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Definitions  
 
A. As   used   in   this   Policy   Manual,   the   terms   set   forth   below   shall   have   the   following  

meanings:  
 

(a) “Board”   shall   mean   the   Board   of   Directors   of   Mountain   Middle   School.  
 

(b) “Mountain   Middle   School”   shall   mean   Mountain   Middle   School   a   Charter   School  
located   within   the   boundaries   of   Durango   School   District   9-R,   and   sometimes  
referred   to   as   “Mountain   Middle   School.”  

 
(c) “Authorizer”   shall   mean   Colorado   Charter   School   Institute.  

 
(d) “Member”   means   a   person   who   is   a   parent   or   legal   guardian   of   a   student   at  

Mountain   Middle   School,   and   any   other   stakeholders   from   time   to   time   granted  
rights   to   vote   on   certain   matters   as   provided   in   the   Bylaws   of   Mountain   Middle  
School.   However,   there   are   legally   no   members   of   the   corporation.  

 
(e) “Head   of   School”   means   the   Mountain   Middle   School   Principal.  

 
(f) “Parent”   means   a   Mountain   Middle   School   parent   or   legal   guardian.  

 
  

 



Section   1:   The   School  
 

Policy   1.1   Mission   and   Vision   Statement.  
 

(a) Vision   Statement:    To   be   a   distinguished   educational   community   leader   that  
empowers   students   to   own   their   future.  

 
(b) Mission   Statement :    Within   a   supportive   and   safe   culture,   Mountain   Middle  

School   integrates   technology   and   project-based   learning   into   a   rigorous  
curriculum   that   prepares   students   to   achieve   their   highest   academic   and   social  
potential.  

 

Policy   1.2   School   Legal   Status.  
 
Mountain   Middle   School   is   as   a   Colorado   charter   school   organized   pursuant   to   the   Colorado  
Charter   Schools   Act,   C.R.S   §   22-30.5-101    et   seq.    (the   “Charter   Schools   Act”)    Mountain   Middle  
School   was   authorized   to   operate   a   charter   school   in   the   Durango   area   by   the   Colorado   Charter  
School   Institute   (“CSI”   or   “Authorizer”),   and   entered   into   a   Charter   School   Contract   with   CSI   on  
December   14,   2010;   which   has   been   renewed   most   recently   by   that   Charter   School   Renewal  
Contract   dated   as   of    July   1,   2016    (the   “Charter   Contract”).    On   September   5,   2009,   Mountain  
Middle   School   incorporated   as   a   Colorado   nonprofit   corporation,   and   on   July   29,   2011   the  
Internal   Revenue   Service   issued   a   determination   letter   recognizing   Mountain   Middle   School's  
tax-exempt   status   under   Section   501(c)(3)   of   the   Internal   Revenue   Code   of   1986   (the   “Code”).  
Under   the   Charter   Schools   Act,   Mountain   Middle   School   is   a   public   school   authorized   by   the  
Colorado   Charter   School   Institute,   and   its   status   as   a   nonprofit   corporation   does   not   affect   its  
status   as   a   public   school.    However,   for   governance   and   administrative   purposes,   Mountain  
Middle   School   operates   as   a   Colorado   nonprofit   corporation.  
 

Policy   1.3—Nondiscrimination.  
 
Mountain   Middle   School   affirms   that   the   educational   program   of   the   School   shall   be  
nonreligious,   nonsectarian,   and,   operated   consistent   with   applicable   law.   No   person   shall,   on  
the   basis   of   race,   color,   national   origin,   gender,   ancestry,   creed,   religion,   sex,   sexual   preference  
or   orientation,   transgender   status,   pregnancy,   genetic   information,   age,   marital   status,   veteran  
status,   lawful   conduct   outside   of   work,   membership   or   non-membership   in   a   labor   organization,  
physical   or   mental   disability   or   need   for   special   education   services,   or   status   in   any   other   group  
protected   by   applicable   law,   be   excluded   from   participation   in,   be   denied   the   benefit   of,   or   be  
subjected   to   unlawful   discrimination   under   any   educational   program   or   activity.  
 

Policy   1.4   -   Enrollment.  
 

(a) Non   -Discriminatory   Student   Recruitment   and   Enrollment:    Mountain   Middle  

School   encourages   all   students   to   enroll   and   all   who   enroll   will   have   an   equal  

chance   of   gaining   a   seat   in   our   lottery.   Student   recruitment   and   enrollment  

decisions   shall   be   made   in   a   nondiscriminatory   manner   as   outlined   in    C.R.S.   §  

 



22-30.5-507(3) .    In   all   cases,   student   recruitment   and   enrollment   decisions   shall  

be   without   regard   to   race,   color,   creed,   national   origin,   sex,   religion,   ancestry,  

sexual   orientation,   disability   or   need   for   special   education   services.   

 
(b) Enrollment   Preferences:    Enrollment   preferences   will   be   given   to   the   following  

students:  
 

i. Siblings   of   students   already   enrolled   or   have   been   enrolled   will   be   given  
preference   according   to   space   availability   after   registering   in   our   annual  
lottery;  

ii. Children   of   staff   members   after   registering   in   our   annual   lottery   (Staff  
members   are   defined   as   any   individual   who   is   employed   full   time   at  
Mountain   Middle   School.   Staff   are   eligible   for   enrollment   preference   for  
children   based   on   availability.   The   number   of   spots   guaranteed   through  
the   enrollment   preferences   for   staff   will   be   limited   to   20%   of   each   year’s  
total   enrollment.);  

iii. Economically   disadvantaged   students   will   receive   preference   in   the  
lottery   by   being   entered   twice.   

iv. The   number   of   spots   guaranteed   through   the   enrollment   preferences   for   staff  
will   be   limited   to   20%   of   each   year’s   total   enrollment.  

 
(c)  Selection   Method:    When   the   number   of   applicants   exceeds   the   number   of  

spaces   available,   students   will   be   selected   by   a   random   lottery,   taking   into  
consideration   the   enrollment   preferences   described   above.    If   additional   spaces  
become   available   after   the   initial   selection,   students   will   be   offered   enrollment  
based   on   their   order   on   the   waiting   list.    Any   spaces   available   after   all   students  
on   the   waiting   list   have   been   offered   enrollment   will   be   filled   on   a   first-come,  
first-served   basis.   Waiting   lists   are   not   carried   over   from   year   to   year:   students  
on   the   waiting   list   who   are   not   offered   enrollment   and   wish   to   be   considered   for  
enrollment   the   following   year   must   enroll   the   next   year.  

 
Economically   disadvantaged   students   are   identified   through   the   Federally  
approved   Family   Economic   Data   Survey   during   the   month   of   January   and   by   the  
last   day   of   February   to   be   eligible   for   preference   in   the   lottery   held   that   year.  
These   students   will   be   assigned   two   lottery   numbers   that   will   be   entered   in   the  
annual   lottery   held   the   first   Wednesday   in   March.   Families   can   also   provide  
Mountain   Middle   School   a   copy   of   their   Federal   Family   Economic   Data   Survey   on  
file   at   their   current   school   or   a   verification   letter   from   their   school   for   the   same  
school   year   as   the   lottery   they   are   entering.  
 

(d)  Enrollment   Timeline   and   Procedures:    Mountain   Middle   School’s   enrollment  
timeline   and   procedures   are   subject   to   the   following   conditions:  
 

i.  Prior   to   enrollment,   parents   and   students   will   be   encouraged   to   attend   an  
informational   tour   of   the   School   to   fully   understand   the   methodology   and  
expectations.  

 

 



ii.  The   School   will   begin   publicizing   the   enrollment   dates   two   months   prior  
to   the   date   of   the   lottery.  

 
iii.  The   Lottery   will   be   held   on   the   first   Wednesday   of   March.   (In   years   when  

Spring   Break   falls   during   said   Lottery,   that   date   will   be   moved   forward  
exactly   one   week.)    

 
iv.  Based   on   space   availability,   the   School   will   continue   to   accept   students  

from   its   waiting   list   and,   once   the   wait   list   is   exhausted,   on   a  
first-come-first-served   basis   up   until   fully   enrolled.    The   School   may  
accept   students   after   October   1   upon   available   space.   

(e)  Enrollment   Procedures   for   Students   with   Disabilities:    As   addressed   in   the  
Charter   School   Contract   6.5,   each   school   may   establish   its   own   enrollment  
timeline   and   procedures.    For   all   students,   the   Institute’s   schools   reserve   the  
right   to   review   each   student’s   educational   records   and   ensure   the   student   is  
eligible   for   enrollment   pursuant   to   state   and   federal   law.   A   school   may   deny  
enrollment   to   a   student   with   disabilities   seeking   admission   in   a   charter   school   in  
the   same   manner   and   for   the   same   reasons   the   school   may   deny   admission   to   a  
student   without   disabilities,   including   that   the   student’s   admission   would   require  
alterations   in   the   structure   of   the   facility   used   by   the   institute   charter   school   or  
alterations   to   the   arrangement   or   function   of   rooms   within   the   facility,   beyond  
those   required   by   state   or   federal   law.   

To   ensure   that   the   needs   of   students   with   disabilities   are   met,   the   following  
procedures   must   be   followed:   
 

i.  Following   the   application   deadline   and   upon   completing   the   lottery   (if  
appropriate),   the   School   shall   require   that   the   student   provide   the   most  
recent   IEP   (including   eligibility   IEP)   or   Section   504   Plan,   if   any.  

 
ii.  A   screening   review   team   consisting   of   the   School   Principal   or   designee,  

the   School   Special   Education   teacher   or   coordinator,   and   the   Institute  
Special   Education   Director   or   designee   shall   review   the   IEP   and   determine  
whether   the   School   is   able   to   provide   a   free   appropriate   public   education  
(“FAPE”)   to   the   student.   If   the   screening   team   finds   the   application  
requests   a   significant   change   of   placement   or   raises   other   concerns   about  
the   student’s   ability   to   access   FAPE,   the   School   shall   convene   a   complete  
IEP   team   to   make   the   final   determination.   

 
NOTE:    A   student’s   application   is   a   request   for   a   significant   change   of  
placement   when:  

 
● a   student   with   disabilities   who   has   been   served   in   a   center-based  

program   (or   who   otherwise   has   intensive   IEP   service   needs)  
applies   for   admission   into   an   Institute   charter   school   that   does   not  
currently   offer   those   services;   or  

 



● a   student   currently   enrolled   in   a   “brick   and   mortar   school”   applies  
for   enrollment   in   an   ONLINE   program   or   a   student   enrolled   in   an  
ONLINE   program   applies   for   enrollment   in   a   “brick   and   mortar  
school”   

 
iii.  If   the   screening   review   team   refers   the   student’s   application   to   an   IEP  

team,   the   School   shall   convene   an   IEP   Team   meeting   that   shall   include  
the   Institute   Director   of   Special   Education   or   designee.    In   addition,   the  
IEP   team   must   include   the   following   people:   not   less   than   one   regular  
education   teacher;   not   less   than   one   special   education   teacher,   or   where  
appropriate,   not   less   than   one   special   education   provider;   and,   an  
individual   who   can   interpret   the   instructional   implications   of   evaluation  
results,   and   a   language   interpreter,   when   necessary.    The   student’s  
parents   and   legal   guardian   must   be   afforded   the   opportunity   to  
participate,   as   must   the   student   when   appropriate.   

 
NOTE:   If   the   student’s   application   requests   a   significant   change   of  
placement,   the   Special   Education   Director   of   the   student’s   administrative  
unit   of   residence   (school   district   or   BOCES)   must   be   invited   to   the   IEP  
meeting.    Also,   most   Institute   contracts   require   the   School   to   invite  
representatives   from   the   student's   prior   school   to   participate   in   the   IEP  
Team   meeting   at   the   charter   school.   

 
iv.  The   IEP   team   must   review   all   available   information,   including   the  

student’s   application,   records,   current   data,   data   from   the   IEP,  
information   provided   by   the   parents,   and/or   data   from   the   assessment  
team,   to   determine   whether   the   student   can   receive   FAPE   if   granted  
enrollment,   as   requested   by   the   student’s   application.  

 
NOTE:    If   the   application   requests   a   significant   change   of   placement,   the  
IEP   team   must   first   consider   the   need   for   reevaluation   by   reviewing   the  
listed   information   and   determining   whether   additional   information   is  
necessary   to   determine   the   student’s   eligibility   for   special   education,   the  
student’s   educational   needs,   and   any   necessary   additions   or  
modifications   to   the   special   education   and   related   services.    If   the   team  
(including   a   request   by   the   parent),   determines   that   additional   evaluative  
information   is   necessary,   the   Institute   shall   reevaluate   the   student   in  
accordance   with   the   IDEA   and   ECEA   rules.  

 
v.  It   is   the   School’s   intent   to   serve   every   student   possible   and   will   make  

every   possible   attempt   to   ensure   all   students   get   access   to   the   highest  
quality   education.   In   extremely   rare   cases   it   may   be   determined   that   a  
student   will   not   be   able   to   receive   FAPE   while   attending   Mountain   Middle  
School.      If   the   IEP   team   determines   the   student   will   not   be   able   to   receive  
FAPE,   then   the   IEP   team   will   deny   the   student’s   application   for   admission  
to   the   school   and   refer   the   student   to   the   Institute   Director   of   Special  
Education   or   designee.    The   Institute   Director   of   Special   Education   or  

 



designee   will   confer   with   the   student   and   family   regarding   placement  
opportunities   available   in   Institute   schools   and   assist   the   family   in   making  
proper   application(s).   If   the   student's   application   for   admission   is   denied,  
the   student's   current   placement   shall   remain   as   determined   by   the   prior  
IEP.   

 
vi.  If   the   student   is   admitted,   the   student   shall   be   placed   directly   in   a  

program   that   meets   the   requirements   of   the   student’s   existing   IEP   or  
Section   504   Plan,   unless   and   until   the   School   convenes   an   IEP   meeting   or  
504   meeting   is   held   and   the   IEP   or   Section   504   Plan   is   changed.  

 

Policy   1.5   -   Attendance.  
 
 

Mountain   Middle   School   will   track   attendance   once   daily,   even   if   remote   learning   is   utilized.   

 

(a) Infinite   Campus   will   be   utilized   to   track   attendance   in   online   environments   and  

will   be   utilized   to   document   attendance   for   state   reporting   purposes  

( https://www.cde.state.co.us/datapipeline/onlineattendanceguide2020 ).  

 

(b) Examples   of   attendance   that   are   permissible   for   Mountain   Middle   School   include  

in-person   classroom   attendance,   remote/video   classroom   attendance,   login   to  

online   platform,   pick-up   or   drop-off   of   instructional   packets,   email   or   phone  

correspondence   with   instructors.  

 

(c) Please   reference   the   Parent   and   Student   Handbook   p.   9-11   for   all   attendance  

guidelines.  

4th   and   5th   Grade   Attendance:    Remote   learning   offers   some   flexibility   regarding   when   and  

where   students   complete   coursework.   Nevertheless,   they   are   held   fully   accountable   for   meeting  

all   state-mandated   attendance   requirements.   Attendance   is   expected   to   be   recorded   by   the  

parent   daily   and   is   verified   by   teachers   to   ensure   the   school   is   properly   calculating   and  

adequately   monitoring   that   students   complete   a   minimum   of   27.5   hours   per   week   or   990   hours  

per   year   for   students   in   grades   1-5,   and   30   hours   per   week   or   1,068   hours   per   year   for   students  

in   grades   6-12   based   on   an   180   instructional   day   school   calendar   year.  

These   hours   are   accumulated   through   a   variety   of   methods   including:  

 

(a) Completion   of   lessons   assigned   through   the   learning   management   system   as  

documented   with   student   login   and   lesson   participation;  

 

(b) Completion   of   assignments   provided   through   external   sites   with   access   and   login  

only   available   through   direct   links;  

 

https://www.cde.state.co.us/datapipeline/onlineattendanceguide2020


 

(c)  Completion   of   offline   work   documented   by   parent;  

 

(d)  Attendance   at   a   synchronous   live   session;  

 

(e)  In-person   testing   such   as   CMAS   or   other   required   state   exams;  

 

(f)  Online   assessments   such   as   iReady   accessed   through   students   accounts;   and/or  

 

(g)  In-person   attendance   in   which   attendance   is   taken   by   the   teacher   on-site.  

