, please contact Denise Mund at: mund_d@cde.state.co.us  

 

http://www.cde.state.co.us/cdechart/guidebook/gov/pdf/AACSPlan02-03.pdf
http://www.cde.state.co.us/cdechart/guidebook/gov/pdf/JASchoolsGoalsandObjectives2000-01.pdf
http://www.cde.state.co.us/cdechart/guidebook/gov/pdf/WWASTRATEGICPLAN20010720.pdf
http://www.cde.state.co.us/cdechart/guidebook/gov/pdf/WWASTRATEGICPLAN200405.pdf
http://www.cde.state.co.us/cdechart/guidebook/gov/pdf/JASH_waiver.pdf
http://www.boardsource.org/
http://www.uscharterschools.org/gb/governance/
http://www.cacharterschools.org/pubs.html
http://www.ecis.org/Publications/publications.htm#PP
http://www.managementhelp.org/boards/boards.htm
http://www.nais.org/
http://www.nationalcharterschools.org/
http://www.nsba.org/
http://www.cde.state.co.us/cdechart/guidebook/gov/index.htm
mailto:mund_d@cde.state.co.us
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School Administration and Personnel 
 

MPA implements all of the District policies relevant to the subjects of General School 

Administration and Personnel (headings C and G in the District policy index, included as 

Appendix C of the MPA Policy Manual), with the exception of those for which MPA has an 

approved waiver in place from the District.  A waiver permits MPA to tailor the District policy 

or develop its own regarding a subject, subject to appropriate review and approval.  Policies for 

which a waiver has been granted are noted in the comment in Italics at the end of the policy.   

 

Staff Conduct.  All MPA employees and staff, including the Board and Administrator, have the 

responsibility to follow rules of conduct established by law, District policy, and MPA policy, 

whether these rules involve an employeeôs own conduct or conduct they observe that requires 

reporting, intervention, or other action.  Public employment is a public trust, and maintaining 

public confidence is essential to the Schoolôs mission.  Upon accepting employment with MPA, 

employees accept the responsibility to act honestly and objectively for the benefit of the public, 

hold themselves to the highest ethical standards, and avoid any action that might create a real or 

perceived conflict of interest. 

 

This policy is not meant to comprehensively list all employee expectations, rules of conduct, or 

conflicts of interest.  District policies regarding Staff Conduct, Harassment, Violence, Conflicts 

of Interest, Dress Code/Personal Appearance, Tobacco-free and Drug-free Schools, and Use of 

the Internet and Electronic Communications apply to MPA employees, and should be read in 

conjunction with associated MPA personnel policies as set forth in this Policy Manual and in the 

MPA Employee Handbook.  The contents of the MPA Employee Handbook are incorporated by 

reference into this Policy Manual, and are subject to review and approval by the MPA Board.  

(Proposed on 11/16/09; adopted on 12/16/09.  Implements JeffCo policies CBF, GBAA, GBEA, 

GBEB, GBEBA, ADC, GBEC, GBED, GBEE, and GBEF, and authorizes the guidance contained 

in the current MPA Employee Handbook.) 

 

Administrative Organization .  The underlying premise of MPAôs organizational structure is to 

coordinate and manage activities in such a way as to enhance the attainment of the Schoolôs 

educational goals and objectives.  The District and Boardôs legal authority is transmitted through 

the School Administrator and to other personnel as shown on the MPA organizational chart.  The 

Schoolôs organizational chart reflects the lines of authority and responsibility developed by the 

Administrator.  School personnel are expected to follow appropriate lines of authority in 

referring matters which require decisions.  Such lines should not be allowed to inhibit the 

development of ideas and concepts generated in more informal settings.  Therefore, the 

Administrator and staff will nurture informal communication lines within the School.  The 

Schoolôs organizational chart shall be kept on file in the Administratorôs office.  (Proposed on 

11/16/09; adopted on 12/16/09.  Implements JeffCo policy CC.) 

 

Staffing Formulas.  MPA shall employ sufficiently qualified personnel, both licensed and 

classified, as part of the management and administration of the School.  MPA has devised and 

implemented its own staffing formula and ratio to hire sufficient personnel to implement the 

Districtôs and Schoolôs educational program, consistent with the Montessori educational 

philosophy, and related support services within available funds.  As part of the budget 
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development process and management of the School, the Administrator shall assess staffing 

needs and implement a staffing formula and ratio for both licensed and classified personnel, 

consistent with the Montessori educational philosophy, which may vary from the Districtôs 

staffing formula and ratio, under an approved waiver of the Districtôs relevant policy, and subject 

to review and approval by the MPA Board.  (Proposed on 11/16/09; adopted on 12/16/09.  

Implements waiver approved for JeffCo policy CCC.) 

 

Staff Concerns, Complaints, and Grievances.  It is the Districtôs and Schoolôs desire that 

employees be assured a comfortable work environment, a means for settling differences 

promptly and equitably at the lowest possible administrative level, and an opportunity for orderly 

presentation and review of complaints concerning terms and conditions of employment without 

fear of reprisal.  MPA believes that active communication, without interference from any outside 

party, is best for all concerned.  The MPA Administrator has an open door policy, and 

encourages employees and staff to express their problems, complaints, opinions, or suggestions 

by speaking up and communicating directly with the Administrator.  If conflicts cannot be 

resolved by meeting with the Administrator, then the grievance should be filed in writing with 

the Board President for final review and resolution by the full Board.  When there is a remedy 

included in state law, that remedy shall supersede this policy.  (Proposed on 11/16/09; adopted 

on 12/16/09.  Implements JeffCo policy GBK, and aligns with guidance in the MPA Employee 

Handbook.) 

 

Personnel Records and Files.  The MPA Administrator is authorized and directed to develop 

and implement a comprehensive and efficient system of personnel records for the School, under 

an approved waiver of the relevant District policy and the following guidelines: 

1. The Administrator shall be responsible for accurately maintaining a personnel folder for each 

licensed and classified employee of the School. 

2. In addition to the application for employment, such folders shall contain records and 

information relative to compensation, payroll deductions, evaluations, and such other 

information as may be considered pertinent. 

3. Personnel records and files shall be kept in the MPA administrative office, with medical 

information kept separate from the personnel folder as required under the Americans with 

Disabilities Act.   

4. All personnel records of individual employees shall be considered confidential, and therefore 

shall not be open for public inspection, with the exception of the following information, 

which must be made available upon authorized request for inspection:  applications of former 

or current employees (transcripts are not considered part of the application); employment 

agreements; performance ratings; any compensation, including expense allowances and 

benefits.   

5. The evaluation reports of educational staff, with the exception of those portions of the 

Administratorôs evaluation report specified in law, and all public records used in preparing 

the evaluation report, shall be confidential and available only to the person being evaluated, 

to the Administrator and the Board of Directors with a legitimate supervisory interest.  