6th   -   8th   grade   Attendance:    Attendance   is   monitored   daily   with   technology   and   project   tasks.  

Reports   are   used   to   show   school   login   data,   in   addition   to   each   unique   course   log-in   and   time  

spent   in   course.   Synchronous   class   attendance   is   monitored   by   each   teacher   and   also   logged  

into   reports.   The   school   calculates   attendance   in   the   following   way:  

(a) Attending   5+   hours   daily   in   their   online   course   curriculum;  

 

(b) Course   progress   in   curricular   assessments;   and/or  

 

(c)  Attending   live   class   sessions   for   each   course   as   per   the   schedule.  

 

Remote   Learning   Planning   Document  

 

 Online   Resources   Utilized  
Synchronous   or.   Asynchronous   

Books   and   Printed   Materials   Utilized  
(math   workbooks   etc.)  

4th   Grade   
NewsELA,   IXL,   Iready,   google   classroom,   Khan  
Novels   for   book   clubs   and   40   Book   Challenge,   reading   and   writing   journals  5th   Grade  

6th   Grade  NewsELA,   Quizlet   Live,   Kialo,  
YoTeach!,   Google   Classroom,  
iready,   IXL,   BHP   (Big   History  
Project),   Prodigy,   YouTube  

Class   notes,   Open   Up   Math   Work  
Books   5,6,7(   kids   all   have   the   book   4),  
Math   composition   books,   writing  
journals   and   Science   folders  

7th   Grade  IXL,   Prodigy,   Open   Up   Resources  
Math,   YoTeach!,   Explain   Everything  
Online   WhiteBoard,   YouTube,  
NewsELA,   ShowMe  

Open   Up   Books   6,7,8,   Math  
notebooks,    I   am   Malala  

8th   Grade  Yoteachapp,   i-Ready,   open   up  
resources,   Common   Lit,   google  

Into   The   Wild,   Math   workbooks,  
  

 



classroom,   google   hangouts,  
Youtube,   Zoom,   NewsELA,   Flipgrid   

Art  Google   Classroom,   Google  
Hangouts,   Zoom,   Youtube,   Canva,  
Pixlr,   Artsonia,   Google   Arts   &  
Culture,   Aggio  

Online   tutorials/resources,   art  
supplies,   creative   found   objects   at  
home  

Digital   Media  Google   Classroom,   Google  
Hangouts,   Zoom,   Youtube,   Scratch,  
Online   Apps   for   Image   and   Vector  
(Illustrator)   Editing,   Online   Video  
Apps.    Online   Infographics  

Online   resources   and   Teacher   created  
resources   such   as   Screen   Captures,  
Video   tutorials   et   al.  

Special  
Education  
(middle   school)  

Lexia,   ixl,   google   classroom,   iready  
math,   open   up   resources   math  

Six-minute   fluency   passages-   pdf  
versions   emailed   to   begin   mon.,   3/30  

Special  
Education  
(elementary)  

Lexia   Core   5   (reading);   weekly  
video   conferencing   with   student  
and   parent   for   direct   minutes;  
Google   Classroom;   IXL,   iReady  

Engage   NY   worksheets;   AimsWeb  
progress   monitoring   probes;  

MTNSTRONG  Google   classroom,   Common   Lit,  
NewsEla,   Choices   Mag,   Youtube,   

Weekly   Lesson   /   Activity  
Weekly   Lesson   Writing   Prompt  
Weekly   Journal   Entry  
Weekly   Self-Care   Reflection  

 

Instructional   Approach:    Continue   larger   projects   with   digital   portfolio   final   product.   TPOL   digital  

approach.  

 

Mountain   Middle   School   Digital   Curriculum:    Lexia,   Google   Classroom,   Google   Calendar,   Google  

Hangouts   Meet,   iReady,   IXL,   Open   Up   Resources   Math,   Adobe   Suite   and   Newsela  

 

Bell   Schedule   Equivalency   Statements  

(a) Mountain   Middle    School   follows   a   semester   calendar   structure.   For   each  

semester-long   course   into   which   the   student   is   scheduled   as   of   the   pupil  

enrollment   count   date,   the   equivalent   teacher-pupil   instruction   and   contact   time  

is   55-70   minutes/day   per   course   as   documented   on   the   in-person   bell   schedule.  

 
Policy   1.6   -   Calendar.  
 
Annually,   The    Head   of   School    will   develop   a   calendar   for   the   upcoming   school   year.   The  

calendar   will   be   approved   by   the   Board   and   submitted   to   the   Charter   School   Institute   by   the  

 



stated   deadline.   The   school   calendar   shall   include   no   less   than   160   student   contact   days   as  

specified   by   state   law,   unless   annually   requested   by   the   school   and   approved   by   the   state.   A  

separate   school   calendar   shall   be   set   for   students   participating   in   the   Mountain   Options  

home-based   enrichment   programming,   which   will   specify   attendance   days.    The   school  

calendar   shall   include   the   dates   for   all   professional   development   programs   scheduled   for   staff  

during   the   school   year.   A   copy   of   the   calendar   shall   be   available   to   all   parents/guardians   of  

students   enrolled   in    Mountain   Middle   School.    Any   change   in   the   calendar,   except   for  

emergency   closings   or   other   unforeseen   circumstances,   shall   be   preceded   by   adequate   and  

timely   notice.   Each   time   a   calendar   is   amended,   an   updated   copy   shall   be   submitted   to   the  

Charter   School   Institute.   Student   contact   days   may   include   remote   learning   days   implemented  

as   a   result   of   public   health   and   safety   measures.   If   Mountain   Middle   School   is   closed   due   to  

emergencies,   which   results   in   student-teacher   contact   time   being   reduced   below   the   minimum  

hours/minutes   allowed   by   state   law   and   provided   for   in   the   calendar,   the    Head   of   School    shall  

adjust   the   calendar   to   make   up   for   the   lost   time.    Notification   by   email   shall   be   made   to   the  

Charter   School   Institute   on   the   dates   that   the   school   closed   and   the   planned   make-up   dates.  

 

Policy   1.7   -   Instructional   Time.  
 
Mountain   Middle   School   defines   instructional   time   as   time   when   students   are   “actively   engaged  

in   the   educational   process”   and   further   clarifies   that   this   time   shall   be   considered   time   when  

students   are   working   toward   achieving   educational   objectives   under   the   supervision   of   a  

teacher.   

 

Such   examples   of   instructional   time   include,   but   are   not   limited   to:  

 

(a) Classroom   instruction   time   (both   in-person   and   synchronous   instruction  

delivered   electronically   as   approved   by   CDE   only   for   the   2020-2021   school   year)   

 

(b) Individual   student   work   time   and   independent   study   (which   may   be   engaged   in  

while   at   school   such   as   study   hall   and   library   research   periods,   or   may   include  

supervised   and   assessed   asynchronous   learning   as   approved   by   CDE   only   for   the  

2020-2021   school   year)  

 

(c)  School-related   field   trips  

 

(d)  Assemblies  

 

For   in-person   instruction,   calculations   for   contact   tim e   may   include   passing   periods   between  

classes.    Time   calculated   as   “actively   engaged   in   the   educational   process”   shall   not   include:  

 

(a) Lunch  

 



 

(b) Teacher   preparation   time  

 

(c)  Passing   between   lunch   and   a   class  

 

For   remote   instruction,   as   approved   by   CDE   only   for   the   2020-2021   school   year,   calculations   for  

contact   time   may   be   based   off   of   academic   content   covered,   student   demonstrations   of  

learning,   estimated   times   for   students   to   complete   independent   work,   and/or   other   methods  

identified   by   the   school   to   compare   in-person   instruction   to   remote   instruction.   Additional  

information   about   how   teacher-pupil   instruction   will   occur   during   remote   learning   days   as   well  

as   bell   schedule   equivalency   statements   are   detailed   in    Section   1.5   of   this   Policy   Manual.  

 

Policy   1.8   -   Opt   Out   Online   for   Standardized   Assessments.  
 
Parents/guardians   have   the   right   to   opt   their   student   out   of   required   state   assessments.   It   is  

very   important   for   every   family   to   understand   the   impact   opting   out   has   on   Mountain   Middle  

School.     Schools   in   Colorado   receive   annual   performance   ratings   to   let   them   and   their  

communities   know   how   well   they   are   doing.   These   reports   are   called   the   School   Performance  

Frameworks   (SPFs).   The   overall   ratings   assigned   are   based   on   achievement   and   growth   on   state  

assessments.    The   ratings   are   published   publicly   as   a   measure   of   performance.   Mountain   Middle  

School   is   authorized   by   the   Charter   School   Institute   (CSI),   who   holds   Mountain   Middle   School  

accountable   for   achieving   95%   participation   on   required   state   assessments   in   order   to   achieve  

the   highest   overall   rating,   because   this   degree   of   participation   offers   the   most   reliable  

representation   of   the   overall   academic   performance   of   the   student   body.   Achieving   the   highest  

possible   overall   rating   greatly   benefits   our   school   by   helping   to   attract   and   retain   talented  

educators,   secure   grants   and   donations,   and   support   our   charter   renewal   and   expansion   efforts.  

Even   more   importantly,   Mountain   Middle   School   values   the   data   gathered   from   these  

assessments,   which   we   thoroughly   analyze   to   improve   the   quality   of   education   we   provide.   We  

respectfully   ask   each   family   to   consider   these   facts   as   they   make   the   decision   to   participate   in  

or   opt   out   of   standardized   assessments.   

 

Parents/guardians   wishing   to   opt   their   student(s)   out   of   state-required   assessments   must   fill   out  

the   form   found   in   Appendix   A   of   this   Policy   Manual,   and   deliver   it   in   person,   or   call   to   confirm   it  

if   delivered   by   a   third   party   including   the   student,   with   the   Mountain   Middle   School   Site  

Manager   at   least   one   week   in   advance   of   the   scheduled   date   of   the   assessment.   

 

(a) Parents/guardians   can   elect   to   opt   their   student(s)   out   of   one   or   more   state  

assessments   including:   CMAS   Science,   Social   Studies,    ELA   and/or   Math  

assessments.   This   does   not   include   ACCESS   or   READ   ACT   assessments.  

 

 



(b) Neither   students   nor   parents/guardians   will   be   subject   to   any   negative  

consequences   for   electing   to   opt   out   of   state   assessments,   including   (but   not  

limited   to)   prohibition   from   any   in-school   or   extracurricular   activities.   

 

Mountain   Middle   School   will   not   engage   in   any   activities   that   discourage   a   student   from   taking   a  

state   assessment   or   encourage   parents/guardians   to   excuse   students   from   testing.  

 

Policy   1.9   -   Online   State   Assessment   Policy.  
 
This   notice   is   to   inform   Mountain   Middle   School   parents   that   the   school   will   be   conducting   all  

required   state   assessments   in   an   online   format   except   when   a   student   has   an   active   IEP   or   504  

accommodation   for   a   paper   based   test..   

 

Technology   is   an   integral   part   of   the   mission   of   Mountain   Middle   School,   and   each   student   is  

provided   a   laptop   computer   that   is   part   of   their   daily   instruction.   Many   of   the   new   assessments  

are   interactive   and   are   designed   for   online   administration.   

 

While   we   accept   that   there   may   be   issues   with   technology   during   testing,   we   believe   that   online  

testing   offers   a   more   seamless   experience   for   our   students.   It   also   provides   quicker   feedback   of  

results,   which   will   enable   our   teachers   to   inform   classroom   instruction   faster.   

 

This   policy   was   created   in   consultation   with   parents   on   our   SAC   committee.   It   will   be   made  

public   and   is   posted   on   our   school’s   website.   
 
Policy   1.10   -   Communication   Expectations   and   Grievances.  
 
Mountain   Middle   School   believes,   as   adults,   that   we   must   model   healthy   and   respectful  
communication   for   our   students.   Mountain   Middle   School   is   committed   to   promoting   healthy  
communication   among   students,   parents,   teachers,   administrators   and   Board   members   and  
encourages   Mountain   Middle   School   community   members   to   express   any   concerns   directly   with  
the   individual   involved   so   that   the   school’s   focus   and   energy   remains   on   student   learning.    In  
the   interest   of   promoting   the   efficient   resolution   of   grievances,   the   procedures   below   set   forth  
the   process   for   resolving   conflicts   and   settling   differences.   This   process   strives   to   support  
prompt   and   equitable   resolution   of   disagreements   at   the   lowest   possible   faculty   or  
administrative   level.   This   Communication   Expectation   and   Grievance   Policy   outlines   the  
expectations   for   all   members   of   the   Mountain   Middle   School   community   to   discuss   conflicts   in   a  
healthy,   productive,   and   respectful   manner,   honoring   due   process   for   all.   
  
Step   1   -   Address   Issue   with   Those   Directly   Involved.     The   grievant   must   first   bring   the   concern  
to   the   attention   of   the   individual(s)   directly   involved   by   filling   out   a   Grievance   and   Conflict  
Resolution   Form   located   on   the   school’s   website   (Resources   >   Forms)   and   attached   as   Appendix  
B   to   this   Policy   Manual.   This   form   should   be   delivered   to   the   school’s   Human   Resource   Manager  
who   will   share   it   with   the   person   about   whom   the   grievance   is   made,   and   it   is   expected   that  

 



both   parties   will   be   included   as   full   partners   in   the   conflict   resolution   process.   A   private   meeting  
will   be   scheduled   between   both   parties   where   the   concerns   outlined   on   the   form   can   be  
expressed   in   an   environment   conducive   to   resolution.    If   the   grievant   brings   the   concern   directly  
to   the   attention   of   the   Head   of   School,   Board   or   Charter   School   Institute   without   first  
attempting   to   address   the   issue   at   the   lowest   level,   the   grievant   will   be   redirected   to   the  
appropriate   level   in   the   process.   
 

For   grievances   related   to   alleged   harassment   or   discrimination   on   the   part   of   a   member   of   staff,  

please   see   below   the   instructions   on   allowable   skipping   of   earlier   steps   in   the   process.   

 
Step   2   -     Address   Issue   with   the   Head   of   School.     If   a   satisfactory   resolution   is   not   reached   at  
the   lowest   possible   level,   or   where   the   complaint   directly   involves   the   Head   of   School,   the  
concern   will   then   be   brought   to   the   attention   of   the   Head   of   School.   The   Head   of   School   will  
schedule   a   phone   call   or   an   in-person   meeting   within   48   hours   of   receiving   the   complaint  
(where   possible)   in   order   to   address   the   situation,   facilitate   ongoing   communication,   and  
develop   goals   for   conflict   resolution.    Either   party   at   their   discretion   may   invite   the   school’s  
Human   Resource   Manager   to   participate   in   the   process   to   help   resolve   the   issue.   The   Head   of  
School   will   continue   to   monitor   the   issue   until   either   a   resolution   or   an   impasse   is   reached.   
 
When   addressing   an   issue   with   the   Head   of   School,   the   complaint   shall   be   in   writing   on   the  
Conflict   Resolution   Form,   and   shall   detail   (i)   the   date   of   the   incident   (if   applicable);   (ii)   the  
School   staff   member(s)   involved;   (iii)   a   description   of   the   incident,   decision,   or   practice   that  
gave   rise   to   the   issue;   (iv)   the   conflict   resolution   strategies   that   have   been   attempted   thus   far;  
and   (v)   the   grievant’s   requested   resolution.    Within   five   calendar   days   from   the   date   on   which  
the   Conflict   Resolution   Form   is   received,   the   Head   of   School   will   either   issue   a   written   response  
to   the   grievant   or   contact   the   grievant   to   schedule   a   time   to   discuss   the   issue.   
 
For   grievances   related   to   alleged   harassment   or   discrimination   on   the   part   of   the   Head   of  

School,   please   see   below   the   instructions   on   allowable   skipping   of   earlier   steps   in   the   process.   

 
Step   3   -   Prepare   a   Written   Grievance   for   the   Board   of   Directors.     In   cases   only   when   a   concern  
has   not   been   resolved   at   Steps   1   or   2,   or   when   a   mutual   impasse   has   been   reached   in   Step   2,  
the   grievant   may   file   a   formal   written   grievance   with   the   Board   by   emailing   it   directly   to   the  
Board   President.    The   written   grievance   must   be   submitted   on   the   Conflict   Resolution   Form,   and  
must   detail   (i)   the   date   of   the   incident   (if   applicable);   (ii)   the   School   staff   member(s)   involved;  
(iii)   a   description   of   the   incident,   decision,   or   practice   that   gave   rise   to   the   issue   ;   (iv)   the   conflict  
resolution   strategies   that   have   been   attempted   thus   far;   and   (v)   the   grievant’s   requested  
resolution.  
 