6. Each employee shall have the right, upon request, to review the contents of his/her own 

personnel record, with the exception of references and recommendations provided to MPA 

on a confidential basis by universities, colleges, or persons not connected with MPA.   
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7. Lists of MPA employeesô home addresses and telephone numbers shall not be released for 
general public or commercial use.   

8. The Administrator or his/her designee shall take the necessary steps to safeguard against 

unauthorized use of all confidential information contained in these records/files.   

9. Pursuant to state law and District policy, MPA shall, upon request, disclose to authorized 

personnel representing the District or prospective employers, information regarding a current 

or former employeeôs suitability for employment, including his/her work-related skills, 

abilities, and habits.  When the School provides written information about a current or former 

employee to a prospective employer, it shall send a copy of that information to the employee 

upon request and subject to fair reimbursement for copying, and shall make this information 

available to the employee upon request during normal business hours.  (Proposed on 

11/16/09; adopted on 12/16/09.  Implements JeffCo policy GBJA and waiver approved for 

JeffCo policy GBJ.) 

 

Total Compensation Policy.  MPA will work to provide a competitive total compensation 

opportunity for all employees.  Employees will earn compensation based on performance, skills, 

and education.  Total compensation will be linked to achieving the Districtôs and Schoolôs 

strategic objectives.  The Schoolôs total compensation approach will:  attract and retain a team of 

high-performing educators and service providers; compensate employees competitively 

compared to relevant markets; encourage excellence in performance; strive for internal fairness 

and equity; be based on the Schoolôs ability to pay; and comply with all regulatory requirements.   

 

Total compensation means the School will consider the following elements in the assessment, 

design, and administration of its compensation systems:  base or hourly cash compensation; 

performance-based variable or alternative cash compensation; health benefits; life insurance; 

paid leave or time off; and retirement benefits.  The Administrator determines the pay of all 

salaried employees, using payroll salary tables by job position, subject to approval by the Board.  

The District sets its base or hourly pay structure near market average of the relevant market, and 

periodically conducts market studies to determine competitive levels of compensation and to 

make adjustments to the Districtôs pay and benefit plans.  The School uses this information as a 

basis for making decisions about its payroll salary tables.  MPA conducts compensation reviews 

annually following the annual performance reviews.   

 

MPA makes health insurance coverage available for all full-time employees and part-time 

employees working 20 or more hours per week through the District, and offers a Flex Pay 

allowance to full-time and eligible part-time employees as described in the MPA Employee 

Handbook.  The Board may review its insurance benefit plans at any time, and at its discretion, 

determines what benefits will be offered to MPA employees for the upcoming school year.   

Total compensation will be contingent on the Schoolôs ability to pay or the availability of funds 

for compensation programs.  MPA employees must participate in the Public Employees 

Retirement Act (PERA) as required by state law.  By approved waiver of the relevant District 

policy cited below, MPA does not participate in the Supplemental Retirement Pension Plan.  

(Proposed on 11/16/09; adopted on 12/16/09.  Implements JeffCo policy GBC and waivers 

approved for JeffCo policies GCBA, GCBB, GCQEA, and GDBD, and aligns with guidance in 

the MPA Employee Handbook.) 
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Educational Staff Recruiting / Hiring .  MPA maintains its own classification of teachers 

according to the terms of their employment and approved waivers of the relevant District 

policies, cited below.  For the purposes of MPA policy, the Schoolôs educational staff is 

composed of Lead Teachers, defined as ñany person who is highly qualified as evaluated and 

approved by the Colorado Department of Education and who is employed to instruct, direct, or 

supervise an instructional program.ò  

 

MPA adopts salary tables by job position for educational staff members, which shall remain in 

effect until changed or modified.  The Administrator places each educational staff member on 

the schedule at a salary level which is commensurate with, but not limited to, the staff memberôs 

educational training, prior experience, and experience in Montessori schools, in accordance with 

requirements developed by the Administrator.  Experience increments shall not be considered 

automatic, and must be approved by the Administrator annually. 

 

All full -time and part-time licensed positions at MPA initially are approved by the Board.  In 

each case, the Board approves the broad purpose and function of the position, and delegates to 

the Administrator the writing of a Job Description for the position.  

 

The Schoolôs intent is to recruit for its educational staff the best qualified candidates, whether 

internal or external, taking into consideration the diverse characteristics of the community and 

the need for staff members of various backgrounds.  There shall be no discrimination in the 

hiring process on the basis of age, disability, sex, sexual orientation, creed, race, color, national 

origin, or marital status.  All candidates for educational staff positions shall be considered on the 

basis of their merits, qualifications, and the needs of the School.  Educational staff applicants are 

typically selected through written application, personal interview, and reference checks.  The 

Administrator and other relevant staff members may interview applicants.  The Administrator is 

the selecting official for all staff positions, and all MPA employees are employed at-will.   

 

Each year after performance evaluations are completed, the Administrator will discuss with staff 

returning for the upcoming year.  Employment contracts are offered in the spring.  Educational 

staff may be hired for a ten-month period.  Current employment is no guarantee of future 

employment.  All teachers and assistant teachers are considered to be 180-day employees. 

 

The Administrator shall be responsible for developing procedures to implement this policy, 

primarily through the provisions of the MPA Employee Handbook and the terms of employment 

for educational staff positions.  (Proposed on 11/16/09; adopted on 12/16/09.  Implements 

waivers approved for JeffCo policies GC, GCA, GCBA, GCE/GCF, and GCGA, and aligns with 

guidance in the MPA Employee Handbook.) 

 

Administrative  and Support Staff Recruiting / Hiring .  MPA shall establish and budget for 

administrative and support positions in the School on the basis of need and the financial 

resources of the School.  All full -time and part-time administrative and support staff positions at 

MPA initially are approved by the Board.  In each case, the Board approves the broad purpose 

and function of the position, and delegates to the Administrator the writing of a Job Description 

for the position. 
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The recruitment and selection of candidates for these positions shall be the responsibility of the 

Administrator.  All vacancies shall be made known to the current staff.  Anyone qualified for a 

position may submit an application.  The Schoolôs intent is to recruit for its administrative and 

support staff the best qualified candidates, whether internal or external, taking into consideration 

the diverse characteristics of the community and the need for staff members of various 

backgrounds.  There shall be no discrimination in the hiring process on the basis of age, 

disability, sex, sexual orientation, creed, race, color, national origin, or marital status.  All 

candidates for administrative or support staff positions shall be considered on the basis of their 

merits, qualifications, and the needs of the School.  Administrative or support staff applicants are 

typically selected through written application, personal interview, and reference checks.  The 

Administrator and other relevant staff members may interview applicants.  The Administrator is 

the selecting official for all staff positions, and all MPA employees are employed at-will.   