Current   contact   information   for   the   school   Board   can   be   found   on   the   School   website,   under  
the   ‘Board   of   Directors’   page.    Within   10   days   of   receipt,   the   Board   President,   or   his/her  
designee,   will   inform   the   entire   Board   of   receipt   of   the   complaint,   work   with   the   Directors   to  
review   the   written   grievance   and   then   will   on   behalf   of   the   Directors   provide   a   written  
response   to   the   grievant   either   determining   that   the   grievance   has   merit   and   warrants   full  
review   by   the   entire   Board   or   declining   to   review   the   written   grievance   for   lack   of   merit.    If   it   is  
determined   that   the   grievance   warrants   full   review   by   the   Board   (determined   via   a   two   thirds  

 



majority   vote),   the   Board   shall   review   the   grievance   at   its   next   regularly-scheduled   Board  
Meeting   and   issue   a   written   decision   to   the   grievant   within   10   days   of   that   meeting.    If  
declining   review   (determined   via   a   two   thirds   majority   vote),   the   Board’s   written   response   to  
the   grievant   will   explain   the   reasons   for   the   determination   and   will   conclude   the   Board’s   action  
in   response   to   the   complaint.  
 
While   any   member   of   the   public   is   always   welcome   to   speak   in   an   open   Board   meeting   as  
outlined   in   Section   2.5   of   this   Policy   Manual,   no   grievance   issue   will   be   addressed   by   the   Board  
without   the   grievant   having   first   followed   the   procedures   outlined   in   this   policy.    Issues   of  
employee   or   student   privacy   may   only   be   addressed   in   Executive   Session,   as   is   legally   proper.  
The   Board   will   not   take   any   action   with   regard   to   anonymous   complaints,   with   the   exception   of  
due   diligence   where   an   anonymous   complaint   asserts   a   safety   or   security   concern.  
 
Step   4   -   Submit   a   Written   Grievance   to   the   Colorado   Charter   School   Institute   Executive  
Director.     If   the   grievant   is   not   satisfied   with   the   Board’s   determination   not   to   review   the  
grievance   or   if   the   written   resolution   presented   by   the   Board   fails   to   satisfy   the   grievant,   the  
grievant   may   submit   its   concerns   in   written   format   to   the   Charter   School   Institute’s   Executive  
Director   within   five   business   days   of   receiving   the   written   decision   from   the   School   Board  
President.    The   Charter   School   Institute’s   Executive   Director   will   review   the   concern   and   publish  
his/her   conclusions   in   writing   within   15   calendar   days   of   receipt   of   the   written   concern.   The  
decision   of   the   Board   will   not   be   overturned   unless   there   are   compelling   grounds   that   the  
school   violated   an   applicable   law,   regulation,   policy,   or   contract   provision.    The   Charter   School  
Institute   can   be   contacted   at   (303)   866-3299   or    csi_info@csi.state.co.us .   
 
Grievances   on   the   basis   of   alleged   harassment   or   discrimination.   
A   grievant   is   not   required   to   address   the   issue   with   the   person   directly   involved   if   the   grievant   is  
alleging   harassment   or   discrimination.    In   case   of   grievances   relating   to   allegations   of  
harassment   or   discrimination,   please   see   the   school’s   Workplace   Harassment/Discrimination  
Guidelines   available   in   the   Student   and/or   Staff   Handbook.   In   these   cases,   the   grievant   may   skip  
step   1   or   2   of   the   process   (addressing   the   grievance   with   persons   directly   related   to   the  
complaint)   and   proceed   directly   to   the   Head   of   School   (for   alleged   harassment   and  
discrimination   complaints   relating   to   staff)   or   the   Board   (for   alleged   harassment   and  
discrimination   complaints   relating   to   the   Head   of   School).   When   the   grievance   alleging  
harassment   or   discrimination   is   brought   directly   to   the   Board,   the   grievance   must   be   in   writing  
and   must   follow   the   process   outlined   in   Step   3   above.   
 
The   Human   Resource   Director   at   Mountain   Middle   School   serves   as   the   Title   IX   coordinator.   All  
Title   IX   complaints   are   to   be   emailed   to   the   Human   Resource   Director   at  
natalie.barstatis@mountainmiddleschool.org .   
 
Confidentiality   and   appropriate   use   of   school   and   personal   email   addresses.  
Members   of   the   Mountain   Middle   School   community,   including   students,   parents   staff,  
administrators   and   the   Board,   are   required   to   comply   with   the   governing   documents   for   the  
school,   including   ByLaws,   Board   Policy   Manual,   Student/Parent   and   Employee   Handbooks,  
Colorado   Open   Meetings   Law,   Colorado   Sunshine   Act   and   the   contract   with   the   Charter   School  
Institute.   No   member   of   the   community   may   be   subject   to   any   retaliatory   action   as   a   result   of  
filing   a   grievance   or   complaint,   nor   for   reporting   conduct   that   is   considered   to   be   illegal,  
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harassing   or   discriminatory.   All   grievances   and   complaints   filed   at   every   step   of   the   above  
process   will   be   thoroughly   investigated   and   all   parties   to   a   complaint   will   be   given   due   process  
to   participate   in   the   discussions   and   actions   that   lead   to   resolution.   Reporting   false   information  
considered   defamatory   and   intended   to   malign   any   other   member   of   the   community   will   not   be  
tolerated   and   could   lead   to   a   potential   defamation   of   character   lawsuit.   
 
Email   accounts   are   provided   to   Mountain   Middle   School   students,   staff,   and   directors   for   the  
sole   purposes   of   conducting   school   related   business.    No   personal   use   of   school   e-mail   accounts  
is   permitted   in   any   circumstances.   All   email   on   the   Mountain   Middle   School   information  
systems   is   the   property   of   the   school.    Outgoing   and   incoming   email   deemed   to   be   offensive,  
pornographic,   which   promotes   or   incites   negative   marketing   or   public   relations   against  
Mountain   Middle   School   or   any   individual,   promotes   or   incites   threats   to   any   individual’s   safety  
and   security,   or   is   otherwise   deemed   inappropriate,   defamatory   or   unprofessional,   is  
prohibited.   Violations   of   this   policy   may   result   in   suspension   or   expulsion   from   the   school,  
termination   of   employment,   or   dismissal   from   the   Board.   
 
Email   addresses   are   considered   confidential   information   belonging   to   the   owner   of   that   email  
address.    Any   unsolicited,   personal   use   by   any   member   of   the   Mountain   Middle   School  
community   of   email   addresses   belonging   to   students,   parents,   or   community   members   or   any  
distribution   lists   containing   such   email   addresses   that   become   known   to   them,   may   result   in  
suspension   or   expulsion   from   the   school,   termination   of   employment,   or   dismissal   from   the  
Board.   
 

Policy   1.11   -   Open   Records.  
 
This   regulation   applies   to   all   requests   submitted   pursuant   to   C.R.S.   §   24-72-201    et   seq. ,   to  

inspect   public   records   in   the   custody   or   control   of   Mountain   Middle   School.   Mountain   Middle  

School   is   committed   to   the   guiding   principles   of   openness,   transparency,   accountability   and  

responsiveness.   This   policy   is   intended   to   balance   the   demands   of   the   Colorado   Open   Records  

Act   (CORA)   and   Mountain   Middle   School’s   obligations   as   a   public   school   within   the   State   of  

Colorado.   

 

Protocols   for   Requests  

  

Before   making   a   request   for   records   pursuant   to   this   policy,   requesters   should   refer   to   the  

school’s   website,    www.mountainnmiddleschool.org    to   see   if   the   information   sought   is   posted  

and   already   publicly   available.   If   there   are   any   questions   regarding   what   type   of   information   is  

posted   on   the   Mountain   Middle   School’s   website,   or   the   posting   schedule,   please   contact   our  

site   manager.  

 

Requests   for   records  

  

Mountain   Middle   School   is   required   to   produce   records   in   response   to   qualifying   requests   made  

pursuant   to   CORA.   Mountain   Middle   School   strives   to   be   as   transparent   as   possible;   however,  
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not   all   documents   maintained   by   the   school   are   available   for   public   inspection.   Some  

documents   must   be   kept   confidential   to   respect   the   privacy   of   students   and   families   or  

otherwise   comply   with   relevant   laws.  

  

For   the   fastest   and   best   response,   requesters   should   avoid   vaguely   worded   inquiries.   Each  

request   must   be   as   specific,   clear,   and   narrow   as   possible.   Requests   should   include:  

(a) Subject   matter,   in   the   most   descriptive   terms   possible;  

(b) Date   range   for   search;  

(c)  Types   of   documents   to   be   searched   (emails,   written   documents,   reports,   etc.);  

(d)  Names   of   persons   who   you   believe   created   the   records,   are   in   possession   of   the  

records,   are   the   subject   of   the   records,   or   transmitted   the   records;  

(e)  Other   information   that   will   help   the   school   provide   the   correct   records;   and  

(f)  Contact   information   of   the   requester.  

 

A   statement   explaining   the   requester’s   reason   for   making   the   request   is   helpful   for   Mountain  

Middle   School   to   fulfill   the   request,   but   not   required.   If   a   request   fails   to   meet   these   guidelines,  

the   school   may   be   unable   to   fulfill   the   request.    If   more   information   is   needed   to   process   the  

request,   Mountain   Middle   School   will   make   reasonable   efforts   to   contact   the   requester   at   the  

contact   information   provided   within   the   timeframe   for   responding   to   the   request.  

  

Requests   to   inspect   public   records   must   be   in   writing   to   the   Custodian   of   Records.    Requests  

may   be   mailed   or   faxed   to:   

  

 Site   Manager  

Opens   Records   Request  

108   W.   31st   St.  

Durango,   Co.   81301  

Fax   number:   (970)   828-5620  

 

As   a   general   matter,   the   school   will   neither   accept   nor   respond   to   requests   for   public   records  

that   are   submitted   via   email.    The   reason   for   this   rule   is   that,   due   to   the   school’s   spam   filters  

and   staff   turnover   resulting   in   inactive   or   incorrect   email   information,   the   school   cannot  

guarantee   that   such   requests   will   be   received.    Requests   to   inspect   public   records   may   not   be  

made   by   phone.   

 

Public   records   not   subject   to   disclosure  

  

The   school   is   prohibited   by   law   from   disclosing   certain   confidential   records.   Additionally,   some  

records   are   not   subject   to   disclosure   because   they   are   privileged   under   the   law.   Below   are  

examples   of   records   generally   not   subject   to   disclosure.   For   a   full   list   of   records   not   public,  

please   see   C.R.S.   24-72-202   –   204.   

 



 

Records   generally    not    subject   to   disclosure   include,   but   are   not   limited   to:  

 

(a) Addresses   and   telephone   numbers   of   students:   Pursuant   to   FERPA,   the   school  

may   not   be   permitted   to   release   directory   information.  

 

(b) Personnel   files   which   include   home   addresses,   telephone   numbers,   financial  

information,   and   other   information   maintained   because   of   the  

employer-employee   relationship.   

 

i.  Personnel   files    may   not    include   applications   of   past   or   current  

employees,   employment   agreements,   any   amount   paid   or   benefit  

provided   incident   to   termination   of   employment,   performance   ratings   ,   or  

any   compensation,   including   expense   allowances   and   benefits,   paid   to  

employees   by   the   state,   its   agencies,   institutions,   or   political   subdivisions.   

 

NOTE :   While   some   personnel   files   may   be   disclosed,   the   school   must   still  

redact   personally   identifying   information   like   home   addresses   or   social  

security   numbers   that   may   be   included.   

 

ii.  Proprietary   information   including   trade   secrets   and   privileged   information  

 

iii.  Specialized   details   of   security   procedures/arrangements   or   investigatory  

files   compiled   for   any   law   enforcement   purpose  

 

iv.  Certain   medical,   mental   health,   sociological,   and   scholastic   achievement  

data,   and   electronic   health   records   on   individual   persons  

 

v.  Attorney-client   privileged   information  

 

vi.  Other   records   required   by   federal   or   state   law   and/or   regulations   or  

judicial   decisions   to   remain   confidential   and/or   not   subject   to   disclosure  

 

Sometimes   the   records   requested   do   not   exist.    CORA   is   not   a   record   retention   statute   and   the  

school   is   not   obligated   to   create   records   that   do   not   exist   or   maintain   records   outside   of  

relevant   legal   guidelines   or   school’s   policy   on   records   retention.  

  

General   questions   and   requests   for   information  

  

As   described   above,   not   all   information   constitutes   a   public   record   for   purposes   of   a   CORA  

request.   General   questions   and   requests   for   information   that   are   not   submitted   in   writing  

 



pursuant   to   this   policy   are   not   requests   for   “public   records”   as   defined   by   the   law.   Therefore,  

the   school   is   not   required   to   respond   to   them   according   to   CORA’s   specifications.    Although   it   is  

not   required,   the   school   may   respond   to   all   such   questions   and   requests   for   information.  

 

Responses   to   Requests   

 

Time   for   response   to   records   requests   shall   be   as   follows:   

 

(a) The   normal   time   for   production   shall   be   three   (3)   working   days,   beginning   on   the  

first   business   day   after   the   request   is   received.   

 

(b) Such   period   may   be   extended   upon   determination   by   the   Mountain   Middle  

School   that   extenuating   circumstances   exist.   Such   period   of   extension   shall   not  

normally   exceed   seven   (7)   working   days.   The   requestor   shall   be   notified   of   the  

extension   within   the   three-day   period.   

  

Requests   to   inspect   records   will   not   take   priority   over   the   regular   work   activities   of   school’s  

employees.   

  

Charges   for   copies   of   requested   records   shall   be   as   follows:   

  

(a) The   normal   cost   for   requested   documents   shall   be   $.25   per   page   or,   for  

documents   in   non-standard   formats,   the   actual   duplication   costs.  

 

(b) Mountain   Middle   School   may   charge   a   research   and   retrieval   fee   based   on   the  

actual   cost   of   responding   to   the   request;   provided,   however,   that   the   hourly   rate  

for   employee   time   is   $30   per   hour,   and   there   shall   be   no   charge   for   the   first   hour  

of   employee   time.   If   the   custodian   charges   research   and   retrieval   fees   under   this  

paragraph,   copying   shall   be   charged   at   a   rate   of   $.15   per   page.   

 

(c)  Payment   must   be   received   prior   to   the   requestor   receiving   copies.   

  

If   charges   are   expected   to   exceed   $25,   Mountain   Middle   School   will   provide   the   requestor   with  

an   estimate   of   the   cost   of   responding   prior   to   responding   and   may   require   a   deposit.   If   the  

requestor   wishes   to   proceed   once   receiving   an   estimate,   he   or   she   must   respond   in   writing.   By  

responding   in   writing,   the   requestor   agrees   to   pay   all   fees   associated   with   responding   to   the  

request.   The   time   between   the   date   of   the   custodian’s   estimate   and   the   receipt   by   the  

custodian   of   a   written   response   to   proceed   will   not   be   counted   against   the   time   period   set   forth  

above   for   responding   to   the   CORA   request.   

  

 



If   a   requester   wishes   to   inspect   available   records   in   advance   of   receiving   copies,   such   inspection  

shall   be   by   appointment   only   during   normal   working   hours.   Such   inspection   must   be   supervised  

by   a   school   representative   and   the   requestor   may   be   charged   for   any   employee   time   exceeding  

one   hour   associated   with   such   inspection.  

 

Manipulation   of   Records  

  

The   school   may   manipulate   existing   records   to   redact   or   exclude   information   not   subject   to  

disclosure   or,   at   its   sole   discretion,   create   a   new   record   in   order   to   respond   to   a   request.   If   the  

school   is   required   to   manipulate   data   to   generate   the   record,   the   school   may   charge   an   hourly  

fee   that   applies   in   the   same   manner   as   the   research   or   retrieval   of   records.  