 

A new employee selected to an administrative or support staff position at MPA may be required 

to serve a probationary period.  The Administrator or designee shall discuss the employment 

terms, standards of performance, and behavior required of a new employee in the position to 

which s/he is appointed, and the new employee shall be provided a copy of the current MPA 

Employee Handbook.  MPA shall comply with the Fair Labor Standards Act (FLSA), which 

requires that employees be paid at least the federal minimum wage for all hours worked, subject 

to exemptions and allowable deductions.   

 

Each year after performance evaluations are completed, the Administrator will discuss with staff 

returning for the upcoming year.  Employment contracts are offered in the spring.  

Administrative and support staff may be hired for a ten- or twelve-month period.  Current 

employment is no guarantee of future employment.  The Administrator shall be responsible for 

developing procedures to implement this policy, primarily through the provisions of the MPA 

Employee Handbook and the employment contracts for administrative and support staff 

positions.  (Proposed on 11/16/09; adopted on 12/16/09.  Implements JeffCo policies GBA, 

GCBC, GDE/GDF, and waivers approved for JeffCo policies GCA and GDI, and aligns with 

guidance in the MPA Employee Handbook.) 

 

Leave and Absences.  It is the intent of MPA that a leave and absence program be available to 

School employees to help staff members maintain their physical health, take care of family and 

other personal emergencies, fulfill important and necessary obligations, and improve 

professionally.  Such leaves and absences shall be granted in accordance with state and federal 

law, District and School policies, and the relevant provisions of the MPA Employee Handbook. 

 

All full -time employees hired by August 1 of each school year are eligible for seven days of 

personal/sick leave per academic year.  Full-time employees hired after August 1 accrue 

personal/sick leave on a prorated basis.  Up to seven days of personal/sick leave may be carried 

over into the following academic year, up to a maximum of 14 days for a school year.  The 

personal/sick leave allotted to each employee may be used without reduction in pay. 

 

A full -time employee is any staff member who works five days per week for eight hours per day.  

A part-time employee is any staff member who works less than 40 hours per week.  If a full -time 

or part-time employee is going to be absent from work, they are expected to fill out an Absence 
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Request Form and turn it in to the MPA Business Manager seven days in advance of the absence.  

Leave will be granted, and in the case of educational staff, a substitute teacher will be hired.  

Five absences in a 90-day period is considered excessive.  Absence from work for three 

consecutive days without notifying the Business Manager and Administrator will be considered a 

voluntary resignation.  Accrued personal/sick leave is not paid when employees leave the 

School. 

 

Day-to-day personal illness is to be reported to the Business Manager, and the ill employee must 

notify the respective staff members with whom they work.  An employee, after having reported 

to work, who is forced to leave work prior to completing any portion of the normally scheduled 

workday, should be charged for the actual hours of sick leave used.  Employees absent due to 

illness should advise the Business Manager of their status daily and estimated date of return.  If 

an employee is absent due to illness for three or more successive days, the Administrator may 

request that the employee submit written documentation from their physician.  If an employee is 

absent due to illness for five or more days, the employee may be required to provide written 

documentation from a physician that the employee is able to resume normal work duties before 

they will be allowed to return to work.  When an employee is ill and on sick leave, his/her 

accrued sick leave shall not be charged in the event of a School-approved holiday occurring 

during such time. 

 

Educational staff members are expected to attend all MPA in-service days.  Absences during in-

service days will be considered personal days.  Assistants are expected to work a half-day (four 

hours) on in-service days.  Up to three Professional Days relevant to an employeeôs work at 

MPA may be approved by the Administrator when requested in advance, and will not be counted 

as personal/sick leave.  

 

Political or Legislative Leave as described in JeffCo policy GCCBB, Maternity/Child Care 

Leave as described in JeffCo policy GCCBC, Military Leave as described in JeffCo policy 

GCCBD, and Leaves of Absence as described in JeffCo policies GCCBG and GCCBH are 

authorized and available for MPA staff, in accordance with the provisions of the policies.  

Sabbaticals as described in JeffCo policy GCCBF are not available to MPA staff.  (Proposed on 

11/16/09; adopted on 12/16/09.  Implements JeffCo policies GCCBA, GCCBC, GCCBD, GDBA, 

and waivers approved for JeffCo policies GCC, GCCBB, GCCBF, GCCBG, GCCBH, and GDC, 

and aligns with guidance in the MPA Employee Handbook.) 

 

Vacations and Holidays.  For salaried, full-time employees, the following holidays are paid:  

Labor Day; Thanksgiving and additional days as granted on the MPA school calendar; Winter 

Break; Martin Luther King Day; Presidentôs Day; Spring Break; and Memorial Day.  In order to 

qualify for holiday pay, an employee is required to work the scheduled workday immediately 

before and after the holiday.  Only absences that have been authorized by the Administrator will 

be considered exceptions to this policy.  Employees may be asked to take the day without pay, at 

the discretion of the Administrator.  MPA hourly employees are not eligible for paid holidays. 

(Proposed on 11/16/09; adopted on 12/16/09.  Implements waivers approved for JeffCo policies 

GCDB and GDD, and aligns with guidance in the MPA Employee Handbook.) 
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Part-time and Substitute Employment.  A substitute teacher is a teacher who is employed on a 

daily basis in place of a regular employee and works on continuous assignment less than 90 days, 

or less than one semester or equivalent time as determined by the Schoolôs annual calendar.  A 

part-time teacher is a teacher who normally works less than four hours per day.  The MPA 

Administrator shall be responsible for employing substitute teachers and part-time teachers.  The 

School administrative office shall maintain an authorized list of personnel to be used for 

substitute or part-time employment.  Prior to adding a personôs name to the list, a background 

check shall be carried out in accordance with state law.  Substitutes shall not be assigned to a 

continuous full-time teacher assignment for more than 89 days or a full semester.  No written 

contractual agreement shall be issued to substitute teachers.  (Proposed on 11/16/09; adopted on 

12/16/09.  Implements waiver approved for JeffCo policy GCGA.) 

 

Staff Seniority, Assignments, and Transfers.  Without regard to seniority, the MPA 

Administrator shall make assignments of educational, administrative and support staff in the best 

interests of the School.  The preferences of employees shall be taken into consideration in 

making assignments.  Such assignments shall be limited to positions of employment for which 

the individual is qualified by virtue of academic preparation, experience, and/or licensing.  As a 

charter school, MPA is waived from the JeffCo policies that authorize the temporary or 

permanent reassignment or transfer of educational staff or administrative staff from MPA to 

other schools or jobs within the District.  MPA retains sole authority for the hiring and 

assignment of its employees, and no involuntary transfers or reassignments of MPA employees 

to other schools or jobs within the District shall be allowed.  (Proposed on 11/16/09; adopted on 

12/16/09.  Implements waivers approved for JeffCo policies GCKB, GDI, and GDJ.) 

 

Evaluation of Educational Staff.  MPA recognizes that sound appraisal of teaching 

performance is critical to achieving the educational goals and objectives of the District and 

School.  Evaluations will be conducted in accordance with state law and District policy.  The 

Board expects the Administrator to develop and implement a performance evaluation and review 

process which is consistent with the following criteria: 

1. Evaluation shall be a continuous process, and shall focus on those activities which facilitate 

student learning.  Specific evaluation standards and criteria may be found on the evaluation 

site on the District homepage. 

2. The prime objective of evaluation shall be maintaining the excellence of, or improving the 

performance of, the teacher being evaluated. 

3. The evaluation system shall specify the frequency and duration of the evaluation process, 

which shall be on a regular basis to ensure the collection of a sufficient amount of data from 

which reliable conclusions may be drawn. 

4. The evaluation system shall make provisions for periodic review and appropriate 

recommendations regarding the professional performance of all members of the educational 

staff. 

5. All official evaluations shall be in writing and signed by the evaluator, staff member being 

evaluated, and the supervisor of the evaluator. 

6. In implementing the evaluation system and procedures, the School shall conduct all 

evaluations so as to observe the legal and constitutional rights of the teacher being evaluated.  

No evaluation information shall be gathered by electronic devices without the consent of the 



 

MPA Policy Manual Page 30  Version 12/16/09 

teacher.  Monitoring or observing the work performed by a teacher will be conducted openly 

and with the full knowledge of the teacher. 

7. If the Administrator makes a minor error in the application of the timeline or makes a minor 

deviation in the application of an evaluation process, this shall not invalidate the evaluation 

or prevent the Administrator from changing the teacherôs contract status.  Such action shall 

be in compliance with applicable state law. 

8. Nothing in this policy shall be construed to imply in any manner the establishment of any 

property rights or expectancy or entitlement to continued employment not explicitly 

established by statute, policy, or contract.  Neither shall this policy and/or the evaluation 

system be deemed or construed to establish any prerequisite conditions relative to renewal of 

contract, transfer, assignment, dismissal, or other employment decisions relating to MPA 

personnel. 

(Proposed on 11/16/09; adopted on 12/16/09.  Implements JeffCo policy GCOA.) 

 

Evaluation of Administrative and Support Staff.  The development of a strong, competent 

administrative and support staff is essential to the smooth functioning of the School.  MPA 

expects all employees to make continuous efforts to improve their performance, and expects their 

supervisor to assist them through the supervision and performance evaluation process.  

Therefore, MPA has established the following as its policy for evaluation of administrative and 

support staff: 

1. Evaluation shall be conducted in a fair and consistent manner, with the prime objective of 

improving the performance of the employee. 

2. Evaluation of all members of the administrative and support staff shall be made no less than 

once each year. 

3. The evaluation system shall include a provision for staff to submit a written rebuttal to 

his/her formal evaluation. 

4. The evaluation system shall make provisions for the initiation of dismissal procedures if the 

need for such procedures is indicated. 

5. In accordance with the guidelines listed above, the School can create a job-specific 

performance appraisal process/form, as long as the process and form are approved by the 

appropriate authority and the process is followed uniformly across the workgroup. 

6. Copies of written evaluation reports will be made available to the employees who are the 

subjects of the reports.  Employees must sign the evaluation form during the conference with 

their supervisor. 

7. Any employee who has reason to question any other matter affecting the employees 

evaluation has the right to request a review of his/her case by the appropriate authority.  

(Proposed on 11/16/09; adopted on 12/16/09.  Implements JeffCo policy GDO.) 

 

Workforc e Reduction and Restructuring.  Layoffs may result from budget reduction or course 

reductions, program changes, program or course elimination, decreased student enrollment, 

financial emergencies, reorganization, or other factors as the Board of Directors and 

Administrator determine.  MPA retains the right to reduce its workforce at any time based on 

business need.  MPA may reduce its workforce by retaining the most qualified staff with the best 

performance reviews for the available work as determined by the Administrator and the Board of 

Directors in their sole discretion.  Previous disciplinary action may also be taken into account.  

Seniority may be a consideration in determining staff to be retained.  Employees facing loss or 
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reduction in employment will be given as much notice as business conditions and decisions make 

practical.  (Proposed on 11/16/09; adopted on 12/16/09.  Implements waivers approved for 

JeffCo policies GCQB and GDI, and aligns with guidance in the MPA Employee Handbook.) 

 

Staff Discipline, Suspension, Dismissal, and Contract Non-renewal.  The following discipline 

policy applies to all MPA employees.  Under normal circumstances, the Administrator is 

expected to follow the three-step procedure outlined below.  There may be particular situations, 

however, in which the seriousness of the offense justifies the omission of one or more steps in 

the procedure.  Likewise, there may be times when the Administrator may decide to repeat a 

disciplinary step.  Ultimately, the Administrator has sole discretion in deciding the appropriate 

disciplinary procedure to follow in any situation. 

 

To ensure that MPA business is conducted properly and efficiently, employees are expected to 

conform to certain standards of attendance, conduct, work performance, and other work rules and 

regulations.  When a problem in the areas arises, the Administrator may coach and counsel an 

employee in mutually developing an effective solution.  However, if the employee fails to 

respond to coaching or counseling, or an incident occurs requiring formal discipline, the 

following procedures may occur: 

 

1)  Oral Notice.  The Administrator meets with an employee to discuss the problem, making sure 

that they understand the nature of the violation and the expected remedy.  The purpose of this 

conversation is to remind an employee of exactly what the rule or performance expectation is, 

and that it is the employeeôs responsibility to meet that expectation.  An oral notice typically is 

the first step of the discipline procedure.  The Administrator will document the oral notice.  

 

2)  Written Notice.  If the employeeôs performance does not improve or if they again are in 

violation of MPA practices, rules, or standards of conduct, the Administrator will discuss the 

problem with the employee, emphasizing the seriousness of the problem and the need for the 

employee to immediately remedy the problem.  Following the conversation, the Administrator 

will write a memo to the employee, summarizing the discussion.  After the employee has read 

and signed the original memo, it will be placed in the employeeôs personnel file and a copy will 

be provided to the employee if requested. 