 

Generally,   if   a   public   record   is   stored   in   a   digital   format,   it   should   be   provided   in   that   format   to  

the   requester,   including   any   searchable   or   sortable   functions   unless   doing   so   would   violate   a  

copyright   or   licensing   agreement,   result   in   the   release   of   a   third   party’s   proprietary   information,  

or   if   it   is   not   feasible   to   permanently   remove   any   information   that   is   excluded   from   the   request  

without   need   for   additional   software   or   programming.   The   actual   costs   of   manipulating   such  

data   and   generating   such   records   will   be   assessed.   This   may   include   the   hourly   fee   that   applies  

to   research   and   retrieval   as   well   as   any   additional   actual   costs,   such   as   a   fee   equal   to   the  

incremental   costs   of   maintaining   a   computer   database   or   running   a   computer   program   used   to  

analyze   or   compile   data   into   a   single   report.  

  

For   questions   related   to   CORA   requests   please   contact:   Mountain   Middle   School   Site   Manager,  

108   W.   31st   St.   Durango,   CO   81301.  

 

Section   2:   The   Board  
 

Policy   2.1—Articles   of   Incorporation.   
 

(a) Articles   of   Incorporation .    The   Articles   of   Incorporation   (“Articles”)   for   Mountain  
Middle   School,   were   originally   filed   on   September   5,   2009   with   the   Colorado  
Secretary   of   State   (“SOS”).    As   amended,   the   Articles   set   forth   the   basic   structure  
and   purpose   of   Mountain   Middle   School   as   a   Colorado   nonprofit   corporation   and  
charter   public   school.  

 
(b) Copies/Records .    Copies   of   the   Articles   are   kept   in   the   corporate   records   of  

Mountain   Middle   School   in   the   office   and   are   maintained   by   the   Secretary   of  
Mountain   Middle   School   and   are   available   for   inspection   in   accordance   with   the  
Colorado   Open   Records   Act,   C.R.S.   §24-72-201    et   seq. ,   as   modified   from   time   to  
time   “(CORA”).   Copies   may   additionally   be   obtained   from   the   SOS   website.   

 
(c) Registered   Office :   The   current   address   of   the   registered   office   of   the   Corporation  

is   108   West   31st   Street,   Durango,   CO   81301.  

 



 
(d) Nonprofit   Status :   Mountain   Middle   School   has   organized   as   a   nonprofit  

corporation,   and   thereby   its   governing   Board   and   officers   will   comply   with   the  
“Colorado   Revised   Nonprofit   Corporation   Act”,   C.R.S.   7-121-101   to   7-137-301  
(“Nonprofit   Corporation   Act”),   as   modified   by   the   Bylaws   of   Mountain   Middle  
School.  

 

Policy   2.2—Mountain   Middle   School   Bylaws.   
 

(a) Adoption   and   Amendment:    The   original   bylaws   were   adopted   on   September   5,  
2009,   and   as   amended,   the   Bylaws   of   Mountain   Middle   School   set   forth   the  
governance   structure   for   the   corporation,   the   terms   and   method   of   selection   of  
directors   and   officers,   the   conduct   of   meetings,   and   other   parameters   regarding  
its   operation.    The   Bylaws   may   be   amended   as   provided   in   that   document.  
 

(b) Copies/Records.    Copies   of   the   Bylaws   are   kept   in   the   corporate   records   of  
Mountain   Middle   School   in   the   office   and   are   maintained   by   the   Secretary   of  
Mountain   Middle   School   and   are   available   for   inspection   in   accordance   with  
CORA.  
 

Policy   2.3—Decision   Making.   
 

(a) Two   principles   should   underlie   all   significant   decisions   made   by   the   Board   and  
Mountain   Middle   School’s   administration:    (i)   compliance   with   the   Mountain  
Middle   School   Charter   Contract;   and   (ii)   all   actions   should   fall   within   the  
parameters   of   the   vision   and   mission   statements.   

 
(b) Accordingly,   in   making   any   significant   decision   the   Board   and   administration   shall  

consider   the   decision   in   the   context   of   whether   it   is   consistent   with   the  
Mountain   Middle   School   vision   and   mission   statements.  

 
Policy   2.4   –   Board   Self-evaluation.  
 

(a) The   Mountain   Middle   School   Board   believes   that   the   efficiency   and   performance  
of   the   Board   itself   directly   affects   the   efficiency   and   performance   of   the   school  
system   as   a   whole.    Therefore,   the   Board   will   conduct   an   annual   evaluation   of   its  
own   work.   

 
(b) The   following   guidelines   will   apply   to   the   Board   self-evaluation:  

 
i. The   evaluation   shall   be   a   positive,   constructive   process,   aimed   at  

improvement   rather   than   criticism.  
 

ii. The   evaluation   shall   be   conducted   using   a   formal   written   evaluation   tool.  
Additionally,   the   Board   will   evaluate   its   progress   on   the   strategic   plan.   

 

 



iii. Board   members   shall   evaluate   the   Board   as   a   whole   and   not   individuals  
on   the   Board.   

 
Board   self-evaluation   forms   shall   be   distributed   at   regular   Board   meetings   in   accordance   with  
the   annual   Board   calendar.    The   Board   shall   not   be   limited   in   its   discussion   to   those   items   that  
appear   on   the   form.    Free   discussion   and   informal   comments   are   valuable.   
 

Policy   2.5—Public   Attendance   at   Board   Meetings.  
 

(a)  Public   Comment.   In   accordance   with   Colorado’s   Open   Meetings   Law,   the   Board  
desires   to   provide   opportunities   for   any   member   of   the   public   to   express   interest  
in   and   concern   for   Mountain   Middle   School.   Accordingly,   all   members   of   the  
public   are   cordially   invited   to   attend   all   open   meetings   of   the   Board.   A   time   for  
public   comment   shall   be   a   part   of   every   regular   Board   meeting.   To   provide   all  
members   of   the   public   with   an   equal   opportunity   to   speak   to   the   Board,   each  
individual   is   limited   to   three   minutes   for   their   remarks   and   must   adhere   to   the  
public   comment   guidelines   that   will   be   available   at   each   monthly   Board   meeting,  
and   are   attached   as   Appendix   C   to   this   Policy   Manual.  
 

(b)  Public   Participation.    Although   the   Board   wishes   to   encourage   everyone   to   attend  
its   open   meetings,   it   must   be   remembered   that   Board   meetings   are   conducted   to  
carry   on   the   business   of   the   school   and   are   not   participatory   for   all   present.  
Board   meetings   are   not   public   meetings,   but   meetings   held   in   public.    Persons  
who   wish   to   make   request   of   the   Board   to   respond   or   take   action   are   required   to  
submit   the   written   Public   Participation   Request   Form   included   as   Appendix   C   of  
this   Policy   Manual,   directly   to   the   Board   Secretary,   who   will   notify   the   entire  
Board   in   advance   of   the   meeting,   and   respond   according   to   the   following   process  
before   a   member   of   the   public   is   placed   on   the   Board   meeting   agenda:   

 
i. Written   requests   must   be   submitted   before   12:00   noon   five   (5)   business  

days   prior   to   the   regularly   scheduled   Board   meeting   in   order   for   the  
Board   to   have   ample   time   to   preview   the   material.   Failure   to   meet   this  
deadline   will   cause   the   item   to   be   excluded   from   the   agenda   and  
postponed   until   the   next   Board   meeting.  

ii. The   Board   Secretary   will   provide   to   the   Board   the   written   proposal  
directly   from   the   requestor.  

iii. The   Board   may,   in   its   sole   discretion,   determine   whether   to   include   a  
matter   of   public   concern   on   the   Board   meeting   agenda.   If   approved,   the  
requestor   should   present   their   information   orally   to   the   Board   during   the  
discussion   portion   of   the   meeting.   

iv. The   Board   may   determine   that   a   matter   of   public   concern   submitted   for  
consideration   for   public   participation   at   a   Board   meeting   requires,   in  
accordance   of   law,   discussion   in   executive   session.   The   requestor   will   be  
notified   and   the   executive   session   will   be   duly   added   to   the   agenda   for  
the   next   regular   Board   meeting.  

v. Each   public   participant   is   limited   to   three   minutes   for   their   remarks.   

 



vi. A   new   concept   or   idea   will   only   be   accepted   for   review   by   the   Board   after  
the   following   steps   have   been   compiled   in   writing   by   the   persons   making  
the   request:   background   information,   statement   of   how   it   will   benefit   the  
students,   and   the   cost   associated   with   the   proposal,   if   known.   

vii. The   Board   will   r espond   to   specific   requests   for   action   made   as   public  
participation   within   10   days   of   participation   at   the   meeting.  

 
(c)  Executive   Sessions.   Meetings   are   closed   to   the   public   only   when   the   Board   is  

meeting   in   executive   session   in   accordance   with   applicable   law.   The   Board,   upon  
public   announcement   of   the   topic   for   discussion   that   authorizes   the   Board   to  
meet   in   executive   session   and   identification   of   the   particular   matter   to   be  
discussed   in   as   much   detail   as   possible   without   compromising   the   purpose   for  
which   the   executive   session   is   authorized,   and   in   compliance   with   the   procedures  
set   forth   in   the   Bylaws,   may   recess   a   public   meeting   to   an   executive   session   for  
the   sole   purpose   of   considering   any   of   the   matters   specified   in   the   Open  
Meetings   Law.   No   adoption   of   any   proposed   policy,   position,   resolution,   rule,  
regulation   or   formal   action   shall   occur   at   any   executive   session   which   is   not   open  
to   the   public.   

 
An   executive   session   may   be   convened   for   the   following   purposes:  
 

i.  To   discuss   the   purchase,   acquisition,   lease,   transfer   or   sale   of   any   real,  
personal,   or   other   property   interest.   (Ref.   C.R.S.   §24-6-402(4)(a))  

 
ii.  For   conferences   with   the   Board’s   attorney   for   the   purpose   of   receiving  

legal   advice   on   specific   legal   questions.   (Ref.   C.R.S.   §24-6-402(4)(b)).  
 
iii.  For   matters   required   to   be   kept   confidential   by   federal   or   state   law   or  

rules   and   regulations.   (Ref.   C.R.S.   §24-6-402(4)(c)).   
 
iv.  For   specialized   details   of   security   arrangements   or   investigations,  

including   where   disclosure   of   the   matters   discussed   might   reveal  
information   that   could   be   used   for   the   purpose   of   committing,   or  
avoiding   prosecution   for,   a   violation   of   the   law.   (Ref.   C.R.S.  
§24-6-402(4)(d)).   

 
v.  For   determining   positions   relative   to   matters   that   may   be   subject   to  

negotiations;   developing   strategy   for   negotiations;   and   instructing  
negotiators.   (Ref.   C.R.S.   §24-6-402(4)(f)(I))   

 
vi.  For   personnel   matters,   except   if   the   employee   who   is   the   subject   of   the  

session   has   requested   an   open   meeting.   (Ref.   C.R.S.   §24-6-402(4)(f)(I)).   If  
the   personnel   matter   involves   more   than   one   employee,   all   of   the  
employees   must   have   requested   an   open   meeting.   “Personnel   matters”  
do   not   include   discussion   concerning   any   member   of   the   Board,   any  
elected   official,   or   the   appointment   of   a   person   to   fill   the   office   of   a   Board  
member   or   an   elected   official,   or   to   discuss   personnel   policies   that   do   not  

 



require   the   discussion   of   matters   personal   to   particular   employees.   (Ref.  
C.R.S.   §24-6-402(4)(f)(II)).   

 
vii.   For   the   consideration   of   any   documents   protected   by   the   mandatory  

nondisclosure   provisions   of   CORA.   (Ref.   C.R.S.   §24-6-402(4)(g)).   
 
viii.For   the   discussion   of   individual   students   where   public   disclosure   would  

adversely   affect   the   person   or   persons   involved.   (Ref.   C.R.S.  
§24-6-402(4)(h)).   

 
(d)  Resolutions.   No   resolution,   rule,   regulation,   ordinance   or   formal   action   of   the  

Board   shall   be   valid   unless   made   at   a   meeting   that   meets   the   requirements   of  
the   Open   Meetings   Law.   (Ref.   C.R.S.   §24-6-402(8)).   

 
Members   of   the   public   wishing   to   bring   a   matter   before   the   Board   MUST   follow   the   procedure  
outlined   in   this   section   2.5   to   ensure   matters   are   responded   to   consistently   and   professionally  
and   in   adherence   with   the   Communication   Expectations   and   Grievance   Policy   outlined   in  
section   1.10   of   this   Policy   Manual.   Public   comment   and   participation   topics   may   be   addressed  
to   the   whole   Board;   however   it   will   be   the   President   of   the   Board,   or   his/her   designated  
representative,   who   will   respond   to   the   requestor   either   during   the   meeting   or   within   10   days  
of   the   Meeting.    It   is   important   to   note   that   the   Board   functions   as   a   whole,   and   individual  
Directors   have   no   authority   to   speak   on   behalf   of   the   Board   or   the   school,   or   to   bind   the   school  
through   their   individual   actions   or   statements.   If   there   is   a   specific   remedy   or   other   action   being  
requested,   community   members   must   utilize   the   procedure   set   forth   above.   

 
Policy   2.6—Newly   Elected   Board   Member   Training   Requirements.   
 
Within   two   months   of   being   elected   or   appointed   new   Directors   are   required   to   complete  
training   with   a   fellow   Director   on   email   and   document   handling.   Within   six   months   of   being  
elected   or   appointed   new   Directors   are   required   to   complete   the   Colorado   Department   of  
Education’s   Board   Training   Modules,   read   the   Board   Policy   Manual,   the   Charter   Contract,   and  
attend   a   Board   Orientation.  

 
Policy   2.7—Policy   Making.  
 

(a) The   Board   shall   be   solely   responsible   for   adopting,   repealing   or   amending  
policies   for   Mountain   Middle   School.    Action   by   the   Board   shall   be   accomplished  
at   a   properly   noticed   Board   meeting   at   which   a   quorum   is   present,   as   set   forth   in  
the   Bylaws,   and   as   further   provided   below.     Proposals   for   adopting,   repealing   or  
amending   policies   for   Mountain   Middle   School   may   be   made   in   writing   by   any  
member   of   the   Board   or   by   any   parent,   and   submitted   through   the   Board  
Secretary.   

 
(b) Except   in   cases   of   emergencies,   the   Board   shall   follow   the   following   procedure   in  

adopting,   repealing   or   amending   policies   for   Mountain   Middle   School:  
 

 



i. First   Reading .    The   proposed   policy   shall   be   submitted   for   approval   on  
first   reading   at   a   regular   or   special   meeting   of   the   Board   called   for   that  
purpose.    The   proposed   policy   shall   be   contained   in   the   Board   packet  
distributed   prior   to   the   meeting.    At   first   reading   the   Board   shall   receive  
public   comment   and   comments   from   the   sponsor   of   the   proposed   policy.  

 
ii. Second   Reading .    If   the   proposed   policy   is   approved   on   first   reading   as   set  

forth   in   the   previous   sub-section,   it   will   be   placed   on   the   agenda   and  
considered   at   the   next   ensuing   regular   or   special   meeting   of   the   Board  
called   for   that   purpose.   If   the   proposed   policy   is   adopted   upon   second  
reading   it   shall   become   a   policy   of   Mountain   Middle   School,   and   the  
Policy   Manual   shall   be   amended   accordingly.  

 
iii. Emergencies .    Upon   a   two-thirds   (2/3)   vote   of   the   Board   members  

present   at   a   regular   or   special   meeting   called   for   that   purpose,   an  
emergency   may   be   declared.    If   an   emergency   is   declared,   a   policy   may   be  
adopted   on   first   reading   by   affirmative   majority   vote   of   the   Directors   in  
attendance   at   the   meeting.  

 
(c) Proposed   policies   should   reference   the   policy   provision   it   will   be   amending.  

Ideally,   the   entire   policy   will   be   reprinted   with   new   language   in   all   caps,   and  
language   to   be   deleted   lined   out.    New   policies   should   include   the   proposed  
table   of   contents   policy   title   and   code   number.  

 
(d) The   ‘Staff   Handbook’   and   ‘Student/Parent   Handbook’   shall   be   reviewed   and  

revised   annually   by   the   Head   of   School   and   presented   to   the   Board   for   approval.  
Any   Policy   changes   requested   by   the   Head   of   School   in   order   to   facilitate  
recommended   changes   in   the   handbooks   will   need   to   be   reviewed   and   approved  
by   the   Board   in   accordance   with   2.8(c)   above.   The   Board   or   a   committee   of   the  
Board,   and/or   legal   counsel   shall   review   the   handbooks   annually   for   compliance  
with   laws,   and   other   recommended   revisions.  