 

3)  Decision-making Leave.  If an employeeôs performance does not improve or is not sustained 

following a written notice, or if s/he is again in violation of MPA practices, rules or standards of 

conduct, the employee will be placed on decision-making leave.  The decision-making leave is 

typically the final step of MPAôs disciplinary process.  Decision-making leave is an unpaid, one-

day disciplinary suspension.  An employee on decision-making leave should spend the day away 

from work deciding whether to correct the immediate problem and conform to the Schoolôs 

practices, rules, and standards of conduct, or to terminate his/her employment with MPA.  If the 

employeeôs decision following the decision-making leave is to return to work and abide by MPA 

practices, rules, and standards of conduct, the Administrator will write a letter to the employee 

explaining his/her commitment and the consequences of failing to meet this commitment.  The 

employee will be required to sign the letter to acknowledge receipt.  A copy of the letter will be 

placed in the employeeôs personnel file.  The employee will be allowed to return to work with 

the understanding that if a positive change in behavior does not occur or is not sustained 
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indefinitely, or if another discipline problem occurs within the next 30 days, the employee may 

be terminated.  If the employee is unwilling to make such a commitment, his/her employment 

may be terminated. 

 

Additionally, the Districtôs Office of Employee Relations has announced the District will 

exercise zero tolerance for violation of five District policies:  Unlawful Discrimination/Equal 

Opportunity (Policy AC); Reporting Child Abuse (Policy JLF); Harassment of Employees 

(Policy GBAA); Drug Free Workplace (Policy GBEC); and Violence in the Workplace (Policy 

GBEF).  The MPA Employee Handbook includes summaries of these policies that mandate zero-

tolerance disciplinary action. 

 

Al l MPA employees are employed at-will.  Employees, or MPA, may terminate the employment 

relationship at any time, with or without notice, warning, procedure, or formality, for any reasons 

or no reason, with MPAôs only obligation being the payment of wages earned and benefits 

vested.  (Proposed on 11/16/09; adopted on 12/16/09.  Implements waiver approved for JeffCo 

policy GCQF, and aligns with guidance in the MPA Employee Handbook.) 

 

Overtime Policy.  Overtime will be paid as required under applicable laws.  The Fair Labor 

Standards Act provides an exemption from overtime pay for employees employed as bona fide 

executive, administrative, and professional employees.  To be exempt, such employees must be 

paid on a salary basis.  For non-exempt employees, overtime must be paid at time and one-half 

the regular rate of pay for all hours worked over 40 hours in a workweek.  Alternatively, in lieu 

of overtime compensation, non-exempt employees may receive compensatory time off at a rate 

of one and one-half hours for each hour for which overtime is required.  A determination of 

whether overtime shall be compensated by overtime pay or by compensatory time shall be made 

prior to the performance of the work.  All compensatory time off must be used prior to the semi-

annual pay off period.  The Administrator is authorized to approve overtime within limitations of 

available funds.  The Board must approve expenditures which exceed the current budget.  

Overtime must be approved in advance by the Administrator.  (Proposed on 11/16/09; adopted 

on 12/16/09.  Implements JeffCo policies GCBC and GDBC.) 

 

Resignation of Staff.  Teachers and licensed employees may resign in accordance with state 

law.  In those cases where an administrative or support staff employee submits a voluntary 

resignation, s/he may be requested to give two weeks written notice.  The Administrator shall 

comply with state law in cases requiring notification of resignation.  (Proposed on 11/16/09; 

adopted on 12/16/09.  Implements JeffCo policy GDQB.) 

 

Employee Organizations.  All MPA employees are free to join or not to join employee 

organizations.  Decisions affecting the individual employee shall be made without regard to 

membership or non-membership in such organizations.  (Proposed on 11/16/09; adopted on 

12/16/09.  Implements JeffCo policy GDS.) 
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Fiscal Management 
 

MPA implements all of the District policies relevant to the subject of Fiscal Management 

(heading D in the District policy index, included as Appendix C of the MPA Policy Manual), 

with the exception of the following policies for which MPA has an approved waiver in place 

from the District.  A waiver permits MPA to tailor the District policy or develop its own 

regarding a subject, subject to appropriate review and approval.  Policies for which a District 

waiver has been granted are noted in the comment in Italics at the end of the policy.   

 

Purchasing/Purchasing Authority.  The purpose of MPA policies related to purchasing is to:   

provide for the fair and equitable treatment of all persons involved in purchasing by the School; 

maximize the purchase value of School funds; follow the Board's approved budget disbursement 

and expenditure authorization; codify and standardize the School's purchasing policies for 

orderly and efficient administration; provide safeguards for maintaining a procurement system of 

quality and integrity; and foster effective, broad-based competition. 

  

Scope.  These policies shall apply to the procurement of all goods and services required or used 

by the School, irrespective of the source of funds, except for goods and services exempt from 

purchasing review per policy.  When any procurement involves the expenditure of federal or 

state funds, the procurement shall be conducted in accordance with any mandatory applicable 

federal or state laws or regulations.  Approval for a procurement also represents approval for the 

payments of such procurement. 

 

Procurements Contrary to Policy.  Except as may be otherwise provided by law, it shall be a 

violation of MPA policy for any School employee to order a procurement contrary to the 

provisions of MPA policies and the procedures governing the School's purchasing functions 

established in accordance with MPA policy.  Any procurement or contract so made shall be void 

and wholly without effect and shall not be binding upon the School in any manner.  

 

Purchasing Authority.  The Board's authority for the purchase of materials, equipment, supplies, 

services and construction is extended to the Administrator.  The Business Manager referred to in 

MPA policy shall be appointed by the Administrator and shall have the following powers and 

duties through delegation from the Administrator.  Any powers and duties not so delegated 

remain with the Administrator or his/her designee.  

 

The Business Manager shall:  

1. serve as the public purchasing official for the School;  

2. establish procedures governing the School's purchasing functions;  

3. establish procedures for disposal of surplus personal property;  

4. procure or supervise the procurement of all materials, equipment, supplies, and services 

needed by the School;  

5. establish and maintain programs for the inspection, testing, and acceptance of materials, 

equipment, supplies, and services;  

6. ensure compliance with MPA policies and the procedures governing the School's purchasing 

functions by reviewing and monitoring procurements conducted by any representative of the 

School under this policy;  
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7. delegate authority to other MPA employees as required to assist in the performance of his/her 

duties.  

 

The Business Manager is responsible for ensuring that appropriate documentation for all 

construction related contracts is maintained and available for inspection by the District, Board, 

Administrator, or auditors.  

 

Ownership of all materials, supplies and equipment purchased with MPA funds or federal funds 

granted to MPA shall remain with the School rather than individual classrooms or teachers.  

(Proposed on 11/16/09; adopted on 12/16/09.  Implements waiver approved for JeffCo policy 

DJ/DJA.) 

 

Purchasing Procedures.  Expenditures from any MPA fund must be approved/authorized in 

accordance with all MPA policies and in compliance with the annual operating budget as 

approved by the Board, and require the following signatures (which may be electronic or hard 

copy):  Up to $25,000, the Administrator; $25,000 and above, the Administrator and an 

authorized member of the Board. 

 

Purchasing Authorization.  Except in the case of an emergency, purchases of materials, supplies, 

equipment, and services will be processed as follows: 

1. The purchasing card is the preferred method of purchasing goods and services under $1,000 

excluding capital equipment. 

2. If the purchasing card cannot be used, goods and services may be purchased with a voucher 

payment or a school purchase order up to $1,000.  Petty cash can be used up to $300. 

3. From $1,000 to $10,000 purchase order/contract must be approved by the Administrator. 

4. $10,000 and above, a purchase order must be approved by the Board. 

 

Purchasing Exemptions.  All purchases in excess of $1,000 per transaction must be processed 

through purchasing on a purchase order, with the following exemptions: 

 Purchases for resale:  Defined as items to be resold to students, faculty, and parents (not 

purchased for use by the School).  These items are to be charged to the appropriate resale 

account.  The Administrator may authorize purchases up to $10,000.  If a purchase exceeds 

$10,000, the transaction must be processed through the Business Manager with a purchase 

order. 

 Fundraising:  Defined as items purchased to be sold to the general public to generate revenue 

for the School.  Revenue generated by fundraising activities is to be deposited in the 

appropriate MPA accounts and expended per MPA policy.  Goods and services bought with 

fundraising money over $1,000 per transaction must be processed through the Business 

Manager on a purchase order. 

 Conferences 

 Travel & mileage 

 Lodging 

 Meals 

 Speakers 

 Camps 

 Subscriptions 
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 Credit cards 

 Memberships 

 Yearbooks 

 Utilities and monthly cell phone fees 

 Postage & mailing charges 

 Legal fees 

 Independent contractors (1099 vendors) 

 Insurance payments 

 

Non-competitive or Sole Source Purchases.  Purchases are to be made competitively with the 

exception of the following: 

1. If a competitive process will result in higher cost or otherwise adversely affect MPA as 

determined by the Board; 

2. If a particular product or service is required to standardize or maintain standardization, 

reduce financial investment, or simplify administration; 

3. If a particular product or service is required to maintain interchangeability or compatibility 

as part of an existing system; 

4. If purchases are made in cooperation with federal, state, or other local government units, 

and when it is in the best economic interest as determined by the Board; 

5. If a particular product is required to produce visual harmony; 

6. Instructional materials, e.g., textbooks, library books, tests, teaching aids, publications, 

videos, films, or software; 

7. If the product is perishable; 

8. If the product or service is the subject of an insurance claim or a change order; 

9. Purchases for resale; 

10. Professional services that require a high degree of professional skill, such as engineering 

and architectural services, professional management or educational consulting, legal 

services, medical services, technology services, or other services as determined by the 

Administrator and the Board; 

11. Sole source purchases.  The Administrator is responsible for approval of requests for sole 

source purchases up to $10,000.  Appropriate substantiating documentation is required.  

Sole source purchases over $10,000 shall be evaluated by the Administrator and the 

recommendation will be forwarded to the Board for approval. 

 

Specific Purchasing Requests.  When there is a request to purchase a specific product or to use a 

specific vendor, the following information is required to justify the purchase: 

1. The unique features of the product requested must be identified. 

2. If there are other similar products available, an explanation of the reasons why those 

products will not meet MPA needs is required. 

3. If maintenance costs are an issue, evidence must be provided to identify problems or 

benefits. 

4. If service is an issue, evidence must be provided to identify problems or benefits. 

 

Unauthorized Purchases.  Unauthorized purchases over $1,000 by School staff will not be 

processed by the Business Manager.  Individuals who make unauthorized purchases will be 

responsible for payment.  If it is determined that MPA will assume responsibility for the 
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purchase, payment will be processed on a voucher.  It is the responsibility of the Administrator 

to approve the unauthorized purchase and to discuss MPA policy with the individual.  

Unauthorized purchases will be reported to the Board for action.  (First adopted on 10/12/04; 

revised on 3/3/07; revised on 11/16/09; adopted on 12/16/09.  Implements waiver approved for 

JeffCo policy DJB.) 

 

Vendor Relations.  No favoritism shall be extended to any vendor. To be considered for the 

Schoolôs bids or proposals, vendors must be approved by the Business Manager. To be approved 

for an award, a vendor must be approved by application, pre-qualification, bid/proposal 

qualification or at the discretion of the Business Manager or designee. 

 

Sales Call: To protect the staff and programs against undue invasion of the school or work day, 

sales representatives shall not be permitted in the School for the purpose of making sales calls 

unless authorized to do so by the Administrator or Business Manager.  If special or technical 

details concerning goods or services to be purchased are required, the involvement of appropriate 

School employees and vendors is encouraged and may be coordinated by the Business Manager.  

The Administrator may, however, contact fundraising vendors without any involvement from the 

Business Manager. 

 

Gifts:  MPA employees may not accept any gift, service, honorarium, stipend or fee from 

vendors or sales representatives or use their positions for private advantage or personal financial 

or material gain.  Even creating the perception of accepting anything of value must be avoided 

by all employees.  Exceptions to this policy are the acceptance of consumables that can be 

shared; greeting cards; calendars; and the acceptance of provided lunches with firms having an 

existing business relationship with the School or District.  Acceptance of these consumables or 

lunches may not exceed $100 in value.  In addition, MPA staff may, with the approval of the 

Administrator, accept paid trips to view and analyze new products or processes the School may 

require.  Such trips shall be for evaluation and testing only. 

 

Violations:  Reported violations will be investigated by the School.  Vendors/sales 

representatives found to have violated these provisions, may be barred from doing business with 

the School.  Employees may be disciplined according to District and/or School policy. 

 

Employee Businesses:  No MPA employee except those specifically designated in writing shall 

be an agent of the School.  No employee, or firm owned in whole or in part by an employee, 

shall be allowed to sell goods of any kind to the School, nor services of any kind other than those 

for which he or she was employed.  Exceptions may be allowed if there are no other available 

sources in the marketplace, or the sales are clearly in the best interests of the School and 

provided such purchases are authorized by the Business Manager.  

 

MPA employees may not use their positions for private advantage or personal financial or 

material gain.  School employees may not participate directly or indirectly in the purchasing 

process if the employee has a direct relationship with a vendor doing business with the School.  

A direct relationship may include the business being owned by a spouse or immediate family 

member or the employee being employed by the business.  Immediate family members include 

spouse, child, step-child, parents, siblings, in-laws, grandparents, grandchildren or relative living 
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in the household of the employee.  Direct or indirect participation means involvement through 

decisions, approval, disapproval, recommendation, preparation of any part of a purchase request, 

influencing the content of any specifications or procurement standard, rendering of advice, 

investigation, auditing or acting in any other advisory capacity. 

 

MPA shall not purchase goods or services for the School if the contract is with a business owned 

by an immediate family member of an employee of the School, unless the goods or services are 

procured through a competitive process established by the Business Manager and determined to 

be in the Schoolôs best interest.  (Proposed on 11/16/09; adopted on 12/16/09.  Implements 

waiver approved for JeffCo policy DJG.) 