 
References:    Policy   2.3—Decision   Making  

 
Policy   2.8—Board   Review   of   Administrative   Procedures.  
 

(a) Administrative   policies   and   regulations   need   not   be   reviewed   by   the   Board   in  
advance   of   issuance   except   as   required   by   law.    However,   when   there   is   a  
potential   for   strong   parental,   student   or   staff   reaction,   the   policy   or   regulation  
should   be   presented   to   the   Board   in   advance.   

 
(b) Administrative   policies   and   regulations   should   reference   and   be   consistent   with  

existing   Board   policy.   
 

(c) The   Board   reserves   the   right   to   review   administrative   regulations   at   its  
discretion.    However,   the   Board   shall   revise   or   veto   such   regulations   only   when,  
in   its   judgment,   such   regulations   are   inconsistent   with   the   Board’s   policies.   

 



Policy   2.9   —   Composition   of   Committees.  
 
Each   committee   of   the   Board   shall   include   no   more   than   the   minimum   number   of   Directors  
sufficient   to   constitute   a   quorum   of   the   Board.    For   example,   if   the   Board   is   comprised   of   seven  
Directors,   no   single   committee   may   include   more   than   three   Directors.   
 

Policy   2.10—Advisory   Committees   to   the   Board.  
 
The   primary   purpose   of   all   advisory   committees   to   the   Board   is   to   contribute   to   the   educational  
program   of   the   school   by   conducting   studies,   identifying   problems,   or   developing  
recommendations   to   assist   the   Board   in   making   decisions.    The   ultimate   authority   to   make  
those   decisions,   however,   will   continue   to   reside   with   the   Board,   as   required   by   law.  
 
Advisory   committees   may   be   formed   by   the   Board   at   such   times   and   for   such   purposes   as   the  
Board   may   deem   necessary.    They   will   be   given   a   clear   purpose,   parameters,   and   timeline,   and  
will   be   dissolved   upon   accomplishing   that   charge.  
 
To   the   extent   possible,   membership   on   advisory   committees   will   be   broadly   representative   of  
the   school’s   populations,   and   will   be   chosen   from   among   residents   who   have   shown   an   interest  
in   education   or   who   have   special   knowledge   or   expertise   relating   to   the   committee’s   purpose.  
Once   activated,   an   advisory   committee   will   report   periodically   to   the   Board.   
 
Reference:   Policy   2.3—Decision   Making  
 

Policy   2.11—Standing   Committees.  
 
Unless   otherwise   specified,   written   progress/update   reports   from   each   standing   committee   are  
required   for   each   Board   meeting.    They   must   be   submitted   before   12:00   midnight,   three   (3)  
business   days   prior   to   the   regularly   scheduled   Board   meeting   in   order   for   the   Board   and   the  
public   to   have   ample   time   to   preview   the   material.    Failure   to   meet   this   deadline   will   cause   the  
item   to   be   excluded   from   the   agenda   and   postponed   until   the   next   Board   meeting.  
 

(a) Budget   and   Finance   Committee.     This   committee   is   responsible   for   the  
development   and   presentation   of   an   annual   financial   plan   (budget)   to   the  
Mountain   Middle   School   Board   for   approval   each   fiscal   year,   in   accordance   with  
the   timelines   for   reporting   budgets   set   forth   by   the   Colorado   Department   of  
Education.    This   committee   will   work   closely   with   the   Head   of   School   and  
Business   Manager   to   proper   ensure   oversight   for   operational   execution   of   the  
approved   budget.   This   committee   will   present   updated   financials   to   the   Board   for  
review   at   regularly   scheduled   Board   meetings,   as   well   as   budget   amendment  
reports   for   approval   each   January.   This   committee   will   ensure   and   will   oversee  
the   performance   of   an   independent,   annual   financial   audit   for   school   operations.   

 
(b) Executive   Committee.    The   Executive   Committee   is   Chaired   by   the   President   of  

the   Board   and   works   closely   with   the   Head   of   School   and   the   School  
Accountability   Committee   to   continuously   review   components   of   the   educational  

 



program   at   Mountain   Middle   School   to   ensure   promotion   of   the   Mission   and  
Vision   of   the   School,   specifically   the   academic   and   social   achievement   of  
Mountain   Middle   School   students   (with   consideration   being   given   to   a   safe   and  
supportive   culture,   technology,   the   integrity   of   the   Project-based   learning   model,  
and   the   collaborative   nature   of   school   programming,   assessment   and   community  
involvement).    In   addition,   this   committee   is   responsible   for   driving   execution   of  
imperatives   identified   by   the   Board   in   its   annual   strategic   plan   to   meet   the  
strategic   goals   of   the   organization.    This   committee   will   utilize   several   data   points  
to   meet   its   objectives   including   but   not   limited   to   academic   assessments   and  
standardized   test   scores,   the   school   Unified   Improvement   Plan,   parent   and  
student   surveys   (initiative   by   the   SAC),   staff   interviews,   feedback  
recommendations   and   requests   of   the   Head   of   School.   The   committee   will  
present   reports   on   activities   and   priorities   to   the   Board   at   regularly   scheduled  
Board   meetings.  

 
(c)  School   Accountability   Committee.   
 

School   Accountability   Committee.   Per   CRS   22-11-40,   Mountain   Middle   School  
shall   establish   a   School   Accountability   Committee   (SAC)   to   provide   oversight   and  
advice   to   the   Head   of   School.   The   SAC   shall   consist   of   at   least   eight   members   as  
follows;  

i.  The   principal   of   the   school   or   the   principal's   designee;  
ii.  At   least   one   member   of   the   Board;  
ii.  At   least   one   teacher   who   provides   instruction   at   the   school;  
iii.  At   least   three   parents   or   legal   guardians   of   students   enrolled   in   the  

school;  
iv.  At   least   one   adult   member   of   an   organization   of   parents,   teachers,   and  

students   recognized   by   the   school;   and  
v.  At   least   one   person   who   is   involved   in   business   or   industry   in   the  

community.  
 
Members   shall   be   appointed   in   the   manner   outlined   in     CRS   22-11-40.  

 
The   SAC’s   main   role   is   to   assure   that   academic   excellence,   cultural   excellence   and  
positive   teacher/student   interactions   are   defined   and   communicated   to   the  
Mountain   Middle   School   Board.   SAC   tasks   include,   but   are   not   limited   to:  
 

i.  Define   and   continue   to   refine   what   academic   excellence,   cultural  
excellence   and   student-teacher   interactions   means   for   Mountain   Middle  
School,  

 
ii.  Work   with   the   school   leadership/administration   to   devise   clear   and  

consistent   ways   to   measure   progress   towards   stated   goals,  
 
iii.  Work   with   school   leadership/administration   to   set   annual   academic  

achievement   goals,   to   be   presented   to   the   full   Board   for   approval,  
 

 

https://codes.findlaw.com/co/title-22-education/co-rev-st-sect-22-11-401.html


iv.  Work   with   school   leadership/administration   to   share   with   the   Board  
annual   successes,   barriers   to   reaching   academic   excellence,   and  
strategies   to   overcome   these   barriers,  

 
v.  Arrange   for   Board   training   on   issues   related   to   academic   oversight   and  

academic   achievement,   as   needed,  
 
vi.  Create   specific   measurable   academic,   cultural   and   student-teacher   annual  

goals   to   be   shared   with   the   full   Board,  
 
vii.  Report   to   the   Board   at   regular   meetings   of   the   Board   in   a   manner  

determined   by   the   Board,  
 
viii.   Annually   evaluate   its   work   as   a   committee   and   the   objectives   it   has  

committed   itself   to   and   report   on   same   to   the   Board   of   Trustees.  

Policy   2.12   –   Board   Responsibilities,   Responsibilities   of   Individual   Board  
Members.   
 
The   primary   obligation   of   the   Board   is   to   advance   the   Mission   of   Mountain   Middle   School   and  
ensure   its   financial   stability.   In   addition   to   any   duties   required   by   law,   the   Board   shall   have   the  
following   duties:  

 
(a) The   Board   shall   have   the   duty   to   ensure   that   the   school   operates   the   identified  

school   philosophy   and   in   the   best   interests   of   its   students,   parents,   teachers,   and  
community.  

 
(b) Only   the   Board   President   will   communicate   Board   decisions   and/or   Board  

direction   to   the   Head   of   School.  
 
(c) The   Board   is   a   legislative   Body:    it   adopts   policies   to   guide   Mountain   Middle  

School.    The   Board   is   not   a   managerial   unit:    it   specifically   does   not   manage   the  
day-to-day   affairs   of   Mountain   Middle   School.  

 
(d) The   Board   hires   and   evaluates   the   Head   of   School   who   is   the   chief   executive  

officer   of   Mountain   Middle   School.  
 
(e) Board   members   recognize   the   Head   of   School   as   an   education   and   management  

professional.  
 
(f) Board   meetings   are   conducted   in   public.    However,   public   participation   in   the  

meeting   is   at   the   discretion   and   direction   of   the   President   or   Chairperson   in  
consultation   with   the   Board.  

 
(g) Board   members   honor   the   Board’s   decision-making   process   and   recognize   that  

authority   rests   only   with   the   Board   as   a   whole   and   not   in   its   individual   members.  
 

 



(h) Board   members   respect   and   support   the   majority   decisions   of   the   Board   and  
speak   with   one   voice   about   those   decisions   outside   of   the   Board   meetings.  

 
(i) Board   members   honor   diverse   views   and   opinions.    They   approach   the   decision  

making   process   with   open   minds   and   a   willingness   to   listen   to   alternative   views.  
 
(j) Board   members   honor   the   confidentiality   of   information   presented   in   executive  

session.    The   breach   of   this   confidentiality   is   cause   for   immediate   termination   of  
membership   on   the   Board   as   unethical   conduct.  

 
(k) Board   members   will   come   to   Board   meetings   prepared   to   address   the   items   on  

the   published   agenda.    To   that   end,   it   is   suggested   that   whenever   possible,  
written   reports   by   the   officers   or   any   subcommittees/Board   member   addressing  
posted   agenda   items   be   prepared   and   distributed   before   a   meeting.  

 
(l) Board   members   will   deal   with   each   other   and   with   members   of   the   school  

community   with   honesty,   integrity,   and   respect.  
 
Nothing  in  this  Policy  Manual  shall  be  deemed  an  irrevocable  delegation  of  any  express  or                
implied  power  or  authority  of  the  Board.  The  Board  expressly  reserves  to  itself  all  express  and                 
implied  powers  or  authority  vested  in  it  by  applicable  Law.  The  Board  may  at  any  time  take  any                   
action   required   or   permitted   by   this   Policy   Manual.  

 
Section   3:   Administration  
 

Policy   3.1—Administrative   Structure.  
 
The   Board   shall   rely   on   its   Head   of   School,   to   provide   professional   administrative   leadership   at  
Mountain   Middle   School.    The   Board   shall   hire   the   Head   of   School.   The   Head   of   School   shall  
report   directly   to   the   Board.   The   entire   school   shall   be   viewed   as   a   single   school   system   subject  
to   the   policies   set   forth   by   the   Board   and   implemented   through   a   single   chief   administrator,   the  
Head   of   School.  
 
After   a   satisfactory   annual   performance   review,   the   Board   will   establish   a   salary   for   the   Head   of  
School   before   the   start   of   the   following   year   employment   contract,   unless   otherwise   not  
renewed   or   extended   by   the   Board   in   its   sole   discretion,   subject   to   applicable   law.  
 

Policy   3.2—Elections   –   Not   School   Based.  
 

(a) As   a   public   school,   Mountain   Middle   School   cannot   expend   any   of   its   resources   in  
connection   with   supporting   or   opposing   any   candidate   for   political   office,   nor  
shall   it   expend   resources   in   connection   with   supporting   or   opposing   an   issue   in  
an   issue   election.   

 
(b) In   the   interest   of   broadening   public   participation   in   and   awareness   of   the  

political   process   and   political   issues   that   affect   Mountain   Middle   School,   the  

 



school   may,   on   a   nonpartisan   basis,   invite   candidates   or   sponsors   and   opponents  
of   issues   to   appear   at   school   functions   and   address   parents,   as   well   as   share   and  
promote   the   sharing   of   information   for   and   against   issues   that   affect   education  
and   Mountain   Middle   School;   provided,   that   both   sides   are   given   an   opportunity  
to   be   heard.    The   Board   shall   decide   whether   to   invite   candidates   and  
sponsors/opponents   of   issues   on   a   case-by-case   basis.    Any   time   candidates  
and/or   sponsors/opponents   are   invited   to   speak;   the   school   will   ensure   that   both  
sides   are   given   an   equal   opportunity   to   participate.    The   Board   may   choose   to  
pass   resolutions   in   support   or   opposition   of   certain   issues,   but   not   candidates.  

 

Section   4:   Personnel  
 

Policy   4.1—Equal   Opportunity   Employment.  
 
It   is   the   policy   of   Mountain   Middle   School   that   all   decisions   about   staff   hiring,   termination,  
assignments,   promotion,   demotion,   transfer,   determination   of   salaries,   benefits,   and   selection  
for   training   shall   be   made   without   regard   to   race,   color,   national   origin,   gender,   ancestry,   creed,  
religion,   sex,   sexual   preference   or   orientation,   transgender   status,   pregnancy,   genetic  
information,   age,   marital   status,   veteran   status,   lawful   conduct   outside   of   work,   membership   or  
non-membership   in   a   labor   organization,   physical   or   mental   disability,   or   status   in   any   other  
group   protected   by   applicable   law.   
 

Policy   4.2—Harassment.  
 
It   is   the   policy   of   the   Board   to   maintain   an   environment   for   its   employees   that   is   free   from  
harassment   based   on   an   individual’s   race,   color,   national   origin,   gender,   ancestry,   creed,  
religion,   sex,   sexual   preference   or   orientation,   transgender   status,   pregnancy,   mental   health,  
genetic   information,   age,   marital   status,   veteran   status,   lawful   conduct   outside   of   work,  
membership   or   non-membership   in   a   labor   organization,   disability,   or   status   in   any   other   group  
protected   by   applicable   law.    All   such   harassment,   by   Mountain   Middle   School   employees,  
students   and   third   parties   is   strictly   prohibited.    Complaints   of   harassment   will   be   handled  
without   delay   in   a   manner   that   considers   the   interests   of   both   the   complainant   and   respondent.  

 
Policy   4.3—Staff   Performance   Evaluations.  
 
Mountain   Middle   School   conducts   teacher   and   employee   performance   evaluations   in   order   to  
comply   with   applicable   law,   and   a   best   practice   as   an   employer.    The   Board   shall   evaluate   the  
Head   of   School’s   performance   on   an   annual   basis   on   a   form   approved   by   the   Board.    The  
Board’s   role   in   the   evaluation   of   other   Mountain   Middle   School   employees   is   limited   because  
evaluations   of   staff   will   typically   be   conducted   by   the   Head   of   School.   Where   budget  
amendments   are   required   to   support   the   staffing   decisions   of   the   Head   of   School,   including  
professional   development   plans   for   individual   employees   or   the   staff   as   a   whole,   the   Head   of  
School   will   bring   the   budget   amendments   to   the   attention   of   the   Board   as   soon   as   the   need  
arises   so   that   the   Board   may   consider   and,   if   appropriate,   approve   such   budget   amendments.  
The   Head   of   School   will   inform   the   Board   immediately   upon   determination   of   the   need   to  
terminate   an   employee   prior   to   the   end   of   the   school   year.    The   Head   of   School   will   also  

 



periodically   report   to   the   Board   upon   the   status   and   progress   of   staff   evaluations.  
 

Section   5:   Student   Discipline  
 
Policy   5.1—Discipline.   
 
Students   may   only   be   expelled   or   denied   admission   in   accordance   with   the   procedures   set   forth  
in   the   Mountain   Middle   School   Charter   Application,   Mountain   Middle   School   policy,   and  
Colorado   law.    The   authority   to   hold   expulsion   hearings,   wherein   a   student   may   be   expelled  
from   Mountain   Middle   School,   shall   remain   with   the   Board   or   a   designee   of   the   Board.   Please  
reference   The   Parent   and   Student   Handbook   for   detailed   information.  
 

Policy   5.2   -   Restraint   and   Seclusion.  
 
To   maintain   a   safe   learning   environment,   school   employees   may,   within   the   scope   of   their  

employment   and   consistent   with   state   law,   use   physical   intervention   and   restraint   with   students  

in   accordance   with   this   policy   and   accompanying   regulation.   Such   actions   shall   not   be  

considered   child   abuse   or   corporal   punishment   if   performed   in   good   faith   and   in   compliance  

with   this   policy   and   accompanying   regulation.   This   policy   applies   to   incidents   that   occur   on  

school   property   or   at   an   off-campus,   school-sponsored   event   or   activity.   

 

Definitions  

 

In   accordance   with   state   law   and   the   State   Board   of   Education   rules   governing   the  

Administration   of   the   Protection   of   Persons   from   Restraint   Act   (1   CCR   301-45),   the   following  

definitions   apply   for   purposes   of   this   policy.  

 

(a) “Deadly   Weapon”   means   a   firearm,   whether   loaded   or   unloaded;   a   knife,  

bludgeon,   or   any   other   weapon,   device,   instrument,   material,   or   substance,  

whether   animate   or   inanimate,   that,   in   the   manner   it   is   used   or   intended   to   be  

used,   is   capable   of   producing   death   or   serious   Bodily   injury.  

 

(b) "Restraint"   means   any   method   or   device   used   to   involuntarily   limit   freedom   of  

movement,   including   but   not   limited   to   Boardily   physical   force,   mechanical  

devices,   chemicals,   and   seclusion.  

 

(c) "Chemical   restraint"   means   administering   medication   to   a   student   (including  

medications   prescribed   by   the   student's   physician)   on   an   as   needed   basis   for   the  

sole   purpose   of   involuntarily   limiting   the   student's   freedom   of   movement.  

"Chemical   restraint"   does   not   include:  

 

 



i.  Prescription   medication   that   is   regularly   administered   to   the   student   for  

medical   reasons   other   than   to   restrain   the   student's   freedom   of  

movement   (e.g.   Asthma-cort,   medications   used   to   treat   mood   disorders  

or   ADHD,   Glucagon);   or  

 

ii.  The   administration   of   medication   for   voluntary   or   life-saving   medical  

procedures   (e.g.   EpiPens,   Diastat).  

 

(d)  "Mechanical   restraint"   means   a   physical   device   used   to   involuntarily   restrict   the  

movement   of   a   student   or   the   movement   or   normal   function   of   the   student's  

body.   “Mechanical   restraint”   does   not   include:  

 

i.  Devices   recommended   by   a   physician,   occupational   therapist   or   physical  

therapist   and   agreed   to   by   a   student's   IEP   team   or   Section   504   team   and  

used   in   accordance   with   the   student's   Individualized   Education   Program  

(IEP)   or   Section   504   plan;  

 

ii.  Protective   devices   such   as   helmets,   mitts,   and   similar   devices   used   to  

prevent   self-injury   and   in   accordance   with   a   student's   IEP   or   Section   504  

plan;   or  

 

iii.  Adaptive   devices   to   facilitate   instruction   or   therapy   and   used   as  

recommended   by   an   occupational   therapist   or   physical   therapist,   and  

consistent   with   a   student's   IEP   or   Section   504   plan;   or   

 

iv.  Positioning   or   securing   devices   used   to   allow   treatment   of   a   student's  

medical   needs.  

 

(e)  "Physical   restraint"   means   the   use   of   bodily,   physical   force   to   involuntarily   limit   an  

individual's   freedom   of   movement.   "Physical   restraint"   does   not   include:  

 

i.  Holding   of   a   student   for   less   than   five   minutes   by   a   staff   person   for   the  

protection   of   the   student   or   others;  

 

ii.  Brief   holding   of   a   student   by   one   adult   for   the   purpose   of   calming   or  

comforting   the   student;  

 

iii.  Minimal   physical   contact   for   the   purpose   of   safely   escorting   a   student  

from   one   area   to   another;   or  

 

 



iv.  Minimal   physical   contact   for   the   purpose   of   assisting   the   student   in  

completing   a   task   or   response.  

 

(f)  “Prone   restraint”   means   a   restraint   in   which   the   student   being   restrained   is  

secured   in   a   prone   (i.e.,   face-down)   position.  

 

(g)  "Seclusion"   means   the   placement   of   a   student   alone   in   a   room   from   which   egress  

is   involuntarily   prevented.   "Seclusion"   does   not   mean:  

 

i.  Placement   of   a   student   in   residential   services   in   the   student's   room   for  

the   night;   or  

 

ii.  “Time-out”,   which   is   the   removal   of   a   student   from   potentially   rewarding  

people   or   situations.   A   time-out   is   not   used   primarily   to   confine   the  

student,   but   to   limit   accessibility   to   reinforcement.    In   time-out,   the  

student   is   not   physically   prevented   from   leaving   the   designated   time-out  

area   and   is   effectively   monitored   by   staff.  

 

(h)  "Emergency"   means   serious,   probable,   imminent   threat   of   bodily   injury   to   self   or  

others   with   the   present   ability   to   effect   such   bodily   injury.   Emergency   includes  

situations   in   which   the   student   creates   such   a   threat   by   abusing   or   destroying  

property.  

 

(i)  "Bodily   injury"   means   physical   pain,   illness   or   any   impairment   of   physical   or  

mental   condition   as   defined   in   C.R.S.   18-1-901(3)(c).  

 

(j)  "Parent"   shall   be   as   defined   by   1   CCR   301-45.  

 

Applicability  

 

The   requirements   of   this   policy   shall   apply   to   all   school   personnel,   before   and   after   school  

providers,   and   any   public   or   private   entities   with   which   the   School   contracts   during   any   and   all  

educational   programs,   activities,   or   events   provided,   supervised,   or   sponsored   by   the   School,  

including   off-campus   school-sponsored   events.  

 

Basis   for   Use   of   Restraint  

 

Restraints   shall   only   be   used:  

 

(a) In   an   emergency   and   with   extreme   caution;   and  

 

 



(b) After:  

i.  The   failure   of   less   restrictive   alternatives   (such   as   Positive   Behavior  

Supports,   constructive   and   non-physical   de-escalation,   and   re-structuring  

the   environment);   or  

 

ii.  A   determination   that   such   alternatives   would   be   inappropriate   or  

ineffective   under   the   circumstances.  

 

(c)  Restraints   shall   never   be   used   as   a   punitive   form   of   discipline   or   as   a   threat   to  

gain   control   or   gain   compliance   of   a   student's   behavior.  

 

(d)  School   personnel   or   contracted   personnel   shall:  

i.  Use   restraints   only   for   the   period   of   time   necessary   and   using   no   more  

force   than   necessary;   and  

ii.  Prioritize   the   prevention   of   harm   to   the   student.  

 

Duties   Related   to   the   Use   of   Restraint   –   General   Requirements  

 

When   restraints   are   used,   the   School   shall   ensure   that:  

 

(a) No   restraint   is   administered   in   such   a   way   that   the   student   is   inhibited   or  

impeded   from   breathing   or   communicating;  

 

(b) No   restraint   is   administered   in   such   a   way   that   places   excess   pressure   on   the  

student's   chest,   back,   or   causes   positional   asphyxia;  

 

(c)  Restraints   are   only   administered   by   school   personnel   who   have   received   training  

in   accordance   with   1   CCR   301-45;  

 

(d)  Opportunities   to   have   the   restraint   removed   are   provided   to   the   student   who  

indicates   he/she   is   willing   to   cease   the   violent   or   dangerous   behavior;  

 

(e)   When   it   is   determined   by   trained   school   personnel   that   the   restraint   is   no   longer  

necessary   to   protect   the   student   or   others   (i.e.   the   emergency   no   longer   exists),  

the   restraint   shall   be   removed.    In   the   case   of   seclusion,   staff   must   reintegrate  

the   student   or   clearly   communicate   to   the   student   that   the   student   is   free   to  

leave   the   area   used   to   seclude   the   student;   and  

 

(f)  The   student   is   reasonably   monitored   to   ensure   the   student's   physical   safety.  

 

 

 



Proper   Administration   of   Specific   Restraints  

 

(a) Chemical   Restraints   shall   not   be   used.  

 

(b) Mechanical   and   Prone   Restraints   shall   not   be   used,   except:  

 

i.  When   the   student   is   openly   displaying   a   deadly   weapon;   or  

 

ii.  When   used   by   an   armed   security   officer   who   has   received   documented  

training   in   defensive   tactics   utilizing   handcuffing   procedures   and   restraint  

tactics   utilizing   prone   holds,   and   who   has   made   a   referral   to   a   law  

enforcement   agency.  

 

(c)  Physical   Restraint   shall   only   be   used   in   accordance   with   the   following:  

 

i.  A   person   administering   the   physical   restraint   shall   only   use   the   amount   of  

force   necessary   to   stop   the   dangerous   or   violent   actions   of   the   student;  

 

ii.  A   restrained   student   shall   be   continuously   monitored   to   ensure   that   the  

breathing   of   the   student   in   such   physical   restraint   is   not   compromised;  

and  

 

iii.  A   student   shall   be   released   from   physical   restraint   within   fifteen   minutes  

after   the   initiation   of   the   restraint,   except   when   precluded   for   safety  

reasons.  

 

(d)  Seclusion   shall   only   be   used   in   accordance   with   the   following;  

 

i.  Relief   periods   from   seclusion   shall   be   provided   for   reasonable   access   to  

toilet   facilities;   

 

ii.  Any   space   in   which   a   student   is   secluded   shall   have   adequate   lighting,  

ventilation   and   size;   and  

 

iii.  To   the   extent   possible   under   the   specific   circumstances,   the   space   should  

be   free   of   injurious   items.  

 

 

 

 

 

 



Notification   Requirements  

 

(a) If   there   is   a   reasonable   probability   that   restraint   might   be   used   with   a   particular  

student,   designated   appropriate   school   personnel   shall   notify,   in   writing,   the  

student's   parents,   and,   if   appropriate,   the   student   of:  

 

i.   The   restraint   procedures   (including   types   of   restraints)   that   might   be   used;  

 

ii.   Specific   circumstances   in   which   restraint   might   be   used;   and  

 

iii.   Staff   involved.  

 

(b)  For   students   with   disabilities,   if   the   parents   request   a   meeting   with   school  

personnel   to   discuss   the   notification,   school   personnel   shall   ensure   that   the  

meeting   is   convened.  

 

(c)  The   required   notification   may   occur   at   the   meeting   where   the   student's   behavior  

plan   or   IEP   is   developed/reviewed.  

 

Documentation   Requirements  

 

(a) If   restraints   are   used   by   any   school   personnel   or   contracted   personnel,   a   written  

report   shall   be   submitted   within   one   school   day   to   school   administration.  

 

(b) The   school   administration   shall   verbally   notify   the   parents   as   soon   as   possible  

but   no   later   than   the   end   of   the   school   day   that   the   restraint   was   used.  

 

(c)  A   written   report   based   on   the   findings   of   the   staff   review   required   by   the  

“Review   of   Specific   Incidents   of   Restraint”   section    below   shall   be   e-mailed   or  

mailed   to   the   student's   parent   within   five   calendar   days   of   the   use   of   restraint.  

The   written   report   of   the   use   of   restraint   shall   include:  

 

i.   The   antecedent   to   the   student's   behavior   if   known;  

 

ii.   A   description   of   the   incident;  

 

iii.   Efforts   made   to   de-escalate   the   situation;  

 

iv.   Alternatives   that   were   attempted;  

 

v.   The   type   and   duration   of   the   restraint   used;  

 



vi.   Injuries   that   occurred,   if   any;   and  

 

vii.   The   staff   present   and   staff   involved   in   administering   the   restraint.  

 

(d)  A   copy   of   the   written   report   on   the   use   of   restraint   shall   be   placed   in   the  

student’s   confidential   file.  

 

Review   of   Specific   Incidents   of   Restraint  

 

(a) The   School   shall   ensure   that   a   review   process   is   established   and   conducted   for  

each   incident   of   restraint   used.   The   purpose   of   this   review   shall   be   to   ascertain  

that   appropriate   procedures   were   followed   and   to   minimize   future   use   of  

restraint.  

 

(b)  The   review   shall   include,   but   is   not   limited   to:  

 

i.  Staff   review   of   the   incident;  

 

ii.  Follow   up   communication   with   the   student   and   the   student's   family;  

 

iii.  Review   of   the   documentation   to   ensure   use   of   alternative   strategies;   and  

 

iv.  Recommendations   for   adjustment   of   procedures,   if   appropriate.  

 

(c)  If   requested   by   the   School   or   the   student's   parents,   the   School   shall   convene   a  

meeting   to   review   the   incident.    For   students   with   IEPs   or   Section   504   plans,   such  

review   may   occur   through   the   IEP   or   Section   504   process.  

 

General   Review   Process  

 

(a) The   School   shall   ensure   that   a   general   review   process   is   established,   conducted  

and   documented   in   writing   at   least   annually.   The   purpose   of   the   general   review  

is   to   ascertain   that   the   School   is   properly   administering   restraint,   identifying  

additional   training   needs,   minimizing   and   preventing   the   use   of   restraint   by  

increasing   the   use   of   positive   behavior   interventions,   and   reducing   the   incidence  

of   injury   to   students   and   staff.  

 

(b) The   review   shall   include,   but   is   not   limited   to:  

 

i.  Analysis   of   incident   reports,   including   all   reports   prepared   pursuant   to  

paragraphs   (a)   and   (c)   of   the   “Documentation   Requirements”   section  

 



above   and   including,   but   not   limited   to,   procedures   used   during   the  

restraint,   preventative   or   alternative   techniques   tried,   documentation,  

and   follow   up;  

 

ii.  Training   needs   of   staff;  

 

iii.  Staff   to   student   ratio;   and  

 

iv.  Environmental   considerations,   including   physical   space,   student   seating  

arrangements,   and   noise   levels.  

 

Staff   Training  

 

(a) The   School   shall   ensure   that   staff   utilizing   restraints   are   trained   in   accordance  

with   1   CCR   301-45.  

 

(b) Training   shall   include:  

 

i.   A   continuum   of   prevention   techniques;  

 

ii.   Environmental   management;  

 

iii.   A   continuum   of   de-escalation   techniques;  

 

iv.   Nationally   recognized   physical   management   and   restraint   practices,  

including,   but   not   limited   to,   techniques   that   allow   restraint   in   an   upright  

or   sitting   position   and   information   about   the   dangers   created   by   prone  

restraint;  

 

v.   Methods   to   explain   the   use   of   restraint   to   the   student   who   is   to   be  

restrained   and   to   the   student's   family;   and  

 

vi.   Appropriate   documentation   and   notification   procedures.  

 

(c)  Retraining   shall   occur   at   a   frequency   of   at   least   every   two   years.  

 

 

 

 

Exceptions  

 

 



The   prohibition   on   the   use   of   mechanical   or   prone   restraints   in   this   policy   and   accompanying  

regulation   shall   not   apply   to:  

 

(a) Certified   peace   officers   or   armed   security   offers   working   in   a   school   and   who  

meet   the   legal   requirements   of   C.R.S.   §   26-20-111(3);   and  

 

(b) When   the   student   is   openly   displaying   a   deadly   weapon,   as   defined   in   C.R.S.   §  

18-1-   901(3)(e).  

 

Complaints  

 

A   student   or   a   parent   or   legal   guardian   may   file   a   complaint   about   the   use   of   restraint   or  

seclusion   used   by   an   employee   or   volunteer   of   the   School   utilizing   the   School’s   Grievance   Policy  

and/or   the   state   complaint   procedures   established   pursuant   to   1   CCR   301-45.   