 

 

Facilities Planning and Development 
 

MPA implements all of the District policies relevant to the subject of Facilities Planning and 

Development (heading F in the District policy index, included as Appendix C of the MPA Policy 

Manual), with the exception of the following policies for which MPA has an approved waiver in 

place from the District.  A waiver permits MPA to tailor the District policy or develop its own 

regarding a subject, subject to appropriate review and approval.  Policies for which a District 

waiver has been granted are noted in the comment in Italics at the end of the policy.   

 

Design, Engineering, and Construction Contracts, Bidding, and Awards.  Capital 

construction is the design, construction, remodeling, and renovation of facilities.  MPA 

recognizes that capital construction or improvement projects occasionally will be necessary to 

provide for the ongoing and future needs of the School.  Because of the wide range in type and 

size of projects, the contracting approach selected shall be most appropriate for each specific 

project.  To perform its capital improvement construction work, MPA shall retain competent, 

qualified, experienced, financially sound regional design, engineering, or construction 

consultants or contractors that are well qualified for the type of service required.  Such services 

shall be obtained at fair and reasonable costs.  

 

The following applicable criteria shall be considered in selecting design, engineering, or 

construction consultants: 

1. General experience and competence of the firm and its principals.  

2. Experience and competence of the firm and its principals in educational facility design, 

engineering, or construction.  

3. Experience of the firm and its principals in performing work for MPA and the District. 

4. Geographic location of the firm's office.  

5. Adequacy of personnel and office facilities for a specific job.  

6. Current workload of the firm.  

7. Past performance of the firm in completing projects within the approved schedule.  

8. Past performance of the firm in completing projects within the approved budget.  

9. Design quality of previous work.  

10. Familiarity with local construction conditions, building codes, District design standards and 

other pertinent knowledge for a specific job.  

11. Proven track record in construction contract administration.  
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12. Any special qualifications for a specific job. 

  

Design/construction contract awards shall be recommended by the Administrator and approved 

by the Board.  Consultants, such as architects, construction manager/general contractors, design 

builders, and other expert consultants selected to work on construction projects must have their 

selection approved by the Board if the contract is likely to exceed $250,000.  Once consultant 

selection is approved by the Board, contracts may be executed for any amount consistent with 

the approved budget for the project.  Any consultant contracts over $250,000 must be executed 

by the Board President.  Construction contracts that follow a traditional design, bid, build 

process must be approved by the Board if the contract exceeds $250,000.  (Proposed on 

11/16/09; adopted on 12/16/09.  Implements JeffCo policy FEG and waiver approved for JeffCo 

policy FEB.) 

 

Support Services 
 

MPA implements all of the District policies relevant to the subject of Support Services (heading 

E in the District policy index). 

   

Instruction and Students 
 

MPA implements all of the District policies relevant to the subjects of Instruction and Students 

(headings I and J in the District policy index, included as Appendix C of the MPA Policy 

Manual), with the exception of the following policies for which MPA has an approved waiver in 

place from the District.  A waiver permits MPA to tailor the District policy or develop its own 

regarding a subject, subject to appropriate review and approval.  Policies for which a District 

waiver has been granted are noted in the comment in Italics at the end of the policy.    

 

School Year / School Calendar.  The standard school calendar for MPA shall be prepared by 

the Administrator.  The number of hours and days scheduled for students shall meet or exceed 

the requirements of state law.  In preparing the calendar, the Administrator shall consult with 

MPA staff and parents. 

 

Annual school calendars shall include the dates for staff in-service programs.  Any change in the 

calendar shall require at least 30 days written notice to the staff and parents by the MPA 

administration.  Changes resulting from emergency closings or other unforeseen circumstances 

are excluded from the notice requirement.  A copy of the school calendar shall be provided to 

parents of all children enrolled in MPA no later than the first week of the school year covered by 

the calendar.  (Proposed on 11/16/09; adopted on 12/16/09.  Implements waiver approved for 

JeffCo policy IC/ICA.) 

 

Outdoor Education.  It is the intent of MPA to provide opportunities for outdoor education 

within the context of its curriculum throughout the elementary grades, with the prime objective 

of providing all students with an opportunity to participate in a learning experience in a natural 

environment.  (Proposed on 11/16/09; adopted on 12/16/09.  Implements waiver approved for 

JeffCo policy IHCAA.) 
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Library M aterials Selection and Adoption.  The selection of resources for the School library 

information collection is a process that includes continuous review of MPA curriculum and 

content standards, student needs, ongoing review of the many resources available in the 

marketplace, and periodic assessment of the changing nature of information storage and delivery. 

Recommendations from students, staff, parents, and the District shall be sought and considered 

for purchase.  

 

The School Librarian, using established criteria, has initial authority for selecting and culling 

library materials.  The selections of the Librarian shall in no way limit the Administrator's 

discretion in resolving a challenge to the resource.  

 

Selection Criteria for Library Information Resources:  

1. Resources shall be appropriate for the range of emotional development, ability level, learning 

styles, and social development of the students. 

2. Resources shall be integral to the School's instructional programs and shall support and be 

consistent with the MPA vision, curriculum, and the Montessori method. 

3. Library resources shall provide a diversity of appeal and points of view.  

 

Review Tools Used to Select Library Information Resources: 

1. Professional journal reviews/recommended lists.  

2. Professional reviews.  

3. Recommendations from staff members and other librarians.  

4. Award lists.  

Donated materials will be accepted or declined for the MPA Library subject to the criteria listed 

in this policy and the policy on Public Gifts and Donations.  The Librarian has the initial 

authority for culling and discarding of materials from the library information collection using the 

criteria in this policy, authoritative culling methods, and the policy on Instructional Resources & 

Materials Selection, Adoption, Removal, and Disposal.  (Proposed on 11/16/09; adopted on 

12/16/09.  Implements waiver approved for JeffCo policy IJL.) 

 

School-Community-Home Relations 
 

MPA implements all of the District policies relevant to the subjects of School-Community-Home 

Relations and Education Agency Relations (headings K and L in the District policy index, 

included as Appendix C of the MPA Policy Manual), with the exception of the following policies 

for which MPA has an approved waiver in place from the District.  A waiver permits MPA to 

tailor the District policy or develop its own regarding a subject, subject to appropriate review and 

approval.  Policies for which a District waiver has been granted are noted in the comment in 

Italics at the end of the policy.    

 

Cooperative Decision Making.  Cooperation is the association of a number of people in an 

enterprise for mutual benefit.  MPA believes in applying the values inherent in this statement to 

the way we work together.  The School encourages the use of cooperative decision making as a 

vehicle to involve stakeholders in making decisions that better meet the needs of students and 

staff.  Each participant is valued, and the diversity of opinions strengthens the process. 
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MPA supports cooperative decision making within its staff, committees, and Board as well as for 

school wide problem solving.  MPA believes this process can maximize student achievement, 

create a positive school climate, and lead to employee, parent and community satisfaction. 