 

Legal   References  

 

C.R.S.   §   18-1-703    (use   of   physical   force   by   those   supervising   minors)  

C.R.S.   §   18-1-901(3)(e) (definition   of   a   deadly   weapon)  

C.R.S.   §   18-6-401   (1)    (definition   of   child   abuse)  

C.R.S.   §   19-1-103   (1)    (definition   of   abuse   and   neglect)  

C.R.S.   §   22-32-109.1   (2)(a)    (adoption   and   enforcement   of   discipline   code)  

C.R.S.   §   22-32-109.1   (2)(a)(I)(D)    (policy   required   as   part   of   safe   schools   plan)  

C.R.S.   §   22-32-109.1   (2)(a)(I)(L)    (policies   for   use   of   restraint   and   seclusion   on   students   and  

information   on   process   for   filing   a   complaint   regarding   the   use   of   restraint   or   seclusion   shall   be  

included   in   student   conduct   and   discipline   code)   

C.R.S.   §   22-32-109.1   (9)    (immunity   provisions   in   safe   schools   law)   

C.R.S.   §   22-32-147    (use   of   restraints   on   students)   

C.R.S.   §   26-20-101    et   seq.   (Protection   of   Persons   from   Restraint   Act)   

1   CCR   301-45    (State   Board   of   Education   rules   for   the   Administration   of   the   Protection   of   Persons  

from   Restraint   Act)  

 
Section   6:   Finances   and   Accounting  
 

Policy   6.1—Fiscal   Accounting   and   Reporting.   
 
The   Head   of   School   shall   be   responsible   for   properly   accounting   for   all   funds   received   and   all  
expenses   incurred   in   the   operation   of   Mountain   Middle   School.    The   Head   of   School   shall  
exercise   her/his   responsibility   to   the   highest   ethical   standards   and   shall   conform   to   generally  
accepted   principles   for   government   accounting   (GASB)   and   GAAP   standards.    Such   accounting  
shall   be   done   in   a   manner   that   is   easily   reviewed   by   Mountain   Middle   School’s   Board   and   that  

 

https://advance.lexis.com/documentpage/?pdmfid=1000516&crid=cd26f610-bed1-4a2b-9dfa-1b191f84b3d7&nodeid=AASAABAAHAAD&nodepath=%252FROOT%252FAAS%252FAASAAB%252FAASAABAAH%252FAASAABAAHAAD&title=18-1-703.+Use+of+physical+force+-+special+relationships&config=014FJAAyNGJkY2Y4Zi1mNjgyLTRkN2YtYmE4OS03NTYzNzYzOTg0OGEKAFBvZENhdGFsb2d592qv2Kywlf8caKqYROP5&pddocfullpath=%252Fshared%252Fdocument%252Fstatutes-legislation%252Furn%253AcontentItem%253A5PC1-8340-004D-150B-00008-00&ecomp=g35v9kk&prid=375aac64-ba3e-4485-821f-ee8d562244e8
https://advance.lexis.com/documentpage/?pdmfid=1000516&crid=ca0011f0-5fb5-408b-ab70-57d3b7b5050d&nodeid=AASAABAAJAAB&nodepath=%252FROOT%252FAAS%252FAASAAB%252FAASAABAAJ%252FAASAABAAJAAB&title=18-1-901.+Definitions&config=014FJAAyNGJkY2Y4Zi1mNjgyLTRkN2YtYmE4OS03NTYzNzYzOTg0OGEKAFBvZENhdGFsb2d592qv2Kywlf8caKqYROP5&pddocfullpath=%252Fshared%252Fdocument%252Fstatutes-legislation%252Furn%253AcontentItem%253A5PC1-8340-004D-150Y-00008-00&ecomp=g35v9kk&prid=375aac64-ba3e-4485-821f-ee8d562244e8
https://advance.lexis.com/documentpage/?pdmfid=1000516&crid=ca0a8319-ad91-4397-bb3c-e4467a93ffd6&nodeid=AASAAOAAEAAB&nodepath=%252FROOT%252FAAS%252FAASAAO%252FAASAAOAAE%252FAASAAOAAEAAB&title=18-6-401.+Child+abuse&config=014FJAAyNGJkY2Y4Zi1mNjgyLTRkN2YtYmE4OS03NTYzNzYzOTg0OGEKAFBvZENhdGFsb2d592qv2Kywlf8caKqYROP5&pddocfullpath=%252Fshared%252Fdocument%252Fstatutes-legislation%252Furn%253AcontentItem%253A5PC1-8380-004D-107M-00008-00&ecomp=g35v9kk&prid=375aac64-ba3e-4485-821f-ee8d562244e8
https://advance.lexis.com/documentpage/?pdmfid=1000516&crid=f40b8fa1-0e26-4aac-9e14-db5ff0a5fc2a&nodeid=AATAABAABAAD&nodepath=%252FROOT%252FAAT%252FAATAAB%252FAATAABAAB%252FAATAABAABAAD&title=19-1-103.+Definitions&config=014FJAAyNGJkY2Y4Zi1mNjgyLTRkN2YtYmE4OS03NTYzNzYzOTg0OGEKAFBvZENhdGFsb2d592qv2Kywlf8caKqYROP5&pddocfullpath=%252Fshared%252Fdocument%252Fstatutes-legislation%252Furn%253AcontentItem%253A5PC1-83B0-004D-10VG-00008-00&ecomp=g35v9kk&prid=375aac64-ba3e-4485-821f-ee8d562244e8
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lends   itself   to   auditing.   If   required   by   CSI   or   the   Colorado   Department   of   Education   the   format  
for   accounting   recordkeeping   and   presentation   shall   be   modified   to   comply   with   such  
regulations   and   procedures   applicable   to   schools,   adopted   by   such   entities.    Financial  
statements   shall   be   prepared   for   presentation   and   reporting   for   every   regularly   scheduled  
Board   meeting.    Financial   statements   will   be   made   available   to   Board   members   in   the   Board  
packets   prior   to   the   scheduled   meeting.  
 
The   Treasurer   of   the   Board   shall   coordinate   with   the   administration   and   IT   personnel   to   ensure  
that   all   applicable   financial   information   regarding   the   school   is   timely   posted   on   the   Mountain  
Middle   School   website   and   maintained   in   accordance   with   the   Financial   Transparency   Act,   C.R.S.  
§22-44-301    et   seq.  
 

Policy   6.2—Preparation   and   Adoption   of   Annual   Operating   Budget.   
 
The   annual   budget   is   the   financial   plan   for   the   operation   of   Mountain   Middle   School.    The  
annual   operating   budget   will   be   based   on   a   fiscal   year   that   runs   from   July   1   to   June   30.   It  
provides   the   framework   for   both   expenditures   and   revenues   for   the   fiscal   year   and   translates  
into   financial   terms   the   educational   programs   and   goals   of   the   schools.   The   operating   budget  
should   ultimately   support   the   Vision   and   Mission   of   Mountain   Middle   School.    The   Board  
assigns   to   the   Head   of   School   the   overall   responsibility   for   the   preparation   and   administration  
of   the   budget.    The   annual   budget   shall   contain   the   following   sections   and   corresponding   detail:  
Revenues,   Operating   Expenses   broken   down   by   staff   salaries,   employee   benefits,   purchased  
services,   supplies   and   materials,   capital   outlays,   and   facility   costs,   and   Revenues   over   Expenses,  
and   Transfers   to   Capital   Reserves.    The   annual   budget   for   the   upcoming   year   shall   be   submitted  
for   review   by   the   Board   during   the   April   Board   meeting.  
 

Policy   6.3—Financial   Accounting   Audits.   
 
In   accordance   with   state   law,   all   funds   and   accounts   of   Mountain   Middle   School   shall   be   audited  
annually   at   the   close   of   each   fiscal   year.    The   Board   shall   appoint   an   independent   auditor  
licensed   to   practice   in   Colorado   and   knowledgeable   in   government/non-profit   accounting   to  
conduct   the   audit,   and   if   required   by   the   Charter   Contract,   such   auditor   shall   be   approved   by  
CSI.    The   independent   auditor   shall   submit   a   report   to   the   Board   that   includes   the   audited  
financial   statements   and   an   opinion   regarding   those   financial   statements.    The   auditor   will   also  
include   in   the   report   any   information   and   documentation   required   by   the   Authorizer.   Audits  
shall   be   completed   by   the   auditor,   allowing   sufficient   time   for   review   by   the   Board   before   the  
required   deadline   for   submission   to   the   Authorizer.  
 

Policy   6.4   –   Financial   Oversight   and   Controls  
 
The   Mountain   Middle   School   Board   and   Head   of   School   must   manage   the   School’s   financial  
system   to   assure   controls   are   in   place   to   help   prevent   unauthorized   and   inappropriate  
expenditure   of   funds   entrusted   to   Mountain   Middle   School   by   donors,   grantors,   and   taxpayers.  
 
The   Board   is   responsible   for   oversight   of   the   Head   of   School’s   operation   of   the   financial  
management   system.    The   Head   of   School   is   responsible   to   operate   the   financial   management  
system   in   accordance   with   the   laws   of   the   State   of   Colorado,   generally   accepted   practices   and  

 



policies   of   the   Board.  
 

Actions   by   the   Board   of   Directors  
 

(a) The   Board   will   review   and   approve   the   Mountain   Middle   School   annual   budget  
and   mid   year   adjustments   which   are   prepared   and   presented   by   the   Head   of  
School.  
 

(b) Quarterly,   the   Board   will   examine   the   financial   performance   of   Mountain   Middle  
School   as   presented   by   the   Head   of   School   and   Business   Manager.    Documents   to  
be   reviewed   include   the   current   balance   sheet,   and   the   consolidated   profit   and  
loss   statement   showing   actual   expenditures   versus   the   approved   budget.   Also,   a  
report   of   financial   transactions   and   status   of   grants   will   be   available   to   the   Board,  
but   not   be   included   on   the   Board   agenda.  
 

(c) At   the   end   of   each   of   the   first   two   months   of   the   quarter,   the   Board   Treasurer  
will   meet   with   the   Mountain   Middle   School   Business   Manager   to   review   the  
documents   mentioned   in   the   previous   paragraph.  
 

(d) Monthly,   the   Board   Treasurer   will   review   the   checking   account   activity.  
 

(e) Between   meetings   of   the   Board,   members   may   review   transactions   including  
bank   accounts,   account   detail,   source   documents   and   other   financial   information  
upon   request   to   the   Business   Manager.  

 
Policy   6.5   –   Public   School   Financial   Transparency   Act   
 
Mountain   Middle   School   and   the   Board   shall   comply   with   the   Colorado   Public   School   Financial  
Transparency   Act,   Article   44   of   Title   22   of   the   Colorado   Revised   Statutes.  
 

Policy   6.6   –   Record   Retention   and   Destruction  
 

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

how   long   certain   documents   should   be   kept   and   how   records   should   be   destroyed.   The   policy   is  

designed   to   ensure   compliance   with   federal   and   state   laws   and   regulations,   to   eliminate  

accidental   or   innocent   destruction   of   records   and   to   facilitate   the   operation   of   Mountain   Middle  

School   (the   “School”)   by   promoting   efficiency   and   freeing   up   valuable   storage   space.  

 
Retention   Schedule   and   Administration  
 

The   School’s   Record   Retention   Schedule   is   set   forth   in   Appendix   D   of   this   Policy   Manual.   The  

Director   of   Finance   &   Operations   (“Administrator”)   shall   administer   this   Policy.    The  

Administration   is   also   authorized   to:   make   modifications   to   the   Record   and   Retention   Schedule  

from   time   to   time   to   ensure   that   it   is   in   compliance   with   local,   state   and   federal   laws   and  

includes   the   appropriate   document   and   record   categories   for   the   School;   monitor   local,   state  

 



and   federal   laws   affecting   record   retention;   annually   review   the   record   retention   and   disposal  

program;   and   monitor   compliance   with   this   policy.  

 

Electronic   Documents   and   Records  

 

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

electronic   files   that   fall   into   one   of   the   document   types   in   Appendix   A   will   be   maintained   for   the  

appropriate   amount   of   time.   If   an   employee   has   sufficient   reason   to   keep   an   email   message,   the  

message   should   be   printed   in   hard   copy   and   kept   in   the   appropriate   file   or   moved   to   an  

“archive”   computer   file   folder.  

 

Suspension   of   Record   Disposal   in   the   event   of   Litigation   of   Claims  

 

No   director,   officer,   employee,   volunteer   or   agent   of   the   School   shall   destroy,   dispose   of,  

conceal,   or   alter   any   record   or   document   while   knowing   that   it   is   or   may   be   relevant   to   an  

anticipated   or   ongoing   investigation   or   legal   proceeding   conducted   by   or   before   federal,   state   or  

local   government   agency,   including   tax   and   regulatory   agencies,   law   enforcement   agencies   and  

civil   and   criminal   courts,   or   an   anticipated   or   ongoing   internal   investigation,   audit   or   review  

conducted   by   the   School.  

 

During   the   occurrence   of   an   anticipated   or   ongoing   investigation   or   legal   proceeding   as   set   forth  

above,   the   Administrator   shall   suspend   any   further   disposal   of   documents   until   such   time   as   the  

Administrator,   with   the   advice   of   counsel,   determines   otherwise.   The   Administrator   shall   take  

such   steps   as   necessary   to   promptly   inform   all   staff   of   any   suspension   in   the   further   disposal   of  

documents.  

 

Policy   6.7   -   Acquiring   products,   services   and   facility   projects   by   contract  
 
The   Head   of   School   and   other   school   administrators   must   obtain   the   best   combination   of  
quality,   cost   and   responsiveness   to   produce   best   value   for   Mountain   Middle   School,   its   donors  
and   the   taxpayers.  
 
Some   products   can   be   selected   based   primarily   on   cost   e.g.,   purchasing   supplies   or   simple  
projects   but   for   more   complex   projects,   Mountain   Middle   School   should   use   a   best   value  
selection   process,   considering   all   of   the   following   factors   in   selection:  
 

(a) Quality   of   the   Technical   Proposal      
 

(b) Realism   of   Proposal   Costs   
 

(c) Relevant   Experience  
 

(d) References  

 



Actions   by   the   Head   of   School  
 

(a) The   Head   of   School   approves   all   purchase   requests   prior   to   disbursement   of  
funds,   except   that   the   Treasurer   or   any   Board   alternate   will   co-sign   all   approved  
purchase   requests   over   $5,000.   Also,   the   Business   Manager   has   approval   to  
process   disbursements   for   budgeted   items   less   than   $500   with   subsequent  
review   by   the   Head   of   School.  
 

(b) A   filing   system   to   link   purchase   requests   to   disbursement   documents   will   be  
maintained   for   seven   years.  
 

(c) The   Head   of   School   will   enable   financial   oversight   by   the   public   by   posting  
documents   on   the   Mountain   Middle   School   website   in   accordance   with   the  
Colorado   Public   School   Financial   Transparency   Act   (Article   44   of   Title   22   CRS)  

 
Product,   services   and   facility   contracts   over   $10,000.  
 
All   Product,   services   and   facility   contracts   over   $10,000   shall   utilize   the   following   procedures   to  
select   the   provider:  
 

(a) Vendors   and   contractors   are   informed   of   the   selection   criteria   before   they   submit  
proposals.  
 

(b) A   minimum   of   three   competitive   proposals   are   solicited.    This   is   not   always  
possible,   and   if   not   possible,   school   administrators   will   document   a   decision   to  
deviate   from   this   requirement,   efforts   to   obtain   three   bids,   and   the   basis   for   the  
same.  
 

(c) The   approving   official   will   document   the   selection   decision   for   the   winning  
proposal.  
 

(d) Proposers   not   selected   will   be   given   an   opportunity   to   learn   why   they   were   not  
selected.  
 

(e) Sole   source   purchases   and   contracts   are   allowed   if   only   one   vendor/contractor  
can   satisfy   Mountain   Middle   School   needs   e.g.   software,   but   the   reasons   for   sole  
source   must   be   documented.  

 
For   all   Product,   Services   and   Facility   Contracts   under   $10,000  

 
(a) Mountain   Middle   School   will   adhere   to   the   policy   objectives   of   this   document  

 
(b) Projects   will   not   be   divided   to   avoid   the   guidance   for   projects   over   $10,000.  

 
For   all   Purchases,   Service   and   Facility   Contracts  
 
Mountain   Middle   School   should   give   local   businesses   an   opportunity   to   compete   in   providing  

 



work,   services,   or   materials   to   the   school,   particularly   those   businesses   that   have   performed  
well   for   Mountain   Middle   School   in   the   past    and    have   relevant   experience   for   the   proposed  
work/services.  
 

Section   7:   Facilities  
 

Policy   7.1—Property,   Building   Facilities   Use.  
 

(a) It   is   the   Board’s   policy   to   make   Mountain   Middle   School   owned   or   leased  
property,   buildings,   and   facilities   available   to   associated   school   groups   and   the  
community   when   not   in   use   for   Mountain   Middle   School   activities.  

 
(b) Permission   for   use   of   Mountain   Middle   School   leased   or   owned   property,  

buildings,   and   facilities   shall   not   constitute   a   Board   or   Mountain   Middle   School  
endorsement   of   any   organization,   the   beliefs   of   an   organization   or   group,   the  
expression   of   any   opinion   regarding   the   nomination,   retention,   election   or   defeat  
of   any   candidate,   or   the   expression   of   any   opinion   as   to   the   passage   or   defeat   of  
any   issue.  

 
(c) The   Board   reserves   and   delegates   to   the   administration,   the   right   to   refuse  

approval   or   to   cancel   any   and   all   activities   for   the   use   of   an   Mountain   Middle  
School   owned   property,   building,   or   its   facilities   when   it   is   deemed   that   such  
action   is   necessary   for   the   best   interests   of   Mountain   Middle   School.  

 
(d) The   administration   or   the   Board   may   set   policies   for   fees   for   use   of   the   facility  

and/or   for   the   payment   of   janitorial   and   other   expenses   incurred   by   Mountain  
Middle   School   as   a   result   of   such   use,   and   other   reasonable   policies   regarding  
the   use   of   Mountain   Middle   School   facilities   including   appropriate   supervision   of  
minors   and   evidence   of   background   checks   of   persons   supervising   minors.   

 
(e) The   administration   shall   develop   an   agreement   for   use   of   the   facilities,   which  

shall   be   approved   by   the   Board;   and   which   may   require   evidence   of   insurance   by  
such   users.  

 
(f) Board   policies   and   regulations,   which   govern   Mountain   Middle   School   use   of  

facilities,   shall,   when   applicable,   also   govern   associated   Mountain   Middle   School  
groups   and   community   use   of   Mountain   Middle   School   facilities.   

 
(g) Any   activity   within   the   scope   of   law   defining   and   regulating   gambling   or   gaming  

may   not   be   conducted   in   or   on   Mountain   Middle   School   property,   buildings,   or  
facilities,   other   than   bingo,   with   an   appropriate   bingo   license.   

 
(h) All   events   at   Mountain   Middle   School   facilities   shall   adhere   to   the   smoke   free  

and   drug-free   policies   of   Mountain   Middle   School.  
 

Cross   References:    Policy   3.4   Elections—Not   School   Based  

 



APPENDIX   A  
Mountain   Middle   School   Standardized   Assessment   Opt   Out   Form   

 
 

       Student   Name:   ____________________________________     Grade:   _____________  

 

 

I   wish   to   invoke   my   right   to   opt   my   child,   ____________________________,   out   of   Mountain  

Middle   School’s   standardized   CMAS   assessments   in   English   Language   Arts,   Math,   Science,   and  

Social   Studies   including   the   upcoming   CMAS   practice   tests.   As   part   of   my   decision   to   opt   my  

child   out   of   these   assessments   I   understand   that   my   child   will   not   at   any   time   log   in,   view,   or  

participate   in   any   CMAS   activities.   

 

With   my   parental   decision   to   opt   out   of   these   state-required   assessments,   I   understand   that   my  

child   will   not   be   asked   about   my   decision,   nor   will   they   be   pressured   to   participate   or   be   asked  

to   make   up   the   tests   during   the   make-up   window.   

 

The   decision   to   opt   my   child   out   of   participation   in   these   required   assessments   is   an   informed  

decision.   I   am   aware   of   the   potential   negative   consequence   on   Mountain   Middle   School’s  

accreditation   rating.  

 

This   decision   is   in   no   way   a   reflection   of   any   dissatisfaction   with   Mountain   Middle   School.   I  

understand   that   Colorado   law   requires   all   students   have   the   opportunity   to   take   the   CMAS;   it   is  

still   my   desire   and   right   to   opt   my   child   out   of   participation   in   the   CMAS   assessments.   

 

 

Parent   Signature:     _____________________________________     Date:   ________________  

 

Please   Print   Full   Name:     ______________________________________________________  

 

Parent   phone   number   to   call   and   confirm:       _______________________________________  

 
 

  

 



Appendix   B  
Grievance   and   Conflict   Resolution   Form  

 
(this   form   must   be   submitted   to   the   Human   Resource   Director,   Head   of   School,   or   School  

Board   President   in   accordance   with   the   Communication   Expectations   and   Grievance   Policy)  
 

Mountain   Middle   School   is   committed   to   promoting   healthy   communication   among   students,  
parents,   teachers,   administrators   and   Board   members   and   encourages   Mountain   Middle   School  
community   members   to   express   any   concerns   directly   with   the   individual   involved   so   that   the  
school’s   focus   and   energy   remains   on   student   learning.    In   the   interest   of   promoting   the  
efficient   resolution   of   grievances,   the   Communication   Expectations   and   Grievance   Policy  
outlined   in   the   Student/Parent   and   Employee   Handbooks,   sets   forth   the   process   for   resolving  
conflicts   and   settling   differences,   beginning   with   this   written   documentation   of   the   issue   so   that  
all   parties   have   the   opportunity   to   understand   the   concern   being   raised   and   respond  
appropriately   to   it.   This   statement   should   be   delivered   to   the   school   Human   Resource   Manager,  
Head   of   School,   or   President   of   the   Board   in   accordance   with   the   procedure   outlined   in   the  
Communication   Expectations   and   Grievance   Policy.   This   form   will   be   shared   with   all   persons  
about   whom   the   grievance   is   made,   e xcept   when   regarding   discrimination   or   harassment,    and   it  
is   expected   that   all   parties   will   be   included   as   full   partners   in   the   conflict   resolution   process.   
 
Date   this   form   is   delivered   to   the   appropriate   party:   ___________________________________  
 
Name   of   person   filing   the   form:____________________________________________________  
 
Address:_______________________________________________________________________  
 
Email:________________________________________Phone:___________________________  
 
Best   times   of   day   for   the   school   to   contact   you:_______________________________________  
 
Date   of   the   Incident   giving   rise   to   the   conflict   or   grievance: ______________________________  
 
School   staff   member(s)   involved:  
______________________________________________________________________________  
______________________________________________________________________________  
______________________________________________________________________________  
 
Description   of   the   incident,   decision,   or   practice   that   gave   rise   to   the   conflict   or   grievance  
(please   attach   additional   pages   if   needed):  
______________________________________________________________________________  
______________________________________________________________________________  
______________________________________________________________________________  
______________________________________________________________________________  
______________________________________________________________________________  
______________________________________________________________________________  

 



Conflict   resolution   strategies   that   have   been   attempted   thus   far,   starting    at   the   lowest   level  
possible:   (please   attach   additional   pages   if   needed):  
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________  
______________________________________________________________________________  
______________________________________________________________________________  
 
 
If   others   are   affected   by   the   conflict,   please   give   their   names   and/or   positions:   
______________________________________________________________________________  
______________________________________________________________________________ 
______________________________________________________________________________  
 
 
Requested   Resolution:  
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________  
______________________________________________________________________________  
______________________________________________________________________________  
______________________________________________________________________________  
 
 
 
 
 
Signature  Date  
 
______________________________________________________________________________  

 

 

 

 

  

 



Appendix   C  
Mountain   Middle   School   Guidelines   for   Public   Participation   in   Board   Meetings  

 
Although   Board   meetings   are   held   in   public,   they   are   not   public   meetings.    The   Board   recognizes   the  
value   of   community   members   attending   and   participating   in   meetings,   and   the   following   guidelines  
should   be   followed   in   order   to   ensure   that   the   Board   is   able   to   effectively   conduct   business   on   behalf   of  
Mountain   Middle   School   and   make   progress   toward   our   goals   while   adhering   to   Colorado   Open   Meeting  
laws.   
 

● Policy   2.5   of   the   Board   Policy   Manual   should   be   reviewed   before   participating   in   a   Board  
meeting   and   adhered   to   during   any   public   participation.   

 
● There   are   2   ways   in   which   the   public   may   participate   in   a   Board   meeting:   

o public   comment   (requires   no   prior   notice   to   the   Board,   may   not   include   any   request   for  
response   or   action   from   the   Board)  

o public   participation   (for   p ersons   who   wish   to   make   a   request   of   the   Board   to   respond   or  
take   action,   requires   advance   submission   of   written   Public   Participation   Request   Form  
and   Board   review   for   potential   Executive   Session   scheduling   to   discuss   the   topics  
submitted)  

 
Public   presentation   is   limited   to   3   minutes   per   person,   or   if   four   or   more   people   wish   to   address  
the   Board   on   the   same   topic   the   Board   may   elect   to   allot   10   minutes   for   a   collective   view.  
 

● The   Board   will   hear   public   comment   during   the   public   participation   section   of   the   agenda.   The  
Board   will   listen   with   respect   and   asks   those   who   address   the   Board   to   do   the   same.   

 
● The   Board   will   not   respond   to   specific   requests   for   action   made   as   public   comment.   The   Board  

will   respond   to   specific   requests   for   action   made   as   public   participation   within   10   days   of  
participation   at   the   meeting.  

 
● Sign   in   prior   to   the   meeting   being   called   to   order.  

 
● The   Board   President   may   extend   or   reduce   an   individual's   opportunity   to   speak   at   any   time.   The  

President   may   also   deny   an   individual   if   the   individual   has   previously   addressed   the   Board   on   the  
same   matter   within   the   past   2   months.  

 
● When   speaking,   individuals   should   introduce   themselves   by   name,   affiliation,   and   purpose   for  

participating   in   the   meeting.    This   will   be   recorded   in   the   public   meeting   minutes.  
 

● We   request   that   issues,   rather   than   personalities,   be   addressed.     Any   discussion   of   school  
personnel   or   students   may   not   be   entertained   in   open   session.   

 
● Any   person   who   behaves   in   a   disruptive   or   disrespectful   manner   or   who   fails   to   adhere   to  

section   2.5   of   the   Board   Policy   Manual   will   be   asked   to   leave.   

 



Public   Participation   Request   Form  
 

Our   Vision:   To   be   a   distinguished   educational   community   leader   that   empowers   students   to   own   their   future.  
 

Our   Mission:   Within   a   safe   and   supportive   culture,   Mountain   Middle   School   integrates   technology   and  
project-based   learning   into   a   rigorous   curriculum   that   prepares   students   to   achieve   their   highest   academic   and  

social   potential.  

 

Welcome!    The   Mountain   Middle   School   Board   looks   forward   to   your   input.   In   interest   of   time,   fairness,   and   state   law,   the  
Board   acknowledges   the   following   guidelines   for   public   participation   in   Board   meetings:  
 
● Each   regular   school   Board   meeting   begins   with   an   opportunity   for   public   participation.  
● The   Board   will   listen   with   respect   and   asks   those   who   address   the   Board   to   do   the   same.   
● Each   person   is   allotted   a   maximum   of   three   minutes   for   an   initial   address.   
● By   law,   personnel   matters   cannot   be   discussed   in   open   session.  
● The   Board   acts   and   responds   as   a   group,   so   individual   members   are   not   able   to   respond   immediately.   
● The   Board   will   carefully   consider   your   comments   and   will   refer   the   matter   for   further   research.  
● The   Board   President   will   indicate   how   and   when   the   Board   will   follow   up   with   your   concerns.   

 
Please   fill   out   this   form   and   provide   it   to   the   Board   Secretary   a   minimum   of   5   days   before   the   regular   scheduled  
Board   meeting   at   which   you   intend   to   ask   the   board   to   take   specific   action.   Anonymous   comments   will   not   be  
considered.   Thank   you   for   your   contribution   to   improving   our   school!  
 

Name: __________________________________________________     Date:    ________________  

Address:    ______________________________________________________________________  

Email:    _____________________________________      Phone:    ____________________________  

 

What   (if   any)   Board   Policy   are   you   referring   to   in   your   comment   today?  

______________________________________________________________________________  

 
Please   describe   the   nature   of   your   concern   or   comment:  

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________  

 

Please   outline   your   proposed   solution/suggestion:  

______________________________________________________________________________  

______________________________________________________________________________  

 

Have   you   spoken   to   the   Head   of   School   about   this   topic?   When?   What   next   steps   (if   any)   were   discussed?  

______________________________________________________________________________  

______________________________________________________________________________  

 



Appendix   D  
Record   Retention   Schedule  

 
A. ACCOUNTING   AND   FINANCE  
 

Record   Type Retention   Period  
 

Accounts   Payable   ledgers   and   schedules 7   years  
Accounts   Receivable   ledgers   and   schedules 7   years  
Annual   Audit   Reports   and   Financial   Statements Permanent  
Annual   Audit   Record,   including   work   papers 7   years   after   completion   of   

and   other   documents   that   relate   to   the   audit audit  
Bank   Statements   and   Cancelled   Checks 7   years  
Expense   Records 7   years  
General   Ledgers Permanent  
Electronic   Payment   Records 7   years  
Notes   Receivable   ledgers   and   schedules 7   years  
Investment   Records 7   years   after   sale   of  

  investment  
 
B. CORPORATE   RECORDS  
 

Record   Type Retention   Period  
 
Annual   Reports   to   Secretary   of   State/ Permanent  

Attorney   General  
Articles   of   Incorporation Permanent  
By-Laws Permanent  
Board   Meeting   and   Board   Committee Permanent  
Minutes Permanent  
Board   Policies/Resolutions Permanent  
IRS   Application   for   Tax-Exempt   Status Permanent  

(Form   1023)  
IRS   Determination   Letter Permanent  
State   Sales   Tax   Exemption   Letter Permanent  
Contracts   (after   expiration) 7   years  
Licenses   and   Permits Permanent  

 
C. EMPLOYEE   DOCUMENTS  
 

Record   Type Retention   Period  
 

Benefit   Plans Permanent  
Employee   Files Termination   +   7   years  
Employment   applications,   resumes  3   years  

and   other   forms   of   job   inquiries,   

 



ads   or   notices   for   job   opportunities  
Forms   I-9 3   years   after   hiring,  

or   1   year   after   separation  
Employment   Taxes 7   years  
Payroll   Registers   (gross   and   net) 7   years  
Time   Cards/Sheets 5   years  
Unclaimed   Wage   Records 6   years  
Retirement   and   Pension   Records Permanent  

 

 
D. PROPERTY   RECORDS  
 

Record   Type Retention   Period  
 

Lease   Agreement Permanent  
Property   Insurance   Policies Permanent  

 
E. TAX   RECORDS  
 

Record   Type Retention   Period  
 

Tax-Exemption   Documents Permanent  
and   Related   Correspondence  

IRS   990   and   990T   tax   returns Permanent  
Tax   Bills,   Receipts,   Statements 7   years  
Tax   Workpaper   Packages   -   Originals 7   years  
Sales/Use   Tax   Records 4   years  

 

F. GRANT   RECORDS  
 

Record   Type Retention   Period  
 

Original   grant   proposal 7   years   after   completion   
of   grant   period  

Grant   agreement   and   subsequent   modifications,  7   years   after   completion  
if   applicable of   grant   period  

All   requested   IRS/grantee   correspondence  7   years   after   completion  
including   determination   letters   and  of   grant   period  
and   “no   change”   in   exempt   status   letters  

Final   grantee   reports,   both   financial   and   narrative 7   years   after   completion  
of   grant   period  

All   evidence   of   returned   grant   funds 7   years   after   completion  
of   grant   period  

All   pertinent   formal   correspondence   including 7   years   after   completion  
opinion   letters   of   counsel of   grant   period  

 



Report   assessment   forms 7   years   after   completion  
of   grant   period  

Documentation   relating   to   grantee   evidence   of  7   years   after   completion  
invoices   and   matching   or   challenge   grants  of   grant   period  
that   would   support   grantee   compliance   with   
the   grant   agreement  

 
Pre-grant   inquiry   forms   and   other   documentation   for  7   years   after   completion  

expenditure   responsibility   grants of   grant   period  
Grantee   work   product   produced   with   the   grant   funds 7   years   after   completion  

of   grant   period  
 
G.  CONTRIBUTION   RECORDS  
 

Record   Type Retention   Period  
 

Records   of   Contributions Permanent  
The   School’s   or   other   documents   evidencing  Permanent  

terms   of   gifts  
 
H.  PROGRAM   AND   SERVICE   RECORDS  
 

Record   Type Retention   Period  
 

Colorado   Nonprofit   Association   convenings Permanent   (1   copy   only)  
Research   &   Publications Permanent   (1   copy   only)  

 
 
 

 