 

MPA affirms that: 

1. There is an expectation that the School will use a cooperative decision making process 

whenever appropriate.  

2. The Administrator has the ultimate responsibility to ensure the appropriate use of this 

process, and will incorporate training opportunities whenever needed.  

3. The cooperative decision making process should include appropriate involvement of all 

segments of the MPA school community as well as stakeholders within the organization.  

4. The impact of a decision on other parts of the organization must be considered.  

5. The issues and procedures used in cooperative decision making will be within the limitation 

of District and MPA policies and state laws. 

(Proposed on 11/16/09; adopted on 12/16/09.  Implements waiver approved for JeffCo policy 

KCB.) 

 

Community Use of School Facilities.  It is MPA policy to make school buildings and facilities 

available to the community when not in use for school activities. 

 

Community groups who arrange to use school facilities may also arrange to use furniture and 

equipment which is located in that facility.  Furniture and equipment may not be removed from 

the premises.  The group using the equipment shall be responsible for any damage which may 

occur while the furniture or equipment is being used. 

 

Community groups, students, and employees who bring and leave personally owned items or 

equipment in school facilities do so at their own risk.  Such equipment is not covered by 

insurance and MPA cannot pay for repairs, damage, or loss. 

 

Permission for use of MPA facilities shall not constitute an endorsement of any organization or 

the beliefs of an organization or group. 

 

Any activity within the scope of law defining and regulating gambling may not be conducted in 

or on District facilities including those of MPA, except that adult groups such as PTA and 

booster organizations, organized for the express purpose of supporting authorized school 

programs, may conduct raffles, provided that such organizations obtain any licenses required by 

law, such raffles are not conducted and tickets are not sold during school hours, and students are 

not solicited to sell tickets.  Raffle sales may not disrupt the educational process and shall not be 

conducted by student groups. 

 

The Board reserves and delegates to the Administrator the right to refuse approval or to cancel 

any and all permits issued for the use of a MPA facilities when it is deemed that such action is 

necessary for the best interests of the school. 

 

The Board delegates to the Administrator the authority to set fees for the use of school facilities 
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and for other related costs.  In establishing fees, MPA may impose a higher fee for weekend and 

holiday use due to the increased administrative burdens related to the use of school facilities on 

those days.  These increased burdens may include such things as making arrangements for 

heating, ventilating and air conditioning; assuring the availability of adequate custodial staff; 

handling security concerns; rescheduling planned maintenance and repair; and responding to 

concerns resulting from the increased level of traffic, parking, and other activities around the 

facilities which would otherwise not occur on weekends and holidays. 

 

An Application for Building and Facility Use Form must be completed for all activities before 

and after regular school hours.  A request form is available at MPA.  The applicant, by signing 

the building use contract, will indemnify MPA and the District as to its property and any person 

whose property may be within the building for loss or damage to such property caused by any 

person or persons attending the meeting or any damage or injury arising by reason of the holding 

of the meeting. The applicant, by signing the building use application, also agrees to comply with 

all safety and security measures as outlined on the form.   

 

Community/Commercial Use 

 

Group 1: 

1. Adult groups such as PTA and booster organizations, organized for the express purpose of 

supporting authorized school programs, with dues paying members and bylaws, may use 

school facilities during regularly staffed school days free of charge; with the exception of 

certain fundraisers and enrichment programs where fees may be assessed.  

2. School-sponsored activities, such as wellness programs and employee organizations may use 

facilities free of charge.  

Group 2: 

Character building, recreational, and educational groups of school-age children of Jefferson 

County, such as scouting organizations and recreation associations, may use MPA facilities for a 

fee as negotiated by the Administrator. 

 

Group 3: 

1. Jefferson County nonprofit groups may use MPA facilities for noncommercial and non-

fundraising purposes.  Organizations such as homeowners' associations, political parties, 

service clubs and churches or religious organizations are included in this group.  

2. Government entities located in Jefferson County who have entered into joint use agreements 

as approved by the Board may use facilities at no charge in accordance with each agreement.  

3. Organized groups of the same characteristic, who are generally located outside of Jefferson 

County, may use facilities for a fee as negotiated by the Administrator. 
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Group 4: 

1. Nonprofit organizations using buildings or facilities for fund-raising activities, or when 

admission to an event is charged, will be charged a fee.  

2. Profit-making groups which use MPA facilities for conduct of a commercial enterprise shall 

pay a fee. 

 

Additional Requirements 

1. Fund-raising events by users which benefit the school must be approved by the 

Administrator.  

2. School buildings and facilities may not be used for private family use, i.e. weddings or 

wedding receptions, parties, funerals, recreation, picnics, cookouts, religious celebrations, 

such as Bar Mitzvahs/Bat Mitzvahs, family reunions, etc., except as approved by the 

Administrator  

3. Except for MPA-sponsored activities, all use of school facilities beyond the regularly staffed 

work day will require an additional fee.  In the event the school closes for any reason, 

including inclement weather, utility emergencies or construction activities, facilities will not 

be available.  

4. Custodial overtime for all groups will be charged.  

5. Individuals and organized groups that are permitted to staff informational tables pursuant to 

District policy KFD, may do so at school-wide events such as registration and back-to-school 

nights.  The staffing of such informational tables may only occur after school hours and when 

the Administrator has determined that such tables will not interfere with the orderly conduct 

of the planned event.  Informational tables will be positioned as determined by the 

Administrator.  Individuals and groups staffing tables will be charged a fee.  

 

Use of Equipment.  Specialized school equipment, i.e. audio visual equipment, public address 

systems, etc. may be provided based upon availability, for a fee with Administrator approval. 

 

Denial of Requests.  MPA facilities will not be available for community use on those days which 

are designated as official holidays for school employees.  In the event of a power outage, major 

maintenance/renovation, inclement weather, staff shortages, or other events beyond the school's 

reasonable control, some or all of the facility may not be available; and if previously approved, 

may be cancelled. 

 

Individuals, groups, or organizations which advance any doctrine or theory which is subversive 

to the Constitution or laws of the state of Colorado or the United States will be denied the use of 

MPA facilities.  Individuals, groups, or organizations which advocate social or political change 

by use of violence will be denied the use of MPA facilities. 

 

Misuse or abuse of MPA facilities as well as nonpayment of previous use, will result in the 

immediate cancellation and/or denial of use. 

 

(Proposed on 11/16/09; adopted on 12/16/09.  Implements waiver for JeffCo policy KF.) 
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APPENDIX A:  

 

CURRENT MPA  CHARTER SCHOOL  CONTRACT  
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